[image: Logo]




Overall project description
Read this first:
· The overall project description is the main document of the application for a collaboration agreement with Norec. It outlines the framework of the exchange project. 
· [bookmark: _Hlk163807893]The application consists of this document, the round 1 budget, results framework, partnership agreement and annexes. The application is not complete without the required annexes listed below.
· All documents must be complete (all pages included, and all sections filled in).
· The documents must be readable in English or Norwegian. Documents in other languages may be accepted if Norec has issued a pre-approval.
· We advise the coordinating partner to collect all documents on behalf of the partnership and submit all documents to your assigned programme adviser in one e-mail.
· This document has editing restrictions. Information can only be added in indicated areas. Guidance on how to fill in the application can be found in the comments in this document and in the Norec guideline available at norec.no.
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[bookmark: _Toc161820355][bookmark: _Hlk510383682]1. REQUIRED ANNEXES
In addition to the overall project description and round 1 budget, the application comprises the following documents: 
DOCUMENTS ON BEHALF OF THE PARTNERSHIP	Comment by Guidance: The partnership agreement
The partnership agreement is an agreement between the coordinating partner and the other partners in the partnership, focusing on the internal roles and responsibilities in the partnership, with the same duration as the collaboration agreement. Norec has developed a template for the partnership agreement (E03), which specifies the minimum information for the partners in the agreement. Each partnership can add items to the agreement, but nothing can be deleted from the template. The partnership agreement is valid for the period of the agreement. It must be signed by a person with signature rights at each partner organisation.

Results framework
You can either use Norec results framework template or your own template, provided it includes the same elements.

Budget
Only the budget (C02) for round 1 must be submitted with the collaboration agreement application. Do not submit a budget for the whole project period.
1) Partnership agreement (E03)
2) Results framework
3) Round 1 budget (C02)
DOCUMENTS FROM ALL PARTNERS IN THE PARTNERSHIP	Comment by Guidance: Signature rights
The individual who has or has been given signature rights must sign all the agreements and budgets with Norec, and the partnership agreement. If the signatory is not the executive director (or equivalent), a power of attorney must be made for the person signing the applications, budgets and agreements.

Self-declaration on organisational conditions and practices
Norec expects all partners to comply with the standards and requirements listed in the self-declaration form. You must inform Norec if you do not comply with any specific standards or cannot meet any specific requirements. All previous and current partners must sign the self-declaration again for each application for a new agreement.

Certificate of registration (not applicable to public sector)
You must submit the following documentation to confirm that your organisation is a legally established organisation, institution, or company. 

Norwegian partners: Enter your organisation number from the Brønnøysund Register Centre under point 3 of the application. 
Non-Norwegian partners: Enclose a certificate issued by the relevant authority confirming that the organisation is appropriately registered in accordance with the laws of the country where it operates.

Statutes (not applicable to public sector)
Statutes are instruments or regulations that govern the institution or the organisation. The statutes are expressed in a formal document, which is adopted or enacted by the governing institution. Public sector entities do not have to submit statutes.

Latest annual report to Board of Directors or owners (not applicable to Norwegian public sector)
The annual report is a document summarising the activities and management of the organisation in the past year. You must either submit the report in PDF format or provide a reference to the relevant link on your organisation’s website. If you do not have an annual report, please provide an explanatory note.

Latest audited consolidated annual financial statement (not applicable to Norwegian public sector)
This is a document in which the financial results for the previous financial year have been audited by an external, independent and certified auditor. The audit report must cover all income and expenditure in your organisation, management letter, and auditor’s evaluation and/or recommendations. If you do not have an organisational audit report, please provide an explanatory note.

Financial statement no more than three months old (not applicable to public sector)
This statement shall demonstrate the organisation’s financial situation at the time when the application is submitted. It must provide information of your organisation’s income and expenditure, and balance sheet.  

Link to the auditor’s state authorisation (If link is not available, include auditor’s certificate as an annex) (not applicable to public sector)
Most countries have official registers of active and registered auditors. Please include the website of the national authority where the audit firm is registered, with a direct link to the register.  

