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Democracy Commission Small Grants Program
Embassy of the United States of America

Baku, Azerbaijan
APPLICATION FORM
Please follow the guidelines as you complete the application.  The application must be submitted in English. Please do not make any modifications to the formatting (other than adding space as needed). Applications that do not meet minimum requirements set forth in this document will not be considered.  
The Application Form can be obtained on the website of U.S. Embassy Baku or by sending a request to BakuDemCom@state.gov.  
I.  General Information  

	Project Title (in English):      



	Organization Name (in English): 



	Organization Name (in Azeri, using the latin Alphabet): 



	Project Coordinator Name & Position (in English):

	Address (in English): 

	Address (in Azeri, using the latin Alphabet): 

	Office Telephone: 

	Mobile: 

	E-mail:  

	Proposed Duration of Project:       Months 

	Requested Funds:    $ (USD) 


II. Project Goal 

While you might briefly explain the underlying problem (no more than three to four sentences), the main focus of this section is the project goal. What is it that the project will accomplish? The project goal must be specific, detailed, clear and achievable within the project timeframe. Include who will benefit from the project and how. 

	Please limit this section maximum to 300 words. 



III. Project Strategy and Project Activities 
First, describe your overall strategy by mentioning directions and methods you are going to use to accomplish the project goal. 

Second, give a step-by-step account of all activities that will take place during the project implementation. Who is going to carry out what kind of activities? When? Where? Who is going to participate? What is that going to cost? Be specific, detailed and clear. 
	Please limit this section to maximum 600 words.    




Note: Funding for any kind of publications is limited and only publications with high quality content will be accepted. You may do some research on publications already available that can be reproduced and used when implementing your project. If you still want to produce your own materials for distribution, you have to submit the full content of the publication along with your application.  
IV. Indicators 
How you will measure your project’s results? What are the indicators demonstrating the achievements? For example, number of conducted trainings, number of broadcasted radio programs or produced articles etc.  

	Please limit this section to maximum 200 words.



V. Project Sustainability 
Explain how the project is going to continue and/or how achieved results will be sustained after the grant is finished. 

	Please limit this section to maximum 200 words.



VI. Excel Budget 
ALL BUDGETS MUST BE SUBMITTED IN A SEPARATE MICROSOFT EXCEL DOCUMENT
All expenses must be calculated in advance and be realistic. Although maximum grant amount is $24,000 Democracy Commission usually selects for funding projects with much smaller budgets.  
VII. Background of Applicant Organization 
 An organization or association does not need to be registered to be eligible for a Democracy Commission grant. However, if your organization is registered, please indicate the date of registration and attach a copy of the official registration papers. 
Explain when and why the organization was founded, its mission and goals, its principle activities and achievements, its funding, its registration status and its staffing pattern. Please note that  you are required to attach to the given application CV, resume or personal history, no longer than a page, of each of the staff members who will be carrying out the proposed project.    

	Please limit this section of your application to one page.



VIII.
Previous/Other Funding 








 
Answer all questions completely and truthfully. Any misrepresentation may result in the cancellation of an awarded grant. 
1A) Has your organization ever applied for a Democracy Commission Grant? (Yes/No) 
_____
1B) Has your organization ever received a Democracy Commission Grant? (Yes/No) 
_____
1C) If yes, please list grant title(s), amount(s), date(s) of each grant.

	Use as much space as needed.




2A) Has your organization ever received other international funding?  (Yes/No) 
___________
2B) If yes, please list grant title(s), amount(s), date(s) of each grant your organization has received within the last five years. 
	Please try to limit this section maximum to one page.




3A) Is your organization currently applying for other international funding? (Yes/No)  ________
3B) If so, please give grant title, amount, dates and donor organization(s):

	Use as much space as needed.



IX.
Office Equipment (in English): 
Answer all questions completely and truthfully. Any misrepresentation may result in the cancellation of an awarded grant.
1A) Are you applying for office and/or computer equipment? (Yes/No)  ___________________
1B) If yes, please list all office equipment your organization currently possesses, as well as the condition of this equipment. For example: 1 Compaq Pentium II computer, good condition, 1 Hewlett-Packard 970c Inkjet, new
	Please try to limit this section maximum to one page.




X. SUBMISSION 
All proposals must be submitted by email. No hardcopies, please! 

Send your email to:                           BakuDemCom@state.gov 

Subject line of the email:                  Your organization’s Name – Democracy Commission Proposal 

Body of the email:                             No text necessary. Just put for following information: 

· The name of your organization, 

· The name of the project coordinator and 

· The project coordinator’s telephone number/cell phone number 

·  And most importantly, don’t forget the attachments! 

Attachments of the email: 

· The application form (Please name your application form with the English version of your organization’s name - go to “save as,” put under “file name” the name of your organization in English and press “save”) Please omit from the organizations name words that identify the type of organizations such as “Public Union”. 

· The budget as a separate Microsoft Excel Document (Please name your budget excel document with the English version of your organization’s name - go to “save as,” put under “file name” the name of your organization in English and press “save”) 

· Official registration papers of the applicant organization (if applicable, please name the document “registration papers”) 

· CVs, resumes or personal histories, no longer than a page, of each staff member who will be carrying out the proposed project (please name each document “CV of name) 

· A work plan that details activities on a week-by-week basis (please name the document “work plan”) 

· An agenda for any training, seminars, meetings that you plan to hold (please name the document “agenda”) 

· A specific distribution list for any publications (if applicable, please name the document “publication distribution list”) 

· The full content of the publication, if you seek funding for it. 

XI. Name/Signature

I certify that the information provided by me in this application is, to the best of my knowledge, complete and accurate. I understand that any misrepresentation may be result in the cancellation of an awarded grant.    

_________________


_____________________
City, date



Full Name of Applicant 






(If your project is selected, 






                                you will need to provide a signature)
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