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Guidelines for Applicants – Civil Society Organizations (CSOs) within the Framework of the Public Call for Project Proposals for the Municipality XXX
The goal of these guidelines is to provide clear and concise instructions to all potential applicants and interested subjects of the process of submitting project proposals in line with the framework of the public call for non-governmental organizations/civil society organizations. 

1. Overall objective of the public call for project proposals and municipal priorities 

The objective of submitting a project proposal in the public call is to aid in the strengthening of partnerships between CSO’s and the local authorities through building awareness on the benefits of cooperation and encouraging a sustainable platform for dialogue in order to provide better services to the local community. 
This is an opportunity to invite civil society organizations (CSOs)/non-governmental organizations (NGOs) from Bosnia and Herzegovina to submit project proposals related to development goals of the Municipality xxx. Priority areas in the Municipality xxx: 

1. xxxx;
Funds will be allocated to those civil society organizations whose projects contribute to resolving one or more priorities and meet quality criteria and other conditions. 

2. Funds (grants) available for projects
Projects eligible for this public call are those whose requested budgets are between 10,000 BAM and 70,000 BAM. The project implementer reserves the right not to allocate all available funds. 

The value of grants allocated within this public call must be between the following minimum and maximum amounts: 

· minimum amount: 10,000.00 BAM
· maximum amount: 70,000.00 BAM
Interested CSOs may co-fund their projects or secure a part of the funds from other donors. Grants allocated within this public call may finance administrative costs and staff costs to a maximum of 20% of the requested amount. The remaining 80% of the funds should be foreseen for the programming activities of the project. 

3. General information on the call for project proposals 

Project documentation must contain the following: 

· Project proposal (Word format - Annex 1),

· Budget breakdown (Excel format - Annex 2),

· Logical framework matrix (Word format – Annex 3),

· Activity and visibility plan (Excel format – Annex 4),

Additional documentation is a very important part of the project and should be submitted in its entirety in order for the project proposal to be evaluated. Additional documentation must contain the following: 

· Copy of a valid certificate of registration of an organization in BiH (for the project owner/ applicant and project partners, if any),

· Copy of organization's statute (applicant and partners), 

· Completed Administrative identification form (Word format – Annex 5), 

· Completed Financial identification form (Excel format – Annex 6),

· Completed and signed Eligibility statement (Word format – Annex 7),

· Copy of the final annual financial report for the previous year (balance sheet and income statement) certified by a responsible agency for financial operations and licensed and authorized accountant, unless the organization is established in the current year,
· Copy of the organization’s annual narrative report for the previous year, unless the organization is established in the current year and 

· Completed Check list (Word format – Annex 8).

In the case of project approval, the original documents will be requested.  

4. Who may apply?

Participating in this public call is open to all on an equal basis, for CSOs and NGOs (associations or foundations) formally registered in Bosnia and Herzegovina and in accordance with the valid legal regulations. 

In order to apply to the public call the applicants must: 

· Be a legal non-profitable entity registered in BiH, in accordance with valid legal regulations (association or foundation). 

Potential applicants may not participate in the call or will not receive grants unless they submit the signed Eligibility statement (Annex 7) with the project proposal. 

Applicants will be excluded from participation in the call or from the allocation of grants if, at the time of submission of project proposals:  

(a) they are subject to a conflict of interest; 

(b) they are guilty of providing false information to an authorized contractual party, which are required as a precondition for participation in the call for submission of project proposals or if they fail to submit the required information; 

(c) they tried to obtain confidential information, exert influence over the Evaluation commission or authorized contractual party during project proposals evaluation process. 
5. Partnerships and partner eligibility 

Applicants may apply individually or as a consortium with other organizations and/or institutions. 

Partner organizations and/or institutions 

Project partners can be: other non-governmental organizations and local authorities. Applicants' partners take part in project design and implementation, and the costs they incur will fall under the same rules as those incurred by the applicants themselves, meaning that partner organizations must meet the same eligibility conditions as the applicants. If applying in partnership, the „Applicant“ will be the leading organization and if selected, as the contractual party („Beneficiary“) it will assume all legal and financial liability for project completion. The Partnership statement must be completed correctly and submitted together with the application. 
Collaborators 

Other organizations and/or institutions may be involved in the project. Such organizations – collaborators have an actual role in the implementation of activities but cannot receive grants. 

6. Priority areas
In order for projects to be eligible for this call they must be in accordance with the development goals and strategies of the Municipality XXXXX. The priority areas within the LOD approach are poverty reduction, social inclusion, gender equality and women’s empowerment, human rights, environment and youth with a special emphasis on the rights of minority groups. 

The project must include one or more priority areas defined for the Municipality XXXXX: 

1.  XXXXXX
7.  Duration 

The duration of the projects can be between ____ and ____ months, and the projects must be implemented during the period between dd/mm/yyyy and dd/mm/yyyy. 

8. Locations 

The projects must be implemented exclusively on the territory of the Municipality XXXXX. 

9. Types of projects 

The projects to be funded have to be prepared in accordance with the public call and the municipal priorities contained therein. Project proposals have to clearly meet the needs stated within the public call.

