[image: image1.jpg]



International Network for Capacity Building 

in Integrated Water Resources Management
Guide to Project Proposal Development
Capacity Building Networks in Integrated Water Resources Management

November 2005

Contents

	Introduction
	3

	
	

	1. Preliminary questions and considerations
	5

	1.1. What is understood by “project”
	5

	1.2. Sources of project ideas
	5

	1.3. Preliminary assessment of a project idea
	5

	
	

	2. Writing project proposals
	6

	2.1. Getting started
	6

	2.2. Letter proposal
	7

	2.3. Length of the proposal
	7

	
	

	3. Components of a proposal
	8

	3.1. Cover page and table of contents
	8

	3.2. Executive summary
	8

	3.3. Introduction and justification
	8

	3.4. Goal and objectives
	9

	3.5. Activities
	9

	3.6. Monitoring and evaluation
	10

	3.7. Key personnel
	11

	3.8. Strengths and innovation
	11

	3.9. Sustainability
	11

	3.10. Budget
	12

	3.11. Conclusion and annexes
	13

	
	

	4. What happens next?
	13

	
	

	Annex 1. Logical Framework Analysis: a brief introduction
	14

	Annex 2. Checklist for project design 
	18


Acronyms

Cap-Net

International Network for Capacity Building in IWRM

IWRM


Integrated Water Resources Management

LFA


Logical Framework Analysis

LFM


Logical Framework Matrix

MDGs


Millennium Development Goals

UNDP


United Nations Development Programme


Introduction

Capacity building networks making up the Cap-Net global partnership are actively working at various levels with the objective of responding and bringing support to the vast needs in terms of development the world is facing today. Most of these needs are embraced under the Millennium Development Goals (MDGs). In this context, water is recognised as essential for development and the achievement of many different goals. 

In their operation as focal points for capacity building, networks face different challenges. One of them is having the ability to present good project proposals that can attract financial support. Despite the fact that capacity building may be easily recognised as a key activity in a context of well known development problems, there are specific skills that need to be used in order to plan realistic responses in the frame of a project. A good idea is not enough and it must be transformed into a good proposal to attract funding support.

Objective. This overview is devoted to the process of developing good projects proposals. The overview is designed to be used by network managers, network members, executives and any other persons who want to elaborate projects proposals to be presented to donors and other interested parties. 

This is a compilation from existing guidelines and documents prepared by specialised organisations and the principles and techniques are generally applicable to projects proposals from various sectors (Box 1). As such, the overview is intended as a first approach to the subject and users are strongly recommended to consult the recommended references for a deeper understanding and skills development. 


1. Preliminary questions and considerations

1.1
What is understood by “project?”

A project is defined as “the practical means of doing something” or “a way of achieving something”. More specifically, a project aims to reach a specific goal, from a defined starting point, within a given time frame, with specified inputs e.g. money, manpower. It is a means by which the ideas and objectives are converted into practical reality. 

A project can stand alone or be related to a number of other projects or activities in a programme. For example, a programme to improve the quality of water in a river basin might involve a number of waste water treatment projects, projects providing new sewage infrastructure, projects for training staff how to operate and maintain the plants and infrastructure, and projects to raise public awareness about water conservation practices and the need for payment for water supply. A project usually is made up of a number of outputs which are integrated with each other and do not stand alone. In turn, outputs comprise a number of separate activities.

1.2
Sources of project ideas

Project ideas can be drawn from a number of different sources. Most people start with a problem or something that they want to achieve. A project may be used to implement a policy, or, in our case, for capacity building for IWRM implementation. The following are possible sources of project ideas:

· From an analysis of environmental problems and opportunities.

· Public health may be endangered (pollution of drinking water)

· There may be a need to implement new legislation, or institutional arrangements (IWRM)

· There may be a national invitation for organisations to prepare projects proposals.

· Partly or fully developed ideas may already exist

· Ideas may have been generated in the course of evaluating and implementing earlier projects. 

