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   What is USIP? _
The United States Institute of Peace (USIP) is an independent, nonpartisan, national institution established and funded by the U.S. Congress.  USIP’s mandate is to help prevent and resolve violent conflicts, promote post-conflict stability and development, and increase conflict management capacity, tools, and intellectual capital worldwide.  The Institute does this by empowering others with awareness, skills, and resources, engaging in peacebuilding initiatives, and funding research and applied projects.
   What is the Annual Grant Competition? _
Since 1986, USIP’s Grant Program has awarded more than 2,100 grants to practitioners, policymakers, scholars, educators, journalists, and filmmakers around the world.  The work of grantees has helped USIP to advance, professionalize, and consolidate the field of conflict resolution and peacebuilding.
A central part of USIP grantmaking is the Annual Grant Competition.  The long-standing mission of this competition is to improve the theory and practice of conflict resolution and peacebuilding.  During the coming years, the Annual Grant Competition will continue to favor methods and activities able to achieve effects that are meaningful, positive, lasting, and measurable.  When assessing applications in these regards, the Grant Program draws on USIP’s extensive experience over the past three decades.
The Annual Grant Competition continues to development the field via grantmaking that stresses innovation.  Preference is given to those projects that will (1) generate and aggregate original knowledge; (2) design, implement, and evaluate creative and novel techniques for research, training, education, information collection, and outreach; and/or (3) involve distinctive efforts to prevent, manage, and resolve violent conflict and consolidate post-conflict peace, stability, and development.  The spirit of the competition remains broad and inclusive: all projects that fall within USIP’s mandate are eligible to be considered for funding.

The awards made under the Annual Grant Competition are expected to serve as a catalyst for important progress and as a means for leveraging successful approaches to achieve greater impact.
   Should You Apply? _
The Annual Grant Competition is extremely competitive.  In the 2011 cycle, 289 applications were submitted.  The number of grants awarded each year is between 25 - 35.  Thus, far more applications are received, including many for excellent projects, than USIP has the resources to support.
To warrant consideration, an application must be complete and meet basic eligibility requirements.  Qualifying applications are vetted through a rigorous review process using stringent evaluation criteria.  Please ensure that you comply with all the eligibility requirements prior to submitting an application.  Also, present your project effectively and supply the documentation required to satisfy the evaluation criteria.  To assist prospective applicants in these various respects, the guidelines consist of the following sections: (1) Eligibility Checklist, (2) What Types of Work Does the Annual Grant Competition Fund?, (3) Questions to Answer before Applying, (4) Compiling an Application, (5) Submitting an Application, (6)  Review Process, (7) Notification of Results, and (8) Contacting the Grant Program.
   1. Eligibility Checklist _
Use the checklist below to determine whether or not a funding request can qualify for consideration in the Annual Grant Competition.  This requires looking at both columns.  First, check all of the boxes in the Are You Eligible? column that apply to you, your employer, and the proposed activities and objectives.  If the conditions specified underneath the checked boxes are satisfied, the request may be eligible for funding.  Second, check all applicable boxes in the Are You Ineligible? column.  If any of these boxes is checked, the request is not eligible for funding.  Please contact the Grant Program with any questions about eligibility.
	ARE YOU ELIGIBLE?
	ARE YOU INELIGIBLE?

	 FORMCHECKBOX 

	Does the focus of the proposed activities relate closely to USIP’s mandate?

To qualify for funding, the central purpose of the proposed activities must be to contribute to one or more of the aspects of USIP’s mandate:

· Preventing, mitigating, and resolving violent international conflicts;
· Promoting post-conflict stability and development; and
· Increasing conflict management capacity, tools, and intellectual capital worldwide.
	 FORMCHECKBOX 

	Are the primary goals of the proposed activities unrelated to USIP’s mandate?

Applications that emphasize activities and objectives outside of USIP’s mandate will not be considered for funding.

	 FORMCHECKBOX 

	Are you requesting funding to implement a project?

Annual Grant Competition awards must support discrete projects, whether in full or in part.  See below for the types of work that USIP funds.  
	 FORMCHECKBOX 

	Are you requesting support for start up, development, or core operating expenses of an organization or institution?

The Annual Grant Competition does not fund the establishment, maintenance, infrastructure, or expansion of organizations and institutions.

	
	
	 FORMCHECKBOX 

	Are you requesting funding for services or activities that are provided on a regular and ongoing basis?

The Annual Grant Competition does not support regular and ongoing services (e.g., legal aid for human rights victims) and activities (e.g., publication of a journal).

	
	
	 FORMCHECKBOX 

	Are you a student requesting support for your academic studies?

The Grant Program does not fund any costs associated with earning an undergraduate or graduate degree.  To inquire about support for Ph.D. research, please contact USIP’s Jennings Randolph Peace Scholar Dissertation Program.


	ARE YOU ELIGIBLE?
	ARE YOU INELIGIBLE?

