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	Package No.
	


APPLICATION FORM 
	Full title of the applicant:
	

	Project title:
	

	Project duration:
	Beginning date:
	
	Completion date:
	

	Project location:
	

	Amount requested from the UNDP:
	
	USD:
	


I. APPLICANT
1.1 Identification data
	Organization’s full name:
	

	Acronym (if necessary):
	

	Registered address:
	

	Correspondence address:
	

	Telephone:
	

	Fax:
	

	E-mail:
	

	Web-site:
	


1.2 Project coordinator/director
	Full name:
	

	Place of work, title:
	

	Correspondence address:
	

	Office telephone:
	

	Mobile telephone:
	

	Fax:
	

	E-mail:
	


1.3 Bank details
	Account holder’s full name:
	

	Bank account number:
	

	Bank code:
	

	SWIFT:
	

	Bank name:
	

	Bank’s address:
	

	Full name of authorised signatory(-ies): 
	

	Title of authorized signatory(-ies):
	


1.4 APPLICANT DESCRIPTION
1.4.1 When was your organization set up and when did it become its work?
1.4.2 What are the entity’s mission, goal, and objectives? 
1.4.3 Please relate the objectives and tasks of the project to the long-term goals and objectives of the entity
1.4.4 What are the core types of business you are currently engaged in?
1.4.5 Describe the projects your entity has implemented over the past two years, specifying for each of them:
● objective;

● location; 

● outcomes;

● amount of financing.  

1.4.6 What is the professional background and experience of the team to be employed in the project? 
1.4.7 Describe the resources your entity has, including:
● income for the past two years
● number of staff members and freelance employees 
II. PROJECT
2.1 PROJECT SUMMARY
Summary is an overview of the project. It should include a concise description of key information. Please provide the following information in brief:
● Issues that the project will address; 
● Project tasks; 

● Implementation actions and methodology;
● Project partners;
● Project duration;
● Planned outputs/outcomes;
● Monitoring and assessment plan;
● Total project amount: requested amount, amount received from other sources (if any). 
2.2 PROBLEM IDENTIFICATION AND RATIONALE OF THE PROJECT
● Identify the key problem to be addressed by the project;
● Explain why this problem needs to be addressed as soon as possible and explain the advantages of your approach to resolving it over other possible approaches; 
● Specify the target group and reasons for which it was chosen;
● Describe the importance of the project for the target group/community;
● Specify approximate number of direct and indirect beneficiaries;
● Explain what capacity your entity has to address the problem and complete the project. 
2.3 PROJECT OBJECTIVE
Please describe what will change as a result of the project implementation. 
Project objective should be consistent and concise. 
2.4 TASKS
Describe the tasks in the following order: Task 1, Task 2, etc. 
Project tasks are the milestones necessary to achieve the objective. The following questions should be answered in order to formulate the tasks correctly:
● What exactly would you like to change with your project?
● What segment of the population would be involved in the change? 
● In which direction would you like to direct the changes (increase/improve, decrease/reduce)?
● What would be the extent or size of change?
● What timeframe (time period) is envisaged for completion of the tasks?
The following formula could be applied to check whether you formulated the tasks correctly:
Specific – tasks should specify clearly what is desired: who, what, when, where, how, who for (target group); 
Measurable – tasks should be measurable both quantity- and quality-wise; 
Feasible – task should be achievable;
Realistic – it is necessary to have resources (human, material) and capabilities to achieve the task.
Time-bound (time-limit) – timeframe (time period) should be determined for a task during which it will implemented. 
NOTE: Following project implementation, it will be necessary to report on each task and to provide information showing the extent of implementation of the tasks described in the application form. 
III. ACTIVITIES 
Set forth each activity in the following order: Activity 1- Name; Activity 2 – Name, etc.
Activities should support the implementation of tasks and be related to indicators. The following questions should be answered in order to formulate the activities correctly:
● What exactly should be done to implement the tasks? Describe actions to be taken. 
● What tasks should be implemented during each activity?
●What resources are necessary to fulfill each task?
● What are the beginning and end dates for each task?
● How will activity be implemented?
● Who will coordinate the implementation of each activity?
● Who are the beneficiaries and will they be involved in the development, implementation, and assessment of outcomes? 
● How many beneficiaries will be directly involved in activity?
● How will beneficiaries be selected or involved?
● When will activity be implemented?
● Length and frequency (is activity one-off or is it expected to be repeated after a certain time period);
● Which materials are necessary to implement the activity?
● Necessary course materials (are they to be developed or have they already been developed). Who will develop them? Describe experts’ titles and competence. 
● Activity partners. Describe the role of partners during activity implementation. 
Note: Resources described in the Activities section should match those requested from the budget. 
IV. EXPECTED OUTCOMES
Quantitative and qualitative outcomes are distinguished and they are a project’s ultimate goal. Outcomes should be measurable, visible, and specific, representing, in essence, achievement of the planned tasks. 
V. PARTNERS
Specify partners to be involved in the project, including their field of activity, extent of involvement, and cooperation mechanisms with your organization. Describe each partner’s role. 
VI.  PROJECT MONITORING AND ASSESSMENT
In order to assess the project, it is necessary to gather data throughout the project implementation period, that is, to monitor the project. Monitoring is a process of regular collection and review of information about the activities carried out. Monitoring is done through qualitative and quantitative indicators. 
Assessment will focus on four dimensions – resources invested in the project, activities implemented, outcomes achieved, and benefits generated. 
Describe how information will be gathered about project progress (monitoring will be conducted) and extent of the fulfillment of tasks and achievement of expected outcomes assessed?
Answer the following questions:
● Which indicators will be measured?
● From what sources will information and data be gathered?
● Who will collect the data?
● How will data be collected?
VII. IMPLEMENTATION TEAM
Describe the following: 

● Who will work within the project?

