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[bookmark: _Toc83167415]Introduction
[bookmark: _Toc83167416]Purpose and scope of the Guidelines
[bookmark: _Toc288510404]The purpose of these guidelines is to provide clarity and guidance on the requirements of the application form. 
These guidelines should be used by organisations (e.g. NPOs) completing the application form for funding from the Department of Social Development for community development services. The information requested in the application form is essential to DSD to make decisions regarding the selection of service providers and the allocation of funds. Therefore, accurate and full completion of the application is necessary for fair adjudication of the applications.
We would encourage the person completing the form, to read through the guidelines before starting with the application form. Allow for sufficient time before the deadline to ensure that detailed and accurate information is provided. There are a number of supporting documents which need to be submitted together with the application form. Some of these documents may take some time to gather. 

[bookmark: _Toc83167417]General Guidelines
· Before completing the application form, ensure that:
· Your organisation is eligible to apply for the funding by checking Part C of the RFP – Evaluation Criteria.
· Ensure that the service you provide is one of the services for which DSD is requesting applications. The list of services is available in Part B of the RFP.
· Ensure that you go through the application form well in advance of their due date. There are a number of requirements which may take a few days to compile. In particular, check Part A of the Application form for the Checklist for the proposal and Part C of the RFP for the Proposal Evaluation Criteria for the supporting documents that are required to be submitted with the application form.
· Ensure that you have the correct application form from the correct provincial Department.

· During completion of the application form:
· Refer to this guideline as you work through the application form to ensure an understanding of what is required.
· The application should ideally be filled in using a computer. Where this is not possible, applications must be filled in neatly, in block capital letters with black ink.
· Read the requirements of each section carefully before completing it.
· Ensure that the information provided in the application is accurate.
· If you experience any challenges whilst completing the application that you are unable to address using this guideline, please be in contact with your provincial Department on the contact details provided in Part A – Section 4 of the RFP. 

· After you have completed the application form:
· Use the checklists in Part A of the application form to ensure that you have fulfilled all the requirements of the application form.
· Check that all sections of the application form have been completed (Application form – Part A)
· Check that all supporting documentation has been included in the application (Application form – Part A)
· Verify that your organisation fulfils the eligibility criteria to submit a funding application and where necessary the proof of eligibility has been provided in the application (RFP – Part C)
· Verify that you have fulfilled the administrative compliance criteria and included the relevant supporting documents (RFP – Part C) 
· Verify that you have provided sufficient information in your application to allow for the Department to adjudicate your application based on the technical criteria (RFP – Part C)



[bookmark: _Toc83167418]Structure of the Application Form
The application form is made up of four parts – Part A, B, C and D. 
· Part A captures details of the RFP
· Part B captures details of the NPO or other entity.
· Part C captures the plan for the project, programme or other intervention for which the application is being submitted.
· Part D includes all the relevant forms and declarations which are required to complete the application. 

	[image: Information with solid fill]
	Wherever this sign appears in the application form or in these guidelines – take special note of the information provided. 



[bookmark: _Toc83167419]Instructions on completing the application form
[bookmark: _Toc83167420]Part A – RFP Details
Section A1: Checklist for proposal
The first table in this section lists each section of the application form. Applicants should use this checklist to ensure that they have completed every section of application. In the column “Verification by Organisation (Yes or No)” the applicant should indicate whether that section has been completed or not. Leave the last column open for official use.
[image: ]
The second table in this section lists each of the required supporting documentation. It is essential that the applicant includes all the supporting documentation required of them and that each document is checked off in this list. Similarly, to the first table, mark either yes or no, under the “Verification by Organisation (Yes or No)” column, for each item.
Note that some supporting documentation may not be relevant to all organisations and these can be excluded from the application. 
Section A2: Request for Proposal Reference
Refer to the Request for Proposal Document published by the Department – the cover page contains the Title of Request for Proposal and the reference number. Use this information to complete section A2 of the application form. 
[image: ]
NB: For this Call for Proposal the Title and Reference Number are:
[image: ]
Section A3: Service Specification Reference(s)
Refer to the Request for Proposal Document published by the Department – Part B: List of Service Specifications. Only applications for these services will be considered by the Department. Your programme may deliver on more than one of the service specifications, in which case you can apply for funding for more than one service specification that is listed in the RFP.  In section A3 of the application, list all the Service specification reference numbers and the titles of the service specifications for which you are applying.

	[image: Information with solid fill]
	Note that an applicant may apply for more than one service specification that is requested by the Department in the Request for Proposal. Where an applicant is applying for multiple service specifications, one application form can be submitted; however, Part C of the application form must be completed separately for each service specification that the applicant is responding to. For example, if the applicant is applying for two service specifications – they would complete Part A and Part B once and attach two versions of Part C to the application, one for each service specification.




[bookmark: _Toc83167421]Part B - NPO or Other Entity Details
Section B1 NPO or other entity details
The purpose of this section is to capture the general details of the organisation. In completing this section of the application, it will be important to make use of the organisations’ registration papers as a resource to complete this section of the application form.
All entity details should be the same as those that are displayed on the organisations’ certificate of registration. If the details on the certificate of registration are incorrect they need to be updated with the relevant authority.
Section B1.1
[image: ]

Name of entity: The name of entity will be the name that will be used on the service level agreement (SLA), should one be entered into with the applicant. Please ensure that this name matches with that on the organisations registration document.
Physical address: If the organisation operates from more than one physical address, the physical address at which the administrative functions of the organisation take place or the primary service functions provided by the organisation take place should be used.
Postal address: The postal address may be the same as the physical address. However, the organisation should ensure that the post can be reliably delivered to this address.
Telephone number: This should be the primary telephone number used for the organisation.
Email address: This should be the primary email address used for the organisation.
Website address: Provide a website address for the organisation if one is available.

Section B1.2
[image: ]
Select the relevant legal structure of the applicant organisation. If the legal structure of the organisation is not listed, select “Other” and describe the legal nature of the organisation in the space provided.
Based on the selection in the first part of section 5.2, provide the relevant registration numbers for the organisation.



