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This Guide to Proposal Writing was
prepared by the Indian Studies
Support Program (ISSP) Committee.
It is intended to be used by anyone
who ispreparing aproposa, either for
| SSP funding or for any other funding
agency.

We cannot guarantee that your use of
thisguidewill ensure approval of your
proposal for funding. However, we
hopethat you find the suggestionsin-
cluded in this Guide useful and that
they help you to create effective and
successful proposals.
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1. Proposal Titles

A proposal title should be both concise and
clear, and should indicate the nature of the
work to bedone. Theproposdl title should
relate to the funding source, and it should
focus on the outcomesto be achieved, not
on the methodsthat will be used.

It is best to avoid words that are unim-
portant, including words such as “ Stud-
ieson...,” “Research ontheProblemof...,”
or “A Proposdl for....” Inaddition, “cute”
titles and the use of acronyms and/or jar-
gon in titlesis not recommended.

It is not always necessary to list the
project’s location in title.

2. TheTitle Page

Some funding sources will have specific

requirements for what is to be included

on the proposal title page. If thisisthe

case, follow those requirements exactly.

If the funding source does not have strict

requirements, it is good to practiceto in-

clude

a. thetitle of the project;

b. the name of organization submitting
the proposal;

c. the name of the organization to which
the proposal is being submitted;

d. start and end dates of the project;

e. thetotal funds requested (optional);

f. names, addresses, and signatures of
project directors and/or officials
approving submission; and

g. thedate of the proposal submission.

3. Proposal Summary

Every proposal, even a brief one, should
have a well-written summary. This
summary is sometimes referred to as an
Executive Summary or an abstract.

Some proposal reviewers read only the
summary, and many others rely on the
summary to provide an overview of the
project. Since the summary often
provides afirst and last impression, it is
one of the most important elements of the
proposal.

The summary should be included first in
the proposal. However, itisusually best
towritethe summary last, whenitiseasi-
est to summarize the points made in the
proposal itself.

The summary highlights the information
which follows in each maor section of
the proposal, and describes (1) the prob-
lem or need; (2) the purposes and goals
of the project; (3) who will be served; (4)
methods, procedures, and program activi-
ties; (5) who will carry out the project;
(6) where the project will take place; (7)
the time frame for the project; (8) the
background and qualifications of your
staff and organization; (9) the cost of the
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project (optional); and (10) the benefits of
the project.

Why should a funding agency give you
funding? This question should be an-
swered in your proposal summary.

4. Table of Contents

TheTableof Contentsidentifiesthe major
sections of the proposal. Lengthy or de-
tailed proposals may alsoincludealist of
tables, list of figures, or list of appendi-
Ces.

In the Table of Contents list the titles of
all major sections and subsections, along
with the page numbers on which they

begin.

5. Introduction

The introduction to the proposal begins
with a statement of what is being pro-
posed. Do not assumethat your reader is
familiar with the subject about which you
are writing. Instead, provide sufficient
detail so that the project would be clear
to an uninformed person.

In the introduction, provide enough
information for the reader to place your
proposed project in acontext. Show how
your project will make a significant
contribution to your community and/or
address an important need. While it is
important to not exaggerate, be sure to

clearly articulate the importance of your
project.

It is useful to briefly describe your
organizationa history or project team’s
background, explaining why you are
qualified to undertake the proposed
project. This may include a discussion
of the achievements and prior research,
training and project implementation
experience of your organization.

Theintroduction should concludewith an
outline of the content and arrangement of
the sections that follow. This conveys a
sense of order and helps the reader better
understand the flow of the proposal.

6. Statement of Need

Giventheincreasing competition for fund-
ing support, it isimportant that your project
stand out as being particularly worthy of
funding. Thissection candemonstrate that
worthiness, and should indicate the need
the project will address. Thesignificance
of the need can be shown using avariety
of dataand information sources.

6.1 Suggestions for this Section

1. Describe the problem and why it oc-
curs, using appropriate statistical dataand
qualitativeinformation. Thisdescription
establishesthe central ideathat will guide
the proposed project.

2. Convince the funding agency of the

3.
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importance of your project and the con-
tribution your project will make.

