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THE EEA FINANCIAL MECHANISM 2009-2014
FUND FOR NON GOVERNMENTAL ORGANISATIONS
Call EEA/CY/NGO/C-2
Application Form 
1. General Information

Before completing this form, please read the relevant Guide for Applicants and the NGO Fund Call for Proposals EEA/CY/NGO/C-2 published by the NGO Fund Programme Operator, which contain additional information on how to submit your application. Links to these documents and further information such as Frequently Asked Questions (F.A.Q.) can be found on the NGO Fund website: www.eeangofund.org.cy 
This application form should be completed by the Applicant of the proposed project, in cooperation with the planned Partners if any. The application must be submitted to First Elements Euroconsultants Ltd in hard copy (one original, one copy) and in electronic form on a CD in a copy-enabled format. Use the Check-list found at the end of this application before sending your application.

2. Submission Data       
	Title
	

	Acronym
	

	Project Duration 

(Months)

	


	Total project budget (in Euro):  
	

	Total grant requested (in Euro)
: 
	

	Grant Rate Requested (max 90%):
	

	Total number of partners including applicant:  
	

	Total number of countries involved:
	

	Bi-communality (YES/ NO):
	

	Bi-lateral Project (YES/NO):
	


Provide a summary of your project [Limit 30 lines]
(Note: In case of project approval, this section will be published on the NGO Fund website as part of the NGO Fund publicity and dissemination measures)

	


3. Applicant Information 

(Note: In case of project approval, sections 3.1. to 3.3. will be published on the NGO Fund website as part of the NGO Fund publicity and dissemination measures)

3.1 Registered Address and Organization Information                     
The Applicant should be legally established in the Republic of Cyprus. Potential partners can come from Cyprus and/ or the EEA/EFTA states and/ or EEA Grant Beneficiary States. 
Registered address and type of organisation
 
 
 
 
 
 

	Full legal name 
	[In original language]      

	
	[In English]      

	Legal Status 
	

	Registered Address
	

	Postcode
	
	 City
	

	Registration Number
	


  

3.2 Contact person / Coordinator
 
 
 
                     

	Title  
	
	First name
	

	Family name
	

	Position 
	

	Working address 
	

	Postcode
	 
	 City
	 

	Telephone 1
	
	Telephone 2
	

	Mobile
	
	Fax
	

	Email
	
	Website
	


3.3 Description of the organisation 
 
                                   
                                   

Provide a general description of the organisation, including size, scope of work, areas of experience and competence in relation to the proposed project [Limit: 10 lines] 

	


3.4 Previous Projects                                                                                         

Describe your past projects and activities in the last five years using the table below. If your projects/ activities were financed by own sources, please mark N/A in the ‘Contracting/ Funding Organisation’ column. Insert additional rows for additional projects.
Previous Projects
	Start Year
	Programme or Initiative
	Title 
	Description of Activities
	Contracting / Funding organisation
	Budget 

(in €)
	Other partners 

(if any)

	
	
	
	
	
	
	

	
	
	
	
	
	
	


4. Declaration by legal representative of applicant organization

 
 
 

[Date]
To Whom It May Concern:

I, the undersigned [name of representative] in the capacity of authorised representative acting for and on behalf [name of organisation] declare that:

a) All information contained in this application, is correct to the best of my knowledge.

b) The organisation I represent has the adequate legal capacity to participate in the call for proposals.

c) The organisation I represent has financial and operational capacity to complete the proposed project

d) I am authorised by my organisation to sign grant agreements on its behalf.

e) The activities I am applying for under the NGO Fund for Cyprus within the EEA Grants are not funded by national, EU and/or other external donors’ sources.

f) The organisation does not fall into any of the situations provided below:
1. is bankrupt or has its affairs administered by the courts
2. any of its directors and/or managers has been convicted for any offence related to professional misconduct,

3. has not fulfilled its obligations relating to the payment of social security contributions or the payment of taxes to the Republic of Cyprus.