Section B2: NPO Registration Details
[image: ]
Section B2 should only be completed by applicants that are NPOs. If the applicant organisation is not an NPO, skip to section B3 of the application form.
Mark the relevant registration status. Ensure that the applicant has the relevant documentation to support the selected status.
Provide the NPO registration number as it is provided on the organisations registration certificate.

Section B3: Contact persons for NPO or other entity
[image: ]
Provide the details for at least two contact persons, with whom the Department can make contact during the application process. These individuals should be able to provide comprehensive responses to questions related to the application and the organisation in general.



Section B4: Authorised signatory of NPO or other entity
[image: ]
The details of the signatory for the organisation must be listed in this section of the application form. 
The signatory listed in the application will be required to sign any transfer payment agreement (TPA) with the DSD, should the organisation enter into one.
In completing this section of the application, it would be advantageous to consult with an individual involved in the general management or financial management of the organisation.

Section B5: Governance practices of NPO or other entity
Section B5.1 – Type of Governing Body
[image: ]
Mark the relevant type of governing body that the applicant organisation has in place. 
If the applicant selects “Other governing body”, describe the type of governing body in the space provided.
Section B5.2 – Composition of Governing Body
[image: ]
Provide the number of persons who are on the governing body of the applicant organisation. 
The second question asks for the number of persons on the governing body, who also perform work for the organisation beyond their role as a member of the governing body. This includes people who are employed by the organisation or volunteer to do work for the organisation.
Section B5.3 – Meetings of the Governing Body
[image: ]
In section B5.3, document the number of times the governing body has met during the most recent full financial year. These meetings may include meetings held physically and virtually – however, they must be considered official meetings of the governing body.
Mark the relevant box regarding the taking of minutes during the governing body meetings. Please note that the minutes of these meetings may be requested by the Department if deemed necessary. 

Section B6: Composition of Board or Management Committee
[image: ]
The details of the board or management committee should be filled into the table provided in the application form. If the application form does not provide sufficient space for the number of members on the organisations’ board, please add additional pages as necessary.
In completing this section of the application, it would be advantageous to consult with the organisations’ management or an individual responsible for human resources in the organisation.
The name and surname should be documented as per the individuals’ ID book or passport.
Where a member is not a South African Citizen, please use their passport number in place of an ID number and note their nationality in the block alongside the passport number. 
The information on gender, race and disability is collected for statistical purposes and to contribute towards the monitoring of DSD’s progress towards their transformation goals.
· For gender, please select the gender of an individual based on how that individual identifies.
· For race, in South Africa, the population is commonly divided into Black, Coloured, Asian and White. If an individual does not identify with any of these four races, please specify clearly the race of that individual.

Section B7: Financial Matters of NPO or other entity
Section B7.1 – Financial management arrangements
[image: ]
Mark the applicable box as it pertains to the financial management arrangements of the organisation.
· If the organisation has an external organisation or individual maintaining their bookkeeping and/or financial reporting, select the first option of outsourced bookkeeping and/or financial reporting. I.e. the maintenance of the organisations accounting functions is NOT done by an individual employed by the organisation. The external accounting provider may or may not be remunerated for their services.
· If the organisation has a member of staff who maintains their bookkeeping and/or financial reporting, select the second option of in-house staff member or resource. I.e. the maintenance of the organisations accounting functions is done by an individual who is employed by the organisation. The internal resource is remunerated for their services.
· If the organisation does not maintain a complete record of its accounting activities, the last option should be selected. If this option is selected, provide an explanation of why this is the case in the space provided.

Section B7.2 – Details of individuals responsible for financial management
In section B7.2, the applicant is required to provide the details of the individual or organisation that is responsible for the bookkeeping or financial management of the applicants’ organisation. 
[image: ]
· The company name is only relevant if there is an external organisation providing the bookkeeping or financial management services to the applicant.
In completing this section of the application, it would be advantageous to consult with the financial organisation providing the service (in the case of outsourcing) or with human resource records (in the case of an internal resource). 

Section B7.3 – Size of NPO or other entity
[image: ]
To determine the size of the applicant organisation, indicate, based on how much revenue the organisation received or earned in its most recent full financial year, the size of the organisation.
In order to determine the revenue of the organisation:
· Use the most recent Annual Financial Statements or Income and expenditure statement (see Form 1 in Part D of the application form)
· Where the organisation has an Annual financial statement, use the amount indicated as REVENUE.
· Where the organisation has an Income and Expenditure Statement, use the amount indicated as INCOME.
Based on the size of the organisation, include in the application the relevant financial statements as listed in the table included in Section B7.3 (see below). 
[image: ]
Section B7.4
[image: ]
Provide the banking details for the applicant organisation in Section B7.4 as they are required.
· Account name – the account MUST be in the name of the NPO or other entity. No third party payments are allowed.
· Bank Name
· Account number
· Branch name
· Branch number
· Account type – select the relevant option or specify if ‘other’ is selected
The Department requires supporting documentation in relation to the applicants’ banking details. Acceptable supporting documentation constitutes:
FORM 3: DECLARATION OF NPO OR OTHER ENTITY BANK ACCOUNT DETAILS – signed and stamped by the relevant banking institution – confirming the details of the bank account (the declaration must be dated less than three (3) months from the closing date for submitting the proposals) 
OR
A stamped confirmation letter from the relevant banking institution – detailing:
The name of the NPO or other entity; 
The banking details of the NPO or other entity;
The company registration number, if applicable; and
The fact that the bank account is active.
The confirmation letter must be dated less than three (3) months from the closing date for submitting the proposals.

Section B8: Transformation
Transformation is a critical component of the Departments service provision. This includes transformation within the organsiations that they partner with to provide the required services, as well as transformation of the social development sector broadly.
Section B8.1
In the first part of section B8, provide details related to the transformation of the applicant organisation. Provide details of how the applicant organisation currently is contributing towards transformation AND then how the applicant organisation intends or further improving transformation with the organisation. This includes transformation of staff within the entity to ensure adequate representation of various ethnic groups, abilities and gender.