In other cases, you may have identified a problem, but do not know yet how to address it. Common ways of generating project ideas and alternatives are:

· By brain-storming within your organisation;

· By adapting good practice used in other regions or countries to suit local conditions;

· By inviting proposals to solve an identified problem (from members and partners in the case of networks)

1.3
Preliminary assessment of a project idea

Once the idea has been identified, it is time to develop a full description of the project. What is needed is sufficient information to judge whether the project addresses the identified problem and whether it is realistic and likely to be affordable. 

A first test of your ideas so far is to answer the following questions:


What? 

– the objective


Why? 

– the background


How? 

– the activities and outputs


When? 

– the duration


How much? 
– the budget required

This will provide the basis for the further discussion and development of the full proposal. Preliminary assessment includes identifying whether domestic funding is likely to be available for the project and, if so, from what source. If money will be needed from external (foreign) sources, it is necessary to know about the types of funding possible, potential sources, implications of borrowing money, and requirements of the different funders. 

2. Writing project proposals

2.1
What do you need?

An essential step in seeking resources for a project is to write a project proposal and/or project document. A project proposal is a relatively short paper of 8 to 10 pages setting out the essential needs and used subsequently for initial negotiations with possible partners and/or donors. A project document is an elaborate version of the project proposal to be submitted to a donor for funding decision.

A project document is normally prepared after a donor or partner has accepted a project proposal. And this is the reason for focusing the current overview on proposal preparation. 

In writing a project proposal, it is useful to begin with the basic principles of project design: What do we want? Why?; What do we have?; How do we get what we want?; When can we achieve what we want?; How do we ensure the achievement of what we want?; What will be the impact of the project when implemented?

The process of writing project proposals and designing projects are inevitability linked. Some elements of project design will be seen, especially in annex 1 where the Logical Framework Analysis for project design will be briefly presented. Users should consider the importance of proper project design. Valuable information for such skills is also available through the links mentioned. 

2.2
Getting started

Before presenting or finalising a project document, it is usually wise to prepare a short proposal of the project idea for presentation to partners and donors. A project proposal aims to identify and attract possible interest in financing the project. Normally, a donor agency or funding institution will not officially approve a project until a fully-fledged project document has been prepared.

	Questions to consider when researching a donor

	· What are the donor’s priorities and organizational values?

· What kind of projects has the donor funded in the past?

· Where has the donor funded projects?

· Are there expenses that the donor will not fund?

· What are the proposal guidelines?

· When is the due date for proposals?

· What are the budget levels that the donor will fund?

The proposal format presented along this overview encompasses the elements sought by many donors. Nevertheless, it is important to keep in mind that many donors have their own format for proposals that may differ from this one and should be followed closely.


2.3
Letter proposal
Sometimes the scale of the project might suggest a small-scale letter format proposal, or the type of request might not require all of the proposal components or the components in the sequence recommended here. The guidelines and policies of individual funders will be your ultimate guide. Many funders today state that they prefer a brief letter proposal; others require that you complete an application form. In any case, you will want to refer to the basic proposal components as provided here to be sure that you have not omitted an element that will support your case. 

Here are the components of a good letter proposal: 

· Make the request: The letter should begin with a reference to your prior contact with the funder, if any. State why you are writing and how much funding is required from the particular foundation. 

· Describe the need: In a very abbreviated manner, tell the funder why there is a need for this project, piece of equipment, etc. 

· Explain what you will do: Just as you would in a fuller proposal, provide enough detail to pique the funder's interest. Describe precisely what will take place as a result of the grant. 

· Provide agency data: Help the funder know a bit more about your organization by including your mission statement, brief description of programs offered, number of people served, and staff, volunteer, and board data, if appropriate. 

· Include appropriate budget data: Even a letter request may have a budget that is a half page long. Decide if this information should be incorporated into the letter or in a separate attachment. Whichever course you choose, be sure to indicate the total cost of the project. Discuss future funding only if the absence of this information will raise questions. 

· Close: As with the longer proposal, a letter proposal needs a strong concluding statement. 

· Attach any additional information required: The funder may need much of the same information to back up a small request as a large one: a board list, a copy of your tax return, financial documentation, and brief resumes of key staff. 

It may take as much thought and data gathering to write a good letter request as it does to prepare a full proposal (and sometimes even more). Don't assume that because it is only a letter, it isn't a time-consuming and challenging task. Every document you put in front of a funder says something about your organisation. Each step you take with a funder should build a relationship for the future.

