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                                         AdminISTRATIVE Form 
Call for proposal reference number: AP-Init-2021-03 (RO)
Contact details (name, telephone, email) of the applicant focal point: please indicate here the name of the person who is responsible for the project follow-up in your organization
Project title:                      
Short title: 
Lead applicant organization: 

Annexes to be attached to the administrative form:
· 1. Letter of intent (in line with the template provided in annex 1)

· 2. Project results form  (in line with the template provided in annex 3)

· 3. A copy of the lead applicant's statutes (in French or English)

· 4. Proof of registration of the organization in the country showing the lead applicant's address.

· 5. Final 2021 financial report (income statement and balance sheet), validated at a General assembly or by another governance body 
· 6. Estimated annual 2023 budget for the lead application organization

· 7. Latest annual activity report
· 8. Latest approved audit report. Please note that this report will be required if your project is pre-selected.

· 9. Letters of commitment for each partner organization involved in implementing the project. Please note that these will be required if your project is pre-selected.

OVERVIEW OF RESEARCH LEAD AND PARTNERS
This form must not exceed 5 pages 
The form must be completed using Calibri font size 11
1. Organization leading the study (lead applicant)
Please complete the tables below
	Organization name:
	Phone and email address:
	Legal status of the organization:

	Full address:
	Date organization founded:

Country and registration number :
	Name and role of the main contacts:


	Number of permanent staff 
Specify the number of male and female M/F
	Annual budget in Euros 
	Exchange rate (if budget is not in euros)

	In 2021:
	In 2021:
	

	In 2022:
	In 2022:
	

	In 2023 (forecast):
	In 2023 (forecast):
	


· Organizational chart / Organigram
Please provide the most recent organizational chart for the lead applicant organization.

· List of funding managed during the last 3 years:
If the list is too long, please prioritize the inclusion of projects whose average annual amount is at least 60% of the annual budget of the organization.
	
	Project title  
	Overall project objective
	Total amount for the project
	Length of project
	Donor
	Role of the applicant organization (lead, implementing partner)

	2020
	
	
	
	
	
	

	2021
	
	
	
	
	
	

	2022
	
	
	
	
	
	


· Description of the team that manages the organization's administration and finances: 
Include number of people (M/F), job titles, number of years of experience. Specify in this list which existing employees will work on the project.
· History and main areas of intervention of the organization: 
Briefly describe the organization's past and current activities. Please focus on activities similar to those of this project, or that demonstrate particular experience/expertise of your organization in the areas targeted by the project. 
Indicate if the organization has a gender strategy promoting gender equality, if yes, indicate the date of this strategy. Specify if the organization has a resource person focusing on gender issues (name and training), and if the team has been trained on gender (date, length and type of training).
2. Implementing partner organization(s)
List partners who have direct responsibility for implementing certain project activities and/or budgetary management responsibility.  
Explain how the different partners complement each other and the history of collaboration between them. Detail how the partners participated in the development of the project. Then provide an overview of each partner: 
2.1 Partner 1 
Please complete the tables below
	Organization name:
	Phone and email address:
	Legal status of the organization:

	Full address:
	Date organization founded:

Country and registration number :
	Name and role of the main contacts:


	Number of permanent staff 
Specify the number of male and female M/F
	Annual budget in Euros 
	Exchange rate (if budget is not in euros)

	In 2021:
	In 2021:
	

	In 2022:
	In 2022:
	

	In 2023 (forecast):
	In 2023 (forecast):
	


· Organizational chart

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

· Description of the team that manages the organization's administration and finances: 
Include number of people (M/F), job titles, number of years of experience.
· History and main areas of intervention of the organization: 
Briefly describe past and current activities of the organization. Please focus on activities similar to those of this project, or that demonstrate particular experience/expertise of your organization in the areas targeted by the project.
Indicate if the organization has a gender strategy promoting gender equality, if yes, indicate the date of this strategy. Specify if the organization has a resource person focusing on gender issues (name and training), and if the team has been trained on gender (date, length and type of training).
2.2 Partner 2 
Add paragraphs if necessary, following the structure of the previous paragraph.
3. Other associated stakeholders
List and describe in a few lines all the partners not directly involved in the implementation of the project but associated with the project, as well as the type of partnership.
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