1. ALL REQUIRED DOCUMENTS FOR APPLYING TO GRANT SCHEMES 1, 2, 3 & 4
	Companies applying to Schemes 1, 2,3 and 4


	Associations/Federations applying to scheme 3 

	[1] PART A : The Concept Note

A Concept Note – 4 pages maximum

      (Annexes to the Concept Note are not required) 


	[1] PART A : The Concept Note

A Concept Note – 4 pages maximum

      (Annexes to the Concept Note are not required)

	PLUS
	PLUS

	[2] PART B: The Full Application Form 

· Sections I and II: The Action + The Applicant – do not exceed the maximum number of pages stated for each section of the application form

· Section III: Checklist (all boxes Should be marked with a yes after checking their availability)

· Section IV: Associates of the applicants participating in the action (if applicable, see section 2.1.2 of the guidelines)
· Section V: Declaration by the Applicant (should be signed).

· Section VI: Assessment Grid (should be attached as is. It is for official use)


	[2] PART B: The Full Application Form 

· Sections I and II: The Action + The Applicant – do not exceed the maximum number of pages stated for each section of the application form

· Section III: Checklist (all boxes Should be marked with a yes after checking their availability)

· Section IV: Associates of the applicants participating in the action (if applicable, see section 2.1.2 of the guidelines)
· Section V: Partners of the applicant (if applicable, see section 2.1.2 of the guidelines)
  
· Section V: Declaration by the Applicant (should be signed).

· Section VI: Assessment Grid (should be attached as is. It is for official use)



	PLUS 
	PLUS 

	[3] ANNEXES B, C, and D to the Guidelines
· Annex B: the Budget which includes two sheets: budget of the action & Source of funding (Excel Format) – Check eligible costs, necessity of costs, if feasible & realistic. Do not forget the 5% contingency reserve and 7% eligible in direct cost (overheads).    

· Annex C: Legal Identification Form

· Attachment to Annex C: Copy of any official document showing the contractor’s name, the address of the head office and the registration number given to it by the national authorities (the CCD registration might serve this requirement).

· Attachment to Annex C: Copy of the sales tax registration document, in case the sales tax number does not appear on one of the official documents referred to above. 

· Annex D: Financial Identification Form

· Attachment to Annex D: It is preferred to attach a copy of recent bank statement, in which event the stamp of the bank and the signature of the bank’s representative are not required. The signature of the account-holder is obligatory in all cases.


	[3] ANNEXES B, C, and D to the Guidelines
· Annex B: the Budget which includes two sheets: budget of the action & Source of funding (Excel Format) – Check eligible costs, necessity of costs, if feasible & realistic. Do not forget the 5% contingency reserve and 7% eligible in direct cost (overheads).    

· Annex C: Legal Identification Form

· Attachment to Annex C: Copy of any official document showing the contractor’s name, the address of the head office and the registration number given to it by the national authorities (the line Ministry registration might serve this requirement).

· Attachment to Annex C: Copy of the sales tax registration document, in case the sales tax number does not appear on one of the official documents referred to above and in case the Association has a sales tax number. 

· Annex D: Financial Identification Form

· Attachment to Annex D: It is preferred to attach a copy of recent bank statement, in which event the stamp of the bank and the signature of the bank’s representative are not required. The signature of the account-holder is obligatory in all cases.



	PLUS 
	PLUS 

	[4] Other Supporting Documents

· Certified CCD for companies and the Ministry of Industry & Trade registration

· Certified Financial Statements for the past 2 years, which include:

· The Balance Sheet 

· The Income Statement 

· The cash flow statement
· Explanatory notes for the above statements
· Paid Capital for companies (Minimum JOD 5000). Can be proved by any of the following documents:

· The Ministry registration certificate, in case the registered capital is JOD 5000 or more

· The certified Financial Statements

· Certified Social Security Corporation certificate


	[4] Other Supporting Documents

· Certified registration certificate from the relevant line ministry 

· Certified Financial Statements for the past 2 years, which include:




2. ALL REQUIRED DOCUMENTS FOR APPLYING TO GRANT SCHEME 5
	Companies applying to Scheme 5 for re-enforcement

	Individuals & Companies applying for a Start Up to scheme 5 

	[1] PART A : The Concept Note
· Section I: A Concept Note (summary of the project, including total cost, grant requested and % grant from total cost, in addition to the duration) – 4 pages maxim

· Section II: Checklist (all boxes Should be marked with a yes after checking their availability)

· Section III: Declaration by the Applicant (should be signed).