	Check all applicable boxes in the column below.  If you can satisfy the specified conditions, you may be eligible for funding.
	If any of the boxes in the column below is checked, you are ineligible for funding.

	 FORMCHECKBOX 

	Is an aim of your project to create or revise educational items for general use?

Projects that will produce educational materials, courses, and/or program curricula that are available to be employed by others in academic and training settings can receive support from the Annual Grant Competition.
	 FORMCHECKBOX 

	Is an aim of your project to create or revise educational items for your own use?

The Annual Grant Competition does not fund the development of educational materials, courses, or programs designed for exclusive use by one organization, institution, department, or faculty member.

	 FORMCHECKBOX 

	Will your project potentially influence the thinking and/or practice of others, including in ways that may be relevant to policymaking?

Projects that expect to yield recommendations for and otherwise inform governments, international organizations, nongovernmental organizations, and individuals are encouraged.  Any such recommendations will be those of the grantee and not USIP.
	 FORMCHECKBOX 

	Does your project involve advocacy?

The Annual Grant Competition cannot fund projects that are of a partisan nature or that would directly inject the grantee into the policymaking processes or seek to influence pending legislation of any government or international organization.  Also, Track I (i.e., official) mediation of international disputes will not be supported.

	
	
	 FORMCHECKBOX 

	Does your project address conflict within the United States?

USIP cannot support projects that focus on conflict within the United States.  If conflict within the United States is only an aspect of a project, the Grant Program may consider funding the other aspects of the project.

	 FORMCHECKBOX 

	Is your funding request between $50,000 and $120,000?

Annual Grant Competition awards are typically in the range of $50,000 to $120,000.  Applicants with requests outside of this range should consult the Grant Program for further guidance.   Any request for co-funding must identify what project expenses the USIP grant would cover and indicate how the other costs will be paid.
	 FORMCHECKBOX 

	Is your project budget less than $50,000?

The Annual Grant Competition typically does not support projects that are smaller in scale.  Please contact the Grant Program for further guidance.

	 FORMCHECKBOX 

	Is your project expected to take between one and two years to implement?

Annual Grant Competition awards generally cover 1-2 years of project activities.  USIP funding for one or more stages of a longer-term project is possible under some circumstances.  Please contact the Grant Program for further guidance.
	 FORMCHECKBOX 

	Does your entire project last less than three months?

The Annual Grant Competition typically does not support either short-term projects or one-off events without any additional follow-up activities.  Please contact the Grant Program for further guidance.

	 FORMCHECKBOX 

	Are you a non-profit organization or public institution?

The Annual Grant Competition only accepts applications from:

· Civil society organizations;

· Secondary, postsecondary, and community educational institutions; 

· Training and research organizations and institutions; 

· Libraries; and

· Public agencies and organizations.
An organization or institution may be based in the U.S. or foreign countries.  It must have official non-profit status.
	 FORMCHECKBOX 

	Are you an independent individual without an affiliation to a nonprofit organization or public institution?

The Annual Grant Competition will not accept applications from unaffiliated individuals.  If such an individual wishes to apply for funding, he/she should arrange beforehand to partner with an eligible organization or institution.


	 FORMCHECKBOX 

	Does your organization/institution wish to submit more than one application to the current cycle of the Annual Grant Competition?

An otherwise eligible organization/institution is allowed to submit multiple applications to the current Annual Grant Competition provided the proposed activities and all key project personnel do not overlap.  A project director, however, may submit only one application to any USIP grant competition at the same time.
	 FORMCHECKBOX 

	Do you wish to submit applications to both the Annual Grant Competition and the Priority Grant Competition?

A project director cannot have applications under consideration by more than one USIP grant competition at the same time.  An organization or institution, however, may apply to both competitions simultaneously, as long as the projects and project directors are different.  

	 FORMCHECKBOX 

	Are you a government employee?

All government employees should contact the Grant Program prior to the submission of an application to determine their eligibility.
	 FORMCHECKBOX 

	Are you an elected government official?

Elected government officials, regardless of their nationality, are ineligible to receive grant funds from USIP.

	 FORMCHECKBOX 

	Are you a USIP contractor?

In select circumstances, project directors and organizations/institutions currently working as USIP contractors may apply for funding from the Annual Grant Competition.  Please contact the Grant Program for further guidance.
	 FORMCHECKBOX 

	Does your project involve any members of USIP’s Board of Directors or staff?

Applications in which members of the USIP’s Board of Directors or staff are listed as project personnel, participants, or consultants will not be considered.

	
	
	
	

	 FORMCHECKBOX 

	Are past grantees permitted to apply?

Once work on a USIP grant has been completed and all required reports and products have been submitted, the project director for that grant is permitted to apply for new funding from the Annual Grant Competition.
	 FORMCHECKBOX 

	Are current grantees permitted to apply?

A project director with a USIP grant that remains active as of the October 1, 2012 application deadline is ineligible to apply for additional funding support through the Annual Grant Competition.

	 FORMCHECKBOX 

	Are you submitting a revised version of an application to an earlier Annual Grant Competition?

