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Applicationand ReportGuidelinesg Individual Support

In this documentyou willfind the following information:

9 Online ApplicatiorGuidelines

M ContractualOnline Report Guidelines

9 Interim Online Report @Gdelines

9 FEinal Online Report Guidelines

Online Application Guidelines

Since 2013 all of our applications are processidan online platforncalled GIFTSLo apply for financial
support for a journalist, blogger or Media Outleyou will need to complete an online applicatieia our
online portal at

https://www.grantrequest.co.uk/SID_12/?SA=SNA&FID=35004

Please follow the steps outlined below to fill in and submit your online application to MLDI:

©—0—0—-0—©

Registration Application Attachments Review Submit
Application


https://www.grantrequest.co.uk/SID_12/?SA=SNA&FID=35004
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1. Registration:Create an online GIFTS account

First, you will needo create an online GIShccount(or IGAM loginpy c¢cl i cking on “ New Appl i

Contact Us | Exit

Please Sign In

+ To Make A New Application
If you already have an account, please log in using your E-mail Address and Password. To create an account,
please use the "New Applicant” link found below.

+ To Access A Saved Application
If you wish to finalise or access a saved application, please click here then login using the red 'IGAM Login' link.
This isn't necessary if you have accessed this page via a link contained within an automated e-mail.

E-mail Password
Forgotten Password

Login

You will then be asked tonger your email address and a password which you will be usitigeifuture if you
want to access your application and online reports.

New Applicant?

An account allows you to access your saved and submitted applications at any time. It
also allows us to send you a submission confirmation e-mail and notify you if additional
information is necessary to process your application.

E-mail

Confirm E-mail

Password (must contain at least 5 characters, with both letters and
numbers)

Confirm Password

Continug

Return to login

2. Your Online Application

Once logged in, you will then be taken through a series of pages asking for more information on the case.

For the first question please select the omiin  “ L e mce/protedtienf oban individual
journalistorMedidDut | et ” as per the screen shot bel ow:
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Contact Us | Exit

Eligibility Assessment

What type of support are you applying for?

|*Select QOne- T ‘
-Select One-

protection of an individual journalist or Media Outlet

Support for National Media Defence Center
Training or Capacity Building for Lawyers in Media Law
Other

Your online application is divided in 5 sections as per the tabs in the screen shot below.

Once you have entered all of the content for a sectipgmu | u st need to click on the
bottom of the page to move to the next section.

To navigate from one section to the othgqu can also click on the tabs at the top of the screen

As part of your application, you will be asked to entdoimation in compulsory fields marked with a red star.
Please try and fill in all of the fields in as much details as possible and to attach as many supporting documents
as required in the application.

Media Legal
Defence Initiative

Contact Us | Exit

IV s v toiones | stk v e | Aty ision

About The Applicant Printer Friendly Version | E-mail Draft
* Required before final submission
# Prefix # First Name # Last Name

| <Select One> v | ‘ | ‘ ‘

* Address

*® City # Postal Code

* Country
\ <Select One:x v

e

Once you have started to complete the applicatiorm, you can either submit it or save and finish it Iqte

red box in the screenshot beloly c | i cki ng on .“Y&awilldhendrecdive an asitbmateda t er ”
emai | from MLDI (mail @grantapplicati ong.theaonfopmational | ed *
entered so far on the online application form.
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Correspondence
dence exchanged batween lauyars

No file selected.

]

I[ Save & Finish Later | Review 8 Submit

To get back to your online application at a later time, you will have to use the following link:
https://www.grantrequest.co.k/SID_12?SA=AMo log into your account with the same lag details.

If you chose to do so, once you will have logged in your online account at a later date, you should see the
screen below and you only need tbo”"ctbckoohi hhe WwWowulki
online application.

|

Account: g g | Change Contact Us | Exit
Last Log in: 8/20/2014 2:46 PM GMT0D:00 =

Applications

Thank you! Your application has been saved. You should receive an e-mail confirmation shortly.

Use the Show drop-down box located to the right, to display In-Progress or Submitted applications.

Show In Progress Applications ~

E 4
B

uest
—P 1 upport 12,345 20245  03/06/2014

3. Attachments:

”

I n the “Attachments section, you wil/l be required t
your application by our staff and without which we will not be able to appragrant.