Documentation/authorisation from the government that your organisation can receive funds from abroad (only if applicable)
In some countries, organisations or entities requires an authorisation from the national authorities to be able to receive funds from abroad.
1) Signature rights (if not already submitted)
2) Self-declaration on organisational conditions and practices  
3) Certificate of registration (if not already submitted) 
4) Statutes (if not already submitted)
5) Latest annual report to Board of Directors or owners
6) Latest audited consolidated annual financial statement 
7) Unaudited/draft financial statement no more than three months old
8) Link to the auditor’s state authorisation (If link is not available, include auditor’s certificate as an annex)
9) Documentation/authorisation from the government that your organisation can receive funds from abroad (if applicable)

	Click here add an explanatory note if you are not able to submit all required annexes


DOCUMENTS THAT MUST BE SUBMITTED IF THE APPLICATION IS APPROVED
1) Emergency plan (E08)
[bookmark: _Toc161820356]2. FACT SECTION
Project name and content	
Name (for ease of reference, give the project a short name): Click here to write

Content (Summarise the project in maximum 500 characters): Click here to write
Project duration
[bookmark: _Hlk158900003]Project period (month/year — month/year):  Click here to write	Comment by Guidance: The collaboration agreement can last up to five years. Most first-time projects will be offered a two-year agreement. State the year you intend to start and the year you intend to complete the project. Please contact your programme adviser to discuss the appropriate duration for your project.
Planned number of rounds: Click here to write	Comment by Guidance: You must specify the number of rounds you intend to complete during the project period.

A round of exchange starts with the preparatory training and continues with the period of exchange abroad (in a few cases the exchange starts with a stay at the home organisation). 

At the end of their stay abroad, participants shall attend a homecoming seminar organised by Norec. 

The start and end of the round of exchange should correspond with the Norec course schedule for preparatory training and homecoming seminar closest to the participants home or host country. Information about Norec’s upcoming training courses can be found here: www.norec.no/en/training/upcoming-training/. 

The end of each exchange is the final day of the follow-up work. A round of exchange must include a stay abroad for the participants of minimum six months and maximum 18 months. Shorter or longer periods abroad can be approved where there are good reasons for this.
Length of each round of exchange: 
· Length of stay abroad on exchange Click here to write months 
· Follow-up work: Click here to write months 
[bookmark: _Toc161820357]3. PROFILES OF THE APPLICANT AND PARTNER(S)   
Coordinating partner 
Name and contact information 
Name as in the registration document:  Click here to write	Comment by Guidance: State the legal name and put your operating name in brackets if the legal name is different from the operating name. For Norwegian partners, the name must be identical to the name that is registered at the Brønnøysund Register Centre.
Registration ID code/number as in the registration document: Click here to write
Visiting address: Click here to write
Postal address: Click here to write
Phone number (include country code): Click here to write
Email: Click here to write
Primary contact person for the project: 
· Name and title: Click here to write
· Email: Click here to write
· Phone number: Click here to write
Bank details
Name of bank: Click here to write
Visiting address: Click here to write
Name of account holder: Click here to write	Comment by Guidance: The account holder must be the same as the coordinating partner.
Bank account number or IBAN: Click here to write
Swift code or BIC: Click here to write
Auditor details 
Does your organisation conduct an internal or external audit of the annual financial statement?  Chose an item 
If external, please provide the following information: 
· Name of audit firm (as in the registration document): Click here to write
· Link to the auditor’s state authorisation (If link is not available, include auditor’s certificate as an annex): Click here to write
· Address: Click here to write
· Auditor’s email and telephone number: Click here to write
If you do not audit your finances, state this here and explain why: Click here to write
Internal administration
When was your organisation established? Click here to write
What is the legal form of your organisation? Click here to write
How many paid employees do you have (number male/female)?  Click here to write	Comment by Guidance: Every organisation involved in a Norec-supported exchange project must have at least five permanent full-time employees or equivalent volunteer capacity.
 How many are under 35 (number male/female)? Click here to write
How many volunteers do you have (number male/female)? Click here to write
How many are under 35 (number male/female)? Click here to write
Describe the structure of your organisation: Click here to write	Comment by Guidance: If the highest administrative unit in your organisation is a board, describe your procedures for election or appointment of board members. Provide information on the composition of the Board or the highest administrative unit (its members, their backgrounds and their involvement in the organisation’s affairs).
Describe your organisation’s vision and core activities/operations: Click here to write
Describe your organisations routines and procedure for preventing, detecting, and managing cases of harassment, sexual exploitation, abuse, and harassment: 	Comment by Guidance: Norec has zero tolerance for inaction against sexual exploitation, abuse and harassment (SEAH). The principle apply to all participants, staff members and partners organisations. 

