Guideline for Filling in an Application Form

INTRODUCTION

In this guideline information are given to assist you in the process of preparing the project proposal in order to apply under the Component on School Renovations of the USAID's Primary Education Project (PEP).  Before preparing and submitting your application to PEP, please follow the instructions given in this Guideline, considering the application format and content, as well as the additional information given in the Guideline.

The Guideline, in front of you, should guide you through all sections of the application. The document will help and ease the filling in of this application form.

The application form consists of two (2) parts. A detailed explanation of each of the parts is given below.

All sections have to be filled in before submitting the application to the USAID's Primary Education Project (PEP).

In case some of the sections are not filled in, the PEP staff will contact the primary school and the municipality or they will return the application to the applicant.  The application form should be filled-in in Macedonian language. 

In case you have questions regarding the application form, please contact the PEP staff by phone- the contact telephone number in Skopje is (02) 306 1620.

PART 1: General Information

School Name:

Please, state in the application form the official name of your primary school. In this section the full name of the school should be stated.

School ID Number -RKB:

Please state the number of the registered budget user (RKB) that was provided by the Ministry for Education and Science (MoES). This data is important to be stated for the purpose of adjusting the existing data from the school database at the Ministry (MoES).

Location:

The project location should be stated, i.e. the populated location (village, town) where your school is located. 

Municipality:

Please state the official name of the municipality where your school belongs.

Project Title:

Please use a project title that will provide adequate project description, i.e. the title should correspond to the project content. The title should be short and captivating. 

Project Number:

This section will be filled in by PEP. 

The School is:

This section refers to whether the school is central or satellite one, please fill "X" in the adequate block. Only one block should be filled in.

Target Area:

According to the location of the primary school, please fill "X" in the block for  

Urban or rural. Only one block should be filled.
School Information:

In the adequate lines, accurate and complete information should be provided as following: primary school address, contact telephone/fax numbers and e-mail address.

Furthermore, in the table that follows it, the following data should be stated: the number of students attending in 2007/2008 school year, the number of teachers, the number of classrooms in the school, number of school shifts and the total number of the school classes.

Information on the responsible person involved in the project

Previously, the name of the Director /Principal of the school that applies for project support should be stated, along with the information regarding the contact telephone/fax number and e-mail address.

Further, state the name of a contact person appointed by the School Principal and the School Board who will be responsible for the project implementation, as well as a contact person from the municipality appointed by the Mayor.  In case the project proposal is approved, it is expected that the appointed person responsible for the application process should also be responsible for the project coordination.  Contact information is required for these contact persons (telephone, fax, and e-mail).

Data on the students' number in the school year 2007/2008, according to the teaching language, class and distribution of the students in your school

This information is related to the number of the students in accordance with the registry for the school year 2007/2008.

Data on the number of teachers in the school year 2007/2008, according to the teaching language and class in your school

This information is related to the number of the teachers in accordance with the registry for the school year 2007/2008.

Information on the School Counselor and/or Psychologist in your school for the school year 2006/2007

Full name, position (school counselor or psychologist) as well as contact details to be provided (telephone number and e-mail address).  In case the school has only a counselor or only psychologist only the available information will be given. 

Beneficiaries' Structure:

Ethnic Structure

In this table, provide the data of the students and teachers ethnic structure, at the same time, presenting these in figures and percentage. Separate data is given on students and a separate data is given on teachers. 
Gender Structure:

Regarding the gender structure data should be provided on the number of male and female students and teachers, at the same time, presenting the data in figures and percentage.  Separate data is given on students and a separate data is given on teachers. 
School Cooperation with the Local Community:
School Cooperation with the Parents:

In this table mark with "YES" or "NO", depending whether the Parent Council held any meetings during the school year 2006/2007. If your answer is “YES” underneath provide information on the number meetings held during the 2006/2007 school year. 
In the next table mark "YES" or "NO", depending whether the parents have participated with financial, in-kind or voluntary work contribution in the school renovations, procurement of supervising or technical assets. In the cases of a parent contribution please explain what kinds of activities were provided regarding the school renovations or procurement of supervising assets.

School Cooperation with other Organizations and Institutions:
Previously implemented projects for renovation of the school
Provide information about the implemented projects in your school in the last three (3) years, including the information on the other organizations/institutions involved in the project implementation and the year of the implementation of the activities.

PART 2: COMPONENT 1 - SCHOOL RENOVATIONS

Summary of the Project Proposal:

In a few lines (not more than half a page) please give general description on the type of activities planned within the project implementation and what are the expected results from the successful project implementation. 
The project description is a brief description of the very project and should correspond to the project content; i.e. should give information on each project segment.

