Guidance Note - How to complete the application form

1. Introduction

1.1
This document is intended as guidance for the completion of the project application forms.
1.2
Application Forms provide information for project appraisal and    selection.

1.3
A completed application form will be taken as an agreement by the applicant to any disclosure or exchange of information supplied on the application form which DFID or the FCO consider necessary for the administration, evaluation, monitoring and publicising of the Overseas Territories Environment Programme (OTEP).  Application form data may also be held by contractors undertaking monitoring and evaluation of individual projects or reviews of OTEP more generally.  It is the responsibility of applicants to ensure that personal data can be supplied to DFID and/or the FCO for the uses described in this paragraph.
1.4
Please submit the Application Form electronically, either to the relevant Governor’s, Commissioner’s or Administrator’s Office or directly to OTEP by 28 November 2008.  Multi-territory applications should be sent directly to OTEP (otep@fco.gov.uk). 

The Governor’s Office (or equivalent) will complete Part 2 of the Form (which will be sent separately) and will forward it (together with any supporting documents) to OTEP in London. Any applications sent directly to OTEP will be referred to the relevant Governors’ Offices (or equivalents) for comment. The deadline for receipt of completed forms by OTEP is 31 December.

Please note: If you have not received an acknowledgement of receipt of this form from OTEP in London by 9 January 2009, please contact otep@fco.gov.uk

2. Application Form Completion Notes

(The numbering below follows that on the form)

(1) Project Title - maximum of 10 words

This should be as succinct as possible and closely linked to the project purpose.  The title should describe what the project will alone achieve rather than a higher level objective to which it contributes.

(2) Territories Covered

State here the territory/ies in which the project will deliver benefits.  

(3)  Focal Thematic Area/s

To be completed by OTEP.

(4) Total Cost of Project to OTEP

This is the amount of money being requested from the OTEP. These figures should be inclusive of all applicable local and governmental taxes.

(5) Total Amount of Co-Funding
Provide details of any co-funding that is applicable to this project. 

(6) Total Project Budget (all funders)

This is the total project cost and should be the sum of (4) and (5).

(7) Budget Costs – OTEP Funding

The project costs by year.  If this is a one year project, the cost in year one will be equivalent to the cost at (4).

(8) Start Date

The planned start date is entered at the time of the preparation of the proposal. 

(9) End Date

The planned end date is entered at the time of the preparation of the proposal.

(10) Name of applicant

This should be the name of the individual (not an organisation) completing the application form to whom any queries about the application can be addressed.. Please indicate this individual’s institutional affiliation.  

(11) Name of Implementing Organisation 

 The organisation that will be responsible for delivering the project outputs, reporting progress, and managing OTEP funds.  Please indicate the type of organisation by marking one of the boxes provided.  The Project Manager should be a named individual, not a job title.

(12) Name of Beneficiary Organisation

The beneficiary organisation is defined as the group directly benefiting from the project. Full contact details should be supplied.  Where the implementing organisation is the sole beneficiary, this part of the form can be left blank.

(13) Description - no more than 200 words

Brief description of project.  It should be suitable for publication.

 (14) Impact
What will be the wider or longer-term effect (higher level objectives) of achieving the project purpose? It is unlikely that this impact will be in evidence at the end of the project.
(15) Purpose
The purpose describes the principal change/development benefit that will result from the project.  It should be described as a desired state rather than as a process. The purpose should be the direct result of the project and does not describe a high level objective to which the project only makes a contribution. It should follow that the outputs described, taking into account any risks and assumptions (which should be managed appropriately) should lead to a successful achievement of the purpose.  It is good practice to limit your purpose to one sentence.

(16) Outputs
The quantitative and/or qualitative deliverables or products of the project activities, such as the number of persons trained, handbooks produced or direct beneficiaries of the activities.  Outputs help to assess the value for money of the proposed activities.

(17) Main Activities
A description of the project’s planned activities, in sufficient detail to demonstrate the link between the activities and the planned outputs.

(18) Background

Include a brief analysis of the problem the project is attempting to address.  Also provide succinct information on the project context and any relevant information on other complementary initiatives. Summary information on relevant programmes or projects currently being implemented, planned or recently delivered by other project implementers. Demonstrate that the project has been co-ordinated with other agencies working in the same thematic area in the country.  If the project is the continuation of an existing project, or follows an earlier funded project, this section should be used to demonstrate how the new activities build on the previous ones.

(19) Multilateral Environmental Agreements
In the context of which Multilateral Environment Agreement(s) (MEAs) has this project proposal been primarily developed? Has this MEA already been extended to the Territory? Is the project relevant to any other MEAs?

(20) Capacity of Implementing Organisation to Implement Project
Provide information that indicates that the implementing organisation has the experience and resources to successfully implement a project of this size and nature.  If necessary, explain if and how the implementing organisation has established partnerships with local stakeholders to secure the success of the project.

(21) Participation of stakeholders
Illustrate that all stakeholders have been fully consulted in the proposal and are in agreement with the way in which it will be implemented.  If not, explain why not.  This particularly applies to project co-ordination and monitoring and evaluation arrangements.

(22) OT Government Support

Implementing agencies should consider the implications of government support or the lack of it.  Have the relevant OT government departments been consulted and does this proposal have their support?  If yes, to what extent will OT government be involved or affected by the project?  In particular, is this project likely to directly influence OT government policy?  If there has been no consultation, how would lack of OT government support affect the implementation and/or the long-term impact and sustainability of project benefits?

