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Standard Form

Request
for Assistance

	Name of applicant:
	


	Dossier No
	

	(for official use only)


NOTICE
Your replies to the questions in this form are necessary to assess your Request for Assistance under the TradeCom Facility and they will be processed solely for that purpose.

On request, you may be asked additional data and / or correct or complete the one already submitted. For any question relating to the information requested, please contact the PMU for the TradeCom Facility to which the form must be returned.

Please read and complete this form with all due care and sign it.

NB:

Some of the footnotes are purely explanatory and are not to be reproduced into the application forms.

In a nutshell, the procedure for the filing and acceptance of requests is the following: 

· All beneficiaries of technical assistance under the TradeCom Facility Programme can in principle file a request for assistance using this standard form. Eligible requests must be relevant to the objectives and priorities of the TradeCom programme and contribute to clearly identify trade-related needs of the target group(s) and final beneficiaries.

· The PMU for the TradeCom Facility acknowledges the receipt of all requests.
· Upon receipt of your application, a trade expert will be assigned to deal with it. He/she will ensure that your Application falls within the mandate of the PMU and reaches acceptable quality standards. He/she may come back to you or visit you for further clarification or with ideas for your project. 

· In its evaluation of the requests received, the PMU will be guided by objective and transparent criteria. The PMU will be guided in this regard by a standard technical evaluation grid of Requests for Assistance.
· In order to ensure transparency, the PMU’s assessments will be communicated, together with eligible requests, to the Validation Committee for consideration and approval.

· Implementation must be in full compliance with EU procurement rules. The PMU will undertake all contractual arrangements for the provision of services in close contact with beneficiaries.

I.
the action

1. DESCRIPTION

1.1 Title of the Action to be implemented (the “Action”)

1.2 Location(s) of the Action

1.3 Summary

	Duration of the Project for Assistance
	

	Objectives of the action
	Overall objective(s): 

Specific objective(s): 



	Partner(s)
	Where applicable

	Target group(s)

	

	Final beneficiaries, if different

	

	Estimated results
	

	Main activities
	


NB:

Where applicable, clearly indicate the sector, theme, or geographical area for which the proposed action would apply.

1.4 Objectives
Describe the overall objective(s) to which the action aims to contribute towards and the specific objective that the action aims to achieve.

1.5 Justification

1.5.1 Description of the target group(s) and final beneficiaries and estimated number 

1.5.2 Identification of perceived trade-related needs and constraints in the target group(s) and final beneficiaries 

1.5.3 Assumptions and risks

1.6 Context of the Action

Please provide background information relevant to the request and specific needs.

1.7 Sustainability of the Action

1.7.1 How will activities be financed when the assistance ends?

1.7.2 Will structures allowing the activities to continue be in place at the end of the action?

1.7.3 What structural impact will the action have - e.g. will it lead to improved legislation, codes of conduct, methods, etc?

1.8 Implementation of the Action

1.8.1 Methods of implementation and reasons for the proposed methodology 


(Providing this information is facultative when external technical assistance is requested. In 
this case, this information is to be provided by tenderers in their technical offer)
1.8.2 Title, and as much as possible, detailed description of each activity to be undertaken to produce the results, justifying the choice of the activities and specifying where applicable the role of each partner (or associates or subcontractors) in the activities. 


(Providing this information is facultative when external technical assistance is 
requested. In this case, this information is to be provided by tenderers in their 
technical offer. However, preliminary thinking here will substantially facilitate the processing of your request and the implementation of the technical assistance).
(a) 
Overall organization of activities

(b) 
Activities


Step 1


Step 2


Step 3



….

1.8.3
When external technical assistance is requested, please indicate which kind of team 
you 
envisage would be suitable for the implementation of the action 


Example:

(Providing this information is facultative).
	Expert
	Output
	Qualification required of the expert
	Duration of the expert’s mission (days / month)
	Portion of the mission to be performed on site 

	Team Leader
	
	
	
	

	International Expert 1
	
	
	
	

	International Expert 2
	
	
	
	

	…..
	
	
	
	

	Regional / Local Expert 1
	
	
	
	

	Regional / Local Expert 2
	
	
	
	

	…..
	
	
	
	


1.9. Duration of the Action

Providing this information is facultative when only external technical assistance is requested. In this case, this information is to be provided by tenderers in their technical offer.
1.9.1 The duration of the action will be no more than 12 months.

1.9.2 Start-up date…………….

1.9.3 Phases of the Project several, pending work program developed by the expert and approved by the sub-committee

II.
THE APPLICANT

1. IDENTITY

	Full legal name :


	

	Acronym :


	

	Country(ies) of origin:


	

	Legal status :
	

	Official address:

	

	Postal address:


	

	Telephone number: Country code + city code + number
	

	Fax number: Country code + city code + number
	

	E-mail of the Organization:
	

	Website of the Organization:
	

	Contact person for this action :
	

	Contact person’s email address :
	


Any change in the addresses, phone numbers, fax numbers and in particular e-mail, must be notified in writing to the PMU for the TradeCom Facility. The PMU for the TradeCom Facility will not be held responsible in case it cannot contact an applicant.
2. OTHER APPLICATIONS MADE TO EUROPEAN INSTITUTIONS, THE EUROPEAN DEVELOPMENT FUND (EDF), EU MEMBER STATES OR OTHER DONORS.

