Application form

Pacific DPO Fund

Project Application Form

	Part 1:  Information about Your Organization



	Name of Your Organization  



	Postal Address

 

	Street Address

(If different from postal address)



	Fax:



	Telephone:



	Email Address  



	Name and position of main contact person for this application:

(The person who can answer questions about this application) 


	Contact Person’s Telephone:



	Contact Person’s Email Address: 



	Has your organisations received funding from the Pacific DPO Fund before? Yes / No 
a. If yes, is the project completed? Yes / No 

b. If yes, is a project evaluation form completed and submitted to PDF?   Yes / No 

If you answered No to a. or b., you may not be eligible to apply for this funding, please discuss with PDF Development Officer further before proceeding with this application.


	Is this a joint application with another DPO?  Yes / No   
If yes, please give details of this DPO:  

DPO: 
contact person:




Part 2: Information about Your Application

	1. Title (The name to appear on any correspondence, application and reporting forms) 



	2. Location (Country, city/town/village if appropriate) 



	3. How much money are you requesting from the Pacific DPO Fund 

(Indicate what currency)



	4. Proposed start and finish dates:  



	5. Does the project/activity address one or more of … 

a. Your organization’s strategic plan objectives? (how? Please specify)

b. Your government’s national disability policy objectives? (how? Please specify) 

c. The Principles and Articles of the CRPD? (how? Please specify)



	6. Objectives, Actions and Indicators 

An objective indicates the change you want to achieve by the end of the project. An objective should be SMART (i.e. Specific, Measurable, Achievable, Relevant, and Time bound).  

Actions are the things you do to achieve the objective.  

Indicators are measures you identify to tell you how successfully you have achieved the objective.  What you achieve are the outcomes of the project.  Gender related information needs to be included where relevant, including in the indicators (e.g. percentage of women to be trained). 


	Objectives
	Actions
	Indicators

	a. …

b. …

c. …
	a. …

b. …

c. …
	a. …

b. …

c. …



	7. Consultation: How was the proposal developed? 
a. Workshops Yes / No 
b. Consultations with community, government and/or private sector organisations? (list)
c. Survey 
d. Other (specify)




	8. Implementation

a. Who will be responsible for implementing activities? 

b. Were those who are implementers involved in development of the proposal?

   

	9. Monitoring  

a. Who will collect information on the indicators?

b. Are there any plans for evaluation of the effectiveness and impact of the project and who will be responsible?



	10. Gender

a. What gender equality and/or women with disabilities’ issues have been identified?

b. How will the project address the different needs of women and men with disabilities identified during project preparation? 



	11. Risk management (this addresses the question of how to manage those things that could undermine achievement of objectives)
a. What are the main risks in completing the project successfully?

b. How will you manage these risks?

   

	12. Sustainability (this addresses the question of what happens once the funding is spent) 

a. Are there plans (including ongoing monitoring arrangements) in place to continue the project or elements of the project once funding is fully expended? 

b. Will adequate training be undertaken to ensure skills are retained? 

c. Is there a maintenance plan for equipment acquired over the course of the project or activity? 

d. Explain other long term benefits that may arise from the project. 



	13. Financial Information about your application

a. Funding Request (Indicate the amount of funds requested from the Pacific DPO Fund and currency used)
Fiji$ ……. 

b. Counterpart Funding (Identify the amounts and sources of any other funding already secured for the project)
c. In-Kind Contributions (Identify the value of any in-kind contributions from your organisations or elsewhere and indicate how the value was calculated)


	14. Project Budget

(Provide a detailed breakdown of funding sought from the Pacific DPO Fund) 

	Item Description
	Unit Cost (currency)
	Quantity
	Total Cost (currency)
	Comments

	Printing costs 


	 
	
	 
	

	Communication {Phone/ Fax/ Email}
	 
	
	 
	

	Venue hired 


	 
	
	 
	

	Other hire   
	 
	
	 
	

	Travel 
	
	
	
	

	Food
	 
	
	 
	

	Trainer fees
	 
	
	 
	

	Other costs or fees
	
	
	
	

	Subtotal
	 
	
	
	

	Administration1 
	
	
	
	

	TOTAL
	 
	
	 
	


Note 1: You may claim 8% of the project cost for administration as long as the total funding sought 

Does not exceed Fiji$30,000

	15. Authorisation



	All applications must be signed and dated by two individuals who are authorised by the organisations to apply for funding (one of whom must be the President or Chairperson). 



	Signature of Chairperson or President    



date:          


	Signature of Another Authorised Person     


date: 


	16. INFORMATION REQUIRED



	a. Is your organisations more than 18 months old? If yes attach most recent annual accounts signed by two office bearers. 
b. 
Is your organisations less than 18 months? If yes attach the most recent Statement of Financial performance verified by a suitably qualified person and a Bank Statement less than one month old at the time of application

(A suitably qualified person is someone independent of the group or organisations who has a reasonable knowledge of finance or accounting such as a Bank Manager or Accountant. “Verified” means the person signs the statement and provides full name, qualifications and contact details.); or 
c. Is your organisations or group not yet operating? If yes, attach a Bank Statement less than one month old from the date on the application form


GENERAL REQUIREMENTS

· Funds must be spent in the financial year(s) they are allocated.

· Funds must be used for the purpose given and you must meet any conditions the Committee requires.

· If you wish to use the funding for a purpose different to that specified in your proposal you must seek approval in writing from the committee for a change in purpose before using the funds.

· If you have funds left over from the grant you must return them to the DPO Fund.

· If you spend your funding in whole or part on anything other than the purposes stated in your application as approved by the committee, you will be required to repay the funds.


Checklist

· Have you attached the TOR for your governing body?

· Have you attached a copy of your registration or incorporation if you have this?

· Have you enclosed your strategic plan, or vision and mission statements?

· Have you attached relevant financial information (see above)?

· Have you attached two quotes if requesting equipment or services?

· If applying for a workshop or training, have you attached a workshop programme or training plan?

· Have you attached the minutes of the Executive Committee meeting where the decision was made to submit an application to the Pacific DPO Fund? 

· Has the application been signed and dated by two authorised persons?

PLEASE FORWARD YOUR COMPLETED APPLICATION FORMS TO:

Pacific DPO Fund

Pacific Disability Forum

P O Box 18458

Suva, Fiji

Fax [+679 33310469, email to: mfc@pacificdisability.org.]
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