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Writing Proposals
Note to Presenter: Because of the use of technical terms in this seminar a glossary of terms is given at the end. It is suggested that you refer to this glossary as you do the seminar so that the participants will have a clear understanding of what you are saying. 

Introduction
From time to time in Women’s Ministries we find ourselves faced with a project that needs to be done; a project that we see a need for but do not have the funds to implement. At times like this, what do you do? Do you let the idea die or do you try to find a way to make the project become a reality?
Requesting funds or support from individual donors or organizations is one way to make worthy projects a reality. But where do we go to find these donors? How do we write a proposal that will meet their standards so that our request will be approved? Whether we are approaching a company or a person, our proposal needs to be written in the correct way if we are to be heard. 

This seminar is designed to answer your questions and teach you the basics of proposal writing.  
I. Why Proposal Writing (OH-1) 
There are many techniques an organization or entity can use to raise funds, and organizations, such as your Women’s Ministries, need to use several different fundraising techniques to meet the many financial needs in the organization.  

One tool organizations can use to meet some of these needs is proposal writing. Proposal writing is cost effective, it doesn’t (usually) cost much, but it does require a lot of time and thought. A strong proposal that is well-written and well-organized can bring in substantial income for your organization.  
The donor could be a corporation or government agency, a church department, or even an interested individual that has funds that can be given for various projects. It is up to you to find out which donor or donors would be the best for you to target before you write your proposal.
II. Proposal Writing from a Development Context (OH-2)

There are many reasons why people write proposals.  However, the sort of proposals we are likely to write will most likely be for development projects—those that promote quality of life improvements for the participants and remove obstacles that prevent them from reaching their full potential.

III. What Makes a GOOD Proposal? (OH-3)

So what makes a good proposal anyway?

· First, a proposal must be compelling.  The project offers appropriate and timely solutions to an urgent and critical need.

· Next, it must be participant-focused.  In other words, it must seek to help people, not to improve a company or institution or the service they offer. The project must be to improve the quality of life for people. Projects that are clearly participant-focused are more likely to be funded.  Those projects that try to appear to be client-focused but are really institution building or service-centered may confuse or turn off some donors.

· Feasibility is also important.  It is critical to know whether a project is likely to achieve its objectives.  How realistic is it?  What are the risks?  What is the nature and extent of human, material, and financial resources?  

· Cost-Effectiveness is the relationship between the costs of implementing a project and its benefits.  When comparing different methods or activities for various projects, the best alternative may be the one that achieves the expected objectives at the most reasonable cost, but not necessarily the lowest cost.

· Relevance—A project may be both feasible and cost-effective, but still may not be relevant if it fails to address the problem it sets out to address.

· Sustainability—The final test of an effective project is whether it can go on delivering benefits after external assistance has ended.  Remember, it isn’t projects that should be sustained, but their achievements.

IV. Basic Principles of Proposal Writing (OH-4)
Before we jump into the proposal process, however, I want to point out some basic yet important principles to keep in mind.

A. The proposal should be free of any typographical errors.

· Use headings and break up the text—don’t write one page paragraphs or big blocks of text

· Limit a typical paragraph to four to seven lines
· Sentence length should average about 30 words

· Use number or bullet lists

· Give the reader some breathing room

B. Clarity is a virtue to the donors, so write your proposal in easily understandable English.
· Minimize the use of jargon or technical language, except where necessary to demonstrate organizational competency in very technical proposals.  Even in this case, it is far better to use simple language.

· If acronyms are used, always define them—usually in an “Acronym List” after the Table of Contents.
C. Write concisely.
· What counts is not the quantity of text but the quality (how motivational it is).

· It is not necessary to write voluminous texts.  Write only enough to demonstrate the need and the reasonableness of the plan to meet that need.

D. Use a compelling and enthusiastic writing style. In other words, be positive and write in the present tense.  The best proposals are those that motivate the reader by showing a sense of urgency, a determination to get on with the task, and a competency to achieve the desired results.
E. Always support your assertions with evidence and documentation.  Present enough evidence to support your position, but don’t overload the document with tables, charts, and graphs.  Some places where tables or charts are appropriate include:

· Monitoring and Evaluation Section

· Budget

· Attachments
F. Finally, get honest feedback from someone before submitting the proposal.  It is important to get an honest opinion about your proposal.  Sometimes others can see what we can’t and provide valuable critiques and/or support.
One important practical tip—always date your proposals.  It helps to keep everyone updated on which draft is the most recent and prevents mix ups.
V. Types of Proposals (OH-5)
Now let’s look at what a proposal format might look like and/or require.

