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Project document
The Project document should not exceed 20 pages. 
Make sure to start working on the questions in section 2 (Background, context, and problem analysis), then section 3 and 4, before the summary in section 1 can be filled out towards the end. 
All the guiding text in italics should be deleted before the project document is submitted. 

1. Summary
1.1 Title 
Cannot exceed 72 characters, including spaces. 

1.2 [bookmark: _Hlk190341566]Implementing organisation
The organisation that holds the agreement with the Norwegian Digni member organisation and oversees local implementation. 

1.3 Implementation period
Estimated start and end date of the project

1.4 Brief general description of the project (max. 1000 characters)
 A concise and informative description of the purpose and the most important activities in the application. The project description cannot exceed 1000 characters, including spaces. 


1.5 Estimated long-term budget (NOK)

	
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	
	NOK
	NOK
	NOK
	NOK
	NOK

	
	 
	 
	 
	 
	 

	Total annual budget
	 
	 
	 
	 
	 

	 
	
	
	
	
	

	Total costs
	 
	 
	 
	 
	 




1.6 Thematic areas
Identify which of Digni’s thematic areas the project responds to and estimate the percentage distribution between the different areas. 
	Thematic area
	Respons to thematic area
	% of budget

	Civil society (mandatory)
	X 
	 

	Good health
	 
	 

	Peaceful relations
	 
	 

	Environmental sustainability
	 
	 

	Quality education
	 
	 

	Economic empowerment
	 
	 




1.7 Where will the project be implemented:
Geographic location (village/municipality, province, country), include population/size

1.8 Project impact and outcome goals
List the project’s impact and outcome goals. These should be phrased exactly as in the results framework (attachment) and Theory of Change (3.1.). 

2. Background, context, and problem analysis
2.1 Problem analysis 
Describe the problem addressed by the project, including reflections of the root causes and how they have been identified. Include specific information about the scope of the problem, who is affected etc. 
How does the project proposal fit with the priorities and needs expressed by project participants and national development plans/priorities? How have these needs been identified? 
The root causes identified should be directly addressed by the Outcome Goals of the project. The overarching problem addressed should be directly linked to the Project Impact Goal. The problem analysis forms the basis for the results framework, Theory of Change, and Project Description. 

2.2 Context analysis. 
Describe the context in which the project will take place. What political, legal, economic, social, ethnic, cultural, and religious factors influence the problem and the context. This section should include an explanation for choice of geographical location. Pay specific attention to the religious landscape and related power dynamics.

2.3 Alignment
Describe the projects alignment to the country priority and the implementing partner’s strategic plans.

2.4 Project participants 
Who will directly and indirectly participate/be involved in and benefit from the project? How and based on what criteria are they selected? How will the project ensure inclusion of groups living in poverty and marginalisation (e.g., ethnic and/or religious minorities, Indigenous people, people with disabilities, children, elderly, etc.)? How does the project contribute to leaving no one behind and the Sustainable Development Goals agenda? 

2.5 Stakeholder assessment
Describe how different stakeholders are/will be involved in the various phases of the project (preparation, design, implementation, monitoring, evaluation, exit/phase-out). Include information about who the stakeholders are (project participants as well as other relevant stakeholders, like religious/traditional leaders, NGOs, governments, businesses, networks, etc.), what their needs, interests and concerns are, assess their influence and power, and outline how they will be engaged. 

2.6 Gender analysis 
A gender analysis describes the situation for women and girls, men and boys in their local context and how the project will impact this situation, as well as a strategy and/or plan for how the project will work toward improving equality between genders. A gender perspective should be mainstreamed throughout the PD and all phases of the project. 
Guiding questions for the gender analysis: What gender differences are there in the project context (e.g., regarding roles and responsibilities; power relations; voice and decision making; access to and control over resources and services; attitudes and behaviours in relation to being man or woman)? What factors in the context advance or impede gender equity/equality (politics, legal and social norms, belief systems etc)? How will the project take this into consideration in planning, implementation, follow up and evaluation? How will the different voices and needs of women and men be considered in the project (e.g., regarding timing, location etc)? How will the project make sure that women are encouraged and enabled to participate in the various phases of the project? How will the project contribute to gender equality/equity both directly and indirectly? 

