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Background 

For thirt~r five years and in more than fifty countries, the Overseas 
Educatio Fund (OEF) has concerned itself with the socioeconomic condition 
of women and their families. OEF's projects today are undertaken in 
partnership with Third World development organizations and aim to increase 
women's income, improve their productivity, and enhance the quality of 
their lives through programs of technical assistance. 

In June 1981, the Office of Homen in Development awarded OEF a two
year grant of $174,175 to increase the capabilities of women's development 
organizations through a program of short-term technical assistance. This 
report is an account of activities conducted during the first year of the 
grant period. 

The WIDTech Program 

Grant activities have been administered through OEF's short-term 
technical assistance program, "WIDTech." WIDTech assistance in organiza
tional manageme~t, project management, and income-generating activities is 
available worldwide, and to groups at all levels--international, national, 
and community-based. 

Funding for HIDTE'~h comes from three sources: USAID, OEF':; $150,000 
grant from the William and Flora Hewlett Foundation, and client fees. Most 
of the p.ID funding for WIDTe.ch is from the Office of Women in Development 
p.rant. However, OEF' G t:ooperative agreement with the Office of Private 
and Voluntary Cooperation (Grant #PDC-0197-A-00-2056-00) also provides 
for short-term technical assistance and has financed several important 
WIDTech activities this year. Additionally, the USAID Mission to Guyana 
shared the costs of assistance to one WIDTech client during Year 1. It 
is hoped that more such support from overseas missions will be possible 
in the years ahr-'3d. 

Client fees, as well, will represent an increasingly significant 
source of financing as WIDTech aims to achieve self-sufficiency. While 
fees are not required of certain clients (usually smaller, grass-roots 
groups), other organizations have made sizeable contributions. Yet, 
even clients with scarce f1nancial resources have demonstrated their 
commitment by offering important in-kind contributions such as lodging 
for OEF consultants, subsistence for trainees, and logistical and 
secretarial support. 

It is important that OEF has been able to attract private 
support for this program. The Hewlett Grant, in particular, represents 
a significant contribution to OEII' s base of private sector support. 
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Hith fund:'.ng from these different sources, WIDTech has become a 
major service"f OEF. For the first time, OEF has been able to respond 
to the numerOlJS requests it receives for "technical assistance"--ranging 
from or~ers of OEF publications to proposals for on-site training-
through one, coordinated effort. 

WIDTech was designed so that the variously funded activities would 
cOffi?lementone another and together build a stronger program. The sepaT.ate 
identity of each component has also been maintained, however, and the 
diversity of the project's financial base has given rise to considerable 
flexibility and creativity in programming. 

For example, technical assistance financed by the Office of Pr:f.vate 
and Voluntary Cooperation is accompanied by efforts to develvp longer-term 
projects with the groups assisted (or with other groups in the countries 
visited). Hewlett funds enable OEF to engage in activities which might 
not be possible with AID funding, such as technical assistance to groups 
in non-AID-assisted countries. 

When clients pay all or part of the training costs, the WIDTech budget 
is axtended that much further to accommodate additional requests. Alter
natively, collaoorating with organizations that can underwrite a major 
portion of the technical assistance costs enables OEF to mount larger
scale efforts, such as regional workshops, which would norma~ly be outside 
the scope of the WIDTech project. 

There are financial as well as programmatic reasons for combining the 
funds into one project. Through WIDTech, OEF's short-term technical assist
ance delivery system enjoys an "economy of scale" in administrative expenses. 
The sharing of certain fixed ~osts by USAID, Hewlett, and WIDTech clients 
means that a greater proportion of the money from each source is then 
available for field work. In short, WIDTech has become an important effort 
by OEF to developing more cost-efficient programs, while at the same time 
improving upon the s~rvices it offers. 

The accompanying brochure presents more detail on the technical 
assistance offered through WIDTech and on the selection criteria for client 
groups. 

Year 1 Accomplishments 

The implementation plan for Year 1 of this grant consists of three 
major activity areas: 

1. Information collection on international and indigenous women's 
organizations, their needs, and available resources to meet those 
needs. 

2. Technical assistance to international and indigenous women's 
organizations. 
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3. A limited amount of seed~oney funds to women's development organi
zations which received technical assistance through the grant. 

Following is a description of each of these activ~ty areas. 

1. Information Collection and Needs Assessment 

During the seco·.1d half of the year a direct mail campaign was organized 
to publicize the WIDTech Project to prospective clients and to invite their 
requests for assistance. The mailer consisted of a cover letter, brochure, 
and application for assistance. The application, in questionnaire form, 
was designed to: 1) collect pr.eliminary information on the client organiza
tion's technical assistance needs, and 2) determine the organization's eli
gibility for WIDTech assistance according to the established criteria. 

Bruchures were distributed to AID and Peace Corps field missions 
for their assistance in identifying prospective WIDTech clients. Copies 
were also mailed directly to organizations known to OEF as possible can
didates for assistance. In all, approximate:y 1,200 brochures in English, 
Spanish, and French have now been distributed. 

Once a client has applied and appears to meet the selection criteria, 
more detailed information on the organization's capabilities .. and needs is 
sought. Such information is obtained through correspondence and other 
communication prior to the trip, and during an on-site organiZational 
diagnosis/needs assessment which precedes the training or consultation. 
This latter activity is, in effect, technical assistance in the area of 
problem/needs identification. 

As a means to facilitate this important step, a one-day participatory 
training design in assessing organizational needs was developed during 
the fourth quarter. A copy can be found in the Appendix to this report. 

2. Technical Assistance 

a) Field Training and Consultation 

During Year 1, twenty requests for WIDTech field training/consultation 
were received from seventeen different countries. Nine of these groups 
subsequently became clients during the first year, five of them with 
support from USAID. Surranarfes of each of these consultations are given 
below. 

\.-( 
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Client #1: 

Client #2: 

Client #3: 

.. . 

The International Alliance of Wo~~n 
London, England 

June 23 - July 6, 1981 

Assistance in designing s proj~ct and preparing a proposal 
for funding a series of workshops in the Middle East, 
Africa, and the Pacific for lAW affiliate organizations. 
Workshops would provide national and community leaders 
with the skills to implement development projects in the 
areas of family planning, child care, vocational training 
income-generation. (Ccnducted by Hortense Dicker, OEF 
Consultant) 

October 18 - 28, 1981 

Continuation of assistance as described above. (Conducted 
by Rana Harmon, WIDTech Project Director) 

1 Funded by USAID/Office of Women in Development 

The Haitian Development Foundation 
Port-au-Prince, Haiti 

January 27 - February 10, 1982 

Consultation witt HDF core staff to assist with the design 
of a new effort to integrate more women into the organization 
credit and business advisory program. The new women's 
program would include motivating beneficiaries to practice 
family planning. The WIDTech consultation provided 
technical assistance to the Women's Project Officer in 
community needs assessment, project design and proposal 
writing. A WIDTech seed-money grant for $5,000 has also 
been awarded to finance the project's start-up costs. 
(Conducted by Rana Harmon, WIDTech PI~ject Director) 

Funded by the William and Flora Hewlett Foundation 

Guyanese Craft Producers 
Georgetown, Guyana 

March 21 - April 2, 1982 

Feasibility study of the production and marketing of 
Guyanese crafts. 

June 13 - 16, 1982 

Meeting of producers and retailers to discuss the feasibility 
study and to propose a plan of assistance for their industry. 

(Both trips conducted by Rana Harmon, WIDTech Project Director 

Funded by USAID/Guyana and USAID/Office of Private and 
Voluntary Cooperation. 2 

A copy of the propoaal was submitted to the Office of Women in Development, 
December 1981. 

2 
A copy of the study was submitted to the Office of Women in Development, 
April, 1982. 
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Client 114: 

Client 115: 

Client 116: 

Client 117: 

Client 118: 

- ::J -

The Somali Women's Democratic Organization 
Mogadishu, Somalia 

March 25 - April 10, 1982 

Training for SWDO's leaders and outreach workers in 
community needs assessment, project identification 
and design, proposal writing, project evaluation, and 
integrating family planning/health with women's 
development activities. 
(Conducted by Christine MacCallum, OEF Director of 
Program Planning for Africa/Middle East) 

Funded by the William and Flora Hewlett Foundation 

The No~th Solomons Women's Investment Corporation 
Arawa, rapua New Guinea 

June 10 - 23, 1982 

Training in financial management for small businesses, 
community needs assessment and project identification 
design. Participants were NOSWIC core staff and women's 
leaders from the communities in which NOSWIC had developed 
economic activities for women (e.g., sewing training and 
marketing center, take-away food shop). 
(Conducted by Carolyn Gullatt, OEF Consultant.) 

Funded by USAID/Office of Women in Development and the 
Government of Papua New Guinea. 3 

The National Council of Women 
Kingstown, St. Vincent 

The University of the West Indies 
Kingstown, St. Vincent Campus 

July 4 - 31, 1982 

Short-term consultations with each group, each one an 
applicant for WIDTech assistance, to assess their training 
needs and to plan for future training, if appropriate. 
(Conducted by Hortense Dicker, OEF Consultant) 

Funded by USAID/Office of Private and Voluntary Cooperation. 

