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[bookmark: _Toc369978999]Acronyms
INSTRUCTIONS: Delete any acronyms that you do not use in your report. Add any additional acronyms that you use. Acronyms should ONLY be used for things that appear more than 15 times in your proposal . If something appears less than 15 times it should be written out in full every time. The first time you use an acronym it should be written out in full with the acronym in parentheses afterwards.
AIDS 		Acquired Immunodeficiency Syndrome
HIV 		Human Immunodeficiency Virus
M&E 		Monitoring and Evaluation
MoH		Ministry of Health
NGO 		Non-Governmental Organization
TOT		Training of Trainers
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[bookmark: _Toc369979000]Proposal Overview
INSTRUCTIONS: Write the section last. The overview should be a maximum of 2 pages for most proposals. 
Title
<Insert the title of the project>
Problem
<Briefly describe the problem being addressed>
Target Area & Beneficiaries
<Briefly describe the geographic target area and the people who will benefit from the program>
Goal
<Insert the goal of the project>
Outcomes
· <Insert outcome 1> 
· <Insert outcome 2>
· <Insert outcome 3>.  
Duration
<Describe when the project will start and finish>
Budget
[bookmark: _GoBack]<Give the total budget for the project>
Sustainability
<Briefly describe how the project activities will be sustained in the long term>

[bookmark: _Toc369979001]About <Organisation Name>
INSTRUCTIONS: Complete this section with details of the organisation submitting the application. If more than one organisation is submitting in partnership then copy these sections and complete them for each partner.
[bookmark: _Toc369979002]Organisation Details
	Organisation Name
	<Insert>

	Address
	<Insert>

	Website
	<Insert>

	Telephone
	<Insert>

	Fax
	<Insert>

	Contact Person
	Name: <Insert>
Telephone: <Insert>
Mobile phone: <Insert>
Email: <Insert>

	Registration Details
	Type of organisation: <Insert>
Country: <Insert>
Year: <Insert>
Registration Number: <Insert>


[bookmark: _Toc369979003]Background
<Describe the background of the organisation, including when it was founded, who founded it, and why>
[bookmark: _Toc369979004]Vision & Mission
<Give the vision and/or mission of the organisation>
[bookmark: _Toc369979005]Structure
<Describe the structure of the organisation, including the number of staff and board of directors. Insert an organisational chart.>
[bookmark: _Toc369979006]Past and Current Projects
<List the past and current projects that the organisation has implemented which are relevant to the current proposal. Describe the key results from each project and details for a contact at the donor who can provide a reference.>
	Year
	Project Title
	Key Results
	Donor
	Budget
	Contact Person

	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Name>
<Title>
<Phone>
<Email>

	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Name>
<Title>
<Phone>
<Email>

	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Name>
<Title>
<Phone>
<Email>

	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Name>
<Title>
<Phone>
<Email>





[bookmark: _Toc369979007]Technical Proposal
INSTRUCTIONS: Complete this section with details of the project being proposed. Try to be as specific as possible when describing the problem and solutions that you propose. 
[bookmark: _Toc369979008]Problem Background
<Describe the problem that you are trying to solve. Include relevant statistics and references to previous research showing how big / serious the problem is, who is affected by the problem. Also describe any previous projects or research that has shown what works when trying to solve the problem>
[bookmark: _Toc369979009]Geographic Target Area
<Describe the geographic areas that the project will target. Include one or more maps if possible>
[bookmark: _Toc369979010]Beneficiaries
[bookmark: _Toc369979011]Direct
<Describe the number and type of people who will benefit directly from the project (e.g. people who will attend training, or who will receive support)>
[bookmark: _Toc369979012]Indirect
<Describe the number and type of people who will benefit indirectly from the project (e.g. the family members of people who benefit directly)>
[bookmark: _Toc369979013]Approach
<Describe the overall approach that you will use to solve the problem. If the approach is something that has been used before (e.g. Community Let Total Sanitation, Participatory Rural Appraisal, etc) then describe how it has been used previously and why you think it will be appropriate in your setting>. If relevant you can also describe the specific activities in this section.
<Activity 1>
<Describe the activit>
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[bookmark: _Toc369979014]Logical Framework
INSTRUCTIONS: Complete the following logical framework table, describing the goal, outcome, outputs and activities of the project. See the Logical Framework (Logframe) Template on tools4dev for an example of how to complete this table. 

