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The following guidelines provide an overview of application and management policies and procedures for interested applicants and recipients of Gender and Social Fund (GSF). GSF reserves the right to update the guidelines regularly.    
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Section 1: Introduction  

The Gender and Social Fund (GSF), supported by the Canadian International Development Agency (CIDA), aims to promote increased, effective and equitable participation of Jordanian women in the development of their society. The fund is comprised of three working components that focus on: 

· Building the knowledge base on gender issues while advancing the local discourse; 

· Enhancing the capacity of selected civil society, governmental organizations (GO) and the private sector to advocate and promote the equality between women and men; and 

· Supporting local initiatives that promote the equality between women and men.  

By the end of its duration, the fund will have: 

· Increased the capacity of selected women and women’s organizations for advocacy and for participation in public life and decision making; 

· Increased coherence and collaboration among various women groups to work collectively to promote women strategic interests; 

· Increased knowledge and recognition by the general public and decision makers of women and girls rights; 

· Selected civil society, government, non government and private sector organizations have a better understanding of key gender issues; 

· Increased capacity of selected civil societies, governmental, non governmental and private sector organizations to develop and implement gender inclusive policies and programmes. 

Responsive in nature, both the technical and financial support of the fund will be defined in close collaboration with local partners and stakeholders and will be granted through announced requests for proposals such as this one. 

Applying organizations should carefully read the following guidelines which include the scope of work, eligibility criteria in addition to the formats and selection criteria. 

Section 2: Scope of work 

In line with its efforts to increase the capacity of selected civil society,  governmental, non governmental and private sector organizations to develop and implement  gender inclusive policies and programs and have a better understanding of key gender issues, the Gender and Social Fund (GSF) – CIDA invites interested local organizations/institutes to submit proposals that will develop the capacity of  a core group of gender specialists (men and women)  through the provision of short term professional courses/modules on gender.  The course should: 
· Balance between practical and theoretical perspectives relating to gender and  development; 
· Be comprehensive in presenting concepts, tools and approaches;  
· Allow participants to specialize through elective options e.g. specialize in mainstreaming (programmatic or institutional); and/or programmatic analysis, policy analysis, international treaties etc.; 

· Include additional training components that will allow the participants to apply their knowledge;

· Be adopted to the Jordanian context and licensed/permitted should it be affiliated to any international institute; 

· Be based on modules and delivered by specialized lecturers who will ensure the standard of quality required; 

· Be certified through examinations, practical tests and/or through a review of a board of examiners. 

Applying organizations are encouraged to: 

· Highlight how they will sustain the training after the end of the project; 

· Run at least two courses during the period of the project with minimum participation of 25 in each; 

· Use multiple working approaches within the course (e.g. have field assignments, mentoring etc.) 
· Develop an advisory committee for the course to ensure its standards;

· Clarify the criteria for selection of participants and outline briefly the commitments they will be expected to make;  

· Highlight their experience in administering such courses. 

Proposals of up to JD 70,000 will be considered. 
An information session will be held for interested parties on Thursday, June 26, 2008 at Beit Al-Bawadi – Abdoun, between 10.00am – 11.30am. Please confirm your participation to the address below.
Applications should be sent to gsf@psu-amman.org and/or to Gender and Social Fund, Manja St. no.3B – Al Rabia Amman, no later than 4.00 pm on July 28th 2008.  

All applications should quote the reference number: GSF/KB2- 2008
For further queries please contact GSF team on: + 962 (0)6 5539626 or on email address: gsf@psu-amman.org 

Section 3: Eligibility Requirements 
1. All applying local organization should be officially registered in Jordan. 

2. The proposals submitted will have to be aligned with the request for proposals scope of work. 

3. Applying organization should agree to participate in networking and sharing of experience meetings held and or supported by GSF. 

4. Submitted proposals should be complete and in line with the guidelines/format for submitting a proposal (Annex A). 

5. Recipient organizations must make a minimum contribution of 10% of the value of the project for which they seek support - either financial or in-kind contribution. This contribution should be presented in and reported on in an itemized budget line item.

6. Project proposals must not exceed a maximum duration of 24 months. 
Organizations and application not meeting the requirements above will NOT be considered.

Selection 4: Process and criteria of selection for short listed proposals

Short listed proposals (i.e. those meeting the mandatory requirements listed in section 3) will be subject to a more thorough review against the following evaluation grid: 

	
	Maximum rating 

	Clarity in providing the project rationale 
	10

	Overall logic in the project design  (Results Matrix) 
	15

	Strategy to develop the course material 
	15

	Course approach and use of multiple learning methods  
	15

	Criteria for selecting participants 
	15

	Level of partnerships and outreach proposed  
	15

	Guarantees of quality of course   
	15

	Sustainability  – how has it been addressed
	15

	Clear and reasonable budget 
	10

	Management structure – is it reasonable 
	10

	Time plan -  is it realistic 
	5

	Strengths of organization vis a vis ability to achieve the project  
	5

	Contribution of proposed project to meeting GSF outcomes 
	5

	TOTAL 
	150


Organizations earning more than 80 points will be short listed and will be subject to an institutional check and/or assessment as part of the final decision making process.   