International Planned Parenthood Federation 
July 21 - August 8, 1982 

-International Planned Parenthood Federation (London, England) 

Consultation to discuss: 1) upcoming trip to Zaire in 
which OEF consultant would assist a group of Angolan 
refugee women in preparing a proposal to IPPF for funding, 
and 2) future collaboration between OEF and IPPF. 

A copy of the trip report is given in the Appendix. 
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-International Planned Parenthood Federation (Nairobi, Kenya) 

Consultation to discuss IPPF/Kenya's request for OEF's 
assistance with its projects in Africa. 

(Both consultations conducted by Margaret Schuler, OEF 
Director of Women run Law and Development Project. 

FUnded by the Hilliam and Flora Hewlett Foundation. 

Africa Cooperative Savings and Credit Association 
Nairobi, Kenya 

July 25 - August 8, 1982 

Informal, preliminary visit to discuss possibility of 
WIDTech assistance in 1983, request by ACOSCA. 
(Conducted by Margaret Schuler, OEF Director of Women in 
Law and Development Project.) 

Assistance made possible with funding from private sources. 
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Since June, applications for assistance have been coming to OEF 
as a result of the brochure mailing. We are receiving increasing 
numbers of requests that are being considered for assistance in Year 2. 
A report of requests received during June is given in the Appenclix. 

b) WIDTech Information Service 

WIDtech also provides assistance to development organizations around 
the world through its Information Service on women-in-development. Mary 
Robinson, WIDTech Project Associate, aided by student interns and volun
teers, researched and responded to nearly 100 requests for information 
in Year 1. Of these, more than half were from organizations and indivi
duals working in the Third World; the remainder were from development 
professionals and researchers in the U.S. and Europe. 

Requests are typically for descriptions of successful development 
projects for women, for guidance in designing and setting up community 
projects, and for information about other organizations providing ~ssis
tance to Third World groups. 

Much of the information used by WIDTech staff to answer requests is 
accessed from WIDATA, OEF's computer database on women-in-development. 
WIDATA is one of several specialty areas of DEVELOP"a database created 
by the Control Data Corporation (CDC). DEVELOP contains information on a 
wide range of development topics, such as agriculture and food production, 
business and industry, education and sociotechnological development, 
health and energy resources. Information units on these topics have been 
prepared by international development organizations with technical know
ledge to share. Among the contributing organizations are OEF, Technoserve, 
Appropriate T~chnology International, Volunteers in Technical Assistance, 
and the Denver Research Institute. In return for submitting information in 
their areas of expertise, these organizations have been able to access 
the information base for their own use. DEVELOP became available to 
the public recently, via worldwide subscription and search services on a 
fee basis. OEF will continue to provide information units on women-in
development topics in exchange for access to the database in researching 
WIDTech requests for llI'itten information. 

WIDTech staff also respond to requests for written information 
through the distribution of OEF publications and through customized 
library sea~ch services. 

c) Production of Training Packages 

In the first )ea~, YIDTech staff and consultants developed workshop. 
"packages" for short-term technical assistance in a number of content areas: 

o Analyzing organizational needs 4 

o Long- and short-range planning 

4 
Included in Appendix. 



- 9 -

0 Project identification and design 

0 Budgeting 
5 

0 Proposal writing 

0 Workshop design 

6 
0 Marketing research and management 

0 Women's economic development and family planning 

Each package contains: 1) a content section for workshop facilitators, 
describing the tec~~ical information to be presented, 2) a training process 
plan, outlining the activities to be conducted, the setting and timing, 
resource materials needed, and notes to facilitators, and 3) a resources 
section, containing readings, exercises, visual aids, etc., to be used 
during the training. 

What differentiates all WIDTech training materials from other'1 available 
is that they are simple, appropriate for use by community-level groups, 
and are intended to impart the most important concepts during a short 
but intense technical assistance period. 

Over the course of the WIDTech Project, the training packages will 
be field-tested a number' times in several different countries. In 
addition to serving the needs of WIDTech and other OEF staff, the materials 
will be published and sold at low cost to other development organizations. 

3. Seed-Money Funds 

The WIDTech budget also includes seed money, available to clients 
receiving WIDTech training/consultation. These funds enable clients to 
launch a new activity--often designed during or as a result of the WIDTech 
technical assistance--or to push to completion a stalled project. Criteria 
for funding and grant procedures were developed early in Year 1 and are 
included in the Appendix. 

The Haitian Development Foundation was the first client to receive 
a seed-money grant, $5,000 to start up the women's program. (Assistance 
to HDF was made possible with WIDTech/Hewlett funds.) The money is 
being used in part to pay for salaries of community workers, an expense 
which many funders are often reluctant to pay. 

No awards of seed money in Year 1 were made under the WIDTech/AID 
grant. This is in large part because one of the major clients of the year, the 

5 
Included in Appendix. 

6 
First draft available after (September), 1982. 
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International Alliance of Homen--being an international and not a Third World 
group--was not eligible ~or such a grant. Also, a Third Hor1d group which did 
receive assistance under this grant in Year 1 was not encouraged to apply 
for a seed-money grant. This organization, ~'he North Solomons Women's 
Investment Corporation of Papua New Guinea, is relatively well endowed 
with funding from the provincial government. NOStHC therefore did not 
meet one important criterion for funding, specifically that the intended 
beneficiaries have little or no access to other resources. It is expected 
that as the number of community-level clients receiving training/consulta
tions from this grant increases, so will the number of seed-money grant 
applications which are received and awarded. 

Assessment of Year 1 Activities 

Major Strengths 

o Designed and put into place a number of management and program 
systems, including: criteria for organizations receiving technical 
assistance, seed-money grant procedures and cLiteria for funding, 
processes for assessing client needs, procedures for responding 
to requests for written information, steps for reviewing applications 
for WIDTech training/consultations, and guidelines for briefing/ 
support for WIDTech training consultants. 

o Contacted large number of development organizations of WIDTech 
and invited them to apply for assistance, increasing pool of 
strong applicants for future. 

o Developed a number of training packages in the content areas most 
often requested as subjects of technical assistance. 

Constraints/Difficulties 

o Grant activities late in getting started, since Project Director 
not in place until mid-September. 

o Large part of Year 1 effort under this grant was devoted to 
assisting one international organization. Expected follow-up work 
and collaboration with the organization's affiliates did not 
materialize as planned. 

o Initially, different interpretations with the funder of which 
clients might/might not be eligible for assistance hindered progress 
of technical assistance for indigenous groups. These differen~es 
have since been resolved. 
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Year 2 Plans 

Design new Implementation Plan for Year 2. 

Hold review session with Office of Women in Development Staff to 
discuss activities for first half of Year 2. 

Increase number of consu1ta~ions for indigenous Third World 
organizations, in particular, community-level groups. 

Seek greater coordination and collaboration with USAID field 
missions, through offering more consultations, for examp1e~ with 
Mission staff. 

Increase number of seed-money grants aT.;rarded. 

Develop system for finding local (Third World) private support as 
a match to WIDTech seed money. 

Field-test training packages developed in Year 1. 

Develop additional training packages as needed. 
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APPENDICES 

WIDTech Brochure 

OEF 1981 Annual Report 

OEF Catalogue of Reports, Surveys and Manuals 

Trip Report: Technical Assistance for the North Solomons Women's 
Investment Corporation (Papua New Guinea), June 7 - 25, 1982 

Report of WIDTech Applications for Assistance, Month of June, 1982 

WIDTech Training Manual: Assessing Organizational Needs 

WIDTech Training Manual: Proposal Writing 

Procedure for WIDTech Seed Money Grants 
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Participants 

Name Position/Job Age Status 

Agnes Titus Welfare Officer 27 Married 

Pauline Kor,')kovo Housewife 36 Married 

Som Moshey Welfare Officer 31 Married 

Sahun Dash Housewife/Business Married 
woman 

Regina Se1ep Ex-studentoJ: 19 Single 

Thecla Wat1en Ex-student oJ: 19 Single 

Nana Kasu Student 17 Single 

Anna Budia Student 17 Single 

Benedicta Maso Student 17 Single 

Gabriella Sibe Student 17 Single 

Dorothy Pagara Student 17 Single 

Norah Tom Student 17 Single 

Monica Karako Commmity Development 30 Single 
Officer 

Theresa Pippin Housewife/Club leader 29 Married 

Anna Ampaoi Housewife/Club leader 42 Married 
Business woman 

Jacinta Ninkonu Housewife/Club leader 28 Married 

Bibiana Taria Housewife 28 Married 

Agatha Hito Women's Project Coord. 32 Single 
(Participant-Observer) 

Elspeth Stivens Women's Project Officer Single 

Elizabeth Hannett Premier~s wife/Club leader 32 Married 

*slated to be trainers in the .. proposed sewing training and marketing center 



Left to Right: 

Row 1: Thecla, Elizabeth, Sahun 

Row 2: Pauline, Dorothy, Regina, Som, Monica, Anna Ampaoi 

Row 3: Benedicta, Anna, Theresa 

Row 4: Norah, Gabriella, Agatha, Nana, Elspeth 



E~ecutive Summary 

The following report is an account of the technical assistance 
provided by the Overseas Education Fund to the North Solomons 
Women's Investment Corporation, an indigenous organization having 
as its primary objective the promotion of women's participation in 
the economic and social development of North Solomons province. 