In order to abide to Norecs’ ethical principles, including fulfilling the zero-tolerance requirement against corruption, The partnership must have necessary routines to; 
prevent or detect any financial mismanagement within the partnership. 
prevent and manage any cases of harassment, discrimination, or any other form of reprehensible conduct within the partnership.
have a victim/survivor-centred approach to SEAH issues and do its utmost to prevent, detect and respond to SEAH within and related to the Project. 

	Click here to write


Project management
Describe your routines for project planning, implementation, and reporting:

	Click here to write


Describe your organisation’s experience of receiving and reporting on funds from national or international partners/donors:

	Click here to write


Financial management
Can you receive and transfer funds internationally? Chose an item	Comment by Guidance: You must also describe here whether you can receive and transfer funds internationally. In a Norec-supported exchange project, the coordinating partner will receive the grant from Norec for further distribution within the partnership. All partners must be able to receive and transfer funds internationally.
If not, explain why here: Click here to write
Do you have a USD bank account?  Click here to write	Comment by Guidance: Norec requires all non-Norwegian grant recipients to have a USD bank account. 
Does your organisation have an internal or external accountant? Chose an item
What accounting software does your organisation use? Click here to write

Describe your organisation’s financial control systems and procedures (including, but not limited to, information about signature rights, internal routines for transferring of funds, reporting to board of directors/management, procurement process, approval, and processing of payments):

	Click here to write


Describe your anti-corruption policy and whistle-blower mechanism: 

	Click here to write


List your current main donors and describe your organisation’s financial situation (Financial stability, level of reserves, distribution of, and source of income):	Comment by Guidance: List your current donors, the grant amount and timeframe of the grant. If there are ongoing events in the countries you work in that may affect the partners’ financial situation, describe how this may affect the project.

	Click here to write


Organisation 2 
Name and contact information 
Name as in the registration document:  Click here to write	Comment by Guidance: State the legal name and put your operating name in brackets if the legal name is different from the operating name. For Norwegian partners, the name must be identical to the name that is registered at the Brønnøysund Register Centre.
Registration ID code/number as in the registration document: Click here to write
Visiting address: Click here to write
Postal address: Click here to write
Phone number (include country code): Click here to write
Email: Click here to write
Primary contact person for the project: 
· Name and title: Click here to write
· Email: Click here to write
· Phone number: Click here to write
Bank details (only applicable if you cannot receive funds internationally)
Name of bank: Click here to write
Visiting address: Click here to write
Name of account holder: Click here to write	Comment by Guidance: The account holder must be the same as the coordinating partner.
Bank account number or IBAN: Click here to write
Swift code or BIC: Click here to write
Auditor details 
Does your organisation conduct an internal or external audit of the annual financial statement?  Chose an item 
If external, please provide the following information: 
· Name of audit firm (as in the registration document): Click here to write
· Link to the auditor’s state authorisation (If link is not available, include auditor’s certificate as an annex): Click here to write
· Address: Click here to write
· Auditor’s email and telephone number: Click here to write
If you do not audit your finances, state this here and explain why: Click here to write
Internal administration
When was your organisation established? Click here to write
What is the legal form of your organisation? Click here to write
How many paid employees do you have (number male/female)?  Click here to write	Comment by Guidance: Every organisation involved in a Norec-supported exchange project must have at least five permanent full-time employees or equivalent volunteer capacity.
 How many are under 35 (number male/female)? Click here to write
How many volunteers do you have (number male/female)? Click here to write
How many are under 35 (number male/female)? Click here to write
Describe the structure of your organisation: Click here to write	Comment by Guidance: If the highest administrative unit in your organisation is a board, describe your procedures for election or appointment of board members. Provide information on the composition of the Board or the highest administrative unit (its members, their backgrounds and their involvement in the organisation’s affairs).
Describe your organisation’s vision and core activities/operations: Click here to write
Describe your organisations routines and procedure for preventing, detecting, and managing cases of harassment, sexual exploitation, abuse, and harassment: 	Comment by Guidance : Norec has zero tolerance for inaction against sexual exploitation, abuse and harassment (SEAH). The principle apply to all participants, staff members and partners organisations. 

