PRAKTIČNI VODIČ 

ZA ISPUNJAVANJE APLIKACIONOG FORMULARA
Uvod
S obzirom da se aplikacioni formular u Excel-u koristi prvi put u programima prekogranične saradnje između zemalja Zapadnog Balkana, relevantne Zajedničke Upravljačke Strukture i Ugovorna Tijela su prepoznala potrebu za ovakvim dokumentom koji može poslužiti kao dodatno pomoćno sredstvo potencijalnim aplikantima. Molimo Vas da uzmete u obzir da ovaj Vodič nije zvanični dio aplikacionog paketa i da je njegova jedina namjena da pruži tehnička uputstva potencijalnim aplikantima (pitanja vezana za Excel) kako bi ispravno ispunili aplikacioni formular. 

U slučaju da se u toku pripreme javnog poziva jave određene promjene u aplikacionom formularu, ovaj dokument će shodno tome biti promjenjen. Ipak, odgovornost samih aplikanata je da koriste posljednju zvaničnu verziju aplikacionog formulara tako što će redovno konsultirati relevantne internet strane gdje su objavljeni pozivi za projekte. 
Da bi proces bio olakšan, informacije prikazane u ovom Vodiču su takođe uključene u sam aplikacioni formular (u sivoj sekciji koja se ne pojavljuje u štampanoj verziji, na desnoj strani ekrana, ispisane kurzivom). 

Opšta tehnička uputstva
Prije objašnjavanja glavnih tehničkih karakteristika Excel aplikacionog formulara, važno je pojasniti da je namjena ovakvog aplikacionog formulara da se ne samo pojednostavi i ubrza proces apliciranja potencijalnim aplikantima, već i da se onemoguće administrativne greške koje mogu izazvati eliminaciju dobrih projekata tokom procesa evaluacije, nakon nekoliko mjeseci rada na pripremi projekta. 

Takođe, molimo vas da obratite pažnju da je ovaj aplikacioni formular sredstvo koje će ne samo omogućiti korektnu evaluaciju projektnih prijedloga, već će biti korišćen i za praćenje napretka projekata u fazi implementacije, u sklopu sveobuhvatnog upravljanja informacijama. 

	Makroi 

Molimo da obratite pažnju da ovaj aplikacioni formular sadrži makroe. Ako pri otvaranju aplikacionog formulara dobijete upozorenje da treba aktivirati makroe da bi formular bio funkcionalan, molimo promijenite odgovarajuća podešavanja (uokvireno upozorenje će se pojaviti i pokazati opcije - ili ‘enable macros’ ili ‘yes’ da bi se dozvolile auto-kalkulacije finansijskih informacija ili ‘add field’ funkcije).

Ako se uokvireno upozorenje ne pojavi, moraćete ručno da aktivirate makroe: iz padajućeg menija u Excel-u izaberite: tools/macro/security/security level => izaberite ‘medium’ ili ‘low’. 
Molimo budite spremni na to da ćete zbog toga što su makroi aktivirani za određene funkcije (na primjer, pamćenje dokumenta, promjene između radnih listova, izbor yes/no dugmeta itd.) možda čekati nešto duže od uobičajenog vremena, što će zahtijevati malo strpljenja i ne znači da se Vaš kompjuter "zamrznuo".

	


· Polja za unos podataka 

Molimo imajte u vidu da sva polja za unos podataka moraju biti ispunjena. Po drugoj strani, sva polja u koja se ne očekuje unos podataka sa vaše strane su zaštićena. Na primjer, vi ćete unijeti pojedinačne budžetske stavke u pojedinačni budžet; formular će sam izračunati total na istoj stranici i isti iznos prenijeti iz pojedinačnog budžeta na stranicu „sources of funding“ i na prvu stranicu aplikacionog formulara. Drugim riječima, ako želite mijenjati total na prvoj strani formulara, morate to uraditi kroz promjenu pojedinačnih budžetskih stavki.
MOLIMO vas da obratite pažnju na to da će se određene informacije koje se ponavljaju kroz aplikacioni formular (kao što su imena aplikanata, informacije o aplikantima, dužina implementacije projekta, itd.) automatski replicirati u relevantnim poljima u ostatku formulara! 
· Polja za unos teksta (Textboxes) 
Molimo uzmite u obzir da imate ograničen prostor u svakom uokvirenom polju za unos teksta (textbox) – što varira od par desetina do 1000 karaktera, zavisno od dozvoljenog. Neka od polja su fiksna u veličini i kada unesete količinu teksta veću od samog polja, Excel vas na to upozori porukom i označavanjem teksta crvenom bojom. Po drugoj strani, neka polja će se prilagoditi veličini teksta, kao što su polja u „justification of the budget“, gdje će se polja povećati u skladu sa količinom dozvoljenog teksta. Ako polje sadrži višak teksta, Excel će prijaviti grešku i neće vam dozvoliti da na kraju „zaključate“ formular, što je detaljnije objašnjeno ispod. 
· Tick-box-ovi 

Određena polja za unos podataka imaju formu tick-box-a. Kada obilježavale tick-box, molimo vas da označite uokvireno polje i izaberite ‘X’ iz padajućeg menija. Ako želite da obrišete ’X’, molimo označite obilježeni tick-box i obrišite znak pomoću funkcije Delete na tastaturi, ili izaberite opciju koja je prazna (iznad ili ispod znaka ‘X’.
· Funkcija dodavanja polja (Add buttons)
Na različitim mjestima u aplikacionom formularu, u sivom polju na desnoj strani ekrana, javljaju se različite funkcije za dodavanje polja (Add buttons), omogućavajući Vam da dodate ili polja za unos teksta (textboxes) ili tabele, ako imate potrebe za tim. Za svaki radni list postoje ograničenja - na primjer, ograničeni broj polja za unos teksta koji možete da dodate, što to je naglašeno u istom sivom polju na desnoj strani ekrana.
· Poruke o greškama (Error messages) 

