[image: image1..pict]F12CI 691 SO0\
VA 61906 QIIIf FR6






[image: image2..pict]3380V

W Nuencceeeln| (STT)
2ncceze|n| (S8) O TSoe

F12C9] AGSL SO0
ONCCE22 KI[6






[image: image3..pict]1oV

300V

oU-Ne
HNc
E12C9] A69L SO0

N2 N2" IOU-N'2° YWILQ K6CIbleuf?






     Grant  Program

     Application Guide for Unsolicited Grants
[image: image4.png]





Section I: General Information



1



Overview









1

The Grant Program








1

Unsolicited Grant Initiative







2

Types of Proposals Funded







2

Eligibility Criteria








3

Tenure, Amount and Terms of Grants





4

Audit Requirements








4

Review Process








4

Conflict of Interest and Recusal






5



Resubmitting a Previously Rejected Proposal




5

Publication of Grant Products






5

Section II: Components of a Successful 

    Proposal






6

Institute’s Mandate and Priorities






6

Components of a Successful Proposal






6

Preparing a Research/Conference Proposal





6

Proposal Abstract








6

Proposal Focus and Objectives






7

Research Methodology







7

Preparing a Proposal for an Education, Training or Dialogue Project


8

Proposal Abstract








8

Proposal Focus and Objectives






9

Monitoring and Evaluation







9

Audience









9

Tools for Evaluation







10

Conducting the Evaluation







10

Work Samples









11

Consulting with Institute Staff about Your Proposal




11

Section III: Instructions, Forms, and 

Proposal Submission     





11

Instructions for Submitting a Complete Application




11

Proposal Forms









11

Cover Sheet








12

Financial Information and Budget Forms




14

Summary Questionnaire







18

Example of How to Design Process and Impact Evaluation


20

Evaluation Form







21

Proposal Attachments








22

Complete Proposal Description






22

Bibliography








22

Work Samples








22

Resumes or Vitae







22

Certification Sheet








23

Proposal Submission








24

Deadlines and Notification







24

Mailing Your Application







24


SECTION I: GENERAL INFORMATION

Overview

The United States Institute of Peace is an independent, nonpartisan, national institution established and funded by Congress. Its goals are to help prevent and resolve violent conflicts, promote post-conflict stability and development, and increase peacebuilding capacity, tools, and intellectual capital worldwide. The Institute does this by empowering others with knowledge, skills, and resources, as well as by directly engaging in peacebuilding efforts around the globe. The Institute meets its congressional mandate through an array of programs, and is governed by a board of directors appointed by the President of the United States and confirmed by the Senate.

The Grant Program

T

hrough its two principal grantmaking components—ther Unsolicited Grant Initiative and the Solicited Grant Initiative—the United States Institute of Peace provides funding for research, education and training  proposals, and for the dissemination of information on international peace and conflict resolution anywhere in the world. Unsolicited grants are provided for any proposal that falls within the Institute’s broad mandate. Solicited grants support projects in countries identified in advance by the Institute. To learn more about the Solicited Grant Initiative, please visit our website at www.usip.org/grants. Also available at our website is a database of previously funded projects. 

· The Institute gives high priority to proposals that advance the Institute's mandate to increase peacebuilding capacity, tools, and intellectual capital worldwide.

· Successful proposals will generate findings that are accessible to policymakers and practitioners and show promise of having a substantial impact on the field. 

· Proposals that appear likely to generate findings of broad relevance beyond the cases upon which they are based, and that focus on violent conflict, are also more likely to receive support.

· Proposals intended to increase our understanding of cases in which violence might have occurred, but did not, are also welcomed. In addition we consider proposals concerning conflicts that have not received much attention from the international community. 

· Proposals that result in findings made widely available to the public—through published writings, manuals or curricular materials, websites, and documentary films—are more likely to be funded than those that do not.

· The Grant Program does not support any aspect of graduate or undergraduate study.
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The Unsolicited Grant Initiative


Funding is available for any project that falls within the Institute’s broad mandate to help prevent and resolve violent conflicts, promote post-conflict stability and development, and increase peacebuilding capacity, tools, and intellectual capital worldwide. Unsolicited grants are offered across a broad range of relevant disciplines, skills and approaches. The Institute sets no disciplinary restrictions, and welcomes proposals from interdisciplinary or multidisciplinary perspective. Priority is accorded to projects that have practical applications and that may be useful for policymakers. 

•Types of Proposals Funded

The Institute supports research, education, training and dialogue programs in the United States and throughout the world.

The Unsolicited Grant Initiative competition invites proposals that will:

1. Conduct policy-oriented research on the causes of war and other international conflicts; on strategies to prevent, contain, transform or terminate conflict; and on the condition and character of peace among regions, states, and peoples.

2. Develop curricula and texts for secondary through postgraduate study and conduct teacher training institutes, workshops, and seminars on the causes of war, the processes of peacebuilding, and the conditions of peace.

3. Conduct training, symposia, and continuing education programs for practitioners, policymakers, policy implementers and the public that will develop their skills in conflict prevention, mediation, and peacebuilding.
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4. Undertake public information efforts, including development of documentary film and radio proposals, speakers’ programs, community forums, debates and the creation of complementary print or audiovisual materials to enhance public awareness of peacebuilding and its complexities.

5. Increase information on international peace and conflict resolution and enhance access to this information through the strengthening of library resources, the development of bibliographic databases and indexes, and the expansion of cooperative efforts in resource sharing.