· Section IV: Assessment Grid (should be attached as is. It is for official use)


	[1] PART A : The Concept Note

· Section I: A Concept Note (summary of the project, including total cost, grant requested and % grant from total cost, in addition to the duration) – 4 pages maxim

· Section II: Checklist (all boxes Should be marked with a yes after checking their availability)

· Section III: Declaration by the Applicant (should be signed).

· Section IV: Assessment Grid (should be attached as is. It is for official use)



	PLUS
	PLUS

	[2] ANNEXES C, and D to the Guidelines

· Annex C: Legal Identification Form

· Attachment to Annex C: Copy of any official document showing the contractor’s name, the address of the head office and the registration number given to it by the national authorities (the CCD registration might serve this requirement).

· Attachment to Annex C: Copy of the sales tax registration document, in case the sales tax number does not appear on one of the official documents referred to above. 

· Annex D: Financial Identification Form

· Attachment to Annex D: It is preferred to attach a copy of recent bank statement, in which event the stamp of the bank and the signature of the bank’s representative are not required. The signature of the account-holder is obligatory in all cases.

	ANNEXES C, and D to the Guidelines NOT REQUIRED

	PLUS 
	PLUS 

	[3] Other Supporting Documents

· Certified CCD for companies and the Ministry of Industry & Trade registration

· Certified Financial Statements for the past 2 years, which include:

· The Balance Sheet 

· The Income Statement 

· The cash flow statement
· Explanatory notes for the above statements
· Paid Capital for companies (Minimum JOD 5000). Can be proved by any of the following documents:

· The Ministry registration certificate, in case the registered capital is JOD 5000 or more

· The certified Financial Statements

· Certified Social Security Corporation certificate


	Other Supporting Documents NOT REQUIRED


	WHEN RECEIVING THE APPROVAL ON YOUR CONCEPT NOTE 

	[4] PART B: The Full Application Form 

· Sections I and II: The Action + The Applicant – do not exceed the maximum number of pages stated for each section of the application form

· Section III: Checklist (all boxes Should be marked with a yes after checking their availability)
· Section IV: Associates of the applicants participating in the action (if applicable, see section 2.1.2 of the guidelines)
· Section V: Declaration by the Applicant (should be signed).

· Section VI: Assessment Grid (should be attached as is. It is for official use)


	[4] PART B: The Full Application Form 

· Sections I and II: The Action + The Applicant – do not exceed the maximum number of pages stated for each section of the application form

· Section III: Checklist (all boxes Should be marked with a yes after checking their availability)
· Section IV: Associates of the applicants participating in the action (if applicable, see section 2.1.2 of the guidelines)
· Section V: Declaration by the Applicant (should be signed).

· Section VI: Assessment Grid (should be attached as is. It is for official use)



	[5] ANNEX B to the Guidelines

· Annex B: the Budget which includes two sheets: budget of the action & Source of funding (Excel Format) – Check eligible costs, necessity of costs, if feasible & realistic. Do not forget the 5% contingency reserve and 7% eligible in direct cost (overheads).    
	[5] ANNEX B to the Guidelines

· Annex B: the Budget which includes two sheets: budget of the action & Source of funding (Excel Format) – Check eligible costs, necessity of costs, if feasible & realistic. Do not forget the 5% contingency reserve and 7% eligible in direct cost (overheads).    


� For Clusters/Groups of companies applying to scheme 3, this attachment (i.e. section V: Partners of the Applicant) should be filled out. In this case, the applicants should use the Scheme 3 Application Form template. More details are provided in section 2.1.1 of scheme 3 guidelines.





Each document needs to be completed, printed, stamped and signed. Arabic original documents need translation (a copy of the original + the English translated copy should be enclosed).


