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Glossary
Activity

Project

Program

Indicator

Monitoring

Evaluation

Outcomes

Activity-level

outcomes

Project/ program level
outcomes

Inputs

Actions taken or work performed through which inputs, such as
funds and other types of resources, are mobilised to produce
specific outputs. Activities define ‘what we do’ in our everyday work
within a project or program.

A set of actions or work program of one year or less than one year
and including one or more funded activities. Fund grantees are
required to establish project goals and activity level outputs as part
of planning, monitoring and reporting on projects.

A multi-year set of actions or work program - including several
activities, which relate to each other. Type A grantees are required
to establish multiyear program goals, annual activity goals, and
program and activity level outputs.

Quantitative or qualitative factor or variable that provides a simple
and reliable means to assess delivery as well as achievement at an
activity level. At a minimum, grantees will be required to list
monitoring indicators for funded activities.

The continuous and systematic collection and analysis of information
(data) in relation to a project or program. Monitoring is important for
project/program management. Monitoring asks: “are we doing the
thing right?”

The systematic and objective assessment of an on-going or
completed project or program including its design, implementation
and results. Evaluation is important for planning, re-design and
demonstrating the value of work. Where monitoring asks: “are we
doing the thing right?” evaluation asks: “are we doing the right
thing?”

The positive and negative consequences or effects produced by
specific activities (or a series of related activities) - directly or
indirectly, intended or unintended. All grantees are required to plan
for and report against outcomes at an ‘activity level’ as well as a
‘project’ or ‘program’ level.

The direct consequences or effects of activities themselves.
Monitoring outcomes at this level involves tracking the progress of
the activities, what has worked or what hasn’t, as well as the
consequences and effects on the target group. Activity-level
outcomes need to be reported on at the six month and 12-month
mark of funded activities. Typically, these outcomes will correspond
to shorter- term and medium-term changes in the target group.

Monitoring outcomes at a project or program level, involves building
on monitoring of activity level outcomes to assess the contribution of
the project or program as a whole. Type A and Type B grantees
need to report on project/ program level outcomes at the six month
and 12-month mark. Type C grantees need to report on project level
outcomes at the 12-month mark only. Typically, these outcomes will
correspond to medium-term and longer term changes in the target
group. These outcomes may also correspond to broader changes
which the project/program may have directly or indirectly contributed
to.

The financial, human and material resources used for the
intervention including money, materials, equipment, staff, technical
assistance and other resources that are required for the activities to
happen.
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Outputs The products, goods and services which result from an intervention;
may also include changes resulting from the intervention which are
relevant to the achievement of outcomes

Goal The higher order objective to which an intervention is intended to
contribute.
Target groups These are people that will directly benefit from the program/project

activities and will experience positive change as a result of their
participation in the program/ project.

Fiji Women’s Fund » Grants Manual



1 Overview of the Fund

1.1 Purpose

This Grants Manual is intended as a source of information about the Fiji Women’s
Fund (referred to henceforth as ‘the Fund’). Its main purpose is to guide women’s groups
preparing funding applications for community-level gender equality projects and programs.
The Manual also provides information on capacity development grants available through the
Fund.

The Manual is divided into three sections;
» Section 1: provides an overview of the Fund — its background, objectives and operations.

»  Section 2: outlines criteria for eligibility of women’s groups and selection of grant
proposals and describes key operational systems, processes and procedures for
selection, awarding and management of Grant Agreements.

» Section 3: provides information for women’s groups, organisations and networks that
have received grants and refers to the Fund’s standards, policies and guidelines for
managing grants.

This Grants Manual will be updated periodically by the Fund based on the needs of grantees
and lessons learnt from implementation.

1.2 Background

The Fund is an initiative of the Pacific Women Shaping Pacific Development (Pacific
Women) Program, funded by the Australian Government. It was established to extend
program reach to marginalised women and those living in rural and remote locations in Fiji,
through the provision of financial and capacity development support to women’s
organizations and networks. The Fund will contribute to the Fiji National Women’s Plan of
Action and the National Gender Policy which is under the leadership of the Ministry of
Women, Children and Poverty Alleviation. This plan aims ‘to promote gender equity,
equality, social justice and sustainable development in the Republic of Fiji’. The Fund will
also contribute to the Beijing Platform for Action, Pacific Leaders Gender Equality
Declaration (2012) and Sustainable Development Goals 2030.

An expected outcome of the Fund is its transition to an independent local entity by 2022. In
this context, the Fund will operate as a standalone activity within the Pacific Women Support
Unit. This will allow it to benefit from the knowledge and experience of the Pacific Women
Support Unit, its strong relationships with Fiji women’s organisations, groups and networks
and the technical and management experience of Pacific Women Support Unit staff.

The Fund will commit up to AU$10.5 million from July 2017 to June 2022.

1.3 Objectives

The Fund provides women’s groups, organisations and networks with the sustainable
support that they need to improve women'’s lives, particularly those in rural and remote areas
or who are marginalised or disadvantaged.

In line with this objective and the shared Australian and Fiji Government development
priorities outlined above, the Fund has identified three end-of-investment outcomes to
be achieved by 2022. These are:
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» Women’s groups, organisations, or networks supported by the Fund are empowered and
have the capacity (knowledge, skills, resources and relationships) to contribute to
transformative change that improves women’s lives.

» Women’s groups, organisations, or networks supported by the Fund are having influence
at different levels (individual / systemic and formal / informal) and are contributing to
transformative change in women'’s lives.

» The Fund has transitioned to an independent local entity and has secured funding from
donors, private sector, and local philanthropy.

Essentially, the Fund will provide funding and capacity development support to women'’s
groups, organisations and networks in Fiji, so that they can expand and enhance their work
towards women’s empowerment and gender equality. The Fund will also contribute to the
development of the women’s movement in Fiji as a key partner for equitable, rights based
development.

1.4 Principles
Key principles of the Fiji Women’s Fund include:

» flexible, responsive and accessible in supporting women’s organisations and networks;

» influence and encourage transformative shifts in existing power?! structures to contribute
towards gender equality and women’s empowerment;

» foster collective action and movement building of women’s organisations, networks and
groups;

» promote and practise action reflection and participatory learning processes; and

» promote and practise accountability, transparency, inclusiveness and local ownership.

1.5 Cross-cutting themes and approaches

Gender equality and women’s empowerment is the fundamental focus of the Fund. In
programming terms, this translates into an emphasis on the following themes and
approaches:

» Women’s own understanding of empowerment

The Fund places emphasis on women’s own understanding of empowerment and the
way that they observe their relationships with others.

» Interconnect between individual, household and community-level change

Beginning with individual change, the Fund recognises that the shifting of power relations
is ultimately what is needed to change society towards gender equality and less
discrimination and violence (Batliwala:2014, p.41).

» Intersectionality

The Fund also places importance on using an ‘intersectional’, feminist approach to
ensure that key themes relating to gender, child protection, conflict prevention,

! The model presented by Just Associates (VeneKlasen and Miller, 2002, p.45), and used by a number of organisations globally,
emphasises analysing and working with four different ‘expressions’ of power. This includes power over, characterised by
domination and control; power with, resulting from finding common ground among different interests and building collective
strength; power to, referring to the potential of every person to shape his or her life and world; and power within, related to a
person’s sense of self-worth and self-knowledge.
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environment, disability, equity and inclusion are integrated at all levels including from
perspectives of intersectionality that acknowledges that women can face multiple forms
of discrimination.

» Involvement of men

Structural and social changes necessary for gender equality requires that everyone in
society, including men and boys, change their behaviors and attitudes. The Fund
encourages that a programmatic focus that includes men, women, girls and boys leads
to the most transformational and sustainable changes. Engaging men and boys in
gender equality programming ensures that everyone is making necessary changes and
is involved in the process of forming new, more justifiably positive social structures.

Women'’s groups, organisations and networks should consider all cross cutting themes and
incorporate them, as appropriate, within their program design.

1.6 Modalities and types
The Fund will operate through two mechanisms. These are:

» partnerships with large organisations that may provide direct services or act as
intermediaries for re-granting or capacity development assistance to smaller
organisations; and

» direct financial and non-financial assistance to women’s groups, organisations and
networks of various sizes.

Table 1 Types of grant

; Indicative -
Duration Range (FJD) Expected Recipient Grants
A Multi-year, with $150,000%° Grantees must have previous experience with Australian Department of
contribution to Foreign Affairs and Trade (DFAT) or other international donors. Grants will
core? funding. focus on higher capacity and experienced organisations and networks to

expand and enhance their work, particularly their roles within and leading the
women’s movement. Grants can include re-granting to smaller women'’s
organisations for capacity development support. Applicants must be nationally
registered and/or incorporated non-profit women’s organisation working in Fiji.

B One year, with $50,000— Grantees do not need previous experience with DFAT or other donors. Type B
contribution to 150,000 grants will be used as an opportunity to trial a new partnership and to
core funding. establish a relationship with the Fund.

A focus over time will be on support to less established organisations and
networks, and those aiming to build their reach and support to rural and
remote areas and marginalised groups. Applicants must be nationally
registered and/or incorporated non-profit women’s organisation working in Fiji.

C Less than one $5,000— Grantees can be small, emergent, and rurally based organisations who have
year. 50,000 not previously had experience with DFAT or other donors. Type C will be

developmental grants and can include non-financial support.* These grants
will support capacity development and may be delivered directly by the Fund.
The initial focus of these grants will be limited to economic empowerment and
activities to expand the women’s movement in Fiji. Women’s organisations,
networks or groups without registration will be considered on a case by case
basis by the Grants Committee in line with broader due diligence processes.

2 Core funding contribution will be appraised on the needs of each women’s organisation, network or group. Core funding will
contribute towards overhead costs such as salaries of project personnel salaries, including training of personnel pertinent to the
successful implementation of the funded project are allocated an equitable proportion. A key basis of the formulation is that the
Fund will allocate core funding to ensure that the capacities of the applying organisations are supported so that they effectively
implement the work.

3 Per year

4 This refers to support that is non-monetary in nature such as products, materials and equipment, volunteers, professional or
other services etc.
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1.7 Capacity development support

The Fund’s Capacity Development Strategy outlines the capacity development needs
of partners - at various levels of the program, and across different areas of need.

Grantees can apply for Capacity Development by completing a Capacity Development
Support Form, which is included in the Proposal Form.

Following the successful appraisal of proposals, the Fund will work with each grantee to
identify organisational needs. Each grantee will undergo mandatory training in:

» financial management including fraud and anti-bribery
» child safeguarding and protection;
» monitoring, evaluation and learning; and

» gender equality and social inclusion.

1.8 Governance structures

1.8.1  Steering Committee
The Fund is governed by a Steering Committee comprising of ten women from:
» DFAT;

»  Ministry of Women, Children and Poverty Alleviation;

»  Pacific Women Support Unit;

» Representatives from Fijian women civil society organisations; and
»  Private sector representatives.

The Steering Committee meets at a minimum bi-annually and is guided by a Terms of
Reference, which involves:

» monitoring the external operating environment and advising the Fund Manager of any
changes in risk to the Fund, as well as any emerging opportunities for engagement for
wider change;

»  providing ongoing strategic guidance to the Fund so that implementation is in
accordance with the agreed strategy and principles;

» reviewing the grantee portfolio and providing advice on opportunities or shifts required to
assist the Fund to fulfil its intention;

» serving as a key connection between the Fund and Fijian women’s organisations as well
as with the private sector, particularly women owned or focused enterprises;

» assisting the Fund to develop relationships important to the proposed Fund localisation
such as with potential philanthropists or corporate social responsibility initiatives;

» reviewing and providing strategic input into key processes of the Fund as required;

» assisting Fund management to reflect on the Fund’s adherence to its key principles and
whether the Fund is sufficiently accessible to and accessed for the benefit of women in
rural and remote areas, women with disability, LGBTQI groups, and other marginalised
women’s groups; and

»  providing input to the Fund’s communication strategy.
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The role of Chair and Co-Chair is rotated amongst members on an annual basis. The
process for the rotation of the Chair and Co-Chair - involves nominations from the Steering
Committee with a voting process. Steering Committee members get invited to either self-
nominate or nominate another member.

Each Steering Committee member undertakes an informal self-assessment of their capacity
to continue membership each year. Formal review of the membership of the Steering
Committee as a whole will be done after three years.

Replacement Steering Committee members will be found through an Expression of Interest
(EOI) process and appointment of members will be made via a collective decision-making
process by the Steering Committee. Members cannot delegate meeting attendance or other
Steering Committee business to other persons.

One member of the Steering Committee is nominated to act as members of the Grant
Selection Committee. This membership rotates amongst Steering Committee members.

1.8.2 Grants Committee

A Grants Committee is established with responsibility for assessing and selecting proposals
for funding and/or technical assistance allocation. The Grants Committee comprises of a
representative from DFAT; one representative from the Steering Committee (not including
DFAT or the Support Unit); a representative from the Pacific Women Support Unit and an
external representative from the women’s movement. The membership of the Grants
Committee will be reviewed on an annual basis. Appointment or any replacement members
or new members will be a collective decision of the Grants Committee. Members cannot
delegate meeting attendance or other Grants Committee business to other persons.

The Fund Manager along with the Fund team provides secretariat, logistical and technical
advice to assist the Grants Committee in their assessment and selection of expressions of
interest and proposals.

The Grants Committee is guided by terms of reference and are required to engage in the
following tasks:

» meet as required to provide technical assessment of submissions in response to calls for
funding;

» familiarise themselves with the Fund’s Grants Manual;
» assess and select expression of interest applications to be developed into full proposals;
» assess and select proposals for funding and/or technical assistance®;

» assess funding proposals impartially, declaring conflict of interest to the Committee as
required; and

» provide feedback to the Fund Manager on the grantee portfolio and provide advice on
opportunities or shifts required to assist the Fund to fulfil its intention.

5 This refers to the specific technical skills and knowledge that the Grants Committee membetr/s can provide towards the
assessment and selection of proposals
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2 Applications

2.1 Calls for funding
Third call for funding:

Women’s groups, organisations and networks will be invited to submit grant proposals for
projects and capacity development support following publicised, competitive calls for
expressions of interest. The third call for expressions of interest will be open from 13 July and
will close on 30 August 2019, a period of seven weeks, during which time the Fund staff will
be available to provide support for preparation of submissions.

2.2 Eligibility and selection criteria

2.2.1  Eligible organisations

The minimum eligibility criteria for Fijian® women’s groups, organisations or networks
include:

» must be governed and led by women, with women filling the majority of leadership
positions (including equality of financial control mechanisms);

» have a clear commitment to gender equality and women’s empowerment;

» come from or have reach to remote, rural, or other marginalised groups;

» be open to working with diverse groups and issues regardless of ethnicity, religious
beliefs, sexual orientation, gender identity and gender expression, people living with
disability; and

» have worked as a group for at least one year.

Other eligibility criteriainclude:

»  self-identification i.e. they identify as women’s groups, networks or organisations;

» ability to manage funding and other support — either directly or through relationship to a
third party. Direct grants will require an independent bank account controlled by women;
and

» willingness and availability to participate in evaluation and training activities as
appropriate to the size and type of grant

» women focussed projects managed by organisations that do not specifically focus on
gender may occasionally receive support from the Fiji Women Fund if they work with
particularly marginalised groups: for example, women within groups of people with
disabilities or women within LGBTQI organisations

2.2.2  Eligible programs or projects

Eligible programs or projects that can be funded should focus on at least one or more
of the following:

» eliminating violence against women (specific activities only supported through Type A
and B grants to organisations with a demonstrated women’s human rights based
approach);

» increasing viable women’s economic opportunities;

» improving women'’s participation in leadership and decision-making;

» strengthening women'’s groups and coalitions for change in relation to the above areas;

» programs or projects which link together one or more of the above themes through
advocacy, research or learning activities;

Additional criteria for those who are applying for Type A and/or B grants:

5 Fijian women’s groups meaning those organisations that are entirely based in Fiji and managed by Fijian nationals.
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» evidence of registration (e.g. under the Charitable Trust Act or as a limited liability
company or under the Department of Women or Ministry of Youth and Sports).

