APPLICATION FORM 

 

Below is the Application Form for the grant project tender “Support for development co-operation projects in recipient countries defined by the Republic of Latvia”.
1. Title Page of Application 

	 1. Recipient country (-ies): 


	 2. Project number:



	 3. Project title:



	 4. Project objective:



	 5. Estimated project start date:

Year, month 
	6. Estimated project end date:

Year, month

	 7. Project budget (LVL):

	 8. Financing to be provided by the Ministry of Foreign Affairs (LVL):

	 9. Co-financing (LVL):

 

9.1 Co-financing provided by the applicant:
   9.2 Co-financing provided by the co-operation partner of applicant: 

9.3 Other type of co-financing  (please indicate the source of such financing):

	 10. Organisation implementing (submitting) the project in Latvia: 

10.1 Full legal name, abbreviation (if any); 

10.2 Legal status;

10.3 Registration number, legal address, mailing address;

10.4 Internet website address (if any).



	 11. Project Manager:

 Name, surname, position, telephone and fax number, e-mail address: 

	 12. Co-operation partner(s) in the recipient country:

 Please provide the following information on your co-operation partner(s):

12.1 name;

12.2 legal status (co-operation partner may not be a physical entity only.  It must also be a state or local government institution, a private sector organisation, or an officially registered non-governmental organisation);

12.3  address and contact information (telephone and fax number, e-mail address);

12.4 Internet website address  (if any)

12.5 name, surname, telephone, fax number, and e-mail address of the person in charge of the project.

 

	 13. Brief project description (max. 150 words):  

 Brief description of the current situation in the project target sector in the recipient country. Please indicate how the implementation of this project can contribute to the resolution of the existing problems.

	14. Place, date, time, name, surname and signature:

The document to be signed by the Head of the organisation submitting the application and the Project Manager (Clause 11). 


 
2. Summary
 

Prepare a summary (brief overview) of the project. The summary should give a brief description of the key elements of the project; the justification for the project, the project goal, project outcomes, outputs (direct results), planned activities, and budget. 

Maximum length: half a page

 

3. Justification
 

This section of the application should justify the need for such a project, and its usefulness. It should provide an analysis of the problems that the project is designed to address, and the strategies selected.

When preparing this part of the project application, the following aspects should be analysed:

 

3.1. Country and sector policy 

Provide a brief review of the macro-economic situation in the recipient country, in the context laid down in its development plan, or the Government’s policy declaration. Describe the recipient country’s Government policy in the sector in which the project will be implemented. The description should be confined to what is necessary to understand the nature of the problems to be addressed (for example, potential problems, constraints to the sector's development, insufficiencies in legal regulations, inactivity by the civil society and its causes, demographic and gender equality issues, etc.).

 Maximum length: half a page

3.2. Analysis of problems 


Analyse the problems to be addressed by the project. Assess the causes of these problems. Provide a cause-effect analysis of these problems. 

Maximum length: one page

 

3.3. Analysis of target groups and other parties involved



Analyse the needs and interests of the target groups. 



Analyse the needs and interests of groups that are to be affected by implementation or outcome of the project.

Maximum length: half a page 

 

3.4. Complementarity and experience gained


Prepare a brief description of related/similar past, ongoing or planned projects in the sector or region funded by other donors (providers of development assistance) or the Government of the recipient country.  If the project proposal is based on a feasibility study, please provide a summary of the specific results of this study. In such a case, the project should be implemented in consideration of the experience acquired through previous projects so that the proposed project does not duplicate, but adds to, the benefits of the past or ongoing projects in the respective area.

Maximum length: half a page

 

4. Project logical framework analysis 

Prepare and attach to the application (as an Appendix) the project's log-frame analysis matrix.

 

4.1. Project goal 

The goal should be defined in accordance with Articles 8, 9, 10, or 11 of the Grant Tender Regulations. Please indicate project sub-goals if necessary.
4.2. Activities 

Please complete the Table of Order of Activities; enter all activities to be undertaken within the project in their chronological order

Table of Order of Activities

	No.
	Activity
	Implementation start date
	Implementation end date

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	


Describe in detail all activities to be undertaken in the implementation of the project. Describe each activity under a separate point. Justify the need for each activity, and how each subsequent activity will complement the previous activities.

