Appendix B: Instructions to Applicants
A. Summary
1. General provisions
The United Nations Development Programme (UNDP), in partnership with the Government of Papua New Guinea’s Conservation and Environment Protection Authority (CEPA) initiated the “Sustainable Financing of Papua New Guinea’s Protected Area Network” project in 2019. A component of this project supports the establishment, operationalization and mobilization of funding for a Biodiversity and Climate Fund to primarily support funding of PNG’s Protected Area Network to ensure the protection of biodiversity, while working to provide nature-based solutions to support climate mitigation and resilience.
B. Costs of preparing a low-value grant project
The Applicant assumes all costs of the preparation and submission of application for a low-value grant project, and UNDP in no case bears responsibility, or liability for the repayment of these costs, regardless of the progress and outcome of the process for accepting applications.
C. Documents for accepting applications for the low-value grant project
2. The content of documents for accepting applications
Applications for a low-value grant project must comply with the general requirements of these Instructions in full. Partially eligible applications will be rejected. The Applicant should consider all relevant instructions, forms, and conditions contained in the documents for accepting a low-value grant project. The risk of non-compliance with the requirements of these documents lies with the Applicant and may adversely affect the evaluation of the application.
3. Clarification of documents for accepting applications for the low-value grant project
Suppose the Applicant requires clarification of the documents necessary to constitute an acceptable application. In that case, he/she shall notify UNDP to this extent by writing to the organisation 's email address indicated in the Request for the Submission of Applications. UNDP will provide a written response to any clarification regarding the submission of applications; however, this requirement should be received no later than one week before the deadline for submitting applications.
4. Amendment of documents for the acceptance of applications for the low-value grant project
UNDP, for any reason, either on its own initiative or in response to a request for amendment submitted by the Applicant, may modify the application dossier at any time before the deadline for submitting applications for a low-value grant project.
All applicants, who have submitted their applications, will be notified in writing through email and phone about any modifications that are needed to provide applicants with an acceptable timeframe for the introduction of amendments in the preparation of applications; the notifying organisation, at its discretion, may extend the deadline for submitting applications for the low- value grant project.
D. Preparation of low-value grant project
5. Language of application
Application prepared by the Applicant, as well as the correspondence that takes place between the Applicant and UNDP, shall be in English.
6. Documents constituting the application
The application should consist of the following components:
· Applicant Information for the low-value grant project
· Description of the action following the low-value grant project template in Appendix D
· A copy of the Certificate of Registration of a Legal Entity in the Investment Promotion Authority of PNG.
· A copy of the Charter for legal entities.
· CVs of the Head of NGO or the Team Leader for the Project and other key experts.
· Endorsement letter from any of the following authorities confirming that proposed Project is part of the community or local development plans (refer to Appendix E for sample form):
· Provincial government.
· District government.
· Local-level government.
· Pastor; or
· An established and well-recognized NGO.
7. Currency of the application
All prices should be in PGK.
8. Payment
UNDP makes payments in Papua New Guinea Kina (PGK). Payment will be transferred to the bank account indicated in the Contract signed with the successful Grantee.
E. Submission of applications
9. The
Applicant shall
send
the
signed, and
stamped application by
email procurement.png@undp.org addressed to:
Name: Dirk Wagener
UNDP Resident Representative in Papua New Guinea With a note - "Grant Proposal."
and
Date of filing and name of Applicant.
Or
It can be delivered by hand with a note "Low-value grant project" at the following address: United Nations Development Programme, Kina Bank Haus, Level 14, Port Moresby, phone: 675-321-2887
Instruction for electronic submission (by email):
Having prepared the application in paper format, the full set of documents constituting the application should be in any format (Doc or Pdf) format file and attached to one or more email (s).
The mandatory subject of the email for ‘Call for Proposals for Low Value Grant’. Please note only proposals in Doc or PDF format will be accepted for consideration.