The projects have to provide a solution for the specific needs of the local community and the target groups identified by the project.

Projects should consist of independent operational activities with clearly defined operational goals, target groups and planned outcomes. 

Projects should be an integrated methodological set of activities, created to achieve certain goals and specific results within a limited time period. 

The general work plan of the applicant or project partner cannot represent the project. 

The following activities are not recommended for allocation of grants: 

· Individual sponsorships for participation in workshops, seminars, conferences, congresses; 

· Individual scholarships for studies or training courses; 

· Occasional conferences (unless necessary for successful project implementation);  

· Purchase of equipment (unless necessary for successful project implementation); 

· Funding of projects which are already in progress or are finalized; 

· Projects for exclusive benefit of individuals; 

· Projects supporting political parties; 

· Primary funding of applicants or their partners; 

· Reconstruction or rehabilitation works (unless necessary for successful project implementation); 

· Allocating grants to a third party;
· Capital investments above 10% of the budget value;

· Reconstruction works above 20% of the proposed budget value.

10. Number of project proposals and grants per applicant

Applicants may submit more than one application and one project idea with separate application forms and the pertinent documentation must be submitted separately with each application. 

In the case that the evaluation process results in the successful evaluation of 2 or more projects of a single applicant, only one contract encompassing all approved projects will be signed with said applicant. 
11. Where and how to collect and submit the application material 

Documentation for the public call for the Municipality of xxx can be obtained from DAY, DATE to DAY, DATE by means of sending a request with the name of the interested organization to the email address: municipality@municipality.ba or in person, at the address: 

Municipal address
Pertinent information as well as an electronic version of the entire application package can also be obtained from: www.municipality.ba.
Completed applications, with all mandatory documentation, must be submitted in three (3) printed copies and one electronic copy (on CD or USB stick) by registered mail or in person, in a sealed envelope indicating the public call, during work days (Monday to Friday), between 09:00 and 14:00 hours, to the address:

Municipal address
The deadline for submitting applications is DAY, DATE at 14:00 hours. Applications arriving after the specified deadline will only be considered if the postal mark indicates a sending date before the official deadline. 

Applications sent by any other means (e.g. by fax or e-mail) or delivered to other addresses will not be taken into consideration. 

The outer side of the envelope must contain the name of the public call for project proposals, full name and address of the applicant, full name of the project and the words: „Do not open before official opening“. 

The municipality will keep records of any received project proposals and will issue pertinent receipts.

Before submitting the project proposal, applicants should verify that the required documentation/application is complete by filling in the Check list (Annex 8), which is an integral part of the application. 

12. Further information

If the need arises, informative meetings on the public call with potential applicants of project proposals (“open days“) will be held in the Municipality XXXXXX during the public call.

In these meetings, potential applicants will be informed in detail about the call, manner of applying, criteria, etc. 

Should any additional information and clarifications be required, potential candidates may send a request with the reference to the Public Call for Applicants to the email address: municipality@municipality.ba. Requests can be sent by DAY, DATE, and replies to the queries will be sent in writing within 3 days after the receipt of the request. 

13. Evaluating and selecting project proposals
Applications will be considered and evaluated by the Evaluation commission. All activities indicated by the applicant will be evaluated in accordance with the following criteria: 

(1)
Administrative conditions:
· Application is completed in accordance with the Check list; 

· Documentation is submitted in 3 copies (3 printed and 1 electronic copy – CD or USB stick). 

(2) Conditions related to the applicant, partner and activities:
· Confirmation that the applicant, partner (and collaborators, if any) and the activities, meet the conditions set out in chapters 5, 6, 7, 8, 9 and 10. 

(3)
Evaluation of project quality and financial evaluation: 

Evaluation of the project quality, including the proposed budget, will be carried out in accordance with the criteria set out in the evaluation table presented on page 8 of this document. There are two types of evaluation criteria: selection criteria and fund allocation criteria. 

The goal of the selection criteria is to help in the assessment of financial and operational capabilities of applicants in order to ensure that they: 

· have stable and sufficient funds for their own work during the entire project implementation period; 

· possess the professional capability and qualifications necessary for the successful implementation of the project. This also applies to the applicant's partners. 

Fund allocation criteria ensures that the quality of submitted projects is evaluated based on the defined priority areas, and that funds are approved on the basis of activities which maximize the general impact of the public call for project proposals. The criteria refers to the significance of the proposed project, alignment of the project with the goal of the public call and the priority areas, project quality, expected results, project sustainability and cost-effectiveness of requested funds. 

Please pay attention to the following important information: 

Scoring system:

Scoring criteria is divided into sections and subsections. Each subsection must be evaluated with assigned scores between 1 and 5 in a following way: 1 = very bad; 2 = bad; 3 = appropriate; 4 = good; 5 = very good. Each member of the commission completes an individual evaluation table, and all members sign the summary evaluation table for each project proposal. Ranking the project proposals is carried out in a manner that the first ranked project proposal is the one with the highest score, followed by the project proposal with the next lowest score up until the project proposal with lowest scores.
Only projects with a score of 50 or more points will be taken into further consideration, as the proposals below this threshold have not met the set standards, thus questioning the efficiency of their ability for implementation. 