The technical assistance took place June 7-25, 1982, in Arawa, 
North Solomons Provice, Papua New Guinea, and was carried out 
under a short-term consultancy contract. 

The purpose of the technical assistance was two-fold: 

to provide field training and consultation for local women 
to enable them to more effectively work together to solve; 
problems and achieve personal and community goals; 

to assist the participants :0 acquire knowledge/skills to 
enable them to more effectively control the finances of 
club and small business enterprises. 

Under the guidance of the OEF Consultant and with the assistance 
of two participant-observers, approximately 60 hours of experiential 
learning in needs assessment/problem identification, problem-solving, 
and financial management was facilitated for 17 women of North 
Solomons Province. The approach to training was a non-formal one 
which, for most of the participants, was a new and challenging 
experience. The training methodologies used were varied, e.g., 
games and structured experiences, guided discussions, mini-lectures, 
etc. These were selected to maximize the involvement of the parti
cipants and to provide numerous opportunities for them to experience 
the planned learnings. 

In-process and post-training assessment of the technical assistance 
by participants and participant-observers lead to the conclusion tnat, 
overall, the technical assistance was successful in meeting the needs 
reflected in objective number one: 

94 percent of the women, at the end of training, felt they 
had acquired skills for working cooperatively with others 
to engage in project planning/implementation within their 
clubs and communities. 

16 of 17 indicated that they had acquired sufficient knowledge/ 
skills to enable them identify/define personal and community 
problems and to devise strategies for addressing them. 



In addition to increased competencies, many of the women appear to 
have undergone significant personal growth as a result of their 
experiences in the training program. Indicative of that growth are 
comments such as: 

I learned to respect myself 
I now know a way to tackly my problems and its given me 
insight about the running of my life 
I now have courage to act and do things. 

The evaluation results regarding the satisfactory achievement of 
objective number two are inconclusive. It is felt that an adequate 
instruc~ional program was facilitated for the participants, however, 
the learning outcomes were not easily assessed. It is believe that 
many of the women did acquire increased understanding of the topics 
covered under the area of financial management but that before any 
real competencies are evident additional training is required. Such 
follow-up training should most appropriately be organized by the 
Women's Project Officer, Division of Commerce and/or the Women's 
Project Coordinator, Office of Provincial Affairs. 



1. 

I. Background 

The relationship between the Overseas Education Fund (OEF) and 
the North Solomons Women's Investment Corporation (NOSWIC) began 
in F8bruary 1981 when Paul Mitu, Provincial Business Development 
Officer, wrote to OEF on behalf of the members of NOSWIC, all of 
whom are women. 

The North Solomons Women's Investment Corporation, established 
in July 1980, has as its primary objective the promotion of women's 
participation in the ecollomic and social development of the North 
Solomons Province. At the time of the initial contact, NOSWIC had 
established and was operating a small business, a take-away food 
shop. As a second major enterprise, NOSWIC planned to establish 
a sewing training and marketing center for women with the aim of 
assisting the development of a village-based small-scale sewing 
industry. It was in connection with the planning for this 
activity that assistance from OEF was requested. Specifically, 
OEF was asked to review and offer constructive comment on the 
NOSWIC-prepared proposal for the establishment of the center. 

In April 1981, OEF responded to the NOSWIC proposal offering 
suggestions for strengthening the project's effectiveness. OEF 
also provided various documents regarding proposal writing, 
budgeting, and project evaluation as well as case studies on OEF
assisted income generating projects in other parts of the world. 
Further, OEF expressed a great deal of interest in the project 
and a desire to explore other ways which the two organizations 
might be able to collaborate on the proposed project. In this 
regard, OEF provided information on the kinds of technical 
assistance it could offer to NOSWIC. Specifically mentioned 
,.as the possibility of a 2-3 week OEF-facilitated training course 
for local women. 

Over the next several months, through an exchange of letters, 
OEF was kept apprised of the progress being made by NOSWIC toward 
implementation of the project proposal. In October 1981, Paul 
Mitu e~pressed a desire to have more information regarding an OEF
developed training methodology for assisting women to realize 
their potential and work together effectively in groups to achieve 
their objectives. The requested information ("Report on Non
Formal Education for Low-Income Women in Northeast Thailand") was 
provided by OEF in November 1981. On February 19, 1982, Mr. Mitu 
notified OEF of NOSWIC's desire to accept the offer of technical 
assistance, i.e., to arrange a 2-3 week training program to meet 
the specific needs of local women in North Solomons Province. To 
assist OEF in its efforts, Mr. Mitu committed KISOO.OO (U.S.$2070), 
an offer of free accommodations for the OEF consultant, and pro
vision of all material supplies. On February 23, 1982, OEF 
confirmed that it would provide the training requested. Thereafter, 
preparations began for the technical assistance which is the 
subject of this report~ 
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2. 

II. Planning for the Technical Assistance 

Although the consultancy contract to provide the requested technical 
assistance was not negotiated and signed until May 17, 1982, planning, 
in the form of numerous discussions with OEF staff, began aeveral weeks 
earlier. 

Subsequent to the signing of the contract, the following planning 
activities were undertaken, 

Pre-trip Planning 

Familiarization with client organization: purpose, activities, 
leaders/members, etc. Review of all correspondence between OEF 
and client organization. 

Study of Papua New Guinea with attention focused on political, 
economic, social and cultural concerns, discussion with PNG Desk 
Officer, Peace Corps; research in WID Resource Center, New Trans
century; independent reading of materials pertaining to country. 

Preliminary assessment of training needs of proposed participants 
based upon review of written information received from client 
organization and telecon with one of the in-country organizers of 
the training program. 

Preparation and presentation of preliminary workplan for the 
technical assistance. Discussion of workplan with WIDTECH 
Project Director, OEF. 

Preparation of preliminary training ~genda. Presentation and 
discussion of training agenda with WIDTECH Project Director. 

Review/selection/preparation of training materials. Compilation 
of trainer's "tool-kit" for use in-country. 

In-country Planning 

Having departed the United States on the afternoon of June 7, the 
Consultant arrived in Kieta, North Solomons Province on June 9 at 
approximately 1545 hours after nearly 24 hours of actual flying time. 
The Consultant was met by A~atha Hito, Women's Project Coordinator, 
and Elspeth Stivens, Women's Project Officer. 

June 10 

Get acquainted meeting with Agatha Hito and Elspeth Stivens. Int~o
duction to Business Development Office staff. 

Introductory meeting with Paul Mitu, Provincial Business Development 
Officer. 

Planning team meeting with Agatha and Elspethc spelling out of 
expectations; clarification of "team" goals, etc. 
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Familiarizatj;.m tour o'£' Kieta/ Arawa town:>. Visit to the training 
facility. 

June 11 

Planning meeting with Agatha and Elspeth: presentation of tencative 
training plan for discussion and revision; preparation of logistics 
checklist and assigning of re:;ponsibilities for ensuring that all 
logistical considerations taken care of; acquisition of required 
materials and supplies. 

-- Meeting with Mrs. Rae Smart, Fashion and Design Instructor at 
Arawa Technical College and Manager-designate of the proposed 
sewing training and marketing center. 

Radio interview for the English-language channel of the provin~ial 
station. 

Preparation of the training site for the start of training: cleaning 
of the facility; organization of the training environment; preparation 
of visual aids for the training facility; etc. 

June 12-13 (weekend) 

-- Continued planning and preparation for the start of training. 

III. Chronology and Description of Activities 

Under the guidance of th€ OEF Consultant, the technical assistance 
took place over a two-week period, June 14-25, 1982. Approximately 
60 hours of experiential learning was facilitat~d for 17 participants. 
The participants ranged in age from 17 to 42, both single and married. 
In terms of roles and statuses, they were wives and mothers, students, 
community development officers in the provincial government, and leaders 
of local women's clubs. 

The specific chronology of activities during this period is reflected 
in the training agenda presented as part of this section. A brief 
descr.iption of each day's activities follows. 
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Day Ie Introduction to Training 

Objectivese 

Activities: 

Outcome(s)e 

- To welcome parti cipanl:s to training 
- To provide opportunity for participants to 

begin to know and work with each other 
- To provide an opportunit~ for participants 

to share their expectations for the training 
program 

- To match training program goals with expecta
tions, ensure that they are clear and accounted 
for in the agenda 

1. Registration of participants and informal 
coffee hour 

2. Formal welcome/introduction to training 
3. Get acquainted/ice breaker exercise 
4. Pre-training assessment of participants needs 
5. Goals/expectations clarification session 
6. Group planning for the training 

The first day's session ended on a very high note. 
Participants achieved a satisfactory level of com
fort and rapport with each other and ~he facilita
t0r. Participants shared and discussed their ex
pectations for training, identified skills/know
ledge they wanted to acquire, and identified 
specific problems they would like to work on 
during training course. 

Objectives for and content of the first week of 
traininr, established. 

"Family" learning groups formed. 

