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Application form: 

SMALL-scale development project
(budget of less than DKK 500,000)
March 2009

This form must be used to apply for funding of small-scale development projects. It is divided into five parts:

1. Cover page with basic information 
Applicant, partners, synthesis, title, amount applied for, etc. 


2. Application text 
This part is built around a structure, which you need to adhere to in the description of your small-scale development project. Instructions on how to fill in this framework are reproduced at the end of the form. 


3. Budget summary 
The main items of the budget drawn up for the project. Please notice that the budget summary must be elaborated upon in the annex “Budget format”.


4. Contact information
Addresses, contact persons, etc.

5. List of annexes 
This is to indicate the obligatory and supplementary annexes that support the application.

Instructions
This part elaborates on what should be included under each subsection of the application text (part 2). Read the instructions carefully. By following the instructions, you will ensure that you describe all matters required to have your application assessed.

Please notice:

· NUMBER OF PAGES: Part 2 “Application text” must not exceed 16 pages. Applications longer than that will be turned down. 

· SIZE OF ANNEXES: The length of supplementary annexes must not exceed 30 pages. 

· LANGUAGE: The project description must have been drawn up in cooperation between the local partner and the Danish applicant organisation. Consequently, a document must be available in a language commanded by the counterpart. The actual application, however, can only be submitted in Danish or English.
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1. Cover page
	Ref. no. (to be filled out by the Project Advice and Training Centre)

	
	
	
	


SMALL-SCALE DEVELOPMENT PROJECT

(less than DKK 500,000)

	Project title:


	

	Danish applicant organisation:


	

	Other Danish partner(s), if any:


	

	Local partner organisation(s):


	

	Country(-ies):


	
	Country’s GDP per capita:

	Project commencement date:


	Project completion date:
	Number of months:

	Amount requested from the Project Fund:
	Annual cost level:

(Total amount requested divided by number of project years)

	Is this a re-submission? 

(To the Project Fund, Mini-Project Fund or Danish Ministry of Foreign Affairs)?
	[  ] No
	[  ] Yes, previous date of application:

	Phasing – tick as appropriate:

[  ] A. Is this a new project that has not received previous support?

[  ] B. A new phase of a project that has previously been supported (by the Project Fund, Danida or others)?

[  ] C. First phase of a project with envisaged subsequent phases?

	Synthesis (maximum 10 lines – must be written in Danish, even if the rest of the application is in English):

	


	
	
	

	Date


	
	Person responsible (signature)

	
	
	

	Place
	
	Person responsible and position (block letters)


2. Application text
Structure:

A.   THE PARTNERS

A.1  The Danish applicant organisation’s history, mission and experience
A.3  Counterpart organisation’s history, mission and experience
A.4  Experience of previous cooperation
B.   PROJECT ANALYSIS
B.1  In what context is the project placed?
B.2  How has the project been prepared?
B.3  Problem analysis 
C.   PROJECT DESCRIPTION

C.1  Target group and participants
C.2  The project’s objectives and success criteria (indicators)
C.3  Outputs and activities
C.4  Strategy: how will the project be carried out?
C.5  Assumptions and risks
D.   PROJECT ORGANISATION AND FOLLOW-UP
D.1  Division of responsibilities and tasks during project implementation 
D.2  Monitoring and evaluation of project implementation
E.   POPULAR FOUNDATION AND INFORMATION WORK
E.1. The Danish organisation’s popular foundation
E.2  Has project-related information work in Denmark been planned?
Notice: The application text must adhere to the above structure, which also underpins the instructions available on the following pages. This part cannot exceed 16 pages.
3. Budget summary

Here a summary of the main budget items should be provided. 

A detailed budget with notes must be submitted in the annex “Budget format”, which can be downloaded at: www.prngo.dk. NOTICE: Remember to fill in all three spreadsheets in the Excel file.