A. Letter of Intent can sometimes be considered a “concept paper.”  It is generally a two-page summary which is mailed when donors wish to see a brief description of the project. This type of proposal must focus on how the proposed project fits the priorities of the donor.  This method is often used by governments and foundations when it is necessary to limit the amount of proposal submissions. 

B. The Letter Proposal is more of a business plan.  It is most often requested by corporations. This type of submission requires that the bidding agency (which in this case would be you) include information about the organization (your Women’s Ministries) requesting the funds, the project plan, and an actual request.  This format is rather short.

C. Finally, the long-format proposal, which most people are scared of, is the type of proposal often requested by government donors as well as foundations.  While the requirements for funding may vary from one donor to another, we’ll discuss some basic pieces required by all donors—although each may word it differently.

VI. Overview of a Proposal (OH-6)

A proposal generally has 5 core components:

· Problem Statement or Statement of Need

· Goal(s) and Objective(s)

· Methodology

· Monitoring and Evaluation

· Budget

Although containing the five core components, the specific presentation format will vary.  The differences between formats reside in:

· The level of detail
· The way these details are presented

VII. 10 Steps for Writing Proposals (OH-7)

Here are the 10 steps we’ll cover in this training session. 
STEP 1: Gathering & Organizing Data (OH-8)

Depending on your project, certain data needs to be collected to support your request. There are 7 pieces of data we need to gather in this phase:

· Demographic information—population size, age composition, etc. 

· Geography—boundaries of proposed project area, climate, topography, etc. 

· Living Conditions—availability of food, water, shelter, etc.
· Health Conditions—major health problems, causes of death, etc.  

· Economic Indicators—types of employment, employment levels, etc. 

· Social Structure—religions, family structure, cultural practices, taboos, etc. 
· Previous Development—experiences with other organizations and agencies
Important Contacts (OH-9)

Make sure that you attend to the formalities and meet with the required officials.  This will make collaboration easier and the process will go smoother.

· Government officials (optional, but sometimes a required formality)
· Donor representative(s) in the country

· Program Officer(s) of foundations

STEP 2: The Need Statement (OH-10)

Proposals are written to convince a donor that there is a need. Just because you feel strongly that a need exists, doesn’t mean the donor feels the same.  You need to convince them, and this information is contained under the Need or Problem Statement.

Focus Questions (OH-11)

Remember the 5 W’s we learned in primary school and thought we’d never use again?  Well, here they are.  Who, What, When, Where and Why. In order to refine the information for our need statement we must ask:

· Who are the people in need?

· What is their need?

· When does the need occur?

· Where are the most people in need located?
· Why does this need occur?

Other Questions:

· What evidence proves the need?

· What changes will occur if the need is met?

· What will be better?
There may be other questions that apply to your specific situation.

Tips for Writing the Need Statement (OH-12)

Here are more tips for writing this section:
· Use hard-core statistics, not assumptions or undocumented assertions

· Be sure statistics are clear and support your argument

· Use comparative statistics and research when possible

· Make sure all data collection is well documented

· Use touching stories of people as examples

· Focus your explanation of the need in the geographic area you can serve

STEP 3: Stating Goals & Objectives (OH-13)

There are some who confuse the meanings of goals and objectives.  They are not the same thing, as seen in the following definitions.

· Goal—a broad statement of the project’s ultimate result

· Objective—a measurable, time-specific result that the organization expects to accomplish through the project; more narrow than goal 

Basic Components of Goals (OH-14)

Goal statements commonly include the following information.

· A brief description of the target population

· A general, but concise, phrase specifying what will be done

· The location where the project will be implemented

· Time period (only for long-term goals)

Sample Goal Statements:

· Our goal is to improve the health status of mothers and children under the age of five through a program of training that motivates mothers to choose better ways of living appropriate to their economic limitations.

· Our goal is to foster the positive development of young people, ages five through 20, through the improvement of their conditions and prospects.

Objectives (OH-15)

All of these questions should be answered within our objectives: 

· Who is involved?

· What will occur during the grant period?

· How much or how little change will occur?

· How long will it take?

· What will be different at the end of this funding period from what was there before?

These objectives are what we’ll use to measure whether our program did what it said it would do.  
STEP 4: The Methodology (OH-16)

The methods section is a detailed description of the activities that will take place to achieve the project’s objectives.  It describes who is doing what to whom and why it is being done that way.  It presents a reasonable scope of activities that can be accomplished within the stated time frame, and includes a description of the necessary human and material resources.

