ANNEX A 
GRANT APPLICATION TEMPLATE

A.1. General Instructions

USAID Turizam will assist applicants in understanding the application process, answer questions from applicants, and may provide coaching in application development at the request of applicants. Annex B includes a detailed budget format that must be completed and submitted with your application. Annex A.1, Implementation Plan Timeline, and Annex A.2, Monitoring & Evaluation Indicator Form, should also be completed at the time of submission of the grant application. [The M&E Indicator Form is optional. Be sure to attach the form or remove this reference, as applicable.] This application may not exceed 20 pages in length. Pages exceeding 20 will not be reviewed (does not include Annex A.1, Implementation Plan Timeline, Annex A.2, M&E Indicator Form, or Annex B, Detailed Grant Budget). 

A.2. Instructions by Section

Templates for presentation of both the technical and budget aspects of the application are provided in Annexes A and B. Applicants shall present their proposals in the formats provided. Those applications that are not submitted according to the formats requested and in accordance with the instruction in this RFA will be considered as non-responsive and will be disqualified.

The application elements and guidelines are summarized below:

Section I (Basic Information).  The Applicant provides basic contact information and information regarding the status of the organization. 

Items 1-2:	Organization’s name, date organization was founded, and current registration status.

Item 3:	Contact Information— Contact name, title, address, telephone, fax, e-mail, etc. The contact person (agent) is responsible for communications between USAID Turizam and the Applicant. This applies to all aspects of the grant, from initial application, negotiation, award, and close out. The agent must have full authority and responsibility to act on behalf of the Applicant. The agent should be someone who will be directly involved with the grant activity and has a proven, established relationship with the Applicant. 

Item 4: 		Organizational Structure— List board members (or founding members if you do not have a formal board of directors) and key staff (president, directors, treasurer, etc.). If available, please attach an organizational chart.

Item 5:		Briefly describe the organization and its activities — Should introduce the Applicant and its background: how it was formed, its mission or purpose, major accomplishments in the area of the targeted activity, current activities, past related experience, and clients. This section must not exceed 2 pages in length. 

Item 6:	References—List three donors,  partner organizations, or community leaders that can provide references for your organization’s ability to successfully carry out the financial, administrative, and technical requirements of the grant activity. Briefly describe your relationship to the reference and the nature and duration of your work together. If the reference is a previous donor, list the activity and location of the activity(s) they funded. Be sure to provide complete information, including a point of contact, with telephone and email address.

Section II (Program Description).  The Applicant describes overarching program elements such as objective of the grant and the linkage to USAID Turizam's objectives, results, the activity’s beneficiaries, and plan for disseminating activity deliverables. This section must not exceed 8 pages in length. 

Item 7:	Grant Activity Title—The title given to the activity should relate to the grant activity objective. 

Item 8:	Background—Identify the problem that the grant activity proposes to address. This section must not exceed 2 pages in length. 

Item 9:	Grant Objective – Briefly state the objective of the proposed grant activity.  

Items 10:	Grant Activity Detail – Provide a thorough, detailed description of the activity, including how the activity links to USAID Turizam's objectives, and the expected results. This section must not exceed 3 pages in length. Please refer closely to the merit review criteria and program description sections of the RFA. 

Item 11:	Beneficiaries – Identify beneficiaries/participants, disaggregated by gender if possible, estimated number, and location. Identify how the grant activities will reach the intended beneficiaries, how they will benefit from the grant, and how the beneficiaries will be identified or selected. 

Section III (Program Implementation Plan).  This section covers information regarding activity implementation, including proposed personnel and descriptions of each task. This should be the most detailed section and must not exceed 6 pages in length, depending on the nature of the grant activity and tasks involved. 

Item 12:	Anticipated duration should be stated with a degree of accuracy of plus or minus two weeks. 	

