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U.S. Embassy Lusaka  

Public Affairs Section (PAS) 

Small Grants Program 

Grant Application Form and Guidelines 

 

 

Background/Program Description 
 

The U.S. Embassy Public Affairs Section Grants Program awards grants to Zambian non-profit 

and non-governmental organizations for projects that support U.S. goals in the Republic of 

Zambia, including those promoting a better understanding of the United States, democracy and 

governance, entrepreneurship development, and peace. 

 

Successful proposals will include a component that relates to the United States.  This could be a 

component that promotes participation in U.S. exchange programs and sharing of experiences 

during U.S. exchange programs, sharing of models and ideas learned during U.S. exchange 

programs, promotion of U.S. culture and values, or components that promote a better 

understanding of the United States.  Successful proposals will clearly describe the U.S. 

component of the program. 

 

Successful proposals will clearly define anticipated results of the program, when results will be 

expected, and how the U.S. Embassy can measure the anticipated results.  Successful grantees 

will proactively show progress towards results through regular reporting to the U.S. Embassy.  

U.S. Embassy officials will visit the program to monitor progress, as well.   

 

This grants program generally does not favorably review proposals to hold conferences.  

Individuals, companies, and for-profit organizations are not eligible for grants. 

 

What projects do we fund? 

 

The Program is most interested in projects relating to:  

 

 Promoting political awareness and participation among the public and/or among youth; 

 Promoting civic education and youth participation in civics, democratic processes, 

volunteerism, and community service; 

 Promoting democracy and accountability through film or the arts; 

 Fostering: press freedom, independent media, professionalism in the media; 

 Combatting corruption; 

 Empowerment of women and youth; 

 Promoting entrepreneurship and business development; 

 Human rights; 

 Environmental and wildlife protection; 

 Conflict resolution, mitigation, and mediation efforts. 

 

What projects are not funded? 
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The Public Affairs Section cannot fund: 

 Individuals; 

 For-profit organizations or companies; 

 Projects supporting partisan political activity; 

 Humanitarian/social aid and charities or charitable activities; 

 Professional development for individuals, including conferences and trips abroad; 

 Commercial or trade activities; 

 Fundraising campaigns; 

 Scientific research; 

 Institutional development or support of an organization; 

 Activities that duplicate existing projects; 

 Individuals or organizations from outside of Zambia; 

 Conferences. 

 

Previous grand holders are not eligible for grants until all outstanding reports from previous 

grant cycles have been submitted and approved.  

 

Guidelines/Application Instructions  
 

Who is eligible? 

Project proposals are accepted from registered non-governmental organizations. Prospective 

applicants must demonstrate organizational capacity, have a broad understanding of community 

resources, and provide evidence of having previously managed donor programs in similar 

amounts and activities for which they are requesting, and/or demonstrate capacity for 

accountability and program implementation. 

 

What are the accountability and reporting requirements? 

Proposals must define and describe the target community and include an estimated number of 

people in the community who will be reached. Description of targeted population groups will be 

required.  Furthermore, proposals are required to detail how they will achieve their objectives 

and how the efficacy of these activities will be measured.   

 

In addition, grantees are expected to complete and submit required financial and narrative 

reports as stipulated in the agreement.  Grantees are expected to adhere to established protocols 

and not to violate project principles and priorities; and grantees are expected to use programs and 

resources appropriately as per agreement. 

 

Project Criteria 
 

1. Grants will be given to groups or communities who have a proven record of 

accomplishment of project objectives.  The groups must have evidence of successful 

projects that have been carried out in the past.  Serious consideration will be given to 

groups that submit applications with realistic, specific, and well thought out budgets and 

thoroughly planned proposals.  Applicants must provide evidence that the organization 

requesting funding is legally registered in Zambia. 
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2. Projects are not for the purposes of an individual, a family, a select few, or a private 

business. 

 

3. Grant period can be for up to one year. 

 

4. A Public Affairs Section Small Grants Committee will evaluate proposals according to 

the following criteria: 

 

 Relevance of topic; 

 Clarity in justification for project, activities, and target group; 

 Sensible budgeting; 

 Longer-term sustainability, where applicable; 

 Clarity in expected results and how those results will be measured; 

 The ability of the applying organization to successfully carry out the project aims; 

 Inclusion of U.S. component in the program. 
 

Grant Application Process 
 

U.S. Embassy Lusaka Public Affairs Section 
Small Grants Program 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Instructions 
 
The U.S. Embassy Lusaka Public Affairs Section (PAS) Small Grants seeks to 
contribute funding to community-based activities that promote U.S. goals in 
the Republic of Zambia, including those promoting a better understanding of 
the United States, democracy and governance, entrepreneurship development, 
and peace. 
 
If your organization has a project that you believe meets the criteria and you 
would like to apply for a PAS Small Grant, please complete this form and 
other required forms and email to the address below.   
 

