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Draft Application Form Contents – Guidance for Luleå Meeting

Background

The JPS is currently in the process of developing a new Applicants Package and Programme Manual with the objective of making this officially available to applicants by June 2007. 

Although this material is still under development, the JPS would like to provide guidance based on development so far, the Operational Programme and experience from the previous programme period. 

The applicants package in the INTERREG IIIB Programme has been criticised by applicants and evaluators alike and there is now an opportunity to develop a new system based on Excel. This will allow financial tables to be automatically generated and will also feed into the new NPP database system for ease of monitoring and assessment. 

This system has not been finalised, but below is a first draft outline of the contents. This will obviously be further refined and described, but is designed to provide a framework that outlines the key issues for development.  

It is proposed that the application form be divided into 3 parts, as follows: 

1. Main application form (with budgets)

2. Communication Plan 

3. Work packages
Part One: Main Application Key Questions

Applicants should consider the following: 

· Synopsis of the project

Concise summary of the project’s objectives and activities

· Overall objective of the project
What the project aims to achieve 

· Justification for the project’s approval 
Background information on the project idea and an outline of the opportunities/challenges to be addressed. May include information on demand if relevant. 

· General project description
Describe the project activities and how the different work packages all contribute to the overall objective of the project. Connection between the work packages to be included in the joint development section of transnationality. 

All projects should split their tasks into a limited number of work packages to be reported in six-monthly stages. All activities should be designed by using stages and work packages. Please see Part 3 and the separate Excel template for further information. 

· Contribution to NPP concepts
All projects must fulfil the core concepts of added value and transnationality. In addition projects should consider whether they meet the other NPP concepts and involve a triple-helix partnership or have strategic project potential, as detailed in the Operational Programme. 

Demonstrate how the project meets the core concepts.

Describe any contributions to key concepts.

If your project has strategic potential, please describe how it meets the 3 strategic features.   

· Integration and implementation of the horizontal principles
Projects must demonstrate how they will contribute to the furthering of the horizontal objectives of sustainable development and equal opportunities. Consider how these can be integrated into the project. 

· Alignment with European and relevant domestic (national, regional and local) strategies
Of particular importance is an analysis of how the project contributes to the Lisbon and Gothenburg Agendas, as described in the Community Strategic Guidelines. 

· Development of a communication, dissemination and publicity plan
Please see the separate guidance and description of the communication plan’s content in Part 2. 

· Results
Provide a list of result indicators that your project will contribute to. These must relate to the NPP result indicators. 

· Links with other projects
Include details of any links with previous transnational, cross border or mainstream European projects. How will this project build on those results, create added value and be innovative? 

Also include details of any intentions to further develop results and outputs from this project into a future transnational, cross border or mainstream European project. 

Part 2: Communication Strategy
Increasing public awareness through communication and dissemination is a vital part of every project. In any project it is important to develop a strategy and plan before attempting to communicate your objectives and results. To fulfil this task, the NPP asks all projects to develop a communications plan in the application stage. This outlines the project’s intended communication, dissemination and publicity activities. It does not need to be a lengthy detailed description, but should list the key points and communication aims of the project partnership. 

Within this plan all projects are expected to fulfil a number of minimum requirements, as well as to develop specific activities based on the nature and content of the project. These activities and any outputs or products should be included in Work package 1 and broken down into the necessary stages. The communication plan should include the following: 

1. Internal Communication 

1.1. Internal communication 

Brief details of the internal communication strategy and how transnational cooperation will be facilitated in the project. Consider the information flow in the project and if possible a project structure. 

1.2. Methods of communication within the project

How will transnational cooperation be carried out in the project. 

Planned activities/means of maintaining internal communication within the project. For example project meetings, project intranet, etc. 

This information should be included in Work package 1. 

1.3. Decision making 

Information on any proposed steering committees, stakeholder input, etc. 

Brief details should be included in the plan. 

2. External Communication and dissemination 

2.1. External communication

Brief summary of the overall transnational communication and dissemination strategy. What areas will the project focus on and what are the main objectives of the strategy? In a good communications plan, it is also worth considering the messages that you wish to communicate. 

2.2. Target groups and audience

Who do you want to inform about your project? Consider interested parties, stakeholders and the different levels of communication – from transnational to local. 