2.4
Length of the proposal 

A project proposal has some essential components that are presented in the next section. The length of the proposal will depend on the nature and size of the project to be implemented. Generally, for a smaller project that will be implemented in one or two years, the proposal may be 8 to 10 pages long (excluding attachments). For a large, multiyear project, the proposal may be longer. Donors may specify in their guidelines whether there is a page limit on proposals. Be sure to adhere to these guidelines, as some donors will not even consider the proposal if it falls outside the guidelines. 

The proposal is meant as an initial paper for discussion with other partners and for negotiation with the donor. The proposal must set forth the aim, objectives, activities, expected results, work plan, and resources needed. Worth noting is that a proposal needs to be short and concise so that and external reviewer, who is not necessarily knowledgeable about the subject, can have a clear idea of what the project is about. 

3. Components of a proposal

3.1
Cover page and table of contents

The cover page for your proposal should provide key information and look professional. It should include:

· Name and logo of the organisation

· Name of the project

· Name of the potential donor

· Month and year of submission

· Contact person(s) at your organisation, with complete contact information (address, phone and fax numbers, e-mail, web site)

· Optional: duration of  project and budget amount and request

If your proposal is longer than five pages, include a Table of Contents. This will help the donor reading it to know what to expect, and know that you have considered different aspects of project development. It is often helpful to create the Table of Contents before you begin to write the proposal and use it as an outline for your writing. The use of many abbreviations will require the insertion of a list of abbreviations.

3.2
Executive summary (1-2 pages)

The recommended length for the Executive Summary is one page (or two pages for a larger proposal). Why should you write an executive summary? Donors receive a large number of proposals, and in reading an executive summary, donors can determine whether your project interests them. A well written executive summary demonstrates that you know what your project is about because you can highlight the key elements. An executive summary is a summary of the entire proposal. This means that it should include brief descriptions of key information from each section of the proposal. The text of the executive summary should answer the following questions:

· Who (what organisation) is requesting a grant?

· Why are you requesting it?

· What problems will you address and where?

· How long will the project last?

· What are your goals and objectives?

· How will you meet those goals and objectives? (What are the activities?)

· What results do you expect to achieve?

· What is the project budget? How much are you requesting from the donor? Are there counterpart funds that your organisation or another organisation is offering?

· How will your project continue once funding ends (sustainability)?

Remember, sometimes the executive summary is the only section of the proposal that a decision maker has time to read. The executive summary should be placed right after the Table of Contents in the proposal. 

3.3
Introduction and Justification (2-3 pages)

If the funder reads beyond the executive summary, you have successfully piqued his or her interest. Your next task is to build on this initial interest in your project by enabling the funder to understand the problem that the project will remedy. 

The introduction to a proposal must cover two themes: the problem the project intends to address and the credibility and qualifications of the organisation planning to implement the project. 

Describe the problem or need for the project:

The statement of need will enable the reader to learn more about the issues. It presents the facts and evidence that support the need for the project.

· Convey a sense of urgency. Why should a donor pay attention to the problem you describe? Be thorough but brief.

· Provide up to date statistics and the most recent research findings. Draw on information obtained from the needs assessment, if one was conducted. Properly cite your findings; donors may want to know how recent your information is and the credibility of your sources. If the only available statistics seem out of date, mention that they are the most recent ones, if, in fact, they are the only statistics available.

· Refer to the review of theories and programmes that have dealt with similar issues. Take note of results and lessons learnt, gaps in knowledge, strategies and programme areas that need to be expanded or tested. 

· Discuss the type of project that is needed to address the problem.

· Provide a brief overview of the proposed project, including beneficiaries and expected results (no more than one paragraph). 

Describe the organisation that proposes to address the problem:

· An accurate understanding and definition of the problem should lead logically to a description of why the problem is of concern to your organisation. 

· Describe your organisation, including when it was established, its mission and goals, and particularly, the skills or experience the organisation has that makes it a good candidate for the proposed project. 

· Name other organisations (collaborators) that will participate in the project, if any. Many donors are interested in funding collaborations, in order to draw on the expertise of various organisations, scale up programmes, and obtain a greater return on their investment. Describe your previous involvement with other collaborators and why the alliances were successful.