Applications should be sent by email to:  
LusakaPASGrants@state.gov 

+260-0211-357-034 

 
Note: The United States Government reserves the right to reject any or all proposals, to 

negotiate with any applicant(s) considered qualified or to make award with further applicant 

negotiation. 

 
 

mailto:LusakaPASGrants@state.gov
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Grant Application Form 

 

 

3.  Project Coordinator Information 

Full name 
 

 

1.  Organization Information 

Organization Name  

Year organization was 

founded 
 

Number of organization 

staff members 
 

Past activities of 

organization 
 

How has money been 

raised for past activities? 
 

Organization’s annual 

budget in Kwacha 
 

Has the organization 

received assistance from 

the Government of 

Zambia or any foreign 

donor agencies?  If yes, 

please indicate which 

donors have assisted. 

 

 

Is the organization 

formally connected to a 

religious organization 

(e.g., church, clergy, 

etc)? 

 

 

2.  Applicant Information 

Full Name 
 

 

 

Mailing Address 

 

 

 

 

Telephone 
 

 

Email 
 

 

Fax 
 

 

Other 
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Current Title 
 

 

Address 
 

 

 

 

Email 

 

Telephone number of 

the full-time resident, 

on-site project 

coordinator.   

 

 

Please attach resumes or brief bios of the project coordinator and professional staff 

 
 

4.  Project Background 

Project Name  

Project Dates  

Name any other 

organizations 

collaborating on this 

project 

 

 

Name any other 

donors/funders of your 

project. 

 

Brief description of the 

project’s goals 

 

 

 

Location  

(e.g., province, district, 

sub-district, village 

name, and distance from 

the nearest large town) 

 

Is an alumni of a U.S. 

Government exchange 

program involved with 

this program?  If yes, 

who? 

 

Briefly (you have space 

for further explanation 

in section 4 below) state 

the U.S. component(s) 

of this project. 

 

Briefly (you have space 

for further explanation 

 



U.S. Embassy Lusaka Public Affairs Section (PAS)  

Small Grants Program 2017-2018 

  Page 6 of 8 

 

in section 4 below) state 

the anticipated results of 

the project. 

How many people are 

expected to benefit from 

the program? 

 

Does this project request 

funding for a conference 

or conferences?  If yes, 

explain. 

 

Does this project request 

funding to an individual, 

company, or for-profit 

organization?  If yes, 

explain. 

 

 

4.  Proposed Activity Description – Attach additional pages if necessary 
 

Describe the project proposed for the PAS Small Grants Program.  Required are the following elements: why the 

project is necessary, specific objectives of the project, what benefits it will bring to the community, how it is 

significant to U.S. and Zambian joint interests and what is the U.S. component of the program, activities that will be 

carried out, detailed description of direct and indirect beneficiaries (number, age, gender, location), anticipated 

results, how results can be measured, and how often does the organization plan to provide project reports to the U.S. 

Embassy.  Other project details are welcomed. 
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5.  Project Implementation Timetable  

Provide a project implementation timetable  

 

Example of a project implementation timetable 

 

SAMPLE PROJECT IMPLEMENTATION TIMETABLE   

Project Title:  Intermediate Journalism Training for Radio DJs 

Project Duration From:  Oct. 2017 to Sept. 2018 

Activity O N D J F M A M J J A S Responsible 

Identification of 

participants, venues, 

trainers, and training 

dates.  Creation of 

training curriculum                          Name + position 

Training takes place                         Name  + position 

Review of work by 

participants                         Name  + position 

Quarterly reports                         Name  + position 

Final report                         Name  + position 
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6.  Proposed Budget and Budget Justification 

 

Please attach a detailed, itemized budget either in U.S. Dollars or Zambian Kwacha.  A budget 

summary is demonstrated below.  Please designate which materials or expenses would be 

provided by the organization and which ones the U.S. Embassy will provide and specify other 

funding sources (if any).   
 

EXAMPLE OF A BUDGET SUMMARY: 

 
Items Required Additional 

Details if 

needed 

Justification  Unit Cost Number 

of Units 

Total Cost Org. 

Contribution 

Embassy 

Contribution 

Venue with tables, 

chairs, data show 

included 

  2,500 5 12,500 

2,800 

9,700 

Pens, notebooks, 

flipchart paper, 

markers, other 

supplies for 

training 

       

Lunch and tea 

breaks for trainees 

       

 

Total Organization Contribution 3,000 

 Total request from the Embassy 10,700 

 

**You may wish to provide a recent bank statement for the applying organization to give a picture of the group’s 

current financial status. 

 

 

7.  Signature 

 

Signature of individual requesting PAS Local Grant: 

 

 
Printed name of individual requesting PAS Local Grant: 
 

 

Title of requester  Date of request 

 

______________________________________________________ 
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