Where applicable
2.1 Grants, contracts and loans obtained over the last three years from European Institutions, the EDF, EU Member States and other donors.


The applicant may list only actions in the same field as this proposal

	Country of intervention
	EC budget line, EDF or EU Member States
	Amount (EUR)
	Year obtained

	
	
	
	

	
	
	
	


2.2 Grant applications submitted (or about to be submitted) to European Institutions, the EDF and EU Member States in the current year. The applicant may list only actions in the same field as this proposal

	Country of intervention
	EC budget line, EDF or EU Member States
	Amount requested (EUR)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Nota Bene: The applicant is required to inform without delay the PMU for the TradeCom Facility to which this application is submitted if the same application for funding made to other donor or Community institutions has been approved by them AFTER submission of this grant application.

III.
PARTNERS OF THE APPLICANT PARTICIPATING IN THE ACTION

1. DESCRIPTION OF THE PARTNERS (where applicable. Please seek advise of the TradeCom PMU)
This section must be completed for each partner organization, co-recipient of the technical assistance).

You must make as many copies of this table as necessary to create entries for more partners.

	
	Partner 1

	Full legal name 
	

	Country(ies) of origin
	

	Legal status
	

	Official address
	

	Contact person
	

	Telephone number
	

	Fax number
	

	E-mail address
	

	Reason for the partnership (e.g. experience of similar actions, in relation to role in the implementation of the proposed action, etc.)
	

	History of cooperation with the applicant
	

	Role and involvement in preparing the proposed action
	

	Role and involvement in implementing the proposed action
	


Important: 
This application form must be accompanied by a signed and dated partnership statement from every partner, in accordance with the model provided on the next page.

2. PARTNERSHIP STATEMENT

Important: This declaration must be provided by each partner.
A partnership is a relationship of substance between two or more organizations involving shared responsibilities in supporting the implementation of the action requested for funding under the TradeCom Facility. To ensure that the action runs smoothly, PMU for the TradeCom Facility requires all partners to acknowledge this by agreeing to the principles of good partnership practice set out below.

1. All partners must have read the application form and understood what their role in the action will be before the application is submitted to the PMU for the TradeCom Facility.

2. All partners must have understood what their respective obligations under the application for Project for Assistance will be if the request is accepted. They authorize the lead applicant to represent them in all dealings with PMU for the TradeCom Facility in the context of the action's implementation.

3. The applicant must consult with his partners regularly and keep them fully informed of the progress of the action.

4. All partners must receive copies of the reports - narrative and financial - made concerning the implementation of the approved Project for Assistance.

5. Proposals for substantial changes to the action (e.g. activities, partners, etc.) should be agreed by the partners before being submitted to PMU for the TradeCom Facility. Where no such agreement can be reached, the applicant must indicate this when submitting changes for approval.

I have read and approved the contents of the proposal submitted to PMU for the TradeCom Facility. I undertake to comply with the principles of good partnership practice.

	Name:
	

	Organization:
	

	Position:
	

	Signature:
	

	Date and place:
	


	Before sending your proposal, please check that each of the following componentS IS complete and respectS the following criteria :


	To be filled in by the applicant
	To be filled in by the Contracting Authority



	
	Yes
	No
	Yes
	No

	1.  The correct form for request for assistance has been used  
	
	
	
	

	2. The form is typed and is (in English or in French)


	
	
	
	

	3. The form for request for assistance, duly completed, is sent by e-mail  or by fax to the PMU for the TradeCom Facility (info@tradecom-acpeu.org or +32-2-743.00.29)
	
	
	
	

	4. One signed original of the form for request for assistance is sent by mail 
	
	
	
	

	5. Each partner has completed and signed a partnership statement and the statements are included (if any). Please indicate “Not applicable” (NA) if you have no partner
	
	
	
	

	6. The Declaration by the applicant (Annex VI) has been filled in and has been signed
	
	
	
	

	Title of the Proposal
	


VI. DECLARATION BY THE APPLICANT 

	A. The applicant declares that:

· It undertakes to comply with the principles of good partnership practice.

· It is directly responsible for the preparation and management of the action with its partners, and is not acting as an intermediary.

· Is fully engaged in pursuing its cooperation with the PMU TradeCom Facility for a successful implementation of its request.

· It acknowledges that it may loose eligibility to obtain assistance for the action subject to this request for assistance, or other actions, should all or part of the information submitted in the present request not be correct or intentionally omits indispensable elements for the evaluation of the request. 


	B. SIGNATURE:

	I, the undersigned and person responsible in the applicant organization for the proposal, certify that the information given in this Declaration is correct.

Date:                                                                 

Name:                                                                                    Signature:

Position: 




� 	“Target groups” are the groups/entities who will be directly positively affected by the project at the project purpose level.


�	“Final beneficiaries” are those who will benefit from the project in the long term at the level of the society or sector at large.
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