2.7 Environmental assessment
All projects must conduct a basic environmental assessment: Describe environmental or climate related challenges that may be relevant for the project participants or the project implementation. How have these affected the project design and activities? What positive environmental effects will the project contribute to? How can the project contribute to increased awareness around environment/climate? How can the project contribute to sustainable use of resources? What waste will the project produce and how will that be managed? How might the intervention mitigate risks related to biodiversity and disease transmission? Will the intervention include training in environment and sustainable development or contribute to increased environmental awareness? (this is not mandatory, but should be included in the assessment if applicable) 
If the project will work specifically on environmental/climate related issues, a more thorough and in-depth analysis is required.

2.8 Conflict analysis/Do No Harm
Analyse the specific context, identify the root causes, power dynamics, and impacts of conflict/tensions relevant for the intervention. Relevant questions include: What forms of conflict exist? Describe both open and subtle conflicts, ranging from overt violence to subtle tensions/disagreements between groups. Who are the key actors involved? What are the root causes, like ethnicity, religious identity, or socioeconomic disparities? What are the primary drivers and potential escalation triggers? How can conflict or tension influence the intervention, and conversely, how might the intervention impact the conflict, either positively or negatively? What unintended negative or positive consequences might arise from or be affected by the intervention?

2.9 [bookmark: _Toc132094491]Assessment of religious inequalities and FORB
This assessment is mandatory for projects that specifically address religious inequalities or freedom of religion or belief (FORB). Other projects are encouraged to give a brief assessment, but it’s optional. Provide an assessment, based on the following guiding questions: What is the role of religion in the context (religiously based attitudes, role of religious communities and religious leaders, relations between religious groups)?  What is the situation regarding religious inequalities, i.e., are there groups in the society/project context that are marginalised/discriminated against based on their religious or faith identity? If so, in what ways? What is the situation regarding Freedom of Religion or Belief (FORB) in the context, including government restrictions and social hostilities affecting people’s ability to freely belong to, change and express their religion or belief? How do these inequalities and FORB limitations affect the project and in which ways will the project influence/address these inequalities/limitations? 

2.10 Risk analysis
Please provide a risk analysis (see attached tool on cross – cutting issues) on gender equality, environment, financial management, human rights (including SOGIE and people with disabilities)

3. Project design
3.1 Theory of change
Provide a narrative description of the theory of change. This section builds upon the problem analysis and context analysis. A well developed “problem tree” can be one useful tool to help build the Theory of Change. Please submit the ToC by15th of April to Head Office in order to secure a quality ToC. 
Guiding questions: 
· On the basis of the problem analysis: What is the desired change (Impact Goal) of the project? 
· Do a backward mapping. What main conditions must be in place for the desired change to happen? These should be the project Outcome Goals.
· In the next steps: What conditions must be in place for each of the Outcomes to happen? These steps should help identify Outputs – and in some cases intermediate Outcomes - of the project.
· How are the different conditions linked together? Describe the underlying assumptions on why and how the various conditions are linked together.
· When Outputs and Outcomes become clear, activities and interventions can be identified. Link activities systematically to the identified goals. 
· Review: How realistic is it to achieve the desired change (Impact) through the suggested interventions?  What preconditions need to be in place for each of the conditions/goals to be achieved?
· Remember to incorporate learnings from previous project phase
A Theory of Change diagram can be attached to support the narrative (optional). 
The Theory of Change forms the basis for the Results Framework and the Project Description. Ensure that the Impact and Outcome Goals are identical in the Theory of Change, Results Framework (Attachment B) and in the section Project Impact and Outcome Goals (1.6.). 
Once the Theory of Change has been written up, the main impact, outcome and output goals can be transferred to the Results Framework and elaborated further. In this process, SMART (Specific, Measurable, Achievable, Relevant, and Time-bound) indicators can be developed to track the progress and achievements of the project. 
This exercise will also help inform the activity plan and budget of the project. 

