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Norec grant for work exchange cooperation:
Concept Note (Phase 1 application)
Read this first:
· Norec’s grant for work exchange cooperation follows a two-phase application process: 

· Phase 1 Concept development: Applicants first submit a Concept note. Successful applicants will receive support to develop their project idea. 

· Phase 2 Project implementation: Applicants who complete phase 1 are eligible to apply for a work exchange project. Note that eligible applicants who apply are not guaranteed funding for their project. Successful applicants will receive support to implement their project. 

· The application is not complete without the required documents listed below.
· All documents must be complete (all pages included, and all sections filled in).
· The documents must be readable, and in English or Norwegian. Documents in other languages may be accepted if Norec has issued a pre-approval. 
· 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.


CONTENT

1.	REQUIRED APPLICATION DOCUMENTS	2
2.	FUNDING REQUIREMENTS	2
3.	PROFILES OF THE APPLICANT AND PARTNER(S)	3
4.	PARTNERSHIP	6
5.	PROJECT IDEA	6
6.	HOW DID YOU FIRST HEAR ABOUT NOREC?	6
7.	SIGNATURE	6

1. [bookmark: _Toc198886834]REQUIRED APPLICATION DOCUMENTS	
In addition to this document (the concept note), the applicant must submit the following documents for the application to be complete:  

1.1. DOCUMENTS ON BEHALF OF THE PARTNERSHIP
1) Budget (A02) (Only if applying for a physical partner meeting)	Comment by Guidance : If you fulfil Norec’s criteria for a digital partner meeting, you do not need to submit a budget. The criteria are:  

The partners must have a recent or ongoing project collaboration together, such as working on another donor-funded project.

The Coordinating partner must have visited the other partners and be familiar with their facilities.
  
If the above-mentioned criteria are not fulfilled, applicants must apply for a physical meeting. The partnership can still apply for a physical meeting even if they meet the criteria for a digital meeting.

1.2. DOCUMENTS FROM ALL ORGANISATIONS IN THE PARTNERSHIP	Comment by Guidance : Certificate of registration (not needed for public sector): Norwegian partners: Enter your organisation number from the Brønnøysund Register Centre in section 3 under name and contact information in the concept note.

Non-Norwegian partners: Provide a certificate from the relevant authority confirming your organisation is legally registered.


The annual report to the Board (not needed for Norwegian public sector) is a document summarising the operations and financial conditions of the organisation in the past year. Submit the report in PDF format or provide a link to it on your website. If you do not have an annual report, provide an explanation. The period covered must not be older than 18 months.

Audited consolidated annual financial statement (not needed for Norwegian public sector) is a document in which the financial results for the previous financial year have been audited by an external, independent and certified auditor. 
The audited period must not be older than 18 months. The audit report must cover all income and expenditure in your organisation, management letter, and auditor’s evaluation and/or recommendations. If you are exempt from being audited, provide a justification and submit an unaudited financial statement.
1) Certificate of registration (not needed for public sector)
2) Annual report to the Board (not needed for Norwegian public sector)
3) Audited consolidated annual financial statement (not needed for Norwegian public sector)

	Comments to the required application documents



2. [bookmark: _Toc189053239][bookmark: _Toc198886835]FUNDING REQUIREMENTS	Comment by Guidance : International partnership of at least two partners
You must be an international partnership, meaning that the partners are legally registered and operate in at least two different countries. It is possible for a partnership with 3 or more partners to have more than one partner in the same country.

Legally registered entities
The partners must be legally registered entities within of the following categories: 
Civil society organisations 
Public institutions
Private sector companies
Multilateral and global organisations 

Board (not applicable to all public sector institutions)
A board of directors or trustees is crucial for running an organisation effectively and setting its strategic direction. If your entity does not have a Board, provide a justification in the comment section below.

No ongoing case of whistleblowing with Norec 

Physical office
Each partner must have a physical office and be able to provide the participants with a relevant workspace to foster learning and exchange of knowledge among colleagues. 

Digital accounting software 
Norec does not accept that any of the partners use Excel as their accounting system.  

Able to receive funding from abroad
If any of the partners must apply for an authorization after the grant is confirmed or is in the process of renewing their authorization to receive funds from abroad, Norec must be informed.