U nekim djelovima aplikacionog formulara, tačnost informacija koje se daju, ili koje nedostaju, automatski se provjerava. U takvim slučajevima pojaviće se relevantna poruka o grešci, ispisana crvenim slovima u sivom polju, pored polja u kojoj se greška nalazi. Istovremeno, na naslovnoj strani će se pojaviti sljedeći tekst napisan crvenim slovima: There are still error messages shown (Još uvek se prikazuju greške) - sve dok ne napravite sve potrebne korekcije. U tabeli Sadržaja biće takođe obilježene sekcije koje su nekompletne ili sadrže grešku, koje kada kliknete vas automatski odvedu u sekciju sa greškom. Priloženi aplikacioni formular ne smije sadržati ni jednu poruku o grešci!
· Dugme Finalise&Print&Save (Finaliziraj&Štampaj&Sačuvaj)
Ovo dugme se nalazi na naslovnoj strani Aplikacionog formulara i treba ga upotrebiti tek nakon što ste kompletno ispunili aplikacioni formular i spremni ste da ga podnesete. Svi radni listovi će biti odštampani u hronološkom redu i pravilno numerisani - molimo obratite pažnju da je dokument već formatiran za štampanje te da je prelom strana već predhodno definisan i ne može se promijeniti!

Nakon što kliknete dugme Finalise&Print&Save, pojaviće se jedinstveni broj za provjeru (unique checksum number) i na štampanoj i u elektronskoj verziji, kao indikacija da su identični. Ako napravite određenu, makar i najmanju promjenu u aplikacionom formularu nakon što ste pritisli ovo dugme, broj za provjeru će se promijeniti tako da štampana verzija neće biti identična sa elektronskom, te proces morate ponoviti. 
U toku procesa pripreme Vaše aplikacije i ispunjavanja aplikacionog formulara, možete da sačuvate Vaš Excel dokument jednostavno birajući Save ili Save As opcije iz menija File – kao i kod bilo kog drugog Excel dokumenta.
· Dugme za provjeru pravopisa (Check spelling) 

[image: image1.png]Inset Format Tools Data questionforhelp <[ & X

QEER G E = - o] 41| [5] 0% - n ; ] RN |
Ty J B
Checkspeling |
Al504 - A
| 1
| FULL APPLICATION FORM |
| |
| L THE ACTION !
! !
! !
!
|1. DESCRIPTION |
!
! !
! !
|LL Title |
i ]
] ]
! !
! !
! !
| |
11.2. Location(s) | Wherever you have a lttle red triangle in the form (like in the
! | section “1.2 Location(s)", please move the cursor over it for the
3 3 text of the note to appear on screen.
! !
! !
| |
11.3. Cost of the action and amount requested from the Contracting Authorities |
f !
| !
! APPLICANT 1 APPLICANT 2 TOTAL !
1 Applicants Functional Lead (APLICANT 1+ |
3 Partner APPLICANT 2) 3
{Total eligible cost of the €000 €000 € 0.00] Amounts can ot be entered n the table. They are automatically
{action (4) | generated from the budget spread-sheets. If an error message
3 P, oo oo eoooi ers,,ﬂm:a:::actﬂmbudgawd«dwﬂmmdarm
e | remove the mistal
|Contracting Authority (B) !
| !
! 5 ]
1% of total eligible cost of '
| £DIVIO)| £DIVIO)| £DIVI01|
) DIV/0! DIV/0! DIV/0!|
{Amount for activiies in ! #To be filled in only by applicant from Montencgro
! '
|adjucent regons (© €0.00 €0.00] €0.00)
{% of amount requested from| | -
i€« » w1\ Cover / Applicants { Contents ), Full Application Form ( 1.9 Duration / 1.10-1.11 /23 Budget and Fnancng /. Logical framework_| < »
Draw~ [ | AutoShapes~ \ N (1O <l 5 5 ) - - A zasl
Ready o

18] Inbox - Mic.




· Instrukcije 

Fusnote, sa odgovarajućim brojevima, su takođe date u pomenutom sivom djelu, onom istom u kome se, kao što je prethodno objašnjeno, nalaze i instrukcije (u kurzivu) za ispunjavanje aplikacionog formulara.
Naslovna strana
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DIO A – SAŽETAK PROJEKTA (CONCEPT NOTE)
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INSTRUCTIONS FOR THE DRAFTING OF THE CONCEPT
NOTE

There is no specific template for the Concept Note but the applicant has to ensure that the text of
his/her concept note

+ does not exceed 4 full pages (A4 size) of Arial 10 characters with 2 cm margins,

+ responds,in the same sequence, to the headings listed below. It is expected that the size of each
section willreflect the relative importance of each heading (ref max scores in the evaluation grid
and in the Guidelines). The applicant may provide any addifonal information that he/she may
deem useful for the evaluation, but which might not have been specifically requested (c.g. added
value and/or synergy with other similar interventions - past, present, or planned - activites,
multpler or spillover effects, why the applicant s the best placed for the implementation of the
action etc). The evaluation will be carried out in accordance with the evaluation grid and it will
be based solely on the information provided by the applicant in the concept note.

+ is drafted as clearly as possible to faclitate ifs assessment.

1. Relevance of the Action In total 28 of 28 textboses left
Provide 2 general presentation and analysis of the problems and their interrelation at al levels.
Identify clearly specific problems to be addressed by the action.

