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Online Application Process
Logging In

Application Portal:  https://webportalapp.com/sp/login/drf 

Returning Grantees: Use your designated email address and password to log into your DRF portal account. (If you’ve forgotten your User Login email, contact your Program Officer and they can share with you the email you used to create your account.)

New Applicants: Use the “Need an Account? Sign Up” option to start the process of registration.

Important to Note:
On every page, in the upper right-hand corner is an Earth icon (Alt Text “Translate to”). If you would like to engage the portal and application process in a language other than English, use this icon to select the language of your choice.
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	Portal Homepage: 

Upon entering your portal, you are taken to your Portal homepage. Here is where your Profile or organizational information resides, as well as access to your grant history and current applications.
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	The Online Application Process Overview 

To successfully complete an application for funding, there are 3 steps in the application process:

Step 1: Create (or if a returning grantee, update) a Profile for your organization (Page 6 of this Guide)
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Step 2: Create and Complete an Application (Pages 7-20 of this Guide)
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Step 3: Complete the 2-step process for submission of your completed application (Page 21 of this Guide)

Submission Process Step 1 – Mark the Application Form complete. This action returns you to the Application Home Page.

[image: A screenshot of a computer

Description automatically generated]



Submission Process Step 2 – From your Application Home Page, submit your application using the “Submit” button.
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NOTE: Once you have submitted your Application, you can review it from the Application Home Page but you can no longer edit it. If you need to make edits, contact your Program Officer to unlock your Application.  





	Step 1: Create Your Organization Profile

	
Create a Profile for your organization – 
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Organization Profile has 4 sections:

1. Applicant Organization Information
2. Applicant Organization’s Governance and Policies
3. Applicant Organization’s Constituency
4. Organization Core Documents – Additional Uploads


Your profile is where you supply us with information about your organization, including uploads of many of your organization’s key documents.  This section of the portal can be accessed at any time and updated by you as needed (for example, if there is a change in leadership or your most recent audit has been completed and is ready to share.)








	Step 2: Create and Complete your Application

	To get started: To Create a New Application, on your Portal Homepage, use the “Add Another” option to create a new Application. 
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By using the “Add Another” button, you have now created an Application Home Page for this Application.

You will use this Home Page to access and complete your Application. You will also use this page, if needed, to supply DRF with Coalition Partner, Fiscal Sponsor, and/or Reference information. (See below.)
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Please Note:
· Your work is automatically saved every five minutes. 
· Use the "Save Draft" button (located both in the top and bottom right-hand corners of this page), any time you exit from the portal. 
· Once you have selected or clicked the Submit button on your Application Home Page, you can no longer edit your Application. Should you need that access, please contact your program officer for assistance.
· If your internet access is limited or costly, we encourage you to draft your answers offline. To do this, download the Word version of the Application found at the following link: https://disabilityrightsfund.org/wp-content/uploads/DRF-2023-Application-Form_Current-Grantee_Final.docx  and once you have completed the Word version log back into the Application to “cut and paste” in your responses.
· You can find template for many of the required forms here: https://disabilityrightsfund.org/reports-and-forms/ 
· For more information on this funding round, including Guidelines for Grantseekers and important updates, please review the following page on our website: https://disabilityrightsfund.org/for-grantseekers/  For general information on applying for a grant from DRF/DRAF, please see our FAQ at: https://disabilityrightsfund.org/faq/ 

	If you save your Application as a draft, when you return to your Portal Homepage, it will now show up as a new “Card,” with your organization’s name and the title of your project and the words “Application Home Page.” Choose that Card to continue to work on your application (NOT “+ Add Another”).





	Filling out the Application

There are two preliminary questions we ask you to answer at the beginning of the application. 

· Will you be using a screen reader to complete this application?
· Country or Region where your organization is based.

These questions allow us to ensure that the formatting of the questions in the application is best suited to your needs and that your application is connected to the correct DRF staff.