» financial, administrative and decision-making structures in place and functioning in line
with good governance and adherence to democratic principles;

» previous experience managing donor funds — for Type A grants previous experience with
DFAT or other international donors is required,

» demonstrated commitment to building or contributing to collaborative action such as
previous engagement with the women’s movement or in joint activities;

» programs or projects which have a desired contribution to wider change such as through
networking, sharing of lessons and experience, policy related advocacy, use of popular
culture or media; and

» programs or projects which have capacity development or advocacy focussed activities
with remote, rural or other marginalised women’s groups, organisations and networks.

2.2.3 Ineligible programs or projects
Grants will not be provided for:

» support to individual women or families — such as through scholarships or individual or
family assistance payments;

» infrastructure such as community halls, resource centres, roads, or water supplies’;

» religious or political activities, i.e. grantees must adopt a non-religious® and non-political®,
neutral approach;

» fundraising, donations or prizes;

» repayment of loans or bank overdrafts;

» expenses which have already been paid for (retroactive funding);

» purchase of assets such as vehicles, including boats, unless specified in the call for EOls
or demonstrated to be essential for the success of the activity;

» activities which are contrary to the interests of the Fund,;

» support activities by partisan political organisations;

» activities / organisations that have a significant component of professional salaries at
Australian or ‘expatriate’ rates'’;

» activities / organisations that are focused primarily on the provision of infrastructure,
equipment, freight or construction / renovation of buildings; and

» grants will not be paid to organisations with proven terrorist activities or links to terrorist
organisations.

2.2.4  Process and Criteria for Novation!! of Grantees
How to Novate

The Fund Team will propose criteria and grantees to the Grants Committee. Once endorsed
by the Grants Committee and the Steering Committee, the Fund’s role is to:

» Advise the grantees selected to be novated;

” From the design mission, it was clear that water and sanitation infrastructure remains a pressing need in a number of areas. As
the Fund, will not have the technical expertise to support such construction, the approach will be to link women'’s groups with
those who do have the capacity. There were also a number of requests for resource centres and community halls during the
design mission but it was apparent that a number of these have been constructed and are largely unused due to tensions in the
community. It is not feasible or desirable to undertake such construction for all small groups.

8 Religious activities include the evangelism or missionary outreach and/or the subsidisation of these activities

9 Political activities include direct or indirect interventions in electoral or party based political activities such as election
campaigns, election processes, supporting or opposing a political candidate during elections and contributions to a political
party or individual candidate’s fund (even if independent)

10 This would unduly influence the labour market and would affect the sustainability of the activity.

11 To offer new contract or grant agreement
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» Initiate discussions with the selected grantees of design of the new project/program
phase and ensure that there is linkage between the current funded project to the second
phase.

»  Provide support to the grantees to design project or program that is longer term and has
explicit Gender Equality Social Inclusion (GESI) components; and

When to Novate

After the near completion of the first grant, the Fund Team will propose novation to the
Grants Committee.

Novation criteria

» Novation of Type B and C grantees who are working directly in rural and remote areas
and their work contributes to the Fund’s outcome areas;

» Grantee has demonstrated progress in building agency, changing relations and
transforming structures in the current project/programme;

» Grantee has demonstrated willingness and capability to build agency, change relations
or transform structures (GESI framework) in its work;

» Grantee has attended all FWF mandatory capacity development support especially GESI
and has incorporated learning into their work;

» Grantee’s governance and financial structures, policies and procedures are in place and
are effectively followed;

» Grantee has clear vision/strategic plan for its organisation or is developing a clear
vision/strategic plan;

» Grantee is working towards ensuring its sustainability and can continue its work with or
without the financial support from the Fund.

2.2.5 Process for accepting new grantees in between the Fund’s call for Funding

In the event that the Fund has additional funds for grants, the Fund team will submit only the
short listed EOIs from the 3™ Call for Funding for assessment and decision by the Grants
Committee.

2.3 Application

The Fund has a two-step process for grant application.

Step 1: Prepare an expression of interest

As noted previously, calls for expressions of interest (EOI) will be published using extensive
media platforms such as social media, community radio, newspapers and other medial
platforms. The Expression of Interest Form (Annex 3) helps the Fund learn about the
organisation, its strategies, priorities and programs.

The Fund team will also conduct information sessions in the Central, Eastern, Northern and
Western Divisions which include two-way knowledge sharing and technical support to
interested organisations to complete the EOI forms.

Submission of the Expression of Interest Form (Annex 3) can be done through email, mail or
hand delivery. Where applicable, the Fund will offer the choice of audio visual applications.
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For other forms of submission, please contact the Fund Manager who will decide on the
proposed submission format.

Step 2: Prepare a proposal and project budget

Women'’s groups, organisations and networks whose EOIs have been approved by the
Grants Committee will be invited to submit a full proposal. Annex 6 or 7: Proposal Form
requires potential applicants to provide details of the proposed project details, crosscutting
themes, monitoring and evaluation, financial management, work plan and budget, and
capacity development support. Support to develop full proposals will be provided by the
Fund on an as-needed basis.

Budgets should reflect actual costs related to the delivery of the proposed program and can
cover overheads, program activities, staff costs, travel, training and capacity development
and visibility and communications activities.

The Grants Committee assesses the proposals and gives final approval for grants to be
awarded.
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Figure 1  Grant application process 2019

Expression of interest advertised
13 July — 30 August 2019

Expression of interest due date
30 August 2019

Fund Team shortlists EOls
11 — 13 September 2019

Grants Committee appraises EOls
27 September 2019

Approved EOIls invited to submit
Not Approved proposal Under Consideration
15 November 2019

Submission of proposal (Fund EOI Fund Team clarifies with
support) applicants
20 November 2019 15 November 2019

Grants Committee appraises
proposals
3 December 2019

Unsuccessful Successful
Fund Team works with unsuccessful Successful agreement preparation
proposals for future submissions or 2 — 30 January 2019

capacity development

Grant signing and grant
disbursement
February 2020
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2.4 Appraisal

The Grants Committee assesses both the EOI and the proposal submissions.

2.4.1  Expression of interest

The Fund team provides an initial assessment of EOI forms submitted using Annex 5: Fund
Team Initial EOI Assessment Criteria, and advises the Grants Committee. The Grants
Committee then appraises the EOI against the criteria for eligibility and selection by using
Annex 4: Grants Committee EOl Assessment Form.

Each EOI is given a score by the Grants Committee. These scores then provide direction to
the Grants Committee on making one of the three decisions: Approved, Not Approved, or
Under Consideration.

Approved: Organisations, networks or groups whose EOIs are approved will be invited to
submit full proposals. The Fund team will also provide necessary support during the
proposal writing phase.

Not Approved: The Fund will notify organisations, networks or groups whose submissions
were not approved to provide feedback.

Under Consideration: These EOIs will be returned with queries or issues for clarification. In
some cases, applicants may be invited to undertake minor revisions that may lead to the
invitation to submit a full proposal OR resubmit at a later date, pending further capacity
development support from the Fund.

2.4.2  Proposal

The Grants Committee appraises each proposal against the criteria for eligibility and
selection using Annex 3d: Proposal Assessment Form. Each proposal is given a score by
the Grants Committee. These scores then provide direction to the Grants Committee on
making one of the two decisions: Successful or Unsuccessful.

Successful: For proposals that have been approved by the Grants Committee, the Fund
team will liaise with the grantee to address any specific feedback and recommendations
from the Grants Committee. The Fund team then prepare a grant agreement and plan any
relevant capacity development. During the preparation of the grant agreement, the Fund
team will conduct a review of the governance and financial management systems, undertake
a Due diligence check and begin other capacity development assessments to inform future
support as needed.

Unsuccessful: The Fund will notify organisations, networks or groups whose submissions
were not successful to provide feedback.

2.5 Due diligence

Due diligence is an appraisal of an organisation prior to signing a grants agreement to
ensure the organisation will act with a certain standard of care. All documents shared will be
kept confidential.

For proposals that have been approved by the Grants Committee, the Fund team
undertakes a due diligence process using Annex 9: Due Diligence Checklist.

When carrying out a due diligence assessment, there are two inter-linked objectives.

Firstly, The Fund is trying to identify areas in the partner’s operational systems (finances,
human resources, risk management, governance structures, etc.) that may require some
support. By identifying these areas, The Fund can offer assistance to help partners better
manage grants, and enable them to improve their systems more broadly. The due diligence
checklist is the tool that enables The Fund to have frank discussions about systems and
where these need to be improved. The intention is to have these discussions in a
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collaborative manner, offering suggestion where we can. We are keen to hear from our
partners their own suggestions and ideas of how their systems can be improved and how we
might support this.

Secondly, The Fund is ensuring that DFAT funds are carefully managed and used
appropriately. The due diligence checklist is an important part of our financial and risk
management processes. It helps us to assess the capacity of partner organisations
(including subcontractors and grantees) to effectively manage, spend and report on donor
funds. We can then work with our partner to develop tailored risk mitigation measures.

These two objectives are linked, and The Fund intends them to be beneficial to both parties.
We hope that both parties work through the due diligence checklist with a spirit of
partnership — trust, respect, openness and aiming for mutual benefit.

2.6 Award

For proposals that have been approved by the Grants Committee, the Fund team will liaise
with the grantee to prepare a grant agreement and plan any relevant capacity development.
Each grantee who has successfully completed due diligence and is to be awarded a grant, is
required to undergo grant agreement orientation which includes obligations within the
agreement to ensure that they understand what they are agreeing to.
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3 Grant Management

This section is for women’s groups, organisations and networks (referred to
henceforth as ‘grantees’) that have received their grants and relates to the Fund’s
standards, policies and guidelines for managing grants.

Grantees are bound by these agreements and as such, should read them carefully and seek
clarification from the Fund management team as needed. The grant agreement outlines
reporting duties and payments and defines the roles and responsibilities of the grantee and
of the Fund.

The Fund grantees are responsible for the efficient and effective implementation of the
funded projects. These responsibilities include:

»  providing suitably qualified and experienced staff to implement the project effectively;
» developing and implementing a project work plan and a monitoring and evaluation plan;

» developing and implementing a risk management framework and ensuring that the Fund
team is updated on any risks to the project;

» providing project baseline information (where available) and ongoing monitoring of
identified objectives, activities and results;

» ensuring the visibility and acknowledgement of DFAT as a donor and adhering to
visibility requirements of DFAT*?;

» receiving prior written approval for any press, media or other announcements or releases
relating to the project;

» ensuring that equipment is purchased in line with the Fund’s procurement guidelines as
outlined in the Fund’s Operations and Finance Manual;

» ensuring that expenditure is in line with the approved budget and maintaining proper
financial records?3;

» managing the project budget and preparing financial reports as required by the Fund;
» arranging independent external audits as required by the Fund*; and

» preparing progress and completion narrative and financial reports using templates
provided by the Fund (Annex 10 - 13) and submitting them via email and/or hard copy in
line with timelines specified in each grantee’s grant agreement.

The Fund team is responsible for providing adequate and flexible support to grantees. These
responsibilities include:

» Assisting in the use of reporting templates and providing monitoring and evaluation
support as required. This could involve assistance in developing a monitoring and
evaluation plan, identifying appropriate approaches and tools for monitoring, collection
and analysis of quantitative and qualitative data, and designing and conducting
evaluations.

12 For further information, please refer to http://dfat.gov.au/about-us/corporate/Pages/logos-and-style-guides.aspx#aid-logo

13 changes greater than 10 per cent between budget lines will require an amendment, and significant changes to the work plan
will similarly require amendment even if they do not impact on the budget, as they may affect the outcomes of the program.

14 Where an organisation does not have the capacity to complete routine external audits, these audits may be included in the
grant budget as directed by the Grants Committee or a member of the Fund management team may conduct the audit.
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»  Providing opportunities for women’s groups, organisations and networks to share stories
of change and lessons learned through peer learning activities.

»  Providing, via the Capacity Development Strategy, tailored support in financial
management, gender equality and social inclusion training and other relevant support
including communication, governance and monitoring and evaluation.

»  Monitoring the implementation of grantees projects by conducting field monitoring visits.

3.1 Amendments

The Fund allows for amendments to the original proposal submitted by grantees. Itis
possible that during the term?® of the grant agreement, grantees will realise that the work
plan or budget may need to change to respond to changing circumstances. These
circumstances might include, for example, increased costs of certain activities, or changed
numbers of participants. Additionally, the context at the community level may change and
new needs may be identified by the, grantee. As long as these changes are in line with the
overall objective(s) of the grant and do not exceed the total grant amount, an application
must be made in writing to the Fund management. And the grantee advises the Fund before
a change is made, the Fund will be flexible about making changes to grant agreements, and
both the grantees and the Fund should sign Amendments.

According to the grant agreement, changes within the upper limit of each budget line, and
changes of up to 10 per cent between budget lines can be accepted without the need to
amend the Grant; however, the Fund must be notified of any changes. Changes greater
than 10 per cent between budget lines will require an amendment, and significant changes
to the work plan will similarly require amendment even if they do not impact on the budget,
as they may affect the outcomes of the program. The grant agreement makes this explicit.

Amendments can also include changes to the grant agreement period where an extension
(costed or no cost) to the agreement end date is required.

3.2 Termination of grant agreements

According to the grant agreement, the Fund may terminate a grant agreement at any time, if
the grantee:

» Commits a breach of the agreement;

» Becomes financially unable to fulfil its obligations;
» |s wound up by resolution or an order of the court;
» Ceases to carry out activities;

» Ceases to hold any license, qualification, approval, authority, or consent required to
comply with its obligations;

» Is listed on a World Bank List or relevant list;
» Is convicted of an offence.

Please refer to the grant agreement for full termination clauses, including Termination by
Notice and Termination by Convenience.

15 Total length of time (often measured in months) between start and finish date of the grant agreement
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3.3 Monitoring, evaluation and learning system

The Fund understands a Monitoring, Evaluation and Learning (MEL) System to be a series
of practices and processes that enable the systematic collection, analysis and use of M&E
information®®. The MEL System for the Fund is made up of the following components:

» Monitoring and Evaluation Framework;
» Knowledge Management System Database;

» Fund Program Reporting, which includes six-monthly Program Progress reporting and an
Annual Fiji Women’s Fund Progress Report; and

» Annual Reflection & Learning Workshop. The Fund will facilitate an annual workshop that
will include representatives from DFAT, grantees, and other program stakeholders to
discuss a range of issues, including the operating environment, cooperation within the
sector, capacity development and grant management. The workshop will encourage
stakeholders to reflect on effective practice in the current environment and how to apply
lessons learned in the future. The Fund will develop a range of tools that can be used
during the workshop to support discussion and sharing of information.

The Fund’s MEL System is guided by feminist evaluation principles that include:

» tools designed to unpack gender inequalities and contributing social factors;
» recognising that no single assessment framework or tool will be is enough;

» tracking backlashes and resistance to change;

» tracking contribution rather than attribution;

» challenging hierarchies including between the evaluator and those evaluated;
»  capturing, analysing and privileging women’s voices;

» recognising the need to track changes in four quadrants of change that includes
formal laws and policies, informal practices and norms, access to resources and
individual beliefs;

» focusing on learning and accountability; and

» considering monitoring and evaluation as a political activity i.e. it is influenced by pre-
existing social norms and values and its (M&E) use is as part of the change process.

» acknowledge a group, organisation, or network mission and vision and their identified
needs and interests;

» ensure MEL processes and products are understood by stakeholders and considerate of
time and resource constraints;

» provide grantees the opportunity to reflect on the support provided by the Fund and
inform program learning and improvement;

» provide a platform to discuss differences in values and value-based judgements that will
be made when measuring impact and positive change for women beneficiaries of the
Fund; and

16 Simister, N. (2009). Developing M&E Systems for Complex Organisations. International NGO Training and Research Centre
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» abide by Do No Harm principles.

The Fund’s program logic is outlined below.
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Figure 2 Fund Program Logic
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In addition to monitoring by the Fund, Grantees are also responsible for monitoring activities
and providing information to the Fund. As such they will be asked to monitor the grant funded
programs using their own M&E systems (or assisted to establish one where required) and to
report to the Fund using the progress and completion reports (Annex 10 - 13) to show
progress towards results.

3.4 Financial management

As a part of the due diligence assessment, the Fund will conduct a financial management
system review with each grantee prior to signing the Grant Agreement.

When funds are disbursed, the guidelines below should be followed to manage grants
effectively.

