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Application for funding a CEI Co-operation Activity

Submitted by*: _______________________________________________________

via the National Co-ordinator of ______________________________

Deadlines for calls: 1 April (for implementation from July to December) 

1 October (for implementation from January to June)
	CO-OPERATION ACTIVITY

	

	1. Title of the Project

	

	2. Short Description 

(please attach more detailed information)

	

	3. Intended date and place of implementation

	

	4. Envisaged number of participants and, if applicable, registration fees 
(please specify to which Member State the expected participants belong and which arrangements for countries in special need you have made)

	

	5. Compatibility with the Plan of Action

	

	6. Participating CEI countries, other countries and/or international bodies

(list of contacts , dept., phone, fax, e-mail)

	

	7. CEI visibility

(use of CEI logo and references)

	

	8. Expected results 

(impact on the sector)

	

	9. Person responsible for project implementation 

(address, phone, fax, e-mail)

	

	10. Person responsible for expenditure 

(address, phone, fax, e-mail)

	

	INVOLVEMENT OF CEI BODIES

	

	11. Action taken within CEI Bodies:

	

	12. Participation of CEI Bodies:

	

	FINANCING

	

	13. Total budget estimate:
	€
	
	(100%)

	

	Breakdown of estimated costs (see para B5 of the “Rules for Allocation of Resources”) 

You need to indicate the unit costs per participant or per item of equipment or other resource and the total costs for the number of estimated participants

	

	

	
	
	Unit Cost (EUR)
	
	Total Cost (EUR)
	
	CEI Contribution

	
	
	
	
	
	
	

	(a) 
	…
	€
	
	€
	
	€

	

	(b)
	…
	€
	
	€
	
	€

	
	
	
	
	
	
	

	(c)
	…
	€
	
	€
	
	€

	
	
	
	
	
	
	

	(d)
	…
	€
	
	€
	
	€

	
	
	
	
	
	
	

	(e)
	…
	€
	
	€
	
	€

	
	
	
	
	
	
	

	
	TOTAL
	
	
	€
	
	€

	
	
	
	
	
	
	

	
	
	
	
	Which corresponds to:

	
	
	
	
	

	
	
	
	
	
	
	%

	

	

	14. Explain in detail how you want to use the CEI contribution, requested under item 13

	

	

	15. Other announced (or requested) contributions

	

	Host country 
	………………………………
	€
	
	%

	
	
	
	
	

	Other CEI member states
	………………………………
	€
	
	%

	
	
	
	
	

	Other sources of funding 
	………………………………
	€
	
	%

	
	
	
	
	

	TOTAL
	
	€
	
	%

	


     Date of submission:





  Signature






(if submitted by E-mail please provide your full name) 

       _______________



     ________________________________
TO BE COMPLETED BY CEI SECRETARIATS:

	CEI SECRETARIATS’ EVALUATION

	Activity in line with the CEI Plan of Action

[image: image2]
Involves CEI Countries with the greatest need for accelerated economic development or recovery
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CEI involvement and visibility 
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Recommendation by the CEI Secretariats
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Proposed allocation from the CEI Funds
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Other potential sources of funding 
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Submitted to the Committee of National Co-ordinators for decision
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CEI Funding of Co-operation Activities

Rules for Allocation of Resources

A. CRITERIA FOR THE ALLOCATION OF RESOURCES

1. Co-operation Activities cover the full range of CEI activities. They are generally small in scale, limited in time and frequently take the form of seminars, workshops, training courses or other kinds of meetings.

2. Co-operation Activities are co-financed from the CEI Co-operation Fund or the CEI Trust Fund at the EBRD
.

3. Co-operation Activities should be compatible with the CEI Plan of Action. Preference will be given to applications which are in line with the priorities reflected in the Plan of Action.

4. Co-operation Activities should be open to the participation of all CEI Member States. They have to involve at least two CEI Member States. Preference will be given to applications which foresee the participation of a large number of CEI Member States.