An applicant that was unsuccessful in an earlier Annual Grant Competition is allowed to submit a substantially revised application for the current competition.  The Grant Program can be contacted for feedback on past submissions and guidance about revisions.

	 FORMCHECKBOX 

	Are you resubmitting an identical application to the Annual Grant Competition?

An unsuccessful applicant is required to make changes to their application materials in the event they opt to apply again for support of the same project.


Prospective applicants to the Annual Grant Competition should carefully review the Eligibility Checklist prior to submitting an application.  The Grant Program will answer questions concerning the eligibility of projects, activities, organizations/institutions, and personnel up until the application deadline.  Applications that are deemed ineligible will not be considered in the competition.  Grant Program determinations of eligibility are final.

Note: A prospective applicant may request feedback concerning eligibility issues, as well as the substance and design of their project, by submitting a brief pre-proposal.  The document must be limited to three pages; please do not submit a draft of an application.  This step is optional and does not factor into the application review process.  The latest a pre-proposals may be submitted to the Grant Program is August 1, 2012. Pre-proposals must be submitted via email to grants@usip.org.  All feedback will be sent by September 1, 2012.  Prospective applicants may only submit one version of their pre-proposals.  The Grant Program will not provide feedback on pre-proposals that are revised and resubmitted.

   2. What Types of Work Does the Annual Grant Competition Fund? _
The Annual Grant Competition supports an extensive range of activities relevant to the mandate of USIP.  Of particular interest are projects that exhibit innovation in regard to one or more of these themes:

· Enriching the theoretical, conceptual, and applied foundations of the field of conflict resolution and peacebuilding;
· Strengthening connections between research, practice, and public policy;

· Advancing the development, testing, and dissemination of tools and resources;

· Promoting rigorous evaluation; and

· Performing and publicizing assessments of lessons learned in areas of the field.

Among the many activities regularly undertaken by grantees are the following:
· Conducting basic, analytical, policy-oriented, and other applied research on the dynamics of conflict, post-conflict transitions, and peacebuilding;
· Facilitating and arranging unofficial (“Track II”) mediation and people-to-people dialogues;

· Training residents of conflict zones in conflict resolution techniques;
· Engineering and deploying technologies to permit interactions among individuals, communities, and groups across the dividing lines of conflict;
· Formulating means of identifying and assessing the needs of victims of conflict;
· Advancing understanding of the effects of conflict on specific constituencies (e.g., women, youth, the disabled, minority communities, refugees/IDPs, diaspora populations);
· Designing programs for the demobilization and reintegration of former combatants;
· Examining the challenges associated with building institutions, legal frameworks and media that improve governance and facilitate post-conflict peace, stability, and economic development;
· Enhancing access to information on international peace and conflict resolution through the strengthening of library resources, the compilation of archives of documentation and other primary and secondary sources, the development of bibliographic databases and indexes, and the expansion of cooperative efforts in document preservation and sharing;

· Producing peace education curricula, textbooks, manuals, and toolkits;

· Organizing events and programs for researchers, teachers, students, practitioners, policymakers, government officials, members of the military and security services, and journalists to increase their knowledge of and skills in conflict prevention, mediation, and peacebuilding; and
· Engaging in public education to improve awareness of the complexities of violent conflict and peace processes, including via documentary films, TV and radio programming, speakers’ series, community forums, debates, and complementary print or audiovisual materials.

To emphasize, these are only examples. Projects with multidisciplinary and interdisciplinary elements and cross-national scope are welcome.  If a project involves themes and/or activities that are not mentioned above and you have questions about whether they qualify for funding, please contact the Grant Program.

   3. Questions to Answer before Applying _
Applicants should be able to respond “yes” to many if not all of these questions:

· Is the project crucial to fulfilling USIP’s mandate and the mission of the Grant Program?
· Is this project the latest and best idea of your organization/institution?
· Will the project fill a notable gap?
· Does the project break fresh ground?
· Is the project either an entirely new initiative or a major extension of previous work?
· Does the project engage new domains, participants, audiences, and/or beneficiaries?
· As the result of the project, will something new, different and/or important be learned?
· Does the project have the ability to bring about changes in knowledge, thinking, and/or practice that will be significant, beneficial, and sustainable?
· Will the outcomes of the project be a model in other settings?
To be most effective, your fuller responses to these questions must be reflected in the application itself.  In other words, do not rely on the reader to know or guess as to why your project is outstanding and worthy of USIP funding—make the argument yourself as plainly and concisely as possible.

   4. Compiling an Application _
A complete application to the Annual Grant Competition consists of the following components:

A. Contact Information
B. Project Summary
C. Project Description
D. Bibliography
E. Monitoring & Evaluation Strategy
F. Resumes/CVs
G. Financial Information
H. Work Sample(s)
I. Reference Letters
J. Proof of Non-Profit Status
K. Certification Sheet
L. Other Supporting Material [optional]

Below, each of these components of the application is discussed in turn.

