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Grant Program for Intellectual Exchange Conferences

Application Form

Note: This form here is for the “Application Summary” and the “Project Budget” only. In addition to this form, the “Narrative Description of the Project” and the “Supplemental Information” should be included to make a complete grant application. Please read the “Application Instructions” attached to this Application Form for details. 

I. Application Summary

1. Name of Project: 

2. Applicant Information:


Name of the Applying Institution: 


Type of Institution (include legal status): 


Authorized Representative:


Name:  FORMCHECKBOX 
Prof.   FORMCHECKBOX 
Dr.   FORMCHECKBOX 
Mr.   FORMCHECKBOX 
Ms. (Check only one)


Position / Title:


Office Address : 


Tel: 
Fax:
E-mail:


Signature: 


Project Director:


Name:  FORMCHECKBOX 
Prof.   FORMCHECKBOX 
Dr.   FORMCHECKBOX 
Mr.   FORMCHECKBOX 
Ms. (Check only one)


Position / Title :


Office Address : 


Tel: 
Fax:
E-mail:


Signature:






Bursar:


Name:  FORMCHECKBOX 
Prof.   FORMCHECKBOX 
Dr.   FORMCHECKBOX 
Mr.   FORMCHECKBOX 
Ms. (Check only one)


Position / Title:


Office Address : 


Tel: 
Fax :
E-mail :


Signature: 

3. Proposed Project Duration:


From :                                        ～To :

4. Schedule of Conference: 


From :                                        ～To :

5. Project Site(s):


6. Project Cost:


Total Cost of Project:


Amount requested:


Date when Grant Funds are required:


Currency in which Project Budget is calculated: 

7. Project Outline  (in 200 words): 

8. Project Objective (in 200 words): 

9. Collaborating or Participating Organizations / Individuals:


Include the country of origin of each and what form of the participation / collaboration will take. If the project utilizes Japan’s 

experiences, expertise and human resources, indicate the form of participation/collaboration with its expected impact.

10. Previous Japan Foundation Grants:

If the applicant has received a grant from the Japan Foundation in the past, indicate the project title, the grant amount, the name of the grant program and the fiscal year.

Ⅱ．Project Budget Form

１．Expenditures
2．Income

No.
Budget Item 
Breakdown
Amount

Fund provided by Applicant
Funds from Other Sources
Funds requested from

 the Japan Foundation

For the Japan Foundation Use Only

Traveling Expenses:

1
International Airfares









2
Domestic Transportation









3
Board, Lodging and 

Daily Allowance









Honoraria:

4
Honoraria to Speakers 









5
Translation Fees 









6
Honoraria to Assistants









Other Expenses:

7
Conference Materials/Publication of Reports 




















8
Venue Rental









9
Equipment Rental 











Please fill in the “Breakdown” as they are crucial to the screening procedure of the Japan Foundation.




(Continue to the next page.)

II. Project Budget Form (continued)

1. Expenditures
2．Income

No.
Budget Item 
Breakdown
Amount

Fund provided by Applicant
Funds from Other Sources
Funds requested from the Japan Foundation

For the Japan Foundation Use Only

Other Expenses:

10
 









11










12










13










14










15










Total

















Please fill in the “Breakdown” as they are crucial to the screening procedure of the Japan Foundation.

III. Project Budget Form (continued)

3. Explanatory Notes for Project Budget

Referring to budget in the detailed project budget by number, please indicate such information as: justification for the necessity of particular expenditures; detail about honoraria or fees, including the names of those to receive them; specification of hotel or conference hall; nature of books or materials to be acquired; details of proposed publications; details of transportation costs, such as travel itinerary and class of travel, etc. Use additional sheets if necessary.

4. Other Funding Sources

Donor Institution
Status of Application (Pending / Approved)
Amount





APPLICATION INSTRUCTIONS for Intellectual Exchange Conferences Program

I. APPLICATION SUMMARY FORM 

(Use Attached Form)

1. Name of Project


This should be the official project name in English (and in Japanese if there is an official translation). 

