Memorendum of Understanding
<country> NGOs VEHICLE SHARING

[bookmark: _Hlk107326520]Aligned with the purposes of efficiency and effectiveness this project is serving, as well as with the one of changing pre-established usage and practices, this document is edited using limited narrative and is privileging the use of bullet points instead.

1-PROJECT OVERVIEW

This project lies on the volunteer collaboration of national and international NGOs operating in XXX, that agree to share movements in order to increase the passenger’s occupancy rates of their vehicles.  They do so by making their light vehicles fleet (or part of it) available to the rest of the humanitarian community. That involves providing vehicles at the state of the art of maintenance and technical condition, scheduling and movements planning coordination, identifying drivers as per minimum requirements, ensuring costs tracking and recovery.

Scope: the initiative’s targets the shared transport of passenger´s and small cargos using light vehicles, in a form of systematic movements or other shared movements on concurrent routes between at least 2 different organizations. 
1.1-Guiding principles:
· Quality of service provision (agencies’ transport needs are met in optimal conditions)
· Safety and security (ensured for drivers, passengers and 3rd parties)
· Collaboration (the spirit of constructive coordination, cooperation, mutualization drives the initiative)
· Mutual recognition (each participating agency recognizes and trust other participating agencies guidelines and policies as well as their good faith in their implementation on a day-to-day basis)
· Transparency in cost tracking and recovery
· Change management (of institutional approach to mobility including fleet managers, passengers)
· Self-sustainability (the participating agencies aim at establishing vehicles sharing as a standard modality for their business-as-usual movements in the country)

1.2-Objectives: 
· Reduce fleet operating costs 
· Reduce fleet-related environmental impact 
· Implementing practical sharing of mobility resources
· Exploring new fleet usages and ways of operating

1.3-How objectives will be met:
· By increasing occupancy rate of vehicles by opening available seats on a planned movement to other agencies passengers
· By promoting the use of such shared services among users/passengers (change management)
· By taking concrete actions on fleet management according to the gain of efficiencies provided by the shared movements (ex: reduction of fleet size, reduction of vehicles profiles…)
· By agreeing on common meeting points and departure times for shared movement
· By exploring and driving change together

1.4-Indicators:
· Number of shared trips
· Fleet size and cost Reduction / Avoidance
· Fleet Co2eq. emissions reduction

2-ACCESS, RULES OF ENGAGEMENT:
· In order to access or contribute to the service provided by the project, agencies should have signed the current MoU, and abide by the Minimum Requirements.

· This initiative follows the logic of minimum requirements: participating agencies should match them at minima but are free to implement more restrictive requirements if they wish to.

· Agencies can participate regardless of the number of trips shared or vehicles provided: there is no minimum in terms of shared trips/vehicles.

· SoP are meant to capture the day-to-day practicalities of the initiative and are therefore subject to regular modification while we explore the vehicle sharing modality.

3-AGENCIES RESPONSIBILITIES
3.1- Coordination
· Active participation, collaboration and problem-solving mindset
· Facilitating and participating to meetings on a regular basis (coordination, governance…)

3.2- Planning / Booking:
· Compile weekly movement planning and provide it to the initiative every Thursday using the determined ‘opportunity spotting’ tool
· Ensure movements requests are placed with a minimum of 48h in advance in case clearance processes (facilitation letters) are required
· Identify vehicle sharing opportunities among other agencies movements
· Update the status of movements on the tool (planned, cancelled, completed) on a weekly basis

3.3- Costs recovery
· Understand that the sharing of assets mechanically generates savings, and that the cost model is therefore a manner of materialising those savings, by ‘ventilating’ costs between participants. 
· Understand that savings are not generated by themselves, they require further actions from participating agencies (reducing number of vehicles…)
· Abide by the cost sharing modalities detailed in section 4
· Provide transparent data allowing to for the establishment of average costs (baseline, yearly basis)
· Proceed to reimbursements



3.4- Fleet provision (in the case the agency chooses to provide vehicles to the initiative)
· Register vehicles to the pool
· Insure vehicles as per minimum requirements
· Inspect and maintain vehicles as per minimum requirements and following the approach of ‘mutual recognition’

3.5- Drivers (in the case the agency chooses to provide vehicles to the initiative)
· Provide drivers which records are aligned with the project minimum requirements
· Ensuring training and sensitization of drivers on best driving and safety policies
· Ensuring that drivers complete the vehicle log for each trip.