Maximum length: two to three pages


 

4.3. Outputs (direct results) 
Indicate the main physical and non-physical benefits from the implementation of the project activities. The outputs have to be clearly recognisable and defined in objectively measurable terms (indicators). Provide also the sources and means by which objective verification of such indicators will be performed.

Maximum length: one page

 

4.4. Outcomes (effects)

In this section please analyse the estimated effects of the project that are meant to contribute to the achievement of the project goal, and should be justified by the outputs (direct results) of the project. Effects of the project must provide sustainable and recognisable benefits for target groups.

Maximum length: one page.

5. Assumptions and risks

 

This section deals with external factors that are beyond the immediate control of project management, but are important for the success of the project.

 

5.1. Assumptions related to implementation of the project 

Assumptions include both the prerequisites for initiating activities, and positive external factors, events or conditions affecting project implementation or outcomes. Assumptions may be related to project activities, outputs and outcomes. Assumptions are of particular importance at times actions need to be undertaken by other organisations or the Government. These must be explained in detail, so that they can be monitored during implementation. Where possible, indicators should be established to check periodically whether such assumptions have indeed been realized.

Maximum length: one page

 

5.2. Risks, and measures to mitigate them

Any project entails natural, political, social, financial and economic risks that must be anticipated wherever possible.  Risks may be caused by negative external factors which are not very likely to happen, or are not essential to achieving the project goal, but which may nevertheless affect the progress or success of the project. (For example: change of government, leading to inability to introduce new legislation).

Complete the Table of Risk Assessment 

	Circumstances (risks) which may affect progress of the project
	Measures proposed to avoid risk

	
	

	
	

	
	

	
	

	
	


Maximum length: one page

 

6.  Main project implementation components

 

This section sets out information on the internal organisation of project implementation.

 

6.1. Motivation and experience

 
6.1.1. Applicant's motivation and experience 

Describe why your organisation (as the applicant) has decided to participate in this grant project tender. Indicate the activities that you might undertake in future to contribute to the project goal after completion of the project.

Provide information as to the experience of your organisation in implementing projects of similar/related content. 

 Maximum length: half a page

6.1.2. Co-operation partner


Provide detailed information on your selected co-operation partner(s) in the recipient country, including:

· Purpose for the establishment of the co-operation partner’s organisation;

· Past experience of the co-operation partner in development co-operation projects with other donors (providers of development assistance);

· Past activities of the co-operation partner in the chosen target sector of the grant project tender;

· Reputation of the co-operation partner in the recipient country (provide documented proof, such as newspaper articles, state recognition, etc.);

· Other information that you believe might be of value in describing the co-operation partner.

Maximum length: half a page on each cooperation partner if there are several

6.1.3 Co-operation partner’s letter of confirmation



Please attach (as an Appendix to your application) a letter of confirmation issued by the co-operation partner confirming its readiness to participate in the project (the letter should be submitted in its original language, together with a translation in Latvian). The letter should indicate: 

· that the co-operation partner confirms its readiness to participate in the project and perform the set tasks;

· that the ultimate beneficiary (target groups) of the project confirm their participation in the project;

· that the project supervisors and assessors will be allowed to monitor the progress achieved in the course of the project, and will be provided all necessary assistance; 

· what further activities the co-operation partner will undertake on completion of the project to further develop the project goals in the recipient country; 

· whether the co-operation partner is prepared to partially cover  the costs (by way of financial or practical contribution, such as performing the intended activities without reimbursement).

 

6.1.3. CVs of persons involved in the project 

Attach to the application CVs (Curricula Vitae) of the Project Manager, the Project Manager nominated by the co-operation partner(s), as well as any experts involved in the implementation of the project.

 

6.2. Roles and responsibilities of the parties involved in the project
 Prepare a job description for these people in implementing the project (for each person separately)

Maximum length: two pages

6.3 Budget lines

Prepare and attach to the application (as an Appendix) a detailed project budget estimate in accordance with the sample provided in Appendix 5 of the Tender Regulations. 