	
	PROJECT SUMMARY
	INDICATORS
	MEANS OF VERIFICATION
	RISKS / ASSUMPTIONS

	Goal
	<Insert>
	<Insert>
	<Insert>
	<Insert>

	Outcomes
	<Insert>
	<Insert>
	<Insert>
	<Insert>

	Outputs
	<Insert>
	<Insert>
	<Insert>
	<Insert>

	Activities
	<Insert>
	<Insert>
	<Insert>
	<Insert>





[bookmark: _Toc369979015]Monitoring & Evaluation Framework
INSTRUCTIONS: Complete the Monitoring & Evaluation Framework table, describing each indictor and how it will be measured. See the Monitoring and Evaluation (M&E) Framework Template on tools4dev for an example of how to complete this table.
	
	INDICATOR
	DEFINITION
	BASELINE
	TARGET
	DATA SOURCE 
	FREQUENCY
	RESPONSIBLE
	REPORTING 

	Goal
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>

	Outcomes
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>

	Outputs
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>
	<Insert>





[bookmark: _Toc369979016]Work Plan
INSTRUCTIONS: Use the Work Plan Template on tools4dev to create a work plan similar to the example below in Excel and insert it into your proposal.
[image: ]
[bookmark: _Toc369979017]Risk Assessment
INSTRUCTIONS: Use the Risk Assessment Template on tools4dev to create a risk assessment similar to the example below and insert it into your proposal.
[image: ]
[bookmark: _Toc369979018]Gender Equity
<Describe how gender equity has been considered in the design of the project>
[bookmark: _Toc369979019]Vulnerable Groups
<Describe how the needs of vulnerable groups, such as minority groups and people with disabilities, have been considered in the design of the project>
[bookmark: _Toc369979020]Sustainability
<Describe how the results of the project will be maintained in the long term. For example, through handing over to the government, building a sustainable social enterprise, or seeking further donor funding> 
[bookmark: _Toc369979021]Financial Proposal
[bookmark: _Toc369979022]Budget
INSTRUCTIONS: Use the Budget Template on tools4dev to create a budget similar to the example below in Excel and insert it into your proposal.

[image: ]
[bookmark: _Toc369979023]Budget Narrative
<Describe each of the key line items in the budget, why the item is required and how the cost for the item was estimated>
[bookmark: _Toc369979024]Financial Management
<Describe how the organisation will manage the budget appropriately and transparently. For example, will there be a dedicated accountant? Annual external audits? etc>
[bookmark: _Toc369979025]Local Contributions
<Describe any contributions that will be made by participants or local communities, such as volunteer time, or in-kind donations of equipment and materials>
[bookmark: _Toc369979026]Co-funding
<If the project is being funded by multiple donors outline the monetary contribution that each donor is making>

[bookmark: _Toc369979027]References
INSTRUCTIONS: Insert full references to documents mentioned in the text. References should include as a minimum the author, date, title, source, and URL of the document where available. All references should use the same format.

