Guide to Project Proposal Writing 

A project proposal is a detailed description of a series of activities aimed at solving a certain problem or completing a specifically defined objective.  The proposal should contain a detailed explanation of the:

· Justification of the project

· Activities and implementation timeline;

· Methodology; and

· Human, material, and financial resources required.

The project proposal is a means of presenting the project to the outside world in a format that is immediately recognized and accepted.  In other words the proposal should be able to stand on its own to be understood by individuals not connected to the project. 

The language used in writing a project proposal should be formal.  The project proposal should be free of any jargon, slang or idiomatic language.  This is a professional document.  

NOTE:  The project proposal is not only a document to suggest project intent, it is also a working document that lives and evolves throughout the project.  It is not expected that you will have all the answers or planning complete when you submit your proposal.  It is expected that you will identify where more work and activities are required.  The majority of your time should be spent at this point on the Context, Goals & Objectives, Results Expected (at this point) and Target Group.
Proposal Format

Title Page
· The title page should include the project title, the name of the author(s), the place and date of the project preparation, and any project advisors/mentors or participating organizations.
Context (Justification)

· This part of the proposal sets the stage for the need and justification for the project.  It should contain relevant data to explain the background and rationale for the project.  

· Background information should describe the social economic, educational, political, and or cultural background from which the project is initiated. 

· The project justification can be in the form of a problem statement that provides a description of the specific problem(s) the project is trying to solve, in order to justify the project.

· The project proposal should point out why a certain issue is a problem for the community or society as a whole (i.e. what negative implications affect the target group). There should be an explanation of the needs of the target group that appear as a direct consequence of the described problem. 

Goals & Objectives, results expected and target group

· Define the goals and objectives of the project. What do you want to accomplish in this project?

· Describe who will benefit from this project.  Why this group?  What are their specific needs?   Try to bring to life this group that is targeted.  

Methodology  

· Describe how the project will be carried out.  For example, is this a research project utilizing primary or secondary research?   Are you creating something?  If so, how will this be created?

· Include any specific resources needed or planned in carrying out the methodology.

· Describe any permission that needs to be granted and the process for securing that permission. 

Project Implementation 

· The implementation plan should describe activities and resource allocation.  If is exceptionally important to provide an overview of how activities will be implemented as well as where and when.  

· Activity plan should include specific information and explanations of each of the planned project activities.  The duration of the project should be clearly stated with detail on the beginning through end with key elements during the project called out.  

· A simple table with columns for the activities, sub-activities, task, timing, and responsibility.

· Resource plan should provide information on the means necessary to undertake the project.  A detailed itemization and explanation of human, material and financial resources required; their purpose; and allocation should be provided.

· Identify mentors and advisors.  If you have not identified a specific mentor and/or advisor please describe the type support you are looking for. 

· Are there any barriers in the path of this project that need to be resolved?

· An overall detailed timeline should be included.  

Reporting, Monitoring, evaluation and follow up
· Describe the form the final report and presentation will take. Who will the final report be presented to?  Where will the final report ultimately reside? 

· Identify the success criteria of the project.  Measurable metrics should be identified as well as the means of measurement. 

· Methods and timing of monitoring and evaluation

· Further plans and follow up – will this project continue in the future?  If so, in what manner will the project be transitioned?  Who will take over the responsibility for the project?