Themaindocuments to submit as part of your applicatifor us to make a first review @f are as follows:

- Impugned article or video, etc.

- The Charge Sheet or Writ of Summons and/or other legal filings demonstrating the charges brought
forward or the type of legal action undertaken by the applicant if applicable (for e.g. a Petition to the
court, etc.)

- An estimate of the fee breakdown for the caseluding a detailed list of activities expected to be
undertaken by the lawyer as part of thiédation and their estimated costd his document will help
us to get abetter idea of what the requested amount in financial assistance from MLDI will cover.

Please make sure you attach the relevant legal documents in the case, as well as any othietsnibte are

linked to the case such as defence documents, pleading notes, a judgment, a letter of claim, written annexes
of the writs, a notice of appeal, court orders, amicus briefs, or correspondence exchanged between lawyers,
etc.

These documentwill helpusunderstand better the technicalities of the case and assess potential areas where
MLDI could provide substantive legal assistance to the lawyer handling the case if needed or if requested at a

later stage. s st | st v s | s e . [T v e
Attachments
In order for upload your attachments | —
onto your online app|ication, you will Please be sure that each document uploaded includes the date of document, who wrote it and the document type.
have to follow the steps below: pbdsbeontees o .
| Browse_ | Impugned Article.docx |
. w Up\uad”
1. Click on br owlse
Writ of summons
No file selected.
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2. Select the file that you wish to submit as an attachment to your online application.

3. Clickon “Upl oad” and wait fumentissudcessiullysioadedyodwil unt i |

seethat it appearsunderlined in red when uploadeaks on the screen shot below:

Attachments

* Required before final submission

Please be sure that each document uploaded includes the date of document, who wrote it and the document type.

Published Articles
A copy of any published article or recording/transcript which has been cited in the case. Alternatively, you may send us links to these materials via email, at grants@mediadefence.org.

Impugned Article.docx 8/21/2014 11:27:16 AM 649KB

Remove

Writ of summons

No file selected.

If you encounterany issuein uploading documentsgspecially if you have slow internet spegwu can also

email them to us directly ajrants@mediadefence.org

Finally if you do not have all of the legal documents mentioinetthe list of the main documents at the time of

your application, you can still submit your online application for our consideraind forward them to us

later on via email agrants@mediadefence.org

4. Review your Online Application

Onceyouhavé i | | ed i n al/l of the sect i oRedew my Applicatior’ ampl i ¢ a

check that all of the information you have provided are accurate and complete.

If some of the compulsory questions (preceded by a red star) have not been answered, you will see a red box
at the top of the page and a message in red fidicating vihich onesneed an answer in order for you to be

able to submit your online applicationSee screen shebelow:

=

]

Contact Us

Exit

& Please correct the problems indicated below.

« Who i involved and how are they involved s a required field.
« How and when the legal issue began is a required field.

You can review the information you've provided so far and make necessary modifications here. 1f you're satisfied vith the contents of the application. dick Submit to forvard your application for consideration. If you're not ready to submit your application yet, dick Save &
Finish Later.

About The Applicant Printer Friendly Version | E-mail Draft

R

* Prefix * First Name * Last Name
Mrs. - Grants Officer
* Address

Media Legal Defence Initiative
Grayston Centre
28 Charles Square

* City * Postal Code
London N1 6HT

# Country
United Kingdom -

* E-mail Address
arants@mediadefence.org

t


mailto:grants@mediadefence.org
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About Your Legal Issues

* Raquirms bators final submission H
Ericfly tell us about your legal issue and what you hope to achieve with our assistance. Please include a summary of the relevant facts of your case and include:

*Who is invelved and how are they invelved
A This is 3 required fisld.

* How and when the legal issue began
& This is 5 required field.

Wierd ssunt © of 350

* What type of media does the legal issue involve?
Newspaper - Print  »

Once you have answered all of the compul sory

qguestion
the page

Correspandence
Cormespordence sxchanged betwesn lsmyers

No file selected.