[image: ]
Section B8.2
The second part of Section B8 requires details related to the applicant organisations’ transformation efforts within the social development sector more generally. Describe how the applicant organisation currently contributes towards transformation in the sector and how they intend on further contributing towards it in the future.
Consider how the organisation is making an effort to reach the most vulnerable populations, including those in areas where services are scarce. 
[image: ]
Section B9: Declaration by NPO or other Entity
The final section of Part B of the application form is the declaration by the NPO or other entity. Before completing the declaration section of the application form – the form should be reviewed by relevant individuals in the organisation for accuracy and completeness. It is important to ensure that the application is a reflection of the organisation and not any single person who completed it.
The declaration should be signed by an individual within the organisation with the authority to do so.
[image: ]
When completing Section B9:
· Signed at <insert the name of the town in which the document is being signed>
· Insert day of the month followed by the name of the month (i.e. written in words not numbers e.g. January; not 01) and the year.
· The signatory should sign their FULL signature and NOT just their initials or a shortened version of their signature.
· The full name and surname of the signatory should be provided. Do not fill in only the initials and the surname.
· Provide the position or designation of the individual signing the application as it is identified by the organisation.


[bookmark: _Toc83167422]Part C – Plan for Project, Programme or Other Intervention
In Part C of the application, the Department would like for the applicant to provide a detailed plan of the project, programme or other intervention that will be offered with the funding provided by DSD. This is likely to be the Part of the application that will take the longest to complete. The applicant is encouraged to take time to complete it fully and accurately. A clear description of the project, programme or other service being offered will ensure that the DSD has sufficient information to adjudicate the application.

Section C1: Service Specification Reference
[image: ]
Provide the title and the reference number of the service specification relevant to this part of the application. Note that if the applicant is applying for funding for more than one service specification, Part C of the application needs to be completed for each service specification being applied for.

Section C2: Description of Project, programme or other intervention
In completing this section of the application, it would be advantageous to consult with the individual/s responsible for the design and implementation of services, programmes and projects in the organisation.
Section C2.1 – Description of project, programme or other intervention and its components
[image: ]
The first part of section C calls for a description of the service, project or programme that the applicant will be providing with the DSD funding. Provide a high level description of the project, programme or other intervention, as it is related to the service specification, without repeating what will be included in the rest of this section (i.e. beneficiaries, location and activities). 
The applicant should include a description of the different service components of their project, programme or other intervention, as they are set out in the relevant service specification.
Please note, this section must be completed. Referring the reader to a section of the organisations constitution or other attachment is not adequate. The application will be considered incomplete and sent back to the organisation if this is done.
	[image: info-icon - Montgomery Planning]
	TIP!
Consult with the service specifications to determine what the expectations are with regards to services, their objectives and expected outcomes. This will help to highlight how the organisations’ project, programme or other intervention, in particular, will contribute towards the achieving the objectives and expected outcomes of services for the DSD.
(However, if the applicants’ services have benefits beyond these, ensure that those are included as well)



Section C2.2 – Target beneficiaries and service users
The second part of section C requires details about the target beneficiaries and service users of the project, programme or other intervention. The table requires the applicant to list the category of beneficiary, the number of beneficiaries that will benefit, and how they will benefit from the project, programme or other intervention.
[image: ]
When listing the category of beneficiaries that will benefit from the project, programme or other intervention, provide list of beneficiaries to complete the table.
Provide a description of how each of the beneficiaries would benefit from the project, programme or other intervention in the second column of the table. 





Section C2.3 – Geographic coverage or location
[image: ]
Outline where the project, programme or other intervention that the applicant organisation will be implementing will be geographically. Provide details such as the name of the districts and towns in which the service, programme or project will be implemented. 
It would also be valuable to describe the area in terms of settlement type. Describe the area as urban or rural; a township, farming area, suburban area; an informal settlement or other relevant descriptors. The applicant may also provide additional information, regarding the accessibility of the area or the nature of service provision in the area (e.g. healthcare services, refuse removal etc.).
The needs for services vary across different geographic areas and settlement types. Describing the geographic area in the application for funding allows for the Department to understand the potential need for services in those areas. 
Section C2.4 – Time-related elements of your project, programme or other intervention
In this final part of Section C, consider any time related elements of the project, programme or other intervention. These time related elements may impact on when implementation may occur.
 [image: ]

Consider the following time related elements:
· Time of day (morning, afternoon, evening)
· Time of week (week, weekend)
· Time of month (possibly related to pay-day)
· Seasonal (related to temperature, daylight hours, seasonal work hours)
· School calendars (school holidays)
· Public holidays and commemorative events (public holidays, religious holidays, awareness days etc.)

Section C3: Implementation plan for project, programme or other intervention
In this section of the application form, the applicant should provide details about HOW they will implement their project, programme or other intervention. Applicants should provide sufficient detail to ensure that the Department has an adequate understanding of how their project, programme or other intervention will be implemented in order to deliver on the service specification being dealt with.

Section C3.1 – Activities and expected results of project, programme or other intervention
Using the table provided, describe the nature of the activities and the expected results of the project, programme or other intervention for which the applicant is requesting funding. It is only necessary to describe the activities related to the specific service, programme or project for which the applicant is applying for funding. It is not necessary to describe ALL the activities performed by the organisation if they are not ALL related to this specific service specification.
[image: ]
In the table, list each of the objectives of the project, programme or other intervention, the related activities which help to achieve that objective and then the expected or desired results related to those activities.
The applicant may add additional pages for this section as required.

Section C3.2 – Activities and expected results of project, programme or other intervention
In this section, the applicant should provide information related to the measurement of progress and performance of the project, programme or other intervention.
[image: ]

In the first column, list the names of the indicators most useful to measure the progress or performance of the project, programme or intervention. For the indicators, consider input, output and outcome indicators.
	Inputs
What are the things I need to carry out the activities?

	
	
 ACTIVITIES

	
	Outputs
What are the direct outputs of performing the activities?

	
	Outcomes
What are the resultant changes from performing the activities?



In the second column, provide an indication of the target that the organisation intends to achieve for that indicator. It is important that these targets are informed by previous experience or relevant research to ensure that they are accurate and realistic.

Section C3.3 – Indicators and targets for Project, programme or other intervention
In the table provided, list the indicators to measure the progress and performance of the programme in relation to the service specification being dealt with.  When listing the indicators, ensure that they are SMART indicators.  The definition of SMART indicators is provided below:
	S
	Specific
	The indicator must be narrow and accurately describe what needs to be measured.

