5.2.3.1 Annex 1 Guideline for partners' applications, 2014-11-11


5.2.3.1 Annex 1 Guideline for partners’ applications 

How to use this guideline 
The aim of this annex is to outline the minimum requirements for information to be included in a project application to Diakonia. It can be used as a checklist both by applying organisations/partners and by Diakonia staff in their dialogue with partners and potential new partner organisations. 

This checklist applies to all types of partner applications. When a partner applies for core funding or programme funding, it shall submit its strategic plan, covering the period for which support is requested, instead of a separate application. The below checklist shall be used also for strategic plans. However, the level of assessment will be on a less operational and more strategic level for core-/programme funding applications. See specific instructions for core-/programme funding below.
 
For other projects with specific features, such as partners’ capacity building projects or short term consultancies, this checklist shall be used as a reference. However, all components may not be applicable for such projects. Exceptions from the minimum requirements as outlined below shall be agreed upon with Diakonia before submitting an application.

Diakonia does not have any standardised application format.  Partners can choose to elaborate their own application format, or to use a template from another donor, as long as the application includes information on areas included in the below checklist.
In cases of possible co-funding between Diakonia and other donors, applying organisations are encouraged to discuss donor coordination issues with Diakonia.
 
Information to be included in an application:
· Narrative proposal including the information outlined in the below checklist, in the case of core or programme funding; the organisation’s strategic plan covering the period for which support is requested.
· Log frame including objectives, expected results and indicators for follow up. In core funding the log frame should relate to the entire organisation. 
· Work plan for the first year of implementation

· Budget for the entire funding period, with a disaggregation per year.
· Reference documents such as baseline studies can be presented in annexes. However, it shall be possible to make a full assessment of all aspects included in the below checklist, by reading only the main application document.
· Partners’ applications shall not include information about the applying organisation as such. That information is collected and analysed as part of the partner assessment
 process.  
· An application usually covers 3-5 years, (depending on length of the backdonor agreement).     
· Applications shall be short and concise. 
Checklist – information to be included in the application:
The components do not have to be presented in the same order as below, and in the actual planning process you may conduct several steps in parallel. The main components which are relevant also for core/programme funding applications are marked with an asterisk*. The specific instructions under each heading serve as a reference for core or programme funding. Under headings 5, 6 and 12 though, there are specific instructions for core-/programme funding applications.
1. Short information about project/plan*

· Project/programme name and name of applying organisation (if core funding, only organisation name)
· Contact person for this application (phone/Skype, e-mail)
· Duration of project/plan and planned start date
· Requested amount (total and per year)
· Requested funding type (project-/programme- or core funding) 
· Short project summary (max 1000 characters)
2. Planning process and learning from previous experiences 
· Describe briefly the planning process and the participation of different persons/groups, including the rights holders, in that process.

· If this application was preceded by another similar project/plan, describe how lessons learnt or recommendations from evaluations have influenced the planning of this new project or plan.

3. Context analysis* 
· Make a brief summary of the context analysis you made in the planning for this project/plan.
· Focus the analysis on the specific geographic area in which the project/plan shall be implemented and on aspects directly related to the strategic focus which you have chosen (the problem analysis, goals, etc., to be further outlined below). 
· Include political, economic and social perspectives and make sure that the following aspects have been taken into account in the context analysis:

· Differences in opportunities among different groups in society related to gender, ethnicity, religious or sexual orientation or other factors;   
· Environmental degradation or climate change in the area of implementation;
· The existence of or risk for armed conflicts in the area of implementation 
.
· Refer to relevant baseline studies
, official statistics, surveys or similar sources (own or external). 

4. Problem analysis*
· Based on the context analysis above, describe the specific problem(s) which you intend to address in this project/plan and their root causes.
 
· Focus on the structural causes of poverty, injustice and violence, such as unfair political, economic and social structures.
· If different groups are affected differently by the problem(s), specify in what way.

· Be as specific as possible and refer to the context analysis. 

· Motivate the choice of problem in terms of added value of your organisation in relation to other stakeholders: 
· What do other organisations and stakeholders, including the government, do in relation to this situation? 
· Why should your organisation take on this problem; what is your added value? 
· How will the planned action complement other initiatives to tackle the problem? Will there be any coordination with other civil society organisations, duty bearers or stakeholders?
5. Goals analysis* 
To be included in core-/programme funding applications:

· Overall strategic goal(s) of the organisation shall be formulated covering the strategic plan period.

· The overall goals shall clearly contribute to Diakonia’s programme goals
 for the current period.   
· In relevant cases, the strategic goals may be presented in a log frame 
· Objectives, expected results and indicators that enables the follow-up and monitoring of the results achieved by the organization (in core funding the log frame may be on a less detailed level than in project funding)
For project funding applications:

· Formulate what you want to achieve through this project in terms of objectives and expected results ;
· Objectives: The desired situation or change which you would like to see in the project area at the end of this project.
 