Day 2: Planning for Personal and Community Problem-Solving 

Objectives: 

Activities: 

- To introduce participants to the process of 
of planning for problem-solving 

- To nrovid~ opportunities for participants to 
experience the problem-solving process 

1. Mini-lecture 
2. Guided discussion 
3. Individual and small group exercises 

Facilitator introduced the idea of planning for 
problem-solving. Individually, using situations 
identified on the first day of training as being 
problems/needs for them, the women set out to 
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specifically define the nature of their need 
or problem and to set a goal and at least one 
objective they wished to work toward with 
respect to that problem or need. In "family" 
groups, individuals share problem, goal, and 
objective statements with members of their 
group for feedback, clarification, and re-write, 
if necessary. Large group re-convened wherein 
individuals shared the products of their effort 
with the whole training group. Facilitator 
processed the activities and their efforts in 
light of information presented in the mini
lecture. 

All of the women made a serious effort to 
complete their problem, goal, and objective 
statements. More than half of them made great 
strides in this regard. Several stated that 
for the first time they had a clear under
standing of what it means to set goals and 
objectives for themselves. Their clarity was 
evidenced when they shared their efforts with 
the larger group. A few other women, mainly 
the young students, had some difficulty with 
the activities initially but were helped along 
tremendously by the intervention of other 
members of their "family" group, 

Day 3: Planning for Personal and Community Problem-Solving 

Objectives: 

Activities: 

Same as for day 2 

1. Warm-up exercise 
2. Review of previous day's activities 
3. Mini-lecture 
4. Community "Map" exercise 
5. Obstacles activity 
6. Guided discussion 
7. Individual work on resources/obstacles part 

of problem-solving plans 

Session started off with a warm-up exercise in 
which the women taught the Facilitator a simple 
song in Pidgin. Previous day's learnings were 
reviewed with the more critical points trans
lated into Pidgin. Facilitator gave mini-lecture 
on mobilizing resources for and identifying obsta
cles to problem-solving. Participants engaged in 
learning exercises to reinforce the mini-lecture 
and continued individual and group work on the 
resources/obstacles part of their problem-solving 
plans. 
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Participants continued work on problem-solving 
plans, identifying resources required for the 
implementation of their plans and obstacles 
which might interfere with their abilities to 
ca~r~'out their plans. 

Day 41 Planning for Personal and Community Problem-Solving 

Objectives: 

Activities: 

Outcome(s): 

Same as for day 2 

Completion of problem-solving plans took place 
during the morning session. In the afternoon 
session, participants shared individual plans 
for addressing problems or needs they identi
fied as being important for them. Through 
guided discussion, facilitator processed the 
plans and the problem-solving efforts under
taken over the past three days. 

Each participant produced her own plan for 
meeting a need or problem that was important. 

Day 5: Assessment 

Objectives: 

Activities: 

Outcome(s): 

-To provide an opportunity for participants to 
assess the learnings acquired during the first 
week of the training program. 

-To pr~vide an opportunity for participants to 
assess continuing needs and plan for the second 
week of training 

In large group, reviewed the goals, expecta·· 
tions, objectives established on the first day 
of the training program. Participants then 
moved into "family" groups to discuss among 
themselves the conduct of the first week of 
training and to assess the effectiveness of 
course thus fdr in meeting their needs. 

In the afternoon session, participants met in 
"family" groups to identify learnings they 
wanted to concentrate on during the second 
week of training. The results of "family" 
group discussions shared with larger group. 

Assessment of the first week of training 
completed. 

Objectives and content for the second 
week of training established. 
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Day 6: Book-keeping 

Objectives: 

Activities: 

- To introduce participants to basic principles of 
book-keeping: setting up a cash book, recording 
transactions, etc. 

- To provide opportunity for participants to practice 
basic book-keeping principles 

1. Warm-up exercise 
2. Mini-lecture 
3. Guided discussion 
4. Practical exercises in basic book-keeping 

Through guided discussion and mini-lecture, facili
tator introduced participants to the concept of 
financial record-keeping: need for records, kinds 
of basic records appropriate for small businesses 
and women clubs. Using visual aids, facilitator 
demonstrated the setting up of a cash book page, 
identified kinds of information to be entered, and 
illustrated how transactions should be entered, etc. 
Participants completed practical exercises and pro
blems designed to test their comprehension of the 
principles taught. 

Day 7: Profit-Loss Accounting 

Objectives: 

Activities: 

To introduce participants to basic principles of 
profit-loss accounting to enable them to calculate 
profit or loss for their small business and club 
enterpr~ses. 

To provide opportunity for participants to practice 
the calculation of profit or loss. 

1. Mini-lecture 
2. Demonstration 
3. Problem-solving exercises 

Through mini-lecture and demonstration, facilitator 
introduced participants to some basic principles of 
profit-loss accounting and the calculation thereof. 
Facilitator set up a number of problem situations 
related to small·business and club enterprises which 
the participants, based on their understanding of the 
principles taught, had to solve. 
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Day 10: Proposal Writing 
Assessment 
Close of lraining Ceremony 

Objectives: To introduce participants to the mechanics of 
proposal-writing 

To provide opportunity for participants to assess 
the two-week training program 

To celebrate the end of training and to recognize 
the efforts of the women during the course 

Activities: Through guided discussion and demonstration, facili
tator introduced participants to the mechanics of 
proposal-writing, i.e., relating proposal-wr~ting 
to planning for problem-solving; identifying/ 
defininr )mponents of a proposal, etc. 

Participants completed a written evaluation of 
the two-week training course. 

Provincial Minister of Education gave the close of 
training speech and presented certificates of com
pletion to participants. 

Day 11: A Mumu 

The women planned and implemented a traditional feast and evening 
of sing-sing to celebrate the end of training and to farewell the 
training facilitator. Invited guests included the spouses of the 
participants, the Premier of the North Solomons Province, and 
others friends/members of the community who had been instrumental 
in making the training course and the stay of the facilitator in
country a successful one. 
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IV. Evaluation of the Technical Assistance 

The Plan 

A plan of evaluation was designed wherein opportunities were 
provided for particirants to continually assess their own learnings, 
and to assess the overall effectiyeness of the training program in 
accomplishing agreed upon objectives. To facilitate such assessment, 
participants were encouraged to keep a daily journal of their experi
ences and feelings which they could refer to as they progressed 
thrcllgh the program. At the end of the first and final weeks of the 
training program, participants completr~d yr.: ::.ten assessments of their 
own learnings. 

A second part of the evaluation plan involved the use of two parti
cipant-observers to assist in assessing the overall impact of the 
training program and the role of the facilitator in helping partici
pants to achieve the learning objectives established. At the end of 
each day's training, a clinic session was held wherein the partici
pant-observers and the training facilitator met to give feedback, 
evaluate the learning outcomes as well as the processes, administra
tion, and coordination of the day's activities. Problems, if any, 
were identified/discussed and plans for addressing them worked out. 

The third part of the plan involved a self-assessment by the 
training facilitator of her efforts to create and implement a syste
matic training design based upon adult learning principles. 

The Results 

Data obtained from the various assessments undertaken clearly indi
cate that all of the participants were affected positively by their 
involvement in the training program. The degree to which they were 
affected, however, varied among individuals as is to be expected when 
one takes into consideration differences in experience and knowledge 
each originally brought to the learning situation. 

The effects of the program on the women are reflected in changed 
attitudes about themselves and in their perceptions about what they 
are capable of doing in terms of skills. 

When asked to list things they are now able to do as a result 
of the training, the women responded thusly: 

-- 94% work cooperatively with others: This represented a big 
step forward for many of the women. One of the critical problems 
identified during the course was the fact that many.of them felt 
frustrated in their club work because of the lack of cooperation 
among members. As a result of this lack of cooperation, some clubs 
had disbanded, others were inactive, and, in others, club projects 
were difficult to get off the ground and/or unsuccessful. The 
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women felt that they could use the skills (listening, sharing, etc.) 
gained while planning and working together during the course to help 
the women in their clubs work together more effectively. They felt 
that their working together in "family' groups during the course had 
taught them the value and benefits to be gained through cooperative 
effort. 

-- 16 of 17 share ideas; express what I feel freely: In the initial 
stages of the training program, some of them were very shy and reluctant 
to express themselves, others tended to undervalue their thoughts/feelings 
when expressed. The students, because of their relative youth, were 
particularly reluctant to contribute in an active way and often had to 
be drawn out. One of the values of the trair.ing course is that it 
provided a supportive, non-threatening environment in which the women 
could express themselves and test their ideas. All of them made great 
strides in this aspect of their behavior. Feedback from some of the 
women's husbands indicated that this change in behavior had been noticed 
by them. They seemed to view it favorably. 

-- 16 of 17 make a plan to solve my problems; solve problems: Planning 
for problem-solving is not something that was routinely a part of the 
behaviors of most of the women. The fact that nearly all of them felt 
that they now have some ability in this regard is significant. That 
these skills were developed to some degree is evidence1 by the fact that 
all of the women, except one, identified a problem that they wished to 
work on; they set goals and objectives for themselves; and, w0~~ed out 
a step-by-step plan for achieving their objectives. 

In addition to increased competencies, many of the women appear to 
have undergone significant personal growth as a result of their experiences 
in the training program. Indicative of that growth are comments such as: 

I learned to respect myself 
I now know a way to tackly my problems and its given me insight 
about the running of my life 
I now have courage to act and do things 

The first objective of the technical assistance was to provide training 
for the women of North Solomons Province to enable them to more effectively 
work together to solve problems and achieve personal and community goals. 
It is believed that that objective was satisfactorily fulfilled. 

