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Project Concept Paper


NOTE:
1. Documents must be in A4 size only.
2. Submit in PDF format only.
3. All questions must be completed properly and in full. Incomplete applications will be automatically declined.
4. Additional documents may be required by EOJ.
5. EOJ will NOT return the documents submitted.
6. Adherence to the requested information on the Concept Paper, required documents, required GGP 
templates, and required format shall be part of the proposal evaluation.  
7. GGP may contact the proponent for clarifications via SMS, phone calls and emails.
8. The GGP primarily supports tangible items, including the construction of primary schools and clinics, as well as the provision of equipment. Intangible activities—such as capacity building, technical guidance for operation and maintenance, awareness-raising campaigns, and strengthening community associations—may also be eligible for support, provided they are directly linked to and contingent upon the tangible items being financed.
9. The Embassy reserves the right to approve or decline any application at its sole discretion, and no discussion shall be entered into regarding any result.


	PRE-SUBMISSION CHECKLIST  
	YES 
	NO 
	N/A 

	A. Filled in all the items on the application form 
	□ 
	□ 
	□ 

	B. Attached the map of the project 
	□ 
	□ 
	□ 

	C. Attached three quotations from different suppliers (the Embassy of Japan recommends featuring with Japanese private companies’ materials/support in the projects)
	□ 
	□ 
	□ 

	D. Attached three quotations on external audit (for NGOs) 
	□ 
	□ 
	□ 

	E. Attached financial report for the past two years 
	□ 
	□ 
	□ 

	F. Filled in the financial statement declaration form 
	□ 
	□ 
	□ 

	G. Agree to open new bank account solely for GGP purpose in the future 
	□ 
	□ 
	□ 

	H. (For construction of facilities) Schematic design and/or dimensioned drawing, and a copy of land title or land ownership
	□ 
	□ 
	□ 

	I. Acknowledge and agree to the general instructions 
	□ 
	□ 
	□ 

	J. (For procurement of vehicles) Proof of necessary parking space and auto insurance 
	□ 
	□ 
	□ 

	K. (To the extent possible) Booklet of your organization 
	□ 
	□ 
	□ 

	(If ticked ‘NO’ on any of the items above, please specify the reasons. The application form will not be processed further if no reasons are provided) 
 
	 




	1. GNERAL INFORMATION OF THE APPLICANT 

	1.1 Date of application 

	

	1.2 Official full name of the applicant organization

	



	1.3 Physical address of the Office 

	

	1.4 Website  

	



	1.5 Contact person (Please provide 3 people who can be contacted)

	Name:
Position:
Phone number:
E-mail address:

Name:
Position:
Phone number:
E-mail address:

Name:
Position:
Phone number:
E-mail address:


	1.6 Responsible individual authorized to sign the Grant Contract

	
Name:
Position:
Phone number:
E-mail address:


	1.7 Organizational status (Select or specify)

	(a) National and Local NGO  
(b) International NGO 
(c) Local government,
(d) Medical institute 
(e) Educational institute 
(f) Government-related institution, 
(g) International organization 
(h) Other (please specify)


	1.8 Sector (Select or specify)

	(a) Education
(b) Health 
(c) Water System (Levels I and II only) 
(d) Agriculture 
(e) Social Welfare 
(f) Capacity Building 
(g) Disaster Management 
(h) Waste Management 
(i) Others (please specify)


	1.9 Year of establishment 

	

	1.10 Personnel structure of the organization  

	(Example) Principal x1, Accountant x1, Janitor x1, Teachers x 20, Students x 400 total full-time: 10, total part-time: 15







	1.11 Main activities of the organization 

	






	1.12 Financial situation of the organization 

	Fill in the annexed financial statement form at the end of this document, and also submit your organization’s audited finance reports for the most recent TWO years.	Comment by MAEDERA ANJELA: Would it be better to (1) already include the table here and then (2) list in organization’s audited finance reports in Annex?

