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	IREX Small Grants Application
G-MEDIA



Contest for grants for media outlets to improve media literacy among youth
Grant Application

The IREX Grant Application consists of five parts:

1. Narrative Proposal

2. Budget and Budget Narrative

3. Grantee Questionnaire

4. Required Certifications and Forms

5. Additional Information for Applicant

In addition, the applicants should submit:

**Applicants must submit all forms for the application to be considered complete**

Part 1 - Narrative Proposal: Applicants must turn in a proposal following this basic format:

I. Cover Page (including the following information):
· Name of the organization applying (e.g., New York Times)
· Title of grant proposal (e.g., Investigative Journalism Fund)
· Name of responsible official from applicant’s organization
· Address, phone, fax, email
· Date submitted to IREX
II. Executive Summary (not to exceed one page): This should summarize grant application, including brief history of applicant, purpose of grant, elements of project to be funded, amount requested, and expected results.
III. Organizational Description (one to two pages): Provide a brief history of organization, current status of ownership (privately held, publicly held, etc.), legal registration information, staffing structure, decision-making process, editorial policy, programming schedule or publication content, audience information (ratings or circulation, target audience, markets served, geographic area of coverage, etc.), description of organization’s goals for the immediate future.
IV. Grant Description: (two to five pages).  Describe the purpose of the grant, how applicant will contribute to the goals of the IREX project, and all staff who will participate in grant implementation. Provide a detailed timeline for implementation of the grant activities. If applicant is proposing purchase of equipment and or services, provide details and consult with IREX on mandatory requirements for procurement.  Specific information that is requested in the grant description would include:
Beneficiaries:

1. Total number of beneficiaries

2. Age group

3. Occupation

4. Location

5.  Impact of the project upon beneficiaries (How will they benefit?) 
Project partners (if applicable):

1. Name of partner

2. Role/contribution of the partner

Project Monitoring and Evaluation:

1. Anticipated result of the project

2. Tools and methods for project monitoring and evaluation

 
Part 2(a) - Budget: Include a detailed budget and budget narrative in local currency and in US dollars with an exchange rate at the time budget was completed. IREX issues subgrants in US dollars and will use an exchange rate from local currency to US dollars at the date when subgrant is approved (see excel file).

Part 2(b) – Budget Narrative: A budget narrative serves to explain how the applicant arrived at budget calculations if not apparent in the budget itself. The narrative serves as justification for each cost included in a budget and should provide sufficient information for IREX to determine whether the costs are reasonable.  Please note there is no need to repeat the information that is shown in the budget - the applicant should elaborate and provide background rationale for the budget costs if it is not apparent in the actual budget.  DO NOT INCLUDE VAT, as IREX is usually exempt under agreements between the US and the host country.
I. Personnel: Applicant must provide the following information: 1) whether employees listed are full- or part-time and percentage of time employees will spend on project; 2) position description if not apparent; and 3) the basis of compensation upon which monthly rates are based.  If any of the information is self-evident on the budget then there is no need to include it here.
Examples:

A.  Editor
$26,000/year
75% on the 5 month project
$26,000/12 = $2,166/mo * .75 % time = $1,624 *5 months = $8,123 total

Ms. Jones, a full-time employee of KPG, will provide editing services at 75% time. Ms. Jones’ salary is based on the actual current rate for Editor’s at KPG and competitive with market rates.

Taxes Paid On Employees: Description of taxes required by applicable local laws and basis for application.

Travel and Per Diem: This budget category provides for inclusion of travel to local, regional, and international sites, as necessary in the project. The budget narrative (if not already shown in the detailed budget) should indicate the origin and destination of the traveler(s), purpose of the trip as it relates to the statement of work, and the source of the costs included in the budget. Example: airfare from Geneva, Switzerland to Kosovo represents estimated cost of one round trip economy ticket. The purpose of this trip is to provide a trainer for course on editing.

Per Diem included in the budget represents funding for staff or participant lodging and meals. Per Diem can be less, but cannot exceed IREX’s rates for a region without prior IREX approval.  Lodging will be reimbursed based on the actual cost incurred not to exceed IREX’s local rate for the region. Meals are a fixed cost to be paid minus any meals provided by other sources. Meal allowance must be reduced for partial travel days. Example: “All Lodging and Meals costs are calculated at $45/day for lodging and $15/day for meals which is in accordance with local hotel rates and meal costs.”