10. Deadline for the submission of applications
UNDP must receive the applications at the email indicated by the following dates:
· Submission deadline for Stage 1 proposals: 7th October 2022
· Submission deadline for Stage 2 full proposals: 18th November 2022
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UNDP, at its discretion, may extend the deadline for the submission of applications in connection with amendments to the documents for the submission of applications, in accordance with the Clause on Amendments to the Documents for the Acceptance of Applications. In this case, all the rights and obligations of the UNDP office and the applicants, which had effect before the deadline for submission, will continue to be valid until the extended deadline for the submission of applications.
11. Applications received after the deadline
Any applications received by the UNDP office after the deadline for submitting applications, in accordance with the Clause on the deadline for the submission of applications, will be either rejected or considered in the next round (if any).
F. Opening and evaluation of applications
12. Opening of applications
The UNDP PNG Procurement Unit is responsible for collecting applications and keeps a register of incoming applications. UNDP will assign a Grants Evaluation Committee to review and evaluate the proposals received. The opening and preliminary assessment for the availability of all required documents are carried out by the UNDP procurement unit and 2-3 members of the Grant Evaluation Committee. A preliminary assessment protocol approved by the Chairperson of the Committee is transmitted to all Grant Evaluation Committee members.
At the pre-screening stage, all the received applications will be reviewed by UNDP to check that the applications meet the minimum eligibility criteria and confirm reasons for disqualification. Only selected applications after pre-screening will be evaluated based on following the criteria by Grant Evaluation Committee.
13. Clarification of applications
In the process of studying, evaluating, and comparing the assessment, the Grant Evaluation Committee, at its discretion, may ask the Applicant to clarify its application. The request for clarification of the application and the answer to it shall be made in writing. It may relate to any questions regarding the application for a low-value grant project. The Applicant shall provide their clarifications as soon as possible after receiving the request, but no later than 7 (seven) calendar days.
14. Evaluation and comparison of applications
The applications received for low-value grant projects are evaluated individually. Before the evaluation, the members of the Grant Evaluation Committee can provide their comments/remarks on any application or provide additional information about the Applicant to other members of the Grant Evaluation Committee. The members of the Grant Evaluation Committee will review the comments based on the supporting documents and collectively decide when evaluating applications.
The Grant Evaluation Committee may organize online or offline meetings to evaluate grant applications if applicants are asked to introduce amendments or provide clarifications.
The Grant Evaluation Committee will review the applications in four steps:
· Step 1 - Preliminary evaluation: In this stage, the committee will ensure that the Applicant has submitted all relevant documents (specified in section 6 of the above). If the Applicant has not submitted documents completely, the committee will either reject the proposal.
· Step 2 - Eligibility Review: In this stage, the evaluation committee will review the applications against the following criteria:
· The Applicant is a legally registered entity as NGOs, CSOs, CBOs, and Cooperative
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Societies.
· The Applicant is not suspended, debarred, or otherwise identified as ineligible by any European Union, UN Organisation , the World Bank Group, or any other international Organisation .
· A minimum of 2 contracts implemented over the four years (to be justified through the descriptions of the work performed, e.g., final implementation report and the contact details of the source of financing for the previous projects).
· Not declared bankruptcy, not involved in bankruptcy or receivership proceedings, and there is no judgement or pending legal action against the vendor that could impair its operations in the foreseeable future.
· Non-performance of a contract did not occur as a result of contractor default for the last three years.
· No consistent history of court/arbitral award decisions against the Bidder for the last three years.
· No conflicts of interest exist with UNDP or the Project Team.
· Step 3 – Technical Evaluation: At this stage, the Evaluation Committee will review all proposals against a predetermined criterion. A scoring system is used to evaluate the applications. Scores for each evaluation criterion are calculated immediately after the discussion of each application and are filled in evaluation forms, which indicate the points assigned for each criterion. The applications that score 70% or above in the technical evaluation will be considered as technically eligible for funding.
· Step 4 – Financial Evaluation: The Evaluation Committee will review the budgets of the proposals that obtained 70% or more in technical evaluation for their rationality and value for money.