7.  Factors ensuring quality and sustainability of the project

Failure to consider the following factors may lead to the project failing to produce any lasting benefits.

 

7.1.   Contribution by the ultimate beneficiaries (target groups)


The extent to which the ultimate beneficiaries (target groups) of the project have participated in its design, and are committed to their role in its implementation and support after the end of the project.

Maximum length: half a page

 

7.2. Capacity of the co-operation partner to further contribute to the development of the project goals


Assess the capacity of your co-operation partner to continue to develop the project goals after the end of the project. Assess the opportunities of the co-operation partner to develop the project goals in the event the donor support is no longer available. It is essential to realistically project the economic and financial sustainability of the project after its completion (operational, management, depreciation costs).

 Maximum length: half a page

7.3.   Political support from the recipient country to estimated project outcomes

The extent to which the policies and political direction implemented by the Government of the recipient country correspond to the estimated project outcomes. The extent to which it will promote further development of the project goals once donor support is withdrawn.

Maximum length: half a page

 

7.4.     Appropriate technologies


This issue covers the technical/technological means of undertaking project activities, because technological changes may create new opportunities and new risks. Local conditions and needs should also be taken into account (e.g. availability of spare parts, safety regulations, skills of women and men in operation and maintenance of equipment).

Maximum length: half a page

 

7.5.     Social and cultural aspects 

Local social and cultural factors, norms and attitudes should be taken into account in implementing the project, as they affect motivation, and thereby the participation, commitment, and sense of responsibility of the people involved in the project. Special measures should be taken to ensure that all ultimate beneficiaries (target groups) have access to the services and benefits provided by the project, both during and after its implementation. 

 Maximum length: half a page

7.6.   Gender equality 


Project should take into account the specific needs and interests of women and men so as to ensure sustained and equal access by women and men to the services and infrastructure, and contribute to the prevention of gender inequality in the longer term.

 Maximum length: half a page

7.7.   Environmental protection 


Indicate the extent to which the project will preserve or damage the environment and therefore support or undermine achievement of longer-term benefits. Attention should be focused on environmentally sustainable development.

Maximum length: half a page

 

Appendix 1

 Cabinet Regulation No.



 2007
CLASSIFICATION OF APPLICABLE EXPENDITURE 

1. Applicable expenditure shall be included in the project budget in two categories: 


1.1 project implementation expenditure;

1.2 project administration expenditure. 

2. Project implementation expenditure shall include the following:

2.1. remuneration of the expert(s) and project manager implementing the project. The amount of remuneration shall be calculated in accordance with the procedure stipulated in Cabinet Regulation No. 700 of 29 August 2006; 

2.2. per diems and hotel expenses of experts. Such expenses shall be calculated in accordance with the procedure stipulated in Cabinet Regulation No. 219 of 28 May 2002, and No. 769 of 19 September 2006; 

2.3. health  insurance. Health insurance shall be provided: 

2.3.1. for the Latvian expert, for the period of time he or she spends abroad on the project; 

2.3.2. for the foreign expert, for the period of time he or she spends in Latvia, or in a foreign country which is not the country of his or her residence; 

2.3.3. for a member of the target group of the project (foreign national) for the period of time he or she spends in the Republic of Latvia, or in a foreign country which is not the country of his or her residence. 

2.4. transport (cost of tickets for public city and suburban transport, long distance bus, long distance train, maritime transport, airplanes, and taxis):  

2.4.1. airplane tickets and maritime transport tickets may be purchased in economy class only; 

2.4.2. cost of taxi only for travel to and from the airport, train station, bus station or port, (also to and from the place of residence);  

2.5. rental of transport (car, bus);  

2.6. rental of premises;

2.7.  services needed to implement the project 

2.8. purchase of basic items (goods of a value in excess of LVL 50 and  having an expected service life greater than a year); 

2.9. purchase of used goods. When purchasing used goods, the following conditions shall be observed:

2.9.1. the price of the goods shall not exceed their market value, taking into account their reduced technical and economic useful service life, and must be less than the price of similar new goods; 

2.9.2. the goods are to have the required technical qualities, and they correspond to applicable norms and standards. 