[image: A screenshot of a computer

Description automatically generated]








	Section 1: Project Overview

This section provides us with basic information about the type of grant and project you are proposing.
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	Section 2: Project Contact Person

In this section we ask you to confirm the contact details for the staff person leading this project. This will be our primary contact for any questions or requests for additional information as we review your application. 
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	Section 3: Coalition Partners (National and Mid-Level Coalition applicants only)

Here you will list the names of Coalition Partners and upload a Memorandum of Understanding signed by all partner organizations. (We also require a completed Coalition Partner Information form from each organization. See more on requirements for Coalition grant applications below.)
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	Section 4: Project Constituency Groups

In this section, we ask that you indicate all constituency groups represented by this project. If a certain disability group or marginalized group is not listed here, we ask that you use the “Please specify” text box to provide us with that information. 
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	Section 5: Strategic Focus

We want to know the strategic focus of your project, including its alignment with the CRPD and SDGs.  To learn more about the DRF Project Priority Areas listed in question 5.1, please see our website page https://disabilityrightsfund.org/for-grantseekers/funding-streams/ 
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Section 6: Project Background and Rationale

In this section, we are looking to better understand your request and why you feel your proposed project should be funded. 
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Section 7: Project Objectives and Activities

In this section you will provide details of the work to be funded by this grant. You may identify up to four Objectives and up to four activities under each Objective.
For each Activity, you will need to provide a brief but detailed description of the activity, and indicate the frequency of the activity, and the number and type of persons involved in the activity.

EXAMPLE:
Objective 1: To ensure that district level elections in Kampala are inclusive and accessible.
Activity 1:
Description: Hold a training, supported by a technical assistance provider, on rights-based data collection and analysis, and to provide coaching during the data collection process.
Number of days/times: One 3 day workshop
Number of persons involved: 20 staff and survey enumerators
Activity 2:
Description: Conduct a baseline survey to collect disaggregated data on voter registration among 200 persons with disabilities
Number of days/times: 1 survey done over two weeks
Number of persons involved: 10 surveyors, 200 persons with disabilities to be surveyed
Objective 2: To develop a PSEAH policy for our organization
Activity1:
Description: To work with a consultant, board and staff to develop and adopt a PSEAH policy for our organization.
Number of days/times: Two 1-day workshops
Number of persons involved: 1 consultant, 5 board, 5 staff, 2 SLI






	Section 8: Project Budget

In this section, you will tell us about the money – how much support are you looking for and if there are other sources of support for this project. We also require that you upload here the Project Budget and Project Work Plan. Finally, this is where you will confirm whether or not you will be working with a fiscal sponsor if the grant is awarded.
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	Section 9: Applicant Financial Information

This section helps us understand your organization and how the grant, if awarded, would be managed.
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	Section 10: Progress Report (Current Grantees only – all others skip this section)
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	Section 11: References

Current Grantees may skip this section.  See below for how to initiate requesting references.
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	Section 12: Required Additional Documents for this Application

Here was ask you to complete and upload two key documents – the Key Personnel form and your current and previous years’ organizational budgets. Both of these forms are required.
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	Section 13: Additional Uploads (Optional)

These fields are optional and are supplied should you have additional materials (reports, videos, pictures, etc.) that you would like to submit as part of your application.
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Section 14: Authorization

Here was ask you to affirm that the information supplied in this application is true.
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Step 3 – Submitting your completed Application
IMPORTANT: Submitting your completed Application is a two-step process

1. When you have finished your application, you must select the “Mark Complete” button at the end of the application. 
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2. This action will take you back to your Application Home Page. On this page you will need to also select the “Submit” button to successfully and fully submit your application. (This button/option is inactive until you have taken Step One/marked your application complete.)
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Section 1. Project Overview

*1.a Project Title *

Example: ABDPO - Ending GBV in Nigeria

*1.b Applicant Type *

Previous Grantee

*1.c Location(s) of project (where project activities would be implemented) *
© National Scope (multiple locations)

O Capital

O Urban (outside of capital)

O Rural/Outer Island

O NA

g (Based on the descriptions of DRF/DRAF fun
Based on the descriptions of DRF/DRAF funding sireams detalled in the Guidelines for Grantseskers, please indicate the type of grant that your organization is seeking,
® Small Grant

© Mid-Level Coalition Grant

*1.d Grant Type your organization is see} g streams detailed in the Guidelines for Grantseekers.) *

© National Goalition Grant

© DRL - Holding Rights

© Uganda Capacity Fund

O Other (including Special Opportunity and Strategic Partnership grants)

“1.e Requested Grant term duration (in months):
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Section 2. Project Contact Person

2.a SURNAME/ Last Name

2.b Given Name/ First Name

2.c Designation (€.g., Mr., Mrs., Ms., Mx)
2.d Email

2. Job Title

2. Mobile Number

2.9 WhatApp number (if different)
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Section 3. Coalition Partners

For Mid-Level or National Coalition applications: 1) List names of Coalition Partner Organizations below; 2) Complete and upload the Coalition MOU form found at this
link (nttps://disabilityrightsfund.org/wp-content/uploads/MOU-Form.doc); and 3) Return to your Application home page and complete a Coalition Partner Information

request form for each partner.

