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ANNEX 1


[bookmark: _Toc450541026]
 Compulsory Information of the Applicant (a maximum of one page)

	FLC Reference no: 2025
	Compulsory information

	Title of the intervention
	

	Name of the organization

	

	Address of the organisation
	

	Telephone (Office and Mobile)  Email
	

	Amount applied from the FLC in Euros 
	

	Annual turnover or budget and financial source of the organisation. 

Specify the required co-financing allocated to this proposed project (min 5% in cash, min 10% incl. in-kind)
	

	Director (Signatory of the organization person in charge)
	

	Name of the Auditing company used by the Applicant
	NB! A completed due Diligence questionnaire to be attached to the proposal

	Official status of the organization (include the registration number and date):
	





	_______________
	_______________
	_______________

	Name
	Signature
	Date and Place




Annex 2
Guidance for FLC full proposal document
Outline for a Project Document (max. 10 pages, excluding annexes and Cover page)
	Cover page 
	· Title of Project
· Type of a document (Draft / Final Draft / Final Project Document)
· Duration of the Project 
· Date 

	Summary
	· Short summary (max. 1 page) explains the results of the project and how they will be achieved; its relevance to the beneficiary needs and priorities of the Fund for Local Cooperation, scope, budget and implementation and funding arrangements 

	1. Background 

	· Development needs/challenges to be addressed by the Project 
· Value-added and complementarity of the support requested from the Embassy
· Project’s previous phases (if any) and lessons learnt from related work 
· Short description of the project formulation process (Max. one paragraph on how and by whom the project has been planned) 

	2. Context and stakeholder analysis
	· Description of context/sector(s) 
· Summary of key prior achievements related to the intervention and development needs to be addressed
· Overview of the gender and human rights issues related to the intervention. Integrate gender and human rights issues throughout the document into relevant sections
· Stakeholder analysis, identifying their roles and their capacity gaps related to the Project

	3. Project Description
	3.1. Overview of the Project
· Rationale for launching the project
· Description of the internal project logic, Results Chain/ Theory of Change
· Scope of the project (e.g. duration, geographical scope etc.)
3.2. Results and key strategies
· Description of results (outputs, outcome and impacts) expected to be achieved (based on the result chain or theory of change)
· Description of the key strategies to achieve the project results, main types of activities 
· Key milestones for project implementation
· Results chain 
3.3. Risk assessment and risk response
· Summary of risks and risk responses (with reference to Risk Matrix to be annexed)
· Plan for the monitoring and reporting of risks, including risk owners

	4. Implementation arrangements 

	· Implementing agencies and arrangements; including analysis of institutional capacity and related capacity development needs
· Project’s management and decision-making (e.g. composition of Supervisory Board, Steering Committee, Project Management)
· Budgeting, financial management, procurement, monitoring and audits 
· Coordination and cooperation with other actors and interventions
· Communication and information dissemination plan, including internal and external exchange of information on plans, results, experiences and lessons learned

	5. Work Plan and Main activities
	· Indicative work plan for the project, including key activities for each output  (detailed workplan in annexes)

	6. Resources 
	· Human and material resources and partnerships needed for achieving the results 
· Roles/contributions of each partner in providing the resources 
· Budget summary (detailed budget and financing plan indicating different financing sources in annexes) 

	7. Monitoring and reporting
	· Description of Monitoring and Reporting, including key indicators and procedures for data collection, analysis and reporting (and where relevant; related measures promoting ownership, rights, interests, opportunities and participation of the key beneficiary groups)

	8. Sustainability 
	· Analysis of measures to ensure sustainability 


	9. Reviews, Evaluations and Audits
	· Plan for reviews, evaluations and audits

	Annexes
	· Results framework and results chain*
· Risk Matrix*
· Indicative work plan for the Project*
· Project Budget*




*MFA has specific guidance on these issues.










Annex 3
Table: Definitions on the likelihood and impact of risks.
	Likelihood of Risk
	Definition
	Impact of risk to the results targets if realized.
	Definition
	Risk mitigation strategy

	low
	may happen
	low
	Insignificant or Minimal damage or disruption to results targets.
	

	medium
	likely to happen
	medium
	Serious damage or disruption.
	

	high
	very likely to happen
	high
	Massive damage or disruption.
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Annex 4
Sample Template for a Results Framework

	Results
	Indicators
	Baseline
	Target
	Means of verification
	Assumptions


	Impact statement (1)= Ultimate benefits for beneficiaries
	Measures long-term impacts of the intervention
	
	
	
	Assumptions which influence the impact of the project outcome



	Outcome statement (1) = What change the project intends to accomplish by the end of the project implementation
	Indicators concretise the outcome statement and intended change resulted from the intervention in measurable quantitative and/or qualitative terms
	
	
	
	Assumptions which influence the transformation of the outputs to outcome.


	Outputs (several) = Tangible and intangible products and services delivered by the project
	Indicators define the quality and quantity of the deliverables of the intervention.  
	