The Fund will;

» provide compulsory training on financial management;
» provide targeted technical assistance for financial management and reporting;

» conduct, with the support of the grantee, ad hoc visits to review activities against budget,
accounting practices, and recommend actions as necessary;,

» ensure that grantees prepare progress and completion reports during implementation as
per grant agreement. See Annex 10 -13 for the reporting templates to be used.

As noted previously, any changes across or between budget lines less than 10 per cent
require the grantee to notify the Fund. Any changes across or between budget lines above
10 per cent will require prior approval by the Fund. See section 3.1 on Amendments.

3.4.1 Disbursement and financial monitoring

Different types of grants will require different financial monitoring and reporting; this will be
specified in each Grant Agreement. Wherever possible, financial reporting processes will
align with the existing processes and systems of the grantee. This will streamline information
flows and minimise administrative burdens.

3.4.2 Grant agreements

The Fund’s Finance and Administration Officer will manage the discharge of funding as per
the finalised Grant Agreement. Disbursement of funds will be in tranches and upon the
submission and approval of narrative and financial reports.

Financial monitoring of grantees will vary according to the amount of funds disbursed, the
capacity of the grantee organisation; and the nature of the Agreement which has been
entered between the Fund and that organisation.

Where grantees are large and established organisations with annual audited accounts, the
Fund will accept their annual audited reports as the primary financial reporting mechanism,
noting that the grantee should expect to communicate with the Finance and Administration
Officer, to clarify any outstanding queries following receipt of the audited report.

Smaller organisations, which do not have annual audited accounts, may be assisted by the
Finance and Administration Officer to strengthen their financial management systems and
develop a simple reporting process and format.

As per the Grant Agreement, smaller organisations may be reporting on a more frequent
basis, in order to receive the next tranche of funds. This will ensure that reporting
requirements are met and funds are utilised as per the agreed work plan. Such organisations
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will be supported and monitored by the Fund’s Finance and Administration Officer. This will
include regular emails, telephone contact, and visits.

If there are any concerns during implementation that arise with any grantee, this will be
brought to the attention of the Fund Manager by the team member monitoring the activity and
further action will be taken accordingly. This process will be documented and the Fund will
advise if further funds need to be withheld or other action taken.

3.4.3 Internal control of funds

For effective management of the disbursed funds, the following procedures will strengthen
partners’ internal control systems:

» The grantee (whether partners, suppliers or research entities) must hold a current local
bank account in the name of the organisation (i.e. not a personal bank account in the
name of an individual®’).

» Grantee must provide full details of their bank account to the Fund prior to receiving any
payments. This information, along with details of tranche payments, will be recorded by
the Finance and Administration Officer on the Funds Request Template which is an
attachment to the Grant Agreement. Only upon completion of the Funds Request
Template (or equivalent) will authority be given for the tranche payment to be transferred
to the approved bank account for the grantee organisation.

» In some cases, especially if there are concerns about the organisation’s capability to
effectively manage funds, recipient organisations will be required to open a separate
bank account specifically for operations in line with the grant agreement, prior to funds
being disbursed. This will be decided on a case-by-case basis.

3.4.4  Over-expenditure

Over-expenditure will not be permitted. Requests for additional funds to the agreed amount
will require the approval of the Fund’s Grants Committee and result in an amendment to the
grant agreement. In the event that prior approval is not sought, the grantee will be required to
use its own funds to cater for the over-expenditure.

If there is any overspend on a grant all activity expenditure should be looked at as a whole to
ensure there is no overspend against the total grant agreement.

3.4.5 Under-expenditure

The grantee will need to advise the Finance and Administration Officer of any under-spend
through the financial reporting process and accordingly, adjustments to the next tranche
payment will be made. If there is under-expenditure at activity completion, a refund will be
required. This will reduce the total activity expenditure.

Any significant underspend of a grant should be reported to the Fund Manager so that funds
can be allocated to another activity in collaboration with the Grants Committee.

If a grantee has spent less than 80% of the tranche disbursed, the following tranche will not
be disbursed until the Fund management team has received a progressive financial report
demonstrating expenditure above 80% in line with project or program objectives. Only then
will the remaining 20% be disbursed.

17 Where an organisation does not have a bank account, this will be assessed during the due diligence process. The preference
of the Fund management team will be to provide the organisation with support to open their own bank account or support them
to partner with a larger organisation.
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3.4.6  Sub-grants

Larger organisations who wish to provide sub-grants to smaller women’s groups,
organisations and networks using the Fiji Women’s Fund must address the following:

» undergo a due diligence assessment to determine organisational capacity to perform
sub-granting functions;

» undertake due diligence assessment of the sub grantee/s to determine organisational
capacity;

» purpose and relevance of the sub grant to the overall proposal,

» relationship of the organisations;

» roles and responsibilities of the organisation and the sub grantee;
» resources and reporting;

» conditionality of financial disbursement;

» monitoring and evaluation; and

» risks and risk management.

3.5 Procurement procedures for grantees

All procurement undertaken via the Fund — even at the community level — must be consistent
with the Fund’s Procurement Guidelines, in particular, observing the core principle of
achieving value for money.

Value for Money*® can be defined as a method or approach for striking a balance between a
program’s economy, efficiency and effectiveness, comparing the degree to which a project or
activity has achieved its intended outcomes against its assessed efficiency in the use of its
resources to achieve those outcomes.

Guidelines on Fund Procurement processes are attached to the Grant Agreement. More
specific procurement checklists, guidelines and training to support partners undertaking
procurement will be provided during the orientation sessions.

3.6 Risk assessment and management

Major risks and associated management strategies for the disbursement and management of
funds are outlined below.

18 pacific Women is developing a Value for Money rubric and further guidance which will be shared
with grantees.
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Table 2 Risks associated with funds

Perceived
Severity of
Risk &
Likelihood

Likelihood
of Risk
Occurring

Management Strategy

Grantee has limited financial Medium Medium
management capacity,

resulting in the possibility of

mismanagement and/or

fraud

Due diligence assessment, conducted prior to
commitment of funds to civil society organisations and
others as appropriate, will ensure minimum standards in
organisational capacity, risk management and other
safeguards are met.

Where an organisation is not initially fully compliant, the
Fund may consider providing assistance to strengthen
systems or build capacity in defined areas. Alternatively,
the Fund may consider extra safeguard mechanisms to
minimise risk, such as closer monitoring through field
visits; smaller tranche payments; or more frequent
financial reporting.

The Finance and Administration Officer will offer MS
Excel or other financial reporting formats and financial
management advice and training. Where the Fund
identifies (through regular reporting or periodic monitoring
visits) significant or ongoing capacity issues, additional
training and technical advice may be provided.

Tranche payments will be structured on an assessment
of the recipient organisation’s financial management
capacity, as well as its track record in managing donor
funds. Tranche payments can be restructured or withheld
if there is evidence to suggest that funds are not being
effectively managed or are not being utilised in
accordance with the Grant Agreement.

The Fund will conduct regular fraud awareness training
for recipient organisations in each country. The Fund’s
Fraud Control Plan will be implemented should fraud be
suspected.

Program funds expended on Low Medium

non-program expenditure

Prior to disbursement of the Fund funds, partners will be
required to sign a Grant Agreement. The Grant
Agreement will contain an approved budget, reporting
requirements, and provide for corrective action where
necessary. Regular monitoring contact and spot audits
will be undertaken by the Fund team and to ensure
compliance with funding agreements and minimise the
risk of misappropriation.

The Fund’s Fraud Control Plan will be implemented if
fraud is suspected®®.

Flow of FWF funds to Low Medium
grantees may be restricted

by economic sanctions and /

or banking regulations

The Fund will investigate, and continually review, options
and associated risks for funds transfers. The transfer of
funds may require alternate banking arrangements to
those specified in these guidelines. The disbursement
procedures may be varied to ensure that funds reach the
intended beneficiaries.

3.7 Conflict resolution

The following conflict management process should be followed when disagreements
or issues arise between Fund partners, within partner organisations or between a
grantee and a member of the Fund management. This process can be applied to
individuals and groups or organisations. If a complaint is about the relevant Fund personnel,
grantees are able to bring issues to the next point in the process. For example, if there is an
issue with the Program Officer, grantees can speak directly to the Fund Manager. If there is

19 Fraud is defined as ‘dishonestly obtaining a benefit, or causing a loss, by deception or other means’
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an issue with the Fund Manager, you can speak directly to the Grants Committee. Conflict
resolution should only be sought through the Fund if it is directly relevant to Fund support.

Complaints can be addressed through informal or formal processes. Informal
processes mean that the complaint is either solved between the two parties or is informally

mediated by a member of the Fund management team and limited formal written records are

maintained about the process. A formal complaint requires consistent and detailed

documentation of the process and any outcomes will be officially documented and followed.

All Fund staff and grantees are discouraged from bringing frivolous or vexatious complaints
against the Fund. A frivolous complaint is one made without reasonable cause. A vexatious
complaint is made with the intent of causing harm, embarrassment or annoyance, without
evidence of any substantive allegation. Fund staff or grantees who make vexatious
complaints may face disciplinary processes.

The Fund’s conflict management process follows natural justice principles. This
means that both the parties have the right to a fair hearing, with all relevant information will
be objectively considered and the rights of all parties protected throughout the process.
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Figure 3  Grievance procedures
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3.8 Reports and timelines

Tailored reporting templates have been designed to suit the two different grants — Types B
and C. All grantees are required to use the appropriate reporting template to provide
progress and completion financial and narrative reports.

Below is a brief description of each report and timelines.

» Progress financial and narrative report which summarise activities implemented with
disaggregated data, challenges and lessons learnt and financial expenditure for the
reporting period.

» Completion financial and narrative report provides an overall summary of activities
implemented with disaggregated data, achievements, challenges and lessons learnt and
financial expenditure for the entire grant period.

3.9 Exit Interviews

When a grantee completes their project and their grant agreement has come to an end, the Fund
would like to conduct exit interviews. The purpose of the exit interview is to provide grantees an
opportunity to provide feedback on the Fund’s processes, support and suggestions on how the Fund
can improve its work. The exit interview will be conducted by an independent consultant.
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Annex 1: Grantee Communications Guide

Goals and Objectives

This Guide was created to provide clarity on media and communications to Fiji Women’s
Fund Grantees. It is based on the Fund’s Communication Strategy; the following goals are to
provide guidance to the Fund and grantees on how to effectively and strategically engage
with partners and stakeholders in promoting and contributing towards women’s
empowerment and gender equality in Fiji. These objectives are:

Identify any key barriers to communication with partners and stakeholders, and use
appropriate mediums to successfully overcome them.

Inform existing and potential partners and stakeholders of the intent, progress,
successes, and opportunities available with the Fund.

Advocate for women’s empowerment and gender equality through improved political,
economic and social opportunities for women in Fiji.

Contribute information and data that can be used to monitor and evaluate the impact
and effectiveness of the Fund.

Provide a platform for its partners to share news, events, resources and information
about initiatives relevant to the program’s key result areas.

Strengthen the capacity of partners to effectively use communications to promote
women’s empowerment and gender equality.

Key Communication Principles

The following principles guide the Communications practise and engagement of the Fund
and Grantees at all times.

Ensure information and communication materials are of high quality, simple, easy to
understand, accessible and communicated in a respectful manner.

Information is evidence-based, informed by women’s lived experiences and reflect
intersectionality’s.

Amplify the voices of women, and raise consciousness and awareness about women’s
stories and struggles, especially of those often marginalised. These include women living
in rural and remote locations, women with disabilities, and those facing discrimination due
to their sexual orientation and / or gender identity.

Represent women as actors, change agents and survivors.

Avoid perpetuating gender stereotypes, challenge and change gender stereotypes that
are harmful and disempower women by addressing regressive (cultural and traditional)
beliefs.

Connect and communicate the main problems the Fund and Grantees aim to address
with broader social issues.

Produce content in democratic and collaborative ways, giving space to all voices and
supporting women to tell their own stories.

Procure informed and continuous consent of any testimonials (quotations and interviews)
and audio / visual material.

Promote systematic learning and sharing between the Fund, partners and stakeholders.
Abide by the ‘do no harm’ principle by regularly identifying backlash or negative
consequences for women and children involved in the Fund’s work. This also includes
providing information to women that might affect their lives, in an open and transparent
manner.
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Key Messages

Messaging is an important component of a Communications Guide, as a grantee
organisation, it is important to know which messages is relevant to your organisation and the
rational for the messages. These messages were identified as relevant for the inception
stage of the Fund. As the Fund evolves in implementation, messages may evolve to reflect
the changes. The following messages should be repeated clearly and consistently in all Fund
supported activities communicated by the Grantee:

Achieving women’s empowerment and
gender equality is crucial to the political,
economic and social development of Fiji.

The causes and consequences of gender
inequality are complex and interrelated.
Effective responses must be flexible to Fiji’s
political, cultural and social contexts.

Women'’s groups, networks, and
organisations are crucial to achieving
women’s empowerment and gender
equality in Fiji.

The Fund is a grant mechanism that
provides funding and capacity development
support to women’s groups, networks, and
organisations in Fiji to expand and enhance
their work on women’s empowerment and
gender equality.

The Fund can play a role in supporting
women’s empowerment and gender
equality in Fiji through funding efforts of the
women’s movement and supporting
capacity development.

The Fund is flexible, responsive and an
accessible mechanism for supporting the
women’s movement to advance gender
equality in Fiji.

The Fund is an Australian Government
funded initiative, supporting local efforts and
will transition into an independently funded
and locally managed women’s fund by the
end of 2022.

Relationships

This message provides a viable link between
women’s empowerment and gender equality, and
the economic and social development of Fiji. This
message will support the Fund and Grantees in
engaging a wider audience.

This message provides a simple definition of gender
equality and may help to address fears that women’s
empowerment and gender equality is not compatible
with Fiji’s culture and traditions.

This message emphasises the importance of
investing in women’s groups, networks, and
organisations to strengthen the women’s movement
as they continue working towards women’s
empowerment and gender equality in Fiji.

This message clearly states the core function of the
Fund and its main implementing partner(s).

This message acknowledges the key role of the
women’s movement in contributing to women’s
empowerment and gender equality; the importance
of investing and strengthening their efforts; and the
supportive role the Fund can play to facilitate this.

This message provides a reason for women’s
groups, networks, and organisations to consider
applying for funding from the Fund, and for donors to
consider supporting the Fund. It sets it apart from
other grant mechanisms.

This message articulates the role of the Australian
Government as one that supports and compliments
(and not replaces or competes) with local initiatives.
It also articulates the Fund’s transition plans.

The Fund values relationships with Partners and stakeholders and will engage effectively
and strategically with its partners and stakeholders.
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Stakeholders

- Fiji Women’'s Movement

- Steering Committee - Government Ministries & Departments

- Grants Committee - Development Agencies

- DFAT - Local, Regional & Global Women's Funds

- Cardno - Donors, Private sector & Local Philanthropy

Partners
- Grantees

Fiji Women’s Fund K322

Partners are agencies that have formal relationships with the Fund and contribute directly to its implementation.

Stakeholders are part of a broader group of agencies with whom the Fund may have no formal relationship but who

are also important to the Fund’s success.

Roles

The Fund’s Communication Strategy is implemented and coordinated by the Fund team in
particular the Fund’s Communications Officer, based in Suva with technical support from
Cardno, and input from DFAT. All parties involved adhere to the Fund’s key communication
principles and style guide.

Below is a guide on specific communications and or media activities that require input and
our guidance from the Fund team. In instances where clearance is required from DFAT,
please note that DEAT requires at least five working days to clear any material.

When preparing a news release, media
advisory, opinion editorial, blog post, on a

Fund Communications Officer who will
seek clearance from the Fund Manager.

%‘ Fund supported program.
é’ For media queries on Fund supported Fund Communications Officer who, in
programs. consultation with the Fund Manager will
address queries as directed.
For media queries seeking commentary Fund Communications Officer who liaises
on the Australian Government’s support with the Fund Manager and DFAT to
for Grantee programs. obtain comments.
For media queries seeking commentary Fund Communications Officer who liaises
on the Fiji Government’s support for with the Fund Manager for input and
Grantee programs. endorsement from the Director of the
Department of Women as a member of
«© the Fund’s Steering Committee
g For attribution of comments/quotes to Liaise with the Fund Communications

Fund staff on Grantee programs.