Coalition Partner 1 Legal Name
Coalition Partner 2 Legal Name
Coalition Partner 3 Legal Name

Memorandum of Understanding (MOU) - between Coalition partners

+ Select a file o
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Section 4. Project Constituency Groups

* What constituency groups are represented in your project? *
Select ONLY appiicable categories.

O Cross-disability groups

0 Persons with physical disabilities

0 Persons with sensory disabilties

0 Persons with psychosocial disabilities

O Persons with intellectual disabilities

O Neurodivergent

) Persons with albinism

0 Adisability group not listed, please specify below.

) Wormen and girls with disabiliies

O Youth with disabilities

O LGBTI persons with disabilities

O Indigenous persons with disabilities

O Parents of children with disabilities

Other marginalized groups (e.g., refugees with disabilties) - please specify below.

Please specify
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Section 5. Strategic Focus

*5.a. Project Priority Area(s) *

Indicate the priority area(s) most relevant to your proposed project.

O (1) Increasing OPD capacity to participate in advocacy & decision-making processes regarding development & rights (All types)
O (2) Promoting gender equality and SOGIESC diversity (All grant types)

) (3) Advocating for ratification of treaties relevant to the rights of persons with disabilties, including CRPD (All types)

) (4) Advocating for passage or amendment of specific legislation or policies to accord with the GRPD (All types)

0 (5) Advocating for inclusive budgeting or regulations to implement new or amended legislation or policies (All types)

O (6) Promoting inclusion of persons with disabilities in government programs and budgeting (All types)

0 (7) Advocating to ensure inclusion of a disabilty perspective in governmental implementation &/or monitoring the CRPD (MLG/NC)
O (8) Producing &/or following up on Alternative Reports to the CRPD Committee & other human rights treaty bodies (All types)

O (9) Ensuring that development processes and mechanisms (including SDGs) are inclusive and guided by the CRPD (Al types)
0 (10) Advancing achievement of Global Disability Summit (GDS18 or GDS22) commitments.

0 (11) Promoting disability-inclusive Climate Change related programs and policies.

O NA

5.b.1 Project CRPD focus

You may pick up to three CRPD Artcles that relate to your project.
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5.b.2 Project SDG focus (if any)

You may pick up to three SDGs that relate to this project.
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5.b.3. GDS Commitments focus: Please

:ate the primary GDS commitment of your government that is the focus of your project proposal (if any).
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Section 6. Project Rationale

*6.a. What is the problem or issue you want to address in this project? (300-word limit) *

P
Word Count: 07500

*6.b. What specific change do you want to see at the end of this project? (250-word limit) *

P
Word Count: 07350

*6.c. Why is this project timely and important right now? (250-word limit) *

P
Word Count:0/250
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*6.d. Why is your orga project? (For example: knowledge of the community and/or issues targeted, access to
decision-makers, advocacy capacity to drive change, etc.) (250-word limit) *

P
Word Count:0/250

* 6.e. Does your project prioritize inclusion of marginalized groups in project leadership, decision making, and implementation? If yes, please
explain/provide examples. (For our purposes, "marginalized" groups of persons with disabilities include little people, persons with albinism, women with
disabilities, youth or children with disabilities, persons with psychosocial disabilities, persons with intellectual disabilities, persons with deafblindness,
Indigenous people with disabilities, and other groups that may be marginalized in particular country circumstances.) (250-word limit) *

P
Word Count: 07250

* 6.1 How is your project aligned with the priority area(s) you selected (Question 5.a. above)? (250-word limit) *

P
Word Count: 07250

*6.g. What are the one or two challenges you will face in carrying out this project and how will you respond to them? (250-word limit) *

P
Word Count: 0/300
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*6.h. Will you need to enlist experts and/or technical expertise from outside of your organization to implement the acti
ensure that the knowledge and skills they impart will be retained within your organization? (250-word limit) *

ies you propose? If so, how will you

P
Word Count: 07250

How does the proposed project build on your current and/or previous work (including DRF/DRAF-funded projects, if any)? (300-word limit) *

P
Word Count: 07300




image26.png
Section 8. Project Budget

*8.a. Total project budget: $US * *8.b. Amount requested from DRF/DRAF: SUS *  8.c. Amount requested from other donors (if
5 a any): $US
$

*8.d.1 Please download and complete the project budget template found at the following link: https://disabilityrightsfund.org/wp-content/uploads/Project-
Budget.xls. Then upload the completed project budget in the upload field provided. *

htpsy/disabilityrightsfund.ora/wp-content/uploads/Project-Budget.xis

+ Select a file o

8.d.2 Please upload your project work plan or implementation plan here:

+ Select a file o

*8.e. Will you work with a fiscal sponsor, as documented in the Organization Profile?