3. Link prior research and experiencewith
this project in order to demonstrate your
knowledge of the field.

4. The Statement of Need should answer
the following questions:

(i) What isthe need?

(if) What arethe separateelementsor fac-
ets of the need?

(iii) What isthe extent of theneed (num-
bers affected, rate of occurrence etc.)?

(iv) How long has the need existed?

(v) What prior attempts have been made
to address or reduce the need, and what
were the results of those efforts?

(vii) What other resources exist to ad-
dress the need, and what is the gap be-
tween the need and available resources?
(viii) What isyour organization’s history
asit relates to the need?

(ix) What consequencesmight ariseif the
need is not addressed?

7. Goalsand Objectives

Clearly described project goalsand  ob-
jectivesare essential in aproposal.

The project goals should describe the
anticipated outcome of the project in a
general way. Itisnot always possible to

4.

directly measure project goals. For ex-
ample, if aproposal was being sent to an
agency which funds projectsdealing with
special needs education, a project goal
may be:

“Thisproject will addressthe issue of
special needs education in our
school.”

Project objectives, on the other hand, are
more specific than the project goals, and
areusually easier to measure. For exam-
ple, the objectives for the same special
needs proposal might include:

“This project will aim to:

-- hirean education specialist toiden-
tify how many students in our school
have specia needs;

-- develop workshops for our teach-
ers to help them understand how to
assist studentswith special needs; and
-- design specific programs for stu-
dents with special needs.”

Itisimportant to remember that goalsand
objectives indicate outcomes to be
achieved, not activities which will be
undertaken.

Goals and objectives should be reason-
able and achievable given the available
resources and time available for the
project.
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8. Methodology
How areyou going todoit?

The methodol ogy section, one of the key
aspectsof aproposal, may includethefol-
lowing sub-sections:

8.1 Introduction

Theintroduction to the methodol ogy sec-
tion briefly summarizesthe project’sover-
al approach or procedures, and empha-
Sizesany innovative or unusual techniques
being proposed.

It may also explain how you will transfer
what you learn to other areaswith similar
needs.

8.2 Program Activities

This section of the proposal describesin
detail all of the activitiesto be undertaken,
how and when the activities will be car-
ried out, and by whom. In effect, the
methods section is a description of how
the project goals and objectives will be
achieved.

The project methods must be justified—
that is, it isimportant to explain why the
proposed approach is appropriate.

It may be useful to organize your activi-
tiesaccording to one of thefollowing for-
mats.

By Phases of Activity. Identify major
project phases, outline the activities
chronologically under each phase, and
includes a description of each task.

In Chronological Order. For straightfor-
ward projects with a limited number of
activities, includeachronological listing
of taskswith abrief description each task.

Activities under Each Goal/Objective.
List each objective separately, then list
and describethetasksand activitiesthat
will be implemented to achieve the
objective.

Whichever format ischosen, the proposa
should include:

(1) clear and manageable steps and dis-
tinct activities,

(2) adescription of why the procedures
will produce intended outcome;

(3) aredlistic time frame; and

(4) aplan for addressing any problems
which may arise.

8.3 Proposal Support

This section identifies groups or organi-
zations who support and/or will be in-
volved with the project implementation.
It isuseful to describe the nature of that
support or participation, and documents
from the organizations stating their sup-
port, such asBCRs, lettersfrom language
authorities, letters from schools etc.,
should be included in an appendix.
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8.4 Staffing and Administration

This section should describe the plan for
administering the project. It can include
an indication of the staff people needed
for the project and, if applicable, it can
indicate the consultants or advisory boards
to beinvolved in the project implementa-
tion.

In some proposals, it may be necessary to
include the title of each staff member, a
description of their rolesand responsibili-
ties, and the amount of time (full-time or
part-time, duration of appointment)
required from each project staff person.

In some cases, it may aso be useful to
describe the administrative structure of
your organization, and to indicate the pro-
cedures which will be used for the coor-
dination of the project.

In this section, it may also be useful to
describe the qualifications of the project
staff, and biographical information and/
or resumes can be included in an
appendix.

8.5 Work Plan / Timetable

Thework plan or timetableisauseful tool
for demonstrating that the proposed
project activities can be completed within
the time scheduled.

