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The deadline for submission of the application is 12 noon, Thursday 26 August 2010
The Applications may ONLY be submitted in hard and soft copies (CD) at NDC offices located at the following addresses:
	Main Office

NGO Development Center 

Mojahed Building

 Ramallah - Jerusalem Rd. 
Al Ram 

Tel: 02 2347771   Fax: 02 2347776 

	Gaza Office

NGO Development Center 

Al Haytham (3) Building 

Near  Palestine  Hotel 
Al Rashid St  – Al Rimal- Gaza

Tel. : 08 2828999  Fax: 08 2849921


	Submission Form for Pre-qualification 


Fill in this form clearly in writing or typing 

All information has to be provided in full. Incomplete or misleading information will result in disqualifying your proposal.
(use extra sheets if necessary)

1. Name and address of NGO:

	(i)   Official Name of Institution
	

	(ii)  Location Address
	

	(iii) Postal Address
	

	(iv) Telephone
	Fax:
	E-mail:

	(v)  Project Contact Person
	

	(vi)  Position in the Institution
	

	(vii) Membership: We are a member of the following networks, unions…etc
	


2. Proposed Project 

(i) Project Title: ----------------------------------------------------------------------------------------

(ii) Sector and subsector :

Please tick ( for sector and subsector as applicable:

	Sector
	Subsector
	Sector
	Subsector

	1. Education
	(

	
	Education policy and administrative management
	
	(

	
	Primary education
	
	(

	
	Basic education skills for youth and adults
	
	(

	
	Early childhood education
	
	(

	
	Secondary education
	
	(

	
	Vocational training
	
	(

	
	Higher education
	
	(

	
	Advanced technical and managerial training
	
	(

	
	Special education (deaf, visually impaired, etc).
	
	(

	2. Health
	(

	
	Health policy and administrative management
	
	(

	
	Preventive Health Care (nutrition, family planning, etc.)
	
	(

	
	Primary level Services (general, clinic, etc.)
	
	(

	
	Secondary level Services (ordinary services, generally found in a hospital)
	
	(

	
	Tertiary level services
	
	(

	
	Medical education/training
	
	(

	
	Basic health education
	
	(

	
	Basic health personnel development
	
	(

	
	Mental Health
	
	(

	
	Rehabilitation-people with special needs
	
	(

	3. Environment, Water supply and Sanitation
	(

	
	Environment and water resources policy and administrative management
	
	(

	
	Water resources protection
	
	(

	
	Water supply and sanitation - large systems
	
	(

	
	Basic drinking water supply and basic sanitation
	
	(

	
	Solid Waste management/ disposal
	
	(

	
	Education and training in environment, waste water supply and sanitation
	
	(

	
	Site preservation
	
	(

	
	Bio-diversity
	
	(

	
	Environmental research
	
	(

	4. Agricultural, Livestock and Fishery
	(

	
	Agricultural policy and administrative management
	
	(

	
	Agricultural land development
	
	(

	
	Agricultural water resources
	
	(

	
	Greenhouses
	
	(

	
	Plant protection
	
	(

	
	Livestock and vet services
	
	(

	
	Agricultural extension, education and training
	
	(

	
	Agricultural services
	
	(

	
	Fishery development
	
	(

	
	Food security programmes
	
	(

	
	Organic Agriculture
	
	(

	
	Urban Agriculture
	
	(

	
	Agricultural research
	
	(

	
	Composting
	
	(

	5. Culture, Sports and Arts
	(

	
	Heritage
	
	(

	
	Sport
	
	(

	
	Art
	
	(

	
	Museums and libraries
	
	(

	
	Community centers/psycho-social
	
	(

	
	Recreational areas (parks)
	
	(

	6. Income Generation
	(

	
	income generation for individuals
	
	(

	
	income generation for NGOs
	
	(

	
	Internship programmes 
	
	(

	7. Media and communication
	(

	
	Radio/television/print media
	
	(

	
	Capacity Building in media and communication
	
	(

	8. Social/ Welfare Services
	(

	
	Social  services delivery
	
	(

	
	Rehabilitation of houses for the poor, elderly, disabled. Restoration/ new construction
	
	(

	
	Social counseling
	
	(

	
	Social Service institution capacity building 
	
	(

	
	Conflict resolution and Peace building
	
	(

	Other
	(
	

	
	Specify
	
	


(iii) Location of proposed project: 
· Name/s of the Governorate (select from the table below) --------------------------------- 

· Name/s of the City , Village or Camp -------------------------------------------------------- 