When contacted for an interview (print,
online or broadcast) regarding Fund
supported activities and programs.
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Officer to get a quote from the Fund
Manager who is the official spokesperson
for the Fund. Staff cannot be quoted in
media articles or social media posts.
Fund Communications Officer who will
provide a blurb or speaking points about
the Fund in relation to the support for the
Grantee program.
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Branding

Sharing of Grantee news and

social media posts

For all requests to use the Fund logo on
print products (brochures, newsletters,
event  programs, reports)  videos,
promotional materials (posters, stickers,
banners, bags, t-shirts) or online (social
media, blogs and grantee website).

For updates on a milestone event in your
Fund supported program.

When the Grantee has received external
news coverage (print, broadcast and
online) about Fund supported activities.
External parties include newspapers, radio
and television.

When Posting about Fund supported
programs on social media

Fund Branding and Logo

Fund Communications Officer who will
consult with the Fund Manager and will
provide guidelines on how the Fund logo
is placed. When the use of the Australian
aid identifier is required, the Fund will
need to liaise with DFAT for placement of
the logo. The Fund Manager and DFAT
Program Manager will need to view the
logo on final draft of the product before it
is printed, published or produced.

Fund Communications Officer and
Program Officer who may request for
more information and images and
interviews with Grantee staff or partners.
Send web link or references (name of
article, publication date and media
organisation to the Fund Communications
Officer.

Refer to the Social Media section of this
Guide. Grantees are encouraged to tag
the Fiji Women’s Fund accounts on Social
Media.

The Fund has a distinct logo and colours which identifies it as a local initiative. Both the Fund
logo and the Australian Aid identifier need to be used together. However, the decision to use
the Fund logo and the Australian Aid identifier is decided by DFAT and the Fund on a case-
by-case basis.

Grantees are to liaise with the respective Fund Program Officer and the Fund
Communications Officer on requests to use the Fund logo on merchandise, print products or
online presence on Fund supported activities and programs. These requests are approved
by the Fund Manager.

Depending on the grant type and the activity undertaken by the Grantee, the Fund may
request that the Fund logo and or a standard blurb about the Fund be placed in the Grantee
media releases or any related publication such as a program or an activity report. In such
cases, the Fund Manager will advise the Grantee and the Communications Officer will liaise
with the Grantee on the guidelines of using the Fund logo and blurb.

Standard blurb on the Fund to be used:

The Fiji Women’s Fund (the Fund) is an initiative Australian Government supported Pacific
Women Shaping Pacific Development (Pacific Women) Program. The Fund will commit up to
AU$10.5 million from 2017 to 2022. It will provide funding and capacity development support
to women’s groups, networks, and organisations in Fiji to expand and enhance their work on
women’s empowerment and gender equality. The aim of the Fund is to become an
independently funded and managed women’s fund by the end of 2022, and it seeks the
following outcomes:
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» Women'’s groups, organisations, or networks supported by the Fund are empowered and
have the capacity (knowledge, skills, resources and relationships) to contribute to
transformative change that improves women'’s lives.

» Women’s groups, organisations, or networks supported by the Fund are having influence
at different levels (individual / systemic and formal / informal) and are contributing to
transformative change in women’s lives.

» The Fund has transitioned to an independent local entity and has secured funding from
donors, private sector, and local philanthropy.

Social Media

The Fund uses social media?® as a means for corporate communication and from time to
time promote and share grantee posts on work supported by the Fund. The Fund recognises
that grantees are responsible for their social media posts and endeavour to use good
judgment about what material appears online, and in what context.

When you share Fund supported activity achievements and updates on social media please
tag the Fiji Women’s Fund.

You can find us on Facebook at facebook.com/@fijiwomensfund and Twitter
@fijiwomensfund. Follow the Fund on our social media accounts to stay informed on Fund
news and opportunities.

You can also subscribe to our newsletter at

Responsibilities

Please take note of the following guidelines around social media.

Consider your audience. The Fund is an initiative of Pacific Women Shaping Pacific
Development (Pacific Women) its employees, partners and stakeholders reflect a diverse set
of customs, values and points of view. This includes considering the obvious (no ethnic slurs,
personal insults, obscenity, etc.), but also others’ privacy and topics that may be considered
objectionable or inflammatory — such as politics or religion. In essence, be respectful to all.

Be thoughtful about how you present yourself in online social networks. The lines
between public and private, personal and professional are blurred on online social networks.
As a Fiji Women’s Fund grantee within a social network, you are now connected to other
Fund partners and stakeholders.

Privacy and confidentiality. Ensure you do not disclose or use the Fund’s confidential or

proprietary information in any online forum or platform. Please also be vigilant about
protecting your organisation and your privacy by improving or upgrading your online
security settings.

Referencing. Please remove reference to the Fiji Women’s Fund when using social media
for purely personal or social purposes, this applies to personal accounts. Please refer all
queries about the Fiji Women’s Fund to the Fund Communications Officer.

20 1n an official capacity, the Fund utilises Twitter and Facebook.
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Notifying the Fund of any negative comments on Fund supported activities. If you
notice inappropriate content or negative comments relating to the Fund or Fund supported

programs, or content that may otherwise have been published in breach of this policy, please

contact the Fund Manager immediately.

Please do not attempt to defend and or address any comments/grievances raised about the
Fund or the Australian Government, immediately refer the aggrieved parties to the Fund
Communications Officer and the Fund Manager.

Breach of Guidelines

Depending on the circumstances, non-compliance with this guideline constitute a breach of
contractual obligations, misconduct, harassment, discrimination, or another contravention of
the law. Grantees who do not comply with this guide may be required to provide a written
explanation to the Fund Manager.

The Fund will remove, or request the grantee to remove, any material where there is a
breach of this or any other Fund policy, or the content is deemed to be inappropriate.
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Annex 2: Fiji Women’s Fund 2019 Guidance Notes to Proposal and
Reporting Forms

About the Guidance Notes

The guidance notes are to be used in conjunction with the Grants Manual. The Guidance
Notes assist applicants in using the Proposal Forms to apply for funding and grantees in
using the Reporting Forms (Progress and Completion) to track and report on progress to the
Fund. These guidance notes are separated into two areas: Proposal and Reporting. These
forms support the third round of the Fiji Women’s Fund’'s (FWF) funding arrangements, for
grants which will commence in 2020.

Read and use the guidance notes provided on this document to assist with filling the forms.
These explain the links between the proposal and reports as well as providing a glossary of
key terms and a sample project design and monitoring plan.

Proposal Forms

Depending on the type of grant that you will be applying for, you will need to use the correct
proposal form. There are two proposal forms: Type B Proposal Form and Type C Proposal
Form.

It is important that you read the following sections from the Grants Manual to guide you on
the type of grant that you are eligible for. Please read Section 1.6 Fund Modalities and Grant
Types available through the Fiji Women’s Fund and Section 2.2. on Criteria for eligibility and
selection

There are two types of grants: Type B grantees (receive one-year funding, with the possibility
of contribution to core funding); and Type C grants (can be one-off grants or for less than one
year in duration).

All three proposal forms have 6 sections which are:
Contact Information

Summary of the Proposal

About the Organisation

Financial information about the organisation
About the Program

© g k~ w NP

Annexes

Annex 1 Project Design and Monitoring Plan
Annex 2 Work Plan

Annex 3 Budget

Annex 4 List of Project Staff

Annex 5 Capacity Development Support Form

General Instructions for Proposal Forms
» Use the correct Proposal Form for the Grant Type that you are applying for.

» The Proposal Form must be submitted in English and must use Font Type: Arial and size
11.
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» Applications must provide answers to all the questions. Incomplete proposal forms will
not be accepted.

» Each question has a word limit so you are encouraged to explain your answers clearly
and fully. Avoid one-sentence answers.

» Do not write in italics or colour highlight your responses to the questions.

» Ensure that Annexes 1-5 and Attachments 1-4 are also completed and submitted with the
Proposal Form.

» An application will be considered incomplete if the Proposal Form and its Annexes are
not completed or if not all Attachments are submitted. Do not submit an incomplete
form.

» The deadline for proposal forms is 5pm on Wednesday 20 November 2019. Applications
submitted after the deadline will not be considered.

» Completed Proposal Forms are to be submitted to

» Any queries in relation to the Proposal Forms are to be submitted to
or calling +679 331 4410 or 331 4033

About Sections of the Proposal Form
Sections 1.1 to 1.4 cover contact information and other basic details.

Section 1.5 focuses on the actual program or project for which funding is sought. It's
important that you refer to the glossary. We recommend that you spend more time clearly
outlining the problems or challenges that you are trying to address.

This section has the following elements:

» Context and problem analysis

» Program/project description

» Program outcomes

»  Strategic Partnerships and Coordination
»  Thematic Focus

» Target group

Annex 1 Project Design and Monitoring Plan: See below for an example

Annex 2 Work plan: depending on the duration of your project, please list your activities. You
are expected to plan in quarters (i.e. in 3-month periods).

Annex 3 Budget: see below on explanations for each of the budget lines.

Annex 4 List of Project Staff: this annex requires you to provide details of staff who will be
working specifically on this project as well as any new staff that you will be hiring to work on
the project.

Annex 5 Capacity Development Support Form: This form provides the organisation with an
opportunity to self-identify skills and capacities that they would like to get some form of
support on. The Fund will also provide mandatory capacity development support in financial
management, accountability reporting, monitoring and evaluation and gender equality and
social inclusion training (including child protection and disability).
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Annex 1 Sample Completed Project Design and Monitoring Plan
Project Name: XXX

Goal(s): The goal of project is to: a) improve the livelihoods or poor and vulnerable women; b) spread awareness about income generation opportunities

Duration: 1 year
2018

Date of commencement: July 1, 2017 Anticipated date of completion: June 30,

Planned Activities
(what you will do)

Short-term outcomes
(changes in the short-
term)

Outputs
(what you
will produce)

Monitoring tools
(tools you will
use to monitor
change)

Medium — Long-term  Monitoring
outcomes tools
(changes in the (tools you will
medium to long- use to monitor

term) change)

Improved community | Talanoa

Assumptions/ risks
(optional)

NGO presentations | 8 meetings Knowledge and Attendance sheets Community members

gender equality,
women'’s rights,
use of sewing
machines, and
micro-business
management

women’s groups in

practice of women
Improved
understanding of
managing credit
Increased business
management skills
Increased sewing skills
Increased
understanding of
women'’s rights
Increased confidence

training surveys

income
Women increase their
control of income and
assets

sample of
women in each

group

at local meetings held awareness of Feedback from at attitudes to women’s session in each | will attend
opportunities at the least five people economic community
community level from each meeting | empowerment

Training of 4 trainings Improved savings Pre and post Increases in women’s | Interviews with | Women will attend

training

Women will be open to
both micro-business
content as well as
content on gender
equality and women’s
rights

Men do not increase
control or violence due
to increased income
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Training of 4 trainings Increased Pre and post Improved attitudes to Talanoa Community members
communities and understanding of training surveys women’s economic session in each | will attend
families of women gender equality and empowerment community Community members
to engage in women'’s rights Increased support of will be open to both
businesses Increased men in women’s care micro-business content
understanding of care taking duties as well as content on
burden of women gender equality and
women’s rights
Men start to change
gendered behaviour in
the household
Home business set | 5 funds Improved access to Field workers Increases in women’s | Interviews with | Women pay back
up fund non-predatory credit reports assets sample of borrowed funds
women in each | Women retain control of
group borrowed funds
Ongoing mentoring | 20 sessions Increased business Field workers Increases in women’s | Interviews with | Mentors are available in
for new business held with management skills reports income sample of community settings
owners business Motivation of women is Increases in women’s | women in each
owners sustained assets group

Women increase their
control of income and
assets

Notes and guidance on filling out the template

»  Fiji Women’s Fund seeks to answer key questions in its approach to monitoring and evaluation. The questions relate to your area of work.
For example, the Fund wants to know the answers to specific questions in the area of ending violence against women. These questions are
different than the questions in the area of increasing women’s economic empowerment. At this stage, we’re only asking you to fill out the
Monitoring Plan. If you are successful in securing a Type B grant, we will work with you to relate your monitoring plan to key evaluation

guestions.

» Have you included activities to support change at both the individual and community level?
» Have you included activities to support change of explicit rules and systems to do with gender as well as unspoken assumptions and

attitudes?
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Annex 2 Proposal Budget

1.0
11

1.2

1.3

1.4

15

1.6

1.7

1.8

2.0
21

2.2

2.3

2.4

3.0
3.1

3.2

OVERALL
PROJECT
BUDGET

INDICATIVE
YEAR 1
(total amount
for the first
year of the
project)

EXPENDITURE (total amount
for the

duration of the
project)

Overhead Costs (Office Support) (This portion is only for Type B grant)

Management and Administration Staff salaries
Positions may include payroll fees for any management
staff and administration staff who will be working on this
specific project.

Office supplies

Includes office consumables that are regularly used in
the office such stationery supplies like pen, paper, files,
petty cash vouchers, sticky pads, flip charts etc.

Office equipment & Furniture

Includes office equipment purchase such as printers,
photocopier, scanners, laptops, computers, fax
machines, desk, table, chairs

Utilities

Basic utility may include electricity and water costs
Communication (internet, phone and fax)

Costs include internet charges, landline phone charges
and fax line charges

Office rent
This refers to office space rent only

Independent Audit Costs
These may include annual external audit costs

Other Costs — please list

List any other costs that office support costs associated
such as IT support cost, insurance costs, equipment and
furniture maintenance costs

Subtotal

Project Activity Costs (includes all costs related to delivering the work plan)

Monitoring and Reporting Costs associated with any
monitoring activities that you will conduct such as field
visits, surveys etc.

Activity 1 Costs associated with the implementation of
this activity for instance venue hire, catering costs,
stationery, transport etc.

Activity 2

Insert more rows as needed to list additional activities

Subtotal

Project Staff Costs

Program Staff (staff of organisation directly engaged in
activity)

Resource people (external to organisation directly
engaged in activity)

Subtotal
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YEAR 2
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project)
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4.0

4.1

4.2

4.3

4.4

5.0
5.1

5.2

5.3

6.0

6.1

6.2

6.3

7.0

7.1

7.2

OVERALL
PROJECT
BUDGET
EXPENDITURE (total amount
for the
duration of the
project)

INDICATIVE INDICATIVE
YEAR 1 YEAR 2
(total amount (total amount

for the first for the second
year of the year of the
project) project)

Project Training and Capacity Development Costs These are costs that are associated with training and capacity
development needs for the staff in relation to this project that is not provided by the Fund. See page 3 of the Grants
Manual for a list of capacity development support provided by the Fund.

Workshop costs (venue, catering, participants’ costs)

Resource people (external to organisation directly

engaged in workshop)

Relevant material Costs such resource materials, files,
stationery
Other costs — please list

Subtotal

Project Travel costs (includes all travel for staff and participants related to the project)

Transportation (airfares, taxi, bus, boat, etc.)

Fuel

Other costs — please list

Subtotal

Visibility and Communication Costs (includes costs related to informing participants in communities about the
program and Fund’s support)

Signage (banners, boards, etc.)

Printing of promotional items (newsletters, stickers etc.)

Other costs — please list

Subtotal

Evaluation Costs: organisations are encouraged to allocate about 5 — 10% of the budget (depending on length and
complexity) to conduct an independent evaluation. This will be a requirement for projects 2 years or more.
Evaluation

Other costs — please list

Subtotal

GRAND TOTAL
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Reporting Templates

Depending on the type of grant that you received, you will need to use the correct reporting
form. There are two reporting forms: Type B Progress Report, Type B Completion Report,
Type C Progress Report and Type C Completion Report.

All grantees are required to complete the progress report and completion report. The scope
of reporting varies for the type and duration of grants.

The forms build on information sought at the grant proposal stage with the intent of enabling
grantees as well as the Fund to track short, medium and longer-term outcomes at an ‘activity’
and ‘project’.

A specific set of inquiry questions will be utilised by the Fund to discuss and document the
outcomes of Type C grants.

The forms will be revised for subsequent funding rounds once the Fund’s monitoring and
evaluation framework is in place.