Note: The Grant Program will only consider applications to the Annual Grant Competition that are written in English.  Materials written in other languages will not be reviewed.  Therefore, please arrange for the translation of any application components written in another language.
The Project Description, Bibliography, and Monitoring & Evaluation Strategy documents must use a minimum font size of 12 points and at least 1" margins all around.
A. CONTACT INFORMATION
Contact Information for the Organization/Institution: The name and mailing address of the applicant organization/institution and the name and phone number of its contact person for grant administration must be supplied.  
Project Director(s) Name(s): The name(s) and title(s) [Dr., Mr., Ms., etc.] of the individual(s) directing the proposed project must be supplied.  The project director(s) should be fully knowledgeable about the application and available to answer questions that may arise during the review process.

Contact Information for the Project Director(s): Mailing address(es), phone number(s), and email(s) should be supplied.

B. PROJECT SUMMARY

An application must provide a clear, succinct overview of the project, divided into the following aspects:
· Project Context: What noteworthy problem, question, or need motivated the project?

· Project Activities: Spell out the major activities that will be implemented in the course of the project.  Do not include the project objectives—only talk about the work to be carried out.

· Project Objectives: Distill the main goal(s) of the project.  What is the change or other outcome the project seeks to bring about by means of the activities?  Be precise.

· Project Products: List the products that the project will deliver, which could be in hard copy (books, curricula), electronic (websites, online communities), or involve multiple media.

Note:  Products in languages other than English are permitted, but an English translation must be submitted to the Grant Program upon completion of the project.
· Project Contribution(s): How does the project represent a crucial step forward in the area on which it focuses and relative to other similar work, whether past or present?  Please do not restate the objectives or products here.
· Project Personnel: Identify the people who will carry out the proposed project and indicate how much time each individual will actually devote (e.g., 6 months x 50%).

· Previous USIP Funding: (a) List all current and past USIP grants and contracts awarded to the project director and/or applicant organization/institution, and (b) Indicate if the project director and/or key project personnel have been Jennings Randolph Senior Fellows or Peace Scholars.

· Project Start Date: A project is permitted to begin as soon as 15 days after the official notification of an award (i.e., April 15, 2013 at the earliest), or as late as one year from the notification date.  Please note that the finalization of an award may take up to two months.
· Project End Date: The end date should afford sufficient time to finish the activities and to submit draft or final versions of the product(s) proposed in the application.
C. PROJECT DESCRIPTION
An application must include a comprehensive, in-depth description of the project, which should contain the information that is sufficient to grasp and evaluate its merits.  The contents will vary to an extent depending on whether the project focuses on research, or is applied in nature (see below).  Applications for projects with both research and applied elements are permitted.  In such cases, take account of and blend the expectations for the two types of projects.  This document does not need to conform to a defined template, but is strictly limited to 10 double-spaced pages.  Applications that fail to comply with these parameters will not be considered.

Research Projects

If a project involves research, the Project Description must integrate the following:

· A statement of how the project is linked to USIP’s mandate.

· Articulation of and reflection on the questions or issues the project will study.  This should explain why the research matters for theoretical purposes, as well as why the findings will be germane to audiences that include policymakers, practitioners, and/or experts.
· A substantive review of pertinent literature on the topic.  This should explain how the project will add to, refine, or challenge existing understandings of relevant phenomena in the field.

· Specification of the methodology.  This should justify the approach and describe how it will be employed, including the means of collection and analysis of empirical data.
Note:  An applicant proposing a project involving any interviews of individuals who are not recognized experts or public figures must comply with appropriate standards for conducting human subjects research from either U.S. federal guidelines (http://www.hhs.gov/ohrp/policy) or the Declaration of Helsinki (http://www.wma.net/en/30publications/10policies/b3/).  Compliance often requires receiving approval from an Institutional Review Board (IRB).  IRB approval must be secured before an award can be finalized, but is not required prior to submitting an application.

· A comprehensive work plan, including the proposed timeframe and sequence of activities, such as development of instruments, field research, data analysis, and writing.

· Details about the proposed product(s).  For instance, if a book will be produced, supply an outline.  If an edited volume will be arranged, define the overall analytical framework and identify the authors and the titles or topics of chapters.  If the project includes a workshop or conference, explain why such an event is important to the research, indicate the anticipated outcomes, provide a draft agenda, and identify the expected participants.

· A dissemination plan, including the intended audience(s) and the means of engaging with this constituency.  If using a specialized, technical, or quantitative methodology, it is imperative to show that the approach and results can be effectively communicated to a layperson.

· Evidence about the qualifications, expertise, and prior experience, related to the proposed activities, of the project director(s) and other key project personnel.

Applied Projects

If a project involves applied work, the Project Description must integrate the following:

· A statement of how the project is linked to USIP’s mandate.

