Attachment B

DEVELOPMENT PROPOSAL GUIDELINES

FOR EXTERNAL FUNDERS

Many of these items may not actually be sent to the donor/foundation as part of a final proposal. Individual donors/foundations will have different forms or requirements. This is only a guideline and you as project leader and expert of the subject area can select what is applicable and prepare a first draft. 

Funding Proposal Elements

1.         Cover letter

This is done last, after the executive summary.

This letter should:

· Authorise submission of the proposal - Normally signed by Principal or Chair of Governing Board

· Ask for money - Show funds already committed and amounts asked for.

· Reinforce - How important the project is and what it will accomplish.

· Set-up -Prepare readers for what they are about to read ; why this particular      donor for this project?

· Explain the way forward - Set up process for contacting donor in near future, answering questions they may have.

2.       Title Page 

This page normally includes :

· The Project Title
· The project organization name, address, telephone, fax and e-mail

· The author’s name
· Date of project application

3.
Executive Summary

This part must be done second last after all information is gathered and organised. In this short section (maximum 3-4 paragraphs) summarise the one, two or three most important points for each of the following elements of the proposal:

· Your organisation’s credibility
· The problem being addressed (the need as you see it )

· Summarise your request (preferably one figure cost estimate)

· Project goals and objectives (who is going to how benefit from this project?)

· Methods of implementation (describes your project design or activities used to accomplish your objectives in two to three sentences)

· Evaluation design (how you plan to prove you’ve succeeded?)

· Explain how this project fits into your prospective donor’s support policies 

· Summarise benefits of your project to donor (fulfillment of an announced funding program, satisfaction of helping solve a pressing local problem, etc) 

Stress OUTCOMES and OUTPUTS!

Keep it in mind that this summary can also be used as a one to two page proposal or cover letter that a prospect donor would request and review before deciding whether to ask you to prepare a full proposal.

4.
Introduction

This very important part of your proposal must be utilised effectively to convince the donor of you and/or your organisation’s credibility. In this section the donor wants to know that you can make a success of this project if it gives you the money. Address as much of the following as possible or feasible about your organization:

· Mission

· Population/Clients – Your target beneficiaries, have they changed over time? If so, how you’re meeting their changing needs?

· Programs – Results - it’s not about what you do, but about your outcomes; this should be a brief track record or success story.

· History – can be credible if it shows growth ; what you mention here should be directly relevant to what you’re proposing in this project.

· Staff – Describe academic and professional background of your staff: present the background and accomplishment of your project leader.

· Present your credentials: cite short commendations, quotes of well known persons who have worked with you.

· List the present sources of support and income: demonstration that you have enjoy local support (money, facilities, donated services)

· Present your credibility builders: Are you resource to others in the field? Is there an increasing need for your service? Is your service becoming more popular – is there a waiting list?

· Describe your credentials as they relate to this project: What is your track record in this arena? What facilities and staff do you have uniquely suited to this project?

· Develop an apparent relationship between your organizational purpose and the problem identified to ensure continuity between the institutional goals and the achievement of the proposed project.

5. 
Problem / Need Statement

This is the crux of the proposal. It describes the circumstances and conditions you want to change. Here the focus should be external to your organization, not focused on your internal needs. You must have a baseline, which identifies the scope of the problem/needs and your starting point in addressing it. Be specific and precise. Elements include:

· What is going on in your service area?  (Describe this kind of project nationally or regionally, and then pick a manageable part of the problems or a piece that you may be able to solve. 

· Who’s affected? (Use local statistics; only use national statistics if you’re comparing them to local ones)

· Who has the problem? Who else is affected? Focus on the target population?

· State the specific need in terms of a single person (e.g.: in 2001 the average mark for a grade seven math’s pupil was only 41%) 

· Why is this a problem? (Focus on a cause for the problem based on what you do and your expertise, showing that you can really do something about it)

The following can be included to strengthen the message of the problem statement:

· Statements from community leaders

· Expert opinions (including quotes)

· Government studies

· Survey results

The problem statement determines the major focus of the proposed project and provides entrée to the other subsections of the proposal.

6. 
Goals and/or Objectives of the Project

These elements must explain the RESULTS or OUTCOMES of the project, not what you want to do. They describe a change that will occur in the circumstances and conditions stipulated in the problem statement. 

A goal is general and summarises more specific objectives or an overall desired outcome for the project. It is bigger in impact than an objective and has no specific time frame.

