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	Public Diplomacy Grants Program

EMBASSY OF THE UNITED STATES OF AMERICA
BAGHDAD, IRAQ 



	
	


APPLICATION INSTRUCTIONS


READ CAREFULLY THESE INSTRUCTIONS BEFORE COMPLETING THE APPLICATION FORM


1.  GENERAL INFORMATION:

	1.1.  Applicant 



Please enter the requested information about the applicant and the organization.  


2.  BACKGROUND OF ORGANIZATION/INDIVIDUAL:

	2.1.  Description



Provide a short description of the organization. Try to answer the following questions:

· What kind of organization is it?  
· Is it registered?  If so, please provide registration information.
· What is the main mission of the organization? 
· What is the primary target group of the organization (for example:  women, youth, journalists, etc.)?
· In what fields does the organization work (for example:  raising environmental awareness, promoting civic engagement, enhancing cultural ties between the United States and Iraq, etc.)?

	2.2.  Previous U.S. Embassy Grants 



List grants the individual/organization has received in the past from the U.S. Embassy, if any, starting with the most recent.  For each grant include grant period, project title/brief description and the amount received in U.S. dollars. 

	2.3.  Other Previous Grants



List any grants the applicant organization has received in the past from other donor agencies, starting with the most recent.  For each grant include grant period, project title/brief description and the amounts received in US dollars. 


3.  PROJECT DESCRIPTION:
[bookmark: Text33]
3.1.  Project Information

Please provide the requested information about the project.  

3.2.  Executive Summary 

This is the summary of the proposal and should include brief descriptions of key information from each section of the application.  The Executive Summary should be limited to one paragraph and should answer the following questions:

· Who is requesting a grant?
· Why are you requesting it?
· How much are you requesting?
· What problems will you address and where?
· How long will the project last?
· What are your goals and objectives?
· What are the activities to achieve the goals and objectives?
· What results do you expect to achieve?

3.3.  Project Justification 

Describe the problem or issues the project intends to address.  The Project Justification should:  

· Describe the problem/issue and why it is important and relevant for Iraq.  
· Describe the current situation regarding the problem/issue.  Provide up-to-date information about efforts that have been made to address it.  
· Discuss how the project will help address the problem or improve the situation.  

	3.4.  Project Goal and Objectives 



In this section of the proposal, describe the goals you wish to achieve with this project.  Goals refer to changes in people, attitudes, or society.   They can be long-term or short-term, but should refer to a change in the problem or issue the project seeks to address.  For example, the goal of a project that seeks to enhance cultural ties between the United States and Iraq could be “to increase Iraqi understanding of U.S. culture and values.”  

Please describe as well the objectives of the project.  These are more specific than the goals and refer to the concrete action you wish to achieve with the project.  For example, the objectives of a project that seeks to enhance cultural ties between the United States and Iraq could be “to expose Iraqi college students to life on a U.S. campus.”  Objectives should be specific, measurable, and realistic so you can evaluate whether you have achieved them and whether the project is a success. 

	3.5.  Project Activities 



In this section of the proposal, please provide more details about the specific activities that will be conducted. The activities should support the achievement of the objectives and be related to the indicators.  You should be as specific as possible in describing what the activities are, when and where they will be carried out, who will participate and benefit from the activity, and how long they will last.  

You should also include a description of the materials you will need to conduct the activity

The activities described in this section need to be consistent with the budget. 

	3.6.  Monitoring and Evaluation



In this section, please describe how you intend to monitor the activities and how you intend to evaluate whether they have been successful.  List the criteria you will use to determine whether you consider the overall project to have been a success.   

	3.7.  Key Personnel 



In this section of the proposal, please answer the following questions:  

· Who will work on the project? 
· What responsibilities will they have?
· What qualifications do they have?
· What proportion of their time will they work on the project?

If you will use volunteers to the carry out project activities, this should be described as Key Personnel and their responsibilities and qualifications should be specified. 

If your project will rely on a consultant, include the consultant in this section as well.  Please discuss whether you already have the staff needed for the project, or whether the staff needs to be identified and hired.

	3.8.  Project Partners 



Who, if any, will be your partners in carrying out this project?  Describe the role of each partner. 



	3.9.  Sustainability 



Sustainability refers to the long-term impact of the project once the initial grant has ended.  Please describe ways the project and its impact will continue after the funds from the grant have been used.  For example, a project that has the goal of increasing Iraqi understanding of U.S. culture and values could have sustainability after the grant has ended if project participants share their experiences and knowledge gained through the program with others.  

Another way a project could be sustainable is if it is integrated into an organization’s regular budget, or if the applicant raises funds through other means to continue the project.  


4.  BUDGET

The Budget section should reflect the staffing and resource requirements for the project.  It should include costs for personnel, materials, equipment, and activities mentioned in the proposal.  Make sure that this section is as clear as possible.  The Budget should be accompanied by a narrative.  We should be able to look at the Budget and the accompanying Budget Narrative and see almost everything we need to know to make a decision about the project. The Budget relates directly to the activities described in the proposal.  Budget figures should be rounded to the nearest single units of currency and should be presented in U.S. dollars.  

Salaries may be paid only to persons directly involved in the project.  Staff costs should reflect salaries by monthly rate, and by the proportion of their time to be spent on the project.  For example:  Project Coordinator (100%) @$100/month x 12 months = $1,200.  Total salary levels (including other sources) should be reasonable and no higher than other local or U.S. salaries for similar work.  They should be calculated based on the total number of hours to be worked by the employees for the duration of the project.  Try to take into account other work they may be performing for other projects or activities when estimating the total hours worked each day on your project.

Equipment costs must be well researched and justified and relate specifically to the project.  From the Activities section and the Budget Narrative, it should be clear why your project needs the equipment you seek.  

	4.1.  Budget Summary



Enter the amount requested in each category.  Please provide details about the amount entered in each category.  Along with your grant proposal, you should submit a more detailed budget in spreadsheet format.  

“Contractual” refer to requested funds you plan to transfer to another person or organization by contract to carry out project related activity.  

“Contributions” refers to cost-sharing or funds requested from another source.

“Total Requested” refers to the total requested from the U.S. Embassy Public Diplomacy Grants Program in the grant you have prepared.

	4.2.  Budget Narrative



In this section, please describe how the funds will be used to support the goals of the project.  For example, if your budget includes travel, provide details about the persons traveling, where they are going, how they are traveling, and how their travel relates to the project.    

	4.3.  Miscellaneous



Please describe any special circumstances that may impact the project.  For example, if the project is time sensitive or dependent on the outcome of some other event, please explain that here.  

If you have any cost-sharing or contributions to the project, provide details about the sources of other support and how you will ensure the U.S. Embassy funds are used for the activities described in your proposal.  
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