For Non-Government Organizations:

USD Exchange Rate:
Exchange Rate Date:

1. Operating Results of NGO (USD)
	Particulars
	[Most Recent Year]
	[Preceding Year]

	Income
	
	

	Expenditure
	
	

	Balance
	
	



2. Income and Expenditure Breakdown (USD) 
	[Most Recent Year]

	Income
	Expenditure

	Donation / Support and Revenues
	
	Program Disbursements
	

	Other Income
	
	General and Administrative Expenses
	

	Total
	
	Total
	



3. [insert preceding year] Income and Expenditure Breakdown (USD) 
	[Preceding Year]

	Income
	Expenditure

	Donation / Support and Revenues
	
	Program Disbursements
	

	Other Income
	
	General and Administrative Expenses
	

	Total
	
	Total
	



4. Financial Position of NGO (USD)
	Particulars
	[Most Recent Year]
	[Preceding Year]

	Cash and Cash Equivalents
	
	

	Total Assets
	
	

	Current Liabilities / Payables
	
	

	Fund Balance
	
	




For Government Offices:
USD Exchange Rate:
Exchange Rate Date:

1. Operating Results of Government Office (USD)

	Particulars
	[Most Recent Year]
	[Preceding Year]

	Income
	
	

	Expenditure
	
	

	Balance
	
	





2. Financial Position (USD)

	[Most Recent Year]
 

	Fixed Assets 
	
	Debt  
	

	[Preceding Year]
 

	Fixed Assets 
	
	Debt 
	




3. Income and Expenditure Breakdown (USD)

	[Most Recent Year]


	Income 
	Expenditure 

	Donations 
	
	HR 
	

	Tax 
	
	Maintenance 
	

	Other incomes 
	
	Other expenses 
	

	Total 
	
	Total 
	




	[Preceding Year]
 

	Income 
	Expenditure 

	Donations 
	
	HR 
	

	Tax 
	
	Maintenance 
	

	Other incomes 
	 
	Other expenses 
	 

	Total 
	 
	Total 
	 





	1.13 Project implementation capability of the organization

	Has your organization received any financial/technical assistance from governments or donor organizations? If yes, please specify below. If not, please explain why your organization is technically and financially capable of implementing the GGP. (Max 5 Years)


	Year
	Name of Donor
	Grant Amount in Peso or USD
	Purpose

	[most recent date/year]
	
	
	

	
	
	
	

	
	
	
	




	2. ABOUT YOUR GGP PROJECT

	2.1 Proposed title of the Project

	(Example)  The procurement of XX for XX





	2.2 Project site 

	




	2.3 Background of the Project 

	Describe the following points thoroughly. If necessary, please submit separate reference documents. Minimum 2 pages, maximum 7 pages. 

1. Community Profile: 
a. Population
b. Main source of livelihood
c. Industries present in the city or province
d. Most recent average household income
e. Poverty rate
f. Un/employment rate
g. Percentage of residents receiving assistance
h. land area of the city, municipality, or province,
i. Access to basic services (e.g., education, healthcare, water, sanitation, electricity, transportation), where relevant
j. etc.

2. Current situations faced by the above population regarding your grant proposal: 
a. Existing facilities, services, or programs
b. Current level of access, availability, and quality
c. Previous or ongoing initiatives addressing the issue
d. Existing resources and capacities within the community
e. Relevant policies or local development plans, if applicable

3. Specific challenges faced by the above population regarding your grant proposal:
a. What specific needs or gaps exist?
b. Who is affected, and how many people are affected?
c. What are the root causes of these problems?
d. What evidence supports the need for the project? (e.g., surveys, government statistics, community consultations, studies)




























	2.4 Objectives of the Project

	Describe the objectives of the Project as clearly as possible. 
Explain what and how GGP will be able to improve the situation described above? How does the project respond to the identified needs? Describe the alignment with local development priorities or government plans and describe why grant funding is necessary. Additionally, please describe the organization’s efforts and initiatives to address the issue and why is it not enough, prompting the request for grant. 











