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The sections of the proposal

Different donors may have different proposal frameworks and
application forms to complete or guidelines to follow. Most donors,
however, expect a proposal to contain the following sections:

• A title page or front cover

• A summary of the proposal

• The project justification:
the problem addressed by the project
the way the project plans to address it

• The applicants

• The goal and beneficiaries

• The work plan

• The management arrangements

• The budgets

• Monitoring and evaluation plans

• Sustainability

• Appendices containing supporting information

On the following pages some notes and suggestions are given
for each section, illustrated by some examples from community
investment projects.
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MULUNDU VILLAGE WATER
SUPPLY

MULUNDU VILLAGE
CHEMBE DISTRICT

NORTHERN PROVINCE

Contact: Mary Kabaso - Box 7502 - Kazembe
Date of proposal: 27 July 2002

Title page

This page is the cover to the proposal and it should include:

• the title of the project;

• the name and address of the group or committee
submitting the proposal and the contact person for the
group or committee;

• the location and duration of the project;

• the date that the proposal is being submitted.
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Summary

This page must highlight the key features of the proposal. It is
the only page that some busy officials will read, so it is important
to be clear, concise and convincing in the summary. It should be
written last when all the other sections are complete and it
usually should not be more than one page long. It should briefly
describe the following aspects of the project:

• the problem being addressed
• what the project is
• the goal or main objectives
• who will benefit
• the implementation period
• the funding strategy:

- community contribution
- proposed grant 
- proposed loan

Project justification

This section is used to convince the donors that the project is really
necessary. The information gathered during the participatory
appraisal can be used to write this. The project justification explains
precisely why there is a need to undertake this project, which food
and nutrition problems the project is planning to address, and how the
proposed project will improve household food security and nutrition.

Box 17: Example of a problem

The specific problem that the project has chosen to address
should be summarised here.

Box 18: Example of a proposed microproject

This section should simply describe what is going to be done.

The goal and beneficiaries

The goal of the microproject should be clearly stated, along with
any short-term objectives. The people who will benefit from the
project must be identified.

Women in Mulundu village spend two hours a day during the
dry season to collect water for the household. As a result,
less time is available for child care and food preparation and
less water is used, resulting in poor hygiene, tiredness and
less food.

The people living in Mulundu village propose to identify a
suitable site for a tube well, organize the construction of the
well with appropriate technical assistance and install a hand
pump. A water committee will be established to ensure that
community members contribute to the upkeep and
maintenance of the well and pump. One member will be
trained in maintenance and repair work.



50

!"#$%& !"#$%'
!"# "$ "% "& "#

()* #+,-.-,!%#/0%,#121 '(% '(% '(& '(& '(&
#+,-.-,!%&3%."4",#56"%7$*08+,-*/

)*+ ,-./*0*12.3+13024562*7.8400947*9
)*+ :-./3;5*<.=428.,.>;6?*9@.?6A*.1B+2B3;9
CB328 D-.E*?B5*.;B1A9@.B28*;.7*F;49
DB??422** G-.:3<.9**7@.2BB09@.>*;24049*;
)*+ H-.G4I.4;;4I624B+.74218
CB328 J-.K06+2.4L40.4L40.2;**.F6;;4*;9
,00 M-.K06+2.56;4*24*9.B>.5*I*26F0*9
,00 N-.D3024562*@.=**7@.>*;24049*@.4;;4I62*
,00 O-.N6;5*92@.6+7.L61A.5*I*26F0*9.>B;.960*@.

7492;4F32*.5*I*26F0*9.>B;.8B?*.1B+93?L24B+
#+,-.-,!%'3%9#$2",-/4%*:%."4",#56"1

DB??422** ,-.O7*+24><.B320*29.4+.+*6;F<.3;F6+.1*+2;*9
DB??422** :-.P*IB2462*.=8B0*960*.L;41*9
DB??422** D-.E*+2.0B;;<
K*;*Q.J6?40< G-.R;6+9LB;2.5*I*26F0*9.2B.F3<*;9
DB??422** H-.DB00*12.6+7.7492;4F32*.4+1B?*

!.L*;.S36;2*;

This section is best presented as a table showing the activities that
make up the microproject, who is responsible for each task, what
resources are needed for each one and when they will be undertaken.
The preparation of a work plan is fully explained in Part 2.

The following examples illustrate different types of microprojects
and different formats for work plans.