It is anticipated that the screening process will take from 4- 6 weeks. Only short listed organizations will be contacted.  

Section 5: Administrative and financial guidelines 

1. Payments will be paid in accordance with the specified schedule in the signed contribution agreement. Subsequent payments, after the first installment, are subject to project progress and clearly defined milestones and deliverables. 

2. Only expenses agreed on in the agreement are eligible. Expenses incurred prior to or after the termination of agreement are not eligible for reimbursement.

3. All allocated funds should be used as specified in the agreed on budget. Prior written permission is needed from GSF should reallocations between budget line items exceed 10% of the total GSF contribution.    

4. All costs to the project should be specified in the budget as direct costs to the activities and/or administrative operation. GSF will not pay organizations an overhead and/or any indirect costs that are calculated on a percentage of the total contribution. 

5. Operational costs should not exceed 20% of the total requested amount from GSF. 

6. Funds received from GSF must NOT be used as an organization’s contribution in order to receive funding from another group or donor. 

7. GSF contribution will NOT cover the cost of:
· Building construction, expansions and/or any form of maintenance; 

· High cost equipment or assets, e.g. cars, or servers; 

8. Proponents of funds are expected to identify contributions, if any, from other funding sources for the same project. 
9. Awarded organisations will keep and maintain separate records and financial files for any GSF contribution during and after the project implementation as per the signed contribution agreement. 
10. Financial and narrative reports will be due in accordance to the specified schedule in the signed agreement. Financial and narrative reports should be consistent with the GSF format provided. 
11. Project closure reports are required for all signed agreements and should be in line with GSF format provided. 

12. GSF and CIDA have the right to monitor project activities, audit financial records and evaluate project progress at any time.   

ANNEX A (1)
PROJECT PROPOSAL OUTLINE

Project proposals must be submitted in GSF format in electronic word document – and/or hard copy (typed). Proposals can be submitted in Arabic or English and should not exceed 15 pages (excluding annexes). All proposals should be delivered in Arial font size 11 for English and Simplified Arabic font 12 for Arabic. Kindly ensure the submission of all required documents and forms as per the check list (attachment 3). 

Applications should be sent to gsf@psu-amman.org and/or to the Gender and Social Fund, Manja St. no.3B – Al Rabia Amman, no later than 4.00 pm July 28th 2008.  All applications should quote the reference number: GSF/KB2-2008.  
1. Cover page: The cover page should indicate the 

1.1. Project title (should be short and concise)

1.2. The name of applying organization

1.3. Name of contact person  

1.4. Contact details 

1.5. Duration of project and total amount requested (JDs)  

1.6. Date of application 

1.7. Reference number of RFP 

2. Project description: This section should provide detailed information about the project and includes: 

2.1. Rationale for the project (should not exceed a page and should include background justification on needs, opportunities)  

2.2. Project goal (must be directly linked to at least one of the goals stated in the RFP)
2.3. Proposed strategy: should include 

2.3.1. the philosophy underlying the proposed approach for developing the core group of specialized professionals in gender; 

2.3.2. a description of the proposed plan to develop the approach including but not limited to the professional short term course;
2.3.3. a list of  names of persons who will be involved in developing the material and or delivering it;
2.3.4. a description of how the quality will be guaranteed throughout the process;
2.3.5. a tentative course plan and duration with any complementary approaches to be adopted; 

2.4. Target group of course and criteria of selecting participants (must be presented in terms of specifics i.e. geographic location, numbers, age, sex and characteristics).  
2.5. Activities and expected results:  This section should focus on the activities that will lead to achieving the goals of the project and accordingly should include a narrative on outputs and activities (It is recommended that applying organizations first fill the results matrix as per guidelines in Attachment 1 to simplify the process).
2.6. Risks (should not exceed a page) should describe any potential risks that impedes the projects progress. It should also outline the strategies to mitigate the risks. 

2.7. Sustainability plan for project results: should indicate how sustainability has been addressed in the project.   

3. Justification: (should not exceed a page and half) this section must include: 

3.1. How the project fits into the applying organization mandate, strategic direction and work (if a written strategy is available the organization should provide a copy of it). The organization should provide examples of similar initiatives it has managed.  
3.2. An overview of the organization governing and management structure including but not limited to: mandate, membership numbers, board membership   (women, men) and operation, branches and their locations, total number of staff (including project staffing) and volunteers. 

4. Implementation plans: should include: 

4.1. Partnership and networking (include reference to potential partnerships with other organizations, networking strategies etc.) 