3.6- Passengers/users sensitization:
· Contributing to the institutional/ passenger’s /user’s change management
· Assuring dissemination of joint rules and procedures in shared movements (safety…)
· Contributing to the complaint/feedback mechanism of the service

4-COSTS FOLLOW-UP and RECOVERY
· The present cost follow-up and recovery model was designed both for fairness (some agencies might provide more often their assets than others) and accountability considerations (capacity to track shared usage and cost allocation to donors).
· The model allows to materialise/concretise savings generated by pooling between participating agencies.
· The principle of full costs recovery (vehicle’s rental/depreciation, insurance, drivers, maintenance, fuel) applies to the cost model. 
· Participating agencies agree to share costs on an agency basis and not on a passenger basis, meaning that regardless the number and belonging of passengers aboard a shared movement, its cost will be divided by the number of agencies participating to the movement, disregarding the number of passengers of each agency.
· In the case of the rental of shared assets (taxi…) (considered as fixed costs as not belonging to any of the agency’s fleets), all agencies signatories to the MoU for the concerned period agree to jointly and equally contribute to cost recovery.
· The whole cost matrix is attached to the present MoU in annex 1 and detailed per corresponding worksheet as follows.

4.1- Costs Baseline (see annex 1 – worksheet 4.1)
On a yearly basis, participating agencies provide their fleet and costs baseline information (see minimum requirements - annex 2 below), that is incorporated in the interagency baseline cost matrix, that allow to establish average costs for the trips implemented that are used as a reference at the moment at calculating savings and recovering expenses. 

That baseline cost matrix allows to potentially incorporate different types of costs, such as the necessary human resources required to the project implementation (vehicle sharing officer, driver…).



4.2- Data collection (see annex 1 – worksheet 4.2)
The shared movements, may they be implemented using assets from participating agencies or assets rented interagency, are tracked daily using the ‘movement plan’ template, their status is granted ‘completed’ by the lead agency focal points. Information on which agency travels with who and when is captured and updated in that document available to all participating agencies online. 

4.3- Costs allocation (see annex 1 – worksheet 4.3)
The data of those completed movements (see 4.2 above) is inputted in the cost allocation matrix on a monthly basis.
The cost allocation matrix is automatized and allows to determine what amount needs to be perceived and/or reimbursed by whom for the covered period, using the baseline costs as reference (see 4.1 above).

The cost allocation matrix ‘summary sheet’ is used as a support document to the ‘reimbursement request’.+ (see 4.4 below and template in annex 01 – worksheet 4.4)

4.4- Costs reimbursements / perception (see annex 1 – worksheet 4.4)
· The costs are practically ‘perceived from’/ ‘paid to’ using a reimbursement request process. 
· Agencies have to proceed to reimbursements within 10 working days after reception of the reimbursement request.
· Frequency of reimbursement requests will be adjusted in the course of the action and agreed upon by participating agencies, such frequency will take into considerations the learnings from the 1st tests of reimbursement processes as well as project closure eligibility constraints. We foresee that this frequency should vary between the monthly and quarterly basis.
· Agencies can either chose to perceive reimbursement or not at their discretion. 
· Agencies cannot refuse to reimburse costs due to other participating agencies.

For accounting purposes, the supporting documents necessary to the reimbursement request are:
· ‘Summary sheet’ of the ‘cost allocation matrix’ (see 4.3 above) for the period covered
· Copy of the present MoU

5-BOOKING and SCHEDULING
· Current existing booking practices from agencies are not modified, they are simply put in common (agencies needs are compiled by Thursday)
· Dispatchers/fleet managers are coordinating/pooling movements on Thursdays and on a daily basis
6-SECURITY and SAFETY
6.1- Business as usual: 
The agency leading the movement (providing or contracting the vehicle and driver) is de facto ensuring security/safety follow up, namely:

· Proper mechanical and maintenance state of the vehicle (daily check, general maintenance plan), 
· The proper training and minimum requirements for drivers, 
· The movement clearance, tracking and follow-up, (including harsh weather conditions)
· The protocols implementation in case of accident/incident (road, context, security)

The other agencies abide by the rules of the leading agency.

6.2- In case of incident/accident: 
· The emergency protocols of the agency leading the movement abide
· The leading agencie’s protocols and action are followed/implemented. 
· Communications to partner’s agencies to be made as soon as possible on the dedicated Whatsapp Group & Teams group
· Incident report to be shared with partner’s agencies focal points.

6.3-Insurance policy and waiver:
· [bookmark: _Hlk164155026]Scope: the insurance policies set in the attached ‘minimum requirements’ considered in this project are linked to the vehicles, not to the individual’s insurances. Therefore, each organization remains fully liable toward its own staff transported though this initiative. No organization may be held liable towards staff not under work contract with the organization at the time of transport.
· All agencies providing vehicles to the initiative should guarantee that their vehicles insurance coverage is matching the minimum requirements defined in annex 02.
· The use of ‘waivers of liability’ is not implemented within the initiative.

6.4- Tracking devices
· Although most agencies’ fleet are equipped with such devices, that doesn’t constitute an access condition to the initiative, particularly meanwhile the focus is on intercity shuttle movements.