6. Promote unofficial (“Track II”) dialogue on contentious issues.
•Eligibility Criteria

The Institute accepts proposals from nonprofit organizations, public institutions and individuals—either U.S. or foreign—including the following: 

· Civil society organizations; 

· Institutions of secondary, postsecondary and community education; 

· Public and private education, training, or research institutions; 

· Libraries; 

· National and international public agencies and organizations (including U.S. state and territorial departments of education and commerce). 

Please note that if submitting as an individual and your proposal is successful, you will be required to identify an institution through which the grant can be administered.

Ineligible

· Government officials, regardless of nationality, are ineligible to receive Institute funds.

· Other U.S. government employees should contact the Grant Program staff prior to submission of an application to determine their eligibility.

· Individuals who are currently working as Institute contractors may not be eligible to apply for grant support. 

· Applications that list as participants, consultants, or project personnel members of the Institute's board of directors or staff are not eligible. For a current list of USIP board members to to www.usip.org/aboutus.

· Except in special circumstances, the unsolicited grant competition does not support institutional development projects or core operating expenses.

· Ongoing services or activities, such as legal aid for human rights victims. 

· The Grant Program does not provide support for costs, such as tuition, associated with earning any educational degrees. Inquiries about support for dissertation research should be directed to the Institute’s Jennings Randolph (JR) Program for International Peace. To learn more about the JR Program, please visit our web site at www.usip.org/fellows. 

3

· Individuals may apply to only one grant competition at a time—either the unsolicited or the solicited grant initiative. The same project director may submit only one application to the unsolicited grant initiative.  Organizations applying for grant funding may submit more than one proposal to the same competition so long as the proposals and project personnel are completely different.

· The legislation that established the Institute prohibits its support for proposals that focus on conflict within the United States. If such a focus is only one part of a larger study, and the Institute funding is not sought for that portion dealing with U.S. domestic conflict, the Institute may consider providing support for the other portions of the proposal. 

· The Institute does not take positions on policy issues pending before the U.S. Congress and foreign legislatures, the executive branch, or other domestic or international bodies, and it does not as a rule fund “Track I” (official) mediation of international disputes. The Institute will not fund grant proposals of a partisan political nature or proposals that would inject the grantee or the Institute directly into the policy processes of the United States government or of any foreign government or international organization. Proposals that lead to policy recommendations for governments, international organizations or nongovernmental organizations are welcome and indeed encouraged, although such recommendations will be those of the grantee and not the Institute. In accordance with the United States Institute of Peace Act, Section 1709(b), the Institute does not use political tests or political qualifications in selecting or monitoring any grantee.

Applications must be submitted in English.

•Tenure, Amount, and Terms of Grants
 Most awards are one to two years in duration. Unsolicited grant awards generally fall within the range of $40,000 to $120,000, although somewhat larger or smaller grants are also awarded. The amount of any grant is based on the proposed budget and on negotiations with successful applicants. When applicants are employed by an eligible institution or organization, the Institute favors grants to the institution rather than to the individual. 

•Audit Requirements
All grantees that receive U.S. Federal Government funds that exceed $500,000 or more of Federal awards in a year ($300,000 for fiscal year ending on or before December 30, 2003) are required to obtain an annual audit in accordance with the Single Audit Act Amendments of 1996, OMB Circular A-133 (http://www.whitehouse.gov/omb/financial/fin_single_audit.html), the OMB Circular Compliance Supplement and Government Auditing Standards.  A single audit is intended to provide a cost-effective audit in that one audit is conducted in lieu of multiple audits of individual programs. 
•Review Process
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Most grant proposals are vetted through a rigorous, multi-stage process of review that includes consideration by independent experts and professional staff at the Institute. The final authority for decisions about grants rests with USIP's Board of Directors. 

It is important to remember that the review process is confidential. The anonymity of panelists is critical to a candid and effective review process. While staff will answer general questions about the nature and timing of the review process, they are prohibited from discussing the names and identities of reviewers and the status of applications under review. All applicants receive written notification of the status of their applications at the completion of the review process.

 •Conflict of Interest and Recusal
Institute directors, officers, employees and external experts recuse themselves from the consideration of any grant application with which they have a conflict of interest or that might reasonably present the appearance of conflict of interest. To assist the Institute in identifying possible conflict of interest situations, the Institute asks that grant applicants and grantees bring to its attention possibly relevant personal or institutional relationships. The responsibility for monitoring and addressing issues of conflict of interest, however, is the Institute’s and not the applicant’s or the grantee’s.

•Resubmitting a Previously Rejected Proposal for Funding 

The program receives many more proposals worthy of funding than the Institute has the resources to support. Applicants may choose to resubmit a proposal that was denied. However, unsuccessful applicants to previous Grant Program competitions may not submit the same application unless it has been substantially revised. 

We do not recommend that you resubmit a proposal without first consulting with Grant Program staff, who are available to share information with you about the evaluation of your proposal. If you are considering a resubmission, it is important to allow sufficient time for staff to review your file and provide feedback for revision of the application for submission by the October 1st  deadline. Such requests should be made a by September 1. 

 •Publication of Grant Products 

Grant projects sometimes result in a book or report published by the Institute. More often, they lead to products issued by publishing houses other than the Institute, as well as to databases, training manuals, curriculum materials, and documentaries disseminated by the grantee rather than the Institute. 
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SECTION II: 
Components of a Successful Proposal
The purpose of this section is to help you prepare your detailed project description. 