	M
	Measurable
	You must be ABLE to measure the indicator i.e. it can be counted, observed, analysed, tested or challenged.

	A
	Achievable
	Is the indicator achievable through the programme and is the target attached to the indicator achievable (realistic).

	R
	Relevant
	Is the indicator relevant to the project, programme or intervention? Can the indicator measures be linked to the theories underpinning the programme? 

	T
	Time-bound
	Indicators must have a component of time.



Section C4: Staffing plan for project, programme or other intervention
The table in section C4 needs to be completed with the requested details of ALL individuals working for the organisation at the time of completing the application. The purpose of this table is to determine the range of expertise and skills accessible to the NPO and to document demographic and transformational statistics. 
Please note that ALL staff working for the organisation must be documented here, even if they do not have any involvement in the programme or service for which funding is being requested.
In completing this section of the application, it would be advantageous to consult with the individual/s responsible for the management of human resources in the organisation.
The applicant may include additional pages as required.
[image: ]

Section C5: Previous experience carrying out the same or similar projects, programmes or other interventions
[image: ]
Section C5 is intended to gain an understanding of the applicant organisations’ previous experience in offering the project, programme or other intervention that they are requesting funding for. 
In completing this section of the application, it would be advantageous to consult with the individual/s responsible for the design and implementation of projects, programmes and other interventions in the organisation. Individuals within the organisation who have been there the longest will be able to provide institutional memory which will also be valuable to this section of the application form.
· Provide a description of the project, programme or other interventions that the organisation has provided previously that are RELEVANT to the service specification in this particular application. 
· List the persons, included in Section C4 of the application, that were involved in the previous project, programme or other intervention. 
· Indicate the duration of the programme.
· The contactable reference person should be an individual who the Department can contact as a reference for the applicant organisation. 
· If the project, programme or other intervention that the applicant offered was for another organisation – the reference person would be the individual who was in charge of the programme on behalf of that organisation. 
· If the project, programme or other intervention was funded by a particular entity, the reference person would be the individual who was responsible for managing the applicant organisation on behalf of the funding organisation.
Ensure that the contact details provided are correct. It is also advisable to ensure that the reference person listed is aware that they have been listed as a reference.



Section C6: Budget for project, programme or other intervention
This section will provide DSD with an idea of the applicants expected expenditure in implementing the project, programme or intervention for which funding is being requested. In completing this section of the application, it would be advantageous to consult with individual’s responsible for the financial management of the project, programme or intervention.

Section C6.1 – Duration of funding for project, programme or other intervention
In section C6.1, provide the duration of funding that is required for the project, programme or intervention. 
Please consider that the Department can offer an agreement for a maximum of three years, which may be extended based on the performance of the organisation in implementing the project, programme or intervention.
[image: ]

Section C6.2 – Operational budget for project, programme or other intervention
Each budget item should be listed in the table provided together with the expected amount in rands, each year for three years. This budget is specific to the project, programme or intervention for which funding is being requested in this application. Expenditure related to other services, programmes or projects should not be included in this application.
Ensure that the figures included in this budget are as accurate a reflection as possible of the expenditure for the service, programme or project. Annual inflation should be reflected in the figures across the three years.
Total each row and each column of the table. I.e. there should be a total for each budget item for all three years and there should be a total for each year of all the budget items. Also ensure that the totals of both the rows and columns add up to the grand total.
Keep in mind that the DSD funds organisation to provide services based on a minimum funding standard. Therefore, it is unlikely that DSD will fund the exact amount documented in this budget. However, it is important for DSD to have an understanding of what the expectations are in terms of expenditure. 
[image: ]

Section C6.3 – Narrative for operational budget
Please provide a narrative for the operational budget in the space provided in Section C6.3. The narrative can be at a high level. Focus on the main costs included in the budget. Also include explanations for significant changes in costs from one year to the next.
[image: ]

Section C7: Funding request for project, programme or other intervention
In section C7, include the total funding that is being requested for each year that the organisation is requesting funding. 
[image: ]

[bookmark: _Toc83167423]Part D – Forms and Declarations
Part D of the application form includes all the forms and declarations which are required to complete the application form. Ensure that these templates are used as requested throughout the application form.
Form 1: NPO or other entity statement of income and expenditure
Form 1 is the template for the Statement of Income and Expenditure. This template should only be used by emerging entities who do not have audited financial statements available to submit with the application.
This form should be completed by the person responsible for managing the financial affairs of the organisation.
[image: ]

The first part of the statement of income and expenditure requires:
· the name of applicant organisation – ensure that the name matches that used on the organisations’ registration documents;
· the financial year end for the NPO or other entity – mark the appropriate box with an X. Note that only one month should be selected as the year end;
· the reporting period for the statement of income and expenditure. Indicate a starting date and end date for the reporting period.
In the next table all the funds that have been received during the reporting period should be listed. This includes incomes generated by the organisation, donations and funds received from funding institutions (e.g. banking institutions, government departments (including DSD), other funding institutions e.g. Lottery). 
Provide a total amount received at the bottom of the second column – TOTAL FUNDS RECEIVED (A).
[image: ]

The following table requires a list of the payments made during the reporting period. In the first column the type of expenditure should be listed (e.g. water and electricity, rent, groceries etc.). In the second column, the total amount spent on that particular expense for the reporting period should be listed.
Provide a total amount paid at the bottom of the second column – TOTAL FUNDS PAID (B).
[image: ]
Beneath the list of expenditures, calculate the difference between the Total funds received and the total funds paid (A)-(B). If the funds received are more than those paid, then the amount will be a positive number (i.e. a surplus). If the funds received are less than those paid, then the amount will be a negative number (i.e. a deficit).
In the space provided, elaborate, explain and or provide further information which can clarify the contents of the Statement of Income and Expenditure.
The final part of the Statement of Income and Expenditure requires for an individual with the relevant authority within the applicant organisation to confirm that the information provided in the Statement of Income and Expenditure is true and correct. 
The declaration should be completed as follows:
· Signed at <insert the name of the town in which the document is being signed>
· Insert day of the month followed by the name of the month (i.e. written in words not numbers e.g. January; not 01) and the year.
· The signatory should sign their FULL signature and NOT just their initials or a shortened version of their signature.
· The full name and surname of the signatory should be provided. Do not fill in only the initials and the surname.
· Provide the position or designation of the individual signing the application as it is identified by the organisation.



