Norec grant for work exchange cooperation:
Overall project description (Phase 2 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.
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[bookmark: _Toc198888459][bookmark: _Hlk510383682]1. REQUIRED APPLICATION DOCUMENTS 
In addition to this document (Overall Project Description), the applicant must submit the following documents for the application to be complete: 
1.1. DOCUMENTS ON BEHALF OF THE PARTNERSHIP	Comment by Guidance: The partnership agreement
The relationship between the Coordinating partner and the other partners is regulated by a separate written Partnership agreement, which must be submitted with the project application. The most recent template for the Partnership agreement available on norec.no, and all sections in the template must be completed. You can add items to the template, but you cannot remove any. This agreement outlines the duties and responsibilities of all parties involved in the work exchange project as described in the overall project description (B01). The agreement must be signed by authorized representatives from each partner organisation. Norec is not a party to this agreement. 

Results framework
You can use either Norec's results framework template available on our website or your own template, as long as it includes the required elements. See Norec’s guideline on how to fill in the results framework.

Budget
Only the budget (C02) for round 1 must be submitted with the Project application. Do not submit a budget for the whole project period. See Norec’s guideline on how to fill in the budget.
1) Partnership agreement (E03)
2) Results framework
3) Round 1 budget (C02)

1.2. DOCUMENTS FROM ALL PARTNERS IN THE PARTNERSHIP	Comment by Guidance: Financial statement no more than three months old (not needed for public sector)
This statement shall reflect 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. The report must cover a 12 month-period or the time from end of the period covered by the audited financial statement submitted with the concept note until not more than 3 months before the submission of this application.
1) Financial statement no more than three months old

Only for existing partnerships who are applying for a new agreement:	Comment by Guidance : 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.
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



Check if the information previously provided about the partners financial and administrative capacity as well as contact information and bank details still apply. Fill in and/or update the information as necessary. It will be used in the assessment of the current application. 

[bookmark: _Toc198888460]2. PROJECT SUMMARY
2.1. Project name and content	
2.1.1. Name (for ease of reference, give the project a short name): Click here to write
2.1.2. Content (Summarise the project in maximum 500 characters): Click here to write

2.2. Project duration	Comment by Guidance: Duration
The project can last up to five years. First-time projects can have a maximum two-year project. State the month and year you plan to start and complete the project. Contact your programme adviser to discuss the appropriate duration for your project.

Specify the number of work exchanges (rounds) you plan to complete during the project period and the number of participants you intend to exchange.

What is a round?
A work exchange round starts with the preparatory training and continues with the period abroad (sometimes the work exchange starts with a stay at the home organisation). At the end of their stay abroad, participants attend a homecoming seminar organised by Norec. The start and end of the work exchange round should match Norec's course schedule for preparatory and homecoming trainings. Choose the training location closest to the participants' home or host country.

Each work exchange round ends on the final day of the follow-up work. Participants must stay abroad for a minimum of six months and a maximum of 18 months. Shorter or longer periods abroad can be approved if deemed necessary. 

For more information on Norec’s training courses, visit the section on training guidelines and requirements in Norec’s guideline. Information about Norec’s upcoming training courses can be found here.

Follow-up work
The follow-up work period is the time after participants return home from the work exchange. During this period, participants complete tasks and activities for their home organisation. The follow-up work is usually two months of full-time work or the equivalent time in part-time work. This is a crucial part of any work exchange project to ensure the transfer of knowledge and skills gained abroad to their home organisation. You can apply for a shorter or longer follow-up period if there are valid reasons.

Number of participants 
The number of participants should meet the needs and expected results. Each partner does not have to send the same number of participants for the same duration, but all partners must send and receive participants.

The number of participants should be manageable. Remember that planning participants' travel and stay abroad requires administrative resources. Participants also need to be followed up and integrated both at work and outside work. We encourage new partners to start with a reasonable number of participants since the first work exchanges are also about setting up good routines and building skills for international cooperation.
2.2.1. Project period (month/year — month/year):  Click here to write
2.2.2. Planned number of rounds: Click here to write
2.2.3. Planned number of participants: 
· Total each round: Click here to write
· Total for project: Click here to write
2.2.4. Length of each round of exchange: 
· Length of stay abroad for participants on exchange: Click here to write months 
· Follow-up work: Click here to write months 

[bookmark: _Toc198888461]3. PROFILES OF THE APPLICANT AND PARTNER(S)
3.1. Coordinating partner 