W

riting a successful grant application is a time-consuming but rewarding process. Successful applicants report that completion of a successful proposal often takes weeks or even months. Accordingly, we advise you to start working on your proposal at least two or three months before  the October 1st deadline, share drafts of your proposal with colleagues for comment, and allow plenty of time for revisions before the application deadline.

There is no single formula for preparing a sound proposal, however many successful applications—whether describing research, education or training projects—have certain elements in common. These elements are outlined below.

Institute’s Mandate and Priorities 


The first step is to determine whether your proposal fits within the Institute’s mandate to help prevent and resolve violent conflicts, promote post-conflict stability and development, and increase peacebuilding capacity, tools, and intellectual capital worldwide.

Remember that the mere assertion of a link between your work and the Institute’s mandate is far less compelling than a proposal that provides evidence of a clear connection.  Citing a theory or literature in the field of conflict resolution, peacebuilding, mediation, or related subjects, or noting that your proposal focuses on cases in which conflicts are present, are also not sufficient to establish that your proposal is consistent with the Institute's mandate.  Instead, we ask that you show explicitly how your proposal contributes to the Institute's mandate "to help prevent and resolve violent conflicts, promote post-conflict stability and development, and increase peacebuilding capacity, tools, and intellectual capital worldwide."  If you are not able to offer a persuasive link between your work and the Institute's mandate, you may need to reconsider whether the USIP is an appropriate source of funding.
Components of a Successful Proposal 

The following discussion is divided into two sections: one for applicants submitting proposals for research and related conferences and workshops, and a second section for applicants submitting proposals for work other than research such as education, training, or dialogue proposals.

Preparing A Research or Conference Proposal

If you are seeking funding for research or related conferences or workshops, your proposal should address the following:

•Proposal Abstract 
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The abstract or summary of the proposal is a crucial part of the application. It is the first item that most reviewers read about the substance of a project, and reviewers consider an application incomplete without it. The abstract should make the best case possible in the allotted space about what the project will accomplish; why it is important to the overall understanding of peace and conflict studies; why it is pioneering or groundbreaking; its uniqueness and its relevance to the Institute’s mandate. We recommend that you prepare your abstract only after completing the proposal, and only after deciding which aspects of your project are the most compelling and innovative. Lifting text from the proposal verbatim is not recommended. 

The abstract should outline the context that the proposal addresses; the activities being planned, including the proposal’s core objectives, hypotheses and research agenda; the main audience(s) for the proposal; and its intended impact.  It should also identify any concrete products or other outcomes associated with the proposal. Please be as precise as possible in describing the size and characteristics of the target population, duration and location of activity, and the expected results.

•Proposal Focus and Objectives
You should set the stage by describing the questions, problems or needs that your project will address and the larger context within which these issues have relevance. What issues will you address and how will the project generate new knowledge? What conclusions do you expect to draw from your research, and why are they significant? Be concrete and offer examples. A statement such as, “I will examine the relationship between ethnic violence and economic competition among ethnic groups” is no substitute for specifying precisely what questions you will pose in your project. 

You may choose to state your research questions in the form of hypotheses, which are propositions that establish a relationship between one observation or variable and another, such as: “Ethnic violence is more likely to occur between ethnic groups that compete with each other for jobs than those that do not.” Good hypotheses present a relationship that is precise and easily observable or measurable. Hypotheses are not statements of belief: “The international community must work to stop ethnic violence” is a matter of opinion, not an observable relationship, and thus not a hypothesis. 

Research proposals must include a review of the relevant literature on your subject. How are the questions you are researching similar to or different from those addressed in the existing literature? How will the proposed research fill important gaps or challenge findings in the existing literature? Your proposal must also include a detailed bibliography that demonstrates your familiarity with the relevant literature on your topic.
•Research Methodology 

Your proposal should outline precisely how you will undertake your project. This section is often the most challenging for applicants. Done properly, it demonstrates that you are ready to implement your project because you have considered the necessary steps to answer the questions outlined in the previous section of your proposal. 

If your proposal involves research, what is the analytical framework within which the research will be conducted? What specific research methods will you use to examine the evidence and arrive at conclusions? Why is the methodology appropriate for addressing the issues raised in your proposal? What information sources—documents, personal interviews, newspaper articles, surveys, participant observation, databases—will you gather or compile to answer the research questions you are posing? Reviewers will find research projects that involve genuine inquiry more compelling than ones in which the researcher has already drawn the conclusions and is unprepared to consider and accept unexpected conclusions and alternative explanations. Any indication that an applicant has already pre-judged the outcome of his/her research, or is only searching for evidence to confirm initial assumptions, will give rise to concerns about the value of the proposed research. 
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Scholars seeking research support will want to refer to the methodologies specific to their disciplines while avoiding the use of jargon that may confound reviewers trained in other fields. Non-academic applicants need to convince reviewers that they have thought through the challenges and intellectual 

ambiguities involved in social science research, and have adequate plans to find answers to the questions they are investigating. If you intend to apply a specialized, technical or quantitative methodology, it is imperative to provide evidence that you can communicate your findings in a clear and meaningful fashion to an intelligent lay audience. 

Reviewers will make judgments about whether the methodology you have proposed is appropriate and feasible, and whether you have identified information sources that will help you find the answers to your research questions. They will also look for evidence that you have access to those sources. If you are planning to conduct interviews or undertake survey research, it may be appropriate to describe the key questions you will ask and how the answers are likely to shed light on your research hypotheses. You may also want to describe whether you anticipate any problems gaining access to those you want to interview and how you plan to overcome such problems. 