· Articulation of and reflection on the problem(s) or need(s) the project will address.  This should establish why the topic is vital and warrants attention from practitioners and/or policymakers.
· A review of related work conducted by your organization/institution and others, including on the same topic and/or in the same geographic area, especially recently.  This should discuss the successes and failures of that work and conclude with a statement about how your project goes beyond what has been done previously, fills a notable gap, and will result in positive effects.

· A comprehensive work plan, including the proposed timeframe and sequence of activities.  This should indicate why the plan is suitable for the situation and convey your theory of change and objectives.  In addition, reflect on what will happen after the end of the grant period, in terms of carrying forward activities and maintaining any benefits.

· Details about any tangible products (e.g., reports, manuals, websites, films, etc.).
· A dissemination plan that maximizes the impact of proposed outcomes and products.  For instance, education or training programs that produce curricular materials must specify how they will appeal to and reach audiences beyond the immediate setting of your project.  Applications for media projects must include evidence of commitments or expressions of interest to broadcast the program and/or other means of achieving broad exposure. 

· Evidence about the qualifications, expertise, and prior experience, related to the proposed activities, of the project director(s) and other key personnel.

D. BIBLIOGRAPHY
To establish the foundations of the project and demonstrate a command of the main contributions to the domain(s) in which it falls, each application must list relevant previous work (e.g., books, articles, reports, training materials, films), at least some of which ought to be cited in the Project Description.  The contents will vary depending on the nature of the project.  Any standard citation format is permitted.  This document is limited to two double-spaced pages.  
E. MONITORING & EVALUATION STRATEGY
Each application must designate a means of monitoring progress on the project and determining whether or not it is successful in reaching its objectives.  The strategy will vary depending on whether a project focuses on research or is applied in nature (see below).  In the case of projects with both elements, take account of and blend the respective expectations.  This document does not need to conform to a defined template, but its length is limited to two double-spaced pages.

Note:  After a grant is awarded, the recipient organization/institution will be required to prepare a final Monitoring & Evaluation Strategy in consultation with Grant Program staff.
Research Projects

If a project involves research, the Monitoring & Evaluation Strategy must address the following:

· Monitoring: How will you show that the study is being completed in a timely fashion?  Provide a plan with benchmarks that you intend to meet during the course of the project.

· Quality Control: How will you appraise quality of the the study while it is ongoing?  Among the many options are peer review of the research design and instruments, consultations with experts on datasets, public presentations of preliminary results, and solicitation of feedback on draft products.
· Evaluation: How will you assess the worth and impact of the research at the end of the grant? 
Note:  The main publications from a research project may be sent to USIP after a grant ends and final reports are submitted.  Nonetheless, please describe relevant ways of gauging whether or not the results of the completed study are utilized, well received, and influential.
Applied Projects

If a project involves applied work, the Monitoring & Evaluation Strategy must address the following:

· Monitoring: How will project activities be tracked?  What types of supervision and reporting will be put in place to ensure that activities are being implemented promptly and successfully?
· Evaluation: How will the overall results of the project be judged?  Describe the key objectives of the project. Objectives should be framed as a specific social change that the project seeks to create as the result of project activities. Describe the main observable indicators that will be used to assess to what extent the objectives were achieved.  Stronger evaluations often reflect on the likely outcomes if the project had not been implemented or different activities were undertaken (i.e., the counterfactual). 
· Implementation: How will the indicators actually be assessed? How will data be collected? Who will be responsible for conducting the evaluation activities? When? 
· Findings: How will findings be used? How and to whom will findings be disseminated?

F. RESUMES/CVs
An application must include either resumes or curriculum vitae of the project director as well as all of the key project personnel.  Resumes/CVs are not required for support staff.

G. FINANCIAL INFORMATION
Applications must supply the following budgetary and funding information:

· Budget Summary: (a) Totals, separated by budget category, of the costs required to conduct the entire project, the funds requested from USIP, and the funds committed and/or anticipated from other sources; (b) The names and contribution amounts of committed and/or anticipated sources of funding; (c) The names of any funders to which duplicate applications have been submitted and the amount of the request; (d) The ratio of the funds requested from USIP for the project relative to the current overall annual budget of the organization/institution; and (e) The top five sources of financial support for the organization/institution.

Note:  Applications submitted by colleges and universities may omit (d) and (e).
The amount of a grant from USIP may be reduced if a duplicate application is also successful.

· Budget Detail: Calculations of the costs for each of these budget categories: 

· Salaries & Wages: Payments to employees of the applicant organization/institution who will work on the project (including assistants and support staff).

· Fringe Benefits: Contributions for purposes of social security, health insurance, etc.  Provide the fringe benefit rate used for each individual.

· Consultant Fees: Compensation of any individuals who will work on the project, but are not employees of the applicant organization/institution.

· Travel & Per Diem: The cost of roundtrip transportation to and from the locations of project activities (excluding normal commuting between home and workplace), plus expenses at applicable rates for accommodations, meals, and incidentals during trips.

Note:  Travel requests will be scrutinized to ensure that the expenses are necessary and appropriate.  Also, travel must be performed on a U.S. carrier where available.