Save & Finish Later i Update H

5. Submit your Otine Application

Once you have completed successfully all of the sections of the online application and wish to submit your
application, you just need to click on “Submit” at tAh

Defence Initiative

MLDI H

Contact Us | Exit

You can review the information you've provided so far and make necessary modifications here. If you're satisfied vith the contents of the application, dick Submit to forvard your application for consideration. If you're not ready to submit your application yet, dick Save &
Finish Later.

About The Applicant

Brinter Friendly Version | E-mail Draft
* Baguires betors final submission

Amicus briefs

No file selected.

Correspendence
Cormespardancs sxcharged batuesn lanyers

H

Please note that your application willonlybeet t o us once you

wi || have clicl
you should receive a confirmation message in your email inbox.

*k%
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Contractual Online Report Guidelines

As soon as you will have received an email from our grants officer to conferaghroval of your grant and
issuing you or your lawyer with an Offer Letter, the grants officer will also publish online a Contractual Report.
This report does not require you to enter any information but you will be asked to upload a series of
documents.MLDI will not be able to proceed with any payments until these documents have beeritgtm

via our online platform.

1. Loginto your Account and Access your Online Report

In order for you to access your Contractual Report, you will have to log into golime account at
https://www.grantrequest.co.uk/SID_12?SA=/Avid uploadthe documents mentioned below via our online
grantsmanagement system (GIFTS):

a. A fee note in the approgd amount of the grant

b. A Power of Attorney showing the agreement of the client to be represented by the named
lawyer.

c. Thebank detailof the contracted person / entity
d. TheCffer letter countersigned byhe contracted person

Yau can always find this link to access your online account, where all of your applications and reports are
|l ocated, via our online website under “ HAMpogh-and by
See screen shot below:

&« C A  [1 www.mediadefence.org/get-help birg

Home About OurWork GetHelp Pariners Getlnvolved News Blog Contact

Journalist or
blogger in trouble?
We can help

M Translate 11 wm 22

Capacity building and Get help

training
MLDI helps journalists, bloggers and independent media under legal threat. We also provide funding

Individual cases to organisations for legal assistance or litigation activities that safeguard of advance media
freedom. If your issue is not a legal one please refer to other sources of help.

Media legal defence

centres If you already have an account and you wish to finalise or access a saved application please login

here: IGAM Login «


https://www.grantrequest.co.uk/SID_12?SA=AM
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Once you haventered that link you will be taken through to the Sign In page where you should enter the
same logn details as for your online application:

Please Sign In

« To Make A New Application
If you already have an account, please log in using your E-mail Address and Password. To create an account,
please use the "Mew Applicant” link found below.

- To Access A Saved Application
If you wish to finalise or access a saved application, please click here then login using the red 'IGAM Login' link.
This isn't necessary if you have accessed this page via a link contained within an automated e-mail.

E-mail Password

New Applicant Forgotten Password

Login |

Once successfully |l ogged into your GI'FTS account,
“Requitrs&émenWhen you click on the “Requirements” tab,
Contractual Stage Report. Please click on that link and start filling in the document.

<« C A https//www.grantrequest.co.uk/SID_12/Defaultasp b

Account: grants@mediadefence.org | Change E-mail/Password Contact Us | Exit
Last Log in: 8/22/2014 5:02 PM GMT00:00

e T

Requirements

Show |New Requirements v
Form Name Project Title Type o Due Updated Action
# Contractual Stage TEST Contractual Report 4850 08/22/2014 08/22/2014 =

Report

2. Attachments and Submit your Report

In the Attachment section, you wilhave to  [EiSiiemasn P Reniess

upload the documents at a), b), c) and d) above. Attachments

Required before final submission

In order for upload your attachments onto your _

H H #* Fees and Expenses
online report, you will have to follow the steps [T T I I T cnansas 5 ncurad and the sances to e provized for consizeration for the ed fes.
beIOW- Choose File |No file chosen

Upload

1. Click on “Choose Fille”
2. Select the file that you wish to submit as| |* rover of attomey

an attachment to your online ;‘EL‘, re e e
application.
3. Then click on “Upload” and wait for a fewuseconds:s

will see that it appears underlined in red when uploaded as on the screen shot below:

8
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Attachments

Required befare final submission

#* Fees and Expenses
Detailed description of the fees and expenses to be incurred and the services to be provided for consideration for the fixed fee.