In order to abide to Norecs’ ethical principles, including fulfilling the zero-tolerance requirement against corruption, The partnership must have necessary routines to; 
prevent or detect any financial mismanagement within the partnership. 
prevent and manage any cases of harassment, discrimination, or any other form of reprehensible conduct within the partnership.
have a victim/survivor-centred approach to SEAH issues and do its utmost to prevent, detect and respond to SEAH within and related to the Project. 

	Click here to write


Project management
Describe your routines for project planning, implementation, and reporting:

	Click here to write


Describe your organisation’s experience of receiving and reporting on funds from national or international partners/donors:

	Click here to write


Financial management
Can you receive and transfer funds internationally? Chose an item	Comment by Guidance: You must also describe here whether you can receive and transfer funds internationally. In a Norec-supported exchange project, the coordinating partner will receive the grant from Norec for further distribution within the partnership. All partners must be able to receive and transfer funds internationally.
If not, explain why here: Click here to write
Do you have a USD bank account?  Click here to write	Comment by Guidance: Norec requires all non-Norwegian grant recipients to have a USD bank account. 
Does your organisation have an internal or external accountant? Chose an item
What accounting software does your organisation use? Click here to write

Describe your organisation’s financial control systems and procedures (including, but not limited to, information about signature rights, internal routines for transferring of funds, reporting to board of directors/management, procurement process, approval, and processing of payments):

	Click here to write


Describe your anti-corruption policy and whistle-blower mechanism: 

	Click here to write


List your current main donors and describe your organisation’s financial situation (Financial stability, level of reserves, distribution of, and source of income):	Comment by Guidance: List your current donors, the grant amount and timeframe of the grant. If there are ongoing events in the countries you work in that may affect the partners’ financial situation, describe how this may affect the project.

	Click here to write


Organisation 3 
Name and contact information 
Name as in the registration document:  
Registration ID code/number as in the registration document: 
Visiting address: 
Postal address: 
Phone number (include country code): 
Email: 
Primary contact person for the project: 
Name and title: 
Email: 
Phone number: 
Bank details (only applicable if you cannot receive funds internationally)
Name of bank: 
Visiting address: 
Name of account holder: 
Bank account number or IBAN: 
Swift code or BIC: 
Auditor details 
Does your organisation conduct an internal or external audit of the annual financial statement?   
If external, please provide the following information: 
Name of audit firm (as in the registration document): 
Link to the auditor’s state authorisation (If link is not available, include auditor’s certificate as an annex): 
Address: 
Auditor’s email and telephone number: 
If you do not audit your finances, state this here and explain why: 
Internal administration
When was your organisation established? 
What is the legal form of your organisation? 
How many paid employees do you have (number male/female)?  
 How many are under 35 (number male/female)? 
How many volunteers do you have (number male/female)? 
How many are under 35 (number male/female)? 
Describe the structure of your organisation: 
Describe your organisation’s vision and core activities/operations: 
Describe your organisations routines and procedure for preventing, detecting, and managing cases of harassment, sexual exploitation, abuse, and harassment: 

Click here to write


Project management
Describe your routines for project planning, implementation, and reporting:

Click here to write


Describe your organisation’s experience of receiving and reporting on funds from national or international partners/donors:

Click here to write


Financial management
Can you receive and transfer funds internationally? 
If not, explain why here: 
Do you have a USD bank account?  
Does your organisation have an internal or external accountant? 
What accounting software does your organisation use? 

Describe your organisation’s financial control systems and procedures (including, but not limited to, information about signature rights, internal routines for transferring of funds, reporting to board of directors/management, procurement process, approval, and processing of payments):

Click here to write


Describe your anti-corruption policy and whistle-blower mechanism: 

Click here to write


List your current main donors and describe your organisation’s financial situation (Financial stability, level of reserves, distribution of, and source of income):

Click here to write



Copy the sections under organisation 3 and add the number of organisations as applicable
[bookmark: _Toc161820358]4. DESCRIPTION OF THE EXCHANGE PROJECT
Needs assessment	Comment by Guidance: In this section, you must put your project into a wider context and explain what needs or challenges you have identified for your organisations, your target groups, or your communities that you intend to address with this project. What do you want to change, and why? What do you want to learn from one another as organisations? What do you wish to improve in your organisation and what do you want to improve for your target group or in your community? Keep in mind the objectives of the Norec grant scheme as outlined in the call for applications on Norecs’ website.