· Expected results: The results leading up to the project objective(s). The results shall be specific and concrete.
· Link objectives and expected result clearly to the problem analysis above and to relevant baseline studies (own or others’).
· Formulate indicators and sources of verification for follow-up of each objective/result.
 Make sure that indicators are SMART (specific, measureable, achievable, relevant and time-bound).

· Present objectives and expected results in a log frame
 including;

· Output: Short term “products” or results  closely related to implemented activities (examples: number of participants in a workshop, trainings held, studies distributed)
· Outcome: Medium term results; direct effects/changes caused by the outputs (examples: initiatives taken by rights holders; organisations created, advocacy campaigns) 
· Impact: Long term direct and indirect effects/changes brought on by the outcomes (examples: changed behaviour, new legislation)
· Make sure that there is a logic flow (results chain) between results and indicators on different levels, i.e. that impact is clearly related to outcome and that outcome builds on output. 

· Focus less on output and more on outcomes and impact levels.
6. Strategies* and activities 
To be included in core-/programme funding applications:
· A brief description of the overall Strategy for Change
/Rights based approach
 of the organisation. 

The Strategy for Change/Rights based approach shall apply to the entire work of the organisation. In order to describe the Strategy for Change/Rights based approach, it may be helpful to reflect upon the following:

· How does sustainable change come about according to your organisation?
· What are the key strategies which your organisation applies in order to obtain change? 

· How do you link different strategies together in order to obtain lasting change on an overall level?

· Based on the Strategy for Change/Rights based approach, describe the main strategies to achieve the overall strategic goal(s) of the organisation in the period for which it applies for funding from Diakonia.
For project funding applications:

· Describe how you plan to achieve the goals of this project. What are the main strategies and activities? 

· What activities shall be implemented? Link these to the objectives and results presented above.
· What is the role of the rights holders in the planning, implementation and evaluation stages of this project/plan? Be as specific as possible.

· What strategies and activities will be implemented in order to address gender inequalities?

· Will the project include any advocacy activities? 

7. Geographic area, rights holders, duty bearers 
· In what geographical area(s) will the project/plan be implemented? Why?

· Describe the rights holders of this project/plan, and the reasons for choosing these. Include information about;

· Gender

· Age

· Social and economic features

· Organisational capacity

· Describe the duty bearers of this project/plan and the reasons for targeting these.

8. Risk analysis* 
· Based on your risk assessment, describe the most important identified risks (internal and external), which could hinder you from achieving the goals in this project/plan. 
· Include only serious risks which with certain likelihood may have a negative impact on your project. 
· Relate risks to the specific objectives and expected results above.

· Describe how you plan to manage each risk.
9. Social and financial sustainability
 
· Describe strategies applied for achieving long-term effects and lasting change after the project/plan has ended.

10. Monitoring

· Describe how your organisation will follow up the indicators and expected results formulated above (continuous monitoring, project evaluation/review etc.)
· How will the rights holders participate in the follow up of the project/plan?
11. Mainstreaming* 

Diakonia has three mainstreaming areas: gender, conflict sensitivity and environment. 
· The gender perspective has to be mainstreamed throughout all planning and application.
· If the context and problem analysis highlight relevant conflicts in the area where you work, a conflict sensitivity analysis/Do No Harm analysis must be made. 
· If there are possible impacts of the project on the environment and/or impact of the environment on the project, then an environmental mainstreaming must be included. 
Diakonia has developed mainstreaming tools for all these areas which can be shared with partners if needed.  
12. Financial planning and budget instructions*

The financial planning and budget set up is different depending on which funding model the organisation applies for:

· Core funding: Applying organisation submits its entire budget covering annual costs of the organisation of the period for which the organisation seeks funding. 
· Programme funding: The organisation submits the entire budget of a programme of its total operations for which funding is requested from Diakonia.
· Project funding: The budget covers only a specific project. 
In addition to general instructions, there are specific instructions for the different funding models below.
General guidelines (applicable to all funding models):

· Period: The budget shall cover the entire period for which you seek funding and specify the yearly costs under each sub-item. If the project/plan is approved, the organisation will get the opportunity to revise the budget on a yearly basis, or when relevant in agreement with Diakonia. 
· Sources of income: All expected sources of income to be used for the project/plan shall be included and easy to identify. This applies to own contribution and funding from other donors (approved and requested), as well as the requested grant from Diakonia.

· Non-financial resources: Relevant information about available non-financial resources to be used in the implementation of the project/plan shall also be reflected in the budget.
· Procurement: If funds are granted from Diakonia for the procurement of goods and services, the applying organisation shall follow good procurement practice (own procurement guidelines, if deemed to be equivalent to Diakonia’s procurement guidelines. Or, if the organisation does not have any procurement guidelines of its own, they could use Diakonia’s procurement guidelines).
 
· Sub-contracts:  If part of the grant is channeled to another organisation and the detailed costs of that entity are not shown in the budget, a separate audited financial report covering those costs will be required.
· Presentation of budget: The budget shall be presented in a separate Excel file.
· Currency: The currency which is most convenient for applying organisation can be used. However, the contract will be signed in the currency of the back donor agreement and exchange rates may vary over time.