Equipment: Applicant should explain the need for the equipment requested and include the basis for the cost of the equipment. This means quotations are received from a vendor, the Internet, or based on a recent purchase (last 6 months) of similar materials, etc. Applicant must also explain method used or to be used to identify vendor and how the award was made or will be made. All equipment purchases must be made on a competitive basis unless IREX approves sole-source procurement in writing. If awarded a grant, applicant must maintain all records on equipment purchases in accordance with the grant contract with IREX. Example: Four computers are required to complete the training center and must be Pentium III to efficiently use the editing software. Quotes on Pentium IIIs were received from three local vendors. The lowest bidder was selected.

**IREX and its grantees must follow certain rules when procuring equipment and services relating to the nationality of the supplier, the origin from which it was shipped, and the source where the equipment was assembled. Refer to Part 4 of the application for further details.**

Supplies: Supplies refer to general office items such as general project supplies, communications, postage, bank fees, and reproduction costs. Indicate that estimates are based on past experience or justify quantities in terms of work to be performed. Example: Based on past experience, we estimate that supplies for the one week of training (paper, pens, videocassettes) will be $25/person.

Contractual: This line item includes consultants, honoraria, all non-employee labor, and subcontractors.  If the applicant intends to utilize a third party or organization to implement a portion of the program, the budget narrative should indicate the following: 

· the method for identifying the party,

· the extent to which their competitiveness will be assessed (if no competition will be sought an explanation must be provided),

· a cost breakdown of their services (for example, hourly, daily or other rate), and

· indication of whether or not there are existing relationships with the party and justification for including the specialist or organization in the project.

The estimates provided should be based on quotations, recent historical costs for similar services or estimates received from vendors who will provide services under an awarded grant. Example: “KPG will subcontract with ABC Training to provide specialized marketing training. KPG is the leading trainer in this field and has worked with other media outlets such as the NY Times, Moscow Times, and others. They will provide two trainers at the rate of $200/day for the training.”

Construction: IREX does not normally fund construction costs. If you are applying for any construction, please consult with IREX before submitting an application.

Other Direct Costs: Applicant should include information on expenses related to the implementation of project activities such as: seminars, conferences, roundtables, trainings, receptions (no alcohol will be reimbursed from funds provided through a grant), prizes, training costs, and so on. The budget narrative should clearly explain these costs in terms of project activities, estimated number of participants, include relevant calculations, and basis of costs. Additionally, rental costs for office facilities, training space and utilities should be included in this section. 

For office rent, and other general operating costs, included in the budget the applicant should explain the percentage of the total cost to be covered through the grant and provide justification for that portion of rent included as it relates to the goals of the application that will be supported through this grant. Example: Rental of room for training is $50/day, the standard rate charged by the training center.

Cost Share: Applicant must also indicate any cost-share and state whether that portion of the activity will be funded using its own revenues or that of other donors (include donor names).  Example: Two staff of KPG will conduct training at KPG’s expense, calculated at $200/week for each staff person.

Part 3 - Grantee Questionnaire: The grantee questionnaire provides basic information about the organization’s management, financial operations, and capacity to manage a grant. IREX may at any time ask additional questions, and if awarded a grant, IREX will reserve the right to conduct an audit or inspection and provide assistance in financial management if necessary.

Legal Name of Organization (in English, if available):

Legal Name of Organization (in local language, if different):
Mailing Address:
Street Address (if different):

Telephone:

Fax Number:

Email:  

US Tax ID Number (if available):

1.  What type of organization are you (for-profit, non-profit, university, public/state, etc.)?

2.  Is your organization incorporated or registered?
Yes:

No:


When and where was your organization incorporated or registered?