4.2. Timeline of activities (identify milestones and attach an activity plan of action against a timeline) 

5. Proposed project management structure: must include
5.1. The title of personnel working on the project 

5.2. The percentage of their allocated time 

5.3. An outline of their role

5.4. Additional technical assistance needed for implementing the project  

6. Reporting and monitoring: 

Present the project monitoring plans and proposed ways of measuring them including frequency, in accordance with the results matrix listed indicators. Measurement tools should be explained in light of both quantitative and qualitative indicators for outputs. 

7. Communication plan for project 

The project application should provide details of intended communication plan. 

8. Project budget  

8.1. Should be presented in attached format (Attachment 2)
8.2. Indicate other donors contribution 

8.3. Indicate the organizational contribution 
8.4. Administrative operational costs should not exceed 20% of total budget
8.5. Documents verifying miscellaneous expenditure of up to 1% of total GSF contribution required. It should not include purchase of equipment or rental costs.
8.6. Should NOT include any overhead or indirect costs 

Use Excel sheet for budget presentation. 

Attachment 1 

Results Matrix 

Guidelines 

Applying a results-based matrix (RBM) planning tool will help maximize the effectiveness of the project. The RBM should not exceed three pages and should use the matrix format below.  

The following definitions are provided to help guide the applying organizations as they complete the matrix: 

The Result from a project should: 

· represent the change that is excepted to occur in the group, organizations, community and or country; 

· illustrating a causality relation between the project activities, outcomes and impact; 

· be SMART (specific, measurable, achievable, relevant and time bound)

The Goal describes the impact that is expected to be seen in the longer term. It should be linked to the stated goal in the RFP. Goals should be specific and concise; avoid attributing a large number of goals to one project. 

The Outcomes are medium term results of the project that are cumulative result from outputs (achieved between 0 to 2 years after the project ends). 

The Outputs should be evident by the end of the project as concrete and visible results of project activities. 

The Activities are the planned undertakings for achieving the outputs.  

Performance indicators are the measures used to monitor the progress made toward the expected achievement of results. Indicators can be quantitative and/or qualitative and they would be used to assess the progress towards work. 

Risks are factors that may cause the project goals not to be achieved and are out of control of implementing organization. 
The simplified format of RBM is hereunder. 

	RESULTS MATRIX

	Implementing Organization 
	

	Project title 
	

	Project goal
	

	Project timeframe 
	
	

	Activities 
	Expected outputs 
	Expected outcomes 

	
	
	1. Enhanced capacities to undertake gender analysis and mainstreaming

2. Strengthened abilities to undertake policy analysis from gender sensitive perspective

3. Improved knowledge on designing gender sensitive initiatives and policies 

	
	Output indicators 
	Methodology for/and frequency of measurement 
	Outcome indicators 

	
	
	
	· Available expertise among trained men and women  to undertake policy and program analysis from a gender perspective

· Quality of analysis conducted on policies and programs  

· Number of policy and program gender analysis undertaken 

· Use of gender analysis conducted on policy and programs  

	Risks 




Attachment 2

BUDGET FORMAT (JD)

Project Name: 

Name of Organization
	 
	Line Item 
	Cost / Unit 
	No of Units 
	Funding Sources
	

	
	
	
	
	Requested from GSF 
	Organization’s contribution
	Other donors
	Total 

	1
	PROGRAM COSTS
	
	
	
	
	Name
	Name
	

	 
	Activity 1: Name activity  e.g. training of trainers 

	
	 Include detailed expenses for each of the items e.g. for a training food, logistics, transport, technical assistance each on a line 
	
	
	
	
	
	
	

	
	Personnel time designated for the activity 
	
	
	
	
	
	
	

	 
	Activity 2: 

	
	
	
	
	
	
	
	
	

	
	Etc. 
	
	
	
	
	
	
	   

	
	
	
	
	
	
	
	
	

	2
	Operational Costs 

	A
	Personnel Costs 

	
	List general personnel and the percentage of their working time in detail
	
	
	
	
	
	
	

	
	List all general technical assistance costs in details with specific days of work and purpose
	
	
	
	
	
	
	

	B
	Administrative costs  

	
	Communication 
	
	
	
	
	
	
	

	
	Office rent 
	
	
	
	
	
	
	

	
	Equipment 
	
	
	
	
	
	
	

	       
	Travel (if required) 
	
	
	
	
	
	
	

	
	Miscellaneous (not to exceed 1% of total amount requested) 
	
	
	
	
	
	
	

	
	Total 
	
	
	
	
	
	
	


.
Attachment 3 
Check list 

Before sending your application, make sure you have attached the following

	
	Cover Page (including contact details and reference number)

	
	Project proposal as per format 

	
	Project budget as per format 

	
	Results Matrix as per format 

	
	Project Time-Line plan

	
	Documents relating to the experiences of any required consultants /personnel 

	
	Copy of the organizations strategy (if available) and/or any other material about the organization (e.g. brochures, booklets, last audit report… etc)



	
	Any other documents/certification needed from other parties ( e.g. permission from schools if the intention is to work with students in classrooms)
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