2.10.   office supplies; 

2.11. representation costs; 

2.12. information and publicity (e.g. informative material, publications in the press); 

2.13. bank fees and commissions (opening new accounts);

2.14. expenses related to visa issuance.

3. The project administration category shall include the following:

3.1. remuneration of the administrative personnel of the project:

3.1.1 bookkeeper;

3.1.2.  other personnel involved in administration of the project, other than the project manager;

3.2. remuneration of the administrative personnel of the project shall be calculated in accordance with the procedure stipulated in Clause 7 of Cabinet Regulation No.700 of 29 August 2006;

3.3. depreciation of technical equipment and premises used during the project, which are not rented;

3.4. other expenses incurred while administering the project, for example, telephone communications, mail services, etc. 

Prime Minister





A. Kalvitis


Minister of Foreign Affairs





A. Pabriks

Project budget estimate

	(Name of project)


Name of project applicant:________________________________________________________________________________________

Section I:  Project implementation and administration expenditure 

	No.
	Type of expenditure
	Unit
	Number of units
	Cost per unit
	Total cost 
	Part of expenditure to be paid from the funding granted by the Ministry of Foreign Affairs 
	Part of expenditure to be paid by co-funding of implementer of the project 

	
	Project implementation costs

Please do not include in this section remuneration of experts and project manager to be engaged on the project


	Days, hours, pieces, etc.. 
	Number
	Show expenditure in LVL, including applicable taxes


	LVL
	LVL


	LVL

	Activity No.1 “Name of Activity ” 
	
	
	
	
	
	

	1.1
	
	
	
	
	
	
	

	1.2
	
	
	
	
	
	
	

	Activity Nr. “Name of activity”
	
	
	
	
	
	

	2.1
	
	
	
	
	
	
	

	2.2
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Administration costs

Please do not include in this section remuneration of project administrative personnel

Please include in this section, for example, depreciation costs, communication costs, etc.


	
	
	
	
	
	

	1.1
	
	
	
	
	
	
	

	1.2
	
	
	
	
	
	
	

	
	Total expenditure
	
	
	
	LVL
	LVL
	LVL


SECTION II.  Remuneration of persons involved in implementation of the project 

	No.
	Type of expenditure
	Unit
	Number of units
	Cost per unit
	Total costs
	Part of expenditure to be paid from the funding granted by the Ministry of Foreign Affairs
	Part of expenditure to be paid by co-funding of implementer of the project

	
	Project implementation costs

Please show in this section remuneration of experts and project manager to be engaged on the project*

Please show amount of remuneration for each person separately (indicating name, surname) for each activity

.
	Days, hours 
	Number
	Show expenditure in LVL, including applicable taxes


	LVL
	LVL


	LVL

	Activity No.1. “Name of activity” 
	
	
	
	
	
	

	1.1
	For example, remuneration of project expert: name, surname, work in implementing Activity No.1


	
	
	
	
	
	

	1.2
	For example, remuneration of project manager for preparing for Activity No. 1

 (indicate number of days)
	
	
	
	
	
	

	1.3
	
	
	
	
	
	
	

	Activity No.2. “Name of activity”
	
	
	
	
	
	

	2.1
	
	
	
	
	
	
	

	2.2
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Administration expenditure
Please show in this section amount of remuneration of project administration personnel**
	
	
	
	
	
	

	1.1
	Remuneration of project bookkeeper 

(indicate number of days)
	
	
	
	
	
	

	1.2
	
	
	
	
	
	
	

	
	Total expenditure
	
	
	
	LVL
	LVL
	LVL


* Remuneration of expert and project manager shall be calculated in accordance with the procedure stipulated in Cabinet Regulation No. 700 of 2006 

** Remuneration of project administration personnel shall be calculated in accordance with the procedure stipulated in Clause 7 of Cabinet Regulation No. 700 of 2006 

SECTION III.    Total expenditure
	No.
	Type of expenditure
	Unit
	Number of units
	Cost per unit
	Total costs 
	Part of expenditure to be paid from the funding granted by the Ministry of Foreign Affairs
	Part of expenditure to be paid by co-funding of implementer of the project