During the introduction seminar with Norec you should have developed a SWOT (strengths, weaknesses, opportunities and threats) analysis of each partner. The areas listed under the different SWOT-categories can be used to identify areas for learning between the organisations. Apply these under the needs assessment.

Keep in mind Norec’s vision: “The world is full of knowledge and skills. Through mutual exchanges, we teach each other to think bigger, live more sustainably, and build responsible local communities.”
Explain the needs and challenges that you intend to address with your exchange project (maximum 3500 characters):

	Click here to write


Participants’ tasks, assignments, and activities	Comment by Guidance: It is important that the participants’ work description is clearly linked to the expected results. The description must cover the entire project period, including the follow-up work period, and indicate expected progress towards the results of each round of exchange. To achieve the expected results, the organisations must have made clear plans to ensure the follow-up part of each round of exchange is an integrated component of the project.
Describe the tasks, assignments, and activities you have planned for the participants while on exchange, and how these will contribute to the overall objective and achieving the expected results (maximum 1000 characters): 

	Click here to write



Describe the tasks, assignments, and activities you have planned for the participants during the follow-up work, and how these will contribute to the overall objective and achieving the expected results (maximum 1000 characters):

	Click here to write


Expected results	Comment by Guidance: The expected results shall be possible to achieve over the course of the full project period. The expected results must be achievable using Norec’s method is mutual exchange of people.

The filled in results framework with indicators, baselines, targets, and data source of verification must be attached to the overall project description.
Define your expected results with reference to the needs assessment and overall objective. 

	Click here to write


Sustainability of expected results	Comment by Guidance: By the end of the project, Norec expects you to have achieved the expected results that you planned for. You must therefore ensure that the knowledge and competences acquired by the participants during the project are transferred to the home and host organisations. Strategies for learning must be in place to use the skills and competences learnt from the participants during, and after, the project ends.
Describe how the results of the exchange project will be sustained after the project has ended. Provide a summary of your strategy for how your organisations will incorporate the knowledge gained from the Norec project.

	Click here to write


Sustainable Development Goals (SDGs)	Comment by Guidance: The UN’s Sustainable Development Goals (SDGs) and Agenda 2030 are among the pillars that support Norway’s foreign policy. For Norec, this means that the projects we support should contribute to achievement of the SDGs. For more information on the SDGs, please go to the relevant pages on the United Nations’ website: UN’s Sustainable Development Goals.
Indicate the main goal your project will contribute to and briefly describe how.

	Click here to write


Indicate other goals your project will contribute to and briefly describe how.

	Click here to write


[bookmark: _Toc161820359]5. RISKS AND RISK MANAGEMENT 	Comment by Guidance: How to make a risk assessment: 

Step 1: Identify what could go wrong in the project. 

Step 2: Consider the likelihood of each risk occurring (probability) and how it could affect the implementation of the project (impact). 

Step 3: Develop risk mitigating measures. How will you reduce the likelihood of the risk occurring? How will you reduce the consequences of the risk if it occurs? 

[bookmark: _Hlk40766105]Provide an assessment of external and internal risks that can affect the implementation of the project and hinder the achievement of expected results. Your risk analysis must include an assessment of risks related to sexual exploitation, abuse, and harassment (SEAH).

	External risk 	Comment by Guidance: External risks refer to risks outside the organisation’s control, for instance climate change; state regulations and procedures for processing visa applications, work permits and permits for international financial transactions; currency fluctuations; social or political unrest; annual rainfall/flooding or similar.
	Probability that this risk will occur (e.g. high/medium/low)
	Impact (consequence if risk happens) 
	Risk-reducing/mitigation measures

	Click here to write
	Click here to write
	Click here to write
	Click here to write

	Click here to write
	Click here to write
	Click here to write
	Click here to write



Expand the tables as needed by clicking on the plus sign in the right corner of the table.