Include a brief description of the target groups and final beneficiaries.

Demonstrate the relevance of the proposal to the needs and consiraints in general of the farget | Remove last textbox.

‘countryies) or region(s) and to the target groups/final beneficiary groups in particular.

Demonsirate the relevance of the proposal to the objectives and priorities 2nd requirements of
M 4 » M| Cover , Appiicants .~ Contents | Concept Note  Ful Application Form 1.9 Duration ,~ 1.10-1.11 2-3 Budget and Financing Logical framework Indicators
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DIO B – KOMPLETAN APLIKACIONI FORMULAR
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1. DESCRIPTION
11. Title
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15, Ohjectives (max 1 page)
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emboth sides of the b, | Adiedbox |
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{1.7. Description of the action and its effectiveness (max 14 pages) ] =1
i ]
] ]
!
{Provide a description of the proposed action inchuding, where relevant, background information that]
fted to the presentation of this proposal. This should include: !
! |
|1 Expected results (max $ pages). Indicate how the action vl improve the sitvation of target] 30 of 30 textboses left
leroups/beneficiaries as well as the technical and management capacitis of target groups and/or any} e
Jlocal partners where applicable. Be specific and quantif resuts as much as possible. Indicate notably|
{foreseen publications. Describe the possibilties for replication and extension of the action outcomes| | Remove las textbox
i(mu.\ﬁph'er effects). 3
!
12. The proposed activiies and their effectiveness (max 9 pages). Identify and describe in detall each|
lactivity to be undertaken to produce the results. Add as many tables as there are activiies. Justify the
lchoice of the actvities and specify where applicable the role of each parmer per activity. In ths]
Irespect, the detailed description of activities must ot repeat the action plan to be provided in section
119 below. Identify and quantiy the expected results per each actvity as much as possible |
- !
1 |
I 0 |
|Actvity Tite |
! !
' |
! ]
! !
! !
! !
! !
! !
! !
! !
! !
! !
! !
3 |
{Description of the activity |
M 4 » M| Cover , Appicants . Contents . Concept Note | Full Application Form 1.9 Duration ~ 1.10-1.11 2-3 Budget and Financing Logical framework Indicators
Ready
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19, Duration and indicative arfion plan for implementing the arfion

x

:

>

The dustion of the action vill b O mnth.

Applizants should not indiate a specifi start up date for the implementation of the astion but
simply show "month 1"

Applizants e secommendad to base the estimated dusstion for aach sctivity and tota pariod on
the most probable duration and mot on the shortest porsble durstion by taking into
consideration al elevant fastors that may affect the implementation tiretable

The sctivities statad in the action plan should coneepond to the sctivitis dsscrbed in datallin
section 1.7 The implesnenting body shall b either the sppliant o sny of the partnass, asociates
oxsmbcontractors. Ary months or interim periods vithout ativites st be inchued in the ction.
Plan and count toward the calelation of the total estimated duzation of the aston.

The action plan for the fist 12 montls of implementation should be sufiiently dtailed to give
an overview of the preparation and implementation of each activity. The astion plan for sash of
tha sbsaquent yesss may be more general and should only list the main sctivitis forsseen for
thase yeass. To this and, it hall be divided into six-month intesin perinds (NB: A more detalld
action plan o each subsequant year vall kave 10 be submitted before receipt of e pre-financing.
pyments, purmant to Asticl 2.1 of the General Conditions of ths grant contract.

The action plan shall be cohrent vitl, and based on the iertification of all ks and reltion.
betureen the diffsent sctvities dsscribed insection 1.7

[FeaT Addrewactidty
Semester] | Semester2 ———

et Inplemantinghod
i T als[ e[ s[ e[ 7] e[ o[#]#]% lementingboly Retove st activy

li

[T 2 (here spplicable) Ao rewactity

Somertar] | Semerer
activt Implementing bod
v REEDEEEER00N plementingbody Remove kst activty

' W\ Cover { Applicants { Contents {_Full Applcation Form )\ 1.9 Duration { 110-1.11 { 2:3¢[¢ >
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I LOGICAL FRAMEWORK FOR THE PROJECT
i Tntervention Objectively verifiable Sources and means of Rssumptions
! logic indicators of achievement verification
| Overall What are the key indicators | Whal are fhe sources of
! objectives related linformation for these indicators?
3 to the overall objectives?
|
|
|
|
|
|
|
|
i
I Specific Which indicalors ciearly show | Whal are fhe sources of Which factors and conditions outside
! objective that the objective of the linformation that exist or can be  |the Bensficiary's responsibility
| |action has been achieved? |collected? What are the methods | are necessary to achieve that
3 Irequired to get this information?  |objective? (extemal conditions)
| Which risks should be taken
| linto consideration?
i
I Expected What are the indicalors o What are the sources o What extemal conditions must be mel
3 results
|
| Imeasure whether and to what |information for these indicators?  |to obtain the expected resuits
|
| lextent the action achieves the lon schedule?
|
3 |expected results?
|

!
W4 b W[ Cover ~ Applcants _~ Contents .~ Concept Note . Ful Applcation Form 1.9 Duration .~ 1.10-1.11 , 2-3 Budget and Fnancing | Logical framework .~ Indicstors 1. Jont Budg [<]

Ready |
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PROGRAMME INDICATORS.