I Acknowledge that:

The organisation I represent will not be awarded a grant if it finds itself, at the time of the grant award procedure, in contradiction with any of the statements certified above, or if found guilty of misrepresentation in supplying the information required as a condition of participation in the grant award procedure or has failed to supply this information.

In the event of this application being approved, the Programme Operator and the Planning Bureau have the right to publish the name and address of this organisation, the subject of the grant and the amount awarded and the rate of funding.

Sincerely

[signature]

[stamp]
	Title  
	
	First name
	

	Family name
	

	Organisation
	

	Department 
	

	Position 
	

	Work address 
	

	Postcode
	 
	 City
	

	Telephone
	
	Fax
	

	E-mail address
	


5.  Partner Organisations
5.1 Organization Information                     
Potential partners can come from Cyprus and / or the EEA/EFTA states and / or EEA Grant Beneficiary States.
Type of organisation
	Role
	Partner

	Name
	[In original language]      

	
	[In English]      

	Country [mark an √ or X next to your country of origin]
	Cyprus
	

	
	Norway
	

	
	Iceland
	

	
	Liechtenstein
	

	
	Other (EEA Grant Beneficiary State – please note name of country in the box)
	

	Type
	NGO
	

	
	Local authority
	

	
	Public institution
	

	
	Commercial Company
	

	
	Other (define)
	


 
 
 

  5.2 Contact person 
 
 

 
 
 
                                                     

	Title  
	

	First Name
	

	Family name
	

	Position in the Organization
	

	Email
	


5.3 Description of the Organisation

Provide a general description of the organisation, including size, scope of work, areas of experience and competence in relation to the proposed project [Limit: 10 lines] 

	


5.4 Previous Projects                                                                                         

Describe your past projects and activities in the last five years using the table below. If your projects/ activities were financed by own sources, please mark N/A in the ‘Contracting/ Funding Organisation’ column. 

Previous Projects

	Start Year
	Programme or Initiative
	Title 
	Description of Activities
	Contracting / Funding organisation
	Budget 

(in €)
	Other partners 
(if any)

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Please duplicate/copy Section 5 (points 5.1. to 5.4.) for additional partners

6. Project Description
6.1 Project Objectives                                
 
 
 
 
         

Describe the objectives of your project and explain how they relate to NGO Fund specific Call EEA/CY/NGO/C-2 objectives.
	


6.2 Contribution to Core/ Additional Areas of Support 
                     

Please provide a concise explanation of the way(s) in which the Area of support and fund Outcome are addressed in your plans. 
(Refer to the Call for Proposals EEA/CY/NGO/C-2 and the Guide for Applicants)
Outcome 2: Strengthened capacity of NGOs and an enabling environment for the sector promoted
	


Area of Support: Good governance and transparency
	


6.3 Bilateral Relations         
 
 
 
 
 
                
Indicate whether your proposal contributes to the strengthening of bilateral relations between the EEA states and the Republic of Cyprus. (Refer to the Guide for Applicants)
	
	Yes



	
	No




If yes, please describe in what ways your proposal contributes to the strengthening of bilateral relations between the EEA states and the Republic of Cyprus. 

	


6.4 Bi-Communal Dimension    
 
 
 
                       


The Project Selected under the current call must aim to provide capacity building for the whole NGO Sector in both communities of Cyprus. Applicants must describe the ways in which they aim to tackle the bi-communal dimension of the project
 (Refer to the Guide for Applicants)

	


6.5 Areas of Project Implementation                                           

Specify where your project activities will be undertaken. More than one option can be selected: 

	
	The areas of the Republic of Cyprus in which the Government of the Republic of Cyprus  exercises effective control

	
	The areas of the Republic of Cyprus in which the Government of the Republic of Cyprus does not exercise effective control

	
	EEA States

	
	Other countries (Please specify) 


If more than one options are selected, indicate where the various project activities will be undertaken as of the options above.
	


