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CDKN Negotiation Support Innovation Challenge: Application Form

Please complete all sections of this application, keeping within the word limits where specified. Errors or omissions could delay the application process. Your application must be submitted in Microsoft Word format.
Please refer to the CDKN Negotiation Support Innovation Challenge Terms of Reference available on our website. Your application form must clearly demonstrate how your proposal meets the evaluation criteria.
Any clarification questions can be sent to cdknetwork.procurement@uk.pwc.com by 17:00 (GMT) on 13 December 2012. Answers will be posted online on a weekly basis.
Please note the deadline for completed application packs is 23:59 (GMT) on 6th January 2013. Applications should be submitted electronically to cdknetwork.procurement@uk.pwc.com.
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Basic Eligibility Criteria 
Please ensure that your application meets the basic eligibility criteria listed below. Ineligible applications will not be considered by the CDKN review panel. For more details please see the Negotiation Support Innovation Challenge Terms of Reference document (Document B).
· You have used the CDKN Negotiation Support Innovation Challenge application form provided and completed all sections. Please note that CDKN will not accept incomplete applications or submissions that do not use the application form provided.
· Your application is in Microsoft Word format, and is written in English. 
· All sections of the application form are within the word limits where specified. 
· Your application form and any supporting documents have been submitted before the deadline specified. Please note that CDKN is in no way obliged to accept any information submitted after the deadline, although extenuating circumstances may be considered if evidence is provided.

SECTION A: General Applicant Information 
	A1: LEAD APPLICANT DETAILS

	

	Name of Lead Applicant and email address 

	

	Name of organisation
(Registered legal entity name)

	

	Postal Address 

	

	Postal Code

	

	City

	

	Country

	

	Registered Address 
(If different from Postal Address – no PO Boxes)
	

	Phone number 
(Including international dialling and country code) 
	

	Fax number 
(Including international dialling and country code)
	

	Organisation website

	

	Name, Address, Email Address and Phone Number for Organisation’s Auditor
	

	Name and email address of contact person if not the Lead Applicant
	

	

	A2: PARTNER DETAILS (Please include details of all additional partners. Copy and paste the table if necessary)

	

	Name of partner and email address

	

	Proposed role in group
	

	Name of organisation

	

	Postal address 

	

	Postal code

	

	City

	

	Country

	

	Phone number 
(Including international dialling and country code) 
	

	Fax number 
(Including international dialling and country code)
	

	Organisation website

	


	A3: CVs OF KEY MEMBERS OF THE APPLICANT GROUP


Please provide CVs (maximum 2 pages each) for key members of the applicant group. These should be attached as an annex to the application form. Please make sure to include relevant information to demonstrate staff experience e.g. qualifications or trainings, current and previous posts held, and publications.
SECTION B: Innovation Process 
	B1: PROJET SUMMARY


	

	Project title
	

	Total funding requested from CDKN  
	(In UK pounds sterling; GBP)

	Type of project
	(Please indicate whether your project is a new initiative/scale-up/addition to existing initiative/other – please specify)

	Project duration 

	(In months – maximum duration is 6 months)


	Proposed start date

	(DD/MM/YY)

	Geographic focus
	(Countries)


	Summary of project 
(maximum 500 words)

	(Include clear objectives) 



	B1.2 Relevance to Advocacy Fund Outcomes

	1. Changes in the ways that poorest and most vulnerable countries influence global climate change negotiations
(maximum 300 words for each outcome)
	(As applicable to your project, please give either a description of up to 300 words for how your project will contribute to each of the Advocacy Fund outcomes or indicate ‘not applicable’ for outcomes not related to your proposal).

	2. Changes in the capacity of the poorest and most vulnerable countries to contribute to climate change negotiations
	

	3. Changes in the coordination, collaboration and mobilisation of the poorest and most vulnerable countries in negotiations
	

	4. Changes in the quality and relevance of knowledge and skills to support the poorest and most vulnerable country negotiators
	

	5. Changes in the ability of the poorest and most vulnerable countries to leverage and channel climate change related resources strategically
	


	B2: DETAILS OF THE PROJECT 



PLEASE NOTE
· Where project is a scale-up or an addition to an existing initiative, the applicant must clearly indicate which existing activities in a project have already been funded / secured funding, and which activities would be funded by CDKN.  
	B2.1 How is your project innovative? (maximum 200 words)

	

	B2.2 How is your project idea demand-led? 
(maximum 200 words)

	(Please include references to relevant documents or reports. Please ensure that you include contact information for the relevant negotiators / negotiation groups. In addition you may attach a letter of support from key stakeholders, preferably developing country negotiators, to your application.)