Problem Analysis and Project justification :

Describe the problem/s which the project is addressing; how do u identify it, why it represents a problem and why did you chose to present this problem. Describe why there is a need for the project implementation. What will this project influence? What are the gains from it and for whom they will be useful? 
Objective(s) of the Project:

Please define the objective that you would accomplish with the project implementation.  The objectives should correspond to the objectives of PEP’s Renovation Component.  
Example 1: Improved working environment and encouraging the learning process and creativity; Creating adequate conditions for accomplishing the educational targets in the school, etc.

Example 2: Improving the energy efficiency in the schools; Better utilization of the energy in the school; improving the hygiene-sanitary conditions, a safer school building etc.

Expected Results from the project implementation:

Please state what would be the concrete results from the project implementation and how would these results be measured through quantified parameters (expressed in figures), at the initial stage and at the stage after the project implementation. (For e.g. how many students were affected from lack of adequate conditions for successful realization of the teaching process; and how many students have direct benefit from the improved teaching conditions?)    

Such results should originate from the project activities, and achieved in cooperation with the municipality, the school together with other partners engaged on the project. 
Activities:
Describe the individual activities that you will undertake in order for the project goals to be accomplished.  In this section the activities that utilize the available resources for the purpose of accomplishing the planned results should be described. Please, state the activities (in numerical form 1, 2, 3 etc and a short description) on who will lead all these activities and will they be implemented. Make sure to provide a time frame, as real as possible, taking into consideration every cancellation or postponement. 
Project duration

Please describe the duration for the complete implementation of the proposed project. The duration should be presented in months as an activity plan with proposed dates for the project start and end dates. 

The primary school and the municipality should make an assessment for the date for initiating and finalization of the project. When doing this, all facts should be taken in consideration that might affect or postpone the project finalization and the way they are incorporated in the project timeframe.

Risks:

Please describe the risks that might create problems i.e. have negative impact on the project realization. What are the possible risks that should be taken into consideration/ How will the project handle these risks? 

Example: weather conditions, funds from other donors, change in the school management (principal, School Board, Council and parents)
Beneficiaries:
Define the main beneficiaries of the implemented project, along with analysis of the financial justification / investment per single user.
· First define the number of direct beneficiaries (total number of students and educators).

· In the field which follows calculate the investment per single user for the funding of the investment requested from PEP = amount requested from PEP divided with the number of direct beneficiaries.
Formula: 

Investment per single user= requested sum from PEP
                                       Nr of direct users
· In the last field calculate the investment per each beneficiary according the total value of the project = total value of the project divided with the number of direct beneficiaries.
Formula:

Investment per single user= the total value of the project
                                           Nr of direct users
Sustainability and Maintenance

Describe the activities that will be performed in order to secure sustainability once the project is finalized.  Does the suggested project include effective use of the available resources?  Is the project financially sustainable or stable?

Besides this, explain the technical maintenance of the project’s results and achievements once it is implemented.  If the project includes equipment, how will the primary school provide maintenance, capacities and operation?

What activities will be performed once you receive the support from the USAID Primary Education Project?  Do you have a plan for sustainability or continuation of the project?  If your answer is yes, please explain.

At the end of this part please state the responsible person for maintenance that your school will engage.  Please state the name and last name together with telephone number and e-mail address.

APPENDIXES 

The appendixes, which are listed bellow, should be attached to the application.  For some of those documents, certain adjustments may be requested depending on the project’s specifics or type.

The USAID Primary Education Project holds the right to request additional information, which is deemed necessary for the analysis and fulfillment of the application criteria.

Mandatory documents:

1. Budget (attachment 1)
2. Letter of support from the Mayor- use the given format
3. Letter of support from the Parent Council –use the given format
4. Letter of support from the School Board- use the given format 
5. Technical documentation (project)

6. Approvals and agreements (when required)

7. Pre-measure - Calculation

8. School photographs

Application’s important information   
Deadline for Submission of Project Proposal

The deadline for submission of project proposals to PEP is November 30th, 2007.  Project proposals submitted after the deadline will not be taken into consideration. The municipality submits the application forms, not the school itself. Every municipality has the right to apply with maximum two project proposals out of which PEP will decide which one will be selected according to the Selection Criteria. 
Application Form  

When preparing the application, please follow the guidance from the form and content provided in the Guideline for filling in the application.  The project proposals that are not prepared and submitted in accordance with the guideline and the provided application form will not be considered.