● How will responsibilities be allocated?
● Describe each person’s competence level.
● What share of time (in percent) will they spend on the project?
Specify whether the staff necessary for project implementation has already been hired or whether they are yet to be identified and enrolled.
	FULL NAME
	Role in Project
	Involvement (%) 

In Activities
	Contact Details (telephone, mobile telephone, e-mail)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


VIII. BUDGET 
9.1 Total Project Budget (the sample below is indicative the applicant may follow its own budget format)
	
	AMOUNT (USD)

	Amount requested from the UNDP
	

	Amount provided by the organization, if any
	

	Amount received from other sources, if any

	

	TOTAL:
	


9.2 Detailed Budget

	Expense Category
	Details
	Unit
	Number of units
	Price per unit
	Total
	Amount (USD)

	
	
	
	
	
	
	Requested from UNDP
	Provided by the organization
	Received from other sources

	ACTIVITY 1: (Activity title) /Detailed budget preparation sample

	1. Human resources: experts (fees, taxes)
	
	
	
	
	
	
	
	

	1.1 Consultants (fees, taxes)
	
	
	
	
	
	
	
	

	2. Acquisitions (e.g. supplies necessary for participants – pens, folders, notepads)
	
	
	
	
	
	
	
	

	2.1 (e.g. office supplies – toner, paper, markers, etc.)
	
	
	
	
	
	
	
	

	3. Trips (e.g., airfare, renting vehicles, etc.)
	
	
	
	
	
	
	
	

	3.1 Travel expenses of participants/organizers 
	
	
	
	
	
	
	
	

	4. Accommodation (e.g. of workshop participants)
	
	
	
	
	
	
	
	

	5. Meals/coffee breaks (e.g. for workshop participants)
	
	
	
	
	
	
	
	

	6. Subcontracts (e.g. on lease of training room; rent of vehicles, translation, copying, development and publication of brochures, publication of newsletter, etc.) 
	
	
	
	
	
	
	
	

	6.1 Translation 
	
	
	
	
	
	
	
	

	6.2 Development and publication of brochures 
	
	
	
	
	
	
	
	

	6.3 Lease of equipment
	
	
	
	
	
	
	
	

	Subtotal for Activity 1:
	
	
	
	

	

	ACTIVITY 2: (Activity title)

	1. Human resources
	
	
	
	
	
	
	
	

	2. Acquisitions
	
	
	
	
	
	
	
	

	3. Trips
	
	
	
	
	
	
	
	

	4. Accommodation
	
	
	
	
	
	
	
	

	5. Meals/coffee breaks
	
	
	
	
	
	
	
	

	6. Subcontracts (e.g. on lease of training room; rent of vehicles, translation, copying, development and publication of brochures, publication of newsletter, etc.)
	
	
	
	
	
	
	
	

	Subtotal for Activity 2:
	
	
	
	

	

	ACTIVITY 3: (Activity title)

	1. Human resources 
	
	
	
	
	
	
	
	

	2. Acquisitions
	
	
	
	
	
	
	
	

	3. Trips
	
	
	
	
	
	
	
	

	4. Accommodation
	
	
	
	
	
	
	
	

	5. Meals/coffee breaks
	
	
	
	
	
	
	
	

	6. Subcontracts
	
	
	
	
	
	
	
	

	Subtotal for Activity 3:
	
	
	
	

	

	ACTIVITY 4, 5, 6, etc.

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Subtotal for Activity 4, 5, 6, etc.:
	
	
	
	

	

	HUMAN RESOURCES

	1. Project Director
	
	
	
	
	
	
	
	

	2. Project Coordinator
	
	
	
	
	
	
	
	

	3. Project Assistant 
	
	
	
	
	
	
	
	

	4. Accountant
	
	
	
	
	
	
	
	

	Subtotal for human resources:
	
	
	
	

	

	ADMINISTRATIVE EXPENSES

	1. Communication (telephone, internet)
	
	
	
	
	
	
	
	

	2. Postal services
	
	
	
	
	
	
	
	

	3. Banking services
	
	
	
	
	
	
	
	

	4. Other (specify)
	
	
	
	
	
	
	
	

	Subtotal for administrative expenses:
	
	
	
	

	

	TOTAL:
	
	
	
	


X. APPLICANT’S STATEMENT
I, the undersigned, as a responsible person on behalf of the organization applying for financing for this project, hereby certify the following: 
(a) The information provided in this application form is accurate; and
(b) The applicant and their partner organization/experts (if any) meet the criteria described in the Applicant’s Guide. 
	Full name:
	

	Title:
	

	Signature:
	
	Seal:

	Date:
	
	Place:


� Provide confirmation in the form of a letter from partner/donor. 


� Add new lines depending on the number of activities carried out within the project.
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