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SYLFF Network Program (SNP) 
Application Guidelines

Please follow these guidelines in preparing the SNP application.  An application for a SNP award must include the following:

(1) A cover letter (refer to section 2)
(2) A completed SNP proposal form (refer to section 3)
(3) A letter of support from the SYLFF Steering Committee (refer to section 4)
All of the above documents must be completed in English and should be submitted together to:


Attn: SNP Coordinator

Scholarship Division, The Tokyo Foundation

1-2-2 Akasaka, Minato-ku

Tokyo 107-0052 Japan

Tel: +81-3-6229-5503  

Fax: +81-3-6229-5507

E-mail: scholarship@tkfd.or.jp

Website: http://www.tkfd.or.jp/eng/fellowship/
SNP announcement URL: http://www.tkfd.or.jp/eng/fellowship/sylff/announce/
1. Activities and Application Schedule
Applications are accepted by the Scholarship Division on a rolling basis. 

The standard schedule after the application is received by the Scholarship Division is as follows:
Notification: about one month from the date the application is received
Agreement* and disbursement: about one month from the date of notification

*An Agreement must be signed by the principal organizer and co-organizers, and The Tokyo Foundation prior to disbursement of the award.
SNP applications are reviewed based upon a three-year proposal.  Funds for the first year’s activities is disbursed after completion of the above mentioned Agreement.  Therefore, applicants are advised to plan first year activities that require funding to begin approximately two months or more after the submission of the application. Details regarding the activities and period of implementation for the first year shall be discussed by the applicant and Scholarship Division in preparing the draft Agreement, and may be modified as necessary.  Similarly the periods for the second and third years shall be decided based on consultation between the applicant and Scholarship Division upon completion and submission of the report of the previous year’s activities.  For associations that have completed three years of activities, “minimum maintenance grants” of up to US$500 per year is available upon application.

2. Cover Letter
The cover letter should include:

(1) A description of how the principal organizer and co-organizers formulated the proposal
(2) Outline the short-, medium- and long-term goals of the association
(3) Other information that will help the Scholarship Division to understand the proposal
(4) A statement that outlines the principal organizer and co-organizers’ commitment to carry out the activities outlined in the proposal  
The letter should be signed by the principal organizer and co-organizers.
3. SNP Proposal Form
The proposal form is PRESCRIBED.
(1) The principal organizer must be a SYLFF fellow.  Co-organizers must be 2~4 SYLFF fellows.
(2) Please download the form in MS-Word format from http://www.tkfd.or.jp/eng/division/fellowship/sylff/announcements/snp.shtml or request electronically formatted forms from the Scholarship Division scholarship@tkfd.or.jp and type in the form.
(3) Complete I. Information on the principal organizer in SNP Proposal Form (page 1), SIGN and DATE.
(4) Complete II. Information on co-organizers in SNP Proposal Form (page 3), make copies as necessary for all co-organizers, SIGN and DATE.
(5) Prepare on separate sheets III. Proposal as instructed on page 5 of the SNP Proposal Form. In preparing budget for the first year, categorize expenditure items into the following:
- Transportation costs

- Accommodation costs

- Meals

- Disposable goods

- Printing costs

- Communication costs

- Rental costs

- Miscellaneous costs

The budget for the first year must be exactly US$1,000.  In meeting this requirement, “miscellaneous costs” can be used to adjust the total amount. Please refer to the sample budget provided in Appendix 1 of these guidelines (page 3).
4. Supporting Documents

Attach a supporting letter from the SYLFF Steering Committee. If the proposed/established SYLFF fellows’ association shall receive any type of support from the SYLFF Steering Committee or the institution including monetary contribution and/or in-kind support, please ask the referee to describe these.  
Appendix 1
Sample Budget

Budget for the first year’s activities
Convening an orientation for newly selected SYLFF fellows
Transportation Costs
US$
· Partial travel support for graduated SYLFF fellows
(@$50 X 5 persons)
$250
Accommodation Costs

· Accommodation for graduated SYLFF fellows living in remote areas

(@$40 X 5 persons)
$200
Meals

· Lunch (@$10 X 10 persons)
$100
· Dinner (@$15 X 10 persons)
$150
Disposable Goods

· Note pads (@$2 X 15)
$30
· Envelopes (@$2 X 15)
$30
Printing Costs

· Photocopying (@$.10 X 500 pages)
$50
· Orientation programs (@$5 X 20 units)
$100
Communication Costs

· Telephone (local) (@$1 X 25 times)
$25
· Telephone (long-distance) ($5 X 5 times)
$25
Rental/Lease Costs

· Laptop PC (@$5/day X 5 days X 1 PC)
$25
Miscellaneous Costs


· Adjustment
$15
Total
$1,000

*  
This is a sample for the first year (Award: $1,000)

**  
Awards for the second and third years are up to $2,000 and $3,000, respectively
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