	
	
	Assumptions which influence the transformation of activities to outputs.
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Fund for Local Cooperation
Declaration on the Control of Finances / Financial Management Due Diligence

Organisation _____________________________________________________________


1)  What type of banking facilities does the Organisation make use of (e.g. cheque accounts, electronic banking etc.)
2)  Whether individual grants are deposited in call accounts
3)  How funds are appropriated and always in line with budget? How this is verified?
4)  Which members (add positions) of the Organisation can approve of appropriations? 
5)  How purchasing decisions are made? What is the purchasing procedure and what are the authorization limits?
6)  Number of quotations necessary for purchases? 
7)  What kind of oversight bodies are there to supervise the operational management of the Organisation? What are their qualifications for the position?
8)  How often do operational management of the Organisation report to the oversight body? Is the reporting written or oral?
9)  How active a role do the members of the oversight body take in supervising the Organisation’s operational management? 
10)  How often do operational management meetings take place? Are minutes kept, signed, consecutively numbered and dated?
11)  Which members of the organisation are responsible for accounting? Are they competent and what is their education for accounting? How the deputy arrangements are organized?
12)  How often are accounts audited? Are the audits made by regular basis?
13)  Are bank statements regularly compared with the cash book? Reconciliations?
14)  Who does the audits for the organisation? Are their certified auditors? 
15)  What rules are there for reimbursing travel costs? Use of consultants? Purchases? Logbooks?
16)   What computer programme (if any) are you using for accounting? If accounting is kept in manual basis how you assure that audit trail is in place? Are there safety copies on disks? Is the programme secured by a password
17)  Has any member of the organisation ever been disciplined for misappropriation of funds with Your or any other organisation? How internal controls have been strengthened after that?
18)  Is the retention of bookkeeping material organized in a proper manner? How?
19)  What are the petty cash and safe procedures?
20)  Are the authorization rules defined and in writing?


I, the undersigned, acting in full authority on behalf of above mentioned organisation hereby submit that all information given above by myself I understand to be true and correct. Furthermore, I understand that the submission of any information not truly and correctly reflecting the state of financial controls of the above mentioned organisation, may lead to the withdrawal and /or reclaiming of any Finnish grants to the above mentioned organization.




Date:   _______________________		Place:   _____________________________

_________________________________________________________________________
On behalf of the organisation

__________________________________________________
Position
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Project budget format
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Sample Template for a Project budget

Programme implementation costs All years

1. Human resources/ Salaries and perdiems for locally 

recruited staff  Unit No. of Units Total No. of Units2 Total2 No. of Units3 Total3 No. of Units4 Total4 0

1.1.Technical personnel

1.1.1. Monitoring expert

1.1.2. Procurement expert

1.1.3. Communications expert

1.1.4. Community development expert

1.2. Administrative personnel

1.2.1. Accountant/cashier

1.2.2. Secretary/Receptionist

1.2.3. Driver, etc etc

1.3. Employer costs 0 0 0 00

1.2.1. Social security payments and related costs

1.2.2. Severance payments (if applicable; lumpsum 

reservation or monthly on accrual basis)

1.2.3. Obligatory insurances

1.2.4. Other employer costs (education levy, etc.)

1.4. Perdiems and allowances, project staff 0 0 0 00

1.3.1. International perdiems, project personnel

1.3.2. Local perdiems, project personnel

2. Travel Unit No. of Units Total No. of Units2 Total2 No. of Units3 Total3 No. of Units4 Total4 0

2.1. International travel

2.1.1. Flight tickets Per flight

2.1.2. Accommodation Per night

2.1.3. Visas, insurances, etc. Lumpsum

2.2. Regional and local travel

2.2.1. Flight tickets, bus fares, train and ferry tickets Lumpsum

2.2.2. Accommodation  Lumpsum

2.3.  Fuel & lubricants for Programme vehicles Per month

3. Office running costs Unit No. of Units Total No. of units  Total No. of Units  Total  No. of Units Total

3.1. Communications

3.1.1. Internet connection Per month

3.1.2. Telephone and mobile phone costs Per month

3.2. Office and hygiene supplies, refreshments Per month

3.3. Other office costs (postage, insurances, permits) Per month

3.4. Utilities (electricity, water, waste removal, cleaning etc.)Per month

3.5. Office rent Per month

3.6.  Fuel & lubricants for Programme vehicles Per month

3.7. Bank charges Per month

4. Equipment and supplies Unit No. of Units Total No. of Units2 Total2 No. of Units3 Total3 No. of Units4 Total4

4.1. Computers

4.2. Laptops, printers, servers, wireless and other IT 

equipment

4.3. Copymachine

4.4. Mobile- and fixed phones

4.5. Office furniture

4.6. Airconditioners, safe, etc.

4.7. Purchase of rent of vehicle(s)

4.8. Audio-visual equipment

4.9. Software and related licences

5. Subcontracted services (to be broken down by result 

area) Unit No. of Units Total No. of Units2 Total2 No. of Units3 Total3 No. of Units4 Total4

5.1. Design services (logos, interior, etc)

5.2. Website development

5.3. Conferences and seminars, catering and event 

management 

5.4. Expert services (facilitators, moderators, etc., 

including related travel & other reimbursable costs).

5.5. Research, reviews, studies 

5.6. Publications & other dissemination services (TV etc.)

5.7. Repairs, maintenance, installations

5.8. Translation and interpretation services

5.9. Audit services

5.10. Other services (transport with guide/driver)

6. Other project implementation costs (broken down by 

result area) Unit No. of Units Total No. of Units2 Total2 No. of Units3 Total3 No. of Units4 Total4

6.1. Allowances (travel or meals covered for participants 

of project activities, broken down by result area)

0 0 0 0

6.1.1. Result area 1 0 0

6.1.1.1. Event 1

6.1.1.2. Event 2

6.1.2. Result area 2 0 0 0 0 0

6.1.2.1. Event 1

6.1.2.2. Event 2

6.1.3. Result area 3 0 0 0 0 0

6.1.3.1. Event 1

6.1.3.2. Event 2

Period/Year 1, € Period/Year 2 Period/Year 3 Period/Year 4
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