Chart 1: Work plan for a vegetable production and marketing project

The work plan
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Chart 2: Work plan for establishing and maintaining a village store
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Chart 3: Work plan for establishing and maintaining a village well
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Management arrangements and organizational profile

This section should outline the system the community or group has
developed for making decisions, controlling resources and
overseeing the progress of the microproject.

Typical information will include:

FAO/Ilona de Borhegyi

• the name and address of the organization, group or
committee

• the names of the main contact persons

• its goals

• the structure of the organization, group or committee, i.e.
details of membership, responsibilities assigned to each
member, group constitution or rules, paid or voluntary
staff

• when the group or committee was formed

• any previous or development activities, i.e. what was
under taken and what were the results

• the type of resources or assets that it has

• bank account details, arrangements for storing
resources or petty cash
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Budget

Most donors require that you follow a special format for this. If
not, use a format similar to the one presented in the following
examples.

When preparing the budget make sure that you:

• clearly indicate the community’s contributions to the
project;

• present yearly, as well as total, budgets for projects that
span more than one year;

• discuss in a cover note the community’s or group’s plans
to ensure that the project is self-sustaining.

When preparing a budget, it is important to include the costs of
all the activities in the microproject.

In the case of a community investment project, there should
be:

• full cost estimates of all resources required;
• a summary of the community contribution;
• a summary of the external contribution(s) required;
• a cash flow projection.

In the case of an income-generating project, there should
be:

• a budget showing the expected profit when the enterprise
is in full operation;

• a financing plan, which specifies the capital which will be
contributed by the group members and the grant and/or
loan needed to carry out the enterprise;

• a cash flow budget covering the start up period and a
period of normal operation, which shows:

• the proposed group contribution as an opening balance
(see Part 2); 

• any proposed grant contribution as income; and 
• any proposed loan and its repayment plan.
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Table 2: Example of a budget for a community drinking water system

** Engineer will provide detailed design and cost estimates for water system.
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Table 3: Example of a budget for a vegetable production project
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Monitoring and evaluation 

Describe what indicators will be monitored, when, how and by
whom. Don’t forget to mention the collection of baseline data that
describes the situation before the project. Also describe the
evaluation process, if there is to be one.

Sustainability

It is important to explain to potential funders the reasons why
and how the microproject will continue to have an impact in the
long term. For example, if the microproject proposes to build
community facilities, this section should summarise the
arrangements to ensure the maintenance and repair. If the
project is for income-generating enterprises, it should
summarise how markets will be developed. Perhaps there are
long-term plans for more training or expanded facilities that
should be mentioned. This information helps to emphasise the
long-term future of the proposal. 

Appendices

Additional materials, which could strengthen the overall
proposal, can be attached to the proposal. Possibilities
include:

• Community maps

• Previously developed material about the group

• Statistics that support the proposal

• Quotes for prices of materials needed in the project

• Previous projects or relations with donors
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Checking the draft proposal

Before proceeding, it is wise to review the proposal against
the following checklist - or, better still, have someone else
read and evaluate the proposal against the checklist.

1. The proposal is presented clearly and legibly.

2. The proposal is concise, not too long.

3. The problem the project addresses is stated clearly and
represents the perspective of the community.

4. The goal statement offers a solution to the problem
described.

5. Project objectives will help reach the project goal and
are limited in number.

6. Project objectives are measurable and time bound.

7. If all objectives are met, the problem will be resolved.

8. Project activities and tasks are clearly described.

9. Project activities and tasks are realistic, given available
resources, local organizational capacity, level of
commitment, and previous experience.

10. Clear indicators of success have been defined.

11. The means of measuring change has been defined.

12. A budget is prepared and provides a breakdown of local
and external contributions.

13. If the project is for more than one year, a budget is
provided for each year along with a total budget.

14. All major budgetary items are realistically estimated and
are justified.

15. The proposal explains how the project will become self-
sustaining after donor assistance expires.

16. After reading the proposal, most of the reader’s
questions about the project are answered.

17. The proposal meets the formats and guidelines of the
donor to whom it is being sent.
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What else needs to be done before finalising the proposal?

Now that the draft of the proposal has been completed, it is
important that its contents be discussed again with the community
or group. A meeting should be held with all the stakeholders to
review what has been written and to solicit any last minute
comments or revisions. If any reservations emerge, this would also
be an appropriate time to address and resolve these with the
community or group. These discussions play an important role in
continuing to build community or group ownership in the project
development and implementation process.

Depending on the outcome of this discussion, minor changes
may need to be made to the proposal. If discussions are heated
and result either in dissent or a large number of important
changes, one might want to reconsider whether the community
or group is really ready to submit a proposal. Perhaps it needs
to return to the planning stage.