	B2.3 Capacity building (maximum 200 words)

	(Please explain how your project will build the capacity of negotiators or negotiation groups.)


	B2.4 Gender
(maximum 200 words) 

	(Please explain how your project demonstrates an appreciation of gender concerns.)


	B2.5 Partnerships with southern based suppliers 
(maximum 200 words)

	(Please explain any involvement or partnership working with southern based suppliers.)


	2.6 Sustainability
(maximum 200 words)
	(Please explain how the project will be sustainable beyond the period of CDKN funding)



	 B3: WORK PLAN


	Activities to be funded by CDKN and the milestones (maximum 1000 words)

	(Provide a breakdown of the activities to be funded by CDKN and the milestones (key events or deliverable) that can be related to the items in the project budget here. Please also provide a timeline highlighting indicative dates for planned periods of implementation for the various tasks. Please ensure that all outputs are included on this timeline.)



	B4:  SUMMARY OF OUTPUTS (add rows as needed)

	

	Output Type (e.g. project proposal, policy brief, working paper, partnership development, learning materials, toolboxes, roadmaps etc. Noting that, apart from the project proposal,  these are examples outputs and other outputs are eligible)
Please note that these outputs will be used as the deliverables you are contracted to produce. They must be clear and well defined.
(maximum 600 words)
	Description (e.g. number, objective, type and size of target audience, theme/ topic, etc. Please provide a statement of your previous experience and/or a case study example of relevant work that you have done.)


	B5: Budget 


Please complete Document G (budget template) in the application pack with a detailed budget breakdown.
Bidders must provide a detailed commercial proposal in UK Pounds Sterling GBP, inclusive of VAT and all other applicable taxes. The commercial proposal will be evaluated on the extent to which it demonstrates value for money.
We recommend that you refer to the CDKN Expenses Policy (Document H) for full details, also available here. The level of detail provided and budget clarity will be considered by reviewers in relation to the Value for Money evaluation criteria. 
· The budget should be structured in line with delivering the supplier’s work plan and include a breakdown of all component costs, including third party costs.
· Fees should be broken down by individual, day rate and activity.
· Expenses should be estimated separately- Logistics, travel, printing, venue hire etc. Suppliers must ensure they refer to the CDKN Expenses Policy which is provided with this ITT.
· Overhead expenses can be included in the total cost of the project but should be incorporated into fee rates for staff members.
· Suppliers should ensure that they state any assumptions that have been built into the costing provided.
Please note that a logisitics cap of 12% applies to all projects ie the total cost of expenses should be no more that 12% of the total project cost.
Budgets must be realistic estimates of the funds required for the proposed project. Unless specified otherwise, awards should cover the costs of such items as expendable supplies. Accurate financial tracking and management of the award is the responsibility of the Lead Applicant together with the institution’s finance department. All amounts quoted should be inclusive of any relevant taxes and charges (including Sales Tax or Value Added Tax).
Payments
The award will be in Pounds Sterling (GBP). All payments are inclusive of any relevant taxes and charges (including Sales Tax or Value Added Tax).  All payments are made solely to the Lead Applicant. All award application budgets must be made in Pounds Sterling (GBP). Please note: if the host institution uses a currency other than Pounds Sterling (GBP) then the milestone payments will be subject to any fluctuations in the exchange rate when the payment is converted to that currency. These fluctuations will be at the award holders’ expense or gain. 
Budget Summary
Any changes from the approved application including the budget must receive prior approval from CDKN. 
	B5.1: Summary Costs per budget line  (summary of all partners)

	
	Project budget

	Budget Lines
	CDKN Award Budget (GBP)
	Third Party or in kind contribution i.e. co-funding (if any) (GBP)

	Staff costs 
	
	

	Travel and subsistence
	
	

	Dissemination activities
	
	

	Other costs 
(Please specify)

	
	

	VAT and taxes
	
	

	Total
	
	