· Printing & Reproduction: The cost of producing and copying items relevant to the project activities.

· Supplies, Materials & Other Costs: In addition to supplies and materials required for the project, miscellaneous expenses (e.g., short-term rentals of equipment and venues, refreshments at events longer than four hours) may be included in this category.  Expenses that can be grouped in any category above should be omitted here.
Note:  Only in exceptional circumstances can grants cover the purchase of equipment (e.g., computers, printers, photocopiers, cameras).  USIP may at its sole discretion reserve the right to request the transfer of title and the return of such equipment to the Institute, or to some third party of its designation, if the acquisition cost of an item is $500 or more and it is no longer needed for the supported project.  In addition, funds cannot be used to purchase alcoholic beverages, or for any food or beverages at formal banquets, social dinners, or informal gatherings.

· Indirect Costs: Budgets may include an allowance for administrative costs at a rate of up to 10 percent of direct project costs.  Core operating expenses and other routine costs that cannot be explicitly attributed to the project do not qualify as direct costs.

· Budget Narrative: Explain the Budget Detail as appropriate, justifying individual expenses.

· Financial Management Assessment Form: Complete all sections of the form.  You may attach supporting information in the area provided. Colleges and Universities are not required to complete this document.

H. WORK SAMPLE(S)
Each application must include 1-2 work samples that demonstrate the applicant’s experience relevant to the proposed project (e.g., publications for research projects, curricular materials for educational or training projects, clips or scripts for media projects).  Do not submit entire books, manuscripts, or films. For multi-media and video work samples, feel free to upload documents that contain links to these materials.

Note:  A previous USIP grantee must submit any product(s) resulting from the earlier grant(s).  Such items are required in addition to and do not count against the limit of work samples.
I. REFERENCE LETTERS
Applications to the Annual Grant Competition must include three letters of reference.  These letters are confidential. When requesting reference letters, applicants should keep in mind the following conditions:

· The referees should be able to speak clearly and explicitly about the qualifications and expertise of the applicant organization/institution, the project director and/or key project personnel, as well as the importance, feasibility, objectives, and potential impact of the project.  

Note:  Applicants are strongly urged to request letters well in advance of the deadline and to share a draft of their application with their referees before they write letters.

· A letter will be disregarded and not count toward the eligibility requirements if submitted by an individual who (a) is involved in the project in any capacity, (b) has a financial stake in whether the project receives funding, or (c) is a member of USIP’s Board of Directors or staff.
Applications without three suitable reference letters will not be considered.  Applicants are responsible for ensuring that all letters are submitted by the deadline. Please see page 17 for more details.
J. PROOF OF NON-PROFIT STATUS
The application must include documentation of the non-profit status of the organization/institution. Colleges and universities are not required to submit this documentation.

K. CERTIFICATION SHEET
This form must be signed by an authorized organizational/institutional representative.
L. OTHER SUPPORTING MATERIAL [OPTIONAL]
A limited number of other items may also be submitted.  Some were mentioned earlier (e.g., outlines, agendas for events).  Another type is letters of commitment from outside actors integral to a project’s implementation (e.g., individuals, partner organizations/institutions, government agencies, companies).  Contact the Grant Program with any questions about whether or not to include supporting material.
   5. Submitting an Application _
All applications must be submitted online via the WebGrants system (http://www.usipgf.org/index.jsp).  

To begin with, a representative of the prospective applicant organization/institution must register in WebGrants, if he/she has not done so previously.  Once the registration is finalized, an application can be initiated.  After the application is completed, it must be submitted.  As each of these steps takes time, prospective applicants are advised to start this process well in advance of the deadline.

Registering
The individual who registers will supply information about him/herself and the organization/institution.  Names and basic contact details are required (marked with *).  This individual ought to be either a project director or a person responsible for grant administration in the organization/institution.  He/she must be available and prepared to respond to any questions concerning a current application.  For this reason, ensure that a valid email address is entered and maintained.

After entering the desired information, click on REGISTER to complete the registration.  The system will raise an alert if any required information is missing.  Otherwise, the following message will appear:

Thank you for registering.

A confirmation notice has been sent to your email address.

After your registration is confirmed, you will receive an email notification with a user id and password.  Then return to the login screen.

After you login for the first time, please reset your password.

To change a password, login, then click on MY PROFILE, followed by RESET PASSWORD.
Initiating an Application
To begin an application, go to the WebGrants login screen (http://www.usipgf.org/index.jsp) and enter the user ID and password.

From the Main Menu, click on 2012 ANNUAL GRANT COMPETITION FUNDING OPPORTUNITY, followed by START A NEW APPLICATION PROCESS.
As a general guide throughout the entire application, click on (1) EDIT to enter or change information on  a form, (2) Either the Link at the bottom of the page or the Add button to upload a document, (3) SAVE to store and review information and documents, and (4) MARK AS COMPLETE if finished and no edits are desired at present.  Any information can be edited and documents replaced prior to submission.  An application should not be submitted until all required information is filled in (fields marked with * are mandatory) and the necessary documents are uploaded.  All sections must be “marked as complete” in order to submit your application.
Resuming an Application
An application does not need to be completed all at once.  It is possible to work on different parts of the application at different points in time, as well as to return to and edit parts of an application in progress that were worked on during an earlier session.  To return to an application in progress, follow the steps to log into WebGrants, as described above.