Form 2: NPO or other entity declaration regarding financial management and internal control systems
In terms of section 38(1)(j) of the Public Finance Management Act (PFMA), the Department of Social Development (the Department) requires written assurance that an organisation implements effective, efficient and transparent financial management and internal control systems. Form 2 is the declaration template that should be used by all organisations submitting a funding application.
Parts A and B should be completed by those NPOs or other entities that implement effective, efficient and transparent financial management and internal control systems.
Parts A and C should be completed by those NPOs or other entities that DO NOT implement effective, efficient and transparent financial management and internal control systems.

Part A is made up of two sections. The first section requires the general organisation details as was done in the application form. The information required includes:
· Name of entity
· Physical address
· Postal address
· Telephone number
· Cell phone number
· Email address
· Contact person
[image: ]
The second section is required to be completed and stamped by the bank. The information that is required includes:
· Date of the entity’s financial year-end
· Total annual revenue/income for the most recent financial year-end
In the next part of the table, select which size category the organisation falls into. This size category is based on the total annual revenue. Place an X in the relevant box (only one box should be marked).
In order to determine the revenue of the organisation:
· Use the most recent Annual Financial Statements or Income and expenditure statement
· Where the organisation has an Annual financial statement, use the amount indicated as REVENUE.
· Where the organisation has an Income and Expenditure Statement, use the amount indicated as INCOME.
[image: ]

Part B should be completed by those NPOs or other entities that implement effective, efficient and transparent financial management and internal control systems. This part of the document is the actual declaration and must be signed by a person of authority. It must also be witnessed by two independent individuals.
[image: ]
The declaration should be completed as follows:
	I, the undersigned
	<insert the signatories’ full name and surname>

	In my capacity as
	<insert the signatories’ role or designation within the organisation>

	Of the entity with the name
	<insert the name of the organisation as per the registration documents>

	Hereby declare that the entity with the name
	<insert the name of the organisation as per the registration documents>

	Implements effective, efficient and transparent financial management and internal control systems.

	Signed at 
	<insert name of town where the declaration is being signed>

	On this the <insert date> day of <insert month in words> (month) <insert year> (year)

	Signature
	Signatory should sign their full signature, not a shortened version of their signature, nor just their initials.

	Witness 1
	The witness should write their full name and surname and sign their full signature, not a shortened version of their signature, nor just their initials.

	Witness 2
	A second witness should write their full name and surname and sign their full signature, not a shortened version of their signature, nor just their initials.



Part C should be completed by those NPOs or other entities that DO NOT implement effective, efficient and transparent financial management and internal control systems. 
In instances where written assurance cannot be obtained that effective, efficient and transparent financial management and internal control systems are implemented, s 38(1)(j) of the PFMA requires that the transfer must be subject to conditions and remedial measures requiring the entity to establish and implement such systems. The following conditions and remedial measures, therefore, will apply: 
· Management will implement and adhere to the financial control system prescribed by the Department to maintain its financial records.
· Management will subject itself to the monitoring and inspection of financial records on a regular basis as conducted by officials of the Department or its representatives.
· Management will submit the financial expenditure reports and financial statements required by the Department.

[image: ]

The declaration should be completed as follows:
	I, the undersigned
	<insert the signatories’ full name and surname>

	In my capacity as
	<insert the signatories’ role or designation within the organisation>

	Of the entity with the name
	<insert the name of the organisation as per the registration documents>

	Hereby declare that the entity with the name
	<insert the name of the organisation as per the registration documents>

	will adhere to the conditions as stipulated above in order to ensure effective, efficient and transparent financial management and internal control systems.

	Signed at 
	<insert name of town where the declaration is being signed>

	On this the <insert date> day of <insert month in words> (month) <insert year> (year)

	Signature
	Signatory should sign their full signature, not a shortened version of their signature, nor just their initials.

	Witness 1
	The witness should write their full name and surname and sign their full signature, not a shortened version of their signature, nor just their initials.

	Witness 2
	A second witness should write their full name and surname and sign their full signature, not a shortened version of their signature, nor just their initials.





Form 3: Declaration of NPO or other entity bank account details
Each organisation that submits an application for funding to the DSD is required to submit a declaration of bank account details. Form 3 serves as the template the applicant organisation can use for the declaration.
The declaration is divided into three sections:
Section 1: NPO or other entity banking details
[image: ]
· Account name – the account MUST be in the name of the NPO or other entity. No third party payments are allowed.
· Bank Name
· Account number
· Branch name
· Branch number
· Account type – select the relevant option
· Name of account signatory – if there is more than one account signatory, please include the details of all signatories
· ID number of signatories
· NPO registration number – as per the organisations NPO registration certificate (if applicable)
· Company registration number - as per the organisations company registration certificate (if applicable)
· Co-operative registration number - as per the organisations registration certificate (if applicable)

Section 2: Confirmation by bank
This form must be taken to the organisations’ bank to be stamped and signed. The bank official must stamp the form with the official bank stamp and provide their details in the space provided.
[image: ]

Section 3: NPO or other entity declaration
The entity declaration should be signed by a person with the authority to do so from the applicant organisation.
[image: ]
The declaration should be read carefully by the signatory before being completed as follows:
	Signed at 
	<insert name of town where the declaration is being signed>

	On this the <insert date> day of <insert month in words> (month) <insert year> (year)

	Signature
	Signatory should sign their full signature, not a shortened version of their signature, nor just their initials.

	Name
	Full name and surname of the signatory

	Position
	Role or designation of the signatory in the organisation
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SECTION A1: CHECKLIST FOR PROPOSAI

IMPORTANT NOTE:
Al NPO’s or other entities submitting a proposal must ensure that:
« Allthe pages of Part A & B of this application form are completed;

» Part C of this application form is completed SEPARATELY for EACH Service
Specification the NPO or other entity is responding to;

« The forms and declarations in Part D of this application form are completed and
signed accordingly; and

+ The organisation has adhered to the mandatory requirement set out in the Request
for Proposals.

