FORMAT FOR PROJECT PROPOSALS

I.
IDENTIFYING INFORMATION


Project Name:


No more than seven words. Clearly state what the proponent intends






to do.


Project Type:





Type of Beneficiaries:



Community:

Head count and type of beneficiaries who will directly benefit from the






project.



Resource Base:
Classification


Status:



New or On-going


Start-up Date:


Indicate possible date when project will start.


Proponent’s Name and
Complete


        Address:


Contact Person:

Name and Designation of authorized representative of the org.


Total Amount of Project
Financial requirements for the whole duration.



Cost:


Total Amount Requested:
In pesos. Summarize use of funds (salaries, operating budget, resolving






fund, etc.)


Counterparts:


in pesos.

II.
RATIONALE


Problem Statement:

Why is the project being proposed?






Describe the existing situation in the community/area.






Summarize the specific problems, needs, or opportunities to be 






addressed directly by the project.






Cite/list/narrate past and current efforts of the proponent (or other) 






institutions in the area to respond to the problem, its results and 






lessons learned.

III.
PROJECT DESCRIPTION


How does the project intend to respond to the problem stated?


List and describe the components of the project.


What are the intended effects of the projects on the resource base or beneficiaries/communities/area?

What are the installation and withdrawal plans of the proponent (what self-reliance/sustainability mechanisms are to be effected for the eventual phase-out of assistance.

Describe the external risks that the project may encounter. What factors may contribute to the success of the project?

IV.
PROPONENT DESCRIPTION


Name of Proponent, date of registration, registration number.


What is the proponent’s mission thrust?


Describe the capability of the proponent to undertake the project.



Past and on-going activities/projects of the proponent. Name the other institution/ 



funding agencies that have supported the activities of the proponent.



Who are the Board of Trustees and officers? What are their qualifications?


Describe the financial system and procedures of the proponent



What books of accounts does the proponent maintain?



When/how often does the proponent generate reports?



What internal controls are practiced by the proponent?

V.
COMMUNITY/BENEFICIARY OR RESOURCE DESCRIPTION


Describe the broader community to be assisted (where applicable).

Location, demographic and economic indicators.

Source of livelihood (primary and secondary)

Past projects/activities undertaken

Extent of participation in conceptualizing, planning, decision-making and implementation


of the project.


Describe the resource base, where applicable.

VI.
PLAN OF ACTION

State the general objective.  For the whole duration of the project, what are its specific, measurable, attainable, realistic and time-bounded (SMART) objectives for, where applicable, the resource base, beneficiaries, community association and proponent.

State the specific objectives of the project (breakdown the general objectives to cover one year.

Define the duties and responsibilities of each staff.

List the sequence of activities that are critical to the success of the project and indicate the expected timetable for each activity.

Describe the progress report format as well as the procedure for its accomplishment and frequency of submission by the proponent.

Describe the methodology by which the impact of the project, the achievement of its objectives, are to be measured. Who and how will this impact be evaluated?

VII.
FINANCIAL ASPECT


What is the total financial requirement of the project for its duration?  For one year?


Breakdown the budget according to the following format:


Budget/Line Item
Total Amount

Amount Requested

Counterparts

List the necessary financial resources for the project to be successful.

Note if the counterparts are to be contributed in cash, kind, costed services, or from other donors. If the resources are not existing, how are they to be raised?


Indicate the annexes/attachments where the details of each cost item can be found in the proposal.

EXHIBITS/ATTACHMENTS



a.  photocopy of SEC or other registration, Articles of Incorporation and By-Laws.



b.  audited financial statement for the past two years.



c.  curriculum vitae or resume of project and finance staff

d.  past and current institutions supporting other communities/beneficiaries in the vicinity of the project site.

e.  detailed proposed budget breakdown

f.  organizational references

g.  details of training programs, where applicable.