Applicants proposing research that includes interviewing individuals who are not public figures or recognized experts are required to comply with U.S. federal guidelines on human subjects research (/www.hhs.gov/ohrp/policy). Compliance often involves getting approval from an Institutional Review Board (IRB), which can be time consuming. IRB approval, if necessary, must be secured before an award can be finalized.  Prior approval is not required by USIP before submitting an application.

Often, research is based on case studies. It is important to describe how and why you have selected certain cases and not others, and how the focus on those particular cases might influence the findings. 

Some research projects also include workshops or conferences. In such cases, it is important to provide a draft agenda for the proposed event, a list of those you plan to recruit to speak, and selection criteria for other participants, as well as a description of the longer-term outcomes of such meetings.

Reviewers will also be looking for answers to some very basic and practical questions in the methodology section. For example, is the scope of the project significant but unachievable? How much of the project work, if any, will you have already completed by the start of the award, and how much remains to be completed? Can you complete the project during the term of the award? Does your project require special skills—such as knowledge of a foreign language—that you possess? Does this research build upon research you have already undertaken? What other qualifications do you bring to the project? If there is more than one researcher involved in the project, what is the division of labor?  Will the project result in concrete products—such as journal articles, monographs or books—that will be completed by the end of the grant period? Projects designed to share your findings widely are more likely to receive funding.  If you are planning a book, it is best to include an outline of the chapters. 

Preparing a Proposal for An Education, Training or Dialogue Project

•Proposal Abstract 

The abstract or summary of the proposal is a crucial part of the application.  It is the first item that most readers read about the substance of a project, and most reviewers consider an application incomplete without it.  The abstract should make the best case possible, in the allotted space, about what the project will accomplish, its uniqueness, and its connection to the Institute’s mandate.  We recommend that you prepare your abstract only after completing the proposal, and only after deciding which aspects of your proposal are the most compelling and innovative.  Lifting text from the proposal verbatim is not recommended.  The abstract should outline the context that the project addresses and its main objectives; the activities being planned; the primary audience(s) for the project; and its intended impact.  It should also identify any concrete products or other outcomes associated with the project.
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•Proposal Focus and Objectives
 What issues, problems, or needs will your project address, and why are they of compelling significance? What are the overarching aims and objectives of your project? What is the larger context within which the problems arise? 


 Your proposal will be more competitive if you demonstrate familiarity with related projects undertaken by others in your field. If, for example, your project aims to improve communication and understanding between Catholic and Protestant high school students in Northern Ireland, what lessons—for good or ill—can be learned from similar projects tried there or elsewhere? Proposals should also include a bibliography in which you demonstrate your knowledge of the relevant scholarship or writtenworks relevant to your project. 

What are the different components of your project, and what is involved in implementing each component? If you are organizing a conference or workshop, you should provide a detailed agenda for the event, describe the substantive focus of the topics that will be discussed, identify the likely speakers or facilitators, specify the audience for your project, and outline the materials that you will use or develop. Who is likely to participate, and what criteria will you employ to select participants? 

Projects in which the benefits will be shared widely or that have multiplier effects, may be more compelling for reviewers. If you are proposing a training workshop, for example, will the impact of the program be limited to those participating directly in the event, or will you be preparing a training manual that will guide others interested in running similar programs in other settings? If you are planning a video or radio documentary, what prior arrangements have been made to air the program? 

Reviewers will be looking for projects proposed by organizations with significant track records. What experience does your organization have in implementing activities similar to those for which funding is being sought? What are the qualifications of the project director(s) and the key participants involved in the project? If your project involves participants from groups in conflict with each other, reviewers will want evidence that individuals from all the relevant groups were involved in the conceptualization of the project and will play leading roles in its implementation.

Monitoring and Evaluation (All Projects)

I

t is important that your proposal describes how you will determine whether the completed project succeeded or failed short of achieving its goals.  Projects with well-designed monitoring and evaluation components are more likely to receive support from the Institute. If you are seeking funding for a research project, your project description should indicate how you will assess whether or not your project accomplishes its goals.  If you are seeking funding for education and training projects, or for activities such as workshops, conferences or dialogues, you should complete the evaluation form provided on page 21 of this application.

Integrate a monitoring and evaluation component into your project, starting with its planning phase, throughout its implementation, and following its conclusion.  Whenever possible, include members of the target community as part of the evaluation team.
•questions to be addressed in your monitoring and evaluation plan

Audience(s)  
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Who is the target audience or population for your project, and how do you intend to reach them?  

How will you assess whom within the target audience is not being reached by your project? What problems or barriers prevent members of the target audience from participating?

Tools for Evaluation
What tools or methods will you use to evaluate your project?  Will they be quantitative, qualitative or some combination of the two? What specific indicators will you use to determine the success or failure of your project? How do these indicators link to your goals and objectives? If your tools will produce qualitative results, how will you analyze the information to determine project outcomes?  What methods will you use to evaluate the larger or longer-term impact of your project?

Conducting the Evaluation 

Who will be responsible for conducting the evaluation—your group, or someone from outside your group, who will undertake an external evaluation of the project?  At what stage(s) of the project will you conduct the evaluation? Have you made provision for interim monitoring of your project? For example, will you undertake an interim evaluation to inform your operations before their conclusion?  If so, how will you feed back findings from an interim evaluation into further implementation of your project?  How will your evaluation findings be reported back to your target audience(s)?

