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Application Form Guidance

https://www.gov.uk/government/world/british-virgin-islands 

Project Concept
Basic Information
Programme Indicator:  Leave blank.  The Project Officer, Governor's Office, will enter this indicator.
Country Business Plan Objective:  Leave blank.  The Project Officer, Governor's Office, will enter this indicator.
Project Title:  Use a short and succinct project title.
Cost to FCO:  This is the total FCO cost of the budget, taken from the costs section below.  The summary total is placed here so we can quickly see the costs involved.
Project Start and End Dates:  Enter the anticipated start and end dates.
Project Purpose:  This should be one clear and succinct sentence describing the anticipated change.  What is the immediate outcome or direct benefit the project will achieve?  Think in terms of the immediate change or overall result that the project aims to bring about.  This is the fundamental reason you are doing the project.  It should not contain project details which can be described elsewhere on the form.
Project example: “Train the Trainers” – Improved anti-corruption training capacity”

Background:  Using a maximum of 250 words please include a brief analysis on the problem the project is attempting to address and why it is a priority.  Also provide succinct information on the project context and any relevant information on other complementary initiatives.  Bids for training should confirm that the area of study is relevant to the officer’s development and explain why expenditure has not been included in departmental training budgets.  
Main Activities:  List the tasks which are planned.  This should be in sufficient detail to allow third parties to see the link between the activities and the planned outputs.  Background on the activities should be provided in the previous question.
Project example: if the output is people trained in the basic anti-corruption course, the activities would include: attendance at training courses, an assessment of skills gained, and endorsement or formal qualification received.  

Outputs:  Please list here all of the outputs you expect the project activities to deliver such as the number of persons trained, handbooks produced or direct beneficiaries of the activities.  Outputs help to assess the value for money of the proposed activities and should seek to deliver long-term, strategic changes within the BVI.

Project example: “Three newly qualified trainers and a 50% increase in the number of staff trained in the basic anti-corruption course within 12 months.”
Does the project have local or host government support and engagement?  Yes or no?  Provide a brief explanation.  All stakeholders must have been fully consulted in the proposal and that they are in agreement with the way in which it will be implemented.  

How will the project be monitored and by whom?  You should give details of how progress will be measured – what the current situation is and what will be different at the end of the project.  For example, if the output is to train people in a particular skill, how many people have that skill now, how many will have it at the end, how will this be certified or reported?

How will you ensure that all procurement is fair and transparent and seeks VFM?  The UK is committed to ensuring that projects we fund are not open to fraud or corruption.  Please explain how the project will provide value for money and any significant assumptions that have been made when working out the budget.
Implementing Organisation:  The person/people/organisation responsible for completing the bulk of the project work.  They will be responsible for the project evaluation.  List contact details. 
Beneficiary Organisation:  The person/group directly benefiting from the project.  List contact details.
Detailed Budget Breakdown
Applicants should complete a detailed budget breakdown Excel spreadsheet.  This should be your best forecast of the costs of the proposed project activities (eg. flights, airport transfers, hotel accommodation, fees, wire transfer fee etc).  Budget lines for unspecified contingencies (eg miscellaneous) will not be accepted.  If the project is successful, we cannot guarantee any financial shortfalls are met.  Travel must be the most direct and cheapest available (economy class).  
In the event of a project taking place out of the Territory*, please be aware that participants are expected to arrange adequate travel insurance to cover any emergency.  If needed, the cost of the premium should be entered on the budget.

*The UK has a reciprocal healthcare agreement with the BVI.  If you are visiting the UK and need urgent medical treatment, you will receive emergency medical attention similar to that which a UK resident receives under the NHS.  Not all treatments are free of charge: for instance you will have to pay for emergency dental and optical treatment.  The agreements however do not cover the cost of repatriating you or routine monitoring of pre-existing conditions.  Therefore, you should ensure you have a valid private travel insurance policy when travelling to any country.  

Think ahead to payment methods.  If a wire transfer will be required, please include details of any fees.  UK suppliers can sometimes be paid via a UK Purchase Order.

The FCO does not provide clothing or luggage allowances.  Meals and agreed incidental costs are based on geographical expenditure limits and are on an ‘actuals’ basis with no advances (see annex).  

The FCO will cover the actual costs of laundry and internet useage for visits of seven (7) consecutive nights only.  No other incidentals are covered (eg room service, adapters, toiletries/cosmetics, excess baggage, mini bar, room service, telephone calls, airport/hotel tipping, airline upgrades, priority seating).
Activity Based Budget – Successful Projects Only
Successful projects will also need to complete an Activity Based Budget (ABB) Excel spreadsheet.  This allows us to accurately plan your spend.
A Project Completion Report is due up to 3 months (3 months is a maximum) after the project is over and is linked to the final payment.  It is required for all projects.  
Applications must be submitted electronically in Word (Application Form) and Excel (Budget Form) format to Claire.Hunter@fco.gov.uk  by Friday 31 May 2013.
ANNEX – GEOGRAPHICAL EXPENDITURE LIMITS (FCO)

Please note: the Governor’s Office does not issue advances for meals and other incidentals.  Claims should be submitted on return to the Territory with accompanying receipts. 

