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2012 AZA CONSERVATION ENDOWMENT FUND

Application Instructions
DEADLINE 

This 2012 Conservation Endowment Fund (CEF) electronic application must be used for all proposals.  Completed applications must be submitted via email no later than 5:00 p.m. EST on 15 March 2012.   An auto-response email with a time-stamp will confirm receipt of the application.
Incomplete applications, or applications received after 5:00 p.m. EST on March 15, 2012, regardless of cause, will NOT be eligible for consideration. NO DEADLINE EXCEPTIONS WILL BE MADE.
MEMBERSHIP 

All Principal Investigators (PIs) must be individual AZA members.  Institutional membership does not count as individual membership.  Other participants actively involved in the design or completion of the project should be listed as collaborators and are not required to be AZA members.  Roles and qualifications of collaborators should be described in detail on the Cover Sheet.  To apply for membership, visit http://www.aza.org/membership/.
FUNDING TIMELINE 

All CEF projects must be completed within 12 months.  CEF grants are intended to serve as seed money to attract additional funding and proposals should request funds only for this one year period.  Identical components of a project will not be funded for more than two grant cycles; however, funding requests for different components of the same project may be applied for in subsequent grant cycles.   

All CEF proposals undergo a thorough 2-tier review process as outlined at http://www.aza.org/cef-proposal-selection-process/.  Applicants will be notified of funding decisions in early September and funds will be available 1 October 2012.  All CEF funds can only be used for proposal expenses incurred on or after the award date.  Expenses incurred prior to the award date will not be covered by CEF funds.

APPLICATION GUIDELINES 

The CEF application and all supplemental forms are posted on the CEF Web site at: http://www.aza.org/cef-information-for-applicants/.  These electronic documents contain form fields that must be completed and submitted electronically via email to: cefapp@aza.org. All application materials must be in electronic format.  Hard copies of any application materials will NOT be accepted.   

It is strongly recommended that you save your completed application and supplemental forms on a hard drive as a back up.  Only completed applications, submitted by the deadline defined above, will be reviewed.  Applicants will be informed electronically if their application is incomplete.  
APPLICATION INSTRUCTIONS AND CHECKLIST:  All completed CEF application materials must be submitted in one email by the deadline identified above and include the following:

CEF Application:  The application is one electronic document consisting of the three sections outlined below.  All sections must be complete in order for the application to be considered complete.  The application must be submitted as a Microsoft Word document titled “Application” and attached to your CEF Application email. 
Applications submitted in Portable Document Format (PDF) will NOT be eligible for consideration. NO EXCEPTIONS WILL BE MADE.
Note that “spell checker” and “track changes” functions cannot be used in this form.  AZA strongly recommends that applicants compose the content for their Project Abstract and Project Proposal in a separate document to make use of these features, and then copy and paste the final text into the form fields.  When composing in a separate document, be aware of character limitations.  If the copied text exceeds the character limit when pasted into a form field, all text exceeding the character limitation will be cut off and will not appear in the final proposal.

Also note that certain formatting such as italics, bold, and underlining, is unavailable due to the application format.  AZA recommends the use of numbering and spacing to emphasize important points in the text.


 FORMCHECKBOX 

Cover Sheet.  Fill in the text fields for the project title, amount requested, and PI information.  Choose two project categories from the given list.  Include a project abstract no longer than 1500 characters, including spaces.


 FORMCHECKBOX 

Project Proposal.  Text fields are provided for responses to questions 1-12.  Fields have a limit on the number of characters that may be used in order to keep the application concise.  Character limits, including spaces, are stated following each question.  If a question is not applicable to your proposal, write “N/A” in the field but do not leave any form fields blank, as this may delay processing of your application.  

 FORMCHECKBOX 

Budget. Required budgetary information includes:

 FORMCHECKBOX 

Previous CEF support.  All PIs should include information about previous CEF awards.  New awards are contingent on AZA having received all required reports for previously funded projects. 

