Project Proposal




<<Project Name>>





<<Network Name>>

Template instructions: All text in italics is instructional and will help you to complete the template.  It should be removed from your document.  Text in double angle brackets (<<) should be replaced.

The Proposal Template is used to document and submit a project idea to a project funder.  Potential funders will often have their own proposal templates that you must complete.  This is a generic template that can be used when the funder does not have one.  Additionally, the contents in this template should be easily cut and paste into a funder’s template because it represents the standard information requested in a proposal. 
<<Proposal Title>>

A Proposal to <<Funder Name>>
Prepared by <<Literacy Network>>
<<Date>> 
<<Street Address>>

<<City, Province, Postal Code>>

<<Telephone Number>>

<<Fax>>

<<email address>>
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1 Introduction
1.1 Background
The background provides space for you to describe the need that you are trying to address or the opportunity that has arisen.  This area should be supported by research or discuss the evidence that you have that the problem exists.  For example, if you were delivering a project about developing a new literacy course to assist laid-off workers in being able to complete a job application, you should indicate in the background section why you feel that is an important issue.
1.2 Project Overview
Provide a two or three paragraph description of your project.  The Project Overview is similar to an executive summary is used to briefly describe the anticipated outcomes of your project as well as product or service that you are going to create to meet the outcomes.
1.3 Strategic Alignment
Most funders have strategic priorities that they want to achieve.  MTCU clearly outlines it strategic priorities with each call for proposals.  Other funders may publish them on their website.  Your proposal will be more powerful if you can indicate which of the strategic priorities your project will support and how.  This section should be relatively short and include bullet points.
	Strategic Priority
	Alignment

	<<Strategic Priority>>
	· <<How will you project support this priority?>>

	<<Add more rows as necessary>>
	· 


2 About <<Network Name>>
2.1 Overview
Many funders may not know who you are.  Provide some information about your network history and areas of focus.  The overview is typically about half a page or a page in length.  This overview can be used with some minor edits for most proposals you write.  

2.2 Key Skills and Experience
A funder will want to know why you are the best organization to deliver this project.  This is similar to the skills and experience that appear on a personal resume.  It should be a summary of the relevant areas of knowledge that your organization will bring to bear on the project.  Remember that project management is now one of them!
· <<Skill or experience>>

· <<Description>>
2.3 Related Previous Projects
Similarly, the funder will want to know that you have delivered similar projects in the past.  Think about the projects you have delivered in the past and which ones are relevant to this one.  This section typically includes the project name, a brief description of the project, and the outcomes you achieved.
	Project
	Description
	Outcomes Achieved

	<<Project Name>>
	<<Description of what the project was all about.  Similar to the vision statement>>
	· <<List the outcomes you achieved on this project.  No time for modesty!!!>>

	<<Add more rows as necessary>>
	
	· 


2.4 References
Add three or four references for your organization.  These may be other funders for whom you have delivered projects, networks with whom you have partnered, and so forth.
1.  
<<Name>>
<<Title>>
<<Organization>>


<<Contact information>>


<<Description of project or work completed with or for reference>>
3 Project Scope

3.1 Vision Statement
The vision statement is similar to an organizational vision statement.  It is a one paragraph description of what the project is all about.  The vision statement should summarize the need being met, the intended outcomes, and the product or service you will create to achieve the outcomes.
3.2 Outcomes
Outcomes are one-sentence statements about what the project will achieve.  Remember that an outcomes represents “why” you are doing the project and should be SMART (specific, measurable, agree-upon, realistic, and time-based).  See the Toolkit for more information on SMART outcomes.
3.3 Scope Statement
The scope statement is a list of the key products or services and the associated activities required to create them.  The scope statement is “what” you are going to create in the project.  This could be a training course, curriculum, or so forth.  The scope statement should include all the major areas of the project.

For greater clarity, it is sometimes valuable to indicate also what is “out-of-scope”.  That is, what will not be created within this project?  If you are going to create a training course, but not deliver it through this project, it would be wise to indicate that deliver of training is not considered part of the project.

1.  <<Key product or service>>

· <<description of major activities required to create product or service>>
3.4 Assumptions
The project scope and constraints (i.e., cost, quality, schedule) are based on certain assumptions that must be considered to be true for you to successfully complete the project.  List them in bullet-point form here.  For example, if you are planning on creating a new training course but the Ministry is revising the way it measures literacy, you may assume that the Ministry publishes its new criteria before you create the training course. 
4 Project Approach
The project approach is the summary of how you are going to move through the project.  What are the key activities by phase and what are the anticipated deliverables or outcomes of each phase.
4.1 Phase 1: Planning

	
	

	Description
	<<One-sentence description of the phase>>

	Deliverables / Outcomes
	· <<Key deliverables or outcomes from this phase, e.g., Project Charter, Project Team formed, etc>>

	Key Activities
	· <<Key activities from phase>>
· <<Brief description of activities>>


4.2 Phase 2: Create

Continue with the other phases
5 Project Schedule and Budget
5.1 Schedule

The schedule is typically shown by phase of activity, but can also be shown by deliverable.
	Phase
	Dates
	Estimated Effort

	<<Phase 1: Planning>>
	<<Start date>> to <<stop date>>
	XX hours

	<<Add rows as necessary>>
	
	

	TOTAL
	
	


5.2 Budget Request

What are the costs are associated with the project?  How much money are you requesting from the funder and how much will you provide?  Your contribution could be in-kind, from operational monies, or from other funders.

	Item
	Estimated Cost
	Network Contribution
	Requested Amount

	<<Human Resources / Salaries>>
	$XX,XXX
	$XX,XXX
	$XX,XXX

	<< Materials>>
	
	
	

	<<Add rows as necessary.  There should be one row for each person or material item.>>
	
	
	

	TOTAL
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