· Describe how the future beneficiaries were involved in the development of the proposal, if relevant.

3.4
Goal and Objectives

The listing of goals and objectives should take up less than half a page. Prior to writing the proposal, it is recommended that you complete a logical framework. A brief introduction and guidelines for the preparation of a logical framework analysis for project design is presented in annex 1. Objectives are the measurable outcomes of the program. Your objectives must be tangible, specific, concrete, measurable, and achievable in a specified time period. You might, for example, use numbers, bullets, or indentations to denote the objectives in the text. Above all, be realistic in setting objectives. Don't promise what you can't deliver. Remember, the funder will want to be told in the final report that the project actually accomplished these objectives.

3.5
Activities (3 – 5 pages)

This is an important section because you can explain to the donor exactly what you will do with the donor’s funds. Activities should support the achievements of objectives and be related to the indicators. The activities must address the objectives and the expected results and must explain how the project is going to achieve these objectives. The activities described must be practical and realistic, and must take account of the human, material and financial resources, as well as the time needed for implementation.

Be descriptive in the Activities section of the proposal. For each activity, discuss:

· How will it be done or carried out?

· Why did you choose these activities?

· Who will conduct the activity?

· Who are the beneficiaries? Will the beneficiaries be involved in the design, implementation or evaluation of the activity?

· How many beneficiaries will be directly involved? How will you recruit or attract them? How can you maximize their participation in the activity?

· When will the activity occur? For how long? What will be the frequency of the activity? (Will it happen once, or will it be repeated?)

· What materials will you need to conduct the activity? Will materials or curricula have to be developed or do the materials already exist? Will the materials need to be adapted, and if so, how?

· Will your organisation collaborate with other organisations to carry out the activity? What will be the role of each one?

The activities described in this section need to be consistent with the budget. How the activities will accomplish each objective must be explained clearly. The activities for each objective will also be listed in the Work Plan. This is a grid that list all the activities, the persons to carry them out, and when the activities will be conducted.

Sample Work Plan format (completed and included in the annexes section of the proposal)

A table must be prepared listing the activities and indicating when they will start and when they are expected to finish. Sufficient time must be allotted for starting up and winding up the project.

	Title of the Project:

	Goal:


	Outputs
	Activities
	Person(s) Responsible
	Year 1
	Year 2
	Year 3

	
	
	
	1
	2
	3
	4
	1
	2
	3
	4
	1
	2
	3
	4
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	3.1
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	3.2
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	3.3
	
	
	
	
	
	
	
	
	
	
	
	
	


3.6
Monitoring and evaluation

This is an integral part of the project proposal. An evaluation plan should not be considered only after the project is over; it should be built into the project. Including an evaluation plan in your proposal indicates that you take your objectives seriously and want to know how well you have achieved them.

This section provides details on how the effects of the intervention will be measured. In addition, a well-designed monitoring and evaluation plan will enable project staff to understand how the project is functioning and to make programmatic decisions throughout the life of the project. 

The monitoring and evaluation section should answer the following questions:

· What indicators will be measured? (refer to the logical framework)

· Where will the information or data come from?

· Who will collect the data?

· How and how often will reporting occur?

Remember that the Monitoring and Evaluation section of your proposal should be consistent with the budget. For example, if the section states that staff members will work on evaluation activities, then there should be a budget line to cover the corresponding portions of their salaries. 

3.7
Key personnel (half a page or less)

Details about individual staff members involved in the project can be included either as part of this section or in the appendix, depending on the length and importance of this information. An interest donor will want to be convinced that the project will be carried out successfully, and that the human resources are adequate for the tasks proposed. In this section of the proposal describe:

· Who will work on the project?

· What responsibilities will they have?

· What proportion of their time will be used to support the project?

· What qualifications do they have?

Remember to be consistent with job titles in the Key Personnel and Budget sections of the proposal. If the Project Coordinator is described as working 50% of his/her time, then this same time percentage should be included in the Budget. If there are any staff who will work on the project but are not included in the budget, then present this staff time as counterpart funding. 

