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CALL FOR PROPOSALS Community Journalism Projects
APPENDIX III – APPLICATION FORM



Introductory note for Applicants

The purpose of this form is to provide CFI with administrative and financial information about your organisation.

The fields in [blue] must be completed by the Applicant. 

This document must be signed by the legal representative of your organisation or by any person authorised to legally bind the organisation.
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[bookmark: _Toc233637310] APPLICANT’S DETAILS 

	PROFILE SHEET

	Proposed project name *
	[Please specify here the name of the project submitted in response to this Call for Proposals]

	Applicant’s full legal name *
	[Please enter the Applicant’s full name here, as stated in the official registration documents]

	Applicant’s common name (if applicable) 
	[Enter the Applicant’s common name here or N/A (not applicable)]

	Acronym or Abbreviation (if applicable) 
	[Enter the applicant’s acronym here, or enter N/A (not applicable)]

	Surname, first name and position of the legal representative*
	[Please state here the surname, first name and position of the Applicant’s legal representative]

	Type of organisation*
	[For-profit or not-for-profit organisation. [Specify the type of organisation here (company, NGO, association, etc.)]

	Registration number*
	[Please specify the Applicant’s legal registration number here]

	Date of registration*
	[XX/XX/XXXX]

	Countries*
	[Specify the country of registration here]

	Website (URL)
	[Enter the full web address of the Applicant here, or N/A]

	Surname, first name and role of the contact person*
	[Please enter the surname, first name and role of the project contact here]

	Telephone number* 
	[Please provide the contact person’s telephone number, including the country code]

	Email address*
	[Please enter the contact person’s email address here]

	Full address*
	[Please enter the applicant’s postal address here]


* required fields

[bookmark: _Toc233637311] APPLICANT’S DETAILS 

[Please describe the structure of the Applicant here (max. 1 page), including your organisation’s mission.] What is the purpose of your organisation? How is your organisation structured? How are decisions made (board of directors, director/co-ordinator, etc.)? ? How many people work in your organisation? Are they permanent staff, paid on a project basis, or volunteers?	

Partnerships for the implementation of the Project, which is the subject of the grant application
[Please state whether the project will be carried out in collaboration with other organisations. If so, please specify the partners and their roles.]

[bookmark: _Toc233637312]FINANCIAL CAPACITY

· Total revenue for the previous financial year (in EUR): [amount] €
· Total expenditure during the previous financial year (in EUR): [amount] €	
· Reference year: [DD/MM/YYYY]
· What percentage of your annual budget is made up of grants? : [percentage] %


Please list your sources of income for the previous two years, stating the names of all donors and the amounts.

	Year
	Source of income
	Nature of income (grant, benefit, other)
	Amount

	[AAAA]
	[Name of the client or donor]
	[Grant, benefit, other: please specify]
	[Amount] €

	[AAAA]
	[Name of the client or donor]
	[Grant, benefit, other: please specify]
	Amount] €

	[AAAA]
	[Name of the client or donor]
	[Grant, benefit, other: please specify]
	Amount] €

	[AAAA]
	[Name of the client or donor]
	[Grant, benefit, other: please specify]
	Amount] €




[bookmark: _Toc233637313]TECHNICAL EXPERIENCE 

[bookmark: _Toc233637314] Previous experience

[Describe the experience gained by the Applicant on similar projects over the last 3 years. The information set out below will enable us to assess whether the Applicant has sufficient experience in managing projects in the same sector and on a scale comparable to that of the project for which a grant is being sought. For each project described, state the name of the donor, the amounts received, and whether the project was subject to an external evaluation and/or an external financial audit.]


	Project name
	Implementation period
	Donor
	Amount
	External evaluation (Y/N)
	External financial audit (Y/N)

	[Project name]
	DD/MM/YY to DD/MM/YY
	 [Name of the main donor]
	[Amount received in euros]
	[yes/no]
	[yes/no]

	[Project name]
	DD/MM/YY to DD/MM/YY
	 [Name of the main donor]
	[Amount received in euros]
	[yes/no]
	[yes/no]

	[Project name]
	DD/MM/YY to DD/MM/YY
	 [Name of the main donor]
	[Amount received in euros]
	[yes/no]
	[yes/no]




External audits to verify expenditure

[Please indicate whether your organisation has previously been subject to external project audits. If so, please state the name of the audit firm and the main findings of the audits.]


[bookmark: _Toc233637315] Previous funding from CFI

[If you have previously received funding from CFI, please state the name of the project that received the funding, the nature of the collaboration, and briefly describe the impact of that support. If the organisation’s name has changed, please state the previous name under which funding from CFI was received. If your organisation has not received funding from CFI, please state ‘not applicable’].


[bookmark: _Toc233637316]4.3. Operational and security risks
[Describe the main operational and/or security risks identified in connection with the project, as well as the measures planned to prevent and mitigate them.]

[bookmark: _Toc233637317]FINANCIAL EXPERIENCE 

[bookmark: _Toc233637318]5.1. Financial management of grants

· Organisation of the finance /grant management area
[Introduce the team responsible for financial management and grant management, detailing its composition, responsibilities and how it operates.]

[Please explain how often your organisation holds budget monitoring meetings and how this monitoring is organised.]

· Key financial risks and mitigation strategies
[Describe the main financial risks identified in connection with the project, as well as the measures planned to mitigate them and ensure sound financial management.]

· Internal audit framework and internal control procedures
[Describe the existence and operation of an internal audit system, as well as the internal control procedures applicable to the management of grants.]

[bookmark: _Toc233637319]5.2. Fund management

· Transparency in the use of funds
[Explain the mechanisms put in place to ensure complete transparency in the use of funds (reporting, access to information, verification mechanisms, etc.).]

· Payment method(s) and procedure(s) used – Tick as many boxes as necessary.
☐Cash	☐Cheques
☐Bank transfers	☐Mobile payments (Orange Pay, Mobile Money)
☐Etc. : (please specify) …….

[Indicate whether a dual-signature mechanism for payments is in place and, if so, describe how it works.]

· Accounting policy
[Outline the organisation’s accounting policy, including the principles, standards and procedures applied.]
Do you use cost accounting? Double-entry bookkeeping? 
Please state whether your organisation uses accounting software and, if so, specify which one.

· Cash management
[Please state whether the organisation has previously managed a petty cash fund and, if so, describe the procedures for managing, monitoring and accounting for cash expenditure.]

[bookmark: _Toc233637320]REFERENCES

Please provide the contact details of a donor and a partner organisation with whom you have worked over the last two years.

Donor’s name: [Legal name of the donor]
Name of contact person: [first name and surname of a contact person]
Function: [Contact person’s role]	
Telephone: [Contact person’s telephone number]
Email: [Contact person’s email address]	

Partner’s name: [Legal name of the partner]	
Name of contact person: [first name and surname of a contact person]
Function: [Contact person’s role]	
Telephone: [Contact person’s telephone number]
Email: [Contact person’s email address]	

[bookmark: _Toc233637321]DOCUMENTS TO BE SUBMITTED

For an application to be complete, all of the following documents must be duly completed and sent to CFI:

☐ Appendix 1 – Project Presentation Note;
☐ Appendix 2 – Project’s provisional Budget;
☐ Appendix 3 – Application form.

This must be accompanied by the following documents:
· Details of bank account held in the Applicant’s name;
· The Applicant’s Registration Certificate.


Date: [DD/MM/YYYY]

Signature of the Applicant’s legal representative or any person authorised to bind the legal entity:

[Surname, first name, position]

[Signature]
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