Eligible countries 
In exceptional circumstances, where Norec sees that the project aligns closely with Norec’s goals and has transformative potential, partnerships may include countries not on this list. However, projects must always be implemented in a country eligible for Norwegian development assistance (ODA countries).

Audited consolidated annual financial statement (not applicable to Norwegian public sector): The audited period must not be older than 18 months. If you are exempt from being audited, you need to provide a justification and submit an unaudited financial statement.

Outstanding claims from Norec 
This refers to outstanding claims not reimbursed within the given deadline. Exceptions can be made if the organization is prohibited from reimbursing funds for reasons not connected to their financial capacity or willingness to reimburse. If this applies to any of the partners, please contact Norec to get a clarification on whether you are eligible.

Minimum 3 full-time salaried employees
To implement and manage a Norec exchange project requires sufficient resources from each partner organisation. 

The employees must work within programme, management and administration. personnel, security guards or cooks do not count towards the three full-time positions.

Exceptions can be made if any of the partners only have two full-time salaried employees and adequately explains how they cover the 3rd full-time position. 

I confirm that all partners in this application:

☐ Form an international partnership comprised of at least two partners 
☐ Are legally registered entities 
☐ Have a Board of Directors or Trustees (not applicable to all public sector institutions)
☐ Do not have any ongoing whistleblowing cases with Norec
☐ Have a physical office 
☐ Have digital accounting software 
☐ Can receive funding from abroad 
☐ Are based in Norway or in a country listed on Norec’s partner list 
☐Have an audited consolidated annual financial statement. The audited period must not be older than 18 months (not needed for Norwegian public sector)
☐ Do not have any outstanding claims from Norec
☐ Have at a minimum 3 full-time salaried employees

[bookmark: _Hlk194588100]☐ I confirm that all partners are familiar with Norec’s requirements regarding the duration of the work exchanges and age of staff going on exchange. The Norec grant primarily supports costs for the work exchange of young professionals or volunteers aged 18 — 35. Exchanges must last from 6-18 months. The exchange timeline must be planned according to Norec’s training cycle. Exceptions may apply and must be discussed in advance with Norec.	Comment by Guidance : More information about Norec’s training cycle can be found in the Norec guideline and on our website here.

[bookmark: _Hlk194662616]☐ I confirm that all partners comply with relevant national provisions of labour, health, safety and environmental legislation, as well as adhere to responsible business practices, if private companies. 

☐ I confirm that all partners meet Norec’s minimum ethical principles and have a policy for preventing sexual exploitation, abuse, and harassment (SEAH).	Comment by Guidance : To comply with Norec’s ethical principles, the Coordinating partner must establish 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.
Adopt a victim/survivor-centred approach to SEAH issues and do everything possible to prevent, detect and respond to SEAH within and related to the Project. 

If the Concept development application is approved, Norec will require partners to provide more information on the policies in above-mentioned areas in their Project application.

Norecs’ ethical principles can be found here.