3.  Please provide a copy of your organization's incorporation or registration certificate.

Enclosed:

Not Enclosed (Explain):

4.  What is your organization's legal tax status (fully taxable, partially taxable, tax-exempt)?

5.  Is your organization legally affiliated with any other organization? (Local or International)
Yes:

No: 

If yes, please provide details:
6.  Please list the names of the following individuals:

Chairman of the Board of Directors:

President:

Executive Director:

Chief Financial Officer/Treasurer:

Head Bookkeeper/Accountant:

7.  List the number of employees your organization has:

Full-Time Employees:   ______  Part-Time Employees:   _______    Consultants:   ______ 

8.  Enter the beginning and ending dates of your organization's fiscal year:

From:  (Month, Day)   _________________    To:  (Month, Day)    ________________

9.  Financial Information.  Please complete the requested information and provide a copy of your most recent financial statement.
Current Year Information (indicate period):  

Revenues:
U.S.D.  $


  
Local currency:  



Expenses:
U.S.D.  $


  
Local currency:  



Assets:
U.S.D.  $


  
Local currency:  



Liabilities:
U.S.D.  $


  
Local currency:  



Exchange Rate:


per 1 U.S.D.

Prior Year Information (indicate period):  

Revenues:
U.S.D.
$


  
Local currency:  



Expenses:
U.S.D.
$


  
Local currency:  



Exchange Rate:


per 1 U.S.D.

Of the current year funding, how much comes from the following (in U.S. dollars):

Membership Dues/Contributions:  
$____________

Publications:
$____________

Services:
$


National/Local Governments: 
$____________

Advertising Revenue:
$____________

Other (specify):
$ 


Donations -US
$____________

Donations - Non-US

$____________
10.  Do you anticipate that your organization will receive other donor funds (US or non-US) during the period of the IREX grant? 
Yes:

No:

If yes, please list the funders and funding amounts:

Part 4 - Required Certifications and Forms: The following certifications are required in accordance with funder regulations. IREX, as a recipient of USAID funding, is required to ensure that grantees follow certain regulations. These certifications are part of the process of ensuring that this is done properly.

· Representations and Certifications (Attachment A): All organizations receiving funds from USAID, even if through a grant, are required to follow certain rules and regulations. In Attachment A, please find certifications that you will be required to sign if issued a grant. If you are awarded a grant, these certifications will be incorporated into the grant document and apply during the grant period. A full copy of the text will be provided to you upon request. Please sign and return this attachment indicating you understand that these will apply if you are awarded a grant. 
· Procurement Rules Attachments B-1, B-2, B-3: Under USAID regulations that apply to IREX and to grantees, certain rules must be followed in procuring equipment or services. Grantees must purchase goods and services from certain geographic areas only when using grant funds. In addition, IREX and grantees must obtain two or more quotes or catalog/published prices for purchases of equipment or services over $1,000.  If over $5,000 there must be 3 written quotes. IREX will need applicants to fill out and return the applicable Source, Origin and Nationality Certification for itself and any currently known vendors, grantees or individuals providing services or goods that would be paid for under the proposed grant. IREX will assist applicant in the management of this requirement.  
· Financial Capacity Requirements for Grants over $10,000 (Attachment C):  Applicants for grants above $10,000 must complete the form.
Part 5 – Additional Information for Applicant: By submitting a grant application, the applicant acknowledges that they understand the terms of payment that may be applied to any award and they understand the requirements described below that will be made part of a grant agreement.

1. Terms of Payment. IREX at its own discretion will decide the payment terms and schedule for any grant issued.  Selecting the appropriate payment method will depend on each organization’s fiscal management system in place at the time of award and the type of work to be funded. IREX reserves the right to make direct payments to vendors providing services or equipment under a grant.
2. Requirements. Funding for this grants program is provided through IREX from USAID. As such, successful applicants will also subject to these rules and regulations. The following will be included in the grant document you receive from IREX: 
· Mandatory Standard Provisions for Non US, Non-Governmental Organizations.

· Required As Applicable Standard Provisions for Non US, Non-Governmental Organizations. Only those provisions checked off will apply from this section.

· Property Maintenance and Tracking if a grant authorizes the purchase of equipment.

· Programmatic and Financial Reporting on a regular basis.

You can find the provisions referenced in Points 1 and 2 above at the following website: http://www.usaid.gov/pubs/ads/300/303mab.doc.