Objectives are what you really measure to determine the direction and success of a project. Objectives must be realistic (you have time, resources and community support to attain them), measurable and quantifiable and needs to contain four pieces of information:

· Who or what is going to change?

· How will they change?

· By how much will they change?

· Time frame 

The objectives are the basis for determining the procedural aspects of the project and therefore must be prioritised if possible during planning (major objectives followed by a series of sub objectives more precisely identify the project plans).

7. 
Methods

This section describes your project design or activities used to accomplish each of your objectives. It must explain the rationale for the project (relate it to the problem) and elements include:

· What – Proposed activities to bring about the desired results. Describe these activities and/or processes followed.

· Who – The target group; also who will be responsible for implementing activities (give name, title, background including experience). It is important to describe the staffing expertise to be involved to provide greater assurance of achievement.

· When – Timeline; charts are a good tool to use as a “snapshot” in highlighting when activities will take place and which objectives will be achieved.

· Where – Describe the geographical resource aspects of the activities. 

· Why – What other alternatives did you consider? Why did you pick this/these one/ones? Was it the most economical or most innovative or did it have the most impact?

It is important to sequentialise your activities thus providing a structure for monitoring and evaluating the effectiveness of each objective

8. 
Evaluation 

The evaluation phase has two parts.

Firstly it determines whether your project worked. Did you meet the objectives? This is outcome or product evaluation. Secondly the process or method evaluation examines the effectiveness of the methods you used, especially in relation to the cost-effectiveness of your methods.

Most donors want projects include the following evaluation elements:
· Information and Indicators – What will tell you that you’re achieving your objectives; you must track this info and continually collect it trough the project

· How and When – How will you collect info and when? How often will you report progress; describe the data gathering method.

· Who collects and analysis information? Describe the evaluators. Name, Title, Credentials and Objectivity? (Recently donors have shown more preference for organizations that do their own evaluations rather than bringing in outsiders. They like to see a hands on approach where someone who is involved in the project planning and implementation also doing the evaluation. Thus ensuring that objectives can be re-aligned, if necessary and the project goes on and certain developments emerge)

· Dissemination – Will you publish the evaluation? If yes, how? (Papers, reports, conferences). Describe the groups who should get the information (colleagues, general public, potential clients). Explain why is it important to reach them (locate clients, raise money, help others to start similar projects)

The evaluation is very important to indicate whether you should continue the program, copy it, expand it, scale it back, drop it or whatever. It is helpful for the future to share this information with donors, to show them what works and what don’t work. Indicating to current and potential donors what you will do to obtain better results is very powerful.

The point about doing evaluations is not about passing or failing, but rather learning from them.

9. 
Future Funding (if required by the project)

This is the last part of the narrative. After the donation is spent, donors will want to know how you keep the project going. Funding sources can include “soft money” (donations) and “hard money” (everything else):
· Donations (“Soft money”) – Include amounts that you will apply for and from whom. Make sure you have approached these other donors, because they might even collaborate with one another on funding your proposal.

· Planned giving, special events, direct mail solicitations, funds from individuals – Indicate what percentage of the project you plan to fund with this.

· Contracts – e.g. government agencies 

· Fees for services rendered – e.g. training, professional advice/consulting, mentoring

· Matching funds – If it falls within the ambit of a strategic project for the organisation, matching of donations can be considered.

· In-kind or donated services – To offset certain costs; these are provided by your organization; volunteers are examples

· Business ventures – non profit agencies creating a for profit entity and filtering profits back into their non-profit base

10. Budget

This section will explain the monetary implications to accomplish your objectives. Anything in your methods section must also reflect in your budget and vice versa.

The budget consists of two interactive parts:
· Detail – line items with the actual numbers. The budget detail should consist of the following three columns: funds requested; funds from other sources (including your own); and total project funds.

· Summary/justification – explanation or calculation showing how you generated the detail.

Line items are furthermore divided into three costing categories:
Personnel

· Salaries and Wages – List everyone involved in the project by position. Estimate the percentage of time each listed person will be spending on the project and multiply it by his/her salary. Also take into account overtime, if relevant.

· Fringe benefits – usually a percentage of salaries (if applicable to the project)

· Consultants/Contracted services – You can prorate some costs, such as maintenance or cleaning contracts, as direct expenses and write off a percentage of it as part of doing this project.

· Volunteers – Using them shows your organization’s credibility. This is powerful to donors. Include volunteers under consultants/contracted services to avoid figuring benefits for them, but indicate what their monetary value would be using an hourly rate.