3.1.1. Name of organisation: Click here to write
3.1.2. References and donor experience 	Comment by Guidance: Norec needs to know if your organisation has previous experience in project planning and implementation. This helps Norec to assess your organization’s capacity and routines for managing a project. Norec conducts reference checks to evaluate this. The listed referees should be national or international donors.
3.1.2.1. Describe your organisation’s experience of receiving and reporting on funds from national or international partners/donors:
	Click here to write


3.1.2.2. Provide references from 1-3 donors/funders who can confirm your statement:

Reference 1
· Name of organisation: Click here to write
· Name of referee: Click here to write
· E-mail: Click here to write
· Phone number (include country code): Click here to write
Reference 2
· Name of organisation: Click here to write
· Name of referee: Click here to write
· E-mail: Click here to write
· Phone number (include country code): Click here to write
Reference 3
· Name of organisation: Click here to write
· Name of referee: Click here to write
· E-mail: Click here to write
· Phone number (include country code): Click here to write

Note that by providing the above references, you consent to Norec contacting them. 

3.1.3. Financial management 	Comment by Guidance: Norec evaluates each partners financial management routines and systems. This includes details about reporting to the board or management, the process of buying goods or services, and how payments are approved and processed.

Norec expects  partners to take appropriate measures to reduce losses from currency exchange and manage fund transfers between partners, including returning any remaining funds to Norec. Currency exchange losses are not covered by Norec, so partners may want to use a USD bank account to minimize these losses.

All partners must use digital accounting software, as Norec does not accept the use of Excel for accounting.
3.1.3.1. Does your organisation have a USD bank account?  Click here to write
3.1.3.2. Does your organisation have an internal or external accountant? Chose an item
3.1.3.3. What accounting software does your organisation use? Click here to write
3.1.3.4. How will your organisation separate Norec funds from other funds? Click here to write
3.1.3.5. Describe your organisation’s routines/policies regarding approval/processing of payments Click here to write
3.1.3.6. Describe your organisation’s procurement process Click here to write
3.1.3.7. How often do the board (management if not a board) oversee organisational financial reports? Click here to write

3.1.4. Internal policies on anti-corruption and sexual exploitation, abuse and harassment 	Comment by Guidance: Norec has zero tolerance for inaction against sexual exploitation, abuse and harassment (SEAH). These obligations apply to all participants, staff members, and partner organizations. 

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. 

3.1.4.1. Describe your organisation’s anti-corruption policy: Click here to write	Comment by Guidance: An anti-corruption policy is a set of rules to prevent and address corruption in an organization. It includes actions to fight bribery, extortion, conflicts of interest, nepotism, and collusion. Norec expects all partners to take necessary precautions to avoid any conflict of interest in all matters related to the project. The policy shows the organization's promise to act honestly and openly, and it provides ways to report and handle corrupt practices.

Having an anti-corruption policy is important because it helps protect the organization from losing funds, damaging its reputation, and facing legal consequences. It helps reduce the chance of corrupt activities, promotes a culture of honesty and transparency, and ensures that the organization follows the law. Such policies also help build trust with workers, customers, partners, and the public.


More guidance can be found in the Norec guideline.
3.1.4.2. Describe your organisation’s whistle-blower mechanism: Click here to write	Comment by Guidance: Organisations that get support from Norec must have a way for people to report any unacceptable behaviour they notice at work without fear of retaliation. 

Whistleblowing is an effective way of uncovering corruption, fraud, and other wrongdoings that can harm public health, safety, finances, human rights, and the environment. Unethical or illegal conduct in business and public institutions can also hurt the organisations themselves.

Most whistleblowers first report their concerns within their organizations, as these are best suited to handle the issues. Therefore, it is important for all organisations to have safe and effective systems for handling these reports and protecting whistleblowers.

More guidance can be found in the Norec guideline. 
3.1.4.3. Describe your organisation’s policy on sexual exploitation, abuse and harassment (SEAH): Click here to write	Comment by Guidance : Organisations receiving support from Norec must have a policy in place on how to prevent, detect and respond to sexual exploitation, abuse and harassment (SEAH) within and related to the project.

The DAC (Development Assistance Committee) recommendations on ending sexual exploitation, abuse and harassement provide a comprehensive framework for preventing and responding to SEAH. You can find more information about the key pillars of their recommendations in the Norec’s guideline. 

