
INSTRUCTION FOR MANAGING PUBLIC CALL ANNOUNCEMENTS FOR CIVIL SOCIETY ORGANIZATIONS (CSO)
The purpose of these simple instructions for managing public call announcements is to provide uniform access and visibility of public calls that municipalities announce for CSOs under LOD methodology. In accordance with above, the below standards have to be followed:
1. Responsibility for the publication of the advertisement (public call for CSOs) lies on the municipality. This includes all implied activities and financial obligations.
2. Design and content of an advertisement is prepared by the municipality in accordance with priority areas and based on the newspaper advertisement template. The goal is to unify design and content of all public calls for CSOs. 
3. The size of newspaper advertisements is to be vertical and a quarter page (1/4) of the standard newspaper format, with dimensions 12x17.3 cm.
4. The choice of media is left to the municipality and should be in line with standard practices. In order to ensure transparency of the call at the BH level, it is necessary to publish the advertisement in at least one of the most circulated media outlets used in the entity where the municipality is located. The municipality shall also publish the call and any accompanying documentation on its official website, if existent.
5. The duration of public call should not be less than four weeks. 
6.  Issuing documentation for project proposals is at the responsibility of the municipality, in accordance with the instructions and documentation that has been developed in this methodology. Supporting documentation shall be issued in electronic format (on CD or USB stick) or downloaded from the official municipal website. Direct issuance of tender documentation is free of charge and it is necessary to ensure the proper recording of the Tender documentation (see Annex 1). In accordance with the mandatory laws as well as regulations of the municipal protocol, the record will be kept on all issued tender documents.

7. Receipt of project proposals will be made in the municipal protocol office. It is necessary to keep a good record of received project proposals (see Annex 2) and issue a receipt (see Annex 3).
After the closure of the public call, the municipality is obliged to archive all documents related to that public call.
ANNEXES
ANNEX 1

Forms for registration of issued documentation
ANNEX 2

Forms for registration of received documentation
ANNEX 3

Confirmation of receipt form 
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These instructions have been prepared in accordance with the LOD Methodology for Allocation of Funds to Civil Society Organizations in BiH 

