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Grant recipeint Handbook  June 2008
ANNEX 3

Guidelines for the preparation of a Subproject proposal

To prepare satisfactory proposal acceptable to RPMU, go through the following steps carefully and provide all information accurately. The proposal listed minimal required information.  However, you are welcome to provide any additional relevant information to support your proposal.

1.
Self assessment of capacities (this refers to section 2 of the proposal)

Consider your organization’s available resources in terms of:

· personnel to implement the subproject;

· physical facility to implement the proposed sub-project;

· in-kind or in cash contribution to the proposed subproject;

· support by local administration or organizations;

· availability of financial (accounting) and purchase (procurement) management process. 
If necessary, the applicant will be assessed by an Appraiser to establish the level of existing competency using the Institutional Criteria provided. 

2.
Identification of target groups and beneficiaries of the subproject (this refers to section 3 of the proposal)

Identify the target beneficiaries of the proposed subproject with the following count, consider using Table A1:

· Estimated number of the particular vulnerable population (identified) in the proposed subproject area
· Estimated number of the target vulnerable population by sex and by age that would directly benefit from your proposed sub- project 

For each beneficiary, describe the key benefits they will receive from this proposed project or define how your project will make a difference in their lives. 

Table A1 – Project beneficiaries

	No. of particular vulnerable  population in the geographic area
	No. of direct beneficiaries
	% women


	Age group
	Benefits to the beneficiary

	
	
	
	
	

	
	
	
	
	


3.
Selecting activities from the eligible list of activities for your proposal (this refers to section 4 and 5 of the proposal)

The eligible list of activities is in Toolkit 1 Annex 1, which is a collection of possible activities that can be undertaken by an eligible applicant.  Keep in mind your organization’s capacity and the target beneficiaries of your subproject, go through the list of eligible activities and select key activities relevant for your proposed subproject. 

You can propose an activity that is not included in the eligible list that could benefit significantly your target beneficiaries. Feel free to discuss it with the NC or RC by email or in person. It is important that you get their agreement to include such innovative activities in your proposal. Make sure that the activities you propose will clearly benefit the target beneficiaries you have chosen for your proposal.

Discuss the proposed activities with your intended beneficiaries. Note that the activities you propose must have full support of your target beneficiaries.

4.
Breaking the proposed activities into tasks
Once the key activities for the proposal have been agreed upon, you should identify actual step by step process to implement these activities. These steps are called Tasks. For example, if your key activity is to be at home at the end of the work day then the tasks to achieve this activity could be (a) get out of the office at the end of a work day (b) find a bus or car as your transport (c) take the chosen transport from office to home (d) get off at home and (e) enter your house.
You have to define tasks for all activities you propose. This guide does not prescribeTasks because they may differ from one subproject to another and from one implementing organization to the other. In order to identify Tasks for each activity, you have to have logical concept and take into account of your organization’s strength and weaknesses and the beneficiarie’s ability to take on the tasks.  So the structure of your subproject activities may look like the following table:

	Activity 1 

	Task 1.1 (or step 1 towards achieving the goal of main activity 1)

	Task 1.2

	Task 1.3

	Last task: (last step, when completed, will complete the proposed activity)

	

	Activity 2 

	Task 2.1

	Task 2.2

	and so on……


Once you have identified main-activities and tasks, you are ready to develop an implementation schedule or work plan.

5.
Developing a sub-project work plan
Work plan is a sequential listing of the tasks with time-frame including the following:
· Estimated start date (for each activity and task individually)

· Estimated duration, in number of days or weeks, that would be required to finish an activity (for each task individually)

· Estimated finish date (determined by adding duration to the start date – for each activity individually)

Table A2 provides anexample of a work plan showing the start and finish dates of each activity and tasks.
Table A 2. Sampel work plan
	Work plan 
	Starting month:_________Year____________ 

	
	Project months

	Activities and Tasks
	Start Date
	Finish Date
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	1. Activity
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1.1. task

1.2. task
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Activity
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	    2.1. task

    2.2 task
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Activity
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	    3.1. task

    3.2 task….and so on
	
	
	
	
	
	
	
	
	
	
	
	
	
	


· If the proposal is more than 12 months, then prepare a work plan for each 12 month-period, linking the 1st and 2nd year’s activities and their implementation schedule.