Choose File |No file chosen
Upload

#* Power of Attorney

POWER OF ATTORNEY .pdf 8/22/2014 6:23:13 PM 68KB

Remove

If you encounter any issues in uploading documentsgeigly if you have slow internet speed, you can also
email them to us directly atrants@mediadefence.org

When you have uploaded the document s, pl ease click ¢
should receive a confirmation email if the documents are successfully submitted.

Interim Online Report Guidelines

MLDI s online interim online reports are easy to fil
notification one month in advance when your online report has been published and is ready for you to fill in.

1. Loginto your Account and Access your Online Report

In order to access your online reports, you will need to log into your online GIFTS account via the following
link: https://www.grantrequest.co.uk/SID_12/?SA=AM

You canalways find this link taccess your online accoynthere all of your applications and reports
are located via our online website undéHe | p” and by linkihdicatekl inmed cated t he
“IGAM Logih— See screen shot below:


mailto:grants@mediadefence.org
https://www.grantrequest.co.uk/SID_12/?SA=AM
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A Get help | Media Legal D' x §__Y

&« C ff [ www.mediadefence.org/get-help

Capacity building and
training

Individual cases

Media legal defence
centres

Home About OurWork GetHelp Partners Getlnvolved MNews Blog Contact

Journalist or
blogger in trouble?
We can help

M Translate B0 mm =

Get help

MLDI helps journalists, bloggers and independent media under legal threat. We also provide funding
to organisations for legal assistance or litigation activities that safeguard of advance media
freedom. If your issue is not a legal one please refer to other sources of help.

If you already have an account and you wish to finalise or access a saved application please login
here” IGAM Login

=
I

Once you have entered that linkou will be taken to the Sign In page where you should enter the sama log
details as for your online application:

[ hitps:/fwww.grantreques: % Y}

€« C M & https//www.grantrequest.co.uk/SID_

12/Defaultasp?CT=CT&SA=AM&FID=&SESID=37056&RL=

Please Sign In

« To Make A New Application
If you already have an account, please log in using your E-mail Address and Password. To create an account,
please use the "Mew Applicant” link found below.

+ To Access A Saved Application
If you wish to finalise or access a saved application, please click here then login using the red 'IGAM Login' link.
This isn't necessary if you have accessed this page via a link contained within an automated e-mail.

Orc e successful

Contact Us | Exit

E-mail Password
New Applicant Forgetten Password
Login
Iy |l ogged i nto your GIFTS account, y
When you c¢click on the “Requirements”

“Requirements”

online interim report. Please click on that link andrsfilling in the document.

10
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MLDI

Media Legal
Defence Initiative

Account: grants@mediadefence.org | Change E-mail/Password Contact Us | Exit
Last Log in: 8/21/2014 10:37 AM GMT00:00

= e |

Requirements

Show MNew Requirements A
Form Name Project Title e Updated Action
# Individual Support: Interim Report TEST Interim Report 4850 08/22/2014 08/22/2014 [l

2. Fill¢in your Online Report

You will notice that the Interim report has 4 sectionshe tabs that will appear at the top of your screen:
“Gener al I nformation”, “Monitoring and RRepemwt i My
Requirement”

L

« C A G https://www.grantrequest.co.uk/SID_12/Defaultasp?SA=SCA&SESID=37281&AID=22302 | =

MLDI

Media Legal
Defence Initiative

Contact Us | Exit

General Information Printer Friendly Version | E-mail Draft

* Required before final submission

Project Title
TEST

Due Date
08/22/2014

Case Type:
Civil defamation/libel

Please indicate if the level of court or location of the court have changed

* Court Type

) Pre-trial

] Caurt of First Instance [Individual Support: Interim Report - Google Chrome | =

Please make sure you complete all the questions in these sectlBoe fields may already contain

information from your application form and you won’t
note that all the questins that have a red star are compulsory and yall not be able to submit the online
report unless you answer those. You can move from a

of the screen.

