PROPOSAL TEMPLATE FOR SUBGRANTS


[bookmark: _GoBack]PROPOSAL TITLE

This document is intended to provide guidance for writing a proposal to the National Democratic Institute for International Affairs. This format has been designed to help you focus your request and to elicit from you the type of information we need for proper consideration of your proposal. Provide as much information as you think is necessary to give us a clear understanding of your proposed project.



SUB-GRANTEE: XXXXX ORGANIZATION

DATES OF PROJECT: Month/Year to Month/Year
 
AMOUNT REQUESTED: US $ 



I. SUMMARY

In one or two paragraphs, clearly and concisely summarize your proposal.

II. BACKGROUND

Provide a description of the relevant political, economic, and/or social environment as it affects the development of democracy in the country or region in which your project will be carried out. Identify the needs or problems that exist and briefly explain how your proposed project will meet those needs or help to solve those problems. 

III. PROJECT OBJECTIVES

State the specific objectives you hope to achieve with a grant through the implementation of project activities. The objectives should address the specific needs or problems identified in the “Background” section, and be clearly stated as in the following examples:

1) To encourage the development of a legal framework for a free press in (specify country).

2) To improve the leadership skills of civic activists and strengthen local civic organization capabilities.

Objectives should be reasonably measurable, and therefore capable of being evaluated. An objective such as “to enhance the growth of democracy in the country” is too broad and not reasonably measurable. Project objectives should be more limited in scope and time, and identify specifically what will be achieved with the funds requested for this particular project.

IV. PROJECT ACTIVITIES

Describe in detail the planned activities of your proposed project. Activities are the means by which the project objectives are to be achieved. Activities should be clearly defined and the information presented should be well developed. When possible, activities should be quantified. For example, if the project activity is a series of workshops, include the following information: duration (number of days), number of sessions per day, possible topics, number and type of expected participants, expected speakers, plans for disseminating any workshop publications, etc. Also, indicated the dates on which you expect your project to begin and end. 

V. EVALUATION PLAN

You are required to monitor the progress of your project and submit periodic reports to NDI which document the activities carried out. In addition, you are required to evaluate the extent to which the project was successful in achieving its stated objectives and include this information in a final report. In this section, you should describe a plan for measuring the project’s success upon its completion. The plan should indicate what change or result is anticipated if project objectives are achieved and what will be evidence of that change or result. 

EXAMPLE:

Assume your project objectives are the following:

1) To increase media professionals’ and government’s understanding of the role of the media in a democratic society; and

2) To encourage the development of a legal framework for a free press.

To accomplish these objectives you plan to bring together members from the journalism community and government information officials for a series of workshops on that subject. As a result, you anticipate a change in government/press relations and perhaps the development of new press legislation. Your plan might include the following statements:

· Follow-up interviews will be conducted with selected workshop participants to identify any specific improvements in government/press relations or improved standards and freedom of reporting. 
· Draft legislation which supports the enactment of a press law will be tracked and analyzed to determine whether any progress has been made towards the development of a legal framework for a free press.

Because the self-evaluation will occur immediately upon completion of the project, it will only be possible to measure short-term achievements. The evaluation plan should consider this limitation but still provide a reasonable way to measure its success.

VI. ORGANIZATIONAL BACKGROUND

Describe your organization’s qualifications for this particular project. Provide information about the size of your organization, its geographical reach, and its professional and/or political character. If your organization has a Board of Directors, provide their names. Also, briefly describe the history of your organization and the type of work it has conducted in the past. In addition, identify the key individuals who will be in charge of carrying out the proposed project and describe their qualifications.

VII. ACCOUNTING SYSTEM AND CASH MANAGEMENT POLICIES [for grantees who have been asked to fill in an Accounting Questionnaire, please disregard this section]

Describe your organization’s accounting system, including whether it’s manual or computerized, and the type of computer software. Also describe your organization’s cash management policies, including the types of controls (reviews, cash logs, etc.) you will use to ensure grant funds from NDI are utilized in accordance with the agreement and activities included in the proposal.

VIII. BUDGET and BUDGET NOTES

The budget should relate directly to the description of project activities. If the “Project Activities” section shows, for example, four workshops, the budget should clearly reflect the costs necessary for their successful implementation (see attachment for format of budget and the description of the types of costs to be included under each major budget item and information).

In addition to the numeric budget, provide budget notes. Budget notes are a narrative description of each budget line item that describes the necessity of the line item and the cost justification. This is also where any inconsistencies can be explained. For instance, if the proposal mentions four workshops, but NDI will only pay for three of them and another donor is paying for one workshop, this could be noted in the budget notes.