@

Please make sure you will properly fill in the Programme
Please go to the measure fo which your project correspands and il n the indicators there. You are asked fo fil-in an B o
indicator table that demonstrates how your project will contribute to the Operational Programme Indicators. Indicators sheet. It is an important part of the application

INDICATORS FOR MEASURE 1.1 - Improving the productivity and competitiveness of the areas’ economic,
rural, cultural and environmental resources

Number Justification / Explanation

Indicator
1.4 Number of projects x total project funding dedicated to cross-border business & tourism cooperation

1.1 Number of projects x total project
funding dedicated to cross-border

business cooperation

1.1.2 Number of projects x total project
funding dedicated to cross-border

tourism cooperation

12 Number of projects x total project funding
dedicated to cross-border environmental
cooperation

Fir ) | —r—
[EEERTC——)
P 1107
e 09/09/2011

1.9 Durstion 1.10-1.11  2-3 Budget and Financing .~ Logical framework | _Indicators

M 4 » W[ Cover . Applicants .~ Contents .~ Concept Note .~ Ful Application Form
Reaoy | 3 |





2-3. Budžet i finansiranje
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A2 - fe | Annex B. Budget for the Actionl v
Annex B. Budget for the Action’ | All Years Year 12 <
Please make sure that you first fill in the individual budget sheets
Recalculate (blue and red spread-sheets). Once the individual budget sheets are
Exponses finalised or modified, please click on the “Recalculate” button to
‘generate the joint budget. Please note that the joint budget is
Costs (€ Costs (€ ‘generated ONLY by clicking the “Recalculate” button and that you
must manually repeat this after each and every modification on any
1. Human Resources of the lic s buds
1.1 Salaries (gross amounts, local staff)” TSI
1.1.1 Technical 0.00| 0.00|
112 Administrativel support staff 0.00] 0.00]
1.2 Salaries (gross amounts. expat/int__stafi) 0.00] 0.00]
1.3 Per diems for missions/travel
1.3.1 Abroad (staff assigned to the Action) 0.00] 0.00]
1.3.2 Local (staff assigned to the Action) 0.00] 0.00]
1.3.3 Seminar/conference participants 0.00] 0.00]
Subtotal Human Resources 0.00| 0.00|
2. Travel®
2.1. Intemational travel 0.00| 0.00|
2.2 Local transportation 0.00| 0.00| u
Subtotal Travel 0.00| 0.00|
3. Equipment and supplies’
3.1 Purchase or rent of vehicles 0.00| 0.00|
3.2 Furniture, computer equipment 0.00] 0.00]
3.3 Machines, tools. 0.00| 0.00| 5
03 W[ Contents " Concapt fiote . Full Appication Form . 1.0 Duration . 1.10-1.11 . 33 Budget and Financing " Logical framework_~_Indicators_| 1. Joint Budget - Appl. 1 and 2 {1« [ mT— 0]

Ready |
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APPLICANT 1 (Functional Lead Partner)
Annex B. Budget for the Action® All Years Year 12
_ ELIGIBLE ARER e S
Expenses Unit Unit \heading or budget line. Please click thi
#of units | Unit rate (€) | Costs (€)° #of units | Unitrate (€) | Costs (€)° |last row opened under a specific headi|
1. Human Resources
1.1 Salaries (gross amounts, local staff)”
1.1 Technical W[ Permonn || 0.00] Per month 000 0.00] Uit rates for the "Tear 17 are entered
1.1.2 Administrative/ support stafr W B[ Permonth 0.00_Per month 0.00 000],,r0 eligible 4Tl vears”
T2 Salanes (qroso amounts, expatit taf] %8 Permomn 0,001 Permontn 0.0 .0 20€ tnder eligible area for "l years
1.3 Per diems for missions/ravel R e e e, B S A
1.3.1 Abroad (staff assigned to the Action) WE| Perdem 000 Per dem 000
1.3.2 Local (staff assigned to the Action) B E[ Perdem 0.00[ Per diem 0.00
1.3.3 Seminar/conference paticipants B E[ Perdem 0.00[ Per diem 0.00
Subtotal Human Resources 0.00]
2. Travel®
2.1 Intemational travel W E| Perfigt 0,00 Perfight 000
2.2 Local transportation W B[ Per month 0.00_Per month 0.00
Subtotal Travel 0.00]

3. Equipment and supplies’
3.1 Purchase or rent of vehicles W W[ Pervehicle 0,00 Per vehicle 000

3.2 Fumiture. computer equipment 0.00| 000
3.3 Machines. tools L] 0.00| 000
3.4 Spare parts/equipment for machines. tools L] 0.00| 000
35 Other (please specify) L] 0.00| 000
Subtotal Equipment and suppli 0.00

W <> W[~ 2.3 Budget and Financing
Ready

Logical framework _~ Indicators 1. Joint Budget - Appl- 1and 2 |1 Rudget - Applicant 1 &RPRRNET e T I<Tiw8





Opravdanost budžeta i Izvori finansiranja 
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A The headings and rows are generated automatically frorm the indidual budget sheet
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Justification of the Budget for the Action

APPLICANT 1 (Functional Lead Partner)
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APPLICANT 1 (Functional Lead Partner)
Expected sources of funding Amount Percentage Amount' Percentage’.
EUR of total EUR of total
% %
Applicant’s financial contribution #DIV/O!
[
European Commission contribution sought in this application 000 A 000] #0nml
Contribution(s) from other European Institutions or EU Member States. 00| @
Contributions from other organisations.
Name. Conditions. 0.40| #DIV/O!
Name. Conditions. 0.40| #DIV/O!
Name. Conditions. 0.40| #DIV/O!
Name. Conditions. 0.40| #DIV/O!
Name. Conditions. 0.40| #DIV/O!
TOTAL CONTRIBUTIONS 0.40| #DIV/O!
Direct revenue from the Action 0.4a| #DIV/O!