	2.5 Specific outcome of the Project

	Identify the beneficiaries, the total number of beneficiaries, location, and anticipated direct benefits that they will receive as the outcome of the project.













	2.6 Expected cost of the Project

	To the greatest extent possible, please submit estimates/quotations from three (3) different suppliers for each item to be covered by the GGP. If not possible, please provide reasons. As for equipment, please specify the manufacturer, country of origin, and model name/#.

The Embassy of Japan recommends featuring with Japanese private companies’ materials/support in the projects. 


	【To be covered by the GGP】
Maximum of 20 million Japanese Yen or the equivalent amount in Philippine Peso, always exclusive of VAT

	Item
	Unit Price
	Quantity
	Total Price
	Note

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	

	
【To be covered by the applicant organization: Counterpart Fund】
All forms of taxes must be included in the Counterpart Fund, NOT the GGP

	Item
	Unit Price
	Quantity
	Total Price
	Note

	Value Added Tax
	
	
	
	

	Other Fees (please itemize)
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	

	3. IMPLEMENTATION, OPERATION AND MAINTENANCE PLAN

	3.1 Expected duration of the Project

	

	3.2 Procurement

	Describe the process for the procurement of requested items. Identify the section in-charge of the said activity












	3.3 Commitment 

	Explain your operational plan of the project including the number of assigned staff to implement the project and plans to cover unexpected funding shortfalls












	3.4 Monitoring, maintenance and repair

	Explain the capacity of the applicant organization and plans to properly maintain good condition and use of the received items/facilities after the project completion. E.g Inventory bookkeeping, regular check-ups, allocation of technical staff to handle the received equipment, securing budgets for facility maintenance and repair, etc.










	3.5 Long term goals 

	Please describe your organization's vision and goals for the proposed project. Clearly outline the project's immediate (short-term), medium-term, and long-term goals, and explain the strategies and activities that will be undertaken to achieve each of these goals. Be as specific as possible.














Annex and Signature to follow on the next page.



 ***********   ANNEX   ************

	FINANCIAL STATEMENTS FOR THE PAST TWO YEARS

	(Currency: Peso) 

	Items
	Fiscal Year:
	Fiscal Year:

	INCOME

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Income Total (A)
	
	

	EXPENDITURE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Expenditure Total (B)
	
	

	
	
	

	Balance (A) – (B)
	
	



	** BELOW IS AN EXAMPLE **

	(Currency: USD)

	Items
	Fiscal Year: 2020
	Fiscal Year: 2021

	INCOME

	Grant from international donor organizations (Name)
	40,000
	50,000

	Budget allocation from the Ministry of Health
	12,000
	11,000

	Medical treatment charges
	9,000
	9,500

	Prescription charges
	1,000
	1,200

	Income Total (A)
	62,000
	71,700

	EXPENDITURE

	Labor
	45,000
	42,000

	Purchase of medicines
	1,200
	1,200

	Meals for patients
	5,000
	6,000

	Cleaning
	500
	550

	Electricity and water
	2,550
	3,030

	Admin costs
	3,500
	3,280

	Expenditure Total (B)
	57,750
	56,060

	
	
	

	Balance (A) – (B)
	4,250
	15,640



	I, the undersigned, hereby certify that all information provided in this application form as well as the referenced attachments is true, correct and complete to the best of my knowledge, and agree to the terms and conditions above.

                                                         
(Month)  (Day),  (Year)
                          
(Name of Person in Charge)
                          
  (Title)
                          
(Name of Organization)
                                            
                                            (Signature) 



Note: For the list of required supporting documents, please refer to the guideline document available on the EOJ GGP website. The documents may be emailed together with the GGP Concept Paper.
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the People of Japan