(23) Risk Analysis
Risk analysis is the planned and systematic approach to the identification, quantification and control of risk. Identify the significant risks to which your project is exposed. You should distinguish between external risks, over which the implementing organisation may have less control, and internal risks that may be more directly managed. It may be necessary to add additional outputs and activities in order to manage significant risks both internally and externally.  Amend you project design if necessary.  Examples of external risks include whether or not necessary official co-operation is likely to be forthcoming or whether success requires a change of legislation.  Examples of internal risks are that key staff may leave before the project ends or that the beneficiary organisation needs follow-up funding if it is to be able to make full use of the project outputs.  The likelihood of these risks should be assessed (High/Medium/Low) along with the consequences they will have on the project if they materialise, plans put in place to avoid them occurring and the contingency plans developed in the event of these risks occurring (and becoming issues).  

(24) Human Rights
Does this project have any specific Human Rights implications? If so how are they being addressed?

(25) Gender

Does this project have any specific gender implications? If so how are they being addressed?

(26) Livelihoods

Briefly explain how the project will contribute to local livelihoods.  Whose interests might it affect and in what way?  

(27) Media Activity/Project Promotion Activities/Lessons learnt

The type and level of publicity proposed within the project or that the project is likely to generate should be assessed. It is possible that publicity should be actively sought.  There may be scope for including an activity within the proposal which focuses on project promotion.  Details of how any lessons learnt will be disseminated to the wider audience, ie locally and regionally.

(28) Indicators of Success

These describe the evidence that will illustrate that the purpose and outputs have been achieved. There may be one or several indicators. An indicator should allow measurement giving the same result no matter who is measuring it.  Those completing the bidding form should attempt, wherever possible and relevant, to state indicators in terms of quantity, quality and time.  Information relating to this indicator will be used to measure the success of the project.

(29) Source of Information 

This asks for the source from which the information on the stated indicator is going to be obtained.  Examples include existing published reports, special surveys, routine progress report or simply the results of review events involving project stakeholders.

(30) Status before Project/ Baseline Data 

This asks for base-line data. Without this information it would be difficult at the time of evaluating the project to assess the degree of change and therefore the extent to which the project has been successful. 

(31) How will the Project be Monitored?

This section asks for information relating to how the performance of the project will be monitored - both in terms of activity implementation and the results of the activities.  It assumes that quarterly reports will be supplied to OTEP by the applicant. OTEP staff may visit or check progress on a project through its lifetime. The depth and frequency of monitoring should be proportionate to the cost, duration and sensitivity of the project. 

(32) When and by whom will the evaluation of the project take place?

When will the project be evaluated, who will do it and what information collection methods will be used (e.g. self-evaluation by the implementing organisation, joint participatory evaluation workshop by OTEP, implementing organisation and beneficiary organisation, evaluation by Governor's Office, a formal study, use of external consultants).  As with other project management actions, the scale and scope of evaluation should be proportionate to the size of the project. For large-scale projects consider whether an independent evaluation is necessary.  For smaller-scale projects, the focus will be on obtaining structured, usable feedback from those who were directly exposed to a particular activity. This may be a feedback questionnaire, follow-up telephone interviews or informal focus group. 

(33) Sustainability 

What benefits do you expect to last beyond the project and how will the project ensure that these benefits are sustained?  Has there been an appropriate consideration of an exit strategy to ensure that the project does not create dependence?

(34) Core Funding
Does your organisation receive any core funding from HMG? If so, from where?

(35) Financial Controls
What financial controls will be put in place and who (named individual including e-mail address) will be responsible for accounting for expenditure? How are your accounts audited?

(36) Activity Based Budget and Profile
Project costs should be presented in the form of an Activity Based Budget (ABB) and provided in Pounds Sterling.   Implementing organisations should submit their budget (and their accounts) using a similar format to that provided on the form.  The financial profile for the current year is essential.  A financial breakdown allows programmes to accurately plan spend. This profile can be changed if events in the project alter.   Note that if a multi-year project is approved, you will be expected to fill in an ABB and profile for each new financial year when you submit the report for the final quarter of the year before.  The bid form asks for total project costs per quarter for each subsequent year. If you can break this total down for each year into expenditure categories you should do so.  Add more lines to the table to accommodate this information.

Personnel costs must be itemised by named individual.  Where this information is not yet known, the type of expertise required and where it will be sourced from (eg local or external) should be indicated.

Any item of equipment with an initial value of £1,000 or more must be specified individually.

Separate budget lines for contingencies will not be accepted.

(37) Activity Schedule/Time Line/Workplan

The size of the project should determine the level of detail necessary in the activity/work plan. This could range from a simple activity list with timelines through to a bar chart or Gantt chart.  The main thing to note is that it is the activity schedule against which project progress at activity level will be measured and against which your profile is calculated - so it is essential to have something appropriate for these purposes.

(38) Procurement

If appropriate, specific details relating to the contracting and procurement arrangements for the proposal should be included. Please give the names and contact details of all consultants and sub-contractors whose costs, in whole or in part, will be met from this project. Where appropriate, justify the involvement of UK based consultants or sub-contractors rather than local or regional personnel.