OVERALL TOTAL 000 #onvl
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Type 3 question for help

Amount Percentage Percentage’
Expected sources of funding EUR of total of total
% %

[Applicants fivancial contribution AN

Eurapean Commission contrbution sought n this application AV #DIVIL
Contribution(s) from other European mstitutions or EU Member States AN

Contributions from other organisations:

Wame Condltions AN

Name Conaltions #DVIDL

Name Conaltions #DVIDL

Name Conaltions #DVIDL

Name Conaltions #DVIDL

TOTAL CONTRIBUTIONS 000 #Nl

Direct revenue fiom the Action AN

OVERALL TOTAL 000 #onal

Ready
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4. EXPERIENCE OF SIMILAR ACTIONS

Maxinuum 1 page per action. Please provide a detailed description of actions managed by the applicants and parners over the past five years.

This information wil be used to assess whether you have sufficient and stable experience of managing actions in the same sector and of a comparable
scale to the one for which a grant is being requested.

i
|

: - -

i::(emoe [Project fitle: Sector (see secntl;)-n 2.2 of section Add new project

no: :

! Costofthe | Leadmanager | Donors to the Amount Dates. Remove last project

| action (EURO) or partner action (name) | contributed (by | (from dd/mm/yyyy

| donor) to dd/mm/yyyy)

! from: L If the Donor is or was the European Commission or an EU
3 to: Member States, please specify the EC budget line or programme,
! ‘EDF or EU Member State.

'

|

|Objectives and results of the action

D - s | AutoShapes . [ - ==zadal

Ready v
Voutabe






II Aplikanti
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™ Applicantsli3)

1L THE APPLICANTS
APPLICANT I APPLICANTZ = Applicant 1 s also the Functional Lead Partner

» This mumber is availibl to an organisation which registers ifs
datain PADOR. For more information and o regiter, please visit
http/ec europa.euleuropesid onlinsservices pador

1. IDENTITY
APPLICANTT APPLICANTZ
TesalEnanFile ] If the applicant has already signed a contract with the European
[mummbert Commission.
ietration N = This mumber should be the same one as the mumber shown in
[ the supporting documents provided with the annex D of the
uidstines for applicants (egal enity sheet).
[Date of Registration
|Official address of
[Registration
|Country of Registration [0 o

[Telephone number

> ][4 Bxperince ) 1121 Applicants | 2.2 Sectors - 2.3 Targat groups /| 3. CAPACITY TO MANAGE - 3.2/ 3.3. Resourc | «
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[image: image23.png]=] File Edit View Insert
DGR SR8 % B9 o= A% 2@ [ TmeNewRoman 112

Format Tools Data Window Help

i@ Q)

=]

I
L=l=Rim =R = is === ] 2]

m ol

Check speling [

J6 ~ #& =IF(ApplicantslJ3=0,"" ApplicantslJ3)

2. PROFILE
S s |
==
i
e
e P,
[Yas, 1t entit; T [v= 1t entit;

N Lo
b
s e

Ready

Plese spacify 1) the Sectortowhich your orgaistion belngs,
as defined in s stafutes (or equivalent document): Public
(stablshed andor fonded by a public body) OR Private
(stablished andor fonded by a private entty), 2) in the

approprite cofumn, the Category to which your organisation

2. Category (A1 = Applicant Functional Lead Parner: 42 = Appicant 2)
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2.2 Sector(s)” ¥ Please tick the box for cach sector your organisation has been active
in. The sectors starting with a reference come from the DAC list set up.
Al = Applicant 1/Functional Lead Partner: A2 = Applicant 2 i@
Al | A2 Sectors
i Education
T Education, level unspecified
5] T Ershe o A e Wige
} 11120 “Education Facilities And Training
X 11130 Teacher Training
iG] Educational Research
[ Basic cducation
11220 Primary Education
11230 Basic e skills for youth and adults
11240 Tarly childhood education
15 Secondary education
1520 Secondary education
1530 Vocational Training
[ Postsecondary education
11920 Figher Education
11930 Advanced Tech. & Managerial Training
B Heallh
1 Health, general
B0 Fealth Policy & Admin Management
BisT Medical education training
B Medical Research
[ Medical Services
i« < v w4 Bxperience / 112.1 Appicants ), 2.2 Sectors - 2.3 Target groups { 3. CAPACITY TO MANAGE -3.2 / 3.3. Resourc | «
Ready N
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2.3 Target group(s) =

Al = Applicant 1/Functional Lead Partner; A2 = Applicant 2

A1 a2 Target groups
[an

5] [chid soldiers

[Chidren (less than 18 years old)

|Community Based Organisation(s)