A well-constructed project evaluation will help you answer two basic questions: What goals are you trying to achieve and how will you know whether or not you achieved them?  A comprehensive evaluation plan will include both “process” and “impact” evaluation components. Each component implies a different set of questions:
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Work Samples 

The Grant Program requires applicants to submit no more than two work samples that display their analytical and writing skills. Ideally, the samples should relate to the subject of the grant proposal.  For example, applicants who seek funding to produce a film or video should provide either a sample of a similar earlier product or a script (if appropriate). Submit no more than two copies of audio or video materials.

Applicants seeking funding for books, articles, or other written products should provide writing samples in related areas. Applicants seeking funds for training or education projects may submit training or educational materials that they have developed. Attach ten copies of no more than two representative writings to the application. Do not submit entire manuscripts or books as samples. All work samples must be in English. Previous grantees should also submit one (1) copy of any product(s) resulting from the earlier grant.

Please note: Work samples will not be returned.
Consulting with Institute Staff About Your Proposal 
You may feel that you need to discuss your application with an Institute Grant Program staff member before submitting it. If so, please review all of the information provided in this publication. Familiarity with this document will make for a more fruitful exchange with the staff member. Please keep in mind that the staff can answer questions about the relevance of applications to the Institute’s mandate and funding priorities, but they cannot predict the outcome of the review or suggest topics for research.

The Grant Program can be reached at 202-429-3842 or grants@usip.org.


SECTION III:
FORMS AND PROPOSAL SUBMISSION
Instructions for Submitting a Complete Application 
T

he application guide contains all the information you will need to submit a complete grant application. Applications not submitted using the proper forms and/or incomplete applications will not be accepted for consideration.

•Proposal Forms (starting at page 12 in this publication)
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As much as possible, the application forms try to anticipate questions you may have about completing and submitting the application. The forms prompt you to provide concise and thorough information about the nature of the project you propose and your qualifications to undertake it. Following these instructions helps reviewers, who read dozens of applications, to fairly evaluate and compare proposals. It will also reduce the likelihood of confusion about the goals and activities of your project.  

Cover Sheet Instructions

Please note that responses to questions contained in the application forms must be limited to the space provided on the forms.

1. Status of Applicant  (check one):

· Applications may be submitted by nonprofit organizations, civil society organizations, public institutions, or  individuals. The Institute will not accept applications from or make grants to for-profit entities. 

· If the application is being submitted under the auspices of a nonprofit organization or public institution, complete all information under this section. 

· Provide the name and mailing address of the organization and the name and telephone number of the organization's contact person for grant administration.  

· Provide the name, title (Dr., Mr., Ms., etc.), mailing address, and telephone number(s) of the individual(s) directing the proposed project. Such individuals should be fully knowledgeable about the proposal and available to answer questions that may arise during the evaluation and review process.

· If the application is from an organization/institution other than a college or university, information must be provided that describes the purpose, structure and governance of the organization/institution. 

· Institutions approved for funding are required to provide evidence of nonprofit status. All foreign institutions and organizations are required to provide evidence of nonprofit status with the grant application submission.

· If the application is being submitted by an individual, only complete the section for project director on the application cover sheet. When applicants are employed by an eligible institution such as a college or university, the Institute strongly prefers that grants be submitted through the institution.

2. Project Title: Provide a title for your project. Do Not Leave Blank. 

3. Grant Period: Provide the month and year of the proposed beginning and ending dates of the project.  Most USIP grants are one-to-two years in duration, but shorter-term undertakings are also welcomed. Note: Projects may begin as early as one month or as late as one year after the date of notification of an award. USIP grant funds cannot be used to cover project costs that occur prior to notification of an award. 

4. Amount Requested: Give the amount requested from USIP (from page 15, no. 1).

5. Project Abstract: Provide an abstract of the detailed project. The abstract is essential and should report the basic elements of the proposal clearly and succinctly (see page 6 for more details about the abstract).  The abstract is separated into three parts, context, description and objectives.  The project context should discuss the problem this project intends to address. For conflict-specific projects, include a description of the conflict. For thematic/capacity building projects, discuss the gap this project proposes to fill. The description should describe the project and include a summary of the actual work that will be undertaken.  The objective(s) should reflect the project's intended outcome(s).  This section should focus on results, not on how or what is being done.   Please note you are limited to 587 characters, including spaces, for each of these parts. Do not leave any part blank.  Do not expand boxes.
A computer disk (CD) of the abstract, forms and the ten-page project description (one disk only) should also be submitted. The disk version should be identical to the hard copy version and should be in either Microsoft Word, WordPerfect, or Rich Text Format (RTF). Please label the disk so that it can be identified with your project.
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The detailed project description should be prepared as described in Section II-Guide for Project Development.

Cover Sheet (Boxes expand as you type. Do not attach documents in front of this sheet.)
1.  Status of Applicant

 FORMCHECKBOX 
 Nonprofit Organization or Public Institution (Complete organization and project director information below.)

 FORMCHECKBOX 
 Individual Applicant (Complete only project director information.)