5. Preference will also be given to applications coming from CEI Member States “having the greatest need for accelerated economic development or recovery” (Sarajevo Declaration) 
.

6. The CEI visibility needs to be guaranteed.

7. The quality of the project and its contribution to the realisation of the overall goals of the CEI will be taken into account in deciding on the financial support to be allocated to it.

8. While the CEI contribution may, as a maximum, reach 50% of the total cost, this percentage will only be applied in exceptional cases. In general, it is expected that the CEI’s financial contribution is complemented substantially by other sources of financing.

9. The cost estimate needs to be realistic and reflect real needs and expenses in a manner which can be verified.

10. There must be a clear organisational structure with a person responsible for project implementation and fully accountable for the use of the allocated resources.

11. If after the approval of the application any changes occur with regard to the date, venue, title, scope etc. of a Cooperation Activity, the CEI Secretariat needs to be informed immediately in order to evaluate the consequences of this change for the approved amount of financial support. 

B. APPLICATION FOR THE ALLOCATION OF RESOURCES

1. Applications originating from institutions of Member States should be submitted to the CEI Secretariats through CEI National Co-ordinators.

2. In order to enable appropriate processing, the application for the planned activity needs to reach the CEI Secretariats on 1 April (for implementation from July to December) and on 1 October (for implementation from January to June).

3. The application should contain a clear outline of the activity, the projected participation, the preparation and follow-up as well as any co-organising institutions and/or governments.

4. The expected results of the event (e.g. training effect, transfer of knowledge and technology, cross-border co-operation, harmonisation of national legislation, integration effects, dissemination, publication, etc.) should be indicated.

5. A detailed budget estimate with a breakdown of costs (e.g. travel expenses, accommodation, publications, speaker fees, administrative fees, etc.) is needed. 

6. The use of the contribution requested from the CEI should be specified. The CEI, in principle, does not pay organisational or administrative costs. The CEI contribution can only be used for participants coming from CEI Member States.

7. In addition to the person responsible for project implementation, another person has to assume the responsibility for the financial management.

C. ALLOCATION PROCEDURE

1. Upon receipt of the applications, the respective Working Groups or Task Forces will be invited to evaluate the proposed Co-operation Activity.

2. The result of this  evaluation (recommended / approved / not recommended) will be communicated to the next meeting of the Committee of National Co-ordinators along with a recommendation of the respective CEI Secretariat with regard to the amount to be granted in support of the project. In making their recommendations, the CEI Secretariats will take into account the result of the evaluation by the Working Group, the compatibility with the Plan of Action and the availability of Funds. If the CNC does not meet within a month
 a Co-operation Activity can be exceptionally approved by means of a written procedure. In such a case the documentation will be forwarded by the CEI Secretariats to the National Co-ordinators who will be asked to express themselves within two weeks. Lack of response will be interpreted as a tacit approval of the Co-operation Activity.
3. The CNC decides on the allocation of resources to the Co-operation Activity in question, taking into account the recommendations of the CEI Secretariats. Allocations shall not exceed 50% of the total final cost of the project or 10% of the total resources of the Fund.

4. Should a proposed Co-operation Activity be considered of sufficient interest to warrant additional financial support, the CNC can decide to refer it to the CEI Ministers of Foreign Affairs requesting a decision on an exceptional financial contribution. 
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CEI Funding of Co-operation Activities

Disbursement and Monitoring of a CEI Co-operation Activity

A. DISBURSEMENT CONDITIONS

1. Once a Co-operation Activity has been approved by the CNC, you will be informed by the CEI Secretariats on its outcome and, as appropriate, be given additional explanations on the implementation and monitoring of the project.

2. The disbursement of the authorised CEI contribution may take place after the conclusion of the project. Normally, however, it is transferred to the organiser in two instalments.

3. Prior to the start of the Co-operation Activity you can request an advance payment of up to 50% of the authorised CEI contribution.