Questions to Consider 

Because this section is where we can really talk about our program, it’s important to provide as much detail as possible without creating confusion.

· What needs to be done?

· When will the activities start and finish?

· Who is responsible?

· Why is it being done this way? (OH-17)
· What human and material resources are needed?

· How will the participants be selected?

· Are there direct links between the methodology and the objectives and need statement?

· Is the method compatible with material, human, and financial resources?

Remember, the length of the methods section depends on the size of the project being undertaken.  Give the donor a clear picture of the steps you will take to accomplish the objectives listed.

STEP 5: Monitoring and Evaluation (OH-18)

An evaluation is a process that determines the effectiveness and efficiency of a project.  This process helps an organization plan for the project’s future and reassures donors that their financial contribution is being well spent.  

Donors expect to know the ways an organization will measure the success of a project.  Do not ignore this section. Regardless of how well-written and logical your proposal may otherwise be, without evaluation procedures you may not be funded.

Purpose of Monitoring and Evaluation (OH-19)

Monitoring and evaluation strengthens your proposal in the eye of the reviewer. Asking someone to fund your program is asking them to “bet” that your program is worth it.  Writing a monitoring and evaluation section will help assure the donor that their decision to fund your project will be a wise one.

· Accountability—Grantees are accountable for using the funds they receive to accomplish the goals and objectives specified in their proposals.  Likewise, the donor agency is also responsible to their board of trustees for accomplishing the mission of their organization.  It’s a two way street.

· Project Improvement—This is of great interest and major importance in the context of future funding. Through monitoring and evaluation organizations are able to identify and explain which project elements are successful and which aren’t.  This helps the organization or project participants to adjust the project to better meet needs.  It also determines the most efficient use of resources.  Furthermore, we’re able to see what changes actually occurred.  
· Project Dissemination—Documenting lessons learned is important.  Among other things, it helps to promote the visibility of the project.  
The Difference between Monitoring and Evaluation (OH-20)

Monitoring and Evaluation work together, but while many might use the words inter-changeably, they’re not the same thing.  


Monitoring is the management and tracking of data and money.  The data is collected periodically and used to measure progress as a guide for administrating the project.  
Evaluation, on the other hand, is a bit more complicated.  It is by definition a detailed analysis and assessment of a project and is used to determine success.  
STEP 6: Sustainability (OH-21)

This is the final test of an effective development project.  Too often, the effects of a development project have not continued beyond the funding period.  Sustainability is what happens after all funding is gone.

Why is it important? (OH-22)

As with the monitoring and evaluation section, showing sustainability or accounting for it (using tools to achieve it) is important for two main reasons:

· Donors want to know how the program will continue after the funding ends 

· Communities need to be capable of developing on their own

Helpful Principles for Addressing Sustainability (OH-23)

· Keep the budget lean

· Involve the beneficiary community

· Utilize local material resources as much as possible

· Identify recurring costs and develop a plan for phasing them  over to local support or identify sources for possible continued funding

Remember, it’s not projects that should be sustained, but their achievements.

STEP 7:  The Budget (OH-24)

Whereas the proposal narrative provides a word description of your project, the budget section is a description in numbers; it translates your project methods into monetary terms. Consider the following items:
· Length of Time

· Direct Expenses

· Personnel

· Equipment and Supplies

· Travel

· Training

· Evaluation

· Accounting and Auditing

· Overhead Costs

· Local Resources

· Budget Narrative

· Projected Revenues

Above all, be as detailed as possible.  Donors don’t want to see a “Misc.” line item, which they’ll read as “Slush Fund.”

Other Budget Considerations (OH-25)

· Exchange Rates—Sometimes the funds received at the project site will be in foreign currency.  No one can be given preferential exchange rates, so it is a good idea to keep funds in hard currency until needed in the local country.

· Contingencies—It’s difficult to prepare a budget today for a project that will not start for a year or more and run several years.  Estimating each budgetary item at slightly higher than present cost is one way to attempt to deal with this problem.  You may add a line item for contingencies, however, you would need to indicate in a footnote or the budget narrative where the problems are anticipated and that these funds are intended to cover those costs.
· Income Sources—When receiving funds for one proposal from more than one donor, make sure costs are clearly divided.  Using separate columns for separate donors is a good idea.  
STEP 8: Proposal Summary and Donor Request (OH-26)

The introductory summary is always written after the body of a proposal has been written, never first.  Writing it last will enable you to have a clearer idea of exactly what is to be distilled and summarized. 
Tips for Proposal Summary (OH-27)

· Always written at the end—after the proposal body

· Located after the title page
· Includes
· Name of fund seeker

· Total amount needed 

· Total amount requested from donor

· Specific purpose of the project
· Location of the project
· Length of program activity

· One 5-7 line paragraph to 1 page in length (depending on donor requirements)

Step 9: Attachments (OH-28)

Often, but not always, a donor will require additional information about an organization in the form of attachments.  Much of this information is generally not included in the body of the proposal unless otherwise specified by the donor.  This is because the main body of the proposal is project-focused, whereas the attachments to the proposal are generally organization-focused.  

