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A volunteer's tips for proposal writing 

Many volunteers quickly find themselves in positions where they are expected to generate successful funding proposals for their host organisations.  AVI volunteer in Indonesia, Anton Clarke, has provided the following tips, which have seen him though a number of successful funding bids.

The 'reporters questions'

Who? 

What? 

When ? 

Where? 

Why? 

How? 

These are the first questions to address when considering what you want to do in your proposed program and an informal outline in how to approach the proposal. These are the essential questions in knowing: 

* What you want to do 

* Focus your aims, objectives and outcomes 

* Help you write your narrative and program 

Fundamental questions that clearly and concisely show your possible donor what you want to do 

If you are unclear you won't get funded. However, if you present a good sound argument in the wrong format, there's a good chance the donor will come back and ask you questions and ask you to re-submit your proposal. This isn't a test with a pass or fail. If donors like your concept then they will fund it! 

Mind map

The mind map is a good starting point for providing direction for what you want to do. It will clearly lay out issues in your mind and help you to expand sub issues and extra points for each section. These points can be numbered in order of presentation for writing a clear narrative. 

Pre-written narrative: Logical framework 

Logical framework, or 'log frame' is the basic format that most NGOs and development organisations worldwide use. By following this format you will more then likely be presenting to your donor in the format they use and are familiar with (a big advantage!). This will also make your 'reporters questions' seem more logical and place them in the correct order for donor presentation.

The log frame summarises:

* What is the project going to achieve? 

* What activities will be carried out to achieve its outputs and purpose? 

* What resources (inputs) are required? 

* What are the potential problems that could affect the success of the project? 

* How the progress and the ultimate success of the project will be measured and verified 

The terminology 

Sexy words for attractive proposals:

* Narrative summary 

* Goal 

* Purpose 

* Outputs 

* Activities 

* Indicators 

* Means of verification (MOV) 

* Assumptions 

* Super goals 

* Inputs 

But what do they mean?

Narrative summary

The goal, purpose, outputs and activities of the project in a written narrative form. Many organisations will also ask for/or as a part of the narrative, the 'rationale' for the project.

Goal

The ultimate result to which your project is contributing - the impact of the project. 

Purpose

The change that will occur if the project outputs are achieved - the effect of the project.

Outputs

The specifically intended results of the project activities - used as a milestones of what has been accomplished at various stages during the life of the project.

Activities

The actual tasks required producing the desired outputs

Indicators

Also referred to as a measurable or objective verifiable indicators (OVI) - quantitative and quantitative ways of measuring progress and whether project outputs; purpose and goal have been achieved.

Means of verification (MOV)

MOV is the information or data required to assess progress against indicators and their sources 

Assumptions

Factors external to the project which are likely to influence the work of the project, over which management has little control, and which need to exist to permit progress to the next level in the LFA.

Super goal

The long term result of continued achievement of the goal of the project.

Inputs

What materials, equipment, financial and human resources are needed to carry out the activities of the project? 

Where to now? 

Now analyse all your issues:

* Does your concept have a good reason and goals? Is it clear in what it wants to achieve? 

* Are you clear in who or what you want to assist and what you hope to achieve? 

If you're still not ready to write the narrative proposal, write a one or two-page executive summary which outlines the entire program in brief. Now expand in a written form on each particular issue or section of the logical framework.

Log frame; the quick check list 

If your executive summary is a winner then the donor will turn straight to the back page and look at your log frame.

The log frame is a quick checklist of what you will do, how many people you will help, variables, percentages, etc - All the theoretical elements that make a 'dollar to effect' ratio in the mind of the outcomes-based thinker and donor.

It will also show what inhibiting facts, risks and assumptions your proposal is making.

Hard work for what? 

Only three elements of your long and detailed proposal will generally be looked at:

* Narrative summary (program in brief) 

* Log frame 

* Budget 

If these three elements make an immediate impression, the donor will be more likely to take the time to look at the details and read and consider your proposal.

Detail 

Detail is the key word. Show that you have covered every base and thought the proposal out to the last detail. This will impress and give confidence in your concept. Think as if it is an IPO! 

Research, surveys, recommendations, testimonials, industry or beneficiary support, lots and lots and lots of thought.

Budget 

Your budget must be detailed and justifiable.

Divide your budget into institutional costs/overheads and program costs.

Your administration fee must not exceed 5 per cent of total budget.

Set the contingency at 5 per cent to 10 per cent (donor will negotiate) 

try and make a contribution of up 20 per cent if you can. This can be labour, admin costs, use of office equipment for project, 'contribution' of non-salaried staff working on project, other donations, beneficiaries contribution (time, etc) 

Consultants and salaries should stay below 30 per cent

Aim a little higher as the donor will tailor your request 

Provide a pie chart with percentages so it can easily be seen what has been spent where, big ticket amounts 
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