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Proposal Development Guideline
1.  Cover Page
· Include the project title, submission date, organization name and logo, donor name, location of the proposed project, and contact details of the lead applicant.
· Use a professional design and ensure all information is accurate and aligned with donor templates (if provided).

2.  Organization Information
· Provide a brief profile of your organization: mission, vision, areas of expertise, experience in similar projects, and legal registration.
· Include key achievements, geographic reach, donor partnerships, and financial compliance certifications (e.g., audited reports).

3.  Executive Summary
· Summarize the entire proposal (1–2 pages).
· Include project title, duration, budget, location, key problems addressed, major interventions, expected outcomes, and organizational capacity.
· This section should be clear, compelling, and written last.

4. Problem Statement
· Clearly define the core problem your project addresses.
· Where is the problem 
· What is the problem 
· From what secondary data you have learned about the problem
· How much is the problem serious 
· Use data and evidence (quantitative and qualitative) to justify the problem.
· Highlight affected population groups and root causes.

5. Background
· Provides context about the geographical area, target group, sectoral challenges, prior interventions, and why the issue matters now.

6. Needs Statement
· Explain why the project is needed now and how it responds to the problem.
· Demonstrate the gap between the current situation and the desired condition — highlight unmet needs or service delivery failures.
· Prioritize needs using tools like Bradshaw’s categories or urgency/importance matrices.
· Link needs to rights, national/international development goals, or donor priorities.
· Explain consequences of inaction — what will happen if the need is not addressed.
· Reinforce organizational commitment by stating that the proposing organization is ready, capable, and positioned to meet these needs through proven interventions.

7.  Theory of Change
· Describe how your activities will lead to desired change.
· Present inputs → activities → outputs → outcomes → impact.
· Highlight assumptions, preconditions, and pathways to change.

8.  Logical Framework
· Present a structured table showing:
· Goal (Impact)
· Outcomes
· Outputs
· Activities
· Indicators, Means of Verification, and Assumptions
· Ensure alignment with Theory of Change.

9. Target Beneficiaries
· Identify and estimate direct and indirect beneficiaries (gender, age, location).
· Explain the criteria and method for selection.
· Highlight how vulnerable groups (e.g., women, children, persons with disabilities) are included.

10. Risk Analysis & Mitigation Plan
· Identify major risks (security, political, operational, financial, etc.).
· Assess the likelihood and impact of each.
· Propose mitigation strategies and responsible actors.

11.  Detailed Budget Plan
· Break down the budget into major categories: personnel, materials, training, travel, M&E, contingency, indirect costs.
· Justify major line items.
· Align the budget with the work plan timeline and donor format.

12.  Work Plan
· Provide a Gantt chart or table of activities by month/quarter.
· Indicate responsible actors, dependencies, milestones, and expected outputs.
· Ensure realism in scheduling and coordination.

13.  Monitoring, Evaluation, Accountability & Learning (MEAL) Plan
· Define indicators, data sources, frequency of data collection, and tools.
· Explain mechanisms for community feedback, accountability, and complaints.
· Describe how lessons learned will be captured and used.

14.  Sustainability & Exit Strategy
· Explain how project outcomes will be sustained after funding ends.
· Highlight community ownership, government involvement, capacity building, and resource mobilization.
· Include a realistic exit timeline and handover plan.

15.  Gender, Protection, and Inclusion Strategy
· Describe how the project ensures equitable participation and benefits for all genders and marginalized groups.
· Address Do No Harm, child safeguarding, GBV, and disability inclusion.
· Align with international standards like SPHERE, Core Humanitarian Standard, etc.

16.  Implementation and Coordination Arrangements
· Explain the operational setup: team structure, partners, community engagement mechanisms.
· Describe how coordination with government, clusters, and stakeholders will occur.
· Include decision-making, reporting, and communication channels.

17.  Annexes / Appendices
· Organizational Registration & Legal Documents
· Past Project Summaries / References 
· Maps and Technical Drawings (if applicable)
· Detailed Budget Breakdown (Excel format if required)
· Letters of Support
· Staff CVs / Organizational Chart / Staffing Plan
· MEAL Tools / Templates / Indicator Tracking Table (ITT)
· Procurement Plan
· Environmental and Social Safeguards / Do No Harm Statement
· Community Consultation / Needs Assessment Summary Report
· Photographs (before/after or current site conditions)
· Security Plan (for fragile areas)
· Audit Reports or Financial Statements (last 1–2 years)
· Donor Compliance Checklist (if applicable)
· Child Protection Policy / Safeguarding Policy
· Anti-Fraud, Code of Conduct, or Ethical Guidelines
· Logistics or Supply Chain Plan
· Environmental and Social Safeguards Policy
· Financial Management and Controls Policy
· Procurement Policy
· Occupational Health and Safety (OHS) Policy
· Community Engagement and Participation Policy
· Monitoring, Evaluation, Accountability and Learning (MEAL) Policy
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