Because donors limit the number of pages for a technical application (or proposal text), attachments are a good place to include additional pieces of information to support your position and to market yourselves.

What to Include? (OH-29)

· Overview of the implementing organization

· Mission statement

· How it started

· Institutional goals and significant accomplishments

· Comparative advantage—what do we have that’s better?

· Board of Directors’ profile

· Implementing staff profiles 

· Legal status documentation

· Audited financial statements

· Annual reports

All this information may or may not be necessary depending on the level of previous experience with the donor.  Additionally, donors (in their guidelines) sometimes may give guidance on specific documents they want to see.

Other Supporting Documents (OH-30)
· Letters of support from communities, local authorities, donor country representatives

· Maps of the project area

· Relevant Forms

· Charts and diagrams regarding health, agriculture, economic indicators, etc.
STEP 10: Putting it Together (OH-31)

In addition to a narrative and attachments, the proposal package includes a title page, table of contents, glossary of terms, and a cover letter.

Required Elements (OH-32)

· Cover Letter
· 1 page in length

· Make reference to any previous communication with the donor 

· Provide a brief description of funds requested, length of program, and program purpose

· Thank the reader for their consideration of the proposal

· Signed by someone authorized by the organization to undertake projects

· Title Page (OH-33)
· Name of the institution to which the proposal is being submitted

· A brief statement regarding the purpose of the proposal

· Date of submission

· Name of the institution making the request

· Name, official title, mailing address, telephone/fax numbers, and e-mail of the contact person

· Table of Contents (OH-34) (generally uses Roman numerals)

· The headings of each major section of the proposal

· The subheadings of units within each section

· The title of each attachment

VIII. The Future: Developing Future Funding Strategies (OH-35)
Parallel to planning projects, it is important to identify the donor or donors likely to support projects.  

Identifying Potential Donors (OH-36)

Individuals
· Support programs because they believe in the project

· Provide volunteer time 
Private foundations

· Usually support specific causes

· Provide grants or matching funds

· In US: Foundation Centers are libraries of foundations [call (212)-620-4230]
Corporations

· Support quality of life for employees or industry-related projects

· Provide money, services, equipment
Governments

· Provide funding to non-profit organizations. Must work though Adventist Community Services or ADRA to receive government funds: church doesn’t accept government money to preserve separation of church and state
Local church
Local conference

· Usually don’t provide money; may give letters of support
Union conference

· Give information and technical support
Adventist Community Services

· Offer financial grants

· Require letter of support from conference
ADRA
· Doesn’t give money; they ask for money
· May adopt a program 

GLOSSARY
acronyms—a word formed by the initial letters of each major word in a compound term

beneficiaries—people named to receive benefits

bureaucratic language—relating to highly specialized words or phrases used by an organization

capital—a stock of accumulated goods or funds

client/participant focused—efforts which emphasize benefit to those who provide funds or effort

collaborative—working jointly together 

compatible—capable of operating in harmony

compelling—forceful, demanding attention

“concept paper”—a document which expresses a general idea without many specific details

credibility—the quality of inspiring belief

demographic—relating to particular characteristics of a population used to identify markets

donors—people who give something

donor funding levels—the degree to which a project is funded by monetary gifts from outside your organization

endowments—a gift of money which is invested and the earnings used to fund a specific project

entity—a group or thing having a distinct existence

feasibility—the likelihood of being able to do something

format—organization or arrangement

grant—a gift of money given for a particular purpose

grantee—one who receives a grant

hard-core—the purest or most basic form of something

implemented—putting into practice an established plan

interchangeable—permitting mutual substitution

jargon—the technical terminology of a specific group

logistical—the planning, implementation, and coordination of the details of any operation

methodologies—a set of procedures

NGO—non-governmental organization

overhead—business expenses (like rent) not chargeable to a particular part of the work 

reviewer—one who examines critically or deliberatively

slush fund—funds not well controlled that can easily be used for corrupt purposes

sustainability—the ability of a project to continue providing benefit after funding has ended

target population—a group of people for which something is specifically intended

typographical—relating to the style or appearance of machine-generated text
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