Item 13:	Main tasks of the activity— Provide details regarding the specific tasks of the activity in Annex A.1. The implementation plan must be supported by Annex A.1, Implementation Plan Timeline, listing all identified main tasks over the duration of the activity. Please include all events, trainings, publications, etc. For each task, provide the following information:
Task # / Title 
1.	Task description 
2.	Target Audience
3.	Grant-financed resource required & detailed explanation of use 
4.	Non-grant-financed resources required
5.	Start and end dates
6.	Person(s) responsible
7.	Milestone or indicator of achievement

Each task must be:
· Complete and sound
· Integrated and scheduled with dependent tasks
· Assigned to a responsible party
· Defined in terms of resources required
· Concluded with a viable milestone of achievement—milestones must be linked to results.

The tasks listed must show a logical, thoughtful approach to the overall implementation plan. Tasks should describe actions and be logically sequenced. The Applicant should also describe any relevant material assumptions made and/or conditions or precedent required for the achievement of the tasks.  

List all indicators for the grant activity in Annex A.2, Monitoring & Evaluation Indicator Form, including a precise definition of the indicator, targets, and how the data will be collected and disaggregated. 

Item 14:	Applicant lists the location(s) of the activity, adding rows as needed.

Item 15:	Applicant lists the personnel who will be involved in implementing the grant activity. Attach updated CVs and Annex A.3, Salary History Form (copy of official tax forms), for all grant activity personnel. 

Section IV (Experience and Capacity).  

Item 16:	Applicant should describe past experience or on-going carrying out similar technical activities. This is a critical factor in assessing the capacity of the applicant to implement the activity. If the applicant does not have similar experience, state that here and describe any other relevant qualifications that will allow you to successfully implement the grant activity. 
	
Section V (Cost).  This is a summary of the information provided in the application budget forms, and includes total grant request, Grantee's cash or in-kind contributions for the activity, and contributions from other sources (co-funding) for the activity. Applicant also describes any other US Government funding they are currently receiving for other purposes. Applicant must identify any long-term, recurrent commitments resulting from activity, and Applicant’s plan for sustainable coverage.

Item 17:	Detailed cost of this activity (cash, in-kind [i.e. donated goods or services], and third-party sources) 

Item 18:	Discuss strategies for ensuring the sustainability of the proposed activity and organization, expected program income generation (if any), and third party leveraging of funds (if any). Program income is defined as gross income earned by the Grantee that is directly generated by a supported activity or earned as a result of this grant, during the period of the grant. 

Item 19:	List any major donor-funded activities (U.S. and other) that your organization has managed in the last two years, currently receives, or expects to receive within the duration of the grant activity. 

Applications must be supported by Annex B, Detailed Grant Budget. This MS Excel budget template, when properly completed, reviewed, and approved by USAID Turizam, will serve as the mutually agreed-upon guide for activity financial management. All activity costs must be identified. Cost data must be accurate; proposed amounts should not be unrealistically high or low. 

It is important that the budget clearly indicate where specific project funds are to come from (from USAID, co-funding by another donor, or the applicant’s contribution). Furthermore, contribution from other donors and Applicant resource commitment will be investigated and documented. In order to avoid double financing/ billing, USAID Turizam will require full disclosure by all involved parties and will maintain contact with co-funders to verify their contributions. Budgeted amounts must also be supported by justification, and the applicant must be able to provide such backup to Project Name if requested.

All grant activity costs must be within the normal operating practices of the Applicant and in accordance with its written policies and procedures. For applicants without an audited indirect cost rate, the budget may include direct costs that will be incurred by the Applicant to provide identifiable administrative and management costs that can be directly attributable to supporting the grant objective.

Section A.3. Grant Application Form 

The application must be signed by an authorized agent of the Applicant.

This application is in response to RFA No. entitled Expanding Source Market Travel Agent Networks.