3.8
Strengths and innovation (half a page)

Donors realize that providing their funds to an organisation is not only an opportunity to address important issues, but also a risk. To help minimize the risk and to reassure a potential donor that the project will meet its objectives, it is important to convey the donor the strengths of the project. This may relate to your organisation, your partners, your experience with the beneficiaries, the fact that the strategies have been successful elsewhere, and so on. This section of the proposal is a place to reiterate what is innovative or interesting about your project, what sets it apart from other projects. 

Normally a resume of your organization should come at the end of your proposal. Your natural inclination may be to put this information up front in the document. But it is usually better to sell the need for your project and then your agency's ability to carry it out. It is not necessary to overwhelm the reader with facts about your organization. This information can be conveyed easily by attaching a brochure or other prepared statement. Also consider that valuable information on your organisation has also been mentioned in section 3 (Introduction and Justification), so you should be careful not to be repetitive. 

3.9
Sustainability

A clear message from funders today is that applicants will be expected to demonstrate in very concrete ways the long-term financial viability of the project to be funded. Sustainability refers to the ability of a project to continue once the initial grant or external source of funding has ended. Although assuring the continuation of activities beyond a period of donor funding is a challenge, it is possible. Some strategies to generate local income or to cover the costs of the project that could be explored are:

· Integrate the project into your organisation’s budget and cover its costs through normal fundraising means.

· Seek other local, national, or international donors who can support the project and may have a long-term interest in the project’s success.

· Sign agreements or enter into collaboration with other institutions, such as governmental agencies, which can assume some responsibility for the project or can finance the project. 

· Involve the community or beneficiaries in planning for the sustainability of a project that affects them.

· Offer to sell your organisational expertise gained from the project to other organisations, through the provision of technical assistance or training. 

· Collect fees from clients or users for services and products provided, as appropriate. 

In the proposal, it is important to demonstrate to the donor that you have thought about the issue, and will explore strategies that are feasible to achieve some level or sustainability. Show commitment to the sustainability of the project by including sustainability activities in the work plan of the project. 

3.10
Budget

The budget section of the proposal should reflect the staffing and resource requirements for the project. It should include costs for personnel, materials, equipment, and activities mentioned in the proposal. Be sure to include the costs for monitoring and evaluation. 

The budget, presented in a table, should be accompanied by narrative Budget Notes on a separate page. A staff member at a donor organisation should be able to look at a budget and the accompanying notes and see almost everything he or she needs to know to make a decision about the project. The budget relates directly to the activities described in the proposal. 

	Consider the following tips relating to the budget format and costs:

Format

· If a donor has a particular budget format for applicants, follow it.

· At the top of the page, include the project title, the name of the organisation, and the project period.

· The staff persons listed in the budget should be consistent with the staff persons described in the Key Personnel section, using the same job titles.

· For a multiyear project, provide costs for each year in a separate column.

· The budget that is sent to a donor with the proposal should be a summary and should fit on one page. 

· Many donors like to see what other donors are contributing to the project, so if there are several donors, include a column listing the amounts they will be contributing to each budget line. 

· On a separate page(s), include “budget notes.” This is a narrative description of the budget that explains to the donor what is included in each budget line. 

Costs

· Staff costs should reflect salaries by monthly rate, and the proportion of their time to be spent on the project. For example:

Project Coordinator (100%) @ $2.000/month x 12 months = $24.000

· Include a budget line for “indirect” or “overhead” costs normally accepted by the donor organisation. Some donors may be unwilling to fund indirect or overhead costs. Therefore, it is usually best to include as many costs as possible as “direct” costs (that is, in the main budget lines). 

· If a planning phase is proposed, make sure to include costs associated with it.

· Equipment costs must be well researched and justified. From the activities section, and the budget narrative, it should be clear why your project needs new equipment. 




3.11
Conclusion and annexes

Every proposal should have a concluding paragraph or two. This section is also the place to make a final appeal for your project. Briefly reiterate what you want to do and why it is important. Underscore why your organisation needs funding to accomplish it. Don't be afraid at this stage to use a bit of emotion to solidify your case. 

Several annexes are normally attached to the proposal. The material in the attachments will complement the text in the proposal. An interested donor will have the chance to review the annexes after reading the proposal. Common annexes are the Logical Framework, Work Plan, and Letters of support from collaborating organisations. 