3.2. Other partner(s)

 Copy the sections under 3.1. and add the number of organisations as applicable

[bookmark: _Toc198888462]4. DESCRIPTION OF THE EXCHANGE PROJECT
4.1. Needs assessment	Comment by Guidance: Describe 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 organisations.

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 staff members although the number and duration may vary. 

Keep in mind the objectives of the Norec grant scheme as outlined in the call for applications on Norec's website and Norec's theory of change.

During phase 1 (concept development), Norec suggests creating a SWOT analysis for each partner. A SWOT analysis helps identify Strengths, Weaknesses, Opportunities, and Threats related to a strategy or goal. For the Norec project, the goal is to determine how exchanging skills will lead to better organizational development and service delivery. The SWOT analysis will guide your needs assessment and results framework and help identify risks and mitigation strategies. 
4.1.1. Explain the needs and challenges that you intend to address with your exchange project (maximum 3500 characters): Click here to write
4.1.2. What skills and competencies will each partner bring into the partnership? Click here to write
4.1.3. What will each partner learn from the other partners? Click here to write
4.2. 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 which is mutual exchange of people. Norec expects all partners to contribute and learn from the project. 

The filled in results framework with indicators, baselines, targets, and data source of verification must be attached to the overall project description. You can use Norec’s template or your own, as long as it has the same elements. 

The results framework helps with project monitoring and implementation, and for reporting purposes.
For more guidance on how to fill in the results framework, see the section on results-based management in the Norec guideline.

If you apply for a five-year agreement, Norec will expect the partnership to have expected results on outcome-level and demonstrate solid plans for organisational learning/development.
4.2.1. Provide a short narrative description of the expected results in the results framework.
	Click here to write


4.3. Participants’ 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 work exchange. To achieve the expected results, the organisations must have made clear plans to ensure the follow-up part of each round of work exchange is an integrated component of the project.
4.3.1. How will the participants’ activities while on exchange contribute to the expected results? (maximum 1000 characters)

	Click here to write


4.3.2. How will the participants’ activities during the follow-up work contribute to the expected results? (maximum 1000 characters)
Click here to write

4.4. Sustainability of expected results	Comment by Guidance: By the end of the project, Norec expects you to have achieved the planned results. You must ensure that the knowledge and skills gained by the participants during the project are shared with their home and host organisations. You should have strategies in place to use these skills during and after the project ends.
4.4.1. How will the results of the exchange project will be sustained after the project has ended?
Click here to write

4.5. Sustainable Development Goals (SDGs)	Comment by Guidance: Norwegian development policy is built on the Sustainable Development Goals, climate goals, and human rights. Norec supports these goals and expects the projects we support to contribute to the SDGs. For more information on the SDGs, please visit the United Nations’ website: UN’s Sustainable Development Goals. 
4.5.1. Indicate the main goal your project will contribute to and briefly describe how.

	Click here to write


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

	Click here to write
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In this section, the partnership must provide a preliminary plan of the number of participants and the country they will go to on exchange. 
5.1. 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.
5.2. Timeline for the exchange participants in round 1	Comment by Guidance: Participants' contracts must cover the time from when they leave their home country for the Norec preparatory training until the end of their follow-up work. Norec needs to know where participants are for safety and communication reasons.

For Norec training dates and locations, visit our website here. 

If all participants from the same organization have the same timeline, you can write in the heading "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

	Participant(s) work location during the stay abroad:
	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
Participant(s) work location during the stay abroad:	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 copying and pasting the table above.
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6.1. Project management	Comment by Guidance: Norec reviews the team and the routines in place to manage the project. Clear roles and responsibilities help deal with potential challenges and conflicts. It also keeps the project on track, identifies risks, and helps make good decisions to achieve the goals.
6.1.1. Aside from the participants, who from each organisation will be involved in the project, and what will be their role and responsibilities? Click here to write 
6.1.2. How will the partners resolve conflicts that may occur in the project? Click here to write
6.1.3. How will the project be monitored and reported on? Click here to write

6.2. Recruitment 	Comment by Guidance: Participants are crucial to every Norec-supported project and essential for achieving the desired outcomes. It is important to describe participant profiles in detail to ensure the recruitment of the most suitable candidates based on their work or educational background, qualifications, and experience. More advice about the recruitment process can be found in part two of this guideline.

All partners must agree on the recruitment criteria. Participants must be recruited based on these criteria and the tasks described in the application. Each organisation involved must assess the candidates they will receive.  