	Area
	Governorates
	Check

	West Bank
	
	(
	

	
	· Bethlehem
	
	(

	
	· Hebron
	
	(

	
	· Jenin
	
	(

	
	· Jericho
	
	(

	
	· Jerusalem
	
	(

	
	· Nablus
	
	(

	
	· Qalqilia
	
	(

	
	· Ramallah
	
	(

	
	· Salfit
	
	(

	
	· Tubas
	
	(

	
	· Tulkarem
	
	(

	Gaza Strip
	
	(
	

	
	· Gaza North
	
	(

	
	· Gaza
	
	(

	
	· Gaza Middle
	
	(

	
	· Khan Younis
	
	(

	
	· Rafah
	
	(


(iv) Proposed Project Duration:
_________________
months

PART A 
 Capability Statement 
of 

Mentor NGO
SECTION 1:
INSTITUTIONAL  PROFILE

(A) LEGAL STATUS

	(1) Type of Agency/Organization:

	Please tick   ( the category that applies to your organization: 

	(       Non Governmental Organization 

	( 
Non-profit Company

	(
Others (Specify)     

	(2)  Date of establishment: 

	(3) Date of registration :

	(4) Registration number:

	(5) Registered at (please indicate name of institution): 


	Provide copies of legal standing orders and registration. Attached
□


(B) Governance:
	1. Number of members of your general assembly
	

	2. Number of governing body members: (i.e. board of directors, board of trustees, etc.) 
	Female
	Male
	Total

	3. 
	
	
	

	4. How often do they meet?     
	

	5. Date of last meeting?
	

	6. Date of last election
	

	7. Does the Board keep formal minutes
	

	8. Who appoints the Executive Director?
	


8. Please provide below information about members of the governing body:
	Name
	Position
	No. of Years in Post

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	

	9. 
	
	

	10. 
	
	

	11. 
	
	

	12. 
	
	

	13. 
	
	


(C) GENERAL INSTITUTIONAL PROFILE
	(1) Concise background about your institution (history, main fields of activities, sectors and geographical locations in which your organization considers it has specialist expertise and experience)   


	

	

	(2) Mission statement 



	

	

	(3)     Organization’s main objectives, please list:



	

	

	

	(4)  Does your organization have a Strategic Plan?  ( Yes         ( No   (if yes please enclose)

	(5) Principle beneficiaries from the Institution’s activities: (Provide a profile of the beneficiaries: women, youth, children, people with special needs…etc.). 


	

	

	(6) Does your organization have previous experience working in partnership with other organizations, both other NGOs and other types of bodies (e.g. governmental organizations or private sector)?  Please describe organizations and types of partnerships.


	

	


SECTION 2:
FINANCE 

1- General information 

	Annual income in last financial year.  (Year ending December,2009)
	$

	Annual expenditure last financial year
	$

	
	

	Two year average annual income (last two financial years)
	$

	Two year average annual expenditure (last two financial years)
	$

	
	

	Total sum awarded by organization in grants last financial year
	$

	Two year average of grants awarded (last two financial years)
	$


(1) Do you have an operational manual covering financial and/or other procedures?   (Yes                             ( No                  (If yes, please submit a copy)
	(2) Details of Finance Staff


	Position
	Years in post
	Full/part-time
	Academic or other qualifications

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


II-   Financial Profile:

(1) What are your main sources of funding
? Specify amounts in US Dollars and  sources:

	Sources of Internal Funding
	Actual
  for the   Year 2008
	Actual for the   Year 2009
	Proposed
 for the   Year 2010

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total of Internal funding
	
	
	

	Sources of External Funding
	Actual 
 for the   Year 2008
	Actual for the   Year 2009
	Proposed
 for the   Year 2010 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total of External Funding
	
	
	

	Grand Total (Internal + External)
	
	
	


(2) External Audit:

A. Does your organization conduct external financial audit? 
        Yes  (              No (
B. If yes, please provide the date of the last audit. 

…………………

C. During appraisal, NDC staff may request to look at audited financial statements, please indicate if you are willing to share your audited statements: 

Yes (       No (
D. Who is your external certified financial auditor?

	Name : 
	

	Address : 
	

	Tel :
	


(3) Are there any factors that your organization is aware of that may impact the future financial sustainability of your organization?
	

	

	

	


SECTION 3:
HUMAN RESOURCES

(1)
 Fill details on your staff as indicated in the following table:

	Details of senior staff
	Years in post
	Full/part-time
	Academic or other qualifications

	Director
	
	
	

	Finance & Administration Manager
	
	
	

	Proposed Manager of Mentoring Grants scheme
	
	
	


(2)
Give the details of your main and branch offices in the following table:

	Office location
	Staff title
	Number of part-time staff
	Number of full-time staff

	
	
	Male
	Female
	Male
	Female

	(1)
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Sub total
	
	
	
	

	(2)
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Sub total
	
	
	
	

	(3)
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Sub total
	
	
	
	

	(4)
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Sub total
	
	
	
	

	Grand Total
	
	
	
	


(3)
Attach the organizational structure of your institution
            attached      
(
(4) What facilities/ arrangements do you have to help field staff in their mobility?
	