2.3. Methods of communication providing timeframe

Provide details of any planned events, conferences or seminars that will be attended or organised as part of the project and indicate the estimated timeframe for these.

All projects are also expected to implement a number of minimum communication and dissemination activities. These activities are based on experience from the INTERREG IIIB programme period and, although the list may initially appear extensive, most are basic communication tools and are fairly simple to develop:

Required within first six months of the project

Project website

Project logo 

Project presentation in PowerPoint format outlining the project’s objectives

Completion of a brief project case study based on an NPP template

Basic project brochure

Conference stand or banner – or other material for use at fairs, exhibitions, etc. 

Small collection of photos relevant to the project

Optional 

Project poster 

Project newsletter 

Project DVDs 

Plaques

Other dissemination materials or tools

The common information tools and activities should be included in work package 1.  

2.4. Media Strategy 

All projects are encouraged to interact with the media in their area and inform them of newsworthy developments in the project. Consider your target groups and which types of media are most appropriate for reaching them, for example broadcast media, printed, press conferences, etc. 

It may be worth developing a simple press kit at the beginning of the project with basic facts on the project and its objectives. This is useful when issuing press releases or when a journalist enquires about the project. 

Any products or specific activities should be included in work package 1.  

3. Publicity 

3.1. Compliance with EU publicity rules

Projects must acknowledge aid from the European Structural Funds on all communication and dissemination material. 

Detail how the project will adhere to publicity rules on issues such as use of the EU flag, notice of EU and NPP contribution, etc. 

Additional considerations 
All projects are asked to attend a number of obligatory events organised by the Joint Programme Secretariat to assist with project management. These should be budgeted for in the application phase: 

· Annual Lead Partner seminars to be held across the programme area

· Annual partner seminars in each of the partner countries

· One thematic seminar during the life of the project

· It would also be appropriate to budget for attendance at one additional training seminar to be co-ordinated by the Joint Programme Secretariat. 

Part Three: Work Packages
The application form in the new programming period takes a different approach from previously and uses work packages and stages to outline the project’s activities in detail. The application form will ask for the main objective of the project along with other questions related to the overall transnational project. The project description will then be broken down in an annex into a maximum of 5 work packages with each work package contributing to the overall objective of the project, as shown below. The contents of this work package should be outlined and then broken down into 6-month stages listing a number of activities to be carried out during that particular stage. 
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A copy of the draft work package annex is provided in a separate excel file, but a list of the key aspects of a work package can be seen below. 

Every work package should: 

1. Be given a title 

2. Briefly outline the strategic focus of the planned activities

3. Assign responsibility for the work package and its activities to a specific project partner. A list should also be provided of the partners participating in the work package. 

4. Describe the expected results and quantify any output indicators. 

5. Provide an overall description of the work package. 

6. Be divided into stages – normally 6 stages and a maximum of 9 different stages. 

Every stage normally covers a 6-month period. A project launch could be done quarterly and a project that will start on 1st of October and run for three years should divide the project activity plan in accordance with the following structure:

Stage 1: 
1 October 2007 – 30th of June 2008

Stage 2: 
1 July 2008 – 31 December 2008

Stage 3: 
1 January 2009 – 30 June 2009

Stage 4: 
1 July 2009 – 31 December 2009

Stage 5: 
1 January 2010 – 30 of June 2010

Stage 6: 
1 July 2010 – 30 of September 2010

Alternatively:

Stage 1: 
1 October 2007 – 31 December 2007

Stage 2: 
1 January 2008 – 30th of June 2008

Stage 3: 
1 July 2008 – 31 December 2008

Stage 4: 
1 January 2009 – 30 June 2009

Stage 5: 
1 July 2009 – 31 December 2009

Stage 6: 
1 January 2010 – 30 of June 2010

Stage 7: 
1 July 2010 – 30 of September 2010

The logic behind this requirement is to simplify the reporting and monitoring procedure, so that the JPS can easily assess a project’s progress in relation to its targets and proposed activities. In future, progress reports will automatically be generated by the new database system using this information.  

· Each stage will ask for an activity plan to demonstrate concrete actions in the project work package and to be used for milestone reporting in progress reports.

· Every stage will also, if applicable, ask for output indicators generated through the respective work package.

· Work package 1 should cover “management, coordination and communication”.