Local authorities should be kept informed as much as possible
of the progress of the proposal.

FAO
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Once the final revisions have been incorporated in the proposal, a
cover letter to the potential donor should be written. This letter should
state very briefly (in one or two paragraphs) the purpose of the
proposed project, what the project consists of, its duration and the
beneficiaries. It should also mention that the group or committee is
available to provide any additional information that might be required.
This letter should be signed by the person who will sign the contract
if the proposal is funded. Usually this is the chairperson of the group
or committee, but sometimes other people are designated to do this.

Proposals can usually be submitted to donors at any time of the year.
Some donors, however, make their funding decisions only at set times
in the year. And some donors only make funding decisions once a
year. It is worth checking beforehand whether proposals are reviewed
throughout the year or only at designated times. If it is the latter, it is
essential to make sure that the proposal reaches the donor at least
three weeks before it starts reviewing and selecting proposals for
funding. If the proposal arrives too late, it might not be considered for
quite some time. This will not only cause delays, it might also affect the
timeliness of the intervention. If the delay is too long, the community
may have to ask itself if this still the most appropriate approach. A long
delay could also frustrate the expectations of the community and have
a negative impact on the participation of the community in the process.

What to expect after submitting the proposal

Donors have their own procedures to complete when they review a
proposal. In some cases, they may review the project in their office

and in other cases they will send a representative to talk to the
community members. Some donors do both. Based on these
reviews, the donor may ask the community or group to explain
aspects of the budget or the project design. Sometimes their
questions can be answered in a letter or conversation. However, it
may also require rewriting the proposal.

It is essential that the community is aware that the process is likely to
be a lengthy one in order to avoid discouragement. When deciding to
ask for external support, people should not expect “quick fixes”.
Donor procedures can be quite lengthy and so one should not expect
to hear anything about their decision for quite some time. Some
donors even take as long as six months to make their final decision.
Then, if the project is approved it will probably take another few
weeks for the contract to be prepared for the community or group to
sign. In the case of many of the World Bank’s Social Funds, a “Project
Launch Workshop” must be held after the community has received
the contract or financial agreement, but before it has signed it. This
workshop is facilitated by appropriate government officers. It is
intended to ensure that the community is clear about the
responsibilities it has agreed to undertake in the project.

After the contract is signed, there may be an additional delay in the
release of the funds. Donors usually release the funds in instalments,
rather than all at once. They have a specific procedure for releasing
the installments. In many instances, the community or group will need
to provide an accounting of the funds received before more funds are
released.

Submitting the proposal
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Developing and writing a good proposal is a challenging
process, but one well worth the effort. Once the project is
funded, the community can begin to transform its ideas into
action, and start the process of solving its household food
security and nutrition problems. Microprojects for improving
household food security and nutrition are an important means
to alleviate poverty. They can help vulnerable households to
have sustainable access to healthy foods and basic services.
They also offer a unique opportunity to strengthen the

organizational skills of the community, and particularly of
women’s groups - and help it make the best of available
resources.

This manual should also contribute to the effectiveness of a
variety of microfinance programmes and policies aimed at
assisting poor communities, by building the capacity of
development workers in the design and formulation of
sustainable projects at community level.

Conclusion
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Activity: An entire component of a project, made up of a
number of tasks or steps.

Baseline data: Information gathered to show the status of the
community prior to the start of the project.

Budget: A realistic estimate of the costs needed to implement
the project.

Goal: What the community expects the project setting to be like
after the project has solved the problem.

Household food security: Year-round access by the
household to the foods needed for an active and healthy life.

Impact: The effect of the project on the problem being
addressed.

Indicator: Measurable changes in conditions or behaviours that
let observers know whether the project is or is not having the
desired effect.

Investment costs: Expenses needed to start a project.

Objective: A series of specific accomplishments designed to
address the problem. An objective describes what needs to be
achieved.

Operating costs: Expenses needed to run and maintain the
project after it has been started.

Output: The amount of something produced by the project.
Outputs are considered necessary in order for the project to
have an impact.

Participatory appraisal: Appraisal of the community’s food and
nutrition situation conducted with the active participation of the
community.

Problem: The situation that the community hopes to remedy
with the project.

Resources: What goes into the project, such as money, labour,
material, time, expertise, training. Resources are also referred
to as inputs. 

Task: Steps needed to be taken to complete an activity.

Work plan: Describes the tasks that need to be accomplished
in the project, who is responsible for each task and by when it
should be completed.

Glossary
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