| Consumers

[Disabled

[Drug consumers

[Educational organisations (school niversities)
[Elderly people

[Tiness affected people (Malaria, Tuberculosis, HIV/AIDS)
[Indigenous peoples

[Local authorities

| Migrants

[Non Governmental Organisations

[Prisoners

[Professional category

[Refugees and displaced

[Research organisations/Rescarchers
|SME/SMI

[Students

[Urban stum dwellers

[ Victims of conflcts/catastrophes

|Women
i« > {4 Bxperience / I-2.1 Appicants ),2.2 Sectors - 2.3 Target groups { 3. CAPACITY TO MANAGE - 3.2/ 3.3. Resourc | «
Ready o
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3. Kapacitet za upravljanje i implementaciju projekata
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3. CAPACITY TO MANAGE AND IMPLEMENT ACTIONS |
! ! s
! ! =
13.1. Experience by Sector (for each sector selected in 2.2.) |
f ]
] N !
[APPLICANT 1% | Applicant 1 aso the Functonal Lead Partaer
I n 1
! . Estimted Amount |
i Year(s)of | Experience in the h";:::':ﬁ‘ (in thousand i
| Sector Experience | lastSyears | OISR | Euros) overthe | 2 [ necessary, speciy the applicant and add more rows to the table,
: [ ey
' ]
[J— i ]
[APPLICANT 2: | Sectors are generated automatically from the previous
| [N P —y— | worksheet, those selected for each applicant.
! Veart)of | Experienceinthe | ST | o thonsand |
| ‘Experience Iast S years et years | EWOS)overthe | 2 Ifnecessary, specify the applicant and add more rows to the table, if
1 P | oqued.
| o
51 Experience by Geographical area (country or region) |
! ]
{APPLICANT 1: |
| x;mmi Add new area
| . (in thousand
3 Namberat | (nosed | Remove st area
! Projectsindhe | " !
Year(s) of " managed |
| e | B |
! SPEHENCE | en over the last A !
! ‘geographical area |
| == over the past5 |
| s |
< v w4 Experience / 12.1 Applcants /2.2 Sactors - 2.3 Target groups ),3. CAPACITY T MANAGE - 3.2 { 3.3. Resourc | <
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1 |area over the last 5| o 1
! i !
! ‘geographical area |
| B over the past5 |
i == |
| |
! X . . !
iCross—reference of experience by Sector and by Geographical area: i Y ——
' . !
};\I’PLIC;L\T 1: | Re last relati
| Sector(s) T Geographical areas) (country or region) f
i '
| | Add new relation
|APPLICANT 2: | -
i i Remove last relation
{ Sector(s) T Geographical areas) (country or region)
'
!

Before filling in the cross-reference table make sure that you
have selected "select the sectors” from the previous worksheet.
Note that only those sectors will be available in the drop down
menu, though same sector can be chosen more than one time as
the geographical areas where the experience had occured might
be more than one. Countries available in the drop-down menu
are only those that have been selected in the same worksheet
above under "Geographical area (country or region)"" section.
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III. PARTNERS OF THE APPLICANTS
PARTICIPATING IN THE ACTION

1. DESCRIPTION OF THE PARTNERS

‘This section must be completed for each partner organisation within the meaning of section 2.1.2
of the Guidelines for Applicants. Any associates as defined in the same section need not be
mentioned. You must make 2s many copies of this table as necessary to create eniries for more

partners.
Important: This application form must be accompanied by a signed and dated

partuership statement from each partuer, in accordance with the model
provided.

O

'« » n|{ 3.3, Resources /4. LIST OF THE MANAGEMENT BOARD ), II PARTNERS | 2. PARTNERSHIP STATEMENT / IV. ASSO! | «
Ready
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To create the statements first enter the info for all the partners
on the cover sheet and then click "Create Statements" button.

Those will then be automatically created.

Ready

Create statements

' {33, Resources /| 4. LIST OF THE MANAGEMENT BOARD { T PARTNERS ), 2. PARTNERSHIP STATEMENT { TV. ASSO' | «
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IV. ASSOCIATES OF THE APPLICANTS
PARTICIPATING IN THE ACTION

‘This section must be completed for each associated organisation within the meaning of section 2.1.2 e
of the Guidelines for Applicans. You must make as many copies of this table as necessary to create
entries for more associates.

Remove last associate

Associate 1

[Full legal name

1 This mumber is available to an organisation which registers its data in
PADOR. For more information and to register, please visit
(Sssochiei) il http//ec. europa eweuropeaid/onlineservices/pador.  Associates are
|Country of Registration /| not required to register in PADOR .

Nationality

[EuropeAid ID*

[Legal status™ - s ot ey e
organisation.

|Official address of
[Registration

|Contact person

| Telephone number

[Fax number

|E-mail address

[Number of employees

|Other relevant id
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VLB DECLARATION BY APPLICANT 2

‘The applicant, represented by the undersigned, being the anthorised signatory of the Applicant 2, in
the context of the present call for proposals, representing any pariners in the proposed action,
hereby declares that

the applicant has the sources of financing and professional competence and qualifications specified.
in section 2 of the Guidelines for Applicants,

the applicant undertakes to comply with the obligations forescen in the partnership statement of the
‘grant application form and with the principles of good partnership practice;

the applicant is directly responsible for the preparation, management and implementation of the
action with its partners and is not acting as an intermedary;

the applicant and its pariners are not in any of the sitations exchuding them from
‘participating in contracts which are listed in Section 2.33 of the Practical Guide to confract
procedures for EC extemal actions (available from the following Internet address:
hitp:/ec.curopa.ew/europeaid work/procedures/index_enhim. Furthermore, it is recognised and
accepted that if we participate in spite of being in any of these situations, we may be excluded from
other procedures in accordance with section 2.3.5 of the Practical Guide:

the applicant and cach partner (f any) is in a position to deliver immediately, upon request, the
supporting documents stipulated under section 2.4 of the Guidelines for Applicants;

the applicant and cach partner (f any) are cligible in accordance with the criteria st out under
sections 2.1.1 and 2.1.2 of the Guidelines for Applicants.

The declaration is generated automaticall, once the info for the

applicant is entered on the cover sheet.
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D3 v & agreeing on corrective actions with Applicant 2 in case of significant deviations from the indicative action plan and/or action indicators:

VL.C PARTNERSHIP AGREEMENT BETWEEN
APPLICANTS 1 AND 2

1. Subject and scope of the agreement

‘This partnership agreementis drawn up between the applicants of the project " (“the action”) jointly
submitted in the framework of the 2nd Call for proposals of the Cross-Border Cooperation
Programme Albania-Montenegro. The partnership agreement defines the rules which shall govern
the relationship between both applicants during the implementation of the action. By signing the
present agreement, both applicants commit themselves to implement the action as one project
regardless of the 2 coniracts under which it will be implemented.