Thework plan can also serve asaproject
implementation and monitoring tool,
useful for evaluating the progress made.

The use of charts and graphs is often a
useful method for showing thework plan
inavisua way.

8.5 Evaluation

Funding agencies often require evidence
of your plans to evaluate the effective-
ness of the project. The evaluation sec-
tion of your proposal may present a plan
to assess the extent to which the project
objectives are accomplished. This plan
can also serve as a guide for monitoring
and modifying project activities.

Each project objective should have a
related evaluative measure, which may
include measurable data and details
regarding how data will be gathered and
analyzed.

It is useful to include in this section:

1. What is going to be evaluated.

2. What information will be collected.

3. The sources of the information.

4. Instruments/procedures for data
collection, if applicable.

5. How the data will be compiled and
anayzed.

6. Thetimelines for evaluative efforts.

7. Who will be responsible for the
evaluation.

8. Plans for reporting and using resullts.

You may also describe how you will use
evaluative data in program planning, in
decision-making, and in maintaining
accountability to the funding agency.
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Thisdescription may includeaplan to sub-
mit interim reports, final reports, or other
information.

If athird party will conduct the evalua-
tion, or if the evaluation design and pro-
cedures will be determined after the
project is funded, staff time and budget
allocations for this activity should be de-
scribed. You should also ensure that the
evaluation activities described in this sec-
tion arereflected in the Work Plan/Time-
table.

9. Outcomes

This section provides an opportunity for
you to explain the products of your work,
and to emphasi ze the short-term and long-
term results expected from the successful
completion of the project. You may indi-
cate the benefits that will be realized by
completing the project’s activitiesand at-
taining the projects goals and objectives.

In addition, if the project is expected to
result in indirect or long-term benefits,
identify those in this section.

10. Legal Status

In any proposal, it is important to indi-
cate the status of your organization, such
asitslegal standing or affiliation with an-
other organization. It is also useful to
attach copies of any documents demon-
strating that your organization isin good
standing, such as current licences or
certificates.

11. Detailed Budget

A proposal always requires an indication
of the costs associated with each project
component. Many funding agencies
specify the form in which budgets are to
be presented and define which costs are
allowable. Inthat case, awaysfollow the
instructions carefully, and become famil-
iar with the funding agency’s fiscal
policies and regulations.

If you need help with budget devel opment,
obtainit. Also ensurethat your budget is
realistic and well justified.

In some cases, you may be asked by a
funding agency to modify your budget (up
or down). Usecautionif you are asked to
scale down the objectives or scope of a
project to match available funds. It pays
to know bottom lines and postpone or
refuse projects that are fiscally doomed
from the start.

In preparing your budget, indicate all po-
tential funding sources, andindicate which
of those are confirmed and unconfirmed.

11.1 Budget Justification

You may want to include a section which
describes the basis for your budget esti-
mates. For easy cross-referencing, you
may simply footnote an item listed in the
Budget and describe it in this section.
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11.2 Plan For FutureFunding

Few funders are interested in funding
projects indefinitely. If your project will
require funding beyond the period for
which you are requesting funds, it is use-
ful to include a plan describing how sub-
sequent funds will be obtained.

12.Dissemination of Results

Funding agenciesare showingincreased in-
terest in thedistribution of information and
project results so that they have a broad
impact. If you have plans to share your
project results with other interested or-
ganizations, you should describe those
plans in the proposal. Your willingness
to promote information sharing or to
extend the impact of your project may be
viewed favorably by funding agencies,
and may increase your chances of
securing funds.

The information sharing component of
your project can range from informing
others about a project through presenta-
tions and media strategies, to more
in-depth strategies such asworkshopsand
training manuals.

General Remarks

Generdly, it is important to make your
proposal clear and concise. It is crucia
that you provide all of the information
requested by the funding agency, but do not

“pad” your proposal with unecessary infor-
8

mation. Most importantly, always stay
within the length limits set by the fund-
ing agency. Attach supporting documents
in appendices, and make sure that your
proposal is complete. Findly, itisim-
perative that you submit your proposal
before the deadline, preferrably by mail
or by courier. Faxed proposalsare often
not accepted, and it isdifficult to ensure
that they arereceived in acomplete and
clear manner.

Good luck with your proposal writing.