     
     
Name of Official Organization or Institution


     Name and Title of Primary Project Director
Complete Mailing Address of Organization 
Complete Mailing Address of Project Director

     
     
Institutional Representative Contact Information


Name, title, telephone number (include area/country code)


Day Phone:      
     
Fax
       
     
Email 
        

 
     
 2. Project Title:
      3. Project Period


4. Amount Requested
     
       From        To       



5. Project Abstract:  Please read instructions before completing this section. DO NOT LEAVE BLANK.

Project Context 

     
Project Description

     
Project Objectives
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Financial Information Instructions

Questions 1 and 2 apply to all applicants.  However, if the official applicant is an individual or college or university, question 1a and section B are not applicable. 

A. Overall Project Costs

On page 15, provide information on the project’s total cost during the grant period.

1. Total USIP Request. List the total funds being requested of USIP for the project.  

a:  This item seeks information about the size of the project in relation to your organization’s overall budget.

Provide the percentage that the request to USIP represents of your organization’s annual budget. For example, if you are requesting $35,000 from USIP and your organization’s annual budget is $400,000 the request to USIP would represent 8.8 or 9 percent of your annual budget ($35,000/$400,000).

2. Total Other Sources of Funding (if applicable)

Committed funds should be those funds secured for the project during the grant period. 

Anticipated/pending funding should be a list of organizations or individuals that you have approached to fund the project. The sums of committed and anticipated funds must correspond to the figures provided on the Budget Form (page 17).

B. Institution Financial Information
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Provide information on the top sources of support for the work of your organization.  This information will only be shared with individuals reviewing the project.

Financial Information For All amounts should be in U.S. dollars only.


A.  Overall Project Cost

1.  Total USIP Request:






     
a. Amount of Request as a Percentage

of the Organization's Annual Budget

     
2.  Total Other Sources of Funding:




     

Committed Funding: Name of Funder(s) and contribution Amount(s):

Source:      





Amount:      

Source:      





Amount:      

Source:      





Amount:      

Source:      





Amount:      

Anticipated/Pending Funding: Name of Organization(s) and Amount(s):

Source:      





Amount:      

Source:      





Amount:      
Source:      





Amount:      
Source:      





Amount:      
3.  Total Project Cost (1 and 2 above):





      
B. Institution Financial Information

Please provide the names of your organization's top sources of financial support (in no particular order):
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Budget Form Instructions 

Project Costs 

The budget page shows totals by category of the overall budget for the project. There are two columns, one for funds requested from the Institute and the other for funds already committed or anticipated from other sources per the information provided on page 15. 

A more detailed breakdown of the budget that shows the types of individuals, items and activities to be covered, must be attached to the budget page. The detailed breakdown should explain the expenditures in relation to the amount being requested of each donor.

A. Direct Costs

Salaries and Wages: State the amount of funds necessary to cover all personnel costs for the project (including assistants and support staff). An itemized breakdown of personnel costs should be provided in the detailed explanation of the budget. Applicants should indicate in the budget narrative whether the amount requested in this category is for salary replacement or for a salary supplement. Monies requested must correspond to the percentage of time to be devoted to the project (as indicated on page 19, no. 1).

Fringe Benefits: Amount that is paid for social security, health insurance, etc.

Consultant Fees: State the amount of funds necessary to cover costs of individuals who serve as consultants for the project.  

Travel/Per Diem: Describe all anticipated travel for personnel and participants (if applicable) directly or indirectly involved in the program. Travel must be performed on a U.S. carrier when such service is available. The Institute will carefully scrutinize any request for travel support to ensure that it is necessary and appropriate.  

Printing and Reproduction: Self-explanatory

Supplies, Materials, and Other Costs: The grant does  not cover the purchase of  equipment (such as computers, equipment for reproduction, printing, and data processing). Only in exceptional cases, will such requests be considered. The Institute may at its sole discretion reserve the right to request the transfer of title and the return of such equipment to itself, or some third party of its designation, if the acquisition cost of the equipment is $500 or more and the equipment is no longer needed to carry out the purposes of the project for which funding was approved. 

Expenditures in this category should not include travel, per diem, salaries or other expenditures that can be associated with one of the categories listed above. Note: Institute funds may be applied toward the cost of food and beverages for official workshops or meetings necessary for the conduct of the project.  Funds are not provided for food and beverages for formal banquets, state dinners or informal gatherings. Food costs associated with per diem for individuals in travel status should appear in the travel category. No USIP funds may be used to purchase alcoholic beverages. Food cost should be fully explained and justified.
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Budget Form All amounts should be in U. S. dollars only.

Project Costs:  Summary Budget for Grant Period listed on page 13 no. 3.




1) USIP

  2) Other Sources of Funding


	A. Direct Costs
	
	Committed
	Anticipated/Pending



	Salary and Wages


	     
	     
	     

	Fringe Benefits

        % of      

	     
	     
	     

	Consultant Fees


	     
	     
	     

	Travel/Per Diem

   Domestic:      
    Foreign:      

	     
	     
	     

	Printing and Reproduction


	     
	     
	     

	Supplies, Material, and Other Costs


	     
	     
	     

	B. Indirect Cost*


	NA
	     
	     

	C. Totals
	     
	     
	     


Total Project Costs:       (from  1 and 2 above. Same as no. A3 on page 15.) 

*The Institute does not award funds for indirect costs in the unsolicited grant competition. This rule will be waived only in exceptional circumstances.
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Proposal Summary Questionnaire

Provide the following information in the spaces on page 19. 

1. Personnel

Identify the personnel who will carry out the proposed project. Specify how much time project personnel will actually devote to the project. (For example, “Researcher A will be released from half of his/her teaching responsibilities at University X and will spend 50 percent of his/her work time on the project during the grant period; researcher B will work full time on the project from August 15 to September 30, a total of 23 work days; assistant C will devote one day a week to the project during the first half of the project and two days a week during the second.”) 