It is important that participants in the work exchange program can communicate well enough to do their jobs. The working language should be considered when selecting participants.
6.2.1. What will be the profile (qualifications and experience) of the recruited participants? Click here to write

6.2.2. Describe the recruitment process: Click here to write
6.2.3. Will you recruit internally or externally?  Click here to write

6.3. Preparation and follow-up of participants	Comment by Guidance: The preparation and follow-up of participants are important for sharing skills and knowledge between the participants and the host organization. Partners must prepare participants well before they travel to their host countries and introduce them properly to the host organization upon arrival. All partners should have good mentoring strategies and plans for learning and transferring knowledge, adjusted to their context and methods as well as to each participant. If job-specific or context-specific training is organized, the learning goals should be clearly described.
6.3.1. How will you prepare the participants for the exchange? Click here to write
6.3.2. Describe each organisation’s plans for mentoring and supervising participants: Click here to write
6.3.3. Describe how each organisation will ensure transfer of knowledge from the participants to the home organisation after each round: Click here to write

6.4 Practical issues	Comment by Guidance: Partners also need to ensure that participants have satisfactory working and living conditions and access to adequate health services. 

The first month of the participants' contract is usually when they attend the Norec preparatory training. It is recommended that participants receive part of their allowance or stipend beforehand.

Accommodation must be safe and reasonably priced, considering the local context. When assessing the suitability of accommodation, the partners must take into consideration the participants’ culture and gender. It should be comparable in quality to that of their colleagues. If you plan to accommodate more than one participant in the same place, make sure each bedroom has a lockable door.

The partners must ensure that participants have all the necessary legal documents like visas and permits for their stay in the host country and for their participation in Norec and partnership training courses. This can include registration with local authorities, tax authorities, or similar entities.

Norec recommends that partners get to know the procedures for visas and work or residence permits and start these processes as soon as possible.

For more information on Norec’s requirements and recommendations for practical arrangements and the preparation and follow-up of participants, see Part two: Managing a work exchange project in these guidelines.
6.4.1. Who will pay the participants’ allowance/stipend, and what are the procedures for this? Click here to write
6.4.2. What travel and health insurance will the participants have? Click here to write
6.4.3. What are the planned housing arrangements? Click here to write
6.4.4. What are the visa and work permit requirements for the participants in each country? Click here to write
6.4.5. Are there any restrictions or challenges regarding obtaining correct visa and work permits for participants? Click here to write

[bookmark: _Toc198888465]7. RISKS AND RISK MANAGEMENT 
[bookmark: _Hlk40766105]Norec expects the partnership to identify and address internal and external factors that can negatively affect the implementation of the project, and hinder the achievement of expected results. The partnership must reflect on how to prevent, mitigate and manage the identified risks. 
The risk analysis must include an assessment of risks related to sexual exploitation, abuse, and harassment (SEAH). 

7.1. External risks 
	External risk 	Comment by Guidance: External risks are factors the partnership cannot control, like climate change, government rules for visas and work permits, currency changes, political unrest, or natural disasters.
	Probability that this risk will occur (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.

7.2. Internal risks 
	Internal risk 	Comment by Guidance: Internal risks are factors within the partnership and each organisation, like working conditions, not having enough staff, high turnover, how well partner organizations work together, recruiting the right participants, moving funds between partners, and managing participants, including issues like poor preparation, dissatisfaction, or homesickness.
	Probability that this risk will occur (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.

7.3. Cross-cutting issues 	Comment by Guidance : To prevent and reduce any negative impacts, partners should follow international and national guidelines and best practices related to their field of work.

Partners need to constantly evaluate and adapt their measures to address the risks identified.

Private sector companies should follow international standards for responsible business conduct, like the OECD guidelines for Multinational Enterprises and the UN guiding principles on Business and Human Rights.

Norec expects partners to involve all stakeholders in developing and carrying out the project. This ensures the project doesn't violate the rights of those potentially affected. Stakeholders directly affected by the project should have the chance to share their opinions, concerns, and feedback throughout the project's duration.
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. Identify the main risks and strategies to prevent, mitigate and manage the identified risks. 
Click here to write
	Cross-cutting issues	Comment by Guidance: Cross-cutting issues include the following risks:

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.
	Probability that this risk will occur (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.
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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
[image: ]B01 — Updated April 2025
Title/position: Click here to write
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