2. Duration The partnership agreement between applicants 1 and 2 is
The present agreement is valid from the signature by both parties. It shall remain in force until  entered on the cover sheet.

completion of the action and the termination of al contractual obligations of both applicants towards

the contracting authoritis.

3. Designation of the Functional Lead Partner

Applicants of the action agree that applicant '0' shall be the Functional Lead Partner for the action.
For the purpose of this Application Form, the Functional Lead Partner is Applicant 1

4. Obligations of Applicant 1 - Functional Lead Partner

The Functional Lead Partner shall be responsible for:
' [ V. GHECKLIST / VL. DECLARATON App. 1/ VI. DECLARATON App. 2 ), VL. PARTNERSHIP AGREEMENT VL. ASSESE | «
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SREĆNO!

Pravopisna provjera (spell check) teksta na engleskom jeziku koji unosite u aplikacioni formular može da se aktivira ako obilježite željeni tekst i onda kliknete dugme Check spelling koje je locirano u djelu toolbox, iznad aplikacionog formulara. 





Molimo vas da kliknete na dugme Finalise & Print & Save na kraju procesa, tek nakon što ste kompletirali dokument. Time će svi radni listovi (spreadsheets) biti odštampani i numerisani hronološki (nemojte da štampate dokument koristeći MS Office meni). U slučaju da morate da unesete još neku izmjenu nakon što ste kliknuli ovo dugme i odštampali formular, ponovite cijeli postupak nakon što unesete modifikacije. Ako to ne uradite, jedinstveni broj za provjeru će pokazati da postoji razlika između odštampane i elektronske verzije aplikacionog formulara, tj. da oni nisu identični.





Fill in required data related to your partners. If you have more then one partner press button Add new partner.  





Iz padajućeg menija izaberite Mjeru za koju aplicirate. Na desnoj strani će automatski biti unešen pun naslov Mjere.





Podaci o ukupnom prihvatljivom trošku Projekta (total eligible cost of the action) ovdje ne mogu biti uneseni; već će se taj podatak automatski upisati nakon što sastavite zajednički budžet projekta! Molimo pogledajte instrukcije kako da kreirate zajednički budžet!





Molimo ovde ispunite podatke o Lokaciji(jama) gdje se projekat sprovodi i njegovom trajanju. Ovi podaci će se zatim automatski replicirati u drugim sekcijama aplikacionog formulara.





Obezbjeđeno je mjesto za jednog partnera po aplikantu. Ako aplikant ima više od jednog partnera, dodaćete odgovarajući broj ćelija pomoću dugmeta Add new partner. Neke funkcije dodavanja polja ponavljaju se kroz aplikacioni formular.





Kada jednom unesete osnovne podatke o imenu i nacionalnosti aplikanata, ti podaci će se automatski replicirati svuda gdje je potrebno, npr. u deklaraciji aplikanata, izjavi o partnerstvu itd.





U ovu tabelu  ne možete da unosite podatke! Ova tabela će se automatski kreirati nakon što popunite sve listove budžeta! Ako se pojavi poruka o grešci, molimo unesite ispravke u budžet da biste odstranili grešku.





Drugi list aplikacionog formulara se odnosi na kontakt podatke aplikanata. Molimo unesite potrebne informacije kao što je traženo. Na pojedinim mjestima su vidljivi crveni trouglovi u gornjem desnom uglu ćelije, koji upućuju na određenu instrukciju o traženoj informaciji.





Ukoliko u okviru sadržaja odaberete određeni naslov ili podnaslov, to će Vas automatski voditi do relevantnih dijelova aplikacionog formulara. 





Molimo obratite pažnju da će se u većini slučajeva, ako nešto propustite ili napravite grešku, na ovoj strani pojaviti poruka o grešci, ispisana crvenim slovima, a ako kliknete relevantni naslov ili podnaslov, bićete automatski odvedeni na sekciju koja sadrži grešku.





Za upis teksta, molimo kliknite na dugme Add textbox. U svako polje za unos teksta možete upisati maksimalno 1000 karaktera. Kada dodate svako sledeće polje, sa strane će biti ispisana poruka koliko vam je još textboxes ostalo do kraja.


S obzirom na to da je sažetak projekta po uputstvima ograničen na 4 stranice u Word dokumentu, ovde je to jednako 28 polja za unos teksta.





Tekst za tačke 1.1 i 1.2 će biti automatski prebačen sa naslovne strane (Cover page). 





Tačka 1.3 će biti automatski preuzeta iz budžeta!





Ciljnu grupu (Target Group) birate iz padajućeg menija. Ako je nema u padajućem meniju, molimo izaberite Ostalo (Other) i upišite Vašu ciljnu grupu u donjoj ćeliji.





Molimo obratite pažnju da će neki podaci iz tačke 1.4 Summary biti automatski prebačeni na naslovnu stranu (ukupno trajanje projekta, programska mjera koju ste izabrali i podaci o partnerima aplikanata). Ostala polja za unošenje podataka ispunite odgovarajućim tekstom.





Ako imate više od jedne ciljne grupe ili ako Vam je potrebno da izlistate/odstranite Vaše glavne aktivnosti, molimo koristite dugmad Add i Remove na ovoj strani!








VAŽNO: Molimo imajte u vidu da će se naslovi aktivnosti koje unesete ovde automatski ponoviti u tabelama ispod 1.7 Description of the action and its effectiveness! 





Takođe, tekst unijet pod Overall objective, Specific objective(s), Estimated results, Main activities, automatski će se replicirati u spreadsheet-u namijenjenom logičkoj matrici projekta!