2. Products

As noted previously, the Institute is more likely to look with favor on a proposal in which a final product of enduring value is envisioned. While grant products may be produced in languages other than English, an English translation of each product must be submitted to the Institute. 

3. Project Impact

This item assists the Institute in its efforts to avoid spending public funds for projects that may duplicate existing work. Proposals that appear to overlap previous or ongoing research or training programs should be justified. This might be done by pointing to innovations or new approaches in design, special expertise or insights offered by the applicant(s), shortcomings in existing work, or the ability to reach new or markedly different audiences. 

4. Previous Grants and Institute Contracts

The Institute will not accept new applications from directors of USIP-funded projects unless all requirements under the previous grant have been fulfilled, including the submission of final performance reports and products. Previous Institute grantees should also submit an additional copy of any product(s) resulting from the earlier grant. The copy of the product(s) is in addition to the work samples described on page 11. 

Any applicant who has been, soon will be, or currently is an Institute contractor should disclose that information on page 19, no. 4 of this application form. Current or prospective Institute contractors are advised to contact the Grant Program staff prior to submitting an application in order to determine their eligibility to apply for a grant.  Please note that your performance under the contract may be used in the evaluation of your project and, depending on the completion date of the contract, may delay a final decision on your application.
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If you have served as an Institute reviewer or panelist, please do not provide the name or date of the panel on which you served or the product you reviewed. The year of service is all that is required.

5. Referees

Provide the names and contact information of three individuals who can comment knowledgeably on the qualifications of the project staff and sponsoring organization, including their capacity to complete the proposed project successfully. References should be able to address the specific merits of the project, including its feasibility, innovativeness, potential for replicability, and overall contribution to the field of peacemaking and conflict management.

Questionnaire Form Do not write/type "see attached" in spaces below.  Boxes will expand as you type.
1. Personnel.  Identify project personnel and percentage of time each will devote to this undertaking.

     

2. Products. What product(s) will result from this project?  Describe in detail: if a written product, provide working outline; otherwise, describe specific content.  Attach outline if necessary.

     

3. Project Impact. How does the proposed project add to or otherwise affect existing work in this field?

     

4. Previous Grants and Institute Contracts. List any previous grants from the United States Institute of Peace with which you have been involved as a principal investigator or as a participant (see instructions on page 18).  Also, list other Institute activities with which you have been, or likely will be, associated in any capacity, including contracts, consultancies or other USIP awards.

     

5. Referees. List the name, title, affiliation, complete mailing address, telephone and e-mail address of three individuals (see instructions on page 18).
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Example of How To Design Process and Impact Evaluations

Let’s suppose that your grant proposal outlines a plan to improve teacher and student understanding at the high school level about the origins of violent ethnic conflict in the Middle East.  Your project includes the following specific elements: (a) development of a manual for teachers;  (b) development of curricular materials to be used by the students of those teachers;  (c) organization of a training workshop for 25 teachers in your school district;  (d) incorporation of your materials/approaches into the curriculum for all high school students in your district; and (e) dissemination of the manual and curricular materials to a wider audience of teachers and students.  The goals, objectives and means for assessing the anticipated impact of your project can be outlined in the following chart: 

                  Goals
                  Objectives (process Indicators)
 Impact Measures

	1. Improve teacher and student knowledge in your school district about ethnic conflict in the Middle East.




	Develop a teachers’ manual.


Develop curricular materials about ethnic conflict in the Middle East. 

Organize a training workshop for teachers.



	Conduct before and after tests of teacher knowledge about ethnic conflict in the Middle East.

Conduct before and after tests of student knowledge about ethnic conflict in the Middle East.


Assess teacher skills based on classroom observation.



	2. Persuade your district

 to incorporate your  teaching techniques and materials into the required curriculum for high school students in your district.


	Make a presentation to the person responsible for curriculum development in your school district.



	Determine whether your approach is adopted by your school district.



	3. Share techniques, materials, and findings with a larger audience.





	Make a presentation at a national conference for social science teachers.






Publish an article about the

process involved in developing your project.

Develop a website from


which educators can download your manual and curricular materials.


	Keep track of the teachers who attend your presentation to assess whether they use your materials.

Keep track of the number of hits on your website to download your manual and curricular materials.
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Evaluation Form (tab to move to each box)
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Goals




Objectives (Process Indicators)


Impact Measures
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Proposal Attachments 

In addition to the forms described in Section III, every proposal for an unsolicited grant must include the four items described below to be complete. Incomplete applications will not be considered.

 1. A complete project description as discussed in Section II of this document. The detailed project description should not exceed ten double-spaced typed pages in font size no smaller than ten points.  It should include the seven items bulleted below (please number all pages):
· The problem or issue(s) to be addressed;

· A review of previous, related work done by you or others on this issue, and a discussion of how your project will contribute to improved understanding of the issue or problem;

· The methodology or approach to be taken; 

· A work plan;

· If a book is proposed as the final product, a preliminary outline or table of contents; 

· If a workshop or conference is proposed, a preliminary agenda for the event(s), including a list of tentative speakers and criteria for identifying other participants;

· Where appropriate, a plan for disseminating the project’s materials and for the continuation of programs beyond the tenure of the grant.