General Instructions for Reports

» The Reporting Templates must be used when submitting reports to the Fiji Women'’s
Fund. Any other formats will not be accepted.

» Use the correct Reporting Template for the Grant Type that you received.

» The Reporting Template must be submitted in English and must use Font Type: Arial and
size 11.

» Provide answers to all the questions or indicate where information is not available.
» Do not write in italics or colour highlight your responses to the questions.

»  Submit your completed Reporting Template to the Fund’s Program Officer/s.

Fiji Women’s Fund » Grants Manual 37



Annex 3: Expression of Interest Form

Information for applicants

This Expression of Interest Form helps us to learn more about your organisation, group or
network’s (henceforth referred to as ‘organisation’) strategies, priorities and programs.
Please note that although submitting an expression of interest form is the first step in
applying for funding, it does not guarantee an invitation to submit a grant proposal. Due to
funding limitations, not all groups working in our priority areas will be invited to submit a grant

proposal.

Only successful applicants will be notified and invited to develop a complete proposal with

the support of the Fund team.

Instructions for applicants

» All submissions should be a maximum of four pages’ long

» For more information, please use the following contact:

Ph: +679 331 4410 or +679 331 4033

Email;

Contact information

Organisation / Network / Group
Name:

Date established and registration
number:

Please note that Fiji Women’s
Fund supports both registered
and non-registered groups and
this does not affect your funding
eligibility.

Office Location:

Telephone:

Email address:

Website (if available):

Social Media links (if available)

Organisation Contact
Person 1

Name:
Phone contact:
Email address:

Skype name (if available):
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38


mailto:information@womensfund.org.fj

Background and vision of your organisation

Background information about your organisation including a description of key past achievements,
mission, programs, target groups and locations that you work in. Please limit your response to 100
words

List the leadership of your group such as your Management Board or Governance Boar and
Organisational Structure (President, Board and Management, Staff etc.).

Briefly explain how leadership of your organisation makes decisions (i.e. voting, collective
agreement, formal meetings etc.)

Names of the organisations, networks and/or alliances your group works with.

Names and details of two people from the organisations, groups, networks and/or alliances you
work with that can tell us about the work and relevance of your group:

Contact person 1 Contact person 2
Name:
Organisation/network:
Position:
Email address:
City, country:
Telephone:

Skype name (if
available):

Budget of your group

NOTE: Please provide information on the budget for your entire organisation (not a single
department or project), including all programs, activities, services, staff salaries, office rent
etc.

Annual Budget FJD
Amount requested from Fiji Women’s Fund FJD
Please list the names of your past and current funders for the past two — three years

Current Funder(s) Past Funder(s) Name and Contact Project Title Budget
Details
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Proposal

Summary of proposed project including details such as description of the issue you are trying to
address, target area, target group and stakeholders. Please limit your response to 300 words

Describe how your proposed project will:

- Build agency such as skills, knowledge, capabilities, self-esteem, confidence and
aspirations

- Change relations especially power relations in families, communities and social networks

- Transform structures that are discriminatory such as values, traditions, cultures, lass,
policies, procedures and services

Please limit your response to 400 words.

How will this proposed project work with other women’s groups and organisations? Please limit your
response to 200 words.

Please list and describe the main activities and strategies that will be implemented under this
project. Please limit your response to 500 words.

Additional documentation

Depending on the type of grant that you are applying for, you MUST submit the following

document
Type B Grant Type C Grant
— registration of the organisation — two support letters from board / government

audited accounts of previous financial year partner / referee

latest annual report

support letter from board / government partner /
referee

Applications close at 5pm on Friday 30 August. You can either submit the completed
Expression of Interest by email or by mail or hand delivery:

By email:
By mail: Fiji Women’s Fund
PO Box GCO041, Garden City
Suva, Fiji Islands
By hand: Level 3, Kaunikuila House (Sun Insurance Building)

Laucala Bay Road, Flagstaf — Suva, Fiji Islands

Fiji Women’s Fund » Grants Manual 40


mailto:applications@womensfund.org.fj

Annex 4: Grants Committee Expression of Interest (EOI) Assessment

Form

Ratings: Each EOI question will be scored out of an overall maximum of 10 points.

Each question also has a weighting to indicate level of importance.

The following scoring scale is provided to assist the Grants Committee panel members with

the scoring of EOls:

Score
10

8-9

6-7

4-5

1-3

Description

Superior in meeting requirements: EOI is highly convincing and
credible. Applicant demonstrates understanding of selection criteria
and advanced capabilities, capacity and experience relevant to these.

Above average in meeting requirements: EOI is convincing and
credible. Applicant demonstrates excellent capability, capacity and
experience relevant to, or understanding of, the requirements of the
selection Criteria. EOI is lacking in parts but can be substantiated in a
full proposal.

Adequate in meeting requirements: EOI complies and is credible but
not completely convincing. Applicant demonstrates good capability,
capacity and experience, relevant to, or understanding of, the
requirements of the Selection Criteria. EOIl has some gaps.

Marginal: does not meet requirements but may be adaptable: EOI has
minor omissions. EOl demonstrates only a marginal capability,
capacity and experience relevant to, or understanding of, the
requirements of the Selection Criteria.

Poor: does not meet requirements: EOI is unconvincing. EOI has
significant flaws in demonstrating the applicant’s capability, capacity
and experience to, or understanding of, the requirements of the
Selection Criteria.

Name of Organisation:

Name of Assessor:

Date:

Weighting Score
. Selection Criteria Remarks

Are women represented on the

Board?

Are women represented within

senior positions?

Has the organisation worked in the
area of women'’s rights, gender

equality and women’s

empowerment?

Has the organisation adequately

120 /10

identified the issues of concern it is
attempting to address and are the
intended benefits clearly explained

and achievable?
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No. | Selection Criteria

3 Is the proposed project addressing 120

the three key areas of building
agency, changing relations and
transforming structures?

Are the activities and strategies
listed appropriate to achieve the
proposed changes?

How is the organisation proposing
to work with women’s groups and
organisations?

4 Is the funding amount requested /10
proportionate to the size and scope
of the organisation and EOI which
they have submitted? Does the
organisation have relevant
experience in managing the budget
amount?

Total Score /60

Fiji Women’s Fund » Grants Manual

Weighting

of Score

Score

/10

/10
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Remarks
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Annex 5: Fund Team Initial EOIl Assessment Criteria

The Fund team will use the following criteria to assess EOIs’:

EOI Focus

Background and Vision

— Provide background
information of the group

— Leadership of group

— Networks, alliances and
organisations that they
work with

— Two contact details

Organisational Capacity to
manage budgets

— Annual Budget

— Amount requested from
FWF

— Past and current funders

Project: Summary of
proposal including details
such as target area,
beneficiaries and
stakeholders.

Project: Describe how your
proposed project will:

- Build agency
such as skills,
knowledge,
capabilities, self-
esteem,
confidence and
aspirations

- Change relations
especially power
relations in
families,
communities and
social networks

- Transform
structures that are
discriminatory
such as values,
traditions,
cultures, lass,
policies,
procedures and
services

Project: How will this
proposed project work with
other women'’s groups and
organisations?

Project: Please indicate the
main activities and
strategies that will be

Evidence of a clear vision
and strong leadership
confirmed through referee
reports.

Evidence of engagement at
the local and/or national
level Demonstrated
experience working on
gender equality/women’s
empowerment/other
marginalised groups/issues.

Demonstrated experience of
working with funders and
large budgets, confirmed
through positive feedback

Strong justification for
project with clear
explanation of target area,
beneficiaries and
stakeholders. Strong link of
project to organisational
priorities/strategies and
plans and clear linkages to
gender equality and
women’s empowerment.

Strong justification for
project with clear
explanation of change that
the project is trying to
achieve for women and girls
at all three levels. Strong link
of project to organisational
priorities/strategies and
plans. Good context and
problem analysis used to
inform project plans.

Clear and strong explanation
of how the proposed project
will work and build on
existing women’s groups
and organisations.

Evidence of existing
relationships with women’s
groups/networks.

Clear, appropriate, well
defined activities and
strategies outlined. Identifies
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Amber Rating

Feedback from referees
highlight effective leadership
and approaches used by the
group. Group’s background
indicates constituency,
networks, alliances and
organisations. Feedback
from contacts indicate
potential for group to do
more.

Some evidence of working
with various levels of
budgets and with funders.
Feedback from funders
indicate that the group can
manage budgets in line with
Funder’s expectations.

Some details provided but
no explanation of how it
aligns with the
organisational
priorities/strategies and
plans and its potential
change for women and girls.

Some understanding of
gender equality which is
reflected in the description of
potential positive change for
women and girls. There is
value in proposed project in
promoting gender equality.

Outline of key women'’s
groups that the project will
work with but lacks
explanation on how this will
occur.

Some limited thought given,
but no clear strategies

Feedback from referees has
highlighted adverse issues
with the organisation’s
governance and/or activity
implementation. No clear
indication of group
vision/leadership.

Group has not worked with
alliances, networks and
organisations.

No evidence of managing
budgets and experience of
working with funders.
Feedback from funder
highlights risk and
challenges of organisation to
manage budgets.

Lack of clarity about the
selection process for the
proposed project and how
they will engage with
beneficiaries and
stakeholders.

Poor description and
understanding on how
project will achieve positive
change for women and girls.
Proposed project could do
more harm for women and
girls.

No indication of how the
project will work with other
women’s groups.

Unclear and poor description
of activities and strategies.
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implemented under this proposed risks and outlined and clear activities
project strategies to manage these. described.

Additional Information &
Documentation
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Annex 6: Type B Proposal Form

This Proposal Form is divided into the following sections:
1.1 Contact Information

1.2 Summary of the Proposal

1.3 About the Organisation

1.4 Financial information about the organisation

1.5 About the Program

1.6 Annexes

- Annex 1 Project Design and Monitoring Plan

- Annex 2 Work Plan

- Annex 3 Budget

- Annex 4 List of Project Staff

- Annex 5 Capacity Development Support Form

Important Instructions

1. This Proposal Form must be used to submit a proposal to the Fiji Women’s Fund for a
Type B Grant. Any other formats will not be accepted.

2. Read and use the document “Guidance Notes to the Proposal Form” to assist you fill
out this Form.

3. The Proposal Form must be submitted in English and must use Font Type: Arial and
size 11. The form must be submitted in Word format.

4. Provide answers to all the questions. Incomplete proposal forms will not be accepted.

5. Each question has a word limit so explain your answers clearly and fully. Avoid one-
sentence answers.

6. Do not write in italics or colour highlight your responses to the questions.

7. Ensure that Annexes 1-5 and Attachments 1-4 are also completed and submitted with
this Proposal Form.

8. An application will be considered incomplete if the Proposal Form and its Annexes
are not completed or if not all Attachments are submitted. Do not submit an
incomplete form.

9. The deadline for proposal forms is 5pm Wednesday 20 November 2019.
Applications submitted after the deadline will not be considered.

10. Submit your completed Proposal Form to or,
hand deliver to Level 3 Kaunikuila House (Sun Insurance Building, Laucala Bay
Road, Flagstaff, Suva.
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1.1 Contact information

Organisation / Network / Group Name:

Date established and registration number:
Please note that Fiji Women’s Fund
supports both registered and non-
registered groups and this does not affect
your funding eligibility.

Physical location of
organisation/network/group:

Telephone:
Email address:
Website (if available):
Social Media links (if available)
Organisation Contact Person 1 Organisation Contact Person 2
Name:
Phone:
Email address:

Skype name (if available):

1.2 Summary of the Proposal

Project Title:

Total Grant Request Amount:

Project Start Date:

The Fund recommends a start date of
mid-February 2019

Project End Date:

Location(s) of the activity(ies):

Project objective(s):
| declare that the information contained in this application form is a true representation of the organisation and our intentions.
Signature of Organisation Head (Coordinator/CEO/EXECUtiVEDIFECLON).........ccuuieeiiieeeiieeeieieeesiie e

1.3 About the Organisation

Background of Organisation. Description of vision or mission, past achievements and main projects and programs..
(200 words) Attach a copy of the registration and constitution with this application. (Attachment 1)

At which of the levels below does the organisation operate? Choose the relevant levels and elaborate on your
answer. (100 words)

International (outside of Fiji)

Regional (e.g. Pacific, Asia)

National (country level e.qg. Fiji)

Local (municipalities or groups within a division)

Fiji Women’s Fund » Grants Manual 46



Describe the target groups your organisation works with and locations that you work in. Please note that this is not
the project target groups or locations. (100 words)

Does the organisation have an Executive Committee and/or Management Committee and/or Board of Directors?

If “Yes”, please list the names of the members of the Executive Committee / Management Committee / Board of Directors,
their positions / titles and sex in the table below. If no, please explain how the organisation operates without such a structure.
Name Position/Title Sex (M/F)

(you may add more rows to the table above if needed)

Does the Organisation or any of its Managers / Executive Committee / Management Committee / Board of Directors
have links with the Government, or a political party in your country?
If “yes”, please explain:

Does the Organisation or any of its Managers / Executive Committee / Management Committee / Board of Directors
have links with any staff at the Fiji Women’s Fund?
If “yes”, please explain:

Are key decisions reviewed by a Committee or the Board? E.g. decisions affecting strategy, partnerships,

programs, finance & procurement?
If “yes”, describe here the process used to make these decisions:
If “no”, what systems are in place to review these decisions, if any?

Please list the names of paid full-time employees with the organisation

Name of Staff Member Sex (M/F) | Job Title
1
2
(you may add more rows to the table above if needed)

Please list the names of volunteers, their job titles and sex:

Name of Volunteer Sex (M/F) | Role
1
2
(you may add more rows to the table above if needed)

Is the organisation a member of or affiliated to associations and/or umbrella groupings? List these.
Organisation membership details:

Name of association Local (L) Contact Person/ Focus areas of the Membership

or umbrella groupings | National (N) Address and contacts association or umbrella since (year)
International (1) grouping

1

2

(you may add more rows to the table above if needed)

List partner organisations, where a formal relationship exists, and provide the same information, in the last column

indicating the ways in which you collaborate.
Partnership details:

Name of Partner Local (L) Contact Person/ Nature and duration of Collaboration
Organisation National (N) Address and
International (1) contacts
1
2

(you may add more rows to the table above if needed)
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1.4 Financial Information of the Organisation

Does the organisation have a bank account in the organisation’s name?
If you answered “Yes”, please complete the following:

Name of Bank:

Address of Bank:

Bank Account Name:

Account Number:

Swift code:

Write in the table below the Organisation’s annual budget for 2016 - 2017 and the sources of funds. Please include
with this application the latest financial audit report of the organisation. (Attachment 2)

Year Amount in FJD Source of funds Purpose of funding
2017
2016

Does the organisation have and follow written transparent financial and administrative rules and regulations?
Please provide more details.

Is the organisation as a whole subject to regular external audits?

If you answered “Yes”, please provide further details. Attach your latest financial audit as Attachment 4.
If you answered “No”, please explain how the organisation’s financial operations are independently examined.

1.5 About the program
Context and Problem Analysis (300 words)

Describe your analysis of the problem, the context and its gender dimensions and how it affects women and girls in
particular.

Program Description (500 words
— Describe your main working strategies and activities and how each one will contribute to the objective(s)of your program-
— Describe how your activities are addressing the following category:
- Building agency
- Changing Relations
- Transforming Structures
— How will the program engage multiple stakeholders including marginalized women and/or girls?

— How will your program make use of Information Communication Technologies (ICTs), social media, and other new media
technologies to advance its objectives?

— Describe any major risks and/or challenges you expect to encounter and how you plan to manage them. Please be
specific.

— Does your project have innovative?* elements? Please describe any innovations.

— If your project is replicating a strategy that has worked elsewhere, describe how this will be done.

Program Outcomes (200 words)

What outcomes do you expect to achieve by the 6-month mark? What outcomes do you expect to achieve by the 12-month
mark?

Consider the following:

— What concrete change(s) will your program make to (1) laws and/or policies, (2) institutions of power and decision-
making, (3) social norms, beliefs, and practices, (4) other areas that demonstrate changes to gender relations and
women’s empowerment? Please be specific.

Please use Annex 1 Project Design and Monitoring Plan

21 Using new and unique solutions or activities to meet the needs of women
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Target Group (200 words)

— Describe your target group for this specific project.
— Has the target group participated in planning this project? Please explain how the target group participated?
— Would the target group be involved in implementing this project, In what ways?