3.2 Knowledge management
This section should be considered in connection with section 4.3 (monitoring systems). “Knowledge management” is about how to make use of learning prior to, underway and after the project. Section 4.3 is about describing the systems to ensure control and learning. 
Describe the knowledge base for the theory of change. Show and refer to evaluations and research that support the project’s choice of approach, and its expected effectiveness and efficiency. 
Describe the experience and knowledge that has been used to choose and develop the approaches and activities. Also describe how the project will incorporate recommendations and learning points from other projects/previous project periods and past evaluations. Is the approach “best practice”? If this is not clear, provide a justification. 
Describe how learning will be captured and used for decision making and adjustments underway and after the project. This applies to all projects and is particularly crucial if the initial knowledge base of the project has limitations. 
Please describe how results data is collected, by whom, when, and the routines for quality assurance and assessment/analysis.
Describe how the learning generated in the project will be shared to benefit actors beyond the project structure. 

3.3 Strengthening civil society
Describe how the project will strengthen civil society in the project context (organising local communities, solving challenges together, strengthening rights-holders to hold duty-bearers accountable, mobilising faith-based assets, strengthening local partners etc.). Pay particular attention to the religious context and the faith-based actors’ roles in civil society, if relevant. Guiding questions: What is the potential added value of faith-based actors in mobilising religious leaders and faith-based assets? How will the project build on and strengthen the capacity of the local community? How will the project strengthen community-based organisations/institutions? How will the project seek to bring about lasting change by influencing policies and practices of those in positions of power (advocacy)?

3.4 Cooperation and local ownership
Describe the cooperation with project participants, other community groups and relevant networks/other organisations. How does the project design secure local ownership, representation of the local community, grassroot involvement, and meaningful and active participation of project participants? What are the relationships between the implementing organisation and the local community? Please describe your experience in working on the specific thematic area. 

3.5 Exit strategy and sustainability
Describe your exit strategy and the most likely scenario after this project period – will the project end, be extended into a new period, expand in scope, handed over?  How will this be done?
Describe how you plan to secure sustainability and long-term results/impact, e.g. after project funding has ended. Assess various forms/aspects of sustainability, e.g. when it comes to access to financial resources, organisational/structural sustainability, changes in attitudes, laws/policies, ownership, technological and infrastructural sustainability including maintenance of what has been built up, environmental sustainability etc . 

3.6 Cost – effectiveness 
Please give an assessment of the cost – effectiveness of the project design with  regard to achieving the objectives. Are the approaches and inputs presented in the project proposal the most cost-effective way to achieve the desired change? Why? Have other approaches been considered?

4. Project management
4.1 Organisation and resource/personnel allocation
Describe the project’s organisation, structure, resource/personnel allocation (full-time/part-time), and decision making. What personnel will be involved in the project and what will their roles and responsibilities be? How will you secure the necessary competence? How does the organisation of the project relate to the overall organisation of the implementing partner. If possible, please illustrate this with an organogram.

4.2 Financial management
Describe how the project will work to prevent financial mismanagement and corruption. What anti-corruption procedures and systems are in place? How are the systems for cost sharing (i.e., partner’s administration costs, billing of car use, staffing, etc.)? 
Describe contributions by local partner, participants, local communities, or other local actors (e.g., volunteer time, participation fees, in-kind donations, sponsorship etc). If multiple donors are funding the project, outline the contribution that each donor will be making. 

4.3 Financial checklist. 
	Indicator
	Met
	Needs Work
	Comments

	ROUTINES

	The project has a financial management manual
	
	
	

	There is a segregation of duty between accounting and handling of cash
	
	
	

	Routine in place for authorizing cash requests
	
	
	

	Routine in place for timely and sufficient returning of vouchers
	
	
	

	Maximum rule for cash balance in the safe
	
	
	

	The project has its own bank account.
Procedures for approval, signatories and thresholds are in place.  
	
	
	

	Routines in place for procurement of goods and services.
	
	
	

	Guidelines for recruitment of personnel.
	