<Author>, <Date>. <Title>. <Source>. Available at: <URL>
<Author>, <Date>. <Title>. <Source>. Available at: <URL>
<Author>, <Date>. <Title>. <Source>. Available at: <URL>
<Author>, <Date>. <Title>. <Source>. Available at: <URL>

[bookmark: _Toc322331125][bookmark: _Toc369979028]Appendices
INSTRUCTIONS: Add any necessary appendices. This may include registration certificates, background information on the approach or activities, job descriptions for key positions, etc. 
[bookmark: _Toc322331126][bookmark: _Toc369979029]<Appendix Title>
<Insert appendix content>
[bookmark: _Toc322331127][bookmark: _Toc369979030]<Appendix Title>
<Insert appendix content>
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Baseline survey

Design survey Program Manager

Recruit data collectors Program Manager

Collect data Field Officers

Enter data Admin Team

Analyse data Technical Advisor

Write report Technical Advisor

Stakeholder engagement

Stakeholder mapping Program Manager

Orientation meetings Program Manager

Quarterly meetings Program Manager

Newsletter updates Program Manager

Recruitment and training

Recruit peer educators Training Manager

Training - HIV Trainers

Training - Family planning Trainers

Training - Nutrition Trainers

Training - Gender based violence Trainers

Training - WASH Trainers

Campaign implementation

Run launch concert Program Manager

Peer education sessions - District A Peer Educators

Peer education sessions - District B Peer Educators

Peer education sessions - District C Peer Educators

Distribute posters and leaflets Peer Educators

Endline survey and evaluation

Design survey and interviews Program Manager

Recruit data collectors Program Manager

Collect data Field Officers

Enter data Admin Team

Analyse data Technical Advisor

Write report Technical Advisor

Year 3

Task Responsible

Year 1 Year 2


image3.emf
# Risk Description Probability Severity  Actions to Minimise Risk 

1

1.1

Theft of food supplies 

intended for vulnerable 

families by staff

Field staff and drivers working in the 

field to deliver food supplies to families 

often work without direct supervision. 

They may steal the food supplies 

rather than delivering them to their 

intended recipients.

Moderate Major

All families receiving food supplies 

must thumb print or sign the delivery 

receipt. Every month the program 

manager will conduct an audit of 10% 

of the households, randomly selected, 

to confirm they received the food 

supplies.

2

2.1

Civil unrest may delay 

delivery of food supplies

An election will be held in May 2013. 

Although the previous two elections 

have been relatively peaceful, there is 

a chance that the election may spark 

civil unrest, such as riots, in the target 

areas. In this case it may not be 

possible to deliver food supplies to 

vulnerable families, and staff may be 

put at risk.

Unlikely Catastrophic

The country director will continue to 

monitor the security situation, 

particularly in the lead up to the 

election, and will discuss the situation 

regularly with the program manager. A 

contingency plan will be prepared in 

case of civil unrest, such as leaving 

food supplies at designated collection 

points rather than going house by 

house.

Internal Risks

External Risks
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Item Units Quantity Frequency  Unit Cost   Total Cost 

Personnel

Program Manager number / months 1 24 1,000 $             24,000 $         

Trainers number / months 3 10 500 $                15,000 $         

- $              

- $              

- $              

- $              

- $              

- $              

Subtotal 39,000 $         

Equipment & Vehicles

Desktop computers computers 3 1 1,300 $             3,900 $           

Motorbikes motorbikes 2 1 2,000 $             4,000 $           

- $              

- $              

- $              

- $              

- $              

- $              

Subtotal 7,900 $           

Activities

Lunch for training sessions participants / days 300 5 5 $                   7,500 $           

Printing training manuals participants / manuals 300 3 6 $                   5,400 $           

- $              

- $              

- $              

- $              

- $              

- $              

Subtotal 12,900 $         

Monitoring & Evaluation

Consultant to conduct mid-term evaluation days 10 1 700 $                7,000 $           

Room hire for annual review meeeting rooms / days 2 5 100 $                1,000 $           

- $              

- $              

- $              

- $              

- $              

- $              

Subtotal 8,000 $           

Administrative

Rent properties / months 1 24 800 $                19,200 $         

Health insurance staff / years 15 2 100 $                3,000 $           

- $              

- $              

- $              

- $              

Subtotal 22,200 $         

TOTAL 90,000 $         
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