Networking and Coordination (200 words)

— Describe the key networks/stakeholders/groups/communities with which you will partner with for the implementation of
your proposed program and explain why you work with them.

— Historically, how have these key networks/stakeholders/groups engaged with the program issue area?
— How do you anticipate working collectively with these networks/stakeholders/groups?
— How do these partnerships complement or build upon previous efforts/initiatives?

— Please attach the letters of support from these organisations. (Attachment 3)

Your project may address one thematic area or a combination of these thematic areas of the Fiji Women’s Fund. In
the second column below, give an explanation on how your project addresses the thematic area/s. Please select the

thematic area/s that are most relevant to your project.

Fiji Women’s Fund Thematic Areas This project will address the thematic area by:

— Eliminating violence against women

— Empowering women through increased
economic opportunities

— Improving women'’s participation in
leadership and decision-making

— Strengthening women’s groups and
coalitions for change

List below 2 of your organisation’s professional referees, preferably previous / current donors or other

organisations worked with in the last 2 years. Submit Reference Letters from these 2 professional referees with this
application (Attachment 4).

Name of Referee Full contact address (physical address, phone, email)
1.
2.

Checklist
Please ensure that you have submitted the following documents:

(3 Proposal Form — check that all questions have been answered fully.

Annex 1 Project Design and Monitoring Plan

Annex 2 Work Plan

Annex 3 Budget (including narrative and signed declaration)

Annex 4 List of Project Staff

Annex 5 Capacity Development Support Form

Attachment 1 — Organisation Registration & Constitution

Attachment 2 — Financial Audit Report

Attachment 3 — Letters of Support from proposed project partners

Attachment 4 — Letters of References from previous/current donors or other organisations worked with in the last 2 years

000oooooa
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Annex 1 Project Design and Monitoring Plan

Project Name:

Goal(s):

Duration: Date of commencement: Anticipated date of completion:

Planned Activities Outputs Short-term outcomes Monitoring tools Medium — Long-term  Monitoring Assumptions/ risks
(what you will do) (what you (changes in the short- | (tools you will outcomes tools (optional)

will produce) | term) use to monitor (changes in the (tools you will
change) medium to long- use to monitor
term) change)

Notes and guidance on filling out the template

e Fiji Women’s Fund seeks to answer key questions in its approach to monitoring and evaluation. The questions relate to your area of
work. For example, the Fund wants to know the answers to specific questions in the area of ending violence against women. These
questions are different than the questions in the area of increasing women’s economic empowerment. At this stage, we’re only asking
you to fill out the Monitoring Plan. If you are successful in securing a Type A or Type B grant, we will work with you to relate your
monitoring plan to key evaluation questions.

e Have you included activities to support change at both the individual and community level?

¢ Have you included activities to support change of explicit rules and systems to do with gender as well as unspoken assumptions and
attitudes?
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Annex 2 Work Plan

Insert the titles of all the activities you propose to do in this project, and mark with an X to show when
the activities are planned. Some activities will be finished in one quarter while others may take longer,

so you can add X to show duration. Please add lines if needed.

No Activity Description

| Year 1
Q1

Q2

Q3

Q4
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Annex 3 Budget
You must submit this annex using Microsoft Excel

OVERALL INDICATIVE YEAR 1
AP PROJECT BUDGET
Overhead Costs (Office Support)
1.1 Management and Administration Staff salaries
1.2 Office supplies
1.3 Office equipment
14 Utilities
1.5 Communication (internet, phone and fax)
1.6 Office rent
1.7 Independent Audit Costs
1.8 Other Costs — please list
Subtotal
. Project Activity Costs (includes all costs related to delivering the work plan)
2.1 Monitoring and Reporting
2.2 Activity 1
2.3 Activity 2
24 Insert more rows as needed to list additional activities
Subtotal

3 0 Project Staff Costs

Program Staff (staff of organisation directly engaged in
activity)

3.2 Resource people (external to organisation directly
engaged in activity)

Subtotal

4 0 Project Training and Capacity Development Costs

Workshop costs (venue, catering, participants’ costs)

4.2 Resource people (external to organisation directly
engaged in workshop)
4.3 Relevant material
4.4 Other costs — please list
Subtotal
Project Travel costs (includes all travel for staff and participants related to the project)
5.1 Transportation (airfares, taxi, bus, boat, etc.)
5.2 Fuel
5.3 Other costs — please list
Subtotal

Visibility and Communication Costs (includes costs related to informing participants in communities about the

program and Fund’s support)

6.1 Signage (banners, boards, etc.)
6.2 Printing of promotional items (newsletters, stickers etc.)
6.3 Other costs — please list

Subtotal

GRAND TOTAL \

Budget Certification

Approval & Signature by Head of
Organisation

Name

Title/Position

Date
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Annex 4 List of Project Staff

List the names of staff from within your organisation who will work on the project. If your plan
is to hire staff after your application is successful, fill in the second table. You may add
additional rows to the table below as you need. Do not provide incomplete information.

Project Staff already present within organisation

Has the staff member received training in
Gender and Human Rights?

If so, provide the following:

name of training,

name of trainer/training institute,

date and place of training.

Staff Name Position Description of Role in project

Project Staff to be hired

Qualifications expected

Position Description of Role in project
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Annex 5 Capacity Development Support Form

Background and vision of your group

Background information about your organisation including a description of key past achievements: Please limit your
response to 100 words.

Do you receive any support such as financial or in kind support from other organisations or networks? Please limit your
response to 100 words.

List three top areas you feel your organisation has strengths in. Please limit your response to 100 words.

Has your organisation undergone a capacity needs assessment? If yes, please provide findings of the assessment. Please
limit your response to 100 words.

Request for capacity development support

What are the capacity limitations you face as an organisation? Please limit your response to 100 words

Are these limitations impacting on the organisation or particular projects and programs? Please limit your response to 100
words.

Do the limitations have the potential to impact on activities funded through the fund? Please limit your response to 100
words.

Have you received any capacity development support? If yes, please provide details on the types of support given, who
provided the support, length of support and who in your organisation/network received the support. Please limit your
response to 100 words.

Who will participate/benefit from the requested capacity development support? Please limit your response to 100 words.

What kinds of capacity development activities would best suit your needs? Please list in terms of priority — top priority is No.
1.

Priority 1:
Priority 2:
Priority 3:

Outline a timeline for this support.
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Annex 7: Type C Proposal Form

This Proposal Form is divided into the following sections:
1.1 Contact Information
1.2 Summary of the Proposal
1.3 About the Organisation
1.4 Financial information about the organisation
1.5 About the Program
1.6 The Fund will support the organisation to complete the following documents;
- Project Design and Monitoring Plan
- Work Plan
- Budget
- List of Project Staff

- Capacity Development Support Form

Important Instructions

1. This Proposal Form must be used to submit a proposal to the Fiji Women’s Fund for a Type
C Grant. Any other formats will not be accepted.

2. Read and use the document “Guidance Notes to the Proposal Form” to assist you fill out this
Form.

3. The Proposal Form must be submitted in English and must use Font Type: Arial and size
11. The form must be submitted in Word format.

4. Provide answers to all the questions. Incomplete proposal forms will not be accepted.

5. Each question has a word limit so explain your answers clearly and fully. Avoid one-
sentence answers.

6. Do not write in italics or colour highlight your responses to the questions.

7. Ensure that Annexes 1-5 and Attachments 1-2 are also completed and submitted with this
Proposal Form.

8. An application will be considered incomplete if the Proposal Form and its Annexes are not
completed or if not all Attachments are submitted. Do not submit an incomplete form.

9. The deadline for proposal forms is 5pm on Wednesday 20 November 2019. Applications
submitted after the deadline will not be considered.

10. Submit your completed Proposal Form to or hand
deliver to Level 3, Kaunikuila House, (Sun Insurance Building) Laucala Bay Road, Flagstaff,
Suva
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1.1 Contact information
Organisation / Network / Group Name:

Date established and registration number:
Please note that Fiji Women’s Fund
supports both registered and non-
registered groups and this does not affect
your funding eligibility.

Physical location of
organization/network/group:

Telephone:
Email address:
Organisation Contact Person 1 Organisation Contact Person 2
Name:
Phone number:

Email address:

Skype name (if available):

1.2 Summary of the Proposal

Project Title:
Total Grant Request Amount:

Project Start Date:

The Fund recommends a start date of
mid-February 2019

Project End Date:

Location(s) of the activity (ies):
Project Objective(s):

| declare that the information contained in this application form is a true representation of the organisation and our intentions.
Signature of Organisation Head (Coordinator/CEO/EXECUtiVEDIFECLON)........cccuuieiiiereiiieeeieieeeseie e

1.3 About the Organisation

Tell us about your organisation such as your mission, programs and any key achievements. (100 words) If
available, please attach a copy of the registration and constitution with this application. (Attachment 1)

Describe the target group(s) (for example, rural groups, marginalised women and girls, disabled persons, etc.) you
work with and geographical location(s) that you work in. (100 words)

Does the organisation have an Executive Committee and/or Management Committee and/or Board of Directors?
If “Yes”, please list the names of the members of the Executive Committee / Management Committee / Board of Directors,
their positions/titles and sex in the table below. If “No”, please explain how the organisation operates without such a
structure.
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Name Position/Title Sex (M/F)
1

3
(you may add more rows to the table above if needed)

Does the Organisation or any of its Managers / Executive Committee / Management Committee / Board of Directors
have links with the Government, or a political party in your country?
If “yes”, please explain:

Does the Organisation or any of its Managers / Executive Committee / Management Committee / Board of Directors
have links with any staff at the Fiji Women’s Fund?
If “yes”, please explain:

Are key decisions reviewed by a Committee or the Board? E.g. decisions affecting strategy, partnerships,

programs, finance & procurement?
If “yes”, describe here the process used to make these decisions:
If “no”, what systems are in place to review these decisions, if any?

Please list paid full-time employees with the organisation

Name of Staff Member Sex (M/F) | Job Title
1
2
(you may add more rows to the table above if needed)

Please list the names of volunteers, their job titles and sex:

Name of Volunteer Sex (M/F) Role
1
2
(you may add more rows to the table above if needed)

Is the organisation a member of or affiliated to associations and/or umbrella groupings? List these.

Organisation membership details:

Do you work with any partner organisations or stakeholders? If yes, please list them and indicate the ways in which

you work together.
Partnership details:

1.4 Financial information of the organisation

Does the organisation have a bank account in the organisation’s name?

If you answered “Yes”, please complete the following:

Name of Bank:

Address of Bank:

Bank Account Name:

Account Number:

Swift code:

If you answered “No”, please suggest how you plan to receive and utilise funds

Have you received funding from any donors?

If you answered “Yes”, provide the following information:

Name of Donor and Contact Amount Year Purpose of Funding
address donated

2017

2016

How are financial decisions made? Do you have and follow written transparent financial and administrative rules and

regulations? Please provide more details.

Fiji Women’s Fund » Grants Manual 57



1.5About the project

Briefly describe any social, economic or political challenges that your target groups are faced with. How do these challenges
affect women and girls in particular?

— Describe your activities and how each one will contribute to the main objective (s) of your project.
— Describe how your activities are addressing the following category:

- Building agency

- Changing Relations

- Transforming Structures

— Will you be working with any other organisations or stakeholders? Please describe how this will happen. Please provide
letters of support from proposed project partners. (Attachment 3)

— Describe any risks and/or challenges you expect to face and how you plan to manage them.

List below 2 of your organisation’s professional referees, preferably previous / current donors or other

organisations worked with in the last 2 years. Submit Reference Letters from these 2 professional referees with this
application (Attachment 4).

Name of Referee Full contact address (physical address, phone, email)
1.
2.

Checklist
Please ensure that you have submitted the following documents:

(3 Proposal Form — check that all questions have been answered fully.

Annex 1 Project Design and Monitoring Plan

Annex 2 Work Plan

Annex 3 Budget (including narrative and signed declaration)

Annex 4 List of Project Staff

Annex 5 Capacity Development Support Form

Attachment 1 — Organisation Registration & Constitution

Attachment 2 — Financial Audit Report

Attachment 3 — Letters of Support from proposed project partners

Attachment 4 — Letters of References from previous/current donors or other
organisations worked with in the last 2 years

000000000
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Annex 1 Project Design and Monitoring Plan

Project Name:

Goal(s):

Duration: Date of commencement: Anticipated date of completion:

Planned Activities Outputs Short-term outcomes Monitoring tools
(what you will do)  (what you will (changes in the short-term) (tools you will use to monitor

produce) change)

Assumptions/ risks (optional)
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Annex 2 Work Plan

Insert the titles of all the activities you propose to do in this project, and mark with an X to show when
the activities are planned. Some activities will be finished in one quarter while others may take longer,

S0 you can add X to show duration. Please add lines if needed.

No Activity Description

| Year 1
Q1

Q2

Q3

Q4
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Annex 3 Budget
You must submit this annex using Microsoft Excel

OVERALL INDICATIVE YEAR 1
AP PROJECT BUDGET
Overhead Costs (Office Support)
1.1 Management and Administration Staff salaries
1.2 Office supplies
1.3 Office equipment
14 Utilities
1.5 Communication (internet, phone and fax)
1.6 Office rent
1.7 Independent Audit Costs
1.8 Other Costs — please list
Subtotal
. Project Activity Costs (includes all costs related to delivering the work plan)
2.1 Monitoring and Reporting
2.2 Activity 1
2.3 Activity 2
24 Insert more rows as needed to list additional activities
Subtotal

3 0 Project Staff Costs

Program Staff (staff of organisation directly engaged in
activity)

3.2 Resource people (external to organisation directly
engaged in activity)

Subtotal

4 0 Project Training and Capacity Development Costs

Workshop costs (venue, catering, participants’ costs)

4.2 Resource people (external to organisation directly
engaged in workshop)
4.3 Relevant material
4.4 Other costs — please list
Subtotal
Project Travel costs (includes all travel for staff and participants related to the project)
5.1 Transportation (airfares, taxi, bus, boat, etc.)
5.2 Fuel
5.3 Other costs — please list
Subtotal

Visibility and Communication Costs (includes costs related to informing participants in communities about the

program and Fund’s support)

6.1 Signage (banners, boards, etc.)
6.2 Printing of promotional items (newsletters, stickers etc.)
6.3 Other costs — please list

Subtotal

GRAND TOTAL \

Budget Certification

Approval & Signature by Head of
Organisation

Name

Title/Position

Date
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Annex 4 List of Project Staff

List the names of staff from within your organisation who will work on the project. If your plan
is to hire staff after your application is successful, fill in the second table. You may add
additional rows to the table below as you need. Do not provide incomplete information.

Project Staff already present within organisation

Has the staff member received training in
Gender and Human Rights?

If so, provide the following:

name of training,

name of trainer/training institute,

date and place of training.

Staff Name Position Description of Role in project

Project Staff to be hired

Qualifications expected

Position Description of Role in project
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Annex 5 Capacity Development Support Form

Background and vision of your group

Background information about your organisation including a description of key past achievements: Please limit your
response to 100 words.

Do you receive any support such as financial or in kind support from other organisations or networks? Please limit your
response to 100 words.

List three top areas you feel your organisation has strengths in. Please limit your response to 100 words.

Has your organisation undergone a capacity needs assessment? If yes, please provide findings of the assessment. Please
limit your response to 100 words.

Request for capacity development support

What are the capacity limitations you face as an organisation? Please limit your response to 100 words

Are these limitations impacting on the organisation or particular projects and programs? Please limit your response to 100
words.

Do the limitations have the potential to impact on activities funded through the fund? Please limit your response to 100
words.

Have you received any capacity development support? If yes, please provide details on the types of support given, who
provided the support, length of support and who in your organisation/network received the support. Please limit your
response to 100 words.

Who will participate/benefit from the requested capacity development support? Please limit your response to 100 words.

What kinds of capacity development activities would best suit your needs? Please list in terms of priority — top priority is No.
1.

Priority 1:
Priority 2:
Priority 3:

Outline a timeline for this support.
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Annex 8: Grants Committee Proposal Assessment Form

The Grants Committee will assess all proposals using the standard assessment criteria.