2. Applicant Information

a) Only one organization may serve as the Applying Institution for a project. Any other institutions involved in the project should be listed under Collaborating Institutions.

b) The Name of the Applying Institution is the official name in the applicant’s native language with the official translation in English and/or in Japanese.

c) The Type of Institution refers to the legal status of the Applying Institution (e.g., foundation, non-profit organization,  educational institution, etc.) 

d) The Authorized Representative should be the person within the Applying Institution who represents it in its administrative management (e.g., the President or the Chairperson), and whose signature will constitute official commitment of the institution to the proposal. All official documents from the Japan Foundation will be addressed to the Authorized Representative.

e) The Project Director is the person designated to receive routine correspondence. He or she will be chiefly responsible for the actual control and conduct of the proposed project.

f) The Bursar is the official who represents the Applying Institution in its financial affairs, and 

whose signature will signify acceptance of legal responsibility for the grant funds.

g) Please be sure to include the positions, titles, and signatures of all three people. The Authorized Representative, the Project Director, and the Bursar should be three different individuals.

3.
Proposed Project Duration

a)  Please include the date (month and year) of the start and finish of the project. This duration should fall within the Japanese fiscal year and the length of the project duration should be within the 12 months between April 1, 2010, and March 31, 2011.

b) 
Please note that the project duration is not equivalent to the exact date when a seminar or conference will be held. For example, the time required to prepare for the seminar or to publish the results of the seminar would also be included in the project duration.

4.
Schedule of Conference

Please include the actual date and the duration of the conference excluding the period of preparation.

5.
Project Site(s)


Please include the major site(s) where the project will be carried out.

6.
Project Cost


Indicate the total project budget amount, the requested grant amount, the date when the funds will be needed, and the currency in which the project budget is calculated. 

7. Project Outline


The outline should be a brief summary of the overall project and its activities in 200 words. (Attachments or writing “please see references” must not be used here. Please write, type or paste comments in the provided space only.)

8.
Project Objective


Explain what the applicant intends to achieve by carrying out the proposed project within 200 words. (Attachments or “please see references” must not be used here. Please write, type, or paste comments in the provided space only.)

9.
Collaborating or Participating Organizations/Individuals 


Any organizations or individuals actively involved 

in the planning or execution of the project other than those within the Applying Institution should be listed. 

10.
Previous Japan Foundation Grants


Please indicate whether any previous grants have ever been received from the Japan Foundation. Include the name of the project, the fiscal year, the amount of the grant, and any project codes that were supplied in reference to the grant. 

II. PROJECT BUDGET FORM 

(Use Attached Form)

Please fill in the attached form relating to the designated budget items. Designated budget items are:

1. Traveling Expenses: international airfares, domestic transportation, board, lodging and per-diem allowance.

2. Honoraria: for paper presenters, lecturers, interpreters and assistants.

3. Other Expenses: conference materials, publication of reports, venue and equipment rental and public relations.

All items other than those in the above-mentioned list should be included in Other Expenses.

Note 1: Indirect costs and normal operational costs of the applying institution cannot be supported by the grant.

Note 2: Budget items not corresponding to activities already described in the Detailed Description of the Project should not be newly introduced here.

1.

Expenditures

a) All budget items for the project should be indicated, even though the applicant is not requesting funds to cover them from the Japan Foundation.

b) For each item, please give a specific breakdown of how the total figure has been reached. 


Examples:


Accommodation: $50/day × 6 days × 4 persons = $1,200


Materials and Reports: $10/unit × 500 copies = $5,000


Interpretation Fee: $50/day × 2 days × 2 persons = $200

2.