ATTACHMENT A

CERTIFICATIONS

**These certifications are required in accordance with 

USAID regulations if you are awarded a grant from IREX**

If the applicant receives a grant, they must sign the full text of the applicable certifications listed below. To review the full text of the requirements please ask the IREX representative for a copy. If an applicant will not or cannot sign the required certifications a grant cannot be issued.

1.  "Assurance of Compliance with Laws and Regulations Governing Nondiscrimination in Federally Assisted Programs", as applicable; 

2.  "Certification Regarding Debarment, Suspension, and Other Responsibility Matters - Primary Covered Transaction";

3.  "Certification Regarding Debarment, Suspension and Other Responsibility Matters - Lower Tier Covered Transactions" from all prospective lower tier participants; as applicable,

4.  "Certification Regarding Drug Free Workplace Requirements"; 

5.  Certification and Disclosure forms for "Restrictions on Lobbying." 

6.  Subcontractor/Subrecipient agrees and certifies to take all necessary actions to comply with Executive Order No. 13224 on Terrorist Financing; blocking and prohibiting transactions with persons who commit, threaten to commit, or support terrorism.  Executive Order 13224 text provided in Appendix D and also available at:    MACROBUTTON HtmlResAnchor http://www.whitehouse.gov/news/releases/2001/09/20010924-1.html

The attachment does not include 'Names of Those Designated' after 23 September 2001; therefore, you are required to obtain the updated list at the time of procurement of goods or services.  The updated list is available at: http://treasury.gov/offices/enforcement/ofac/sanctions/terrorism.html
7. Applicant will certify that no funds provided by IREX will be used toward the purchase of the following Ineligible Items:  1) Military Equipment; 2) Surveillance Equipment; 3) Commodities and Services for support of police or other law enforcement activities; 4) Abortion Equipment and services; 5) Luxury goods and gambling equipment; or 6) Weather modification equipment.

8. Applicant will certify that it will not procure the following without IREX approval: 1) Agricultural commodities; 2) Motor vehicles; 3) Pharmaceuticals; 4) Pesticides; 5) Used Equipment; 6) U.S. Government-owned excess property; and 7) Fertilizer.

9. Applicant will certify that items to be paid for by USAID through a subgrant issued under this application will not also be reimbursed by another donor or another U.S. government funded agreement to subgrantee.

10. Applicant will follow competitive procurement guidelines for all purchases over $1,000 using grant funds. This will require three written bids from vendors, justification of selection, and written records of all purchases using subgrant funds.

Applicant provides its signature below to indicate that it understands and acknowledges the requirements of this section and does not foresee a problem with signing the certifications at time of signing the subgrant document.

_____________________________________


___________________________

Authorized Official of Applicant




Date

ATTACHMENT B-1

SOURCE, ORIGIN AND NATIONALITY CERTIFICATION

TO BE USED FOR INDIVIDUAL PURCHASES OF GOODS AND SERVICES OVER $5,000

Subgrant Number: __________________________

Vendor Name: ______________________________

A.
NATIONALITY - COMPLETE FOR SUPPLY OF GOODS AND/OR SERVICES

This is to certify that the NATIONALITY of _______________________ is:

ADDITIONALLY, CHECK ONE OF THE FOLLOWING:

· An individual who is a citizen or legal resident of _________________; or

· A corporation or partnership organized under the laws of the country of 


________________; or

· A controlled foreign corporation of which more than 50% is owned by United States citizen or organization; or

· A joint venture or unincorporated association consisting entirely of individuals, or organizations of which more than 50% is owned by United States individual or organization. The legal Status of these principals are as follows:

B.
SOURCE/ORIGIN - COMPLETE FOR SUPPLY OF GOODS ONLY
This is to certify that the SOURCE (the country from which a commodity is shipped) of the goods to be supplied under this order is: _________________________ .

This further certifies that the ORIGIN (the country where goods are produced through manufacturing, processing or substantial and major assembling of components) of the goods to be supplied under this order is: ____________________________ .

C.
Foreign POLICY Restricted Countries
Vendor further certifies by signing this document that no commodity, or component of commodity, provided under this activity are procured from Cuba, Libya, Laos, Iraq, Iran, North Korea, or Syria.

