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Guidelines and Application for Development NGOs, Laois Africa Day 2019
Please Note: This application form is for development NGOs that would like to participate in the flagship Laois Africa Day 2019 event in Portlaoise.  If you wish to perform at Africa Day (music, singing, dance performances); to engage in commercial trading; or if you are a community group, you need to complete an alternative application form.  The relevant application forms for these categories are available at: http://www.laoisafrica.com/get-involved
Laois Africa Day is the annual commemoration of the founding of the African Union.  Laois African Support Group organises a programme of events to mark Laois Africa Day each year. Laois Africa Day family event will take place at the Parish Centre Portlaoise on Saturday, 1st June 2019.  The event will be aimed at celebrating African diversity and success, highlighting the cultural and economic potential that exists on the African continent, strengthening the links between Ireland and the continent of Africa, and increasing the public’s understanding of Ireland’s development programme in Africa.
The event will be free to members of the public and will run from 12pm to 5pm.

A limited amount of space will be provided for NGOs to showcase their work at the  Africa Day event at the parish centre.  NGOs wishing to participate in the event should return the completed application form below. 
A. PARTICIPATION GUIDELINES

General 
· NGO activities should be relevant to Africa and / or add to the overall colour and atmosphere of Laois Africa Day.

· NGO activities must not be of a political nature or involve protest. 

Application / Assessment Process 

· Applications from NGOs should be submitted to: info@laoisafrica.com with the subject heading ‘Laois Africa Day 2019: NGO Application’.  

· Only applications completed on the official application form below and submitted to Laois Africa Support Group (event organisers for Laois Africa Day) will be considered.  

· Applications must be submitted before 5pm on Wednesday, 15th May.  Late applications will not be considered.  
· Applicants are required to clearly explain the type of activities they intend to undertake / elements they intend to showcase (using the application form below).
· NGOs must demonstrate in their applications that they will put 
· together colourful, engaging, family-friendly and relevant content for their stall at Africa Day, should their application be successful.  

· Each application will be assessed by the event organisers, Laois Africa Support Group.  Only NGOs deemed suitable by the event organisers (i.e. that meet all the guidelines laid down in this form) will be permitted to operate at Laois Africa Day.  

· On approval, NGOs must pay the full fee to the event organisers.  This payment must be made before 5pm on Friday, 24th May 2019. NGOs who do not pay the full fee by this deadline will not be permitted to operate at the event.  
Participating at Laois Africa Day 

· NGOs taking part in Laois Africa Day must be available on Saturday, 1st June 2019, between the hours of 10am and 6pm.

· Set-up on 1st June will commence at 10am.  NGOs who do not arrive at the venue at their designated time may be prohibited from trading at the event.  

· Each NGO will be provided with a gazebo; one trestle table; and two folding chairs.  NGOs must provide all other equipment they need themselves.  NGOs must also ensure they have the necessary resources and equipment to transport their equipment from the carpark to their designated spot within the Laois Africa Day site.  

· The event organisers will undertake regular inspections of all NGOs and participants throughout the duration of the event.  Any groups found to be in breach of these guidelines – or selling / distributing food of any kind – will be immediately prohibited from participating in Africa Day and asked to leave the event.  
B. COSTS
· Participating NGOs will be asked to pay a small fee of €40 to cover some of the equipment costs, facilities and support provided by the event organisers.  
· If your application is accepted by the event organisers, you will be required to pay this amount by Friday, 24th May 2019, to confirm your NGO at Laois Africa Day.  If you have not made your payment in full by that date, you will be excluded from the event.  
C. NGO APPLICATION FORM
	Organisation name


	Contact Person


	Telephone Number



	Email Address



	Website



	Description of your organisation: 

Please give details about your organisation, including:
1. How long it has been in existence;

2. Its legal status

3. Its mission

4. Its focus

5. Its funding sources

6. Its geographic location


	Please give a detailed description – approx. 300 words in length – of how your organisation would like to participate in the event.  Please include details of:

1. Your proposed contribution, including a child friendly activity.
2. The facilities / support you would need from the event organisers.
3. The number of representatives of your organisation that would like to participate.


	If your organisation is in receipt of funding from, please describe how you propose to demonstrate this partnership / working relationship during the Laois Africa Day event(s).



	Have you participated at previous Laois Africa Day flagship events? If so please indicate which year(s)



	Do you agree to being contacted regarding future Africa Day events in 2020? 

Yes / No




Please return your completed application by Wednesday, 15th May, to Africa Day 2019 by email to info@laoisafrica.com.  

Follow Laois Africa Day on Facebook at www.facebook.com/laoisafricasupportgroup; on Twitter @ laoisafricasupportgroup; and on Instagram @ laoisafricasupportgroup.
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