2. Bibliography

• A list of relevant literature and other work that informs the proposed work. The list does not need to be exhaustive but should show in depth knowledge of the literature addressing the field of study and/or theoretical concerns. 

3. Work samples 

• Please see instructions provide at page 11. 

4. Resumes or vitae

• Submit resumes or curriculum vitae for the primary project personnel listed on page 19, no. 1. In addition, provide biographical summaries, not to exceed one page, for each individual who will play a significant role in the substantive work of the project. Resumes are not required for support staff.

Certification Sheet

T

his sheet must be signed and dated by the principal institutional representative (if applying under nonprofit organization or public institution status) or by the project director(s) (if applying under individual status). By signing this form, the applicant certifies that (1) the information provided in the application is complete and accurate; (2) the applicant is not delinquent on any federal debt or debarred from receiving federal funds; and (3) the work will be conducted under drug-free workplace principles.

It is important that the certifying individual(s) realizes the seriousness of this act. Various statutes provide civil and criminal penalties for attempting to obtain public funds by fraud or deception, and the Institute will not hesitate to act decisively to prevent waste, fraud or abuse in connection with its grant program and other activities.

Status—Institutional Applicants

Nondelinquency/Debarment: This institution certifies that it is not debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from covered transactions by any federal department or agency.

Drug-free Workplace: This institution certifies that it has in place and will administer in good faith a drug-free workplace policy designed to ensure that the workplace is free from possession and use of illegal drugs.

Status—Individual Applicants

Nondelinquency/Debarment: I certify that I am not delinquent in repaying any federal debt.

Drug-free Workplace: I certify that I will not engage in the unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance in conducting any grant activity.


I certify that the information provided in this application is complete and accurate.

Institutional Status

       

Individual Status

Signature-Authorizing Official for Institution
      
Signature-Project Director(s)



     
     






Print or Type Name



      
Print or Type Name
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Date




      

Date



Proposal Submission

Please consult the Grant Program’s homepage www.usip.org/grants for additional information and an online version of the application form. If you have further questions, contact the Grant Program at 202-429-3842 or e-mail us at grants@usip.org.

A complete application consist of ten (10) copies of the application forms and required attachments collated (put together) in the following order:
· Cover Sheet (Do not attach documents in front of this sheet.)

· Financial Information and Budget Forms and Required Explanation

· Certification Sheet

· Summary Questionnaire

· Complete Project Description (Not to exceed 10 doubled space pages, font size no smaller than 10 pts. Please number all pages.)

· Evaluation Form (if applicable)

· Bibliography

· Work Sample(s)

· Resume(s) or Vitae

· CD of Abstract, Forms and Ten-Page Project Description (Only one CD is required.)

Do not bind applications or use covers, especially plastic covers.  Staples, clips, or separating each copy by colored paper is sufficient. Identify which copy has original signatures. 

Deadline and Notification Date

The unsolicited grant application deadline is October 1 (or the next business day if the date falls on a weekend or a U.S. holiday). Please note this is a receipt deadline and not a postmark deadline! 

All applicants—successful and unsuccessful—will be notified in writing about the outcome of their application no later than March 31st.

Mailing your Application

The unsolicited competition will not accept applications by fax or e-mail.

Application materials must arrive no later than October 1st. An extension will not be granted because of postal delays.

Applications should be mailed to the following address:

United States Institute of Peace

Grant Program, Unsolicited Initiative

1200 17th Street, NW • Suite 200

Washington, DC 20036-3011
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Incomplete applications and applications received after the deadline will not be considered.
Unsuccessful applicants to previous Grant Program competitions may not submit the same application unless it has been substantially revised. 











Please articulate the relevance of your work to the Institute’s mandate. Do not assume that reviewers will make the linkages





Developing an appropriate research methodology is often the most challenging aspect of a good proposal. 





How will your project build upon, and learn or depart from, relevant projects undertaken by others? What services will your program provide that are not already available?





Develop your monitoring and  evaluation plan at the same time that you develop the rest of your proposal design, rather than adding it in later.








Process Evaluation


A process evaluation asks whether the basic activities that are scheduled to take place during the grant project have occurred.  It also assesses whether or not you reached your intended audience.  Additionally, if your project does not work out as expected, a process evaluation will enable you to assess whether your project suffered from poor project design versus poor project implementation, or both.  The following questions are asked during a process evaluation:





To what extent has your project been implemented as planned?





What factors caused your project to be implemented differently than planned, or not implemented the same way at all?  How might those factors be addressed?





To what extent has your project reached its intended (target) audience or population?





Who within the target audience is not being reached by your project, and what are the obstacles to their participation?





Impact Evaluation 


An impact evaluation of your project goes beyond the questions of whether or not you carried out the main activities of your project as planned and reached your target audience.  Instead, it tries to assess the impact of your project on that audience.  The following questions are asked during an impact evaluation:





How well did the project achieve its goals and objectives?





Who benefited most from the project, or what components of the project had the greatest impact?





Are there longer-terms effects that are important to measure?





Did the project have unintended consequences, positive or negative?





What was learned that could inform future interventions or similar projects?





The Institute’s Grant Program receives hundreds of applications each year. As a result, instructions about page length, font size, spacing, sequence and numbering of sections, and other aspects of the application format are important since they help regularize the collection of information about funding requests. 














Revised Feb 2008











Inside





Section I


General Information





Section II


Components of a Successful Proposal





Section III


Instructions, Forms and Proposal Submission








Revised Jan 2007