	Internal risk 	Comment by Guidance: Internal risks refer to risks in the running of the organisation and the exchange project. Such risks may include working conditions, understaffing, staff turnover, ownership of the exchange project in the partner organisations, collaboration between partners, finding the right participants, transfer of funds within the partnership, collaboration with other actors involved, and management of exchange participants, including inadequate preparation, dissatisfaction, homesickness etc.
	Probability that this risk will occur (e.g. high/medium/low)
	Impact (consequence if risk happens) 
	Risk-reducing/mitigation measures

	Click here to write
	Click here to write
	Click here to write
	Click here to write

	Click here to write
	Click here to write
	Click here to write
	Click here to write



Expand the tables as needed by clicking on the plus sign in the right corner of the table.

Provide an assessment of how the project can affect in a negative way the cross-cutting issues of human rights, women’s rights and equality, climate change and the environment, and corruption and financial mismanagement. 

	Cross-cutting issues	Comment by Guidance:  Human rights: violation of human rights, discrimination against individuals or groups, exclusion of affected people and undermining the state’s accountability.
 
Women’s rights and gender equality: discrimination against women and girls, unequal formal rights and/or opportunities for women, men, girls or boys, unequal access to and control over resources, violence against women. 
 
Climate and environment: an unacceptable increase in greenhouse gas emissions, exposure to climate hazards, reduced resilience, pollution, land degradation and loss of biodiversity.
 
Anti-corruption: bribery, extortion, conflicts of interest, nepotism, facilitation payment and collusion.

These are cross-cutting issues in Norwegian development policy and must be taken into consideration in all Norec-funded projects.
	Probability that this risk will occur (e.g. high/medium/low)
	Impact (consequence if risk happens) 
	Risk-reducing/mitigation measures

	Human rights 

	Click here to write
	Click here to write
	Click here to write
	Click here to write

	Women’s rights and equality

	Click here to write
	Click here to write
	Click here to write
	Click here to write

	Climate change and the environment

	Click here to write
	Click here to write
	Click here to write
	Click here to write

	Corruption and financial mismanagement 

	Click here to write
	Click here to write
	Click here to write
	Click here to write



Expand the tables as needed by clicking on the plus sign in the right corner of the table.

[bookmark: _Toc161820360]6. PROJECT FRAMEWORK
Partnership cooperation	Comment by Guidance: Provide information about recruitment and follow-up of participants, project planning, implementation and reporting, and conflict resolution. These are issues that need to be discussed in the partnership before submitting the application to Norec. This will minimize the risks for misunderstandings once the project is being implemented.
Describe the communication channels and routines you plan to use for this project, and how responsibilities are shared within the partnership (recruitment and follow up of participants, project planning, implementation and reporting, and conflict resolution (maximum 1000 characters):

	Click here to write


Partner organisation responsibilities	Comment by Guidance: The participants are the main tool of every Norec-supported project and the key to achieving the expected results. For them to perform as well as possible, the partners must ensure proper recruitment and preparation of the participants before they travel to their host countries, and a proper introduction to the working environment of the host organisation on arrival. All partners must ensure adequate mentoring strategies, and plans for learning and transfer of knowledge, adapted to their context and work methods but also to each participant. The partners must also ensure satisfactory working and living conditions for the participants and that they have access to adequate health services.
Describe how each organisation in the partnership will ensure that the participants have the necessary knowledge and experience to complete the tasks, assignments and activities while on exchange:

	Click here to write


Describe each organisation’s plans for mentoring participants:

	Click here to write


Describe how each organisation will ensure transfer of knowledge from the participants to the home organisation, and continued participation in the organisation, after each round: 

	Click here to write


Information about the exchange participants	Comment by Guidance: The information provided in this section is important for Norec to assess the appropriateness of arrangements planned by the organisations and the costs included in the budget. This information includes the participant profiles, i.e. the participants’ work/educational background, qualifications and/or other experience. 

The first month of the contract for the participants is normally the month of the Norec preparatory training. All participants must have received part of their allowance or stipend prior to this. 

Accommodation costs must be safe and reasonable given the local context. When partners consider the safety of accommodations, they must consider how culture and gender of the participants might impact it. The accommodation must be comparable in standard to that of the participants’ colleagues. If you intend to accommodate more than one participant in the same apartment or house, you must ensure that all bedrooms have a lockable door. 