CERTIFIED BY SUPPLIER:

Signature: _______________________


Printed Name: ____________________


Date: ____________________________ 


ATTACHMENT B-2

SOURCE, ORIGIN AND NATIONALITY CERTIFICATION 

TO BE USED WHEN PROCURING GOODS AND SERVICES UNDER $5,000

Subgrant Number: __________________________

Vendor/Individual Name: ______________________________

A.  Individuals and organizations providing goods and services under $5,000, by signing this document, certify that they are located, organized, or owned, by citizens or organizations in Geographic Code 935*. 

Individuals or organizations providing goods and services, hereby, certify that they are located or organized and owned in the following country: ________________________

B.  Vendor certifies that by signing this document no commodity, or component of commodity, provided under this activity is procured from Cuba, Libya, Laos, Iraq, Iran, North Korea, or Syria.

CERTIFIED BY SUPPLIER:




Signature: _______________________


Printed Name: ____________________


Date: ____________________________ 


*Services from individuals or organizations located and owned or organized (full or partially) in the following foreign policy restricted countries cannot be paid with USAID funds; Cuba, Libya, Laos, Iraq, Iran, North Korea, or Syria. This does not include individuals lawfully admitted for permanent residence in the United States.

ATTACHMENT C

FISCAL QUESTIONNAIRE

TO BE USED WHEN APPLICANT IS APPLYING FOR MORE THAN $10,000

If the applicant is applying for more than $10,000, applicant must provide their most recent income statements and balance sheets for the current and most recently completed fiscal year and at least one of the following:

· Completed attached Questionnaire (Sections A. – E.),

· Copy of most recent “A-133” audit, or

· Written documentation from at least three consecutive successful completed annual audits by external auditors in accordance with generally acceptable accounting standards

Note: If any of the financial information provided by the applicant is not minimally acceptable to the IREX Grants Compliance Office (GCO) in Washington, DC, the applicant may be required to submit to an external audit whose scope and auditor will be determined by IREX or to sampling audits of invoices, receipts, procurement files and financial reports during the term of the grant.

SECTION A:  Internal Controls

Internal controls are procedures which ensure that: 1) financial transactions are approved by an authorized individual and are consistent with laws, regulations and the organization's policies, 2) assets are maintained safely and controlled, and 3) accounting records are complete, accurate and are maintained on a consistent basis. Please complete the following questions concerning your internal controls:

1.  List the name and position title for the following person(s):

Responsible for cash:


Name:






Title:

Responsible for bank accounts:


Name:






Title:

Responsible for equipment:


Name:






Title:

Responsible for reviewing expenditures to make sure they are allowable:


Name:






Title:

Responsible for keeping all receipts and other documentation to support expenses charged to this grant:


Name:






Title:

Responsible for signing checks:


Name:






Title:

Responsible for maintaining the accounting records:


Name:






Title:

Responsible for reconciling bank statements to the accounting records:


Name:






Title:

Responsible for preparing financial reports for this grant:


Name:






Title:

2. Describe the types of reconciliations (e.g., bank) performed, and how frequently they are performed.


Type of reconciliation




Frequency

_________________________________

________________________


_________________________________

________________________


_________________________________

________________________


_________________________________

________________________

3.  Are timesheets maintained for each employee to document payroll expenses?


Yes:

No:
       (Explain why not)

4.  Is each employee's salary documented in an employment letter or contract? 


Yes:

No:

    (Explain why not) 

5.  Do you maintain inventory records of capital equipment (e.g., computers, copier, fax, etc)? 

Yes:

No:

(if no, explain why not)

6.  How often do you compare inventory records to the actual inventory?


7.  If the inventory was purchased with IREX or USG project funds in the past, is the inventory identified as IREX's or USG’s?
Yes:

No:

(if no, explain why not)

SECTION B:  Accounting System

The purpose of an accounting system is to: 1) accurately record all financial transactions, and 2) ensure that financial transactions are supported by invoices, timesheets or other documentation.  The type of accounting system often depends upon the size of an organization. Some organizations may have computerized accounting systems while others use a manual system to record each transaction in a ledger. In all cases, IREX grant funds must be properly authorized, used for the intended purpose and recorded in an organized and consistent manner.