Save & Finish Later I

11
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Please note that, if you want to save yaeport and submit it at a later time, you will have to logagain by
using this linkhttps://www.grantrequest.co.uk/SID_12/?SA=AM

Save & Finish Later i Next

3. Attachments

I'n the “Attachment eqliredstesutimit additionalydoauments which ybuehave

not provided to MLDI yet but that you think are relevant to communicate to us (e.g. submissitimes court,
etc.)

In order for upload your attachments onto your

0n|inerep0rt1 you will have to followthe steps ___

bel . Attachments
elow:. * Required before final submission

Writ of Summons
Writ of Summons for civil casas.

1. Cl i c @hoasaFile
2. Select the file that you wish to submit as = o
an attachment to your online application. [ pload |
3. Thenti ck on “Upload” |and wait for a few
seconds until the document is successfully oo Snect
uploagled —you will see that it appears “Ch“HfN“ﬂ'h
undetined in red when uploaded as on | .
the screen shot below:

Attachments
* Required before final submission

Writ of Summons
wirit of Summons for civil cases.

Appeal filed on 22nd July 2014.pdf 8/22/2014 5:27:47 PM 668KEB

Remove

Charge Sheet

Charge Shest for criminal cases

Choose File | No file chosen
Upload

If you encounterany issuein uploading documentsspecially if you have slow internet spegwu can also
email them to us directly at

grants@nediadefence.org

12
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4. Review your report and Submit it

Once you have filled in all of the sections of your Inte@imineReport, please check that you have answered
all of the questions, especially those that are compulsory (indicated by a red stag lasthsection of your

report called “Review My Requirement?’
[ Individual Support: Interir x %% =X
« C A G https//www.grantrequest.co.uk/SID_12/Defaultasp o =

Contact Us | Exit

|ttt ot rd i ot st | TR
You can review the information you've provided so far and make necessary modifications here. If you're satisfied with the contents of this report, click Submit. If you're not
ready to submit your report yet, click Save & Finish Later.
General Information Printer Friendly Version | E-mail Draft
* Required before final submission
Project Title
TEST
Due Date
08/22/2014
Case Type:
Civil defamation/libel
Please indicate if the level of court or location of the court have changed

Finally, once you have reviewed all of your answers and are ready to submit your Interim Online Report, make
sure to click on “Submit” at the byotrtepom Pledse setdeas page,
a confirmation emaibt grants@mediadefence.of@nce you have submitted your Interi@nline Report to

inform us.

Save & Finish Later

**kk

13
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Final Online Report Guidelines

ML D finalsnline reports are easy to fill in and very concise. Our grants officer will email you a notification a

month in advance when your online report has been published and is ready for you to fill in.

1. Loginto your Account and Access your Online Report

In order to acess your online repoytyou will need to log into your online GIFTS account via the following link:
https://www.grantrequest.co.uk/SID_12/?SA=AM

You can always find this link to access youlinenaccount, where all of your applications and reports are
|l ocated, via our online website under “ H&Mpogih-and
See screen shot below:

¥ Get help | Media Legal De % %Y I X

&« C ff [ www.mediadefence.org/get-help

sy
I

Home About OurWork GetHelp Partners Getlnvolved MNews Blog Contact

Journalist or
blogger in trouble?
We can help

M Translate B0 = B2

Capacity building and Get h61p

training
MLDI helps journalists, bloggers and independent media under legal threat. We also provide funding

Individual cases 1o organisations for legal assistance or litigation activities that safeguard of advance media
freedom. If your issue is not a legal one please refer to other sources of help.

Media legal defence

centres If you already have an aicount and you wish to finalise or access a saved application please login

here: IGAM Login

Once you have entered that link you will be taken te SBign In page where you should enter the samenog
details as for your online application:

14
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# Individual Support: Final Report TEST Final Report 4851 08/22/2014 08/26/2014
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[ hitps://www.grantreques: x WY =raeex

& C N & httpsy//www.grantrequest.co.uk/SID_12/Defaultasp?CT=CT&SA=AM&FID=&SESID=37056&RL=

£
n

Contact Us | Exit

Please Sign In

+ To Make A New Application
If you already have an account, please log in using your E-mail Address and Password. To create an account,
please use the "New Applicant” link found below.

- To Access A Saved Application
If you wish to finalise or access a saved application, please click here then login using the red 'IGAM Login' link.
This isn't necessary if you have accessed this page via a link contained within an automated e-mail.