VERIFICATION BY
PART A - PROPOSAL DETAILS ORGANISATION | FOR OFFICE USE ONLY
(YES OR NO)

Section A1: Checklist for Proposal

Section A2: Request for Proposals Reference

Section A3: Service Specification Reference(s)

VERIFICATION BY
PART B - NPO or OTHER ENTITY DETAILS ORGANISATION | FOR OFFICE USE ONLY
(YES OR NO)
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SECTION A2: REQUEST FOR PROPOS, REFERENCE

Please indicate the title and reference number for the Request for Proposals that you are
responding to (Refer to RFP documentation for this information)

Title of Request for Proposals:

Request reference number:
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Request Ref No   :   01/2024     Title  of Request   :  NDSD: Request for Proposals for Funding NPOs  
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SECTION B1: NPO OR OTHER ENTITY DETAIL!

Please provide the following defails for your organisation

SECTION B1.1: ENTITY DET/

Name of entity:

Physical address:

Postal code:

Postal address:

Postal code:

Telephone number:

Email Address:

Website address:
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SECTION B1.2: LEGAI

TURE OF NPO OR OTHER ENTITY

Choose your organisation’s legal structure/form from the list below. Please mark the applicable box
below with an X

Not-for-profit
Company (NPC) Volgiary
Trust association of Co-operative Other
(Section 21 porsons
company)
= o o o o

If you have selected ‘Other from the list above, please describe your organisation’s legal
structure/form in the space provided below

Please provide s with the following registration numbers, AS APPLICABLE

Company registration number:

Trust registration number:

Co-operative registration number:

Public Benefit Organisation registration
number:
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SECTION B2: NPO REGISTRATION DETAIL!

Please complete this section only if your organisation is an NPO

Please indicate your organisation’s registration status under the NPO Act. Please mark the applicable
box below with an X

The NPO is NOT
registered under
the NPO Act

- Fully registered o Conditionally o
= NPO registered NPO

Please provide us with your NPO's registration number, IF APPLICABLE

NPO registration number
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SECTION B3: CONTACT PERSONS FOR NPO OR OTHER ENTITY

Please provide the name and details of the designated contact persons within your organisations. The
Department will contact these persons in the following instances, among others:

o Should there be any questions related to your application; and
o Toinform you of the status or outcome of your application

CONTACTPERSON 1

Name and surname:

Position:

Telephone number:

Cell phone number:

E-mail address:

RSA ID number:
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SECTION B4: AUTHORISED SIGNATORY OF NPO OR OTHER ENTITY

Please provide the name and details of the person within your organisation that is authorised to enter
into written agreements (e.g. a Transfer Payment Agreement with the Department) on behalf of your
organisation

SIGNATORY

Name and surname:

Position:

Telephone number:

Cell phone number:

E-mail address:

RSA ID number:
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SECTION B5.1: TYPE OF GOVERNING BODY

Please choose the type of governing body your organisation has in place. Please mark the applicable box

below with an X

The organisation

Board of Directors | Board of Trustess | Management | Other governing | does not have a
Committee body governing body in
place
u] o u] u] u]

If you have selected ‘Other governing body’ from the list above, please describe the type of
governing body that the organisation has in the space provided below
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‘SECTION B5.2: COMPOSITION OF GOVERNING BODY

Please answer the questions below

How many members does the organisation’s governing body have?

How many of the members of the governing body work for the organisation —
beyond the work they do as members of the governing body? In other words,
how many members are executive members of the govening body?





image16.PNG
SECTION B! MEETINGS OF GOVERNING BODY

Please answer the questions below

How often did the organisation’s governing body meet during the
organisation’s most recent full financial year?
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SECTION B6: COMPOSITION OF BOARD OR MANAGEMENT COMMITTEE

Please provide the details of your organisation’s governance team (e.g. Board of Trustees, Board of Directors, Management Committee) in the table provided below.

GENDER AND HIGHEST EDUCATIONAL NATURE OF
NAME, SURNAME AND POSITION CONTACT DETAILS RACE QUALIFICATION AND/OR DISABILITY (IF
OVERVIEW OF EXPERIENCE | APPLICABLE)
Name and Surname. Cell number: Gender
“Ema

1D Number/Passport Number Nt
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MANAGEMENT ARRANGEMEN'

Please give us information on how you have arranged your organisation’s financial management. Please

mark the applicable box below with an X

The oganisation has
outsourced its bookkeeping
O andlor financial reporting to
an accounting company or
an accounting professional

The organisation has an in-
house staff member or
resource that does its
bookkeeping and financial
reporting

The organisation. does not
O maintain a complete record
of its accounting activities

If you have indicated that your organisation. does not maintain its accounting records above, please
explain why your grganisafion does not maintain its accounting records in the space provided below
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SECTION B7.2: DETAILS OF ORGANISATION / INDIVIDUALS RESPONSIBLE FOR FINANCIAL

MANAGEMENT

Please provide the details of the individual responsible for the bookkeeping or financial management of
the organisation (e.q. the details of the company that the services have been outsourced to or the defails
of the staff member within the organisation that is responsible for the bookkeeping or financial
management of the organisation)

Name and surname of contact
person:

Position:

Company name (if applicable)

Telephone number:

Cell phone number:

E-mail address:

RSA ID number:
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‘SECTION B7.3: SIZE OF NPO OR OTHER ENTITY

Please give us an indication on how much revenue, on average, your organisation received or earned in its
most recent three (3) full financial years (including all and any funding received from government or non-
government sources). Please mark the applicable box below with an X

EMERGING NPO OR
OTHER ENTITY

Less than

o R 500 000

SMALL NPO OR
OTHER ENTITY

Greater than or
equal to R 500 000
but less than

R 2 million

MEDIUM NPO OR
OTHER ENTITY

Greater than or
equal to R 2 million
but less than

R 10 million

LARGE NPO OR
OTHER ENTITY

Greater than or
O equalto
R 10 million
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SUPPORTING DOC