 FORMCHECKBOX 

Detailed Project Budget.  Detail how the budget will be allocated to specific items and indicate which funding source will pay for each item. State the total project budget, the amount requested from CEF, and other financial support applied for or received.  Each of these amounts should reflect the one year duration of the project.  Funding decisions are announced in early September and CEF funds are to be used for work from the announcement date forward.  Expenses incurred prior to the announcement will not be covered by CEF funds.

 FORMCHECKBOX 

Budget Justification.  Provide an explanation of why specific major items are essential to the project and reasonable in cost.
Required Attachments: The following must be attached to your CEF Application email:

 FORMCHECKBOX 

Curricula Vitae.  A curriculum vitae (CV) is required for each PI listed on the Cover Sheet and must follow the format stated in these guidelines.  CVs must not exceed a maximum length of two letter-sized (8.5 by 11 inches, 1-inch margins) pages each and must be typed in 12 point legible font; each side of the paper counts as one page.  CVs may be attached for collaborators but are not required.  Each CV must be submitted as a separate Microsoft Word document entitled, “CV (PI’s Last Name).” CVs submitted in Portable Document Format (PDF) will NOT be eligible for consideration. NO EXCEPTIONS WILL BE MADE.
 FORMCHECKBOX 
  
Statement of Institutional Support Forms.  Electronically signed Statements of Institutional Support from the CEO(s) (not the COO, General Curator, Vice President, Department Director, or Principal Investigator) of EACH PI institution and collaborating institution must be attached to the CEF Application email as separate documents titled “SIS (Institution Name).”  The Statement of Institutional Support form can be found with the rest of the CEF Application materials on the AZA Web site identified above. 
Applicants wishing to include support letters from entities other than PI institutions, collaborating institutions, or AZA Animal Programs may submit such items as appendices.  

 Note that letters of support from PI institutions and collaborating institutions will not be accepted in lieu of the Statement of Institutional Support form.  In addition, letters of support/endorsement from AZA Animal Programs (Taxon Advisory Groups, Species Survival Plans®, etc.) are no longer accepted.  In order to assure Animal Program review of all CEF submissions, AZA Program Leaders will serve as expert reviewers in the CEF application review process and may express their support for a proposal at that time.  

 FORMCHECKBOX 

Permits.  If permits are required to complete your proposed project, you must attach an electronic copy of each to your CEF Application email.  Each permit attached to the CEF Application email must be titled “Permit (#)”.
 FORMCHECKBOX 

Proposal Resubmission Form.  If a proposal for this project was previously submitted for CEF funding and rejected, the revised proposal must include a completed Proposal Resubmission Form as an attachment on the CEF Application email. This attachment must be submitted as a Microsoft Word document titled “Resubmission Form” and attached to your CEF Application email. Resubmission forms submitted in Portable Document Format (PDF) will not be accepted. The form can be found with the rest of the CEF Application materials on the AZA Web site identified above. 

Note: Proposals that fail to provide all of the items identified in the above checklist in the correct format will not be reviewed. 
Non-Required Attachments: The following attachments to your CEF Application email are optional:

 FORMCHECKBOX 
   Citations (recommended but not required).  Citations/references for statements made in the Project Proposal should be included in a separate Word document titled “Citations” and attached to the CEF Application email.  

 FORMCHECKBOX 

Appendices.  Appendices are allowed, but may only clarify, and not supplement, information in the narrative. For example, photos or diagrams would be acceptable, but not videos or publications.  Appendices must be attached to the CEF Application email titled “Appendix (#)”.  

Note: Appendices that do not adhere to these guidelines will be removed from the proposal prior to review, and the applicant(s) will be informed of this change electronically.  

SUBMISSION INSTRUCTIONS 

By submitting your application, you agree, if funded, to abide by the Grant Terms and Conditions posted on the CEF Web site at http://www.aza.org/cef-information-for-applicants/. 