	
	

	The general ledger account is well suited and reasonable, considering the size and the extent of the project.
	
	
	

	Procedures for ensuring correct classification to project and up-to-date accounting are in place.
	
	
	

	The accounting is done in a certified accounting software.
	
	
	

	There is a back-up system for the accounting software.
	
	
	

	Routines for handling and certification of vouchers are in place.
	
	
	

	Routines in place for transparent handling of petty cash.
	
	
	

	Plans for timely financial reporting on budget versus actual to board and staff in the projects.
	
	
	

	Fixed asset register[footnoteRef:2] in place and routines for reporting waste regularly [2:  Fixed asset normally represents equipment and machinery, real estate holdings, fixtures, buildings and other items. Fixed assets typically lose value over time or depreciate.] 

	
	
	

	Inventory register[footnoteRef:3] in place and routines for reporting waste regularly [3:  Inventory consists of materials that an organization intends to sell or that it consumes during day-to-day operations. It is the company’s product, or it is a component used to create the company’s product.] 

	
	
	

	Logbook for vehicle use in the project established
	
	
	

	Agreement in place between local and   Norwegian organizations
	
	
	

	Agreement made with ex-pats in the project
	
	
	

	Contracts in place with all employees in the projects
	
	
	

	Plans for annual independent audit to be carried out by a certified auditing company.
	
	
	

	Agreement in place between the local and the Norwegian auditors.
	
	
	

	Plans for communication between the local auditor and the Norwegian auditor.
	
	
	

	Familiarity with Digni’s Policy Document for Combating Corruption.
	
	
	

	Familiarity with Digni’s Guidelines for the Handling of Corruption, Suspicions of Corruption or Bad Financial Management
	
	
	

	The organization has guidelines for combating corruption
	
	
	

	The organization conducts awareness raising/ capacity building activities related to corruption.
	
	
	

	The organization is familiar with and adheres to the General Conditions and Procurement Provisions from The Norwegian Development Agency (Norad)
	
	
	



4.4 Monitoring systems
Please consider this section in relation with section 3.2 (Knowledge Management). This MERL section should describe the systems and practices that will be used in the project, while section 3.2 should describe how to make us of knowledge, prior to, during and after the project. 
Describe the systems for monitoring, evaluation, research, and learning (MERL) in the project. How will activities, progress, results and risks be systematically monitored and assessed? How will data be collected and what systems and practices for quality assurance and data analysis will be used? How will reviews, evaluations and/or research components be integrated in the project? How will the Theory of Change and results framework be used and revisited during the project cycle? What arenas for learning are integrated in the activities – with project participants, organisation, donors, local partners, and other actors?  How will MERL systems and activities be connected to financial management? 

4.5 Baseline
Has baseline data been prepared? If no, please describe the project’s plan to establish baseline values for the indicators in the results framework. Baseline data should be provided for each indicator in the results framework/LFA. For new projects, baseline data may be collected within the first 6 months of project engagement. For new project periods, baseline data must be collected by the end of the preceding project period.  

DECLARATION
We confirm that we are authorized to enter into legally binding agreements on behalf of the applicant organizations, and we confirm that to the best of our judgement the information in this application is correct




(Signature)						
Name and title						
Implementing partner					





Mandatory attachments to the project application:
A. Project results framework/LFA[footnoteRef:4] [4:  For new projects, baseline figures and targets must be provided within the project’s first six months. For projects that are applying for a new phase, the baseline and targets must be provided before the new phase begins. The cost of conducting baseline research for a new project phase can be covered by the project’s budget for the current phase.  ] 

B. GRF
The main impact, outcome and output goals can be transferred to the Results Framework and elaborated further, after the Theory of Change has been written up. In this process, SMART (Specific, Measurable, Achievable, Relevant, and Time-bound) indicators can be developed to track the progress and achievements of the project. 
C. Detailed activity plan for the first year
D. Risk analysis tool and any other analysis tool that is pertinent to the context or project.
E. Framework members: Documentation of assessment and approval (written by NMS)
F. An explanation of expat staff needed in the project (written by NMS)
