Proposal Guidelines 2008–2009
Please read these guidelines carefully and create a separate document using the criteria outlined.
All documentation must be in English.
The proposal may not exceed 10 pages. Supporting documents may be attached as appendices.
Part I. Implementing Institution/Organisation and Project Manager 

A. Institution/Organisation Details
	Implementing Institution/Organisation
     

	Address

     

	Telephone:     
	Fax:     

	E-mail:     
	Website:     


B. Project Manager Details

	Title/Function
     

	Address

     

	Telephone:     
	Fax:     

	E-mail:     
	Website:     


C. Area of Proposal

	 Please indicate the area(s) of community capacity building this proposal involves.

	 FORMCHECKBOX 
 Food and Nutritional 
      Security
	 FORMCHECKBOX 
 Environmental
      Protection
	 FORMCHECKBOX 
 Rural and Semi-urban 
      Development 

	 FORMCHECKBOX 
 Micro-Enterprise
	 FORMCHECKBOX 
 Functional Literacy
      for Livelihoods
	 FORMCHECKBOX 
 Other  _____________



	 FORMCHECKBOX 
 Good Governance
	 FORMCHECKBOX 
 Women’s Empowerment


	
	


D. Brief Description of the Implementing Institution/Organisation (1 page)

Outline relevant information related to the ability of the organisation/institution to implement the proposed project. Topics to cover in this section include:

· Function, history, current programmes, and key staff and their titles;

· Sources of funds;

· Evidence of competence to carry out the initiative;

· Track record, however modest, in results based management; and

· Experience with donor agencies in implementing such activities.


Part II. Description of the Project/Initiative (3 pages, including an Executive Summary)
A. Title of the initiative.

B. Purpose and goal of the initiative.

C. Evidence of the interest and support of the potential stakeholders in the proposed effort.

D. Benefits to rural and semi-urban poor, in particular girls and women.

E. Design and methodology (specifically address how the initiative will adopt open, distance and technology-mediated learning methodologies in innovative ways to help alleviate poverty). 

F. A clear work plan and implementation schedule. If the initiative involves training, include the number of individuals, with gender breakdown and skills involved.
G. Results expected, including outcomes and performance indicators that can be used as a measurement of success, and strategies to achieve the proposed outcomes.

H. Evidence of effective collaboration and networking of institutions/agencies committing to their roles and responsibilities in the proposal.
I. Timeframe in which the initiative is to be carried out. (Project implementation is nine months, from October 2008 – June 2009)
J. Sustainability of the initiative beyond the life of COL’s contributions.
Part III. Financial Summary and COL Involvement (2 pages)

A. Detail how COL expertise and support may be utilised in the initiative. 
B. Provide a detailed explanation of the proposed budget including anticipated receipts and expenditures in full. Indicate where COL support is sought and contributions from all other partners and funding agencies.  
· Indicate the total cost to implement the proposed initiative.

· Specify COL contributions, in terms of expertise and/or limited funds requested. Note: Projects may be funded up to a maximum of $18,000 (Canadian funds)
· Identify other sources of funding and the amount of support, including in-kind and cash contributions from lead institution/organisation and from collaborating institutions/organisations.

Summarise the budget using the following template:

	  expense/  
activity
	COL

Contribution
	Other Sources of Funding
	In-Kind Contribution from Lead Institution
	In-Kind Contributions
 from Collaborating Institutions

	
	
	
	
	

	
	
	
	
	

	TOTAL
	
	
	
	


Part IV. Supporting Documents (Appendices)

A. Curriculum vitae of Project Manager, specifically indicating particular knowledge/expertise relevant to the proposal.

B. Supporting letters from the head or senior official of all institutions or organisations to be engaged in the proposal. Individuals may propose the initiative but all proposals must be supported by his/her organisation. These supporting letters should include appropriate indications of the following:

· Approval of the proposed initiative and work to be conducted in the initiative;

· Relevance of the initiative to the organisation’s work;

· Participation of the staff and role that they commit to play during implementation;

· Evidence of the financial soundness of the lead organisation/institution (if available, include the latest issue of the institution/organisation’s annual report); and

· Commitment of the lead institution’s support, in cash or in-kind to the initiative.

C. Certificate of Incorporation or equivalent document of the lead organisation/institution, if it is not a government body.

D. Other Institutions/Organisations collaborating in the proposed initiative.

Include names, full addresses and designations of representatives and their roles and responsibilities in the implementation of the initiative.

E. Evidence of the potential for sustainability of the initiative beyond the life of COL’s contributions.
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