See also “Guide to budget preparation” at www.prngo.dk 

	Budget summary:
	
	currency

	Indicate the total cost (i.e. including contributions from the Project Fund as well as other sources)
	
	DKK

	Of this, the Project Fund is to contribute
	
	DKK

	Indicate any other source of finance, including the Danish organisation’s or its partner’s contributions, if any
	
	

	Indicate total cost in local currency
	
	

	Indicate exchange rate applied
	
	

	If relevant:

Indicate the extent of project-specific consultancy assistance 
(spreadsheet 3 of the budget format), see also “Guide to budget preparation”
	
	DKK


	Main budget items:
	
	
	Financing plan

	
	Full amount
	
	Of this, from Project Fund
	Of this, from other sources

	
	
	
	
	

	1. Activities
	
	
	
	

	2. Investments 
	
	
	
	

	3. Expatriate staff 
	
	
	
	

	4. Local staff 
	
	
	
	

	5. Local administration 
	
	
	
	

	6. Project monitoring
	
	
	
	

	7. Evaluation 
	
	
	
	

	8. Information in Denmark (max 2% of 1-7)
	
	
	
	

	9. Budget margin (max 10%, min 6% of 1-8)
	
	
	
	

	10. Project expenses in total (1-9)
	
	
	
	

	11. Auditing in Denmark
	
	
	
	

	12. Subtotal (10 + 11)
	
	
	
	

	13. Administration in Denmark (max 7% of 12)
	
	
	
	

	
	
	
	
	

	14. Total 
	
	
	
	


4. Contact information

	Basic information about Danish applicant organisation

· Organisation’s name

· Address

· Telephone and fax, if any

· Email address

· Website, if any

· Name and address of other participant Danish organisations, if any


	

	Contact person

· Contact person’s address (if different from the organisation’s home address)

· Contact person’s email


	

	Partner in the South 

· Organisation’s name

· Address

· Country

· Email address

· Website, if any

If there are several counterparts, all organisations must be mentioned.


	


5. ANNEXES 

OBLIGATORY ANNEXES

Remember that the following annexes concerning the applicant Danish organisation must be attached: 

a) the organisation’s statutes, 

b) the latest annual report, 

c) the latest audited annual accounts,

d) list of names of governing body’s members, and

e) list of the organisation’s Danida-funded projects (including those financed by the Mini-Project Fund and the Project Fund) over the past five years. Indicate reference number, title, country, amount granted and project period. 

Supplementary annexes (max. 30 pages)
	Annex no.
	Annex title

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Notice: All annexes should be submitted in a format allowing for easy photocopying (i.e. no magazines, books, newspapers cuttings, but only copies of relevant excerpts thereof).

Instructions for writing the application:

Small-scale development project 

(less than DKK 500,000) 

Read these instructions carefully. They elaborate on what should be included under each section. By following the instructions, you make sure that you describe all matters required to have your application assessed.

Certain types of application (e.g. for a project divided into phases, or a re-submission) require clarification of special supplementary points, which are indicated at the end of each subsection.

Background material:

· Read ‘Guidelines for the Project Fund’, which examines formal requirements regarding the applicant organisation, the partnership and the project, as well as the criteria against which the application will be assessed.

· Read ‘Guide for the formulation of NGO projects’ about the Logical Framework Approach (henceforth also ‘LFA’), upon which the structure of this application form is based.
A. THE PARTNERS

In this section, you must describe the Danish organisation, the local counterpart and the cooperative relationship between them. For the Project Fund, it is an important precondition to have two partner organisations involved – one in Denmark and one locally – each of which is rooted in civil society. They must also have relevant experience, firstly, of working together, and secondly, of cooperating with the target group that the project sets out to reach.

A.1 The Danish applicant organisation’s history, mission and experience
This subsection is intended to ensure that you describe the Danish partner organisation, its legitimacy, experience and capacity. If you are making a joint application on behalf of more than one organisation, all participant organisations must be briefly described. One organisation, however, must feature as the formal applicant, and must be profiled first.

 Indicate the organisation’s year of foundation, and briefly describe its history, mission and possible main activities.

 What is the organisation’s prior experience of development projects in general?

 What is the organisation’s prior experience of the particular field addressed by this project proposal?

A.2 Counterpart organisation’s history, mission and experience
This is where you set out, in similar fashion, the local partner’s organisation, legitimacy, experience and capacity. It is important to describe the counterpart, since the assessment sets store on the extent to which the local partner is capable of implementing and actively contributing to the proposed project. 

 Indicate the organisation’s year of foundation, and briefly describe its history, mission and possible main activities.

 Describe what type of organisation this is, and how its governance is structured.
 What is the organisation’s prior experience of working with development projects in general?

 Describe the organisation’s networking and cooperative relations to authorities, donors and other sources of finance, as well as to other national and international civil-society organisations.

 Briefly describe the qualifications of relevant staff and/or members/volunteers.