1.  Briefly describe your organization's accounting system.  At a minimum, describe: a) any manual ledgers used to record transactions (general ledger, cash disbursements ledger, accounts payable ledger, etc); b) any computerized accounting system used (please indicate the type); c) how recorded transactions are summarized for financial reporting purposes, and d) the frequency of financial reports.

2.  Do you have written accounting policies and procedures? 

Yes: 

No: 
3.  Are your financial reports prepared on a: 
Cash basis:

Accrual basis: 
4.  Can the accounting records identify and distinguish the receipts and payments of a IREX grant from the receipts and payments of other activities?
Yes:

No: 
5.  Can the accounting records summarize payments by budget category?
Yes:

No: 
6.  How will you ensure that line item and overall budget limits for the IREX grant will not be exceeded? 
7.  Do you maintain invoices, vouchers and timesheets for all payments? 
Yes: 

No: 
8.  Are there any circumstances in which invoices, vouchers and timesheets cannot or will not be obtained?
Yes:

(if yes, explain)

No:

9.  Briefly describe your organization's system for filing and maintaining supporting documentation.

10. Will you be able to maintain accounting records including invoices, vouchers and timesheets for at least three years after the final financial report is submitted? 
Yes:

No:


(Please explain)

11.  Do you have a negotiated overhead rate? (This is a flat rate for administrative expenses, which is charged for each project.)
Yes:

(Please enclose approved rates)
No:
SECTION C:  Fund Control
Access to the bank account where grant funds are deposited should be limited to authorized individuals. Bank balances should be reconciled periodically to the accounting records. If cash cannot be maintained in a bank, it is very important to have strict controls over its maintenance and disbursement.

1.  Can a separate bank account be established just for IREX grant funds? 
Yes:

No:

2.  Are all bank accounts and check signers authorized by the Board of Directors, Trustees, Executive Committee or Financial Management Committee of the Board?
Yes:

No:

3.  Will any cash from IREX funds be maintained outside the bank (in petty cash funds, etc.)?

Yes:

No:

If yes, please explain the amount of funds to be maintained, the purpose and person responsible for safeguarding these funds.

4.  If you don't have a bank account, what do you do to make sure that cash is maintained safely? 

5. Please answer the following:

a.
Are bank deposits insured by the government?
Yes:

No:

b.
Do you intend to convert U.S. currency to local currency? 
Yes:

No:

c.
Are there any taxes or other charges when converting U.S. dollars to local currency? (Please explain).

Yes:
No:

d.
Are there any government restrictions on the number of bank accounts a single organization may maintain? 

Yes:

No:

e.
Are there any government or bank restrictions on the use of checks for making payments or withdrawals? (Please explain.)
Yes:

No:

f.
Will it be possible for you to establish a bank account in U.S. dollars?
Yes:

No:

g.
Are there any government or bank restrictions, taxes or other charges that will be placed on U.S. dollar bank accounts? (Please explain).
Yes:

No:

SECTION D:  Audit

IREX's grant provisions may require an audit to be performed of your accounting records. Please provide most recent audit with the application.

1. Does your organization have regular audits? 
Yes:

No:

a.
If yes, who performs the audit and how frequently is it performed?

b.
If you receive an IREX grant, will IREX grant funds be included in such an audit?

Yes:

No:

N/A (not applicable): 
c.
If yes, would it appear as a separate project?
Yes: 

No:

N/A:

d.
Would the report be prepared in, or translated into English?   Yes:
   No:        N/A:

2.  If you do not have a current audit of your financial statements, please provide this office with a copy of the following financial statements, if available:

a.
A "Balance Sheet" for the most current and previous year; and

b.
An "Income Statement" for the most current and previous year.

3.  Are there any reasons (local conditions, laws, or institutional circumstances) that would prevent an independent accountant from performing an audit of your organization?     If yes, please provide details:
SECTION E:  Form Certification

FORM COMPLETED BY:
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PRINTED NAME


SIGNATURE

______________________________________________

TITLE




DATE

APPROVED BY:


PRINTED NAME


SIGNATURE

______________________________________________

TITLE




DATE
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