6.6 Target Groups 

Describe the target groups of your proposed project with special reference to NGOs in both communities that will benefit from the project. Describe the situation, needs, problems encountered by target groups and how this project will improve their situation. (one A4 page maximum) 

	


6.7 Capacity of the Applicant/ Partnership 
 
 
 
         
Present the Applicant/ or the partnership as a whole and describe its structure, functioning and experience in carrying out similar activities to the proposed project and the rational behind the distribution of activities in the partnership (limit 30 lines): 
	


Skills and expertise of key persons involved in the project [Limit 5 lines per person]
(Attach a short CV of each person described here, using the template of Annex 10.2)    
	


Specify (if any) the allocation of tasks to third parties (external to the Applicant/ Partnership itself), provide the justification for it, and explain why these tasks cannot be undertaken by the Applicant/ Partnership. [limit: 30 lines]: 

	


7. Methodology and Workplan
Provide an overall description of the methodology and work plan in the project. The following elements should be taken into consideration in developing the Work Packages below:
· Internal methods of project management

· Evaluation procedures

· Risks to the project implementation; analysis of potential risks that may influence the project implementation and its results and ways of prevention

· Subcontracting – if necessary – specify the allocation of tasks to third parties (external to the Applicant/ Partnership itself), provide the justification for it and explain why the Applicant/ Partnership is not able to carry out these tasks. 

There should be at least one Work Package (WP) for Project Management and one for Awareness Raising & Dissemination. Additionally each of the specific minimum tasks mentioned in the call for proposals EEA/CY/NGO/C-2 must be described in a separate Work Package 
(WP) as follows: WP Mapping the Capacity of NGO Sector, WP Network and Coalition Building, WP NGOs and CSR, WP Support to the development of an NGO Code of Ethics and Practices. Additional WP’s can be developed. 

Provide one sheet per work package (use the template below). 

7.1 Work Packages and Tasks 
 
 
 
 
                     
	Work package no:
	

	Work package title:


	

	Start Month:
[indicate project months i.e. M1, M2 etc, not calendar months]

	
	End Month:

[indicate project months i.e. M1, M2 etc, not calendar months]


	

	Staff Days: 


	

	Work package Objectives:

	 

	Description of activities: 

	

	Description of outputs / results / deliverables: 



	Provide a detailed description of the expected results of the Work Package.

· type of result (e.g. handbook, curriculum, recognition procedure, new teaching/training method, etc.),

· target group(s) concerned (final users of the results)

· when they will be available,

· number of copies foreseen (if applicable)




7.2 Timeframe                    
 
                                              
        
         

Mark the cells on the table using the symbol X to specify the duration in months of each Work Package.
	TimeFrame
	 

	Work Package Number/ Title
	DURATION (months)

	
	 
	 
	3
	 
	 
	6
	 
	 
	9
	 
	 
	12

	WP1: Project Management
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	WP2:  Awareness Raising & Dissemination
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	WP3: Mapping the Capacity of NGO Sector
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	WP4: Network and Coalition Building
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	WP5: NGOs and CSR
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	WP6: Support to the development of an NGO Code of Ethics and Practices
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Additional WPs
	
	
	
	
	
	
	
	
	
	
	
	

	Progress Reports Submitted to the Intermediary 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


8. Expected Impact, Sustainability and Indicators
8.1  Sustainability                                  
 
 
  
           
         

Demonstrate how you propose to ensure sustainability/ continuity of the project’s outcomes. 
	


8.2  Impact – Benefits to the Community       
                                                       

Describe the general impact on end users and target groups. Please give special attention to describing if and how your project addresses the following issues: minorities, children, immigrants, good governance, sustainable development and gender equality. Also please describe the geographical dimension of your project activities and potential impact in rural areas. Also describe how the project’s dissemination strategy and activities will enhance the project’s impact.
	


8.3  Output Indicators       
                                                       

Please describe relevant indicators to measure and evaluate the impact of your project in relation to the NGO Fund objectives. Applicants should note whether to what extend their proposed project will contribute to standard fund indicators and should include at least 2 additional indicators relevant to their project with which to measure impact and outputs.
	Indicator
	Answer 
	Number

	Does you project address minority issues (if yes include number of NGOs – applicant / partners – in your project that will address minority issues)
	YES/NO
	Number of NGOs

	Does the applicant organization (and partners if any) have the promotion / defence of human rights as your main objective / aim
	YES/NO
	Number of NGOs

	Has the applicant organization been financed by EEA Grants in the past
	YES/NO
	

	How many participants / beneficiaries in NGO capacity building activities for the wider sector do you expect? 
	