4. What Happens Next? 

Submitting your proposal is nowhere near the end of your involvement in the grantmaking process. Grant review procedures vary widely, and the decision-making process can take anywhere from a few weeks to six months or more. During the review process, the funder may ask for additional information either directly from you or from outside consultants or professional references. Invariably, this is a difficult time for the grantseeker. You need to be patient but persistent. Some grantmakers outline their review procedures in annual reports or application guidelines. If you are unclear about the process, don't hesitate to ask. 

If your hard work results in a grant, take a few moments to acknowledge the funder's support with a letter of thanks. You also need to find out whether the funder has specific forms, procedures, and deadlines for reporting the progress of your project. Clarifying your responsibilities as a grantee at the outset, particularly with respect to financial reporting, will prevent misunderstandings and more serious problems later. 

Nor is rejection necessarily the end of the process. If you're unsure why your proposal was rejected, ask. Did the funder need additional information? Would they be interested in considering the proposal at a future date? Now might also be the time to begin cultivation of a prospective funder. Put them on your mailing list so that they can become further acquainted with your organization. Remember, there's always next year. 

Writing a Funding Proposal: Do’s and Don’ts

	Do
	Don’t

	· Make contact with a “real” person and then address the proposal to him or her.

· Plan ahead so that your proposal isn’t rushed or crisis-related.

· Show that you know who else is working in the field and what they are doing.

· Involve others in editing the proposal.

· Explain acronyms.

· Keep it short –not more than 10 pages for the body of the proposal and less if possible.

· Show that you care about the work –show some passion.

· Pitch the tone correctly –be human rather than academic, let the human story come through, but don’t go overboard on emotion.


	· Take a “one proposal fits all” approach –if you have done your homework on the funding agency, use what you know to make the proposal fit the agency.

· “Pad” your budget to include things that are not related to the project.

· Hide information the donor is entitled to.

· Send so much documentation that the reader gives up before he or she begins.

· Assume that the donor knows all about you so you don’t need to bother to present yourself well.

· Use unnecessary jargon.

· Make the project fit the donor criteria at the expense of what you think needs to be done.


Annex 1: The Logical Framework Analysis for project design: a brief introduction

The LFA is one of the principal tools used for project design and planning. The LFA provides tools for project conceptualization, design, execution, monitoring and evaluation. Its purpose is to structure the process of planning and to communicate essential information about a project. See the web reference for more details on the LFA approach. 

The Logical Framework Matrix (LFM) is presented in a four-by-four matrix. The four columns present the following information:

· Narrative summary of the objectives and activities

· Objectively verifiable indicators (specific targets to be reached)

· Means of verification (where information on indicators may be obtained); and

· Assumptions (factors outside the direct control of the project executing unit and/or executing agency that imply risks)

And the four rows are as shown in the next figure.

How it works.  See the figure below: If we carry out the activities, we will produce the outputs. If we produce the outputs we should achieve the purpose. If we achieve the purpose, then we should make a significant contribution to achievement of the project’s goal or goals. It is important to remember that other actions in addition to this particular project are needed to achieve the goal. 










One of the important conventions in the LFM is that objectives, goal, purpose, outputs / components, are all phrased as results obtained. In that sense, they reflect accomplishments, successes, and / or targets achieved. At the goal level it is acceptable to begin phrasing with “contribute to…” since the project will be one of several actions that are necessary for achievement of the goal. 

Building the Logical Framework Matrix:

	Narrative Summary
	Indicators
	Means of Verification
	Assumptions

	GOAL(S)

Objective(s) to which the project contributes significantly. It refers to the impact the project will have, generally at the sector or national level.
	Indicators at the Goal level refer to the project’s overall impact.
	Sources of information for each indicator to verify the extent to which the stated goal(s) have been achieved. Primary sources (surveys, direct observation, etc.) as well as secondary sources (regularly collected information) may be included.
	Sustainability

Significant events, enabling conditions, or decisions that are necessary for the flow of benefits generated by the project to continue over time.