The evaluation results regarding the satisfactory achievement of 
objective number two are inconclusive. It is believed that an adequate 
instructional program was facilitated, given the circumstances, but that 
the learning outcomes "ere not easily assessed. Although the women them
selves felt that they had acquired a greater understanding of the topics 
covered - and many of them did- the fact is that for several others of 
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them a great deal of follow-up and additional training must be done 
if they are to have real competencies in some of these areas. 

During the planning for the second week of training, the women 
identified the specific knowledge/skills they Tequired under the 
topic of financial management, i.e., book-keeping, profit-loss 
a~counting, budgeting, and retail-pricing. They also wanted to 
have specific information regarding two un-related topics, i.e., 
banking, and how to write project proposals for submission to 
funding sources. Without a doubt, this part of the training 
course was the most difficult both for the participants and for 
the training facilitator, particularly with regard to the topics 
of profit-loss accounting and retail pricing. The mastery of these 
two skills required certain prerequisite knowledge/skills which the 
majority of the women lacked. Although efforts were made to address 
these needs before attemptinB to transfer the new skills, for several 
women, such efforts were only minimally successful. Despite this, 
however, this part of the course did illustrate to the women the 
critical importance of sound financial management in small business 
and club enterprises, and identified areas of need still requiring 
further development if they are to be successful in the setting up 
and implementation of income-generating projects. 
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PARTICIPANTS REACTION FORM 

1. WHAT WERE THE MOST VALUABLE THINGS YOU LEARNED DURING THE FIRST WEEK? 

12 how to solve problems; I now know of a way to tackle my problems 
and its given me an insight about my running of my life 

5 how to cooperate with other people 

1 that other women in other countries have similar problems to us 

1 Discussions and activities have helped me to identify some of my 
weaknesses 

1 meeting with other women and lessons learnt from other women 

1 courage to act and do things 

2. WHAT WERE THE LEAST VALUABLE THINGS YOU LEARNED DURING THE FIRST WEEK? 

11 nothing not valuable; everything was of value 

2 can't decide yet 

1 because of language problems didn't learn much 

1 role play exercises 

1 lesson on identification of obstacles to problem-solving. It 
was not clear. 

1 difference between goals and objectives still not clear 

3. LIST THE THINGS YOU FEEL YOU ARE NOW ABLE TO DO AS A RESULT OF THE FIRST 
WEEK OF TRAINING. 

16 share ideas; express what I feel freely 

16 work cooperatively with others 

15 identify problems; to know what a problem is 

16 make a goa.l for myself; write clear goals 

17 make a plan to solve my problems; solve problems 

1 respect myself 

1 know who I am 

1 . to set. up my own. project 
1-3 make a good objective; write objectives for my goals 
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4. HOW USEFUL WAS THE FIRST WEEK IN HELPING yOU TO GROW PERSONALLY? 

/ v~ry 'little 
____________ +~-L~ ____ ~---/O 

qery much 

5. HOW GOOD DO YOU FEEL ABOUT THE THINGS YOU HAVE ACHIEVED OR LEARNED OR 
GAINED FROM THE FIRST WEEK? 

10 Very Good 

7 Good 

o Not Good 

6. WAS THERE VALUE OR SOME BENEFIT WORKING TOGETHER IN "FAMILY" GROUPS? 
WHY? WHY NOT? 

.16 "YES" 

- we helped each other 
- because we learnt what other 
people~s feelings or emotions 
are 

- another way of clarifying to 
each other what Caroline was 
saying 

- because we each contributed 
ideas which were useful 

- helped to develop courage and 
confidence 

- as young students we have 
learned alot by listening to 
the ~lder and more experienced 
women in sharing their ideas and 
by being given a chance to parti
cipate in the family group acti
vities 

- cooperation 
- equal distribution of work 
- family group experience helped 

me to be able to deal with a 
much larger group back in the 
village 

- the family group has further 
strengthened in my mind the 
importance of getting more 
participation through asking 
questions. Also leaders should 
not be too dominant. 

I "NO" 

- it wasted time to discuss thing 
in small groups first 
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As part of the final course evaluation, participants were 
asked to write a letter to another woman friend telling that 
person about the training course they had just completed. They 
were to describe the course and tell something about what the 
course has meant to them. 

Attached are samples of these letTers. 
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PARTICIPANT-OBSERVERS REACTION FORM 

1. HOW DO YOU FEEL THE PARTICIPANTS REACTED '!'O THE SESSION? 

Day I 

P-OI ' Surprised/pleased to see how receptive the women were to the exercises 
they were asked to do. I had expected a greater degree of shyness and 
self-consciousness to prevail during this first day. The get acquainted 
exercise was taken much more seriously by the women than I had expected. 
The women seemed to be very relaxed during the whole session. 

P-0
2

1 ' In thi,s first session I. felt the women were eager to do the activities. 
They seemed to enjoy the learning activities 

Day 2 

P-OI ' 

P-O I 2. 

Day 3 

P-OII 

P-O , 
2 

Day 4 

P-OI I 

Overall, I thought that the session cleared up areas of long-standing 
confusion for the women over the meaning of the words used in planning 
and problem-solving (goals, objectives, ,etc.). Several women took 
big steps forward but a few were left behind and I am sure that the 
reason for this was their limited understanding of the terms used. 

In this session again the women took actjve part in the discussions 
and in the exercises. They were able to write out their own problem 
statements which showed that they understood. 

The translation of the main points of problem-solving into Pidgin 
was a good idea and very probably was a big help to the students 
and village women. Everybody seemed to find the identification of 
resources exercise easy. Nobody seelned to find the obstacles identi
fication confusing. Both exercises were good thinking activities 
for.the women. 

The women were quite attentive during the review of the previous 
days learnings on the problem-solving process but some of them 
thought it was a waste of time to conduct the review in Pidgin and 
English. 

t think the women really had a sense of achievement once they had 
completed their problem-solving plans and .shared·them with ·the 
larger group. 

During the role plays I had the feeling that the women were 
missing the point. They couldn't seerl to understand that they 
were supposed to be acting out real situations. I think the 
whole concept of translating a real situation into a hypothetical 
act is a hard concept for them to grasp, though I don't know why. 

/ 
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Day 5 

No team clinicing dont on this day. 

Day 6 

P-Ol , 

Day 9 

The basic book-keeping methods taught were simple enough for the 
majority of the women to understand and for this reason they 
remained interested throughout the session. I think that many of 
the women were relieved to get their teeth into something more 
concrete after the previous week's activities. 

I felt that the participants found the session difficult but 
most of them tried very hard and understood most of it in the end. 

Profit-loss accounting and balance sheets was something they 
were all keen to learn, except perhaps a few of the Tech students. 
I thought that the session was presented by Caroline especially 
well and there seemed to be very few occasions when the majority 
were confused. Some of the women had difficulties doing the 
mathematical calculations. I think this was because they were 
not thinking hard enough about what they were doing rather than 
a failure on the part of Caroline's instruction. 

I felt on the whole that the women were unsure of what to do. 
Several of them, however, managed to get the idea and helped 
others who found it too difficult to tmder~tand. 

I feel the women took an active part in the whole session. Most 
women found the calculations required to do retail pricing quite 
easy once they knew how 'to apply the appropriate formulas. The 
session was of special interest to those women who had small 
businesses. 

No team clinicing done on this day. 

Day 10 

P-Oll The session on proposal-writing went extremely well. The women 
were obviously keen to find out how to get assistance from 
external sources. I think they were surprised to learn that it 
was another application of the problem-solving process. I was 
surprised at the extent of their understanding of donor organi
zations - which came out in the exercise when they identified 
what the organization would want to know from a proposal. 
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2. WHAT WAS DONE WELL? 

Day 1 

P-O r 2 

Day 2 

Day 3 

Day 4 

I thought that the sequence and timing of the exercises was the 
main reason for the success of the day's activities. Also, 
Caroline's relaxed and informal way of presenting herself and 
starting the session warmed the women to her immediately. This 
had the effect of making the women receptive to what was to come 
and Caroline further accentuated the effect by making it so clea'. 
that the course would be designed to meet their individual and 
group needs - which the women instantly appreciated. Another 
valuable point was the way Caroline explained why she had con
ducted the session the way she h~d and done the exercises she 
had done. This is not often done by adult education teachers 
and I think that it involved the women to some extent in the 
planning process being done for the course, thus demonstrating 
the value of working as a group immediately. 

The icebreaker/get acquainted exercise was done very well. It 
helped the women to feel comfortable in a new situation. The 
fact that Caroline joined in this activity with the women also 
helped them to feel comfortable. 

As in day one, I thought that the sequence of ~vents and the 
overall presentation by Caroline was ideal for approaching 
this confusing subject. 

The mini-lecture was done well. The fact that women were able 
to write out their own problem and goal statements and then the 
objectives showed that they understood. 

The whole day seemed to go quite well. Host of the women seem 
to be progressing satisfactorily toward the completion of their 
problem-solving plans. 

The identification of resources and obstacles exercises were 
well done. The women had no problems in these activities. 

Sharing of their personal problf!m-solving plans with the 
larger group. The women who shared their efforts were 
pleased and filled with a sense of achievement. 
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Day 5 

No team clinicing done on this day. 