Proposals must be submitted electronically using the 2012 CEF Application and related forms via a single email, with the proposal title as the subject line, to cefapp@aza.org no later than 5:00 p.m. EST on 15 March 2012. Hard copies of any application materials or applications received after this deadline will not be accepted regardless of cause.
AZA’s email system accepts messages up to 8 MB in size.  In cases when applications are too large to be accepted in one email, AZA will accept the application submission in two separate emails, providing that the same proposal title is identified in the subject line of each.  

The 2012 CEF Application email must include the following attachments: CEF Application, CVs for each Principal Investigator, Statements of Institutional Support for each PI institution and collaborating institution, and, if applicable, a Proposal Resubmission form.  The Application email may also include citation and appendices attachments. 
Auto-response emails will be sent to applicants confirming receipt of your application package.  If an auto-response is not received, please re-submit the application. If an applicant submits more than one proposal, s/he should ensure that an auto-response was received for each submission. If submission problems arise, contact the AZA office at 301-562-0777.  If you submit your application after the 5:00 p.m. deadline, you may still receive an auto-response from the CEF Application inbox, however, your proposal will not be reviewed.

Applications which fail to follow submission instructions or are time-stamped after the deadline will not be considered and applicants will be notified that their application is inadmissible.
APPLICATION ASSISTANCE
The CEF Web site (http://www.aza.org/cef-information-for-applicants/) contains a plethora of information to assist applicants.

In addition, proposals received before March 8th will be reviewed by AZA staff to ensure that the application is completed correctly. Early submission allows time for AZA staff to inform applicants if problems are noted in time for resubmission. Please note that AZA staff will not review early proposals for content.  
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2012 AZA CONSERVATION ENDOWMENT FUND

Cover Sheet
Project Number:      
For AZA use only
Title of Project:         

Amount Requested: $      (round to the nearest whole dollar)
Project Start Date:      

End Date:      

(CEF funding is for one year only)
Principal Investigators:  Each Principal Investigator (PI) must be an individual AZA member at the time of application.  Institutional membership does not count as individual membership.  Other participants should be listed as collaborators on this form.
A Curriculum Vitae (CV) is required for each PI, and a Statement of Institutional Support (SIS) form is required for each PI Institution.  
1.    Principal Investigator (PI) Name and Title:      



CV Attached?   FORMCHECKBOX 
  (required – no more than 2 pages)  
Checking this box indicates agreement to the CEF Terms and Conditions (required; available at: http://www.aza.org/cef-information-for-applicants/  FORMCHECKBOX 

Individual AZA Member Number:       (required)
Institution/Organization:      
Statement of Institutional Support Form Attached?   FORMCHECKBOX 
  (required)
Institutional Address:      
Phone:      
Fax:      

E-mail:      
2.   Principal Investigator (PI) Name and Title:      



CV Attached?   FORMCHECKBOX 
  (required – no more than 2 pages)
Checking this box indicates agreement to the CEF Terms and Conditions (available at: http://www.aza.org/cef-information-for-applicants/  FORMCHECKBOX 
 (required)
Individual AZA Member Number:       (required)
Institution/Organization:      
Statement of Institutional Support Form Attached?   FORMCHECKBOX 
  (required)
Institutional Address:      
Phone:      
Fax:      

E-mail:      
3.   Principal Investigator (PI) Name and Title:      



CV Attached?   FORMCHECKBOX 
  (required – no more than 2 pages)
Checking this box indicates agreement to the CEF Terms and Conditions (available at: http://www.aza.org/cef-information-for-applicants/  FORMCHECKBOX 
 (required)
Individual AZA Member Number:       (required)
Institution/Organization:      
Statement of Institutional Support Form Attached?   FORMCHECKBOX 
  (required)
Institutional Address:      
Phone:      
Fax:      

E-mail:      
** If additional Principal Investigators need to be included, add their information in a separate Word document titled “Additional PIs” and include it as an attachment to your CEF Application email.

