How to submit an eligible Youth in Action application
Making an application to Youth in Action will require some time to plan and prepare.  These notes will give you advice on the eligibility criteria for each Action, so that you can really understand what is necessary for your project to be considered for funding. Plus, if you can avoid making some common mistakes before you submit the application, you will have a better chance of being awarded a grant.
The eligibility criteria define how you should apply, what kind of organisations or groups can apply, what type of partner organisations or groups, as well as participants, can be involved and finally the type of activity or project duration allowed. You can find the full eligibility rules in the 2012 Programme Guide.
Where do I find further advice or support?

You should always use the 2012 Youth in Action Programme Guide http://www.britishcouncil.org/programme_guide_-_2012.pdf when putting together an application; it contains the eligibility criteria for each Action and is the best source of information on all aspects of the Youth in Action programme (see especially Part C – Information for Applicants). 

If you have a question about your application before you apply, you can contact one of our Information Providers across the UK for support and advice - http://www.britishcouncil.org/youthinaction-contact.htm. 
We particularly encourage first-time applicants, informal groups of young people and those applying to Action 1.3, 5.1 or 3.1/4.3 Networking to take advantage of this support offered.
Best wishes
Youth in Action Team

Please continue reading for more guidance on the Actions...
Common but avoidable mistakes

When you submit your application, it will be rejected immediately if it fails to meet one of the following criteria:

The format of your application does not meet the relevant Action eligibility rules:

· You have not identified any participants (applications from organisations), or participants within the right age range (applications from informal groups of young people)

· The country origin or number of partners is not allowed for the Action

· The venue or duration of the project (Action 1.2,1.3 and 5.1 only) or the duration of the activity (all other Actions) is not allowed for the Action
· Your organisation is not accredited (Action 2 only)
The application is incomplete or incorrect:
· You did not submit the E-form by the date of the deadline

· You have not submitted a hard copy print-out of the E-form or application (Action 2 only)

· The hard copy print-out of the E-form or application (Action 2 only) is post-marked after the deadline date or is incomplete

· You used the wrong application form (Action 2 only - not the 2012 form or not the UK form)

What to do to ensure that your application is not immediately rejected
Make sure that you have checked the Action-specific eligibility rules

Check which of the Actions is most suitable to your project idea before you apply, to ensure that your project can work within the permitted activity or project duration and location, partners, participant numbers and ages etc.   
Action eligibility rules www.britishcouncil.org/youthinaction-before-applying.htm
For Action 1.2 Youth Initiatives only – The Coach and the Legal Representative cannot be the same person. In the case of informal groups involving young people aged between 15 and 17, at least one member of the group must be aged between 18 and 30.  S/he will assume the role of Legal Representative on behalf of the group.

For Action 1.1/3.1 only – An Itinerant Youth Exchange is an exchange that can take place across more than one country. Each part of the exchange must happen back-to-back and all participants must travel together at the same time. The Youth in Action grant will not cover travel costs between countries.
For Action 2 only – Action 2 applicant organisations (and their partners, except for those based in the Euromed region) must be accredited for EVS before they submit their application. Please therefore ensure that you have already obtained an EVS accreditation from the British Council, by submitting an Expression of Interest, at least 6 weeks before the deadline, to yia.ei@britishcouncil.org. 

Warning! If you have accreditation for EVS at European level from the Education, Audiovisual and Culture Executive Agency (EACEA), you cannot apply to the UK National Agency for funding. An organisation can only be accredited at national or European level, not both. For further information on accreditation see www.britishcouncil.org/accreditation_guidelines.pdf 
Use the right application or E-form

For Action 2 (until 1 May deadline at the earliest): http://www.britishcouncil.org/2012_action2_applicationform.doc 
For all other Actions: use the E-form available at http://www.britishcouncil.org/youthinaction-application-forms-and-guidance.htm. 

Please note that the E-form will be automatically tailored to suit the the Action you select.    
Get the form in on time (hard copy and electronic copy required)
All Actions – Do not forget to send the hard copy, ensuring that it is post-marked no later than the deadline date. We strongly recommend that you send it by recorded delivery, to ensure that you have proof of postage and therefore evidence that you have met the deadline.

E-form only – You must ensure that you hit the ‘submit’ button on the E-form. 

For more guidance on E-forms, see: http://www.britishcouncil.org/e-form_guidelines-2.doc 

In addition, we ask you to send an electronic copy (ie a PDF file for the final version of your E-form, or a Word document for Action 2 applications), by email, to eform.yia@britishcouncil.org. This copy is used in our assessment process. 

Can any documents or information be submitted after the deadline?
Failure to meet the criteria listed below will not normally mean that your application is rejected immediately, although you should still try to ensure that your application is submitted correctly and completely the first time.

If you have not included with your application the supporting documents or information listed below, we will get in touch with the contact person specified in your application to request that they be submitted. You will be given two weeks to do this. If you do not submit the required documents or information by the two-week deadline, your application will then be rejected. 
Please note that, due to the volume of correspondence that we receive during the selection process, we will not be able to confirm receipt of individual items during the two-week period. 

Warning! Documents lost in the post without proof of postage may result in your application being rejected as ineligible. Please ensure that you send your documents by recorded delivery and include the project reference on your envelope (GB-XX-XX-2012-RX). 

Proof of legal status

With the exception of public bodies, you must send supporting evidence with your application to confirm your legal status:

· For Informal Groups of Young People:
Please send a copy of the Legal Representative's Passport, CitizenCard or Driver's License (the Legal Representative should be one of the group and aged between 18 and 30).  

· For Organisations:
A copy of your Certificate of Incorporation or your organisation’s entry in the register of Companies House, the Charity Commission or the Office of the Scottish Charity Register. 

· Other alternatives:
Organisations with charitable tax status can send a copy of the HMRC letter confirming their tax status (this currently applies particularly to charities in Northern Ireland).   Unincorporated groups with no VAT or PAYE registration, can provide a copy of their constitution. 

Sign the hard copy application or E-form 
The Legal Representative should be named at the beginning of your application (Part A. Identification of promoter or Part II. Applicant) and should then sign the E-form (Part J –please tick and Part K) or Application form (Part VII and Part VIII).  

For organisations, the Legal Representative must be a manager or person senior enough to commit your organisation to the obligations set out in your application and in any future grant agreement signed with the British Council. 

For informal groups of young people, the Legal Representative should be a member of the group, aged between 18 and 30 and specified in the E-form.   

Please note that we normally correspond with the contact person specified in the application and not the Legal Representative. 

Send in your original, signed Partner Promoter agreements
Your partners must sign a 2012 partner form (found in the application/E-form). You must submit the original hard copy. 

First-time applicants only – submit audited accounts or 3 months’ bank statements
Exception: this does not apply to public bodies

Submit profit and loss accounts, balance sheet and financial capacity form. 

This applies to organisations who are requesting grants of more than €25,000 or more (including cumulatively across all applications submitted in 2012). 
Exception: this does not apply to public bodies

Bank details
Bank details will be required if you are offered a grant, in order to make a payment to you. Please note we will require your sort-code, bank account and International Bank Account Number (IBAN). This should be a business account and not a personal account since we will not pay a grant to an individual. These can be reconfirmed if your application is successful.
The Legal Representative of an informal group of young people can create a business account for the project at a later date. Please tell us if you plan to do this.

Warning! Your account name should match the name given to the applicant in Part II. Applicant or Part A. Identification of promoter.  
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