E-mail Password

New Applicant Forgotten Password

Login

Once successfully |l ogged into your GI'FTS account,
“Requirements”. When you c uwiltseeablne linkidieectihgReugouydiimae me nt s ”
onlinereport. Please click on that link and start filling in the document.

€ @ niipsy/ /v grantrequest.co.uk/SID_12/ Defaultasp e ||B- Google Pl BE 3 4G =

Account: g g | Change
Last Log in: 8/26/2014 1:03 PM GMT00:00

e

Requirements

Contact Us | Exit

Show New Requirements -

Project Title

2. Fill¢in your Online Report

You will notice that the Final report has 4 sectionthe tabs that will appear at the top ofour screen:
"General Information”, "Monitoring and Reporting Information”, "Attachments" and "Review My
Requirement”. Please make sure you completéhalquestions in these sections:

Contact Us | Exit

Sepessliionastion _ _ _

General Information Printer Friendly Version | E-mail Draft
* Raquired before final submission

i

Project Title
TEST

Due Date
08/22/2014

Case Type:
Civil defamation/libel

Please indicate if the level of court or location of the court have changed

* Court Type
[Cpre-trial
[7J court of First Instance
[¥] Appellate court

[T supreme court

[Flcourt of cassation

15
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Some fields may already contain information from the applicatiomfand you won't be able to add/edit the
data there. However, please note that all the questions that have a small red star are compulsory and you

won't be able to submit the online report unless you answer those. You can move from a section to the other
by clicking on "Next", at the bottom of the screen.

Save & Finish Later |

Please note that, if you want to save your report and submit it at a later time, you will have-to &mgin by
using this linkhttps://www. grantrequest.co.uk/SID_12/?SA=AM

Save & Finish Later i Next |

3. Attachments

In the Attachments section of your Final online repgdy will have to upload some documents:

1. Under the "Financial Report" subsection, you will have to upload a document summarising all of the
expensesncurred by the legal procedures of the case.

2. You will also have to upload all of the receipts related to the legal fees of the case if any, and the
invoice for the remaining fees the be paid by MEDInless there is a chancthat your legal fees
couldbe fully recovered by costs awarded by the court.

3. Finally the last two attachments concern the Judgement or Ruling and Additional supporting
documents if any.

Attachments
* Require: d befors final submission

| | Browse_
Upload

Receipts
Receipts for all fees and expenses in this case, provided by any third parties.

No file selected.

Judgement or Ruling
A copy of a judgemant, ruling er similar documant confirming that the case has baen concluded

No file selected.

Additional Supporting Material

No file selected.

16
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In order toupload your attachments onto your online report, you will have to follow tteps below:

1. CIl i c Rrowsén(See screen shot above)

2. Select the file that you wish to submit as an attachment to your online application.

3. Thenclckon “Upl oad” and wait fcamenté& sucoessfullg wloamegidus unt i |
will seethat it appearsunderlined in red when uploaded as on the screen shot below:

File Edit View History Bookmarks Tools Help W —

> N
./ Individual Support: Final Report % | +

€ | @ https/fuww.grantrequest.co.uk/SID_12/Default.asp

Attachments

*  Required before final submission

* Financial Report
Financial Report of all fass and sxpenses incurred.

financial_report-1.doc 8/26/2014 1:19:13 PM 22KB

Remove

Receipts
Receipts for all fees and expenses in this case, provided by any third parties.

final inveice.doc 8/26/2014 1:19:12 PM 44KB

If youencounterany issuein uploading documentsspecially if you have slow internet spegwu can also
email them to us directly at
grants@mediadefence.org

4. Review your report and Submit it

Finally, once you have reviewed all of your answers and are ready to submiEy@lOnline Report, make

sure to click on “Submit” at the bot teporhPleakesendes page,
a confirmation email aggrants@mediadefence.oygonce you have submitted your Fin@hnline Report to

inform us.

Save & Finish Later -

If you have any feedbackgardingthese guidelines and s@eints for improvement, or need further assistance
with youronline applicationplease feefreeto contactus at:grants@mediadefence.or@hank you!
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