Completing an Application
In WebGrants, the application is divided into the following forms:

· Contact Information
· Project Summary
· Project Description
· Bibliography
· Monitoring & Evaluation Strategy
· Resumes/CVs
· Financial Information
· Work Sample(s)
· Reference Letters
· Proof of Non-Profit Status
· Certification Sheet
· Other Supporting Material [optional]
Below are instructions specific to completing each of these forms in WebGrants.
Contact Information
Contact Information for Organization/Institution: Provide relevant details.  Any organization/institution that is not a college or university must also describe its purpose, structure, and governance in the project description.

Project Director(s) Name(s): Fill out completely.

Contact Information for the Project Director(s): Complete this section if the contact information differs from what was entered at the time of registration, or for any co-director(s) of the project who have not registered in WebGrants.

Project Summary
Project Context/Activities/Objectives/Products/Contributions: Fill in all parts.  Each of the responses is limited to 900 characters, including spacing.
Project Personnel: Identify the people who will carry out the proposed project and indicate how much effort each individual will actually devote and the time frame (e.g., 6 months @ 50% during 2013).
Previous USIP Funding: List current and past USIP grants and contracts awarded to the project director and/or the applicant organization/institution.  Also, indicate if the project director and/or key project personnel have been a Jennings Randolph Senior Fellow or Peace Scholar.  Enter "NA" if not applicable.
Project Start Date: A project is permitted to begin as soon as 15 days after the official notification of an award (i.e., April 15, 2013 at the earliest), or as late as one year from the notification date.
Project End Date: The end date should afford sufficient time to finish the activities and to submit draft or final versions of the product(s) proposed in the application.
Project Description

This document must be uploaded as a PDF file and is limited to 10 double-spaced pages.
Bibliography

This document must be uploaded as a PDF file and is limited to two double-spaced pages.

Monitoring & Evaluation Strategy

This document must be uploaded as a PDF file and is limited to two double-spaced pages.

Resumes/CVs

Upload resumes or curriculum vitae, in PDF format, of the project director(s) and key project personnel.
Financial Information

Budget Summary: In the table, enter figures on the overall budget for the project.  Apportion the costs by category (rows) and source of funds (columns).  If a category or source is not applicable, enter $0 in the relevant cells.  All of the figures should be consistent with the totals from the Budget Detail.

Also, list the names and contribution amounts of any committed and/or anticipated sources of funding, as well as the names of any funders to which duplicate applications have been submitted and the amount of the request.  If not applicable, enter "NA."

In addition, provide the share that the funding request to USIP would represent of the annual budget of the organization/institution.  For example, if the request is $80,000 and the annual budget is $400,000, the share is 20.0 percent ($80,000/$400,000).  Finally, list the top five sources of financial support for the organization/institution.  Colleges and universities are not required to provide this information and should enter "NA" here.
Budget Detail: Show the calculations of the constituent expenses for each of the budget categories.  In the case of individuals being paid, itemize their names, their roles or positions on the project, the term of payment (i.e., daily, monthly, yearly), and the basis of payment (e.g., five days @ $300 per day).  Note: If you are having difficulty completing the budget detail form in the online system, you may create your own version (this form only) that captures this information.   The document must be uploaded as a pdf file to other attachments.
Budget Narrative: Provide justification or clarification, as appropriate, of individual expenses. The maximum character length, including spaces, is 2000 per section.
Work Sample(s)

Documents should be uploaded in PDF format.  Audio-visual and multi-media material should be uploaded in a standard, widely accessible file format.  Alternatively, an applicant may upload a document with links to audio-visual/multi-media work samples available online.
Reference Letters

Enter the contact information for the individuals who will provide letters of reference.  

Referees may be notified at any time, using WebGrants, and we urge you to do so upon initiating an application, to allow the referees sufficient time to submit their letters by the deadline.  The notification involves an email from usipwebgrants@dullestech.com alerting the referee that he/she has been asked to write a letter, with instructions on how to submit via WebGrants.  Letters may also be submitted by mail; however, they must still be received by the deadline.  Applicants are responsible for ensuring that each referee knows he/she has been asked to submit a letter of reference and that he/she submits their letter on time.  Therefore, please confirm with the referees that they have received the notification and follow up with them regarding the status of submission.
Reference letters are considered confidential and should not be uploaded by the applicant or be attached to the project description. If your referee is having difficulty with the online system, or did not receive notification, a letter may either be emailed to grants@usip.org or mailed to: USIP, Grant Program, 2301 Constitution Avenue, NW, Washington, DC 20037. The letter should clearly identify the project and project director for whom the referee is writing, and should, if possible, include the application number that has been assigned in the online system to your project.