Non-Personnel

· Space costs – For rented or donated facilities that you use. One way to determine the square meterage for rent is to use the institution’s figure for allotted square meterage per person, multiplied by the number of people in the project

· Rental, lease or purchase of equipment – This is major equipment often defined as costing more than R5000 per unit and/or lasting longer than one year. It includes office equipment, desks, photocopiers, computer equipment.

· Supplies – Generally desk-top supplies

· Travel – Transportation costs, meals, accommodation

· Other costs – Items that don’t fit into other non personnel items

Indirect costs

These costs are not associated with a particular project or activity, but necessary for general operation of organization. These costs generally can’t be quantified and include the following:

· Administrative and Accounting costs

· Operation and maintenance of buildings and equipment

· Depreciation

· General telephone expenses

· General travel, subsistence and supplies expenses

11. 
Appendix

If you want the donor to see something in the appendix, refer to it either in a table of contents or in the proposal narrative. The following items should at least be included in the appendix:

· Section 18 A certificate

· Organisational budget

· Financial Statements / Annual report

· List of Board of Directors – possible in organizational chart format

In addition the following could also serve an informative purpose:

· Resumes of key staff involved in the project

· Commitment letters / Pledges from partner donors/funders

· Institutional annual report or brochure

THE GENERAL DONOR GUIDELINE FOR THE NARRATIVE OF THE FUNDING PROPOSAL (POINTS 4-10) IS FOUR TO SIX PAGES.

Attachment C

Criteria for evaluation of projects (see next page)

	Criteria
	Rating scale

	
	1
	2
	3
	4
	5

	Meeting the purpose/mission of the NMMU including:

· Objectives; and

· How objectives further the purpose 
	Not at all clear
	
	
	
	Very clear

	Extent of  Need of the Project meeting specific needs / focus areas of the NMMU including:

· Needs addressed by the project;

· How needs were identified;

· How needs will be met; and

· Benefits to be gained by meeting these needs.


	Not at all clear
	
	
	
	Very clear

	Plan of operation ito of the quality of the project plan including:

· Quality of design of the project;

· Extent to which management is effective and ensures proper and efficient administration of the project;

· How objectives of the project relates to goals set; and

· Utilisation of resources and personnel to achieve project objectives;


	Not at all clear
	
	
	
	Very clear

	Current competitive position ito quality of Key Personnel, experience related to the objectives of the project and any other qualifications pertaining to the quality of the project, including:

· Qualifications of Project Leader;

· Qualifications of each other key staff member;

· Percentage time each will be working on project; 
	Very weak. No track record of success, strong competitors
	
	
	
	Very strong. Have track record and clear advantage over competitors

	Analysis of Budget and cost effectiveness 

· Budget 

· Costs in relation to objectives of project
	Not at all adequate budget  to support project
	
	
	
	More than adequate budget allocation to support project

	Evaluation Plan including the extent to which methods of evaluation are:

· Appropriate to the project; and

· Objective and production data are Quantifiable
	Not at all clear 
	
	
	
	Very clear and Quantifiable 

	Contribution to building technology platform
	Very low. Isolated activity, does not build on existing competences
	
	
	
	Very high. Well aligned with other complementary projects and initiatives / builds on existing technological competences

	Contribution to HRD
	Very low. Little or no development of people
	
	
	
	Very high. Clear plans to significantly develop people during project

	Contribution to Scientific and Technical Excellence (STE)
	Very low. Little or no opportunity to raise levels of STE to world class standards
	
	
	
	Very high. Significant opportunity to raise levels of STE to world class standards

	Potential to create new IP
	Very low. Little or no chance for patents, trademarks or copyright
	
	
	
	Very high. Very good opportunity for patents, trademarks or copyright

	Impact on job creation / poverty alleviation/ BEE
	Very low
	
	
	
	Very high

	Potential financial reward
	Very low. Future financial returns unlikely to equal cum. investment if project successfully completed
	
	
	
	Very high. Future income streams likely to exceed cum. investment by factor of 5 or more, if project successfully completed

	Probability of technological success
	Very low. High technology risk aro the emerging nature of technology and/or internal weaknesses
	
	
	
	Very high. Low technology risk due to mature nature of technology and/or internal strengths

	Probability of commercial success


	Very low. High commercial risk due to unfamiliar market, no partners, strong competitors, etc
	
	
	
	Very high. Low commercial risk due to market familiarity, partners in place, clear commercialisation plan, real weak competitors, etc