In order to be taken into consideration for funding, projects with budgets over 20,000 BAM have to receive 75 or more points during evaluation process. The decision on grant approval is based on the total number of projects that can be financed within the available funds. These limits are set in order to define minimum quality of project proposals and ensure the best value for money. Projects with the highest scores will have priority in grant disbursement. 
Note on Section 1. Financial and operational capacity of the applicant
In the case that the total score in Section 1 is lower than 10 points, the project will be excluded from the further evaluation process, as the organization does not have the minimum capacities to ensure quality implementation of the proposed project. 
Note on Section 2. Relevance
In case that the total score in Section 2 is lower than 18 points, the project will be excluded from further consideration as the score implies that, although the applicant meets financial and operational capacities, the project’s concept is not relevant or in line with the defined priorities of the public call; the project does not address the needs of the local community.
Evaluation table 

	Section
	Maximum score
	Average score

	1. Financial and operational capacity
	15
	

	1.1 Are applicant and partners sufficiently experienced in project management? 
	5
	

	1.2 Do applicant and partners have sufficient professional capacities? (specific knowledge in the relevant field)
	5


	

	1.3. Do applicant and partners have sufficient management capacities?

(including staff, equipment and capacities for financial management)? 
	5
	

	2. Relevance
	25
	

	2.1. How relevant is the project compared to the goal and one or more priorities defined in the Public call?

Note: score 5 (very good) can be assigned only if the project is addressing at least one of the priorities.
	5
	

	2.2 Are stakeholders clearly defined and strategically selected (agents, final beneficiaries, target groups)?
	5
	

	2.3 Are the needs of the target group and final beneficiaries clearly defined and does the project address them in the right way? 
	5
	

	2.4 Does the project incorporate added value, like innovative approach and good practice models? 
	5
	

	2.5 Does the project proposal advocate for rights based approach and does it influence vulnerable groups? (Promotion of gender equality and women’s empowerment, protection of environment, international cooperation, youth, etc.).
	5
	

	

	3. Methodology
	20
	

	3.1 Does the plan of activities and proposed activities logically and practically correspond with goals and expected results?
	5
	

	3.2 How consistent is the overall project design? (especially, does it reflects analysis of identified problems, possible external factors)
	5 
	

	3.3 Is the level of involvement of partners in project implementation satisfactory? Note: if there are no partners the score will be 1.
	5
	

	3.4 Are objectively measurable indicators included in the project?
	5
	

	


	4. Sustainability
	25
	

	4.1 Will proposed activities have concrete influence on target groups? 
	5
	

	4.2 Will the project have multiple effects? (including possibility for application on the other target groups or implementation at the different location and/or extending the effects of the activities as well as exchange of information on the experience gained through the implementation of the project)
	5
	

	4.3 Are expected results of suggested activities institutionally sustainable? (will the structures that enable project activities exist after the completion of the project? Will there be a local ownership over the project results?)
	5
	

	4.4 Are expected results sustainable? (if applicable, name the structural impact of implemented activities – improvements of legal frameworks, methods, code of conduct, etc.)
	5
	

	4.5 Is it likely that expected long term results/outcomes will influence local economic conditions and/or quality of life in target areas? 
	5
	

	


	5. Budget and cost efficiency
	15
	

	5.1 Is the ratio between estimated costs and expected results satisfactory?
	5
	

	5.2 Are suggested costs necessary for project implementation? 
	5
	

	5.3 Budget

- is the budget clear and does it include a narrative part? (including explanations for technical equipment)

- meets the principle that administrative and personnel costs cannot be above 20% of the total budget?
- is the budget gender-sensitive?
- have CVs and job descriptions been enclosed where applicable?
	5
	

	Maximum total score
	100
	


Notification of the decision

All applicants, whether their project proposals are approved for funding or rejected, will be notified in writing of the decision on their project proposal within 30 days of closing the public call. Results will be announced at the web site of the Municipality XXXXXX, as well as at the municipal notice board.

A decision to reject a project proposal or deny funds will be made if: 

· The applicant, or one or more of its partners, do not meet the conditions of the public call; 

· Project activities are unacceptable (e.g. proposed activities go beyond the scope of the public call for project proposals, the project's stipulated duration exceeds the maximum allowed time period, the requested amount of funds exceeds the maximum allowed amount or is lower than the minimum, etc); 

· The project proposal was not sufficiently relevant; financial and operational capacities of the applicant are not sufficient, or the projects selected for funding have been superior in these areas; 

· The quality of the project proposal was technically and financially lower in comparison to the projects selected for funding. 

Conditions related to project implementation after grant approval

After a decision has been made on grant approval, the non-governmental organization whose project has been approved will be offered a contract for project implementation. Before signing the contract and if needed, the Municipality is entitled to request certain modifications from the organization to the project, in order to align it with the rules and procedures of project implementation. 
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