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Date:

	Organisation Name
	

	Contact person
	Name
	

	
	Position
	

	
	Phone 
	

	
	Email
	

	Contract signatory
	Name
	

	
	Position
	

	Activity Title
	

	Country(s) of implementation

	
	Duration (months)
	

	Start date
	
	End date
	

	Funding requested (NZD, excl GST)
	

	Activity summary (max 100 words)
	


 Guidance
The completed Application must comply with the indicated page limits.  Only enter information where prompted by [Enter text here] or in the tables included.  Ensure that you delete all of the guidance notes (green italic writing) before submitting this document, including these instructions.  Remove Annex 1: Activity Results Framework Example and Terminology and Annex 2: Budget Guidance and attach APPENDIX 1: BUDGET AND FINANCIAL ACQUITTAL and APPENDIX 2: COST EFFECTIVENESS AND VALUE FOR MONEY DISCLOSURE.  
1.


Summary
Provide a short summary of the proposed Activity, including planned outputs and the expected outcomes, organisations involved, funding requirements and time frame.
(Maximum 3 paragraphs)

[Enter text here]
2.
Why: Activity Rationale
2.1
Humanitarian and/or Disaster Relief Need
Describe what humanitarian and/or disaster relief need was identified and how the Activity will address this need.
Describe your organisation’s and your in-country partner/s established engagement and capacity in the country or region where this response will occur.  
Include reference to the response plans of the partner country(ies) and/or international relief agencies.
(Maximum 2 paragraphs)
[Enter text here]

2.2
Social and Economic Context 

Outline the social and economic context as they relate to the Activity. 
(Maximum 1 paragraph)

[Enter text here]

2.3
Cross-cutting issues

Gender equality 

Describe the differing needs of women, men, girls and boys and how these have been identified and addressed. Guidance on gender analysis and gender considerations relating to humanitarian action can be found at: http://www.aid.govt.nz/sites/default/files/Gender%20Analysis%20Guideline.pdf
(Maximum 1 paragraph)

[Enter text here]

Environment

Explain how the natural environment has been impacted on by the disaster and any steps taken to mitigate negative impacts. 
What significant climatic risks been identified and how does the Activity further build resilience to these hazards amongst the target group? 

(Maximum 1 paragraph)

[Enter text here]

Human rights

Describe how the Activity protects and/or promotes the human rights of the most affected and/or vulnerable people? 
(Maximum 1 paragraph)

[Enter text here]

2.4
Alignment with New Zealand Aid Programme Objectives
Briefly explain how the Activity supports the priorities of the NZDRP and the broader Aid Programme’s policy and priorities in target countries. New Zealand’s International Development Policy Statement can be found here: http://www.aid.govt.nz/webfm_send/3
(Maximum 1 paragraph)
[Enter text here]

3.
What: Activity Purpose and Description
3.1
Activity purpose and expected results
Complete the following table to illustrate what the Activity aims to achieve. 
See Aid Tools page on our website: http://www.aid.govt.nz/sites/default/files/Developing%20Apprasing%20Approving%20a%20Design%20Guideline.pdf , for supporting material to help you to develop this.  
(Maximum 1 page)
Based on the situation and needs analysis describe the results of the intervention - the outputs and the intended outcomes.  To assess the achievement of results, identify indicators, baseline information, targets and methodology and data sources.
	Results Measurement Table

	Outcome
	Indicators*
	Baseline information and targets
	Methodology and data sources

	
	
	
	

	
	
	
	

	Outputs 
	Indicators*
	Baseline information and targets
	Methodology and data sources

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note: For relevant activities please make use of MFAT Standard Output Indicators (see Annex 1; for further information go to http://www.aid.govt.nz/about-aid-programme/how-we-work/tools-and-templates/programmes
*All indicators are to be disaggregated by sex where appropriate.

