BIDDING FORM

SECTION A: PROJECT CONCEPT

A1: BASIC INFORMATION

* To be filled in by Embassy/High Commission staff 

Fund/ Programme *


Programme objective *


Post objective *


Project Title 


Countries Covered 


Project Purpose

1 sentence: immediate or direct benefit/ development that the project will achieve. This is the rationale for doing the project. 




Outputs

The quantitative or qualitative deliverables or product of the project activities. These should be sufficient to deliver the project purpose.




Main Activities 

(200 words max)

Planned activities within the project. These should be sufficient to deliver the stated outputs.


Background 

(please use bullet points and use 300 words max)
include relevant work conducted in this area and co-ordination that has taken place regarding this project.




Longer Term Impact


Sustainability

How will the project ensure that these benefits are sustained.




A2: BUDGET INFORMATION

TOTAL COST TO FCO
£

Please state how costs will be divided over UK Financial Years (April – March)

( ex. 1st financial year is 01 April 2008 to 31 March 2009)
Year 1



Year 2



Year 3


Proposed Start Date

Proposed end date


Co-funding



Type (e.g. in kind/ cash)
Organisation
Amount





Total Cost of Project

% of FCO (UK) funding







Have you applied for funding for the same project idea to other donors? If not heard, when do you expect to hear? What was the outcome?



Do you wish to avoid publicity because this is a project of a confidential nature? Yes/ No


A3: CONTACT INFORMATION  
Post (lead Post if regional)
(note: this section is for embassy use)

Contact at Post/ dept


E-mail address


Phone no

Fax No


Name of Implementing Org


FCO

OGD

UK NGO

Local NGO

Global NGO

Commercial company

Other


Contact at Implementing Org


E-mail Address


Phone No

Fax No


Name of beneficiary organisation


Contact at beneficiary org


Email address


Phone No

Fax No


A4: PROJECT STRATEGIC RELEVANCE  

(NB: Section to be filled in by Embassy/High Commission staff)
PSA number 

Strategic Priority No 


Thematic Area (Guidance Note 8)


Contribution to Official Development Assistance (guidance note 9) 
Y/N


Support to a Voluntary or Community Based organisation (guidance note 10) 
Y/N



Project Comments Log

Post Comments (please add rows as necessary)

Date
Comment/ Action 










Programme Team/ Desk Officer comments

Date
Comment/ Action 










Programme Board Comments/ Feedback
Date
Comment/ Action 










NOTE: below you will find the second part of the project proposal form, which is section B. This will be requested to be filled in ONLY by those who have successfully been shortlisted at the initial selection stage (the embassy will notify you in due time about your status). If applying at the first selection stage (form A only), please, stop here.

SECTION B: FULL BID 

B1: Monitoring and Evaluation of Objectives 

Project Purpose (as stated in A1, above)



Indicators of success (evidence that will indicate the purpose has been achieved)
Status before project/ baseline data
Source of information (where you obtain information on the indicator)













Expected Outputs (as stated in A1, above)

Outputs
Indicators of Success (evidence that the outputs have been delivered)
Status before project/ baseline data
Source of Information











M&E Plan

How will the project be monitored?



When and by whom will the evaluation of the project take place? (must be within 3 months of project completion)



Project Risk Analysis 
Risk
Likelihood (H/M/L)
Impact (H/M/L)
Management
















B2: ACTIVITY BASED BUDGET (FCO COSTS ONLY)

Please separate budget into activities and detail when costs are likely to fall. Please provide sufficient detail to allow programme to assess value for money and, if approved, track progress of project. For example, if one element of your project is to run 3 workshops, please include the number of participants, and break costs down into key component parts on separate lines, e.g. Consultant Costs (including number and rate per day); travel; room hire. Personnel costs should include overheads. Administration costs should not exceed 10% of the total project costs. If listing materials produced by the project, this should include the quantity.  

Year 1

Activity
DETAIL
April
May
June
July
August
Sept
Oct
Nov
Dec
Jan
Feb
March
Total Cost (£)

































































































TOTAL















How have you ensured value for money in this budget? Give examples



MULTI YEAR PROJECTS (please add rows as necessary):

Activity
Q1
Q2
Q3
Q4
Total Cost

Year 2:




















Year 3:




















B3: PROCUREMENT 

External Contracting and Procurement details: (how will you ensure that all procurement is fair and transparent? Procurement over £93,000 should be in line with EU purchasing guidelines.)



B4: INSTITUTIONS   
Capacity of Implementing Organisation to implement project



Level of participation of the beneficiary organisation(s) in the project planning process



Government support



B5: CROSS CUTTING EFFECTS OF PROJECT (positive or negative) 

How does the project take into account any cross-cutting effect on the areas listed below? Do any adjustments need to be made to ensure that it is relevant and accessible to all stakeholders? Do any adjustments need to be made to ensure that there are no detrimental effects on these areas? What positive benefits in these areas might result from the project?


Expected Effects/ consequences 

Human Rights


Diversity (inc gender and disability)


Environment


Other


B6: PUBLICITY 
Media activity/ expected public diplomacy effects/ project promotion activities (including any sensitivities)



B7: ADDITIONAL DETAILS (if required) 