6.5- Data protection
· Agencies signatories of this MoU abide by personal data protection standard rules and principles.

6.6- Complaint and feedback mechanisms:
· Each and every passenger of a shared movement is following its own agency complaint mechanism in case of issue happening during the shared movement.
· Passenger’s belonging to agencies not equipped with complaint mechanism should use the movement leading agencies’ one.
· Service users can provide feedback on the service provision to their respective fleet manager/ dispatcher, as if the service provided is to be considered as one of their own organizations.
7-GOVERNANCE and STEERING
· Self-sustainability: the initiative is meant to be self-sustainable among participating agencies and aim at avoiding the creation of a parallel entity.
· <host organisation> is ‘hosting’ the initiative for the duration of the current MoU, in the form of countersigning the current MoU when new agencies join the project.
· The allocation of the management of the initiative should be reallocated at the reconduction of the MoU.
· Authorship, ownership: agencies contribute to the shaping of this initiative following a participative, collaborative approach
· Fleet Forum is supporting the launching and establishment of this project (up to <date> as per current funding).  They will provide initial project leadership and coordination, processing of the data collected by participating agencies and editing performance reports, monitor impact and positive changes, provide technical guidance as per need, share recommendations and expertise to the participating agencies, identify new opportunities and participating organisations among humanitarian community to join the project.
7-BREACHES to the intent of this program
· Failure to share movements
· Failure to participate in coordinated efforts
· Non respect of the agreed scheduling process
· Non respect of the minimum requirements
· Non respect of the cost recovery model
· Non respect of humanitarian principles
The present MoU is signed for a duration of (3) three years.
The notice period in case of agency withdrawal is (2) months.

Period covered by this MoU: <date>- <date>

	For <name of organisation>
Date:



	For <host organisation>
Date:



At the date of signing the MoU, the following agencies are participating: 

<name of participating organisation>
<name of participating organisation>
<name of participating organisation>



Annex 02 – Minimum requirements

In case of providing vehicles:

	Drivers qualifications

	Medical test that includes (Medical risk factors and allergies, Previous medical and surgical history, Vital signs, human body system review and physical exam, general laboratory tests including drug test)

Every two years for current drivers and for new drivers directly after joining

	HEDT training

	General fleet training that includes (daily vehicle check, driving attitude, general rules and regulations, accident procedure, snow chain usage)

	Specialized trainings (Mechanics of cars, Extinguishers and medical kit usage, Risk in fields, wellbeing)

	Tips for drivers during Ramadan specially for drivers who fast

	Security awareness for drivers (road safety and security)

	Fire safety

	Personal security topics

	Fundamentals of Safeguarding and Anti-Sexual Harassment

	Children safeguard policy



	Maintenance Requirement and Daily vehicle check

	Preventive maintenance (maintenance that is scheduled based on mileage frame, each 5000 km or 10000 km)
	8000 KM

	Unexpected maintenance (based of drivers feedback about the vehicles)
	ad hoc

	Daily check of vehicle fluids (engine oil, brake oil, coolant level, wiper water level)
	AT LEAST ONCE A WEEK

	Daily check of vehicle exterior and interior (dents, scratchs, tires condition, leakage under the vehicle, lights function)
	AT LEAST ONCE A WEEK

	Daily check of kits (tool kit, first aid kit, fire extinguisher)
	AT LEAST ONCE A WEEK

	Daily check of vehicle documents (insurance, delegation, mechanical, logbook)
	AT LEAST ONCE A WEEK

	Seatbelts function check
	Daily



	Vehicle Insurance

	Third party liability (Property Damage)
Own Damage to the Insured Vehicle
Fire of the Insured Vehicle

(optional) Passengers and Driver: 
Death & Disability 10,000USD per Person, for 5 Persons.
Medical Expenses Max Liability 2,500USD per Person, for 5 Persons.







	Data Needed on yearly basis
	Detail

	Number of vehicles (SEDAN)
	average over last 12 months

	Number of vehicles (SUV)
	average over last 12 months

	Average annual rent cost - SEDAN
	rent or depreciation; 
average over last 12 months;
including insurance costs

	Average annual rent cost - SUV
	rent or depreciation; 
average over last 12 months;
including insurance costs

	Average annual driver cost
	include all costs, not only received salary

	Average annual number of drivers
	

	Average annual fuel cost per kilometer - SEDAN
	

	Average annual fuel cost per kilometer - SUV
	

	Average annual insurance, repair and maintenance costs per kilometer - SEDAN
	

	Average annual mileage per vehicle category - SEDAN
	average over last 12 months

	Average annual mileage per vehicle category - SUV
	average over last 12 months

	Average working days/ month
	office related

	Average working hours / day
	office related