Section I. Basic Information 

1. Organization name:

2. Date organization was founded and registration status (d.o.o., NGO, etc.):

3. Contact information:

	Key contact person(s) name: 

	Key contact person(s) title/position: 

	Office address: 
	Office phone: 

	Mobile: 
	

	Email:
	Website: 



4. Organizational Structure – List board members (or founding members if you do not have a formal board of directors) and key staff (president, directors, treasurer, etc.). If available, please attach an organizational chart.

5. Briefly describe the organization, its purpose, and past related experience: 

6. List contact information for three (3) references from previous donors or organizations (U.S. and other) that your organization has collaborated with in the last two years:

	Donor Agency or Organization
	Nature of Relationship or
Title of Project, Location 
	Start & End Dates of Collaboration
	Contact Person

	
	
	
	Name & Position:


	
	
	
	Email: 

	
	
	
	Tel: 

	
	
	
	Name & Position:


	
	
	
	Email: 

	
	
	
	Tel: 

	
	
	
	Name & Position:


	
	
	
	Email: 

	
	
	
	Tel: 




7. Have any of the key personnel or leadership of this NGO been terminated or resigned in lieu of termination for any misconduct, including fraud or sexual harassment?  If yes, please list name and title.

Section II. Program Description

8. Title of the proposed grant activity: 

9. Background: What is the issue or problem that the activity will address? Why is it critical to address this issue?

10. Objective of the proposed grant activity: 

11. Describe the proposed activity and expected results in detail (or attach a project description). Describe the main tasks that are proposed to meet the grant objective, the expected results to be achieved, and how the tasks are linked to the grant objective. Describe any relevant material assumptions made and/or conditions or precedent required for the achievement of the grant objective. This activity detail should keep in mind the merit review criteria contained in the solicitation:

12. Describe the proposed participants and/or beneficiaries, and your method for identifying or selecting participants and beneficiaries:

Section III. Implementation Plan

13. Anticipated duration of the grant activity:

	Overall length (total number of months)
	

	Start and end date (day, month, and year)
	


 
14. All implementation plans must be supported by Annex A.1 that lists all identified tasks over the duration of the activity. 

15. Location(s) of the activity (add rows as needed). 

	#
	Community
	Municipality
	Department
	State

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	



16.  List personnel who will be involved in implementing this project. CVs & salary history forms are required for all project personnel. See Annex A.3, Salary History Form. 

Section IV. Experience and Capacity

17. Describe the organization’s experience implementing similar activities:

Section V. Cost
Note: All applications must be supported by the attached Annex B, Detailed Grant Budget.

18. Cost in BAM per the attached budget:

	Amount requested from USAID Turizam project:
	

	In-kind (i.e. donated goods or services) or other contribution from organization:
	

	Other donors or third-party resources:
	

	Total Estimated Grant Activity Cost:
	



19. Discuss strategies for ensuring the sustainability of the proposed activity and organization, including expected program income generation (if any), and third party leveraging of funds (if any).

20. List any major donor-funded activities (U.S. and other) that your organization has managed in the last two years, currently receives, or expects to receive within the duration of the grant activity. Add additional lines if necessary:

	Donor Agency
	Title of Project, Location, & Start & End Dates
	Total Funding 
(in BAM)
	Donor Contact Person

	
	
	
	Name: 

	
	
	
	Email: 

	
	
	
	Tel: 

	
	
	
	Name: 

	
	
	
	Email: 

	
	
	
	Tel: 

	
	
	
	Name: 

	
	
	
	Email: 

	
	
	
	Tel: 



By affixing my signature below, I certify that to the best of my knowledge, the information provided in this application is accurate and correct:

Submitted by (name and title): ____________________________________________________
	
Signature: _____________________________________ Date: __________________________
	FOR PROJECT USE ONLY

	
Date received _______________     		Grant Reference No. ____________________

The undersigned hereby certifies that: (a) the prospective grantee has received an official delivery receipt for its Grant Application, (b) a copy of that receipt has been filed, (c) a reference number has been assigned, and (d) a grant application file has been opened. In addition, the prospective grantee has been advised as to the review and appraisal process, and its primary project point of contact.