Collaborating Institutions or Organizations: A collaborating institution is defined as any institution actively involved in the design or completion of the project.  Funding institutions not actively involved in project design or completion should be listed in the “Grant/Matching Support” section of the Project Budget and need not be listed as collaborators.

List all collaborating institutions below, including those associated with the personnel listed in Question 6, and attach one Statement of Institutional Support form for each collaborating institution to the CEF Application email. 

Collaborating Institution Names:

     
Statement of Institutional Support Form Attached?   FORMCHECKBOX 
  (required)
     
Statement of Institutional Support Form Attached?   FORMCHECKBOX 
  (required)
     
Statement of Institutional Support Form Attached?   FORMCHECKBOX 
  (required)
     
Statement of Institutional Support Form Attached?   FORMCHECKBOX 
  (required)
     
Statement of Institutional Support Form Attached?   FORMCHECKBOX 
  (required)

** If additional Collaborating Institutions or Organizations need to be included, add their information in a separate Word document titled “Additional Collaborators” and include it as an attachment to your CEF Application email.
Project Categories (choose two that best describe the project):

 FORMCHECKBOX 
 Management/Captive Breeding (Ex situ)


 FORMCHECKBOX 
 Research

 FORMCHECKBOX 
 Conservation Education




 FORMCHECKBOX 
 Animal Health

 FORMCHECKBOX 
 Field Conservation (In situ)



 FORMCHECKBOX 
 Animal Welfare

Project Abstract (limit 1,500 characters with spaces):

     
2012 AZA CONSERVATION ENDOWMENT FUND

Project Proposal
1. Explain the goal(s) and rationale behind the proposed project.  Identify expected outcomes.  If the proposal is a request to fund part of a larger project, the proposal should focus on the part for which CEF funding is being requested during the one-year duration, while providing some context regarding the larger effort. LIMIT 4,000 CHARACTERS with spaces
     
2. Describe the conservation/management significance of the expected outcomes.  Explain why the project is timely, how it addresses a current critical need, and how it is compatible with the purposes of the CEF, as stated at: http://www.aza.org/cef-faq/.  LIMIT 4,000 CHARACTERS with spaces

     
3. Explain the methodology for this project and why it is appropriate.  For instance, if this is a research project, clearly state the hypotheses to be tested; if this is a conservation education or professional training project, describe the target audience and how many people will be reached, etc. LIMIT 6,500 CHARACTERS with spaces

     
4. Describe the timeline in which components of the project will be completed within the one-year project duration. Use of bulleted/numbered lists are encouraged. LIMIT 1,500 CHARACTERS with spaces

     
5. If previous CEF funding was obtained for this or a related project, summarize relevant findings and identify how they relate to the current proposal.  LIMIT 1,000 CHARACTERS with spaces
     
6. Identify the personnel included for this project, define their roles, and describe their qualifications.  Discuss each PI and listed on the Cover Sheet, and any collaborators.  A collaborator is defined as any person actively involved in the design or completion of the project.  Each collaborator’s institution should be listed under Collaborating Institutions or Organizations on the application Cover Sheet.  LIMIT 2,500 CHARACTERS with spaces
     
7. Describe the project’s evaluation plan.  Explain how the goals and objectives of the project will be met.  Identify how the evaluation plan will measure program effectiveness and apply evaluation data to strengthen the project.  If this project has an educational or professional training component, the educational impact should be discussed (ideally including impacts on conservation-related knowledge, attitudes/affect, and behavior).  Evaluation plans may be quantitative or qualitative.  LIMIT 3,000 CHARACTERS with spaces
     
8. Explain and identify the means and timeline of how information generated by the project will be disseminated. LIMIT 1,500 CHARACTERS with spaces

     
8. If this is a multi-year project, identify the funding strategy for subsequent years.  LIMIT 750 CHARACTERS with spaces

     
9. If the project is connected to a relevant AZA animal/conservation/education program or institution, explain how.  LIMIT 750 CHARACTERS with spaces
     
10. Have all the necessary permits been obtained for the project?

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not Applicable

a) If yes, list the permits here and attach one electronic copy of each to your CEF Application email.  Attachments should be titled “Permit.”

     
b) If the necessary permits have not yet been obtained, please explain why. 