SALARIES:
Allowable:  
· Funds may be used to pay part-time staff fees, graduate students and other workers for their labour in support of the research project. CDKN will pay the costs of research staff time on the projects. Please note this should be included in the overall funding requested from CDKN to cover staff costs.
Not allowable:  
· Funds may NOT be used to add to the salary of existing full time scientists, administrators or administrative staff.
OTHER EXPENSES:
Allowable:  
· Printing
· Copying
· Rental of meeting rooms and workspace
ADMINISTRATIVE OVERHEADS
Allowable: 
· Reasonable calculations for overheads to institutions, which accurately reflect the minimum requirements of those institutions. 
· NOTE: CDKN would prefer for overheads to be included in the staff day rates.
We recommend that you refer to our Expenses Policy for full details (Document H, also available here).
B.5.2: PROPOSED PAYMENT MECHANISM
CDKN usually makes several payments throughout the life of the projects, linked to certain milestones or deliverables (which can include signature of the contract, if required). Please indicate your proposed payment mechanism in the table provided. CDKN can be flexible in its payment terms, so please contact us if you have any questions (cdknetwork.procurement@uk.pwc.com). 
Fees
	Proposed Payment Date
	Amount (in GBP)
	Milestone/Deliverable
	Explanatory note (if required)

	
	
	
	

	
	
	
	

	
	
	
	

	Please add more lines if required


Expenses
	Proposed Payment Date
	Amount (in GBP)
	Milestone/Deliverable
	Explanatory note (if required)

	
	
	
	

	
	
	
	

	
	
	
	

	Please add more lines if required


SECTION C: CDKN Policies
Please answer the following questions. 
Statement of Compliance
The Lead Applicant must confirm the following. The individual completing this declaration must have the authority to do so. Failure to complete this declaration may result in the application being disqualified.
	1. I have completed and enclosed all information required in the application in the format and order required.
	(YES/NO)

	2. I declare that this is a bona fide submission to the CDKN Negotiation Support Innovation Challenge.
	(YES/NO)

	3. I declare that the organisation will comply with the terms and conditions of contract and expenses policy.
	(YES/NO)

	4. I declare that I am aware of the next steps of the application process, if appropriate.
	(YES/NO)

	5. I declare that the organisation is not aware of any connection with a member of staff from PwC or any of the CDKN Alliance Partners which could affect the outcome of this procurement process.  
	(YES/NO)

	6. I declare that I am not aware of any potential conflicts of interest in submitting this application.
	(YES/NO)


	If you have replied NO to any of the above, please provide a detailed explanation below:

	


Application Checklist
	Have you attached a scanned signed PwC non-disclosure agreement to your application? (Document E)
	(YES/NO)

	Have you sent two (2) signed hard copies of the non-disclosure agreement to the address provided? (Document E)
	(YES/NO)

	The Terms and Conditions associated with the funding for this piece of work are non-negotiable. 
Please confirm that you have understood the above statement, and that you have read, understood and accepted our Terms and Conditions of contract (Document D).
	(YES/NO)

	Have you completed the Statement of Compliance (Section C: above)? 
	(YES/NO)

	Have you attached all CVs?
	(YES/NO)

	Have you completed and attached Document G: Negotiation Support Innovation Challenge Budget Template?
	(YES/NO)


	If you have replied NO to any of the above, please provide a detailed explanation below:

	


cdkn.org 
This document is an output from a project funded by the UK Department for International Development (DFID) for the benefit of developing countries. However, the views expressed and information contained in it are not necessarily those of or endorsed by DFID, which can accept no responsibility for such views or information or for any reliance placed on them. This publication has been prepared for general guidance on matters of interest only, and does not constitute professional advice. You should not act upon the information contained in this publication without obtaining specific professional advice. No representation or warranty (express or implied) is given as to the accuracy or completeness of the information contained in this publication, and, to the extent permitted by law, the Climate and Development Knowledge Network’s members, the UK Department for International Development (‘DFID’), their advisors and the authors and distributors of this publication do not accept or assume any liability, responsibility or duty of care for any consequences of you or anyone else acting, or refraining to act, in reliance on the information contained in this publication or for any decision based on it.Copyright © 2012, Climate and Development Knowledge Network. All rights reserved.
� Power/internet failures or language difficulties are not considered sufficient to justify a late submission. If you know that these are potential risks, please submit your application well in advance of the deadline. 
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