Grants and Procurement Manager ___________________	Date ________________






		GlobalQMS ID: 457.3, 25 November 2019

ANNEX A.1 - Sample Implementation Plan Timeline

	IMPLEMENTATION PLAN

	
Task
List each task.  Please be as specific as possible.  Use additional pages if necessary.
	

Target Audience
Who is the audience targeted for the task?
	Grant Resources Required and Detailed Explanation of Use
	Non-Grant Resources Required (Grantee or Third Party Contribution) and Detailed Explanation of Use
	12 Month Timeline
Place an X in the appropriate box to indicate the first and last month of the task, with approximate start and end dates. (Add more months if necessary)
	

Person(s) Responsible
Who is responsible for overseeing and implementing the task?
	
Evaluation Indicators and Milestones
How will you measure the success of the task?

	
	
	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	






Annex A.2 - Grantee Monitoring and Evaluation Indicators and Results Form

	Indicator
	Precise definition
	To be reported (Y/N)
	Data Collection
	Targets
	Disaggregation

	Grantee-proposed indicators

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Please select all applicable indicators from the list of indicators given on the following two pages.



USAID Turizam indicators
· Share of tourism in nominal GDP (%)
· Number of new full time equivalent (FTE) jobs created in the tourism market economy
· Number of part-time, seasonal and other types of jobs not considered full time officially registered jobs in USG-assisted enterprises and other private sector partners/beneficiaries 
· Travel and Tourism Competitiveness Index (TTCI) Rank
· Change in amount of tourism receipts (in mil US$)
· CBLD-9:  Percent of USG-assisted organizations with improved performance
· EG.5.2-1 Number of firms receiving USG -funded technical assistance for improving business performance
· Percent change in women’s participation in tourism workforce
· GNDR-2: Percentage of female participants in USG -assisted programs designed to increase access to productive economic resources (assets, credit, income, or employment)
· Youth -3: Percentage of participants in USG-assisted programs designed to increase access to productive economic resources who are youth (15-29)
· STIR-10 Number of innovations supported through USG assistance
· STIR-14 Number of investments in the digital ecosystem
· Number of new tourism products and experiences launched 
· Number of strategies, policies, and regulations necessary for the tourism sector growth adopted with USG assistance 
· Percent change in size of land area classified as protected
· Number of strategies, policies, and regulations necessary for the tourism sector growth drafted with Turizam assistance     
· Percent change in income in protected areas from tourism activities 
· EG.3.2-28: Number of hectares under improved management practices or technologies that promote improved climate risk reduction and/or natural resources management with USG assistance
· Percent change in sales of firms receiving USG-funded assistance
· Change in number of tourism nights recorded (in 000)
· Percent of hotels/spas/guesthouses classified per new standards
· Number of tourism, hospitality, and related value-chains entrepreneurs, operators, and employees trained in technical, quality, safety, supervisory and managerial disciplines as a result of Turizam assistance
· Number of service employees, entrepreneurs, and operators training activities held
· BiH Country Brand Ranking
· Number of new local traditional products, processes, and businesses that have achieved protected status or brand certifications
· EG2-12 Number of private sector enterprises with increased access to finance due to the USG assistance
· Amount of investments in the tourism sector facilitated (in 000$)
· Amount of finance secured by enterprises (in 000 US$)
· Number of SMEs financial applications approved for financing
· Number of public-private partnerships facilitated
· Number of international travel agents selling BiH itineraries
· Online reach and engagement statistics index
· Number of local entrepreneurs, travel agents and tour operators trained on new/better destination and product marketing, digital media tools, and strategies
· Number of local agriculture/culinary/gastro/ rural tourism events and experiences promoted


ANNEX A.3 –Salary History Form
Please provide copies of official tax forms for all grant activity personnel.