4. Once the Co-operation Activity is terminated, the remaining amount will be made available on the basis of expenses actually incurred.

5. This second and final disbursement cannot exceed the originally authorised CEI contribution. This means that the authorised amount and/or percentage of the CEI contribution to the total cost cannot be increased. It will, however, be lower, should certain budgeted expenses not have been made or not be adequately justified. 

6. The financial support is conditional upon the use of the CEI logo. You must, therefore, be in a position to prove that you have: 

· used the CEI logo alongside the main title of the event on the cover page;

· exhibited the CEI logo proportional in size and visibility on the announcement of the event outside of the building and/or inside the meeting room;

· exhibited CEI posters sent to you by the CEI Secretariats;

· distributed to participants the information material sent to you by the CEI Secretariats (please produce and make available to all participants copies of this material).

B. PRELIMINARY PAYMENT

1. Once a Co-operation Activity has been approved by the CNC the respective CEI Secretariat will send you a form for a “Request for Preliminary Payment”. In submitting your request you should use your letterhead and send it by fax or e-mail to the CEI Secretariats. Since your original signature is required, you ought to send the original request to the CEI Secretariats in Trieste also by mail (upon receiving your fax or e-mail the CEI Secretariats might advise you of any necessary corrections before you mail the original).

2. Please note that due to technical reasons (i.e. bank transaction), payments may take up to 30 days to arrive on your account. 

C. FINAL PAYMENT

1. After the event has taken place, you should submit your final report on the basis of the form entitled “Request for Final Payment” and send it to the respective CEI Secretariat by fax. Since your original signature is required, you ought to send the originals to the CEI  Secretariats by mail. The following annexes should be attached: 

· justification of the entire expenses of the co-operation activity, not only the portion paid by the CEI (invoices or equivalent proof of payment made) 
· a complete set of material distributed during the event (e.g. programme, brochures, invitation letter, etc.);

· the list of speakers with their complete contact data (address, phone/fax, e-mail);

· a list of participants indicating their nationality and full contact data (address, phone/fax, e-mail); 

· a summary report on the results of the event (conclusions, intended future activities) and of repercussions in the media (visibility); 

· photographic material for possible publication;

· the documentation should contain the necessary translation into English to allow appropriate processing by the CEI Secretariats.

2. Please note that the final payment cannot be made before the above-mentioned final report has been received and approved. If your expenses are not adequately documented or if they are not as high as originally estimated, deductions will be made from the Final Payment.

3. It is understood that the material prepared by the organisers in connection with the project can be used, published or distributed by the CEI without restrictions.
4. The Request for Final Payment with the annexes enumerated under point 1. needs to be submitted to the CEI Secretariat within 90 days after conclusion of the Cooperation Activity. After this period, the organiser will lose the right to claim the second tranche of the payment. Nevertheless he will need to justify the use of the Advance Payment already received and refund to the CEI the amount which could not be used in the manner originally authorised by the CNC.
D. MONITORING

In order to guarantee an adequate information the CEI Secretariats can ask a suitable person to monitor the project implementation. This could be the National Co-ordinator, a member of the relevant Working Group, or another trustworthy person having a working relationship with the CEI.

To be completed by CEI Secretariats


Ref. No. ______________________


Date: ________________________











* Please add a brief description of your organisation


� These funds are administrated by the CEI-Executive Secretariat (Co-operation Fund) and the Secretariat for CEI Projects (Trust Fund at EBRD which, while being mainly reserved for investment projects, has set aside a fixed amount which is available for Co-operation Activities provided they have economic implications).


� Member countries “having the greatest need for accelerated economic development or recovery” are defined as those countries whose per capita income is less than 2000 €. This is the case for the following nine countries: Albania, Belarus, Bosnia and Herzegovina, Bulgaria, Macedonia, Moldova, Romania, Serbia and Montenegro, Ukraine.


� There are no CNC-meetings in January, July and August
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