Day 6 

p-o , 
2 

Day 7 

Day 8 

The session was well presented. The learning activities for 
the women were very effective- mainly because they were 
relevant to the women's situations (club/small businesses). 

Caroline's demonstration of simple book-keeping methods which 
the women could use in the control of club or small business 
money was well done. I thought Caroline's efforts~do the 
session in Pidgin was good. 

I thought that the session was presen~espeCiallY well. 

I felt the demonstration by Caroline about profit-loss 
accounting was well done. 

p-02 , The whole session on retail pricing was done well. 

Facilitator's Noter Many of the women specifically requested that a 
session on retail pricing be included in the part of the training 
dealing with financial management matters. Because the facilitator 
had absolutely no expertise in this area, the session was guided by 
Elspeth Stivens, OIle of the participant-observers. Her session was 
well-prepared and presented. She provided the women with adequate 
opportunities to practice the calculation of retail pricing. 

Day 9 

No team clinicing done on this day. 

Day 10 

P-Ol , Well presented. No other comments. 
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3. WHAT COULD HAVE BEEN DONE BEITER? WHAT DIFFICULTIES OR PROBLEMS OCCURRED? 

Day I 

P-QII 

Day 2 

Day 3 

Day 4 

P-O I 
2 

I did not notice .any major p,roblems. However, I did think that 
the women who do not have fluent English and/or do not speak 
English much ;.:'1 their daily lives were finding it hard to keep 
listening during the afternoon session. This may mean that we 
need to make afternoon sessions shorter or not such a heavy 
session. We should be able to make a definite decision 011 this 
after the third or fourth day of the course. 

On the whole there were no difficulties occurring but a few 
women seemed to be tired at the end of the session. 

I didn't see any major problems in the way the session was 
conducted. However, because the Arawa Tech students are young 
and shy and tend to try to stay together we should be pushing 
them for more active participation and interaction in their 
family groups. Otherwise, there is a chance that they will 
begin to feel incompetent and therefore be even more reluctant 
to speak and participate. 

Planning for problem-solving is a new experience for. most of the 
women and it took some of them a long time to understand what it 
means to set goals and objectives. 

No particular difficulties or problems noted in the conduct of 
the day's session. 

Would not recommend the use of role plays and acting out as a 
method of teaching again in the course. The women tend to get 
so involved in the task of producing a skit that they forget 
what the purpose of the activity is. 

The difficulty I have noticed was the fact that the women were 
not really acting the village situations in the role plays. This 
happened because these women have more confidence than the actual 
vi llage woman 
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Day 5 

No team clinicing done on this day. 

Day 7 

P-Oll 

Day 8 

P-Oll 

Day 9 

Although most of the women seem to understand what's involved in 
balancing a cash book when the transactions recorded occur over 
~ short time, i.e., a few days, they seem to become confused when 
dealing with transactions occurring over a longer period of time. 

Some of the women appeared to have problems with the calculations 
while trying to complete the problem exercises. I think this was 
because they were not thinking hard enough about what they were 
doing rather than a failure on the part of Caroline'S instruction. 

I felt the problem-solving exercises in profit-loss accounting 
could have been made simpler for the women. They appeared to be 
too complicated. 

We were fortunate in getting a pleasant person from PNG Bank to 
to conduct the session on banking and to answer the questions 
that the women posed. It was a shame that she didn't have more 
of an instructive way of gettinG information across - making it 
necessary for Caroline to intervene and stress/clarify several 
points. 

No team clinicing done on this day. 

Day 10 

P-O I 
1 

No particular problems or difficulties during this session. 
The session itself was adequately prepared and well presented. 



REPORT OF WIDTech APPLICATIONS FOR ASSISTANCE 

Month of June, 1982 



Date 
Rcvd 

6/7 /8~ 

6/14 

; 

Organization City/ 

Africa Coopera
tive Savings £. 
Credit Associa
tion (ACOSCA) 

Country 

Internat'l 
Org., head
quartered 
in Nairobi, 
Kenya 

~CA of Zimbabwe Harare, 
Zimbabwe 

6/14 ~hurch Women 
!united 

Marabella, 
Trinidad 

6/14 ~ational Council }~seru, 
pf Women Lesotho 

;/18- Kankalay-Muslim Freetown, 
~omen's Assoc. Sierra Leone 

6/19 African Adult Nairobi, 
Education Ass Kenya 

REPORT OF \HDTech ...)PLICATIONS FOR ASSISTANCE Yage 1/2 
Month of: June, 1982 

Assistance 
Requested 

1.Community Needs 
Assessment 

2.0rganizational 
Aaalysis 

3.Workshop Design 

1.Project LD. £. 
Design 

2.Project Budget
ing 

3.Financial Mgmt. 

Recommendation/Rationale 

Maybe-would like to work 
with a credit organization; 
Marge Schuler could conduct 
& also look into WLD/Kenya. 

Yes-seems the Y does a lot 
of work with income genera
tion for rural wome~. Also 
would fit with Marge's WLD/ 
Zimbabwe efforts. 

1.Community Needs To be determined. 
Assessment 

2.Project Imple
mentation 

3.0rganizing 
Coops 

1.Business Skills Maybe-would fit in with 
for Entrepren- Africa program development 
eurs strategy. 

2.Proposal Writin~ 
3 .Proj ect Impl. 
4.Journalism 

1. Long/Short Ran~ e To be determined. 
Planning 

2.Resource I.D. 
3.Project Imple

mentation 

Request for mor~ Send brochures 
WIDTech brochur~ 
to distribute tp 
their members. 

Action 
Taken/Planned 

Called 6/18 to propose 
trip next month. They 
can't convene their 
members (trainees)befor 
March-April 83. Possibl 
first visit in August 
82 before Zimbabwe ' 
(see below). 

Called 6/24 to propose 
trip this summer. They 
agreed to August 15-
30. Marge will conduct 
training as requested. 

Hortense Dicker will 
meet with them during 
OEF Caribbean program 
development trip, 
July 4-31. 

End of Month 
Status 

Awaiting their confirmi 
tion of proposed 1st 
visit. Need to decide 
if ACOSCA really an 
appropriate group; the 
are different reports. 

Awaiting letter of 
confirmation from them 
plus bios for trainees. 

No further action to be 
taken until August, aftE 
Hortense'3 report. 

Need to determine Decision to be made in 
whether/when will assis WIDTech/Program Dev. 
group, then call them. Meeting 7/7/82. 

Need to determine Decision to be made in 
whether we should assis WIDTech/Program Dev. 
group; notify them. meeting 7/7/82. 

50 brochures 
in English and 
French sent 
6/24/82. 



Date 
Rcvd 

6/21 

6/22 

Organization 

SOLIDARIOS 

University of 
West Indies 

REPORT OF WIDTech APPLICATIONS FOR ASSISTANCE 

Month of: June. 1982 

City/ 
Country 

Assistance 
Requested 

Santo Domingp, 
Dominican Request for more 
Republic WIDTech brochure~ 

to distribute 
to its 14 member 
organizations in 
Latin America & 
the Caribbean. 

Recommendation/Rationale 

Send requested brochures 

Kingstown, 
St. Vincent 

1. Proposal \vrit- To be determined 
ing 

2. Long/Short 
Range Planning 

3.Marketing 
Research 

Action 
Taken/Planned 

Hortense Dicker will 
meet with them during 
OEF Caribbean program 
development trip, 
July 4-31. 

~ 2/2 

End of Month 
Status 

Brochures to be sent 
after applications 
are revised and 
reprinted. 

No further action 
until August, after 
Hortense's report. 
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rime 

OBJECTIVE: 

OUTCOME: 

To facilitate the local group's own diagnosis of ~ts v~ganizational and/or training needs. 

{
Information needed to plan consultancy; Clarity on the objectives and roles in the consultancy; 
Clarity on the relationship between the request and the needs of the organization. 

Topic/Activity Suggestions for Consultant's role Resources/Materials 

IS 1. INTRODUCTIONS 
Set the tone of seriousness and es
tablish rapport with the group. 

Meeting room appropriate 
to the size of group mins 

2. 

-After you have been formally introduced, explain 
why you are there and who you are. 

-Expalin the importance of the first meeting for 
both you and them to mutually agree on the scope 
of work, the focus, the expected outcomes, etc of 
the consultancy. 

-Ask the participants to introduce themselves and 
tell what thry do and what their role is in the 
organization. 

GETTING TO KNOW THE ORGANIZATION 

-Give your perceptions of what the group is and what 
its purposes are, plus any other observations you 
think would be useful. 

-Ask for feedback, clarifications, corrections, ad
ditional information, etc. to your p2rceptions. 

-At appropriate moment, write the following headings 
on newsprint: 

"Mission" "Goals" "Programs" 

-Fill in group responses under appropriate headings. 

-Ask them how they are structured or organized. 
and explore with them their structures in re
lation to their wission. 

Assess leadership patterns and level 
of participation in group. 

You will have some background on the 
group from OEF and from the prior 
meeting with the local "convenor." 

You are more likely to get fuller 
group partici~ation and more accurate 
responses by asking them to correct 
your perceptions. If you just ask 
them to tell Y0U about the group, the 
"authority" figure is more likely to 
respond. 