ENTATION REQUIRED

Depending on the box you selected above for the size of your grganisation, please submit

the following

SIZE OF NPO OR
OTHER ENTITY

EMERGING NPO
OR OTHER ENTITY

SMALL NPO OR
OTHER ENTITY

MEDIUM NPO OR
OTHER ENTITY

LARGE NPO OR
OTHER ENTITY

TYPE OF FINANCIAL STATEMENTS TO SUBMIT

AT LEAST an NPO or Other Entity Statement of Income and
Expenditure

Please use the template provided in FORM 1: NPO OR OTHER
ENTITY STATEMENT OF INCOME AND EXPENDITURE

AT LEAST the organisations Annual Financial Statements (prepared in
terms of International Financial Reporting Standards (IFRS) or IFRS for
Small and Medium-Sized Entities (IFRS for SMES)) for the most recent
ful financial year — compiled by an independent, registered compiler

AT LEAST the organisation’s Annual Financial Statements (prepared in
terms of IFRS or IFRS for SMES) for the most recent full financial year —
reviewed by an independent registered reviewer

The organisation’s Annual Financial Statements (prepared in terms of
IFRS or IFRS for SMES) for the most recent ful financial year — audited
by a Registered Auditor (i.e. Audited Annual Financial Statements)
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SECTION B7.4: BANKING DETAILS NPO OR OTHER ENTITY

Please provide your organisations banking defails below.

Account name:

Bank name:

Account number:

Branch name:

Branch number:

Cheque O | Savings O | Transmission

Account type:

Bond O | Other, specify:
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‘SECTION B8.1: TRANSFORMATION WITHIN THE ORGANISATION

Please describe how you contribute towards transformation through your organisation’s structures (i.e.
governing body and management team) and operational staffing. Please consider, among others, your
organisation’s representation in terms of African Black, Coloured, Indian, female employees and persons
with disabilities
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SECTION BS.

TRANSFORMATION OF THE SOCIAL DEVELOPMEI

SECTOR

Please describe how you contribute towards transforming the broader Social Development Sector in
South Africa





image25.PNG
[SECTION B9: DECLARATION BY NPO OR OTHER ENTITY

1, the undersigned, hereby declare that the information supplied in this Proposal (i.e. Parts A, B and C of
the Standard Application as well as all supporting documentation and information provided) is true and
valid and that, should our organisation be given funding by the Department, the organisation will comply
with the terms of the Transfer Payment Agreement that the organisation wil enter into with the
Department

Signed at

On this the day of (month) (vear)

Signature:

Name and Sumame

Position
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SECTION C1: SERVICE SPECIFICIATION REFERENCE

Please indicate the title and reference number for the Service Specification Form that you are
responding to

Title of service specification:

Service specification
reference number:
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C€2.1: DESCRIPTION OF PROJECT, PROGRAMME OR OTHER INTERVENTION AND ITS
COMPONENTS

Please provide a high-level description of your project, programme or other intervention in the space
provided below. Ensure that you also include a description of the different service components that
make up the project, programme or other intervention. These service components should be aligned to
those set out in the relevant Service Specification your organisation is responding to.
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C2.2: TARGET BENEFICIARIES AND SERVICE USERS

Please describe the beneficiaries or service users that your project, programme or other intervention will
target and how each category of beneficiaries or service users will benefit from the project, programme
or other intervention. Use the guidance provided in the table below to complete this section

Which category of beneficiaries or service | How will these beneficiaries or service users benefit
users will benefit from the project, from the project, programme or other intervention?
programme or other intervention?
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C2.: EOGRAPHIC COVERAGE OR LOCATION

Please describe the geographical coverage of the services provided through your project, programme or
other intervention (e.g. name of the region, district or community) in the space provided below. Include a
listing of the implementation sites of your project, programme or other intervention. It is important to
demonstrate in this section that you are able to provide the required services in the service areas
stipulated in the Service Specification your organisation is responding to
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C2.4: TIME-RELATED ELEMENTS OF YOUR PROJECT, PROGRAMME OR OTHER
INTERVENTION

Please describe any time-related elements of your project, programme or other intervention. Indicate, for
example, whether the services provided are only available to beneficiaries at certain times of the day,
week or month
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C3.1: ACTIVITIES AND EXPECTED RESULTS OF PROJECT, PROGRAMME OR OTHER INTERVENTION

In the table provided below, please describe the activities that your organisation will carry out to produce the desired results and achieve the objectives of the
project, programme or other infervention. Each objective may require a number of activities or actions to be taken. The objectives of your project, programme or
other intervention should be aligned with the objectives described in the Service Specification that your organisation is responding to. In describing the
expected results of the project, programme or other intervention, please describe the expected changes the project, programme or other intervention will

produce in its beneficiaries or service users.

OBJECTIVES OF PROJECT, ACTIVITIES TO IMPLEMENT PROJECT,
PROGRAMME OR OTHER PROGRAMME OR OTHER INTERVENTION
INTERVENTION

EXPECTED OR DESIRED RESULTS PROJECT, PROGRAMME
OR OTHER INTERVENTION (outcomes)
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C€3.2: ACTIVITIES AND EXPECTED RESULTS OF PROJECT, PROGRAMME OR OTHER INTERVENTION

In the table provided below, please describe the activities that your organisation will carry out to produce the desired results and achieve the objectives of the
project, programme or other infervention. Each objective may require a number of activities or actions to be taken. The objectives of your project, programme or
other intervention should be aligned with the objectives described in the Service Specification that your organisation is responding to. In describing the
expected results of the project, programme or other intervention, please describe the expected changes the project, programme or other intervention will

produce in its beneficiaries or service users.