Norec is also interested in knowing how former participants continue to be involved in and/or contribute to the project and/or organisations in the partnership.
What will be the profile (qualifications and experience) of the recruited participants? 

	Click here to write


Will you recruit internally or externally?  Click here to write
Who will pay the participants’ allowance, and what are the procedures for this? Click here to write
What type of insurance will the participants have? Click here to write
What are the planned housing arrangements? Click here to write
Describe the work and involvement in the project of participants in previous rounds:

	Click here to write


Visa and work permits 	Comment by Guidance: It is the partner’s responsibility to ensure all legal documents (visas/work permits/passports/travel tickets/insurance) are obtained and all country-specific procedures are adhered to. This can include registration at local authorities, tax authorities or similar. The partners must make sure that the participants have all the necessary visas and permits, both for their stay in the host country and for their participation in Norec and partnership training courses. 
Norec recommends that the partners familiarise themselves with the procedures for visas and work/residence permits and start the process(es) as soon as possible.
What are the visa and work permit requirement for the participants in each country?
 Click here to write

Are there any restrictions or challenges regarding obtaining correct visa and work permits for participants?

	Click here to write


[bookmark: _Toc161820361]7. DESCRIPTION OF THE ROUNDS
In this section, the partnership must provide a preliminary plan of the number of participants and the country they will go to on exchange. 
Number of exchange participants in each round 
The intended number of participants for each round must be indicated in the following table. You can add tables if you are planning to change the number of participants in each round.

Number of Norec participants from	To Coordinating partner	Click here to write	To Organisation 2	Click here to write	To Organisation 3	Click here to write	To Organisation 4	Click here to write		TOTAL
Coordinating partner	Click here to write	0	Click here to write	Click here to write	Click here to write	Click here to write
Organisation 2	Click here to write	Click here to write	0	Click here to write	Click here to write	Click here to write
Organisation 3	Click here to write	Click here to write	Click here to write	0	Click here to write	Click here to write
Organisation 4	Click here to write	Click here to write	Click here to write	Click here to write	0	Click here to write
TOTAL	Click here to write	Click here to write	Click here to write	Click here to write	Click here to write	Click here to write


Expand the tables as needed by clicking on the plus sign in the right corner of the table.
Timeline for the exchange participants in round 1	Comment by Guidance: The participants’ contracts must be valid from the date of departure from the home country to the preparatory training until the final day of the follow-up work. 
For information on Norec training dates and locations, see our website: https://www.norec.no/en/training/upcoming-training/. 

If all the participants from the same organisation will have identical timelines, you can indicate this by writing in the heading e.g. “Participants 1-3”, depending on the number of participants.
Enter information on participant contracts and travel dates for your project. You must enter information for all the participants in this round of exchange. 

	Norec participant: Click here to fill in applicable number i.e. 1-2

	Participant(s) home country and partner: 
	Click here to write

	Participant(s) host country and partner:
	Click here to write

	Intended contract start date: 
	Click here to write

	Date participant will travel from home country: 
	Click here to write

	Norec preparatory training (place and date):
	Click here to write

	Norec homecoming training (place and date):
	Click here to write

	Date of return to home country: 
	Click here to write

	Follow-up work (from date to date):
	Click here to write

	Intended contract end date: 
	Click here to write



Norec participant: Click here to fill in applicable number i.e. 3-4
Participant(s) home country and partner: 	Click here to write
Participant(s) host country and partner:	Click here to write
Intended contract start date: 	Click here to write
Date participant will travel from home country: 	Click here to write
Norec preparatory training (place and date):	Click here to write
Norec homecoming training (place and date):	Click here to write
Date of return to home country: 	Click here to write
Follow-up work (from date to date):	Click here to write
Intended contract end date: 	Click here to write


Add tables here as needed by clicking on the plus sign to the right or by copy paste the table above.
[bookmark: _Toc161820362]8. SIGNATURE
I confirm that I am authorised to enter into legally binding agreements on behalf of the applicant (coordinating partner), and that to the best of my judgement the information in this application is correct.

Date: Click here to write

Signature: Click here to write



Name: Click here to write
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Title/position: Click here to write
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