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Round description
Read this first:
· The project details, and the structure and content of the project rounds are described in the overall project description and are valid for every round of exchange within the project period. 
· In this round description you are asked to provide information about the practical aspects of how you will be implementing this round. You are also expected to describe learning from the current round in the exchange project. If you are requesting for changes or deviations from the description in the original project application, describe the changes in the relevant section below.  
· The round application consists of this document, the round budget (C02) and annexes. The application is incomplete 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 document available at norec.no.
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1. [bookmark: _Toc161318331]REQUIRED ANNEXES	
In addition to this document, the application comprises the following documents:

DOCUMENTS ON BEHALF OF THE PARTNERSHIP
1) Round budget (C02)

DOCUMENTS FROM ALL PARTNERS IN THE PARTNERSHIP	Comment by Guidance: Latest annual report
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 annual financial statement 
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
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) 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.  

Note that none of the above-mentioned documents are applicable to Norwegian public sector.
1. Latest annual report to Board of Directors or owners
1. Latest audited annual financial statement
1. Unaudited/draft financial statement no more than three months old 
1. Link to the auditor’s state authorisation (If link is not available, include auditor’s certificate as an annex)

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



2. [bookmark: _Toc161318332]PROFILES OF THE APPLICANT AND PARTNER(S) 
Name of coordinating partner as in the registration document: Click here to write
Name of organisation 2 as in the registration document: Click here to write
Name of organisation 3 as in the registration document: Click here to write
Name of organisation 4 as in the registration document: Click here to write
Name of organisation 5 as in the registration document: Click here to write
Click here to add the number of organisations as applicable 
This is the round description for round: Insert number here 
Describe the financial situation of the organisations in the partnership	Comment by Guidance: Norec continuously assesses the financial stability of its partners and their capacity to manage the exchange. Include a brief assessment of the partners’ financial health and other sources of income. 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


3. [bookmark: _Toc161318333]DESCRIPTION OF THIS EXCHANGE ROUND
Describe key learning and challenges from the current round	Comment by Guidance: Briefly describe the experiences of the partnership in the current round on all the following points:

Communication, reporting routines and distribution of task among the partnership.  

Implementation of the activities and progress towards reaching the expected results of the project 

Practical aspects of managing the exchange (recruitment, insurance, accommodation, visa/work permit issues, trainings, mentoring of participants etc.)

Mitigation and management of risks identified.
	Click here to write


Describe significant deviations, changes, or modifications for this round	Comment by Guidance: Describe any changes you plan to make in this round compared with the plans presented in the overall project description. Explain why they are necessary or positive for the project to progress towards the expected results. 

Use the list below as a reference: 

 Preparation of participants at each organisation 
 Mentoring of participants
 Transfer of knowledge from participants to home  organisation
 Procedures for payment of participants’ allowance
 Visas/work permits
 Insurance
 Housing
 Recruitment strategy and profile of participants
 Participants’ tasks, assignments and activities (during exchange and/or follow-up)
 Involvement in the project by participants from previous rounds
 Expected results
 Number of exchange participants
 Emergency plans
 Participant contracts
 Auditor who audits the project funds
 Bank details
Any other changes
	Click here to write


Where and when do you plan to hold your partner meeting in this round?	Comment by Guidance: The partner meeting is a compulsory meeting between partners during each round to plan and review the progress of the project. Costs of the meeting must be included in the round budget. 

Note that for agreements of 3-5 years, the partnership should together with Norec plan for a midterm review meeting halfway through the project period. For the applicable round, the partner meeting should be planned together with the midterm review. The midterm review is normally a physical meeting with all partners and Norec. The partnership should set aside two days for the mid-term review. We advise the partnership to meet at least one day in advance to discuss relevant issues before they are joined by the Norec staff, and perhaps also to set aside some time afterwards to discuss the findings of the mid-term review together. The location of the meeting is decided upon in agreement with Norec. It should take place at the office of one of the partner organisations.
	Click here to write


Timeline for the exchange participants	Comment by Guidance: Enter information on participant contracts and travel dates for your project. You must enter information for all the participants in this round of exchange. 

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.
	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.


4. [bookmark: _Toc161318334]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
Title/position: Click here to write
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