Experience of previous cooperation

It is considered important that there is an established relationship between the partner organisations involved. Consequently, you must set out your previous cooperation. This need not be confined to former projects, but may also refer to experience gained in connection with other cooperation modalities.

Aspects to be considered by everyone:

 For how long have the partners been in contact?

 Set out the record of cooperation between the Danish organisation(s) and the local partner(s).
Supplementary clarification if you are moving into an entirely new sphere of activity:

· If the project’s theme falls outside the applicant’s and counterpart’s usual field of work, describe the relevance of this new area of intervention against the background of the organisations’ previous cooperation experience.

B. PROJECT ANALYSIS
This section should contain the reflections and analyses carried out by the Danish organisation and its local partner in connection with project preparations. It is intended to answer the following questions:

- What is the relevant background knowledge?

- What are the problems to be addressed?

- Which contextual factors are important?

- Which stakeholders are important?
In what context is the project placed?

This subsection should show that you have knowledge of the context in which your project is to operate. This does not refer to an overall description (e.g. of a country’s political and economic history), but to a specific account of the contextual factors of relevance to the project theme.

This subsection also serves to substantiate the subsequent problem analysis (B.3). 

· What is the main theme of this project?

· Describe the context (geographic, political, social and cultural) in which the project is placed.

· In what main area of intervention or sector (e.g. education, agriculture, energy, advocacy, or the like) is your project operating? Also describe local conditions within this sector.

· Outline the work of relevant local authorities and other organisations (including Danida) within the sector.

How has the project been prepared?

This is where the process of designing the project should be described. Among other aspects, the assessment sets store on preparations being conducted as closely as possible to the local partner as well as to the actual target group of the intervention. If the application builds upon a previously implemented project, systematisation of its experiences and results will be an important part of the planning effort (see last points).

 How and when did the concept for this project arise?
 Describe the preparatory process leading to this application, including:

· Who has taken part in the planning, and what has been the role of the counterpart organisation and the Danish organisation, respectively?

· How has the target group been involved in preparing the project, including the participation of women, men, children and young people?

 If this is an extension of a previous project, briefly describe the experiences of that former intervention.  

Supplementary questions if this is a re-submission:

 Which initiatives or studies have been conducted as a result of the rejection of the previously submitted application?

 Have you received advice from the Project Advice and Training Centre in connection with the re-submission?

Problem analysis 

This is where you should account for your understanding of the complex of problems towards whose solution the project seeks to contribute. As a minimum, the problem analysis should clearly describe what the focus of the project is, examining the context that influences this focus, and prioritising the areas in which the project sets out to intervene. See more in “Guide for the formulation of NGO projects”. It employs Logical Framework Approach (LFA) to structure such an analysis. The following points are also built on LFA.

The assessment of the application sets store on the priority areas highlighted in the problem analysis being reflected in the objectives that you subsequently choose to set (in subsection C.2). 

· Describe the main problem that the project is expected to address.

· Explain the underlying causes giving rise to this main problem.

· How did the issue of women’s and men’s (girls’ and boys’) needs, roles, particular starting points and interests enter into the problem analysis?

PROJECT DESCRIPTION

This section focuses on describing the actual project, i.e. its target group, objectives, activities, strategy, sustainability and risks. 

Target group and participants

This is where you describe the project’s target group, as well as the local counterpart’s relationship with it (if the target group is not an integral part of the partner organisation). The assessment sets store on the local partner having a good contact to and knowledge of the target group, and on the target group (or circle of participants) matching the intervention’s issues and objectives.

 Describe the project’s target group (specifying primary and secondary target group, if relevant). 

 Indicate the target group’s number of people, gender distribution and possible social, ethnic or other group identity.

 Indicate how the project benefits poor sectors of society (needs to be filled in only to the extent that it is not unambiguous from the above description of the target group).

 Account for the local partner’s legitimacy vis-à-vis the target group (the counterpart’s relation to the project’s target group, the partner’s roots in the local community – or communities – in which the intervention is to take place).

The project’s objectives and success criteria (indicators)

This subsection describes the project’s objectives. A distinction is made between the overall development objective, i.e. the broad aim towards which the project will contribute, although without expectations of reaching it during the implementation period, and the immediate objectives, which the project is supposed to actually accomplish. The objectives should reflect the problem analysis described in subsection B.3.