Help focus discussion, note consensus 
responses. Keep in mind any discrepan 
cies. 

The mission/structure issue may pro
vide insights for subsequent dis-

Newsprint, pens (or 
blackboard if newsprint 
is unavailable) 
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~BJECTIVE: 

'ime Topic/ Activity 

3. GENERAL ORGANIZATIONAL NEEDS IDENTIFIED 

-Ask individuals or small groups to respond to the 
the following questions: 

1) Where would you like to see the organization 
go from here? 

2) What do you think the organization needs to get 
there? 

3) What are the main problems or obstacles the 
organization needs to overcome in oder to get 
there? 

-After questions are answered, put three headings 
on the newsprint: 

"Where do we want to go?" 

"General Needs" 

"Problems or obstacles" 

-Then conduct the discussion: 

1) Listen to responses for a few minutes 
2) List those responses reflecting general agree

ment under the three headings 
3) I.ist differences of opinion or minority opinions 

after the general agreements 

4) Ask them why they asked OEF for assistance and 
relate the answer to the list of general needs 
or problems. 

T~\KE A 15 MINUTE BREAK 

Suggestions for Consultant's role Resources/Materials 

(Worksheet 1) 
Remember, the problem may be externa] 
to the organization or it may be in
ternal; it may be a training prob
lem or an organizational problem. 

Handout with questions 
listed. 

It may be in order to explain that 
it is not negative to talk about 
obstacles or problems. 

Help group clarify what they mean 
by their responses. 

If they have different perceptions or 
opinions it is important for them to 
see and reflect on them too. 

If that need is not found anywhere on 
the lists, point it out and ask them 
what this means. In either case tell 
them you'll return to this point late. 



'!me 

:.J\ -
00 

OBJECTIVE: 

Topic/ Activity 

After the BREAK: 

. 4. 

-Surrunarize what has been done up to this point in the 
workshop: 

*The organization's mission is ..• 
*Its goals are •.• 
*It's programs are •.• 
*It would like to develop in "X" direction. 
*It needs "X,Y, and Z" in order to get there. 
*It sees "X" as its greatest obstacle. 
*It has requested "X" assistance from WID/Tech 

ANALYSIS OF NEEDS 

-Explain to the group that any request for assistance 
or need identified a difficulty in or a capacity for 
improving group performance or functioning. (Give 
examples. See next column.) Also explain that 
in order to get a close as possible to actually 
fulfilling their needs, a performance analysis needs 
to be made. 

-Pass out Worksheet 2 and ask them (either individ
ually or in small group~ to fill them out. (Give 
them 15 to 20 minutes) 

Suggestions for Consultant's role 

This type of feedback is very impor
tant to the group in order to keep 
sharpening their appreciation of 
their own needs in thp context of 
their organization. 

At this point it is important that 
their situation and needs thus far 
identified be looked at in terms of 
group performance or functioning. 
If the problems and needs identified 
are somehow outside their control, 
it is important to make this distinc
tion. 

(Examples: A request for technical 
assistance in budgeting means that 
their budgets have been perceived to 
lack something or not to be function
al. An expressed need for better 
management obviously means that there 
is a current problem in management 
procedures. Even ?urely external 
obstacles or problems that do not 
reflect poor group functioning per 
se may indicate something about the 
group's ability to cope with the ob
stacle.) 

Resources/Materials 

(Worksheet 2) 
Handout with questions. 



OBJECTIVE: 

5. 

Topic/Activity 

-Go from group to group (or individuals) and make 
sure they understand the questions and help them 
with examples or questions. 

-Write questions on newsprint • 

-When the groups are finished with the worksheet, 
fill in the answers from the participants. Be 
concrete and specific. 

-After discussion, ask them to prioritize problems. 

-Summarize and point out how much more specific 
their definition~f needs and problems are at this 
point than when they had merely identified them. 

DETERMINATION OF HOW GROUP-DEFINED NEEDS CAN BE MET 

-List major problems needing improvment in the 
priority order as established by group in last 
exercise. 

-For each one, ask the group how the need might be 
most effectively met~ 

(At this point introduce Nominal Brainstormi.ng 
and explain how it works. Try to get a range 
of ideas for meeting needs.) 

-Go back over the list and place a "T" next to those 
that might be part of a training program and an "0" 
next to those requiring other types of actions. 

-Ask what can be done about the "Os", inunediately 
and long-range and by whom. 

Suggestions for Consultant's role 

Assist group to concretize and focus 
responses by describing them in terms 
of organization, ~r staff or commi
ttee, etc.) functioning. 

. Resources/Materials 

~orksheet 3) Optional 
as handout. You will 
cover I.· the questions 
as a dialogue with the 
group. It probably is 
not necessary that they 
have them in their hand. 

Handout: Nominal 
Brainstorming 



Time 

OBJECTIVE; 

Topic/Activity 

-Finally ask the group to identify its request for 
training from WID/Tech in relation to the rest of 
the "Ts". 

*Is there correspondence? 
*Where does it come in order of priority? 
*Does not seem the most important training matter 

for the gorup? 

6. CLARIFICATION OF THE CONSULTANCY 

-Ask the group how they now view theri original re
quest. 

*Is it appropriate? 
*ls it the most indicated by the analysis? 
*Would they rather do something else? 
*Would they like to add something to the training 

requested? 
* What plans have been made for the training? Are 

logistics in place? How much flexibility is 
there? 

-Once these qurstions have been answered, a decision 
should be (have been) made regarding the objectiv.~s 
of the consultancy: 

--TYPE AND SCOPE OF THE TRAINING 
--OTHER ASSISTANCE THE CONSULTANT WILL PROVIDE 

-Clarify any other logistical or planning matter 
regarding the 2(3) week consultancy. 

-Summarize by reflecting back to the group your un
derstanding of agreements and explain how you will 
______ -.11 

Suggestions for Consultant's role 

Be sure they explore their request 
in relation to their analysis be
fore asking for a decision. (That 
will corne in the next step.) At this 
point let them make the connections. 

If they are on target, ~ongratulate 

them and yourself and move on to the 
next pahse! 

Use only the appropriate questions. 

Resources/Materials 



WORKSHEET 1 

ORGANIZATIONAL NEEDS ASSESSMENT WORKSHOP (1st DAY OF CONSULTANCY) 

1. Where would you like to see the organization go from here/ 

2. What do you think the organization need~ to get from here to there? 

3. What are the main problems or obstacles the organization needs to get 
from here to there? 

~\ 



· WORK5HEET 2 

ORGANIZATIONAL NEEDS ASSESSMENT WORKSHOP (1st DAY OF CONSULTANCY) 

1. List the problems/ needs/obstacles mentioned earlier. Are there any 
others that occur to you now? 

2. Who identifies them as a problem/need/obstacle? (The people involved, 
outside observers, yourself, etc.?) Be specific for each problem 

3. "What have you observed within the organization in relation to the problem/ 
need/obstacle? (e.g. Need: Financial resources. Observations: I) We don't 
know how to write proposals. 2} We don't know to whom to write? 3} We don't 
have a strategy etc.} 

4. Where/how can we get more information for diagnosis? 



· WORKSHEET 1 

ORGANIZATIONAL NEEDS ASSESSMENT WORKSHOP (1st DAY OF CONSULTANCY) 

1. From last worksheet list major problems needing imporvement 

2. How might these needs be met most effectively? (Brainstorm) 

3. Go back over list and place a "T" by those items that might be part 
of a training program and an "0" by those that require other actions. 

4. What can be done about the "Os" immediately and long-range and by 
whom? 

5. Which of the "T~" correspond to the requested WID/Tech training? 

Adapted from Learning to Work in Groups, Matthew B. Miles, Teachers College 
Press, Columbia University, New York, 2nd edition, 1981. 

", 
\ . I.' \I, 



RULES FOR BRAINSTORMING USING NOMINAL GROUPS 

(Adapted from Tubbs, 1978) 

INDIVIDUALLY: Make a private list of brainstormed items. Write 
quickly for 2-3 minutes using guidelines 1-3 below. 

7. Put ju.dgment and evai.u.lLti.on tempOll .. aJtily M,we. 

a. Acquire a "Try Anything" attitude. 
b. No fault finding is allowed. It stifles ideas, halts association. 
c. Today's criticism nay kill future ideas. 
d. All ideas are at least tb::>ught starters. 

2. TuJtn hnaginlLti.on loohe and h.ta.JLt 06neJUng the lLuulU. 

a. The wilder the ideas the better. 
b. Ideas are ~sier to taITw.: daNI1 than to think up. 
c. Free wheeling is encouraged; ideas can be brought down to earth later. 
d. A wild idea nay be the only way to bring out another really good one. 

3. TlUnk on a.h many ideM a.h you can. 

a. Quantity breeds quality. 
b. The rore ideas to dnose fran, the rrore chances of a good one. 
c. There is always nore than one good solution to any problem. 
d. Try nany different approaches. 

IN A GROUP: In round-robin fashion take one item from each per
son and write it on chart paper--even those which 
are duplicates. (An alternative would be to have 
them brainstorm on ditto masters and then reproduce 
them, but the "group memory" approach keeps people 
better focused on the task.) 