3.2
Funding Implications
Describe how value for money has been taken into consideration in the Activity. Refer to APPENDIX 1: BUDGET AND FINANCIAL ACQUITTAL as this outlines the cost of the Activity and how much is being requested from all donors and APPENDIX 2: COST EFFECTIVNESS AND VALUE FOR MONEY DISCLOSURE. 
(Maximum 1 paragraph)

[Enter text here]
3.3
Risks 

Outline the main risks associated with the Activity e.g. events or circumstances that could prevent delivery of outputs and achievement of outcomes and what management arrangements are in place to minimise these. 
	Risk
	Potential Impact 
	Likelihood (high/medium/low)
	Proposed Risk Management

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4.
How: Activity Implementation

4.1
Approach to Activity implementation 

Outline the proposed roles and responsibilities of each partner that will be involved in designing and implementing the Activity.  
Describe the skills and resources they will contribute, their capacity and experience, and what value they will add to the Activity.  

Describe the approach you propose to take on the ground, including how you will engage/coordinate with key stakeholders e.g. local communities, government authorities, the UN and Red Cross.

Outline the potential to complement or support existing interventions in the same location or sector, whether funded by NZ or other donors.

(Maximum 3 paragraphs)

[Enter text here]

4.2
Sustainability

Describe how the Activity will contribute to a sustained positive change for those affected and/or mitigate future risk.
(Maximum 1 paragraph)

[Enter text here]
5.
Activity Monitoring and Evaluation Work Plan
The Monitoring and Evaluation (M&E) Work Plan identifies the key tasks that are required to implement the Results Measurement Table.  For key M&E tasks identify the approach to collect information, the timeframe, and respective roles and responsibilities.  Identify any evaluation work required. Note: not all interventions require an evaluation (see NZ Aid Programme Activity Evaluation Operational Policy at: http://www.aid.govt.nz/webfm_send/55).  See Annex 1 for further guidance.
	M & E Work Plan

	Monitoring tasks
	Approach
	Timeframe
	Roles and responsibilities 

	
	
	
	

	
	
	
	

	Evaluation tasks
	Approach
	Timeframe
	Roles and responsibilities 

	
	
	
	

	
	
	
	


6.



Check lists and Declaration

6.1     Applicant’s Declaration

In submitting this NZDRP application, I declare the following (tick the box):

	
	I confirm that the information provided in this NZDRP application is true and accurate.

	
	I acknowledge that the information supplied for the purpose of this NZDRP application process may need to be disclosed to third parties, including under the Official Information Act 1982 (NZ).


Conflicts of Interest: A conflict of interest happens if a person personal interests or obligations conflict with the responsibilities of their job or position.  It means that their independence, objectivity or impartiality can be called into question.  A conflict of interest may be: actual – where the conflict currently exists; potential – where the conflict is about to happen, or could happen; or perceived – where other people may reasonably think that a person is compromised.

	
	I confirm that in submitting this information, except as declared below, I am not aware of any aspect of the Activity that gives rise, or could give rise to an actual, potential or perceived conflict of interest.

	
	Where an actual, potential or perceived conflict of interest does arise, I undertake to report it to MFAT immediately.


Describe any conflict of interest or state “nil”.
[Enter text here]

7.2    Financial checklist (tick the box)
	Your organisation’s chief financial officer has reviewed and approved the application
	

	The budget is supplied as Appendix 1
	

	NZ$ are used
	

	GST on NZ expenses is accurately calculated at 15%
	

	All additions are correct
	

	A detailed breakdown of large expenditure items is provided
	

	Finances are consistent with narrative
	


7.3   Application Checklist (tick the box)
	The planned Activity meets the NZDRP funding criteria
	

	All questions have been completed
	

	The Applicant’s Declaration has been completed
	


7.4   I hereby declare the information provided is true and accurate

Applications will only be accepted by email attachment – include a scanned signature below.