	PURPOSE

Objective (hypothesis) that represents the direct effect or outcome to be achieved as a result of use of the Outputs/Components by project beneficiaries. In the Logical Framework System every good project has only one Purpose.


	Indicators at the Purpose level correspond to the direct effect or outcome to be achieved once project implementation is completed. Targets that reflect the situation at the end of the project should be included. Each indicator should specify Quantity, Quality and Time of outcome to be achieved.
	Sources of information for each indicator to verify the extent to which the Purpose has been achieved. Primary sources (surveys, direct observation, etc.) as well as secondary sources (regularly collected information) may be included.
	Purpose to Goal(s)

Significant events, enabling conditions, or decisions (outside the control of the executing agency) that must occur in conjunction with the achievement of the Purpose, in order to contribute significantly to the project’s Goal(s).

	OUTPUTS/COMPONENTS

The project’s deliverables (physical works, training, etc.) the executing agency is required to produce in accordance with the contract. These outputs should be expressed as completed work (systems installed, persons trained, etc.).
	Indicators for the project’s Outputs/Components are succinct, but clear, descriptions of each “deliverable” to be produced during project execution. Each should specify Quantity, Quality, and Time for each Output to be completed. (They do NOT refer to the inputs needed to produce the Outputs/Components.)
	Sources of information for each indicator to verify the extent to which each Output/Component was produced. Primary sources (surveys, direct observation, etc.) as well as secondary sources (regularly collected information) may be included.
	Outputs to Purpose

Significant events, enabling conditions, or decisions (outside the control of the executing agency) that must occur in conjunction with the production of the Outputs/Components, in order to contribute significantly to the project’s Purpose.

	ACTIVITIES

Activities the executing agency must complete in order to produce each of the project’s Outputs/Components, and that denote costs. A list of significant activities is made in chronological order to produce each Output/Component.
	This cell contains the cost of each Activity. Adding the costs will produce a budget for each Output/Component to be produced and a total project cost.
	This cell contains the reporting and financial monitoring mechanisms where the evaluator may obtain information to verify whether the budget was spent as planned.
	Activities to Outputs

Events, enabling conditions, or decisions (outside the control of the executing agency) that must occur in conjunction with the Activities in order to produce the project’s Outputs/Components.


Annex 2. Checklist for project design and further recommendations

i What does a well designed project proposal look like?

Context and objectives

· Clear description of the social and economic context into which the project fits;

· Description of how the individual project relates to other existing and planned activities;

· Clear statement of the problem / target to be addressed;

· Direct link between wider, long term objectives and the immediate objectives of the project.

Beneficiaries and impact

· Clear statement about who will benefit from the project;

· Demonstration of awareness of any possible negative impacts of the project and how these will be minimised.

Results and realism
· Clear and distinct objectives setting out what is to be achieved;

· Clear outputs – specific in terms of quantity, quality, time and place –with a well defined target group;

· It will be realistic in terms of objectives, resources and timescale;

· The work programme for the project should be realistic in terms of the time allowed and the scheduling of tasks;

· It will be clear about which activities contribute directly to the project and its outputs.

Project resources and management

· It should be specific about activities and the resources required doing them. If your proposal has activities for which no resources are allocated, there is nothing wrong!

· The manpower resources and skills required for the project should be confirmed as available;

· You should have a clear idea about the way in which the project will be managed;

· The basic operating environment should be in order e.g. accommodation and equipment for the team;

· You should show that the institutional context for the project is supportive. 

Assumptions and commitment

· The assumptions that you have built-in to the project design should be clearly set out. The more questionable ones should have been analysed and checked;

· You should describe how you will be making a local contribution to the funding of the project. This will show funders that you are fully committed to the project. 

ii Common faults in project proposals

Context and objectives
· The project does not fit the funder´s priorities, terms or strategy;

· Failure to appreciate the socio-economic context in which a project is to be developed;

· The proposal fails to take account of other relevant activities;

· No clear relationship between the immediate objective of the project and the wider, longer term objectives;

· Objectives are vaguely worded, confuse ends with means, and are not distinct from each other (in the worst case they may be in conflict with each other);

· Failure to be clear about the problem and the immediate objective.