· In the workplan, list the proposed activities. Then list all possible tasks necessary to complete the proposed activities.

· For each task, estimate the best possible start date and the estimated finish date.

· Using the start and finish dates, indicate the duration between the start and finish dates graphically by drawing a line in the months, but may not exceed more than 12 months at any time.

· Note that some tasks may be required to be going on at the same time as some other, and some tasks may need to start after one finishes. Carefully plan such activities.

· Write explanatory notes (if necessary) by referring to task number (for example, 1.1, 1.2 etc.). Do not hesitate to write explanatory notes if you think this will help clarify the situation for a reviewer of your proposal.

Refine the tasks and their start and finish dates before moving on to the next step.

6. 
Assigning responsibilities

For all tasks listed in the workplan, identify a person who will be responsible for implementing the specific tasks. The responsible person may be from your organization, the targeted beneficiaries, or others. You do not need to write the name of the person, just put the title or function of the person. The following is a work sheet for assigning responsibilities by activity or tasks:

	Activity 
	title or function f the responsible person for  the task 

	Activity 1
	

	Task 1.1
	Project coordinator

	Task 1.2… and so on
	trainer


(add lines if necessary)

7.
Identifying resources to deliver the tasks for each activity (this refer to section 7 of the proposal)
After developing the work schedule and assigning esponsibilities, the next is to identify resources needed to implement the project by answering the following questions for each task listed in the work plan:

· What is required, when is it required and how many are required ? 

· Who is required, when required and for how long is it required ?

· Prepare Table A3 to help in determining resources required using the categories listed below:
	Expenditure (or Resource) category
	Description

	1.Goods/equipment/material 
	All equipment, materials and supplies to be used in the field (communities)

	2.Consultancies and Training 
	All consultancies including individual(s) or agency and all training associated costs

	3. Civil works (repair & renovations)
	All items related to repairs and renovations of a facility. This includes all rehabilitation materials, skilled and unskilled laborer. RAF funding will not be allowed for new construction.

	4. Direct operational costs
	Project activity-related travel costs (include monitoring), office stationery and supplies, communication cost directly for the project (fax, mail, email, courier, photocopy)

	5. Other (must be specified and justified)
	

	6. Contingencies
	Up to 2% of total RAF funded portion of the proposal cost is acceptable to cover price contingency to compensate for inflation.


Table A3. Sample resource requirement worksheet  for a task
	Activity / Task 
	Resource categories
	Item name
	Unit of measure 
	Cost per unit
	No. of units required
	7-Total Cost

(= unit cost x no of units required)

	1.1
	1 Goods/ equipment/

material


	
	
	
	
	

	
	2.Consultancies/ Training


	
	
	
	
	

	
	3. Civil works (repair

& renovations)


	
	
	
	
	

	
	4. Direct operational costs

	
	
	
	
	

	
	5. Other (specify & justify)

	
	
	
	
	

	Estimated Cost for a task
	

	1.2
	1 Equipment/

Material

Services
	
	
	
	
	

	
	2. Consultancies Training
	
	
	
	
	

	
	3. Civil Works (repair

& renovations)


	
	
	
	
	

	
	4. Direct operational expenses


	
	
	
	
	

	
	Other, etc.
	
	
	
	
	

	Estimated Cost for task 
	

	Estimated Cost for Activity 1 (add up the costs for all tasks under this activity) 
	

	Activit / Task 
	Resource Categories
	Item name
	Unit of measuret
	Costs per unit
	No. of units required
	Total Cost

(=cost per unit x no. of units required)

	2.1
	1 Equipment/

Material


	
	
	
	
	

	
	2.Consultancies Training


	
	
	
	
	

	
	3. Civil Works (repair

& renovations)


	
	
	
	
	

	
	4. Direct operational expenses


	
	
	
	
	

	
	5. Other etc.


	
	
	
	
	

	Estimated Cost for task
	

	…and so on
	
	
	
	
	
	


If the project will need a particular item in more then one task, make sure the cost per unit for that item is the same.  