Additional country guides are available on request.
	ANGUILLA

	Description
	Max Amount Claimable
	Notes

	Breakfast
	US$10-$13.00
	

	Lunch
	US$10-$22.00
	

	Dinner
	US$20-$45.00
	

	Departure Tax
	US$20.00

US$20.00

US$5.00
	Airport

Ferry Port/Non Residents

Ferry Port/Residents 


	ANTIGUA

	Description
	Max Amount Claimable
	Notes

	Breakfast
	EC$15.00
	

	Lunch
	EC$65.00
	

	Dinner
	EC$110.00
	

	Departure Tax
	EC$70.00
	


	BARBADOS

	Description
	Max Amount Claimable
	Notes

	Breakfast
	BD$25.00
	

	Lunch
	BD$50.00
	

	Dinner
	BD$90.00
	

	Departure Tax
	None
	


	BERMUDA

	Description
	Max Amount Claimable
	Notes

	Breakfast
	US$25.00
	

	Lunch
	US$35-50.00
	

	Dinner
	US$75-90.00
	

	Departure Tax
	Included in ticket
	


	BRITISH VIRGIN ISLANDS

	Description
	Max Amount Claimable
	Notes

	Breakfast
	US$15.00
	

	Lunch
	US$15-25.00
	

	Dinner
	US$40.00
	

	Departure Tax
	US$20.00 – airport

US$5.00 – ferry
	

	Self catering flat rate
	US$40.00
	Per day


	CAYMAN ISLANDS 

	Description
	Max Amount Claimable
	Notes

	Breakfast
	CI$16.00
	

	Lunch
	CI$25.00
	

	Dinner
	CI$45.00
	

	Departure Tax
	-
	


	UNITED STATES - MIAMI

	Description
	Max Amount Claimable
	Notes

	Breakfast
	US$10-15.00
	

	Lunch
	US$25.00
	

	Dinner
	US$45.00
	

	Departure Tax
	None
	


	UNITED STATES – WASHINGTON DC

	Description
	Max Amount Claimable
	Notes

	Breakfast
	US$20.00
	

	Lunch
	US$25.00
	

	Dinner
	US$45.00
	

	Departure Tax
	None
	


	MONTSERRAT

	Description
	Max Amount Claimable
	Notes

	Breakfast
	EC$40.00
	

	Lunch
	EC$55.00
	

	Dinner
	EC$120-250.00
	

	Departure Tax
	EC$55.00
	


	TURKS & CAICOS ISLANDS 

	Description
	Max Amount Claimable
	Notes

	Breakfast
	US$12.00
	

	Lunch
	US$18.00
	

	Dinner
	US$35.00
	

	Departure Tax
	None
	


	UNITED KINGDOM 

	Description
	Max Amount Claimable
	Notes

	Breakfast
	£14.10
	Breakfast normally included in hotel rate

	Lunch
	£15.50
	

	Dinner
	£35.00
	

	Self catering flat rate
	£35.00
	Outside London 


Overseas Territories Programme Fund (OTPF)
Delegated Fund for the British Virgin Islands

Project Proposal Form (under US$15,000.00)

Please refer to Project Proposal Form Guidance while completing this form

Basic Information:

	Programme Indicator
	Governor’s Office use only

	Country Business Plan Objective
	Governor’s Office use only

	Project Title
	

	Project Start Date
	

	Project End Date
	

	Lead Agency/Named Individual
	

	Cost to FCO (total from budget)
	US$

	Cost of co-sponsorship
	US$

	Total Cost of Project
	US$


	Project Purpose (One sentence only – about 10-12 words, describing the anticipated change.  The immediate outcome or direct benefit the project will achieve resulting from the activities and outputs)

	


	Background (250 words max.  Please include the rationale, the context and relevant work conducted in this area by others)

	


	Main Activities (list the planned activities)

	1. 

	2. 

	3. 

	4. 

	5. 


	Outputs (the results of Main Activities.  These should be sufficient to achieve the Project Purpose)

	1. 

	2. 

	3. 

	4. 

	5. 


	Does the Project have local government support and engagement?  Please briefly describe (1 or 2 sentences max)

	


	How will the Project be monitored and by whom?  (The project completion report is due up to 3 months after the project is over)

	


	How will you ensure that all procurement is fair and transparent and seeks value for money?

	


	Name of Implementing Organisation
	

	Contact Name
	

	Contact Email
	

	Contact Phone
	


	Name of Beneficiary Organisation
	

	Contact Name
	

	Contact Email
	

	Contact Phone
	


Please now complete the Budget Breakdown (Excel spreadsheet)

UNCLASSIFIED 
\\DCVGTTOPOS0001\Shareddata$\OT PROGRAMME FUNDS\OTPF Delegated\OTPF - BVI\2013-2014\13-14 OTPF bidding form.doc

 DOCPROPERTY PRIVACY  \* MERGEFORMAT 
UNCLASSIFIED 
\\DCVGTTOPOS0001\Shareddata$\OT PROGRAMME FUNDS\OTPF Delegated\OTPF - BVI\2013-2014\13-14 OTPF bidding form.doc

 DOCPROPERTY PRIVACY  \* MERGEFORMAT 
UNCLASSIFIED 
\\DCVGTTOPOS0001\Shareddata$\OT PROGRAMME FUNDS\OTPF Delegated\OTPF - BVI\2013-2014\13-14 OTPF bidding form.doc

 DOCPROPERTY PRIVACY  \* MERGEFORMAT 

[image: image1.jpg]