Beneficiaries and impact

· Unclear who are the intended beneficiaries of the project;

· Failure to appreciate the negative aspects of a project and to suggest appropriate measures;

Results and realism

· Being over-optimistic about what can be achieved;

· Outputs confuse ends with means, or are not specified in sufficient detail.

Work plan, management and resources

· The work plan is unclear, the resources or time required has been underestimated;

· Not enough time has been allowed for the completition of tasks –implementation often takes longer than planned;

· Tasks are not defined in sufficient detail and do not contribute to the achievement of outputs;

· Insufficient allowance has been made for project management, or the management structure is poorly thought out;

· Local institutional capacity and leadership are inadequate to carry out the project;

· Inputs are inadequate or unrealistic. 

Assumptions

· The assumptions are not clear and not fully explained. 
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Box 1.  Resources used in this guide (1-7) and recommended Web references (8-12)





International Planned Parenthood Federation. Guide for Designing Results-Oriented Projects and Writing Successful Proposals. � HYPERLINK "http://www.eldis.org/static/DOC12344.htm" ��http://www.eldis.org/static/DOC12344.htm�


CIVICUS, World Alliance for Civil Participation. Writing a Funding Proposal. � HYPERLINK "http://www.civicus.org/new/media/Writing%20a%20funding%20proposal.pdf" ��http://www.civicus.org/new/media/Writing%20a%20funding%20proposal.pdf�


World Health Organisation, Regional Office for Africa. Standard Format Afro Project Documents. � HYPERLINK "http://www.afro.who.int/irm/reports/project_eng.pdf" ��http://www.afro.who.int/irm/reports/project_eng.pdf�


Interamerican Development Bank, IDB E-COURSES. The Logical Framework for Project Design. � HYPERLINK "http://www.iadb.org/int/rtc/ecourses/index.htm" ��http://www.iadb.org/int/rtc/ecourses/index.htm�


European Commission. Environmental Project Development Handbook. Available through Cap-Net Web Site, references. � HYPERLINK "http://www.cap-net.org" ��www.cap-net.org� 


Logical Framework Approach, NORAD. � HYPERLINK "http://www.baltichealth.org/getfile.php/11071.354/LFA%20handbook.pdf" ��http://www.baltichealth.org/getfile.php/11071.354/LFA%20handbook.pdf� 


Proposal writing short tutorial course. � HYPERLINK "http://fdncenter.org/learn/shortcourse/prop1.html" ��http://fdncenter.org/learn/shortcourse/prop1.html�


This link is part of the World Bank Web site; it presents information on the project cycle and list of hyperlinks to relevant documents, procedures and additional information for project preparation. 


� HYPERLINK "http://web.worldbank.org/WBSITE/EXTERNAL/PROJECTS/0,,contentMDK:20120731~menuPK:41390~pagePK:41367~piPK:51533~theSitePK:40941,00.html" ��http://web.worldbank.org/WBSITE/EXTERNAL/PROJECTS/0,,contentMDK:20120731~menuPK:41390~pagePK:41367~piPK:51533~theSitePK:40941,00.html�


Guidelines from the Inter American Development Bank for the preparation of the logical framework matrix. � HYPERLINK "http://www.iadb.org/int/bpr/1_English/c_CallProposals/KeyDocs/c_LogFrame.htm" ��http://www.iadb.org/int/bpr/1_English/c_CallProposals/KeyDocs/c_LogFrame.htm�


UN guidelines for Preparing and Submitting Project Proposals


� HYPERLINK "http://www.un.org/esa/socdev/enable/spdproj.htm" ��http://www.un.org/esa/socdev/enable/spdproj.htm�


International water resources centre. Knowledge products in support for the preparation of project proposals. � HYPERLINK "http://www.iwlearn.net/docs/model.php" ��http://www.iwlearn.net/docs/model.php�


Funders Online is an initiative of the � HYPERLINK "http://www.efc.be/projects/orpheus/" �European Foundation Centre Orpheus Programme�. The mission of the European Foundation Centre (EFC) is to promote and underpin the work of foundations and corporate funders in the New Europe. 


� HYPERLINK "http://www.fundersonline.org/grantseekers/proposal_basics.html" ��http://www.fundersonline.org/grantseekers/proposal_basics.html�
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