OBJECTIVES OF PROJECT, ACTIVITIES TO IMPLEMENT PROJECT,
PROGRAMME OR OTHER PROGRAMME OR OTHER INTERVENTION
INTERVENTION

EXPECTED OR DESIRED RESULTS PROJECT, PROGRAMME
OR OTHER INTERVENTION
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ECTION C4: STAFFING PLAN FOR PROJECT, PROGRAMME OR OTHER INTERVENTION

Please provide the information requested in the table below regarding the staff members of your organisation that will be carrying out the project, programme or
other intervention. Please use the table and guidance provided in the table below to complefe this section

NAME AND SURNAME OF HIGHEST LEVEL OF GENDER RACE ROLES AND RESPONSIBILITIES IN
STAFF MEMBER (L.E. EDUCATIONAL CARRYING OUT THE PROJECT,
PERMANENT OR TEMPORARY) | QUALIFICATION PROGRAMME OR OTHER INTERVENTION

OR VOLUNTEER
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SECTION C5: PREVIOUS EXPERIENCE CARRYING OUT THE SAME OR SIMILAR PROJE
OTHER INTERVENTIONS

PROGRAMMES OR

Please provide a description of and contactable references for projects, programmes or other interventions that your organisation has implemented in the past;
these should be the same or similar to the project, programme or other intervention that your organisation would like to fund through this application. Please use
the guidance provided in the table below to complete this section

DESCRIPTION OF PROJECT, PROGRAMME STAFF MEMBERS LISTED IN DURATION OF PROJECT, CONTACTABLE REFERENCE

OR OTHER INTERVENTION SECTION D THAT DELIVERED | PROGRAMME OR OTHER
PROJECT, PROGRAMME OR | INTERVENTION
OTHER INTERVENTION (e.g. Mar 2018 — Jul 2019)

Name and Surname:
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C6.1: DURATION OF FUNDING FOR PROJECT, PROGRAMME OR OTHER INTERVENTION

In the space below, please indicate the duration over which your organisation is requesting funding for
from the Department in order to carry out the project, programime or other intervention (for example, from 1
April 2021 to 31 March 2024 (3 years))
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C6.2: OPERATIONAL BUDGET FOR PROJECT, PROGRAMME OR OTHER INTERVENTION

Please outline the expected costs or expenditures to carry out the project, programme or other intervention
over its duration. Provide this detailed breakdown of the budget in the table below.

Year 1 Year 2 Year 3 Total

Budget item / Expenditure item Amountin  Amountin  Amountin Amountin
Rand Rand Rand Rand
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C6.3: NARRATIVE FOR OPERATIONAL BUDGET

In the space provided below, please provide a high-level explanation for the main cost items in the
operational budget as well as any significant fluctuations in the cost items from year to year.
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SECTION C7: FUNDING REQUEST FOR PROJECT, PROGRAMME OR
INTERVENTION

HER

Please indicate, in the table provided below, how much funding your organisation is requesting from the
Department in order to carry out the project, programme or other intervention over its duration.

YEAR FUNDING REQUEST IN RANDS

Year 1

Year 2

Year 3
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NPO OR OTHER ENTITY DETAILS

Name of NPO or Other
Entity:

Financial year end for
NPO or Other Entity:
Mark the appropriate box
with an X

O January | [0 February | [0 March O April
O May O June o Juy O August
O September | 0 October | O November | [ December

Reporting period for
Statement of Income
and Expenditure:

E.g. Financial year ended
30 June 2021
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-
FUNDS RECEIVED FOR THE REPORTING PERIOD (REVENUE OR INCOME)

AMOUNT RECEIVED (IN

DEPARTMENT OR INSTITUTION FUNDS WERE RECEIVED FROM RANDS)

TOTAL FUNDS RECEIVED (A)
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PAYMENTS MADE FOR THE REPORTING PERIOD (EXPENDITURE)

AMOUNT PAID (IN

TYPE OF EXPENDITURE RANDS)

TOTAL FUNDS PAID (B)

SURPLUS(+) OR DEFICIT(-)

SURPLUS(+) OR DEFICIT(-) (R)-(B)
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NPO or other en rmation

Name of entity:

Physical address:

Postal code:

Postal address:

Postal code:

Telephone number:

Cell phone number:

E-mail address:

Contact person:

Date of the entity’s financial year-end:

Total annual revenue/income for the most recent financial year-end:
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Allocation to entity size category

NPO or other entity size

Annual revenuelincome
categories

Mark the
correct
row with

an X

Emerging NPO or other entity

Less than R 500 000

‘Small NPO or other entity

Greater than or equal to R 500 000
but less than R 2 million

Medium NPO or other entity

Greater than or equal to R 2 million
but less than R 10 million

Large NPO or other entity

Greater than or equal to R 10
million
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NPO or other entity financial management declaration

1, the undersigned

in my capacity as

of the entity with the
name

hereby declare that the
entity with the name

implements effective, efficient and transparent financial management and interal control
systems.
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Part C should be completed by those NPOs or other entities that do not implement effective,
efficient and transparent financial management and internal control systems.

In instances where written assurance cannot be obtained that effective, efficient and transparent
financial management and intemal control systems are implemented, s 38(1)(j) of the PFMA
requires that the transfer must be subject to conditions and remedial measures requiring the entity
to establish and implement such systems. The following conditions and remedial measures,
therefore, will apply
« Management will implement and adhere to the financial control system prescribed by the
Department to maintain s financial records

« Management will subject tself to the monitoring and inspection of financial records on a regular
basis as conducted by officials of the Department or its representatives.

« Management will submit the financial expenditure reports and financial statements required by
the Department

NPO or other entity financial management declaration

1, the undersigned

in my capacity as
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Account name:

Bank name:

Account number:

Branch name:

Branch number:

Account type:

Savings

Transmission

Bond

Other, specify:

Name of account
signatory:

ID number of account
signatory:

NPO registration
number:

Company registration
number:

Co-operative registration
number:
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SECTION 2: Confirmation by bank

We hereby confirm that the bank details alongside, under Section 1 of this form
belong to the entity mentioned under the same paragraph and that the authoriser of
the declaration under Section 3 of this form is an authorised signatory under the
account

Official bank stamp: Name:

Signature
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Section 3: NPO or other entity declaration

I hereby confirm that the bank details provided in Section 1 of this form belong to the
entity mentioned in the same section of the form and that the authoriser of the
declaration under this section of the form is an authorised to sign on behalf of the
entity

1 hereby also confirm that the information contained in the form s true and correct
Should this be shown not to be the case, | understand that the Department of Social
Development may terminate the funding Transfer Payment Agreement with the entity
and that |, as the person signing the form, may be prosecuted for fraud.

Signed at
on this the day of (month) (vear)
Signature: Name:

Position
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