Ratings:

The assessment form is divided into sections and subsections. Each subsection will be given
a score between 1 and 10. Below is a description of these scores.

Score Description

10 Superior in meeting requirements: Proposal is highly convincing and
credible. Applicant demonstrates superior capabilities, capacity and
experience relevant to, or understanding of, the requirements of the
Selection Criteria.

8-9 Excellent in meeting requirements: Proposal complies, is convincing
and credible. Applicant demonstrates excellent capability, capacity and
experience relevant to, or understanding of, the requirements of the
Selection Criteria. Proposal is lacking in parts but can be substantiated
in a full proposal.

6-7 Adequate in meeting requirements: Proposal complies and is credible
but not completely convincing. Applicant demonstrates good capability,
capacity and experience, relevant to, or understanding of, the
requirements of the Selection Criteria Proposal has some gaps.

4-5 Marginal - does not meet requirements but may be adaptable:
Proposal has minor omissions. Proposal demonstrates only a marginal
capability, capacity and experience relevant to, or understanding of,
the requirements of the Selection Criteria.

1-3 Poor - does not meet requirements: Proposal is unconvincing.
Proposal has significant flaws in demonstrating the applicant’s
capability, capacity and experience to, or understanding of, the
requirements of the Selection Criteria.
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Name of Organisation:
Type of Grant:

Name of Reviewer:
Date:

Section
About the Organisation

| Maximum Score
20

Reviewer's Comments

1.1 Where are the women represented in the organisation?
Are they represented on the Board and within senior
positions? How are key decisions made?

10

1.2 Does the organisation work with other women'’s
organisations and networks?

10

Financial capacity of the Organisation

20

2.1 Does the organisation have a bank account in its own
name? Does the organisation have prior experience in
managing donor funds? Are funds managed by women?

10

2.2 Does the organisation have and follow written and
transparent financial and administrative rules and
regulations? Does the organisation conducted regular
external audits?

10

Design and Relevance

30

3.1 How relevant is the overall design of the project to the
situation analysis?

Does it reflect the analysis of the issues involved, including
external factors and relevant stakeholders?

Does the proposal contain specific cross cutting elements,
such as rights of minorities, needs of people living with
disabilities, environmental issues, promotion of gender
equality and women’s empowerment, conflict prevention
and child protection?

10

3.2 How relevant is the proposal to addressing gender
equality and women’s empowerment?
How does the proposal address the focus area?

10

3.3 How clearly defined and strategically chosen are those
involved (target groups, partners, stakeholders)? Have
their needs been clearly defined and does the proposal
address them appropriately? Have the relevant target
groups been adequately consulted?

10

Effectiveness and feasibility of the activity

40

4.1 Are the activities proposed appropriate, practical and
consistent with the proposal’s objectives and expected
results?

10

4.2 Does the proposal describe the intended outcomes for
the project? Is it clear how success will be defined? Is
there any evaluation planned?

10

4.3 Does the proposal contain inclusive approaches for the
engagement and participation of target groups?

10

4.4 If relevant, does the proposal identify clear
communication initiatives that will add value to the outputs
and outcomes of the activity(ies)?

4.5 The implementation schedule/work plan of the
activity(ies) is clear and achievable

Sustainability & Risk Management

20

5.1 Is the project likely to have a tangible outcome on its
target groups?

10

5.2 Is the proposal likely to have multiplier effects?
(Including scope for replication, extension and information
sharing)

5.3 Have potential risks and appropriate risk management
been identified?

Budget and cost effectiveness

20

6.1 Are the activities appropriately reflected in the budget?

10

6.2 Is the ratio between the estimated costs and the
expected results satisfactory?

10

Maximum total score

150
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Annex 9: Due Diligence Checklist

The Due Diligence checklist is a tool that helps the Fiji Women’s Fund to assess the capacity
of the capacity of grantee organisations to effectively manage, spend and report on DFAT
funds. It is based on DFAT’s draft Due Diligence Framework and is an important part of the
Fiji Women’s Fund own financial and risk management processes.

The Due Diligence Checklist can also provide an opportunity for the Fiji Women’s Fund and
its partners to have frank discussions about partners’ systems, where these need to be
improved and, in some cases, how FWF can assist in this process.

The checklist should be undertaken on all new grantees before funds are disbursed for the
first time; and should be undertaken every 1-2 years thereafter dependent on risk associated
with that partner.

Name of
Organisation:
Proposed Total
Grant:

Date of
Assessment:
Assessment
conducted by:

Assessment
attended by
organisation staff:

Key Minimum Means of Verification (Documents Checklist
. Standards / . Comments
Indicators : Required) (Yes / No)
Requirements
Verification Organisation is a Current registration certificate. OYes CINo
of the legal entity. :
organisation Current registered Trustees anq OYes CINo
identity Management Board at the Registrar of
Titles
Legitimate Bank Account / Statements. OYes CINo
Official documents with letterheads. OYes CINo
Organisation has Memorandum of Association or Articles of | [JYes [CONo

stated purpose of Association.
existence or set of
objectives.

There is a guiding = Constitutions. OYes ONo
constitution that

describes the

overarching

purpose and

governance

arrangement of the

organisation.

Organisation has a = List of Governing Board Members OYes CONo
board that meets including date of appointment, term of
regularly. appointment and end of appointment

and Minutes of Board meetings
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Key

Indicators

Past
Performance

Technical /
Operational
Capacity

Minimum
Standards /
Requirements

Organisation must
declare any
affiliations with any
political party or
politicians. And
any potential
conflicts arising
from this political
affiliation.

Organisation has a
physical address.
Organisation has a
website/there is
publicly available
information on the
organisation.

There is evidence
of past
performance or
reports that have
been produced by
the organisation at
least in the last
one year.

There is evidence
of implementing
and completion of
activities and
projects.

Organisation has
demonstrated its
capability to
ensure effective
delivery of
projects.

Organisation has
annual costed
work plans and
budgets.

There is technical
capacity to
undertake the
scope of the
project.
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Means of Verification (Documents
Required)

Written declaration from Management or
Board.

Visit to the office
Internet search

Annual Reports
Independent evaluations and reviews

Existing donor reports

Progress Reports

Third parties reference checks (e.g.
donors and other stakeholders)

Previous projects / performance reports.

Strategic Plan and yearly work plan and
budgets.

CVs of key staff who undertake the project
in terms of qualifications to undertake
activities.

Checklist
(Yes / No)

OYes CONo

OYes CONo

OYes CONo
OYes CONo

OYes CONo

OYes CONo
OYes CONo

OYes CONo

OYes CONo

OYes CONo

Comments
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Key

Indicators

Financial
Viability

Minimum
Standards /
Requirements

Organisation
identifies and
seeks necessary
training / capacity
training for its
staffs.

Capability of key
staff who are
involved in terms
of reporting. Key
program and
finance staff are
sufficiently skilled /
experienced to
provide necessary
levels of reporting.

Organisation has
sound human
resource
management
systems in place

Organisation is not
solely dependent
on one donor, and
has diverse
sources of income.

Organisation has
sound financial
systems in place to
capture / record all
financial
transactions
accurately.

There are
documented
systems and
policies in place to
ensure
accountability and
transparency.

There are
adequate reserves.
Organisation
discloses all
outstanding liability
or debt to other
donors or third
parties.

Organisation must
maintain all
insurance cover as
required by law in
their respective
country.
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Means of Verification (Documents
Required)

Staff interviews and feedback.

Code of conduct

Staff performance management system in
place

Yearly budget.

Finance / Human Resource / Operation
Policies

Financial Reports
Annual audited accounts

Third party referee checks as well as staff
and board interviews / feedback

Public Liability
Workers Compensation
Property Insurance

Professional Indemnity

Checklist
(Yes / No)

OYes CONo

OYes CONo

OYes CONo

OYes CONo

OYes CONo

OYes CONo

OYes CONo
OYes CONo
OYes CONo

OYes OONo
OYes OONo
OYes OONo
OYes OONo

Comments
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Key

Indicators

Results &
Performance
Management

Cost / Value
Effectiveness

Fraud
Control /
Anti-
Corruption &
Criminal
Records
Check

Minimum
Standards /
Requirements

There are
monitoring plans in
place to follow up
on implementation
and learning.

Production of
timely reports to
stakeholders.
Collection of data
on regular basis.

Organisation
makes informed
decision on project
design and cost
management
decisions.

There is a process
to monitor
expenditure
against budget or
plan.

Organisation seeks
multiple quotes
where necessary
to consider value
for money in any
procurement
process.

Organisation has
specific policy in
place to deal with
fraud and
corruption
prevention and
management.

Organisation
ensures that all
staff go through
the fraud control
and anti-corruption
training and are
well versed with it.
Procurement
processes are
followed
consistently.
There is disclosure
of conflict of
interest in all
procurement and
recruitment
activities.

Staff recruitment
process is
transparent.
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Means of Verification (Documents
Required)

M&E framework, M&E reports.

Evaluation / review reports

Referee checks with other donors /
stakeholders and staff interviews /
feedback

Project / Organisation budget

Monthly or quarterly financial reports

Finance policy (Procurement and travel)

Source documents

Finance / Operations manuals.

Relevant staff training on the policies and
attendance records

Referee checks for new staffs

Police check for criminal records for new
staffs

Check:

Check:

Checklist
(Yes / No)

OYes CONo

OYes CONo

OYes CONo

OYes CONo

OYes CONo

OYes CONo
OYes CONo

OYes CONo

OYes CONo

OYes CONo

OYes CONo

OYes CONo

OYes CONo

Comments
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http://lnadbg4.adb.org/oga0009p.nsf/sancALLPublic?OpenView&count=999
http://lnadbg4.adb.org/oga0009p.nsf/sancALLPublic?OpenView&count=999
http://www.nationalsecurity.gov.au/Listedterroristorganisations/Pages/default.aspx
http://www.nationalsecurity.gov.au/Listedterroristorganisations/Pages/default.aspx
http://www.nationalsecurity.gov.au/Listedterroristorganisations/Pages/default.aspx

Minimum
Standards /
Requirements

Key

Indicators

Child Organisation, or

protection FWF, has

safeguards assessed the level
of risk to child
safety associated
with the activity.

If risks have been
identified, practices
are in place
consistent with
DFAT'’s child
protection policy.
Child Protection
policy

Recommendations
by Finance and
Admin Officer:

Comments by
Program Officer:

Approval by Fund
Manager:
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Means of Verification (Documents
Required)

Will the activity being funded by FWF
involve personnel working with children, or
being in isolated situations / locations
where they will be in unsupervised contact
with children?

If so, additional mitigation strategies must
be developed (refer DFAT’s and the
Fund’s Child Protection Policies).

What is the level of working with or contact
with children at the activity level?

Does the organisation have a child
protection policy and processes and
systems in place to report and manage
child protection related issues?

In analysisng the overall potential child
protection risk context, indicate whether a
full protection risk of the organisation is
required?

Checklist

(Yes / No) Comments

OYes CONo

[J High
[OModerate
OLow

OYes CONo

OYes CONo
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Annex 10: Type B Grant: Progress Report

Name of your organisation:

Name of Project/Program:

Thematic Area: (WEE, EVAW, WLDM,
WCC)2

Date of grant completion (anticipated):

Reporting period for this report:

Date previous report submitted:

Date of grant commencement: ‘

1.0 Context/situational update

1.1 Have there been any significant changes (positive and/or negative) or development in
the project/program’s context or operating environment? If so, please provide details.

1.2 Have there been any significant changes (positive and/or negative) or development in
your organisation’s capacity and resourcing to deliver the project/program? If so, please
provide details.

1.3 Have the project/program goals, work plan or budget changed in any way since last
reporting? If so, please provide details.

2.0 Project/Program Progress

2.1 Table 1: Activity update and project/program level outcomes for the reporting period. This
will be activities done after the last reporting.

Activ Progress/ Target Number

: Planned .
ity - Implementation Group  of people

\[o) description reached
As per the (in If the activity is in (List the (Total
workplan in progress | progress, please state | intende | number of

Outcomes (short-
term/ intermediate)

22 \WEE — Women’s economic empowerment; EVAW — Ending violence against women, WLDM —
Improving women’s participation in leadership and decision making; and WCC — Strengthening
women’s coalition for change.
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your grant
agreement

/
complete
d/ not
started)

the anticipated
completion date and
what has already been
completed;

If the activity has
been completed,
please state the date
the activity was
implemented, the
location (community
name, town name,
etc), level at which the
activity was targeted
(individual, community,
provincial, or national)
and a brief description
of the activity;

If the activity has not
started, please state
the reasons for delay
and the anticipated
start date.

d target
audienc
e (men,
women,
commu
nity
leaders,
etc)

people
reached
through
this
activity)

(short-term
outcomes are
measured soon after
the activity has
finished. Short-term
outcomes may refer
to changes in
knowledge, attitudes,
or behaviours.
Intermediate
outcomes are
measured a few
months after the
activity. These may
be change in practice
or action based on
learnings.

3.0 Monitoring and Evaluation Information

3.1 Table 2: Beneficiary Numbers

Please provide a breakdown of people reached through activities during the reporting period.

Ethni
city?

Girls and Women Reached Boys and Men Reached People
Living with
Disability
LGB
TQI Wom Men
23 en and
and Boys
Girls  with
with a
a Disa
Disa  bility
bility

2 LGBTQI stands for Lesbian, Gay, Bisexual, Transgender, Queer or Questioning, and Intersex
24 You can break this down as Fijian of i- Taukei decent, Fijian of Indian decent, and Others (you can further specify if you want
to).
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3.2 Thematic Area Inquiry Questions

Please only answer the most relevant questions for your project/program and thematic
area(s). If your activities contribute to more than one thematic area (intended or
unintended), please answer the relevant questions under those thematic areas.

A. Inquiry Questions for Women’s Leadership and Decision-Making

1) How has your activity/project/program supported women and girls in leadership and
decision-making roles?

2) How has increased support for women and girls in leadership and decision-making
resulted in more decisions being made that reflect women and girls’ interests?

3) How has the household’s/community's behaviour and thinking changed in relation to
women in leadership and decision-making?

4) How has your activity/project/program supported women leaders in working with other
leaders and government ministries/departments to advance gender equality?

5) How has your activity/project/program supported women leaders and women in
decision making roles influence gender equality, especially policies, and access to
resources and services.
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B. Inquiry Questions for Women’s Economic Opportunities

1) How has your activity/project/program supported women and girls engage in/improve
their economic opportunities?

2) How has women's involvement in economic activities improved their access to resources,
income, ownership of assets, and life choices?

3) How has the household's/community's behaviour and thinking changed in relation to
women engaged in economic opportunities/ventures?

4) How has increased income, assets and savings lead to improved opportunities for
women?

5) How has your activity/project/program helped put in place policies and systems that
have supported women's involvement in economic opportunities?

C. Inquiry Questions for Eliminating Violence against Women

1) How has your activity/project/program contributed in creating awareness of and
reducing violence against women and girls?

2) How has your activity/project/program helped communities address and report violence
against women and girls?

3) What prevention activities has your activity/project/program supported that has been
effective in reducing violence against women and girls?

Fiji Women’s Fund » Grants Manual 74



4) How has your activity/project/program helped survivors of violence access safe, quality
and co-ordinated support services?

5) How are women and girls' access to services and resources changing their lives?

6) How has your activity/project/program helped leaders and relevant government officials
implement and strengthen laws for protection of women?

7) How has your activity/project/program helped improve data availability to assess treads
in violence against women?

D. Inquiry Questions for Strengthening Women’s groups and coalitions for change

1) How has your activity/project/program contributed in strengthening women's groups
and coalitions for change?

2) How has your activity/project/program helped women and girls’ access to information
about rights, and/or influenced women and girls gain skills and confidence?

3) How has knowledge, skills and confidence about rights influenced women and girls
work for change in gender equality?

4) How has knowledge, skills and confidence about rights influenced women and girls
work for change in gender equality?
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4.0 Learnings

4.1 Were there any challenges faced during project/program implementation for this
reporting period? Is there anything your organisation would do differently?

4.2 What are some of the major lessons your organisation has learnt from this experience?
Try to think about lessons for women’s empowerment or gender equality, as opposed to
operational lessons

4.3 Has there been any operational lessons your organisation has learnt during this
reporting period?

4.4 Are there any work plan changes suggested because of these experiences for the next
six months? (if yes, please list them below)

4.5 Please feel free to share any other information regarding the progress of the
project/program as a whole? Please feel free to share activity photos or change stories if
you want to.