	Number of participants / beneficiaries 

	Project Specific Outcome / Impact Indicator 1
	
	

	Project Specific Outcome / Impact Indicator 2
	
	


9. Budget
9.1 Budget Sheet                                        

Complete the excel spreadsheet with the detailed Financial Table (available on the NGO Fund web-site). Then copy and paste this sheet to this section of the application. Print out all the excel budget sheets and attach them to the Application Form. 
	Project Acronym:  

	 
	Costs 
	%
	 Total 

	Staff
	
	
	 

	Travel
	
	
	 

	Equipment
	
	
	 

	Subcontracting
	
	
	 

	Other
	
	
	 

	Total Direct Costs
	
	 
	

	Indirect Costs  (max 5% of direct costs)
	 
	
	

	Total Project Costs
	 
	 
	

	Grant Requested  (max 90% of total project costs)
	 
	
	 

	Applicant's/ Partnership Contribution    
 (min 10% of total project costs)
	 
	
	 


9.2 Details of Budget Calculation                                        
Justify how you have addressed the cost effectiveness in the proposed budget [Limit 30 lines]
	


10. ANNEXES                    

The detailed excel budget with the Financial Table should be filled in and attached to the application. Please attach all the budget sheets. The excel table is available from the website of the NGO Fund. 
10.1 Letters of Intent                                                                                     

Partner organisations (if any) must provide letters of intent. For eligibility purposes, proposals must include letters of intent from each project partner. Please use the template Letter of Intent found below. 
LETTER OF INTENT OF PROJECT PARTNER TEMPLATE

 (Project Title)

(Project Acronym)

In the case of approval of the above mentioned project, applying for assistance from the EEA Financial Mechanism and the Norwegian Financial Mechanism, we hereby declare that 

(Name of institution in original language)

(Name of institution in English)

listed as Project Partner (partner number) in the Application form.
has been informed about the objectives of the NGO Fund in Cyprus.

We furthermore confirm that we will participate in the project and take on the workloads as indicated in the official project application form.  

(Brief Description of the role of the Project Partner in the project)

(Name of the signatory representative of the Project Partner)

 (Position)

 (Date)

 (Signature)

10.2 Curriculum Vitae                                                                                                       

[The Curriculum Vitae should be completed for each of the key persons to be involved in the project.]
CURRICULUM VITAE TEMPLATE

4. Surname:











5. Name:







6. Nationality:






7. Education:

	Educational Institution
	Dates 

(from – to)
	Field of Study
	Degree of Diploma acquired

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


8. Training

	Training Institution


	Dates (from – to)
	Program Title

	
	
	

	
	
	

	
	
	

	
	
	


9. Experience 

	Date from – to
	Company/ Organisation
	Position
	Description of Tasks

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


10. Membership in Professional Bodies:

11. Other skills (e.g. computer literacy, etc.):

12. Present Position: 

13. Duration of employment in the company/ organisation: 

14. Key qualifications related to the project : 

15. Specialized experience related to the project:

	Organisation
	Dates (from-to)
	Tasks

	
	
	

	
	
	

	
	
	


16. Other Information:

10.3 Double Funding Declaration                                                                                                   

[The Double Funding Declaration should be printed on the Applicant’s headed paper.]

DOUBLE FUNDING DECLARATION TEMPLATE


I, the undersigned (Name and Surname) holder of ID card/ Passport Number (Number) of (Issuing 
Country) in my capacity of (position/ function) representing (name of applicant organisation) having 
official address (address of applicant organisation)    
Hereby declare that: 

The activities that (name of applicant organization) is applying for under the NGO Fund for Cyprus within the framework of the EEA Financial Mechanism and the Norwegian Financial Mechanism and the Republic of Cyprus are not funded by national, EU, or other international funding organisations.
(Name of applicant organisation) commits to the co-financing requirements of the project as detailed in the relevant project budget. 