	


SECTION 4:
GRANTMAKING

(1)
Do you have any experience in grant-making? If yes, provide information on grant making programs during the last five years.
	Program
	Location
	Start date
	End date
	Number of grants

awarded
	Average grant value
	Source of Fund

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	(2)
Give details of how your organization informs potential applicants about the availability of grants:

	

	

	

	

	(3)
Describe your own systems of assessment of applications:

	

	

	

	(4)
What types of institutions are eligible for your grant programs?

	

	

	(5)
Describe the monitoring & evaluation systems that are used in your organization: 


SECTION 5:
SOCIAL  SERVICE  DELIVERY   PROGRAMS
 (1)
Experience in social service delivery programs for the last 5 years in date order starting with the earliest. 

	Project/Service Delivery Program

(Please give brief details about the project and the  types of NGOs worked with)
	Partner if any
	Target Group(s)
	Location(s)
	Start date
	End date
	Amount in US $
	Fund Source
	Status of project / program: completed/ongoing

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


(2) Has any evaluation or impact assessment been undertaken of the Projects / Programs identified above?  Was this evaluation externally required (i.e. by a donor or governmental body) or internal? 

Attach summary of an evaluation report

                                          attached 
                Yes  (            No  (
SECTION 6:
CAPACITY BUILDING AND TECHNICAL ASSISTANCE
Does your organization undertake capacity building activities with NGOs?  Please indicate type of work (e.g. training, consultancy, organizational development etc) and type of organizations worked with.  Please give brief details of types of projects/programs undertaken which either focus on capacity building specifically or have a capacity building element.
	Project/Service Delivery Program

Please give brief details about the project and the  types of NGOs worked with)
	Partner if any
	Target Group(s)
	Location(s)
	Start date
	End date
	Amount in US $
	Fund Source
	Status of project / program: completed/ongoing

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


PART B 

  Concept Paper

The concept paper should be a maximum of 10 pages

 with one page executive summary

MAKE SURE YOUR CONCEPT PAPER ADDRESSES ALL OF THE FOLLOWING:

(Please give brief details of your proposed Mentoring Grants Program.  Please note that if your organization is successful in qualifying, detail will be requested at that stage).

(1)
State the overall Objective of your Mentoring Grant Program. How does this objective contribute to achieving the overall Mentoring Grants Program objectives as indicated in the “Guidelines for Submission” included in the Mentoring Grants Proposal Package.
(2)
Please give brief details about your project identifying:

(i) Main components
(ii) Needs to be addressed by the program and justification including whether any needs assessments/consultations have already been undertaken
(iii) Target end beneficiaries
(iv) Sector/ sub-sector to be addressed
(v) Geographical area to be covered
(vi) Criteria and process through which partner NGOs will be identified /selected. If partner NGOs have already been selected, please provide very brief information on the NGOs/CBOs (5-10) to be considered as potential partners

(3)
Identify your proposed program outputs. Describe the expected outcome and impact of your intervention on your partner NGOs/CBOs, the targeted areas/sectors described above and the end beneficiaries of the program.

(4)
Justify that the proposed actions are complementary to the interventions of the Palestinian Authority in the targeted areas/sectors
(5)
An amount not exceeding US$ 5,000 will be available as “seed” grant for shortlisted, prospective Mentor NGOs to finance full Mentoring Grants proposals. Please submit a tentative budget and work plan for this seed grant. The work plan should detail the process of involving the partner NGOs in developing the program including all required needs assessments 
(6)
Please provide an estimate of the likely level of the Grant that will be applied for. Please include a brief tentative budget.
(7)
Any Other Information: Please add any other details you feel necessary which have not been covered in the previous sections.
Annex: Checklist of Attachments

Check the box against the attachments that you have enclosed:

	Obligatory
	

	(1) Copies of legal standing and registration
	(

	(2) Auditor’s statements for the last two financial years
	(

	Additional attachments
	

	(3) Mission statement
	(

	(4) Organizational structure
	(

	(5) Strategic plan
	(

	(6) Copy of operational manual
	(

	(7) Sample evaluation reports
	(














� Funding Source:  Internal funding are sources of funding from within your organization, for example, fees you charge services or membership fees. External sources are donations, grants of loans from other Palestinian or international organization. If accurate figures for this current year are not available, provide estimates.


� Actual: Actual budget according to audited financial statements


� Proposed: Available for the year 2010


� Actual: Actual budget according to audited financial statements


� Proposed: Available for the year 2010
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