Name:

Electronic signature:

On behalf of:

Date:

Annex 1:
Activity Results Framework - Example and Terminology
The Activity Results Framework is made up of two components; i) Results Measurement Table and ii) Monitoring and Evaluation Work Plan
Example: Activity Results Framework
	Results Measurement Table

	Outcomes
	Indicator*
	Baseline information and targets
	Methodology and data sources

	Outcome 1

Immediate shelter needs of displaced people met
	Assessment of shelter provisions being adequate for needs (qualitative assessment) 
	Shelter provisions are adequate for needs (No baseline information)


	End of intervention monitoring (simple qualitative survey) / evaluation 

	Outputs
	Indicator*
	Baseline information and targets
	Methodology and data sources

	Output 1

Temporary shelter provided to vulnerable families 

 
	No. of people provided with immediate shelter*
	900 people (No baseline information)
	End of intervention monitoring and distribution records

	
	No. of winterised tents distributed (and number to female headed households)
	500 winterised tents (at least 200) (No baseline information)
	End of intervention monitoring and distribution records

	
	% of items delivered – after week 1 and week 2
	Week 1: 50% and week 2: 90% (Baseline - week 1: 50% and week 2: 90%)
	End of intervention monitoring and distribution records


Note the example only presents a single outcome and a single output. In practice, multiple outputs and outcomes are likely to be part of the intervention design.
For relevant activities please make use of MFAT Standard Output Indicators (see below)

*All indicators are to be disaggregated by sex where appropriate. 

	M & E work Plan

	Monitoring tasks
	Approach
	Timeframe
	Roles and responsibilities 

	Distribution monitoring
	Collation and reporting 
	During / post implementation
	Implementing partner

	Assess adequacy of  provisions
	Develop simple qualitative survey, collation and reporting
	During / post implementation
	Implementing partner

	Evaluation tasks
	Approach
	Timeframe
	Roles and responsibilities 

	Evaluation 
	Internal
	Post implementation
	International partner


	Standard Output Indicators (examples)

	1.  Health / medical related materials distributed (ie vaccines, other medicines, condoms, etc)

	2.  People provided with assistance (for natural disaster and conflict); emergency food, shelter and materials, security or counselling

	3.  People trained in disaster preparedness

	4.  Disaster response personnel trained in disaster preparedness and response

	5.  Houses or infrastructure constructed or rehabilitated after natural disasters or conflict


	Activity Results Framework Terminology

	Baseline
	The situation prior to a development intervention against which changes/ effects can be compared and assessed.

	Indicator
	A quantitative or qualitative variable that indicates state, amount or degree of something, including change, achievement, quantity, quality or performance. The means to assess achievement.

	Methodology & data sources
	The methods to collect information against each indicator and where information will be sourced.

	Outcome 
	The short, medium or long term effect(s) of an Activity that contribute to other outcomes and/or a development goal.

	Output
	The products, capital, goods and services which result directly from the inputs and activities of a development intervention.

	Results 
	Outcomes and outputs of a development intervention.

	Target
	The desired level of achievement for an indicator.


Terminology
Annex 2: Budget Guidance

This guidance relates to the NZDRP BUDGET AND FINANCIAL ACQUITTAL
	Using the Template



	Spreadsheets

	The Excel workbook contains two spreadsheets which must both be completed:

1. Budget of Outputs

2. Cost Effectiveness and Value for Money Disclosure 
You will find the Cost Effectiveness and Value for Money Disclosure spreadsheet in a separate tab at the bottom left of the Budget and Financial Acquittal spreadsheet.



	Entering data

	You should only need to enter information into white cells or where you see [Enter description here], unless you modify the table significantly.

Use the footnotes table at the bottom of the template where it is necessary to provide explanation for any costs.



	Modifying the template

	Whenever you modify the template, check to ensure formulae and formatting are set up the way you want.

Rows:

When adding rows you will need to adjust the cost line numbering.

· If you need to use more rows in any section, highlight and copy a blank row, and while staying on the same row, right click and choose “insert copied cells”.  This will ensure the formulae are copied and will incorporate the new row into the sub-totals.  

· If you want to add another output section, copy the rows from an entire blank output section (from output description to the black line).  Then, without moving the cursor, right click and choose “insert copied cells”.

Columns: 

You should not need to insert columns. However, if you do, copy the cells that contain the formula you want the new column to contain, and “insert copied cells” then select “shift cells to right”.  If you want a blank column, simply “insert” a new column.



	Budget Guidance

	Please see the Budget guidance below.  Please note that the indicative percentages are a guide only and should not be considered as a rule.  A value-for-money assessment will guide the appraisal of each budget line, regardless of its percentage relative to the total budget amount.




