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ADMINISTRATIVE FORM
Reference of call for proposals (tick box): 
 FORMCHECKBOX 
 AP-Init -2020 – 01 (HSS)






 FORMCHECKBOX 
 AP-Init -2020 – 02 (VP)
Contact details (name, telephone, email) for the applicant focal point: please indicate here the name of the person who is responsible for the projet in your organization 
Title (Mr/Mrs/Ms/Dr) :
Name :          

E-mail and Telephone number :

Project title: 

Applicant organization: 

Applicant country : 
City and country of applicant organization’s head office:
Country/ies of project implementation: 


Country 1: 


Country 2: (add others if applicable)

Partners:

Partner organization 1:

Partner organization 2: (add others if applicable)

Project duration (in months): 
Total Budget for project (in euros): € 
Budget requested from Expertise France: €
Percentage of budget requested from Expertise France (as part of total budget): %

Annual budget of the applicant organization (amount of expenditures according to the most recent validated financial statements):
In case of co-financing:
Amount of co-finance: €

Name of donor: 

Is the co-finance committed? 
 FORMCHECKBOX 
 Yes 


    


 FORMCHECKBOX 
 No 
Expected commitment date:
Annexes to be attached to this administrative form:
· A copy of the bylaws of the prime applicant organization.

· The most recent validated annual financial statements, for 2019 or 2020.

· The prime applicant organization’s estimated budget for 2021.

· The most recent Annual Report.
· The most recent validated audit statement.
· Letters of commitment from each of the partner organizations contributing to project implementation, where applicable.

PART I - PRESENTATION OF THE APPLICANT AND PARTNERS
This form must not contain more than 5 pages

This form should be completed using a 11-point Calibri font
1. The applicant organization (prime applicant)
Please complete the following tables:
	Name of organization:
	Telephone, email address:
	Legal status of organization:

	Full address:
	Date organization founded:
	Name(s) and post(s) of senior management:


	Permanent headcount 

Please break down total by gender (female/male)
	Annual budget, in euros 
	Exchange rate (for budgets that are not in euros)

	In 2019:
	In 2019:
	

	In 2020:
	In 2020:
	

	In 2021 (forecast):
	In 2021 (forecast):
	


· Organizational chart / Organigram
Please provide the most recent organizational chart for the applicant organization.
· List of donor funding administered over the last three years:
If this list is too long, please include only those projects for which the average annual amount represents at least 60% of the organization’s annual budget.
	
	Project title 
	General objective of the project
	Total amount for project
	Project duration
	Donor
	Role of the applicant organization (e.g. lead organization, implementation partner)

	2018
	
	
	
	
	
	

	2019
	
	
	
	
	
	

	2020
	
	
	
	
	
	


· Description of the team currently in charge of the administrative and financial management of the organization: 
State the number of individuals (M/F), their job titles and the number of years’ experience. Specify in the list which employees are already in post and will be working on the project.
· History and main areas of activity of the organization: 
In particular, describe the organization’s past and current activities. Please highlight any activities similar to those involved in the present project, or which demonstrate your organization’s experience and/or expertise in domains specifically targeted by the project.

Indicate whether the organization has a gender strategy to promote female-male equality, if this is the case, indicate the date of that strategy. State whether the organization has a resource person for gender-related topics (name and training background), and whether the team has received gender training (date, duration and type of training).

2. Partner organization(s) for implementation
Please list those partners with direct responsibility for the implementation of certain project activities and/or budget management responsibility. 

Explain how the various partners are complementary and the past history of collaboration between them. Please explain how partners were involved in projet design. Following this, provide a description of each partner: 

2.1 Partner organization 1 
Please complete the following tables:
	Name of the organization:
	Telephone, email address:
	Legal form of the organization:

	Full address:
	Date organization founded:
	Name(s) and post(s) of senior management:


	Permanent headcount 

Please break down total by gender
	Annual budget under management, in euros 
	Exchange rate (for budgets that are not in euros)

	In 2019:
	In 2019:
	

	In 2020:
	In 2020:
	

	In 2021 (forecast):
	In 2021 (forecast):
	


· Organizational chart

Please provide the most recent organizational chart for the applicant organization.

· Description of the team currently in charge of the administrative and financial management of the organization: 
State the number of individuals (M/F), their job descriptions and the number of years’ experience. 

History and main areas of activity of the organization: 
In particular, succinctly describe the organization’s past and current activities. Please highlight any activities similar to those involved in the project, or which demonstrate your organization’s experience and/or expertise in technical areas specifically targeted by the project.

Indicate whether the organization has a gender strategy to promote female-male equality, if this is the case, indicate the date of that strategy. State whether the organization has a resource person for gender-related topics (name and training background), and whether the team has received gender training (date, duration and type of training).

2.2 Partner organization 2 
Add sections if necessary following the same structure as above.
3. Other associate partners 

List and describe briefly all partners not directly involved in project implementation, but nevertheless associated with the project, specifying the nature of the partnership.[image: image1.png]
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