It is a requirement that capacity building be included in the project. Accordingly, it is important that this also be reflected in one or several of the immediate objectives. It is also obligatory to formulate at least one indicator at the level of immediate objectives. An indicator must specify the minimum expected to be achieved at a given point in time. There is freedom to determine how compliance with the indicators is to be measured, as long as the method is well-described and appears relevant to the assessment of the proposed indicator(s). 

See more about defining objectives and indicators in “Guide for the formulation of NGO projects” (chapter 6).

· Indicate the overall development objective towards which the project sets out to contribute (maximum two lines).

· Indicate the project’s immediate objectives (no more than three in total).

· Indicate the success criteria/indicators to measure the achievement of each immediate objective.

Outputs and activities

A project’s activities should produce a series of outputs, which, in turn, should lead to compliance with each of the defined immediate objectives (subsection C.2). Consequently, it is advantageous to categorise activities and outputs in relation to each immediate objective.

There may be activities/outputs that pursue several immediate objectives. This could be described at the top or bottom of the table shown below.

One aspect emphasised by the assessment is that the activity plan should be in conformity with the strategy and reflect the immediate objectives.

See more about the formulation of outputs and activities in “Guide for the formulation of NGO projects” (chapter 6).

 Copy the table below to the actual application, and describe which activities will be carried out, and the outputs which they are expected to produce.

 Indicate the outputs that are expected to lead to meeting the defined immediate objectives. 

	Activities
	Expected outputs

	a.

b.
	In pursuit of immediate objective 1

	a.

b.
	In pursuit of immediate objective 2

	a.

b.
	In pursuit of immediate objective 3

	
a. 

b.
	In pursuit of several immediate objectives


 (Feel free to add rows to the table)

Strategy: how will the project be carried out?

The strategy is the engine room of your project. This where you describe how and with which methods you wish to implement your project, making it likely to lead to the defined immediate objectives. This is also where you explain the ways in which each of the parties involved will contribute actively towards the intervention.

Since the Project Fund guidelines demand that capacity building be included, it is important that the strategy set out how this is the case (more on this in the guidelines p.25-26).

A distinction is made between ‘exit strategy’ and ‘sustainability’. The exit strategy is primarily about how you have prepared for the termination of the financial resources of the grant at some given point in time. Sustainability concerns the way in which the project’s results are expected to remain in force after the completion of the actual implementation. Remember to start with your immediate objectives when describing the sustainability. This is to ensure that the sustainability is assessed against the specific level of ambition pursued by the project. Read more about sustainability in the guidelines on page 28. 

 Describe how the chosen activities contribute towards solving the overall problem defined for the project.
 How are individual activities linked together?
 Special inputs: If the project budget contains particularly costly inputs – such as external technical assistance, significant investments in equipment or the like – it must be explained why this is relevant to the strategy.

 Describe which methods and modus operandi will be employed, including whether the project is divided into certain sequences or stages.
 Describe how capacity-building forms part of the project.

 Describe how the project strengthens the local counterpart’s and/or target group’s capacity and role as part of civil society (including their potential for advocacy).

 Describe how men’s and women’s equal participation and gain from the project will be secured.
 Exit strategy: Describe how it is planned to phase out the financial and human resources from the Project Fund grant. 
 Sustainability: Reflect on how the results of the project are expected to persist beyond project completion.

If the project applied for is expected to be followed by another project phase:

· Briefly describe how you envisage continuing and refining the strategy in the subsequent phase.

· Describe how an exit strategy can be put in place in case there will be no subsequent phase.

Assumptions and risks

The assumptions describe the conditions in the surroundings that are beyond the direct control of the project, but must be in force to enable meeting the immediate objectives. There will typically be one or several assumptions attached to each immediate objective.

Notice that assumptions are also important in connection with changes introduced during project implementation. If the assumptions fail to materialise, a project’s strategy and activity plan will often have to be adjusted. 

Read more about assumptions in “Guide for the formulation of NGO projects” (chapter 6).
· List the main assumptions that must hold true for the activities to lead to compliance with the defined immediate objectives.

· Indicate any external conditions that may hinder compliance with the project’s objectives or delay implementation significantly.

· How will the project implementation attempt to take these factors into account?

PROJECT ORGANISATION AND FOLLOW-UP

This section is intended to shed light on the division of tasks and responsibilities in the course of the project, as well as on how experiences and outputs will be continued after project completion.

