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How to write a

CCB Project Proposal and Report

Uppsala 25 February 2008

Annex A: 
Application

Forms for:


- Application Cover Page


- Project Proposal


- Budget


- Application Summary

Project Year________________
No________


(Filled in by the fund-raising organisation)
Application Cover Page

Project title:




Recipient NGO:


address:



tel. no:


fax no:


e-mail address:


Project Leader:



address:



tel. no:


fax no:


e-mail address:


Time frame:
Start:

End:

Banking details for money transfer:
bank name:


bank address:


account number:


account holder:


Date and Place:


Authorised signature:



Title & Name in block letters:



Project Year________________
No________


(Filled in by the fund-raising organisation)
Project Proposal
Project title:




Organisational outline: Describe the goals of your NGO, past environmental activities and achievements, membership data, and general rules of operation. Describe also the organisation’s relation to CCB / SIDA / SSNC as well as earlier experiences of grants. 

Background: Make a brief description of the project background and problems, whose needs the project shall meet. What is being done by the government or local and/or regional authorities, and other organisations on this issue? Is the project co-ordinated with these activities? Describe any planned co-operation. Is this project designed to continue an on-going project?
Goal: What is the project’s long-term goal?
Objectives: Describe the targets that shall be reached during the implementation of the project. 
Target groups: Describe the target groups. Whom  will the activity support? Will the target groups take part in the planning and implementation of the activity? If possible sub-divide into men and women and explain how their respective roles may be affected. Also, make a division of labour and status. 

An important criterion of a project is connected to the amount of people that will be reached by a project activity and in which way (directly or indirectly, by information through media, hands-on experience...) with which target (for information, as working power, as multipliers etc.). 

Activities: Outline the main activities of the project. Describe how the activities will be implemented and organised. Describe which actions shall be taken by whom and/or with which partner(s). Specify the timetable of the implementation.

Timetable: Present a timetable for the implementation of the project, from the start to the Final Report.
Gender – Present the goal for the work with gender in your organisation. Describe in what way the project till contribute to reach this goal. How will the project contribute to the development of equality of opportunity between women and men?Present how many women as well as how many men that will be involved in the project.

Materials - list the materials and equipment purchase that is planned as part of the project.

Evaluation: Explain how you will evaluate the outcome of the project in comparison to the set goal and objectives. Which criteria are you going to use to measure the success of the project?
Local take-over – Outline the plan for how your organisation as well as your project will continue to survive when the financial support from CCB/SSNC/SIDA will end. end What steps will be taken to finance the running expenses in the long run? describe what actions, processes will continue after the end of the financed project.
Connection to the CCB Baltic Sea Action Plan, the NGO vision of an Agenda 21 for the Baltic Sea Region and to CCB priority activities: Refer to subjects and/or chapters which are of relevance to your project.
Authorised signature by the Project leader

Title & Name in block letters:




Project Year________________
No_______

(Filled in by the fund-raising organisation)
Budget
Project title:




Recipient NGO:



Time frame:
Start:

End:

Budget:

Amount Requested
Amount Approved

Personnel:

____________
_____________

Salaries

____________

_____________

Social payroll charges

____________

_____________

Travel and subsistence:

____________

____________

Rent, equipment and depreciation:
____________

____________

Sub-contacting/external assistance:
_____________

____________

Other direct costs:

_____________

____________

Overhead/general administration:
_____________

____________

Total:
_____________
____________

Will this budget or parts of this budget be included as co-financing in another project application?           Yes           No    

You are obliged to inform CCB-secr, if such circumstances would be planned also after the application has been sent to CCB.

If Yes, please note the name of the Funding organisation:    


Authorised signature:



Name in block letters:




Project Year________________
No________



(Filled in by the fund-raising organisation)
Application Summary
Project title:




Recipient NGO:


Summary:
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