	Comments to the funding requirements



3. [bookmark: _Toc198886836]PROFILES OF THE APPLICANT AND PARTNER(S)   
[bookmark: _Toc165021564][bookmark: _Toc189053241][bookmark: _Toc189225499][bookmark: _Toc191296112][bookmark: _Toc191298806][bookmark: _Toc193204388][bookmark: _Toc194654161][bookmark: _Toc198886837]3.1 Coordinating partner		Comment by Guidance : The Coordinating partner (applicant) represents the partnership towards Norec and is financially and legally responsible for the project. The partnership chooses the Coordinating partner for the project duration.
[bookmark: _Toc165021565][bookmark: _Toc189053242][bookmark: _Toc189225500][bookmark: _Toc191296113][bookmark: _Toc191298807][bookmark: _Toc193204389][bookmark: _Toc194654162][bookmark: _Toc198886838]3.1.1. Name and contact information 
· [bookmark: _Hlk159498336]Name as in the registration document: Click here to write	Comment by Guidance: Provide the legal name of the organisation. If the registered name differs from the operating name, state the legal name and put the operating name in parentheses. For Norwegian partners, the name must match the registration at the Brønnøysund Register Centre.
· Legal form: Click here to write
· Registration ID code/number as in the registration document: Click here to write
· Year of registration: 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
· E-mail: Click here to write
· Website and/or social media accounts: Click here to write
· Primary contact person for the project: 
· Name: Click here to write
· Title: Click here to write
· E-mail: Click here to write
· Phone number: Click here to write
[bookmark: _Toc165021566][bookmark: _Toc189053243][bookmark: _Toc189225501][bookmark: _Toc191296114][bookmark: _Toc191298808][bookmark: _Toc193204390][bookmark: _Toc194654163][bookmark: _Toc198886839]3.1.2. 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 Coordinating partner is the organisation that will receive the grant from Norec, for distribution within the partnership. The name of the account holder must be the same as the legal name of the Coordinating partner.
· Bank account number or IBAN: Click here to write
· Swift code or BIC: Click here to write
[bookmark: _Toc165021570][bookmark: _Toc189053245][bookmark: _Toc189225502][bookmark: _Toc191296115][bookmark: _Toc191298809][bookmark: _Toc193204391][bookmark: _Toc194654164][bookmark: _Toc198886840]3.1.3. Financial capacity 	Comment by Guidance : Each organisation in the partnership must be financially stable. It is important that each partner has sufficient financial capacity to cover unforeseen costs that may occur. The Norec-funded project should complement other projects and activities of each partner. Norec provides funds for project administration, but these may not cover all costs. It is important that each partner has additional funding or income sources to support their activities and administration.
· What is your organisation’s main sources of income? Click here to write
· How capable is your organisation of handling unexpected costs? Click here to write
· List your current donors or funders, including the duration of agreements and the amount granted/to be granted: Click here to write
· Is there any other important information about your financial situation that is not included in the submitted financial statements or this application? Click here to write 
[bookmark: _Toc165021568][bookmark: _Toc189053246][bookmark: _Toc189225503][bookmark: _Toc191296116][bookmark: _Toc191298810][bookmark: _Toc193204392][bookmark: _Toc194654165][bookmark: _Toc198886841]3.1.4. Internal administration and capacity 
	
	Female 
	Male
	Other

	
	Total
	Under 35 
	Total
	Under 35
	Total
	Under 35

	Number of paid employees
	Click here to write
	Click here to write
	Click here to write
	Click here to write
	Click here to write
	Click here to write

	Number of volunteers 
	Click here to write
	Click here to write
	Click here to write
	Click here to write
	Click here to write
	Click here to write



· Who will be involved in the project and what is their position in the organisation?  Click here to write	Comment by Guidance : To implement and manage a work exchange project requires sufficient resources and competencies from each partner organisation. Give a short description of the team members who will directly be involved on a day to day managing of the project. Do not include the staff members (participants) who will go on exchange. 
· How do you elect or appoint board members? Click here to write	Comment by Guidance : Norec requests information about the board members and the election process to understand how well the organisation can make informed strategic decisions, be accountable, tackle challenges, and achieve its long-term goals. 

If your public institution does not have a board, please provide a summary of the main decision-making body in your organization, including its members and their roles.
· Who are the current members of the board and what are their qualifications, occupation and relevant experience? Click here to write
· What is your organisation’s vision and core activities: Click here to write	Comment by Guidance : It is important for Norec to understand your organisation's vision and main activities to assess how well the project idea aligns with your goals and competencies. Provide a short summary of two-three sentences. You can refer to the annual report if the information is available there.

[bookmark: _Toc190333412][bookmark: _Toc191296117][bookmark: _Toc191298811][bookmark: _Toc193204393][bookmark: _Toc194654166][bookmark: _Toc198886842]3.2. Other partner(s)
3.2.1. Name and contact information 
Name as in the registration document: 
Legal form: 
Registration ID code/number as in the registration document: 
Year of registration: 
Visiting address: 
Postal address: 
Phone number (include country code): 
E-mail: 
Website and/or social media accounts: 
Primary contact person for the project: 
Name: 
Title: 
E-mail: 
Phone number: 
3.2.2. Financial capacity 
What is your organisation’s main sources of income? 
How capable is your organisation of handling unexpected costs? 
List your current donors or funders, including the duration of agreements and the amount granted/to be granted: 
Is there any other important information about your financial situation that is not included in the submitted financial statements or this application?  
3.2.3. Internal administration and capacity 
	Female 	Male	Other
	Total	Under 35 	Total	Under 35	Total	Under 35
Number of paid employees	Click here to write	Click here to write	Click here to write	Click here to write	Click here to write	Click here to write
Number of volunteers 	Click here to write	Click here to write	Click here to write	Click here to write	Click here to write	Click here to write