Maximum amounts funded by PEP

Each municipality where the schools belong can submit two project proposals to PEP, where the total funds requested from PEP should not exceed the amount of $30,000 per school.

If the amount for the priority needs exceeds this amount, and the school and/or the municipality, provided funding from other sources, than in the budget table the funding should be placed separately for funds requested from PEP and the amount which will be provided from other sources (school, municipality, other donors).  For the amounts listed in the other finance sources the requested appendixes should be provided, as explained in the part of the Guideline for completing the application form for appendixes.

Type of activities for school renovations

PEP will support initiatives, which will mean improvements and solving problems such as:

	Type of activity:
	Priorities:

	Roof
	Renovation of old roof

Removal of the old asbestos roof cover and replacement with ecological materials for coverage 

Replacement with new roof coverage

Installation of materials for roof area insulation 

	Electricity
	Installation / Placement of new electrical installation

Repair of the old electrical installation (mono-phase to three-phase)

Replacement of the existing lights with new energy savings light bulbs

Installation of energy efficiency switches

	Heating


	Replacement of old heating systems (heating boiler, pipes, etc) 

Installation of new central heating systems

Use of renewable sources of energy
Cost analysis for the type of oil being used for heating. 

	Windows and doors


	Procurement and replacement with new windows and doors

Repair of the existing windows and doors

Installation / placement of insulation tapes on the windows and the doors

	Floors
	Replacement of old floors

Installation of new floors (binflex, linoleum, etc.) 

	Sewage system / Toilettes
	Toilettes renovation

Construction of toilettes

Linkage of the existing toilettes with the sewage system

Replacement of old toilette elements

Procurement of water pumps

	Fire fighting equipment
	Fire extinguishers

Fire alarms

Hydrants 

	Classrooms improvements
	Enameling and painting of the classroom walls

Paintings

Corner protection on the walls

Students contest “How do you want your classroom to look like?” 

Contest on the subject “Energy savings” 



The following activities WILL NOT be financed by PEP: 

· Renovations and construction of gym

· Renovation of school yards

· Procurement of heating oil

· Coverage of electricity bills

· Construction and renovations of septic tanks

PEP will not cover and will not finance costs and needs, which are regular school maintenance activities, and employees salaries, which are part of the school financing received through the municipality or the government budget.

Method to utilize the PEP funds

If your application is approved by PEP, the expenses requested from PEP will be covered according the specification of the requested expenses from PEP, where the payments will be made directly by PEP to the contractors.

The procurements made by PEP will be performed transparently and in accordance with the USAID procurement procedures. 

Applications approval and information

The applications submitted to PEP will be evaluated by an Evaluation and approval Committee in accordance with established criteria.  USAID and PEP employees, as well as representatives of the PEP Partner organizations will comprise the Evaluation Committee.

The project proposals will be evaluated based on the following criteria:

· the application is submitted in the appropriate form

· the application is submitted within the determined timeframe, before the deadline

· the activities planed in the project proposal are in accordance with the list of renovation activities that PEP supports;

· the priority is clearly elaborated and is real;

· The expected outcomes from the project implementation are clearly elaborated, together with their influence on the improvement of the school teaching and learning conditions.

The applications will be evaluated according the following point system:

	
	Criteria
	Description
	Maximum points

	1
	Technical quality of the proposal to show that school needs match USAID/PEP priorities

(*see appendix A)
	Clear presentation of the project proposal, identification and prioritizing of the needs, strong objectives and goals showing how the renovation will lead to improved teaching and learning. Sustainability and maintenance of the activities are essential part of the project proposal. Attached technical design, drawings, all necessary construction permits and similar will show the availability for the implementation of the project.
	10

	2
	Community involvement
	The project proposal must be endorsed and supported by the Mayor, the director, school board and parents. Their in-kind involvement must be clearly specified in the application form as well as in a separate letter that will be signed by the three parties. Their early involvement in the project participatory planning is very important for the implementation phase.
	3

	3
	Beneficiaries
	Number of students benefiting from the project activity. Rural and urban schools will be considered as different categories regarding the number of beneficiaries. 
	3

	4
	Budget
	The budget ceiling of each school project can go up to $30,000. In specific cases (example: big school, huge cost share etc.) required budget can go above the ceiling. Projects above $30,000 will be negotiated for a better-cost share. 
	2


PEP will inform the schools and the municipalities of the application status within 14 days from the day the Committee made a decision upon the application, but not later that November 30th,  2007.

Note: PEP holds the right to ask for additional information or revision of the project proposal in case of shortcomings or deficiencies      
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1

