[image: ]Pinse Bistand / Norwegian Pentecostal Mission 
P.O.Box 7007, St.Olavs plass
N-0130 OSLO, Norway Tel: +47-47 45 45 54
E-mail: post@pinsebevegelsen.no   www.pinsebevegelsen.no 
 
Guidelines for development project application - NPM
4



	Version: 
	2

	Valid from: 
	19.4.2021 

	Approved by:
	NPM/Pinse Bistand






								

Guidelines for development project application - NPM
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These guidelines are intended to serve as a practical tool for NPM  partners, considering to apply for development project support. The document itself is formed much like a check-list.
The main purpose of these guidelines is to clarify expectations to the different aspects of the project application, which over the last years have developed into a comprehensive and challenging process.  
Secondly, the guidelines should clarify responsibilities of applicant project partners (in green) and the NPM  office (in red), during the various steps of the way to a successful application. 
Finally, the document also makes reference to other important documents from NPM or other actors, which could be helpful in the application-process.

The document divides the application process into the following five steps:
1. Initial clarifications
2. Pre-application: Concept note
3. Application – first draft
4. Application – final draft
5. Process after application has been submitted to NPM

1. Initial clarifications 
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NPM encourage a close dialogue between applicant partners and the NPM office from the very beginning of the application process, keeping in mind that thematic, geographical and strategic criteria and priorities from NPM and back-donors tend to change almost annually.

Applicant project partner is recommended to clarify with NPM….  
· Criteria for what projects can be applied for.
· The necessary process until submitting a full and formal application, as well as the timeline for an agreed progress plan. 
· Which documents to familiarize themselves with during the application process.

The NPM office shall make sure to familiarize the applicant with key documents, such as …
· NPM  Diaconal policy 2018-2022, in order to indicate what sort of applications for projects/interventions NPM is likely to send to Digni and not.
· NPMs Annual Key Dates, indicating important dates for applications.
· Digni document Project Manual, as it indicates what sort of applications Digni is likely to approve and not.




1. Pre-application: Concept note 
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NPM recommend any applicant to develop an initial short project sketch – also called a concept note - before taking on the challenge of a full and formal application to Digni. 

In that process, applicant project partner is recommended to ….  
· Request from NPM the relevant template for a project concept note.
· Ensure that applications reflect local organizational strategies and priorities and that a concept note has the necessary support in applicant partner organization.
· Confirm that the concept note is developed in agreement with a Norwegian contact Church and /or country committee willing to pay 16,6% “own contribution”.

The NPM office shall …
· Provide the applicant with the necessary information and templates for taking on each step of the application process.
· Inform applicant that NPM is the office representing Pentecostal Churches in Norway, and therefore only support projects standing in some sort of relationship with Pentecostal Churches in Norway.
· Inform applicant about issues related to own contribution in Norway. An agreement with contact-Church or Country committee in Norway concerning 16,6% of total budget needs to be in place, preferably before concept note is sent to NPM. 
· Be available for questions and guidance along each step of the application process.
NPM will normally consult Digni concerning concept notes, in cases when unsure whether the project concept is acceptable or not. In those cases, necessary clarifications and/or adjustments can be made, before applicant starts working with a full first draft application.

1. Application – first draft
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The application process requires highly qualified and dedicated staff, as well as a high level of consensus, cooperation and team-effort within the applicant organization.
Applicant project partners should make sure to ….  
· Request from NPM up-to-date templates for project application. 
· Set aside sufficient time and Human Resources to meet the requirements and deadlines for the various comprehensive documents included in a project application.
· Make sure to include in your application 
· Project Document (Cfr. separate template from NPM)
· Long-term-budget (separate template from NPM)
· Annual plan for year 1 of the project (separate template from NPM)
· Detailed budget for year 1 of the project

The NPM office shall …
· Be available for consultation concerning elements required for full application. 
· Refer to NPM document Framework for Mission Projects.
· Refer to NPM document Template for Project Documents.
· Refer to Digni document Project Manual.
· Refer to other strategic or technical criteria, such as Digni’s Results Framework, etc.
· Inform NPM’s board in June about next year’s applications, including:
· A short narrative summary of the project 
· Budget (long term + annual)
· Norwegian partners for own contribution

4. Application – final draft
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While the step from concept note to full and formal application requires an increase in amount and volume of documents, the step from first draft to final draft application requires a willingness to re-think and revise plans and budgets, with more attention to details and analysis.

The NPM office shall …
· Once go-ahead is given from NPM board, provide applicant with sufficient and specific feedback to continue their work to meet any remaining application requirements.
· In particular, attention should will be paid to those elements of the application where improvement is necessary.

Applicant project partners should make sure to ….  
· Provide logical coherence between applicant organization’s vision, mission and objectives and the project intervention applied for.
· Document why your organization is particularly fit to address this thematic and geographical area? Document competence, experience and comparative advantage. 
· Clearly substantiate how the project is expected to contribute to dignified lives of individuals, while at the same time strengthening the civil society.
· Document organizational and administrative capacity. In particular, reliable financial management with policies, systems and routines in place to fight financial mismanagement and corruption.

5. Process after application has been submitted to NPM
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Upon receipt of a satisfactory final draft application, the NPM office shall …
· Write and add the document Norwegian Organization’s Assessment of Application.
· Submit full and formal application to Digni in August.
Normally, a first indicative feedback from Digni on an application will be communicated in October. A project application can be “disapproved”, “approved” or “approved with conditions”.

If Digni disapproves an application, NPM and applicant partner have the following options:   
· Accept 
· Come back next year with a revised and stronger application.
· Hand in a formal complaint to Dignis board.

If Digni approves an application, applicant partner should make sure to…   
· Meet any condition stated in Digni’s Recommendations and Conclusion – at latest January 15th the following year.
· Continue project planning and preparations.  
· Draft a Terms of Reference (ToR) for baseline data collection. Preconditions for the baseline data collection is agreement on the project’s objectives and indicators, as well as Digni approval on ToR. Baseline data should be collected before project activities start and, at latest, six months after first instalment of project funding has been transferred to the project. 
New approved projects normally receive their first instalment of funding in March/April in year 1 of their project period. 
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