B.1 Division of responsibilities and tasks during project implementation
While subsections A.1–A.3 describe the partners’ current capacity and experience of development work, the present subsection focuses on how the project at hand is organised, and on how each partner contributes its particular capacities and experiences. One aspect to which the assessment attributes importance is the local partner’s pivotal role in the activities and as responsible for implementation. Attention is also paid to the Danish organisation’s contribution of inputs beyond mere finance.

 Spell out the division of responsibilities between the Danish organisation and the local counterpart.
 How are responsibilities and competencies distributed within the counterpart organisation? Have any particular individuals or committees been designated to take on responsibility for the project?

 How are implementation responsibilities to be distributed within the Danish organisation? Also detail who is expected to be directly involved in implementation of the project.

 Describe the advantages of this project being undertaken in cooperation between the Danish organisation and the local counterpart organisation.

Monitoring and evaluation of project implementation

This section describes – as specifically as possible – which practice you intend to follow to monitor and evaluate the project’s activities and objectives. It should be clear how the means of verification indicated in section C.2 form part of this.

Monitoring should not just be used to document the outputs produced, but also to detect possible needs for changes in the project strategy (e.g. as a result of changed assumptions). Consequently, the assessment sets store on reflections on how you will ensure adjustment during implementation.

Aspects to be considered by all applicants: 

 How will the project be locally managed and continuously followed up (monitored)?

 Explain if evaluations have been planned, indicating who is to evaluate the project and at what stage of the project period this exercise it to be carried out.

POPULAR FOUNDATION AND INFORMATION WORK

The Danish organisation’s popular foundation

In this subsection, you explain how the Danish organisation is rooted in its country’s civil society. Popular foundation may be expressed in a variety of manners. Accordingly, it is not measured solely in terms of membership figures and responses to public appeals for money, but against the background of an overall assessment of the organisation’s combined activities in Danish society.

 Indicate the organisation’s number of members or regular contributors.

 Describe your roots in the Danish population. This may be expressed in a wide variety of ways, but you could describe them in terms of the following areas (though you are not obliged or limited to this list):


a) the number of volunteers/activists in the organisation’s various activities, committees, events, etc.;


b) the geographical spread of members or contributors; 


c) the extent of information work carried out in Denmark on development issues; 


d) people-to-people and/or exchange activities;

e) involvement of particular professional circles in Denmark who would otherwise not normally be engaged in development work.
Has project-related information work in Denmark been planned?

Information work in Denmark is not a precondition for the realisation of the project, but an option that you may choose to pursue. The maximum amount granted is equivalent to 2% of the project costs.

If you choose to apply for this, the following points may be of help:

 What subject is to be addressed by this information work?

 Set out the target groups for the information work.

 Which methods, media and activities will be employed (radio, website, brochure, theatre or the like)?

 Who will be responsible for preparing the information work (including whether external specialists will be engaged)?

 Who is going to carry out the information work?

 What effect is the information work expected to produce?

Budget summary and significant inputs

The assessment of the budget sets store on the projects costs being reasonable in view of the size of the target group as well as the expected results and sustainability of the intervention. Among the budget items that will be assessed are administration, travel, salaries, and spending on Danish human resources, if any.

See “Guide to budget preparation” at www.prngo.dk 

SUBMITTING THE APPLICATION

1. The following must be submitted both electronically and in three printed copies:

· Application form (as explained here)

· Budget format (remember to fill in all three spreadsheets)

2. Obligatory annexes and other annexes must always be handed in in three printed copies. All annexes should be submitted in a format allowing for easy photocopying (i.e. no magazines, books, newspapers cuttings, but only copies of relevant excerpts thereof). You are welcome to also send the annexes in an electronic form, though this is not a requirement. 

See addresses on the first page.

Summary in Danish (PDB form)

Once funding of a project or partnership activity has been approved, a summary must be submitted in Danish, a so-called “PDB form”. The Project Advice and Training Centre will send you an email with the form and instructions for how to fill it in. This form is also available at the website, and it may be a good idea to complete it well in advance, so that – in case the application is approved – you may quickly enter into agreement on project commencement.







The application with budget format and all annexes must be submitted in 3 printed copies to:


Project Advice and Training Centre (Projektrådgivningen), Klosterport 4A, 3.sal,  DK-8000 Aarhus C, Denmark





In addition, the application form and budget must be sent electronically to: � HYPERLINK "mailto:projektpuljen@prngo.dk" ��projektpuljen@prngo.dk�. 


You are also welcome to submit the annexes in an electronic format, although this is not required. 
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