Income

For each expenditure line, indicate the amount of income expected to cover the expenditure from the following sources: applicant’s own income, grants requested or received from other funding agencies, and the proposed grant from the Japan Foundation. If no income is expected from the applicant’s own sources or from other funding sources, please indicate this with zeros or dashes.  

3.

Explanatory Notes for Project Budget

Additional information explaining the necessity for particular budget items should be included here. Please refer to each budget item by the number used in the budget. We also request that the applicant supply detailed information about the following budget items: specification of hotel or conference hall site, including the name of the hotel; detailed listings of the kinds of reference materials to be acquired; details of proposed publication costs (including purpose, number of pages and units); justification for interpretation or speaker honorarium, including the names of those to receive them; in the case of transportation items, proposed travel itinerary (e.g., Hanoi–Bangkok–Hanoi) in economy class (on a discount ticket where available); justification and breakdown of the items listed in Other Expenses; etc.

4.

Other Funding Sources

Here we request information about income from grants, bequests, trusts, loans, etc., requested, expected, or already received from other donors in relation to the project under application with the Japan Foundation. Please list the name of the donor institution, the status of the application (i.e., pending or approved), and the total amount requested or received from that institution. 

III.
DETAILED DESCRIPTION OF THE PROJECT  (MANDATORY)

The detailed description of the project should be no longer than five typed A4 pages. This is mandatory, and any application without the detailed project description will be considered incomplete and ineligible. This is the most important element among the application materials and it must include at least the following:

1.

Explanation of the Project

The importance and relevance on a global level of the proposed project to Japan and other countries/regions should be explained. Concrete details should be provided on the project objectives, significance, background, and anticipated results. The explanation should also indicate how the proposed project would fit with what others have done or are doing in the same field and how it would enhance or affect existing work in the field. In the case of a project that is a continuation of a previous project funded by the Japan Foundation, detailed reference 

to the results of that previous project and why additional support is required should be clearly stated.

2.

Methodology

Specific information on the methodology or approach to be taken should be spelled out. The proposal should contain a detailed description of the project structure and logistics, with at least a tentative agenda, a list of probable presentations or paper topics, a list of participants and a precise timetable showing each stage of the project development. 

3.

Applying Institution, Participants, and Collaborating Organizations 

The proposal must include information on the applying institution, collaborating organizations, and individuals involved and describe why they are appropriate and qualified to conduct the project, and explain the rationale for the selection of the proposed participants. Please include any relevant materials from these organizations with your application.

4.

Dissemination

The proposal must contain a description of a plan to disseminate the results of the project together with what products will be generated by the project. The proposal should include the target audience(s) for the project, such as the policy community, media, business community, academia, or civil society and explain how the results of the project will be disseminated to that audience. 

IV.
SUPPLEMENTARY INFORMATION (Mandatory)

1.
Letters from Collaborating Organizations/ Individuals

The letters should clearly indicate a commitment to participate in the proposed project and the form in which participation will take. If a commitment has not yet been secured, then the applicant should explain the status of their discussions with potential counterparts or participants on a separate sheet. Outside letters of recommendation are not required.

2. Curricula Vitae

Please submit curricula vitae for the authorized representative, the project director and all major participants. Each curriculum vitae should include the following information: field or research interest, present position (including title, department, and institution), educational background (including names of institutions and dates of degrees awarded), employment history, a brief synopsis of fellowships/grants/awards; memberships in professional societies; and a list of publications highlighting those with most relevance to the project should be included.

3.

Institutional Information

Please include following background information of the applying institution:

a) Institutional category, the date and the purpose of foundation

b) Organizational information (directors and other structural information)

c) 
History, activities and achievements

d) 
Finances (total income and expenditure of at least last three years, gain and loss in the current fiscal year, subsidies and grants received)

e)
Statutes of the institutions, act of endowment, articles or other rules and regulations of the institution

f)
Annual reports, reports of activities

Regarding major collaborating institutions please include their institutional documents such as brochures and annual reports.

For Fiscal 2010-2011
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