Date: 

(Name)

(Signature)

(Stamp of Applicant Organisation)
10.4 Maximum daily Subsistence Rates for Travel Purposes

Table:  Maximum eligible subsistence rates  

	PER DIEM RATES OF

THE EUROPEAN COMMISSION

	
	

	EU Member States  
	€

	Austria 
	225

	Belgium 
	232

	Bulgaria 
	227

	Czech Republic 
	230

	Cyprus 
	238

	Denmark 
	270

	Estonia 
	181

	Finland 
	244

	France 
	245

	Germany 
	208

	Greece 
	222

	Hungary 
	222

	Ireland 
	254

	Italy 
	230

	Latvia 
	211

	Lithuania  
	183

	Luxembourg 
	237

	Malta 
	205

	Netherlands  
	263

	Poland 
	217

	Portugal 
	204

	Romania 
	222

	Slovak Republic 
	205

	Slovenia 
	180

	Spain 
	212

	Sweden 
	257

	United Kingdom 
	276

	EEA/EFTA States
	€

	Iceland
	180

	Norway
	230

	Liechtenstein
	276*


Notes: 
The above are the per diem rates used in the framework of EC-funded external aid contracts and in case of missions requiring an overnight stay. The applicable rates to the per diems must not exceed the scales detailed above. Per diems cover accommodation, meals, local travel within the place of mission and sundry expenses. *The per diem rates for Liechtenstein are applied by the Intermediary.
11. Check-List         
 
 
 
 

Before sending in your application form to First Elements Euroconsultants Ltd, the following points should be addressed in order to ensure eligibility. 

· Make sure that, in addition to the compulsory signed paper version of your official Application Form to be submitted in one original and one copy, you have also submitted an electronic version of the form in a copy-enabled format on CD.

· Make sure that all relevant fields in the application form have been completed, especially the financial section.

· The form is not handwritten (except signatures)
· Make sure that you comply with the deadline published in the call.

· The proposal has to be written in English. 
· Do not forget to sign the application form: The application form must bear the original signature of a person authorised by the applicant organisation in section 4 of the application form. The signature also confirms that your organisation is not in a situation of the exclusion criteria and that you have the necessary capacity to successfully implement your project. 
· Applicants statutes and Certificate of Registration issued by a competent authority of the Republic of Cyprus 

· Official proof that the person signing the Declaration and the Application form (as well as the Implementation Agreement if the project is selected) is the legal representative of the Applicant that is legally authorized to bind the Applicant 
· Curriculum Vitae of key persons to be involved in the project

· Letters of Intent of partners (if any)

· Double Funding Declaration 

· The written consent of the natural or legal person owning any property in the areas not under the effective control of the Government of the Republic of Cyprus potentially affected by project-related activities 
In the case that the project is selected for funding by the NGO Fund, the Applicant will be required to 
submit prior to signature of the Implementation Agreement the following:
· Financial Identification Form should be submitted prior to signature of Implementation Agreement. The Financial Identification Form will be provided in excel format to be completed, signed and stamped in the relevant boxes by the successful Applicant and the Banking Institution which will hold the project dedicated account. The project account will be opened in the case that the project is selected. The project account should be a dedicated account where payments will be made to the Applicant according to the implementation agreement, and should be solely used for the purposes of the project. The Applicant should be using funds transferred to the account for further disbursements to project partners (if any). 

� Please ensure project duration does not exceed Class maximum limits (6 for Class 1, 12 for Class 2, 18 for Class 3)


� Please ensure project duration does not exceed Class maximum limits (€20.000 for Class 1, €70.000 for Class 2, €120.000 for Class 3)
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The Fund for Non Governmental Organisations benefits a grant from Iceland, Liechtenstein and Norway through the EEA Grants and by the Republic of Cyprus through the Planning Bureau
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