8. 
Budgeting the work plan
Budgeting the work plan once you have completed the worksheet in the previous step as follows: Take one resource category (equipment, consultancies, civil work or operations cost), pick one item in that resource category from the worksheet, search whether the same item also exists in the rest of the worksheet; if so, add them together, enter the resource category and the item in Table A4. Be sure that the units required and the unit costs are entered correctly. Repeat the above process until all Items are accumulated and recorded in Table A4 below.

Table A4. Cost estimates

	Resource category
	Name of Item
	Unit of measure of the item
	Unit cost
	Task No. in workplan
	Total units needed
	Total cost     (= unit costxunits needed)

	1.Equipment/Material
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Sub total
	
	
	
	
	

	2. Consultancies and Training
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Sub total
	
	
	
	
	

	3. Civil Works(repair & renovations)
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Sub total
	
	
	
	
	

	4. Direct operational expenses


	
	
	
	
	
	

	
	Sub total
	
	
	
	
	

	5. Other 
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Sub total
	
	
	
	
	

	TOTAL COST
	
	
	
	
	
	


· Contribution 
In Table A6, you need to estimate and write the total amount of your contribution. This is an essential aspect of your proposal. The CAAP will not finance 100 percent of your proposal, thus you need to carefully identify all the resources and money that you can contribute during project implementation. Refer to the Grant Recipient Handbook. For in kind contribution, use the format in Table A5 to estimate the value.

Table A5. Estimating athe value of ‘in kind’ contributions

	Description of Contribution from your organization 
	Current market value
	Description of  Contribution from third party  (provide supporting document)
	Current market value

	
	
	
	

	
	
	
	

	Total Value
	
	Total Value
	


Write these totals, plus in cash contribution in Line 6 of Table A6. The prepare a project budget summary using Table A6 format.
Table A6. Project budget 
	Resource category
	Cost estimate

	1. Goods/equipment/material 
	

	2. Consultancies and training 
	

	3. Civil works (repair & renovations) 
	

	4. Direct operation costs 
	

	5-Other
	

	6 Total cost without contribution 
	

	7. Contribution (to deduct)
	

	8-Sub total after contributions (=6-7)
	

	9. Contingencies (2% after contributions) 
	

	10. Overhead 
	

	Total project cost 
	


Table A7.  Detailed budget (template)
	     
	 Cost per unit 
	Category 
	 
	Source of funding 
	 

	code
	Activities and resources 
	Unit 
	 Quantity  
	Price 
	Total 
	Type 
	% requested from RAF 
	RAF total
	Total from applicant 
	Grand total 

	Program costs 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Objective 1 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	1.1
	Activity 1 name 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	     Resource 1 Airtickets 
	pcs
	 
	 
	 
	 
	 
	 
	 
	 

	 
	     Resource 2 Hotel room
	Days 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	     Resource 3 Trainer fee 
	Days
	 
	 
	 
	 
	 
	 
	 
	 

	 
	     Resource 4 lunch and coffee breaks 
	person
	 
	 
	 
	 
	 
	 
	 
	 

	1.2
	Activity 2 name 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	     Resource 1 Computer 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	     Resource 1 Printer 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	     Resource 2 Furniture 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Objective 2 (name)
	 
	 
	 
	 
	 
	 
	 
	 
	 

	2.1
	Activity 1 name 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Administrative costs
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Activity name 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	     Resource 1 salary for director 
	month
	 
	 
	 
	 
	 
	 
	 
	 

	 
	     Resource 2 salary for accountant 
	month
	 
	 
	 
	 
	 
	 
	 
	 

	 
	     Resource 3 Internet connection fee 
	month
	 
	 
	 
	 
	 
	 
	 
	 

	 
	     Resource 2 Office rent 
	month 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Total 
	 
	 
	 
	 
	 
	 
	 
	 
	 


9.
Identifying performance monitoring indicators (refer to section 9 of proposal)
Your subproject performance will be monitored by your field supervisor or project coordinator who will prepare and submit weekly report. Refer to the indicators provided in the Handbook, select appropriate indicators which correspond to the activities of your work plan.

10.
Writing the proposal
Use the RAF Proposal format in Annex 4 and the required attachments available in the annexes of the handbook to prepare the actual proposal.
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