® Yes
O No

*8.e.1 If yes, who is your fiscal sponsor?

In order to approve a fiscally sponsored grant, we request that the proposed fiscal sponsor provides us with some basic organizational information. To initiate this
process, please return to your Application home page and complete a Fiscal Sponsor Information Request form. By completing this form, an email is sent directly to
your fiscal sponsor providing them with a list of required documents and a link where they can be uploaded. Please contact your country program officer if you have
questions about this process.
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Section 9. Applicant Financial Information

*9.a. Does your current funding cover operational costs (rent, salaries, etc.)? Please note sources (grants, dues, governmental sources of income, etc.).
(100-word limit)

P
Word Count: 07100

*9.b. Are your accounts independently audited (or those of fiscal sponsor, if applicable)? If yes, please note how often and the date of the most recent audit.
It no, please explain why. (100-word limit)

P
Word Count: 07100

*9.c. Has your organizational budget increased or decreased significantly from last year? Please explain. (100-word limit)

P
Word Count: 07100

9.d. If you have additional donors outside of DRF/DRAF describe your process of managing multiple funding sources. (200-word limit)

P
Word Count: 07500
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*9.e. Who is designated with financial management responsibilities at your organization from staff and/or board? Please describe the nature of their
responsibilities. What role does the board play in financial oversight of the organization?

P
Word Count: 07200

*9.f. How the grant will be managed? What financial manuals/ policies/ procedures are in use at your organization (or fiscal sponsor, if applicable)? (250-
word limit)

P
Word Count: 0/ 251

*9.g. Describe the types of financial records your organization maintains, regardiess of fiscal sponsorship. (Examples include: cash book detailing
transactions and cash in hand; supporting documentation, receipts, and invoices for all purchases; records of bank reconciliations.) (250-word limit)

P
Word Count: 0/ 251
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Section 10. Progress Report

10. Progress Report (if you have not submitted a report on your current grant in the past 60 days, please complete the form linked below and upload it here.)

‘Access form: hitps:/disabiltyrightsfund.org/wp-content/uploads/Current-Grantee-Progress-Report-Form.doc

+ Select a file o
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Section 11: References

OPDs with which DRF/DRAF does not have a current relationship (groups that have never recevied funding before or have not received funding in the past three years)
are required to provide three references as part of their application. To initiate a request for references, please return to your Application homepage and complete a

Letter of Recommendation Request form for each reference.
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Section 12. Required Additional Documents for this Application

Use the links to the templates below to provide personnel and budget information.

*12.a. Organizational Key Personnel Information *
‘Access form: hitps:/disabiltyrightsfund.org/wp-content/uploads/2021R2-Board-and-Staff-1.doc

+ Select a file o

*12.b. Applicant's (or fiscal sponsor's) organizational budget for current year and previous year *
Access form: hitps://disabil ontent/uploads/Organization-Budgets.xis

+ Select a file o

tsfund.or
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Section 13. Additional Uploads (Optional)

This section can be used to upload any supporting documents or files for this application. Please enter a name for each file you upload.

Additional Upload 1 Name

Additional Upload 1

+ Select a file o

Additional Upload 2 Name
Additional Upload 3 Name

Additional Upload 4 Name
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Section 14. Authorization

‘The contact person below, by submitting this application, hereby declares that:

* The organization completing this form is directly responsible for the preparation, management, and implementation of the project. *

O I declare this is true.

* All information contained in this form has been prepared and agreed upon in consultation with those involved in carrying out the project. *

O I declare this is true.

* The information contained in this form is accurate and truthful. *

O I declare this is true.

* Name: *

Position / Title:

* Organization:

Date: (Please use DD/MM/YYYY format)
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Date: (Please use DD/MM/YYYY format)

APPLICATION SUBMISSION

If you have completed all required application questions above, please select or click the "Mark Complete" button below. You will then be returned to the home page
where you can submit your completed application. Applicants will receive an email confirmation when submitted. Award notifications will be sent shortly after
DRF/DRAF Grantmaking Committee meetings, held approximately three months after the deadline for submissions for this round.

Save Draft Mark Complete Close
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