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	INSTRUCTIONS FOR FILLING IN APPLICATION FORMS

FOR INSTITUTIONS AND ORGANIZATIONS


To be eligible for a grant from the program "Improving Interethnic Relations", funded by the Foundations Open society Institute - Macedonia, King Baudouin and Charles S. Mott, you must meet the following requirements:

	· The project must be initiated by your institution/organization.

· Apart from the Application Form, you must submit a copy of the registeration of your organization

· The project must contribute to the development of open society and inter-ethnic culture of the communities in Macedonia.

· Your institution/organization must have implemented and submitted financial and program reports for all other previously awarded grants by FOSIM.



The foundations Open Society Institute - Macedonia and King Baudouin shall review all the applications for funding. On the basis of the determined strategy, and the funds available for supporting projects, the Grant Committee shall make a decision. All the sections in your application form have to be filled in. The Application Form must be submitted at least 30 days before being reviewed by the Grant Committee. No phone calls, lobbying activities or pressure after the submission of your application form will be accepted. You will be informed in writing about the final decision of the Grant Committee regarding your project. 

	· The Program will not support projects that collide with the Constitution or any other laws in the Republic of Macedonia.

· The Program will not support projects whose implementation might influence the results of presidential, parliamentary and local elections, nor political party or religious propaganda.


Please contact the program coordinator in charge for any questions and additional information regarding the application form on (02) 44 44 88. For more details, please visit our web-site: www.ierse.org.mk

	INSTRUCTIONS FOR BUDGETING OF

PROJECT/GRANT


The purpose of the following instructions is to explain how the budget section should be filled in in in our standard application form for institutions/organizations. We advise you to list, best that you can precise and reasonable numbers and details.

Please contact program coordinator if you have any questions or you need clearer instructions.

BUDGET SUMMARY

The budget summary aims at providing a clear understanding of the expenditure by the items listed in your detailed budget. 

1. Expenditure

This section aims at providing a general view of the funds required for successful completion of your project/grant. There are three columns divided into budget categories such as staff, equipment and other that shall be explained in further details. 

Total expenditure – In this column you have to fill in the total expenditure for your project/grant. 

Other sources of funding – In this column you have to fill in the expenditure covered from other sources of funding beside those provided by FOSIM, King Baudouin and Charles S. Mott Foundation. We would like to know who is going to be our partner in the event the project is approved. 

Funding – In this column you have to fill in the total funds requested from FOSIM and King Baudouin Foundation. 

2. Sources of funding

Please give, as much as possible, information regarding all the sources of funding contributing to the project, including us. The names of the funding institutions should be filled in in the column Sources. You have to inform us about all changes (approved additional sources of funding or termination of others), and submit a new table.

DETAIL BUDGET

Each of the five types of expenditure given in the budget summary has its respective section in this detailed application form. Please choose carefully the type of expenditure for your project/ grant.

You have to bear in mind the fact that the person examining your budget proposal does not have your knowledge of the project/grant, so you have to be as specific as possible. Be sure that you have included the other sources of funding wherever possible. Do not forget to include taxes in the requested amount. It is your obligation to pay all the taxes in accordance with the laws in the Republic of Macedonia. 

1. 
Staff (contracts, consultants and fees) 

This is the section for the expenditure incurred for the work of those not included in your payroll. List items such as part-time employed by means of a contract, consultant fees, fees for guests, audit fees, etc. 

2.
Equipment and capital procurement

In this section you have to list the things such as computers, furniture, but not books or software that have to be listed in Section 4: Educational procurement. List prices on the basis of specific offers from contractors. 

3. 
Administration

This section is concerned with administration expenditure. This is where you include items such as rent, telephone, postal costs, office procurement, maintenance, publishing, translation of office materials, subscriptions (but only for office purposes), membership fees, insurance, etc. 

The percentage of the administrative expenditure in the total budget should be reasonable, and if possible it should not exceed 10 %. 

4.
Educational procurement

Include items such as books, magazines, subscriptions (not for office purposes), flip charts and other educational material. Here you also have to list the expenditure for publishing, printing and copying. 

5.
Other

The section Other is where you list the expenditure that does not belong to previous categories. Make your own item for expenditure that has not been previously listed, but also list the type of the expenditure (not just "other expenditure"). 

BUDGET JUSTIFICATION

Be careful, the budget aims at providing a detailed and precise explanation, since the budget items listed for the project/grant are essential for the accomplishment of project goals. Please provide additional documentation whenever possible and whenever needed in order to support your budget. 

Remember that the approval or rejection of your project proposal depends on the justification of your budget. Those who will examine it will look for details that explain the expenditure in order to achieve the funding decision. Therefore, BE SPECIFIC!
	Example:

Example:
	Expenditure for office rent - 100 square meters for 1 year, 100 Euro per square meter (1 x 100m2 x 100 Euro=10.000 Euro)

If you purchase books, in the budget section for educational procurement you have to write: "books in accordance with the list given in the attachment" and you have to fill in the total amount, but at the same time you have to provide the list of books with all the titles, authors, publishers and single prices. 
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