· Cost efficiency: It is recommended that the financial part of the application includes specific comments on cost efficiency and cost effectiveness in which it is described how the organisation will apply the least costly methods and adequate resources in order to achieve its objectives.
Specific budget guidelines for core-/programme funding:
· Total grant: Diakonia can finance maximum one third of the organisation’s total budget. Exceptions may occur in special cases.
 
· Administration costs: Indirect costs shall be shared among different donors. 
· Audit costs: In core funding Diakonia will (together with other donors) finance an annual organisational audit (audit of annual financial statements). This normally also applies to programme funding, but exceptions can be made in agreement with Diakonia.
Specific budget guidelines for project funding:
· Budget disposition: The budget shall be broken down into sub-items and budget lines shall follow the narrative application in a logical manner, reflecting planned activities. 
· Administration costs: Diakonia can finance administration costs incurred by the applying organisation for implementing the project. This applies both to administration staff costs and other running costs. Maximum 15% of the total grant from Diakonia can be used for such indirect costs. 
· Staff costs: Costs for staff directly involved in the implementation of the project such as project coordinators and field staff are direct costs and can be fully financed by Diakonia while other staff resources used (partly) for the specific project are administration costs.
· Planning costs: Grants can be given for the planning of a project, including pre-studies and baselines. This assumes that there is already an established contact between Diakonia and the applying organisation (previous partnership and agreement, or at least mutual awareness of each other’s priorities). The cost of project preparation shall be in reasonable proportion to the expected costs of the forthcoming project. Grants for planning do not imply the automatic approval of a future project.
· Capacity building costs: Grants will be given for specific projects aiming at partners’ institutional development. In addition to this, capacity building can also be included as one component in projects/plans. Diakonia and partner will perform a participative organisational assessment of partner during first year of contract. This will result in a Capacity Building Plan. The budget should include the costs for capacity building activities 
· Investments: In exceptional cases Diakonia can finance capital investments, such as office equipment. Applying organisation needs to motivate how this equipment will support the specific project/plan for which the organisation seeks funds. There also needs to be a plan for how the equipment shall be used/disposed of after the end of the project period. 
· Audit costs: The budget shall include costs for yearly audits of the project according to the Diakonia Audit Guideline
. In relevant cases, funds may be approved for organisational audits as well.
Annexes to narrative application:

· Log frame including objectives, expected results and indicators for follow up (in core funding the log frame for the entire organisation may be on a less detailed level)
· Work plan for the first year of implementation

· Budget for the entire funding period, with a disaggregation on annual budgets
� For assessment of core-/programme funding applications, also see Annex 2.


� Coordination issues could be for instance harmonisation of formats and project periods or appropriate sharing of indirect costs between different donors.� Coordination may imply exceptions from the Diakonia application requirements. All such exceptions shall be agreed upon with Diakonia in advance.  


� This will greatly assist Diakonia in planning the work better, when to provide different support, visit partners, etc. A new work plan shall be provided in the beginning of each year, before the first disbursement of the year.


� Diakonia does a partner assessment before an organisation can present an application. 


� Armed conflict can be state based and non-state based/militarized conflict. In order to analyse the existence of, or risk for, armed conflicts, you may need to reflect upon the following questions: 1) Is there an on-going armed conflict in the geographical area (or part of the area) where the project/plan will be implemented? 2) Has the area experienced armed conflict in the last ten years? 3) Is there risk of an outbreak of armed conflict in the area?


� If you need guidance on how to do baseline studies, Diakonia can share its guidelines.


� You may make a problem tree analysis in order to outline how different problems are related to one another.


� The goals of the programme that the project would be part of.


� Objectives should be general and not too many, sometimes only one.


� Indicators shall assist to verify that the desired change has taken place. Sources of verification specify where the information regarding each indicator is collected.


� If there is a need Diakonia can share an example of a log frame.


�The Strategy for Change describes Diakonia’s view on change where awareness raising and knowledge; organization of people; and collective action and advocacy work, together leads to qualitative participation of rights holders and a real possibility to influence duty bearers and to improve the living conditions for rights holders.


� The Rights Based Approach complements Strategy for Change. It is based on the principle of non-discrimination - all groups and persons have the same rights and their needs and demands should be included; participation, human rights conventions and power analysis is central; as well as to work in a transparent way and to be accountable for any stakeholder involved. 


� With social sustainability is meant a locally felt ownership for the project, strong enough to guarantee the sustainability of the projects outcomes and impacts. Financial sustainability enables a continuation of the project beyond the Diakonia funding, based on for instance financing from other donors or income-generating activities.


� Such strategies can be local ownership, involvement of local authorities, leadership training, strategies to deal with HIV and AIDS and environmental degradation, as well as income generating activities, cooperation with and funding from other organisations and relevant exit strategies.  


� Procurement Guidelines is one of the annexes in the contract with Diakonia


� See further reference on financing of partners in General Conditions, chapter 2


� The audit guide is one of the annexes in the contract with Diakonia
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