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Proposal Submission Checklist
1. Cover Page
· Project title
· NGO name and logo
· Submission date
· Contact details
2. Executive Summary
· Clear and concise overview
· Problem statement and objectives
· Key methods and expected outcomes
3. Introduction
· Background of the NGO
· Context and relevance of the project
4. Problem Statement
· Evidence-based description of the problem
· Data and statistics to support the need
5. Project Objectives
· SMART objectives (Specific, Measurable, Achievable, Relevant, Time-bound)
6. Project Description
· Detailed activities and phases
· Methodology and implementation plan
· Timeline (Gantt chart or similar)
7. Target Population
· Description of beneficiaries (direct and indirect)
· Geographic focus
· Selection criteria
8. Organizational Information
· Mission and vision statements
· Expertise and achievements
· Organizational capacity
9. Budget
· Detailed cost breakdown
· Justification for expenses
· Funding sources (if applicable)
10. Risk Assessment
· Identified risks
· Mitigation strategies
11. Monitoring and Evaluation Plan
· Defined success metrics
· Data collection and analysis methods
· Reporting mechanisms
12. Sustainability Plan
· Long-term impact strategies
· Plans for community involvement
13. Appendices
· Letters of support
· Maps, charts, and visuals
· CVs of key personnel
· Additional technical documents
14. Final Review
· Proofread for errors and inconsistencies
· Ensure alignment with donor guidelines
· Confirm all required documents are included
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