Proof of Non-Profit Status

Documentation of non-profit status for organizations/institutions other than colleges and universities should be uploaded as a PDF file.
Certification Sheet

A copy of this form signed by an authorized organizational/institutional representative must be scanned and uploaded as a PDF file.

Other Supporting Material [Optional]

If including other material as part of the application, upload in a standard, widely accessible file format.
Submission of Completed Application
When all required information is entered and necessary documents are uploaded, with no edits desired, click on SUBMIT to officially submit the completed application.  Applications that were started in WebGrants, but never submitted, will not be considered. Please note that all sections must be “marked as complete” in order to submit your application.

After the application is submitted, an email will be sent from webgrants@dullestech.com confirming receipt by the Grant Program.  If no such notification arrives, the application has not been received.  In the event this happens, try again to submit the application.  If the second attempt is also unsuccessful, please contact the Grant Program as soon as possible.

Application Deadline
Applications must be submitted by 5:00 pm (EDT) on October 1, 2012.  The 5:00 pm deadline is an absolute deadline.  If you are working in the system but do not submit by 5:00 pm, you will not be allowed to submit the application. Applications that are late and/or incomplete, as well as material sent after the deadline, will not be considered.  Therefore, applicants are strongly advised to submit well ahead of the deadline.  Extensions and/or exceptions to the deadline will not be allowed because of technological glitches, except in the event of a server failure affecting WebGrants.  Grant Program staff can assist with problems if contacted well in advance of the deadline.

   6. Review Process _
Applications that are complete and satisfy the eligibility requirements are subsequently subjected to a multi-stage review process involving both internal evaluations by USIP staff and external evaluations by panels of specialists with relevant expertise.  Final decisions about all grant awards are contingent on the approval of USIP’s executive officers and Board of Directors and subject to available funding.

During the review process, applications are assessed with reference to the following criteria:

· Clarity: Lucidly articulates the context, emphasis, plan, underpinnings, and goals of the project.
· Fit: Explicitly and persuasively argues how the project will fulfill USIP’s mandate.
· Timeliness: Highlights cases, issues, and/or needs that are pressing or emergent.  Conflicts that have received limited attention and instances where violence was expected, but did not occur, may be addressed if compelling.
· Distinctiveness: Does not duplicate work by the applicant or others.
· Foundations: Draws on relevant existing research and/or practical evidence.
· Logic: Activities are justified by a clear theory of change, well conceived, appropriately designed, coherent, and necessary and sufficient to pursue the main objectives.
· Originality: Employs pioneering, cutting-edge, or creative methods.
· Capabilities: Applicant organization/institution, the project director and all key personnel have the requisite credentials, experience, skills, capacity, availability, and access.
· Feasibility: Goals are commensurate with the nature and scope of activities (and vice versa) and do not overpromise by aiming to achieve unrealistic objectives.
· Impact: Demonstrates promise of having significant value in terms of focus, strategy, outcomes, scope, and applications.
· Aggregation: Will add to understanding and expertise in the field.  Activities that can appropriately establish, advance, or challenge best practices are especially welcome.
· Usefulness: Will yield insights and materials that are readily communicable to and intelligible by a large, diverse audience of policymakers, practitioners, scholars, students, similarly affected populations, and general publics locally and around the world, as appropriate.
· Dissemination: Will generate tangible products (e.g., published writings, reports, training manuals, toolkits, websites, information resources, documentary films) and distribute them widely and publicly, via a variety of formats.
· Generalizability: Results will have broader relevance in other contexts.
· Evaluation: Rigorous and viable arrangements for gauging the efficacy of the project activities, including the nature and extent of their influence on knowledge and/or practice in both the near and longer term if possible.
· Sustainability: Envisions means by which the constructive results of the project will be continued and/or have enduring value after the grant concludes.
· Efficiency: Affords a worthwhile return on the investment of grant funding.
As a rule, a project that fares well in the Annual Grant Competition is able to satisfy most if not all of the criteria within the application.  Therefore, please ensure that you effectively integrate these dimensions into the materials that you assemble.
   7. Notification of Results _
Each applicant will be informed about the decision on their application via email on or about March 31, 2013.  This notification is sent to the “primary contact” person as listed in the application. Successful applicants will also receive an offer letter that describes the amount of the award and outlines any conditions that may apply to the offer of support.
Note:  Awards in the 2012 Annual Grant Competition cannot be utilized for expenses incurred prior to 15 days after the notification of an award (i.e., April 15, 2013 at the earliest).  This constraint should be taken into account in the work plan and budget.
   8. Contacting the Grant Program _
Any questions and correspondence can be directed as follows:

Grant Program

United States Institute of Peace

2301 Constitution Avenue, NW

Washington, DC 20037

USA

Phone: +1.202.429.3842

Fax: +1.202.833.1741

Email: grants@usip.org
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