Who will be involved in the project and what is their position in the organisation?  
How do you elect or appoint board members? 
Who are the current members of the board and what are their qualifications, occupation and relevant experience? 
What is your organisation’s vision and core activities: 

Copy the sections under 3.2. and add the number of organisations as applicable
4. [bookmark: _Toc198886846]PARTNERSHIP	Comment by Guidance : If the partners have any previous experience of formal work collaboration, please describe it in this section. Norec does not require that the partners have worked together for the application to be approved.
4.1. What is the relationship between the organisations applying? Click here to write
4.2. We are applying for the partner meeting to be:☐ Digital ☐ Physical 	Comment by Guidance : If partners meet Norec’s criteria for a digital meeting, they do not need to have a physical meeting to complete phase 1. These criteria are:

The partners must have a recent or ongoing project collaboration together, such as working on another donor-funded project.
The Coordinating partner must have visited the other partners and be familiar with their facilities.

If the above-mentioned criteria are not fulfilled, applicants must apply for a physical meeting. The partnership can still apply for a physical meeting even if they meet the criteria for a digital meeting.
4.3. If digital, how do you fulfil the criteria for a digital meeting? Click here to write
4.4. If physical, when and where do you aim to have your partner meeting? Click here to write	Comment by Guidance : The purpose of this meeting is to develop the project idea further and for partners to understand each other better, including each organisation's financial management systems and routines. 

The Coordinating partner has a particular responsibility of doing their own assessment of the other partners and their ability to adhere to the Partnership agreement. 

Norec supports that two representatives from each partner to attend the partner meeting. Staff members involved in the project's implementation and decision-making from each partner should attend the partner meeting.

Norec funds a two-day partner meeting, as well as necessary travel days. The meeting can be longer at the partners' own expense.

The meeting is physical and should be hosted by one of the partner organisations, usually at their office location. 
5. [bookmark: _Toc198886847]PROJECT IDEA	Comment by Guidance : In this section, describe your initial idea for a work exchange project. 

Explain the needs and challenges in your organisation that you want to address and the results the work exchange project will achieve. Describe how exchanging competences and skills between your organizations will help address these needs and challenges and achieve the intended results.

Consider how the project can strengthen strategic and institutional learning, innovation, and development across the partnerships and within the organizations.

Reciprocity is a core value and a guiding principle for Norec. In a reciprocal partnership, all partners give and receive, sharing their skills and experience and benefiting from their partners' expertise. 

Norec expects all partners to both receive and send participants, although the number of participants and the duration of their stay can vary within the partnership.

Keep in mind the objectives of the Norec grant scheme as outlined in the call for applications on Norec's website, as well as Norec's theory of change.
5.1. What are the needs and challenges that your potential exchange project intends to address? Click here to write
5.2. What results will the potential project lead to? Click here to write 
5.3. What kind of skills and competencies will each partner bring into the partnership? Click here to write
5.4. What will each partner learn from the other partners? Click here to write
5.5. How will the exchange of staff be a relevant method to achieve the desired change? Click here to write
5.6. Which sustainable development goals will your project contribute towards? Click here to write

6. [bookmark: _Toc198886848][bookmark: _Hlk42515844]HOW DID YOU FIRST HEAR ABOUT NOREC? 
[bookmark: _Hlk193204724](Please select all that apply)

	☐ Norec-employee     
	

	☐ Norec-event    
	

	☐ Norec-webpage    
	

	☐ Another organisation
	

	☐ Search engine (e.g. Google, Bing)
	

	☐ Other
	Please specify: Click here to write



7. [bookmark: _Toc198886849]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

A01 — Revised [image: ]April 2025
Title/position: Click here to write
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