          
** Pending permits must be obtained and submitted to AZA by June 15, 2012.
11. If research animals are to be purchased for the project, indicate and justify the destination of the animal(s) after the completion of the research. LIMIT 750 CHARACTERS with spaces
     
12. Previous CEF Support.  If any of the proposal’s Principal Investigators listed on the Cover Sheet have received previous CEF support, complete the required information below for each. 

1.
Name of P.I.:      

Year of award:      

Amount of Award:      
Project Title:      
Were all required reports (annual/final) submitted? 
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

2.
Name of P.I.:      

Year of award:      

Amount of Award:      
Project Title:      
Were all required reports (annual/final) submitted? 
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

** If additional awards need to be included, add their information to a separate Word document and include it as an attachment titled “Past CEF Projects” with your CEF Application email. 

2012 AZA CONSERVATION ENDOWMENT FUND

Project Budget
BUDGET CYCLE
All funding requests from CEF must be for a period of one year only.  Funding decisions are announced in early September and CEF funds are to be used within one year from the award date and forward.  

DETAILED BUDGET

A detailed budget sheet is provided below and information should be separated into CEF and non-CEF costs.  List under each category the budget items and method of calculation for each (e.g., 2 persons x 10 days x $25/day), as well as probable sources of support.  The following should be listed as separate budget items: 

· airfares


· lodging


· vehicle rental (automobiles, planes, boats) 


· fuel


· per diem


· equipment over $500


· supplies, services (lab analyses, editing)


· pharmaceuticals 

· shipping/postage


· printing 


· personnel costs 

CEF does not fund the following:  Tuition, university fees, or fringe benefits associated with graduate students or other project personnel; administrative costs (including institutional overhead and submission costs for the publication of journal articles); travel unrelated to completion of the project (conference presentation expenses, travel to meetings, etc.); planning meetings that define, rather than implement, conservation/management/education goals.

CEF does not fund salaries for project personnel other than graduate students, technicians, and start-up positions established solely for the purpose of completion of the project.  

Note: Recipients of CEF grants are obligated to inform the CEF Chair of any pending or overlapping grants received.  IF such grants are received, the CEF Scientific Advisory Committee may recommend that the CEF award amount be reduced or refunded.

** If additional budget items need to be included, add this information in a separate word document and include it as an attachment with your CEF Application email titled “Additional Budget Items.”
Budget Items Form: 
	Budget Item
	Method of Calculation

(e.g., 2 persons x 10 days x $25/day)

	Total Amount Requested from CEF
	Was funding for this item also requested from another source?
	If yes: 

Amount Requested
	Date Expected (if not yet received)
	Grant/Matching Source

	CEF
	
	
	
	
	
	

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	     
	     
	$     
	 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
	$     
	     
	     

	
	Sub Total
	$     
	Sub Total
	$     
	
	

	Non-CEF
	
	
	
	
	
	

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	     
	     
	$     
	N/A
	$     
	     
	     

	
	Sub Total
	$     
	
	$     
	
	

	
	TOTAL PROJECT BUDGET
	$      (round to nearest whole dollar)
	
	
	
	


BUDGET JUSTIFICATION

For each line item listed in the CEF Budget Items Form, justify why the items are critical for completion of the project and how the cost of each item was determined. If the lifespan of equipment costing over $500 exceeds that of the grant period, also detail and justify who will assume ownership of the item.  LIMIT 2,500 CHARACTERS with spaces

     
� EMBED Photoshop.Image.8 \s ���





� EMBED AcroExch.Document.7  ���





� EMBED AcroExch.Document.7 ���





� EMBED Photoshop.Image.8 \s ���
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