	1.1
	Project implementation costs
	-
	-
	-​
	LVL
	LVL
	LVL

	1.2
	Administration costs
	-
	-
	-​
	LVL
	LVL
	LVL

	1.3
	Remuneration costs of project implementation 
	-
	-
	-​
	LVL
	LVL
	LVL

	1.4
	Remuneration costs of project administration


	-
	-
	-​
	LVL
	LVL
	LVL

	
	Total expenditure


	
	
	
	LVL
	LVL
	LVL


Prime Minister 





A. Kalvitis

Minister of Foreign Affairs




A. Pabriks










Project logframe matrix

 

Project title:

 

	 
	Intervention logic 
	Objectively verifiable indicators 
	Sources of verification 
	Assumptions and risks

	Objective
	What is the objective to be achieved by implementing the project?  The project objective should be defined as stipulated by Article 9., 10. or 11. of the tender regulations.
	 
	 
	 

	Project outcome (effects) 
	What is the estimated project outcome? Project outcome should result in sustainable and recognisable benefits to the target groups and foster implementation of the project objectives.     
	What are the estimated objectively verifiable indicators characterising the   project outcome? These should be expressed in numbers or stated in unambiguous terms. 
	What are the available information sources or what kind of information can be obtained  to check on the indicators characterising project outcome? Which methods should be used to obtain the said information? 
	Indicate external factors which are beyond direct project control but may significantly affect the production of the desired outcomes, both positively (assumptions) and negatively (risks). 

Provide information as to the solutions to the listed risks.  

 

 

	Project’s outputs (results) 
	The main physical and non-physical results of the project activities leading to the project outcomes. 
	What are the indicators of the project outputs? 
	Which information sources may be used to objectively check on the production of the stated project outputs?

 
	Indicate external factors that may significantly affect the implementation of the direct project outputs, both positively (assumptions) and negatively (risks). 

Provide information as to the solutions to the listed risks.  

	Activities 
	Identify the activities and order in which such should be carried out to achieve the project outputs
	 
	Which information sources testify to the course of implementation of the project and the due activities? 
	Indicate external factors that may affect significantly the implementation of project activities, both positively (assumptions) and negatively (risks).

Provide information as to the solutions to the listed risks.  

 


Appendix 7

Criteria for assessing technical quality and financial resources of applications

	Section
	Maximum number of points

	1 Basis
	30

	1.1 Selected recipient country
	10

	1.2 Analysis recipient country policy
	3

	1.3 Problem identification and analysis 
	7

	1.4 Analysis of interests and needs of target groups and co-operation partner(s) in recipient country
	7

	1.5 Analysis of past, ongoing or planned development co-operation projects ) in the sector or region
	3

	2. Project log-frame
	40

	2.1 Conformity of project goals to the goals indicated in the Tender Regulations 
	5

	2.2 Analysis and justification of the project outcomes
	7

	2.3 Justification of project outcomes. Objective possibility of verifying same
	10

	2.4 Justification of the significance of activities and their order in achieving project outcomes
	10

	2.5 Objective justification for realisation of assumptions and indicators for verifying realisation of same
	3

	2.6 Circumstances (risks) which may affect project implementation and their prevention
	5

	3. Capacity
	25

	3.1 Applicant's motivation to participate in the tender
	5

	3.2 Applicant's experience in implementing similar projects
	5

	3.3 Readiness and capacity of the co-operation partner in the recipient country to participate in the project
	10

	3.4 Experience and ability of persons involved in the project to fulfil the stated project tasks  (job description)
	5

	4. Sustainability
	15

	4.1 Commitment and capability of the recipient country, target groups (recipients), and the co-operation partner to contribute to the development of the project goal after completion of project implementation
	10

	4.2 Analysis of aspects of applicable technologies, social and cultural aspects, gender equality and environmental protection
	5


	5. Project budget 
	20

	5.1 Does the project budget include costs of all activities to be undertaken within the project? 
	5

	5.2 Are the costs of project implementation in the project budget reasonable (justified)?
	10

	5.3 Conformity of costs included in the project budget to Classification of Applicable Expenditure 
	5

	Maximum number of total points
	130
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