5.0 Grant Financial Reporting

Please refer to Excel spreadsheet template for acquittal reporting
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6.0 Capacity Development

6.1 Please list down all the capacity development support your organisation has received

during this reporting period
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Type of Focus area of Who provided Who received the Date(s)
capacity support provided the capacity capacity

development development development

support support support?
received (Name(s) and
designation(s))

These can be eg. Project The organisation/ Name(s) and Date(s) on which the
workshops, management, child agency/ network designation(s) of all support was provided.
trainings, protection, financial that provided the the people from your

conferences, etc management, etc support organisation that

received the capacity
development support.

6.2 What has changed for your organisation after the capacity development support (if
any)?

6.3 Has the capacity development support provided by the Fund benefitted your
organisation? If yes, please explain how. Please also explain if the capacity development
support was not beneficial.

6.4 Please list down any capacity development support that the organisation requires in
the next six (6) months?

Endorsement of Report

| declare that the information contained in this application form is a true representation of the
organisation and our intentions.

Signature of Organisation Head (Coordinator/CEO/Executive Director):
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Annex 11: Type B Grant: Completion Report

Name of your organisation:

Name of Project/Program:

Thematic Area: (WEE, EVAW, WLDM,
WCC)®

Date of grant completion (anticipated):

Reporting period for this report:

Date previous report submitted:

Date of grant commencement: ‘

1.0 Overall Project/Program Summary
1.1 What were the achievements of the overall project/program?

1.2 What were the challenges faced during the implementation of the overall
project/program? And what strategies did you use to address these.

1.3 Has the project/program enabled your organisation to work with other stakeholders
and organisations (beyond the target group)? If so, in what ways and what were the
benefits?

1.4 What are the key lessons learned from the implementation of the overall project/project?
Think about lessons for women’s empowerment or gender equality, as opposed to
operational lessons.

25 WEE — Women’s economic empowerment; EVAW — Ending violence against women, WLDM —
Improving women’s participation in leadership and decision making; and WCC — Strengthening
women’s coalition for change.
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1.5 Have there been any operational lessons your organisation has learnt during the

implementation of the overall project/program? If so, please list explain.

1.6 Please feel free to share any other information regarding the overall project/program.

2.0 Project/Program Progress

2.1 Table 1: Overall activity update and project/program level outcomes. This will be for the
entire duration of the project/program.

bl Planned

activities

vity
No

Status

(in
As per the progress/
workplan in your | completed
grant agreement / not
started)

Progress/
Implementation
description

If the activity is in
progress, please state
the anticipated completion
date and what has
already been completed,

If the activity has been
completed, please state
the date the activity was
implemented, the location
(community name, town
name, etc), level at which
the activity was targeted

(individual, community,

provincial, or national)
and a brief description of

the activity;

If the activity has not
started, please state the
reasons for delay and the

anticipated start date.

(List the
intended
target
audience
(men,
women,
communi
ty
leaders,
etc)

Number
of
people
reached

(Total
number of
people
reached
through
this
activity)

Outcomes (short-
term/
intermediate/long
term)

(short-term outcomes
are measured soon after
the activity has finished.
Short-term outcomes
may refer to changes in
knowledge, attitudes, or
behaviours.
Intermediate outcomes
are measured a few
months after the activity.
These may be change in
practice or action based
on learnings.

Long-term outcomes
are measured a year or
several years after the
activity completion and
include changes in
conditions, policies, or
organisational structure.
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3.0 Monitoring and Evaluation Information

3.1 Table 2: Beneficiary Numbers

Please provide a breakdown of people reached through the activities. This will be for the
entire duration of the project/program.

Girls and Women Reached Boys and Men Reached _People
Living with
Disability
< 18- 36- 56- > Wom
71 17 35 55 70 71
yea | yea yea Yyea Yyea

Men
en and
and Boys

rs rs rs rs rs rs Girls  with

(age | (age (age (age (age .
d71  d17 d d71 sy | <
and year betw and &l Disa
s abov Disa
and
youn

3.2 Thematic Area Inquiry Questions

Please only answer the most relevant questions for your project/program and thematic
area(s). If your activities contribute to more than one thematic area (intended or
unintended), please answer the relevant questions under those thematic areas.

E. Inquiry Questions for Women’s Leadership and Decision-Making

26 LGBTQI stands for Leshian, Gay, Bisexual, Transgender, Queer or Questioning, and Intersex
27 You can break this down as Fijian of i- Taukei decent, Fijian of Indian decent, and Others (you can
further specify if you want to).
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6) How has your activity/project/program supported women and girls in leadership and
decision-making roles?

7) How has increased support for women and girls in leadership and decision-making
resulted in more decisions being made that reflect women and girls’ interests?

8) How has the household’s/community's behaviour and thinking changed in relation to
women in leadership and decision-making?

9) How has your activity/project/program supported women leaders in working with other
leaders and government ministries/departments to advance gender equality?

10) How has your activity/project/program supported women leaders and women in
decision making roles influence gender equality, especially policies, and access to
resources and services.

F. Inquiry Questions for Women’s Economic Opportunities

7) How has your activity/project/program supported women and girls engage in/improve
their economic opportunities?

8) How has women's involvement in economic activities improved their access to resources,
income, ownership of assets, and life choices?

9) How has the household's/community's behaviour and thinking changed in relation to
women engaged in economic opportunities/ventures?

10) How has increased income, assets and savings lead to improved opportunities for
women?
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11)  How has your activity/project/program helped put in place policies and systems that
have supported women's involvement in economic opportunities?

G. Inquiry Questions for Eliminating Violence against Women

1) How has your activity/project/program contributed in creating awareness of and
reducing violence against women and girls?

2) How has your activity/project/program helped communities address and report violence
against women and girls?

3) What prevention activities has your activity/project/program supported that has been
effective in reducing violence against women and girls?

4) How has your activity/project/program helped survivors of violence access safe, quality
and co-ordinated support services?

5) How are women and girls' access to services and resources changing their lives?

12)  How has your activity/project/program helped leaders and relevant government
officials implement and strengthen laws for protection of women?
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7) How has your activity/project/program helped improve data availability to assess treads
in violence against women?

H. Inquiry Questions for Strengthening Women’s groups and coalitions for change

5) How has your activity/project/program contributed in strengthening women's groups
and coalitions for change?

6) How has your activity/project/program helped women and girls’ access to information
about rights, and/or influenced women and girls gain skills and confidence?

7) How has knowledge, skills and confidence about rights influenced women and girls
work for change in gender equality?

8) How has knowledge, skills and confidence about rights influenced women and girls
work for change in gender equality?

4.0 Grant Financial Reporting

Please refer to Excel spreadsheet template for acquittal reporting
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5.0 Capacity Development

5.1 Please list down all the capacity development support your organisation has received
during the project/program. This will be for the entire duration of the project/program.
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Type of Focus area of Who provided Who received the
capacity support provided the capacity capacity
development development development

support support support?
received (Name(s) and

designation(s))
Name(s) and

These can be e.g. Project The organisation/ Date(s) on which the

workshops, management, child agency/ network designation(s) of all support was provided.
trainings, protection, financial that provided the the people from your
conferences, etc management, etc support organisation that

received the capacity
development support.

5.2 What has changed for your organisation after the capacity development support (if
any)?

5.3 Has the capacity development support provided by the Fund benefitted your
organisation? If yes, please explain how. Please also explain if the capacity development
support was not beneficial.

5.4 Please list any further capacity development support that the organisation requires
from the Fund?
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Endorsement of Report

| declare that the information contained in this application form is a true representation of the
organisation and our intentions.

Signature of Organisation Head (Coordinator/CEO/Executive Director)

Name
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Annex 12: Type C Grant: Progress Report

Name of your organisation:

Name of Activity/Project:

Thematic Area: (WEE, EVAW, WLDM,
wce)®

Date of grant completion (anticipated):

Reporting period for this report:

Date previous report submitted:

Date of grant commencement: ‘

1.0 Context/situational update

1.1 Have there been any changes (positive/negative) to the setting where your
activity/project is based (community or project site)? If so, please give details.

1.2 Have there been any changes (positive/negative) to the way your group/organisation
has been run? If so, please give detalils.

1.3 Has the activity/project work plan or budget changed in any way since last reporting? If
S0, please provide details.

2.0 Project Progress

2.1 Table 1: Activity update and project/program level outcomes for the reporting period. This
will be activities done after the last reporting.

Nur:;fber Outcomes (short-
Implementation Group term/

description gEEple intermediate)
reached

Acti Progress/ Target

Planned Status
activities

28 WEE — Women’s economic empowerment; EVAW — Ending violence against women, WLDM —
Improving women’s participation in leadership and decision making; and WCC — Strengthening
women’s coalition for change.
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If the activity is in
progress, please state
the anticipated completion
date and what has

already been completed; (short-term outcomes

can be seen soon after

If the activity has been (List the the activity has finished.

completed, please state intended (Total This can be changes in

(in .the date the activity was target number of knowlg:dge, attitudes, or

As per the progress/ |mplement_ed, the location | audience people behawour_s.
workplan in your | completed (community name, town (men, reached Intermediate outcomes
grant agreement / not name, gtc_;), level at which women, through can be seen a few -

started) the activity was targeted communi this months after the activity.
(individual, community, ty activity) These may be change in

provincial, or national) leaders, Y practice (how things are
and a brief description of etc) done or action (someone

the activity; doing things differently)

If the activity has not based on learnings.

started, please state the
reasons for delay and the
anticipated start date.

3.0 Monitoring and Evaluation Information

3.1 Table 2: Beneficiary Numbers

Please provide a breakdown of people reached through activities during the reporting period.

Girls and Women Reached Boys and Men Reached _People Ethni
Living with i

Disability y

18- 36- 56- > -

35 55 70 71 o |

yea yea yea yea and  Boys

D I Girls  with

Men

(age (age (age (age e

d d d d71 .
betw betw betw and d D_|§a
een een een abov Disa  hility

18 36 56 e bility

to to to

35 55 70

S)

29 LGBTQI stands for Lesbian, Gay, Bisexual, Transgender, Queer or Questioning, and Intersex
30 You can break this down as Fijian of i- Taukei decent, Fijian of Indian decent, and Others (you can
further specify if you want to).
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3.2 Inquiry Questions

1) How has your activity/project supported women and girls?

2) How has the household’s/community's behaviour and thinking changed because of your
activity/project?

4.0 Learnings

4.1 Were there any difficulties your group/organisation faced when doing the
activity/project for this reporting period? Will your group/organization do things differently
because of the difficulties identified? If so, please explain how?

4.2 What are some of the things your group/organisation has learnt from this experience?
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4.3 Are there any work plan changes suggested? (if yes, please list them below)

4.4 Please feel free to share any other information regarding the activity/project as a
whole? Please also feel free to share activity photos or stories of change if you want.

5.0 Grant Financial Reporting

Please refer to Excel spreadsheet template for acquittal reporting
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6.0 Capacity Development

6.1 Please list down all the capacity development support your group/organisation has
received during this reporting period
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Type of Focus area of Who provided Who received the Date(s)
capacity support provided the capacity capacity

development development development

support support support?
received (Name(s) and
designation(s))

These can be eg. Project The organisation/ Name(s) and Date(s) on which the
workshops, management, child agency/ network designation(s) of all support was provided.
trainings, protection, financial that provided the the people from your

conferences, etc management, etc support organisation that

received the capacity
development support.

6.2 What has changed for your group/organisation after the capacity development support
(if any)?

6.3 Has the capacity development support provided by the Fund benefitted your
group/organisation? If yes, please explain how. Please also explain if the capacity
development support was not beneficial.

6.4 Please list down any capacity development support that the organisation requires in
the next six (6) months?

Endorsement of Report

| declare that the information contained in this application form is a true representation of the
organisation and our intentions.

Signature of Organisation Head (Coordinator/CEO/Executive Director)
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Annex 13: Type C Grant: Completion Report

Name of your organisation:

Name of Project/Program:

Thematic Area: (WEE, EVAW, WLDM,
wce)®

Date of grant completion (anticipated):

Reporting period for this report:

Date previous report submitted:

Date of grant commencement: ‘

1.0 Overall Project/Program Summary
1.1 What were the successes/achievements of the overall activity/project?

1.2 What were the difficulties/issues/challenges faced during the overall activity/project?
How did you address these?

1.3 Has the activity/project helped your group/organisation to work with other
groups/stakeholders and organisations (beyond the target group)? If so, in what ways and
what were the benefits?

1.4 What are some of the lessons your group/organisation learnt from doing the overall
activity/project?

51 WEE — Women’s economic empowerment; EVAW — Ending violence against women, WLDM — Improving
women'’s participation in leadership and decision making; and WCC — Strengthening women’s coalition for
change.
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1.5 Please feel free to share any other information regarding the overall activity/project.

2.0 Project Progress

2.1 Table 1: Overall activity update and activity/project level outcomes. This will be for the
entire duration of the activity/project.

Planned

activities

Progress/
Implementation
description

Outcomes (short-
term/

As per the
workplan in your
grant agreement

(in
progress/
completed
/ not
started)

If the activity is in
progress, please state
the anticipated completion
date and what has
already been completed;

If the activity has been
completed, please state
the date the activity was
implemented, the location
(community name, town
name, etc), level at which
the activity was targeted

(individual, community,

provincial, or national)
and a brief description of

the activity;

If the activity has not
started, please state the
reasons for delay and the

anticipated start date.

(List the
intended
target
audience
(men,
women,
communi
ty
leaders,
etc)

(Total
number of
people
reached
through
this
activity)

intermediate)

short-term outcomes
can be seen soon after
the activity has finished.
This can be changes in
knowledge, attitudes, or
behaviours.
Intermediate outcomes
can be seen a few
months after the activity.
These may be change in
practice (how things are
done or action (someone
doing things differently)
based on learnings
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3.0 Monitoring and Evaluation Information

3.1 Table 2: Beneficiary Numbers

Please provide a breakdown of people reached through the activities. This will be for the
entire duration of the activity/project.

Girls and Women Reached Boys and Men Reached _People
Living with
Disability
36— | 56— p < 18— 36- 56- > womt Bien
55 70 71 17 35 55 70 71 en and
yea Yyea Yyea Yyea  yea yea Yyea Yea and  Boys
rs rs rs rs rs rs rs rs Girls with
(age | (age (age (age (age (age (age (age with a
d d d71 d17 d d d d71 Di
betw betw and year | betw betw betw and .a ,',Sa
een abov s een een  abov Disa  bility
56 e) and 18 56 e) bility
to youn to
70 ger) 70
1.
2.
3.
4,
5.
6.

3.2 Inquiry Questions

1) How has your activity/project supported women and girls?

32 LGBTQI stands for Lesbian, Gay, Bisexual, Transgender, Queer or Questioning, and Intersex
33 You can break this down as Fijian of i- Taukei decent, Fijian of Indian decent, and Others (you can further
specify if you want to).
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2) How has the household’s/community's behaviour and thinking changed (positive or
negative), because of your activity/project?

4.0 Grant Financial Reporting

Please refer to Excel spreadsheet template for acquittal reporting
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5.0 Capacity Development

5.1 Please list down all the capacity development support your organisation has received
during the project/program. This will be for the entire duration of the project/program.

I R R D
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Type of Focus area of Who provided Who received the
capacity support provided the capacity capacity
development development development

support support support?
received (Name(s) and

designation(s))
Name(s) and

These can be e.g. Project The organisation/ Date(s) on which the

workshops, management, child agency/ network designation(s) of all support was provided.
trainings, protection, financial that provided the the people from your
conferences, etc management, etc support organisation that

received the capacity
development support.

5.2 What has changed for your organisation after the capacity development support (if
any)?

5.3 Has the capacity development support provided by the Fund benefitted your
organisation? If yes, please explain how. Please also explain if the capacity development
support was not beneficial.

5.4 Please list any further capacity development support that the organisation requires
from the Fund?
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Endorsement of Report

| declare that the information contained in this application form is a true representation of the
organisation and our intentions.

Signature of Organisation Head (Coordinator/CEO/Executive Director)

Name
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