	Budget Column
	Description

	Cost Line
	Each item should have a different number.  This allows for easy identification and discussion during budget appraisal.

	Cost description
	Specify the item in this column.  

The description should be clear and succinct.  You can provide further explanation in the budget footnotes at the bottom of the worksheet, or in the Activity Design Document.

	Unit Cost
	The cost per unit for a particular input, in NZD.

In general, the unit cost should not exceed NZD$20,000 (except perhaps for large items of equipment). 

	Type of Unit
	Specify the type of unit the cost is based on.
For example,
If you budget salary costs on a monthly basis, write the unit ‘Month’. 
Training may have ‘session’ or ‘workshop’ as the unit. 
Equipment may be denominated as ‘unit’ or may be more specific.

	Unit quantity
	How many units will be required for the full period of the Activity. 
For example,
If the salary costs will run for a full year period, and you are calculating the costs on a monthly basis, the unit quantity will be 12.
If you run ten training sessions a year, the unit quantity will be 10.

	Effort
	Enter the proportion of the cost line that is dedicated to this activity.  This function is particularly useful for spreading costs across outputs and for overhead costs.

For example,

If the Operations Manager will spend 10% of his/her time on this Activity, the effort column is the best way to identify and cater for this.  Detail the full cost of having the Operations Manager employed (using the unit cost, type of unit, and unit quantity columns) and enter ‘10’ in the effort column.  The sub-total formula will then calculate 10% of the full cost.

If the equipment that is bought will be used exclusively for this Activity, this cell will show ‘100%’. 

	Total Cost
	This is the total cost of the input over the full period of the Activity, in NZD.

This column is automatically calculated if all data is provided under the categories above.

	Check
	The green column at the right hand side and the row at the bottom of the table will check that the annual cashflow matches the total cost of the activity.  If the table is accurate, it should show as zero ($  -  ).  If there is a number in any cell, it shows there is an error in the spreadsheet, and you will need to find and fix it.


	Budget Section
	Description
	Indicative % for NZ NGO and NZ Govt. contributions

	DIRECT COSTS
	This section lists the direct, in-country costs of delivering the Activity on the ground i.e without this Activity none of the costs would exist.

	I.  Output-specific Costs
	· This section relates to the inputs (materials, equipment, supplies etc) that are needed to achieve each output. 

· It needs to list actual inputs associated with each Output and their respective costs (on a ‘per unit’ basis).

· Inputs and Outputs should be consistent across all activity documents, including design documents and results measurement tables. 
	No less than 50%

	II. Direct  Activity Support Costs
	· This section relates to cost items that are needed for the Activity as a whole.

· These are for in-country costs usually at the particular geographical site where the activity takes place. 

· These may include costs such as transport and travel, salaries and benefits for project (usually technical) staff fully or partly dedicated to this activity, operational costs for an office on site, capital equipment and M&E.

· They should be calculated on the basis of their dedicated support for this particular activity and cannot cover general overhead or operational expenses.
	No more than 30%

	INDIRECT COSTS
	This section lists costs associated with supporting the Activity. 

· These should be fair and reasonable expenses that relate directly to the implementation of the Activity. 

· It is not the intention that all overhead/operational costs of the office will be covered by the Activity, but only the actual and fair percentage of costs associated with the Activity.
· It is expected that the NGO contributes a minimum of 50% of NZ Based Support Costs.

	III.  In-Country Support Costs
	· These are for in-country costs, not necessarily at the site where the Activity takes places. 

· This may be if a particular NGO has a head-office in-country (usually in the capital) from where Activities are co-ordinated and supported.  

· If this section is not applicable to the set-up of your Activity, leave it blank.

· These may include salaries and benefits (usually of support staff such as Procurement, HR, National Director, Finance staff, Programme Manager etc), transport and travel, operational or overhead costs.
	No more than 10%

	IV.  NZ Based Support Costs
	· These costs relate to NZ-based expenses associated with supporting the implementation of the particular Activity from the NGO’s own offices. 

· These may include for example salaries and benefits, transport and travel and operational/overhead costs. 

· GST is payable on these expenses and must be factored into the budget.
	No more than 10%
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