Ispunite tačke 1.5, 1.6., 1.7, i 1.8, 1.10 direktno u poljima za unos teksta koja ćete dodati pomoću odgovarajuće opcije sa desne strane. Kao i u standardnom Word dokumentu i kao što ukazuju naslovi (na pr. Objectives (max 1 page), ove sekcije su ograničene brojem strana. Broj i veličina textbox-ova je usaglašena sa odredbama standardnog Word obrasca. 





Nakon svakog novog unosa u textbox-ove, imaćete mogućnost da vidite još koliko  textbox-ova je preostalo! 








Kao što je već objašnjeno, naslovi aktivnosti unesenih pod 1.4 automatski će se replicirati u odgovarajući broj tabela pod 1.7. Ostala polja u tabelama treba popuniti odgovarajućim tekstom.





Aktivnosti koje ste unijeli pod sekciju 1.4 će biti automatski prebačene u ovu sekciju, pa zato da biste ispunili sekciju 1.9 molimo izaberite X iz padajućeg menija tamo gdje je potrebno! 


Ako je vaš projekat planiran za period od 12 mjeseci ili manje, jednostavno ignorišite dio “Year 2” (Godina 2) u tabeli, ostavljajući je kakva jeste (iako su aktivnosti izlistane ispod).





Tekst koji ste unijeli pod 1.4 u Summary automatski će se prikazati pod Intervention logic za Overall objectives, Specific objective, Expected results i Activities u logičkoj matrici. Ostala polja popunite odgovarajućim tekstom. 





Da bi ispunili ovu sekciju, molimo odaberite ‘X’ iz padajućeg menija gde je to potrebno i zatim popunite ostale tražene informacije!





Pobrinite se da prije svega ispunite individualne budžete (plave i crvene radne listove - spreadsheets). Nakon što su individualni budžeti ispunjeni, ili nakon što ste ih modifikovali, molimo kliknite dugme “Recalculate”, da biste generisali zajednički budžet. 


Imajte u vidu da će se zajednički budžet generisati SAMO ako kliknete dugme “Recalculate”, kao i da morate ručno da ponovite to nakon svake modifikacije individualnih budžeta aplikanata (ako to ne učinite, pojaviće se poruka o grešci na ovoj strani i na strani gdje se nalazi tabela sadržaja).





Cijene po komadu za "Godinu 1" se unose tako što se upiše cijena po komadu za "Sve godine" (npr. kada unesete cijenu po komadu u prvoj koloni, ona će se replicirati u preostale tri kolone). 





Molimo kliknite zeleno dugme da biste unijeli novi red ispod određenog naslova ili budžetske linije. Molimo kliknite crveno dugme da biste odstranili zadnji red unijet ispod određenog naslova ili budžetske linije.





Naslovi i redovi su automatski generisani iz individualnih budžeta. “Clarification...” i “Justification...” treba unijeti ručno. Ćelije će se automatski povećati sa dozvoljenom količinom teksta.





Izvori finansiranje aplikanata mogu biti unijeti samo u obojenim poljima (ljubičasto za A1 i narandžasto za A2). Podaci će automatski biti prebačeni na naslovnu stranu! 


VAŽNO: Molimo obratite pažnju da se zbog načina na koji Excel zaokružuje decimale u individualnim budžetima može javiti poruka o grešci gde se total u izvorima finansiranja ne slaže sa iznosom u pojedinačnom budžetu određenog aplikanta, iako na izgled iznosi izgledaju identični. Tada se morate vratiti u individualni budžet i korigovati budžetske stavke gdje zbir ima više od dvije decimale (npr. 25.37 x 9.73 = 246.8501, sto Excel prikazuje kao 246.85, sto bi trebalo korigovati npr. U 25.40 x 9.70 = 246.38). Ukoliko je moguće, najbolje je ne unositi jedinice i cijene po komadu sa više od jedne decimale, kako bi njihov zbir bio najviše dvije decimale.





U ovoj sekciji priložite informacije o prethodnom iskustvu u sličnim projektima. Ako imate više od jednog projekta koje želite da opišete, kliknite na dugme Add new project (Dodaj novi projekat) da biste generisali novu tabelu. Ponovite onoliko puta koliko imate projekata koje želite da opišete. 





Molimo izaberite ‘X’ iz padajućeg menija za željenu kategoriju.





Molimo obratite pažnju da će neki podaci o identitetu i profilu aplikanata biti automatski prebačeni iz prethodnih sekcija!





Molimo kliknite ćeliju za svaki sektor i ciljnu grupu!





Sektori su automatski generisani iz prethodnih radnih listova, selektirani za svakog aplikanta.





Prije ispunjavanja ove cross-reference tabele, provjerite da li ste obilježili "select the sectors" u prethodnom radnom listu. Imajte u obzir da će samo ti sektori biti dostupni u padajućem meniju, i pored toga što jedan isti sektor može biti odabran više puta jer geografskih oblasti gdje je stečeno iskustvo može biti više od jedne. Države koje se javljaju u padajućem meniju su one koje su bile odabrane u istom prethodnom radnom listu u sekciji "Geographical area (country or region)".





Da bi kreirali ovu izjavu prvo unesite podatke o svim partnerima na naslovnoj strani pa zatim kliknite dugme "Create Statements". Izjave će zatim biti kreirane.





Upotrebite dugme Add new associates da biste unijeli onoliko tabela koliko Vam je potrebno.





Deklaracija se automatski generiše nakon unošenja informacija o aplikantima na naslovnoj strani. 





Ugovor o partnerstvu između Aplikanta 1 i 2 se automatski generiše nakon unošenja informacija o oba aplikanta na naslovnoj strani.