4. Recolt.d all idea6 in nu.ll view (see Doyle and Strauss, 1972). 

5. Seek combination and implt.ovement. 

a. Your ideas don't all h.3ve to be original. 
b. Improve on the ideas of others. 
c. CClnbine previously mentioned ideas. 
d. Take advantage of group association. 

6. Evaluate at a latelL ~ehhion. 

a. Approach each idea with a IX>si ti ve atti tooe. 
b. Give each idea a fair trial. 
c. Apply judgm:nt gradl.lL11ly. 

IkJyle, Michael, and Straus, David." The New Interaction Metb:Xl: IDw to Make 
Meetings WJrk (Chicago: P1ayooy Press, 1976; paperback, 1977). - -

Tubbs, Stewart. ~ §ystems Approach to SnaIl Group Interaction (Reading, Mass.: 
Addison-Wesley Publishing CClrpany, 1978). 

\...., \\ 
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P ,\.OPQSAL WKITING 

Overall Workshop Objectives: By the end of this workshop participants will: 
1) understand how proposal writing fits into planning; 2) be aware that proposal writing is one method of 
fund raising; 3) have practiced writing, submitting and critiqueing a proposal; 4) know what skills are 
needed for proposal writing and have assessed their ability with those skills. 

SESSION I: INTRODUCTION 

TIME 

Objectives: 1) Introductions of group members and facilitator; 2) Review of agenda for workshop; 
3) Pre-training assessment 9Y participants; 4) Look at how proposal writing relates to 

planning and pro; ec t desJ.gn. _ 

TOPIC/ACTIVITY 

Introductions 
1. Introduce group as in-depth as 

necessary, i.e., if they cion't know 
each other, use dyads who get to know 
each other for a few minutes and intro
duce each other to the group. Facili
tator can take part in this. 

2. Go over Workshop Objectives; see if 
group needs clarification on anything. 

3. Review objectives for this session. 
Personal Learning Goals 

\ SUGGESTIONS TO FACILITATOR 

Have objectives written on board 
or newsprint, or on handouts for 
participants if you like. 

MATERIALS 

Handout I 
1. Ask participants to complete 

"Personal Learning Goals" Handout. Ask 
them to please make two copies so that 
you and they may each keep a copy for 
later reference. 

In addition to assisting in evaluatin Carbon paper 
the Workshop, this exercise gets 

Proposal Writing as Part of Planning, i.e., 
Project Design 

participants to begin to be specific 
about objectives and indicators or 
criteria for measuring. how objectives 
are met. 
Work with individuals if they have 
trouble being specific. 
Explain we will refer to these at the 
end of each Session for a "progress 
evaluation." 

r
· Ask group to think of ideas for project~ 

they have wanted to initiate.List them 
on the board and have group select one 

Chalk, Board 

PROCESS/MODE 

Whole group or 
dyads. 

Whole group 

Individual work 

Whole Group 



SESSION L, Continued •••• Propos~.rit. 2 

TIME TOPIC/ACTIVITY 

for which they will write a proposal 
during th!s Workshop. 

\ 
SUGGESTIONS TO FACILITATOR 

Try to ascertain ahead of time if th~ 

prganization has a list of potential 
IProj ects. 

The project selected should be "real' 
in that some research has already 

~een done as to its need and feasabil 
ity. 
If group is not prepared to do this, 
use the Sample Project provided 
with this Xanual. 

MATERIALS PROCESS/MODE 

2. Analyz.!.n.s. a Projec.!. .!.dea_ - Give each 
participant a copy of Worksheet A and 
as a group, complete the categories as 
best you can using the project just 
selected. 

~f Sample Project is used, have group ~orksheet A ; Whole Group 

It is expected the group will have 
difficulty being very specific about 
the project (depending on the stat:! of 
the project chosen) -
- ask group if this seemed difficult 
- what things do they need to know to 

procede? (Get a few brief responses.) 

3. freating_a_Prole.£t_D~s.!.gn --
Divide the group into pairs (or not more 
than three to a group) and ask them 
to do a rough project design using 
the guide categories in Worksheet B. 

Ask participants to look through the 
Worksheet carefully and ask questions 
for clarification. 

Instruct them to get accurate f3cts & 
figures when possible, and to make 

~ead-1nv1diually ahead of time and Sample Project 
then fill in Worksheet based on that (Description 
linfo. only), if used 

~~ f~R~~ 
~~. rrt4JD+tcJ~ 
~c:l't.Ok.. 

Small groups should have whole after- Worksheet B; 
noon and/or overnight to work on this. 
They should have accessto facilitator Sample Project 
during part of that time. (minus LogFrame) 
1£ Sample Project is used. not as if used. 

I
much time will be needed since parti-, 
cipants will be identifying material I 

I for the categories rather than I 
i creating it. ! 
. , 

Small Groups 
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Proposal Writ~g 3 
SESSION I, Continued •••• 

TIME TOPIC/ACTIVITY 

careful estimates or "guestimates" when 
no:: possible! 

\ 

Explain that the point is not to be 100% 
accurate but to understand what is involvEd 
in project design. 

SUGGESTIONS TO FACILITATOR 

~. Bring group back together. Ask what 
were major difficulties. Give suggesticns 

as to how to meet those difficulties 
under "normal" circumstances. 

MATERIALS PROCESS/MODE 

Board Whole Group 

5. Create one project design based on 
the *ork the separate groups have done. 
using Worksheet B Categories. 

Encourage compromise and a simple 
design here. Thi3 may be difficult 

since small groups defined the proble~ 
separa tely. 

New blank copies Whole Group 
of Worksheet B. 

Have each participant copy down final 
project design on a second set of 
Worksheet B. 

~. Ask members of group to summarize 
what they have experienced so far. Ask 

them to look at Personal Learning Goals 
and check anything they have learned or 
add items that weren't there. 

Sumrr~ry of First Session/~ecturette 

See suggested Lecture Content 

Assignment for Next Session 

Ask participants to read Handout II on 
RESEARCHING FUNDING AGENCIES. 

If too difficult, facilitator should 
chose the problem that seems most 
~pproprinte and procede to design. 

oe sure to be aware of frustrations Personal Learnir;g Whole Group 
and encourage participants to expres~ Goals 
them. Indicate you know that this 
exercise was difficult because of 
short time and few resources, but 
we'll refer to it again later. 
ALSO: Encourage people to share thei New~pxint Whole Group 
Personal Learning Goals and begin to 
list skills they mention, on paper 
to be kept and so all can see. 

NOTE: Only if you are following 
exactly the sequence of these SESSION~. 



TIME 

SESSION II: FUND RAISING 

Objectives: By the end of this Session participants will: 
1) know how to research funding sources and have gained practice in doing so 
2) know how to plan a strategy for selectj~g qn appropriate fun~ing source 
3) have practiced contacting a funding saUlce 

TOPIC/ACTIVITY 

What .\bout the Business of Fund . Raising? 

1. Hand out the Reading on Fund Raising 
(Handout II) and ask each participant 
to read and think about it for a 
minute. 

Lead a discussion on the reading. 
Begin with general questions- e.g., 

- Is this an accurate picture? 
- Why or why not? 
- How might this relate to your 

organization? 

Then, perhaps, become more specific: 

- What problems does fund raising 
present for you personally, your 
organization? 

-. How migh t you deal wi th these 
problems? 

(List on Newsprint or Board for later 
in this session.) 

Identifying Funding Sources 

1. Refer to the reading assigned. 

\ 
SUGGESTIONS TO FACILITATOR 

NOTE: The purpose of this discussio 
is not to harangue about unfair 
distribution of wealth, but to 
encourage participants to be 
realistic about the funding 
process and its place in the world 
system. 
Discussion should lead to ideas 
(creative, positive) about nealing 
with the situation. 

NOTE: If facilitator believes thi! 
to be verYI~~nsitive, try it out 
on someone~atead of time. 

MATERIALS 

Handout II 

Newsprint or 
Board 

Proposal Writing 4 

PROCESS/MODE 

Whole Group 



TIME 

SESSION II: FUND RAISING, Continued •••. 

TOPIC/ACTIVITY SUGGESTI0NS TO FACILITATOR 

internaticlnal 
Ask group to brainstorm list of/donor If organization already has such 
agencies that have local offices in a lis~. refer to it. 
this city/country. (Government,foundation, 
multi-national corp. etc:) 
Ask for local funding sources. 

~ist .on the board or an newsprint. 

Ask participants to select those donors 
which might be most likely to fund 
the project planned in Session I (or 
the Sample Project provided). 

Make a list of these. 

Strategy for Selecting Donors 

1. Ask participants to consider the 
list of potential donors and then to 
look at Handout III, as well as referri~g 
back to the Reading. 

After allowing for some "thinking time" 
ask: 

- Do you have enough information about 
these potential donors to know whether 
we should apply to them? 

- What more information should you have? 
Make list for all to see AND ask 
them to make their own lists. 

- How can you get this information? 
(i.e. which ones can be telephoned 
which visted-, which written to?) 

2. Ask participants to divide into groups, 
of two and select one (or two) agencies I 

Proposal )ting 5 

MATERIALS PROCESS/MODE 

Handout III Whole Group 

Board or Newspri~t 



TIME 

Proposal W~ing 6 
SESSION II: 'FUND RAISING, Continued .••• 

. . .. 

TOPIC/ACTIVITY 
\ SUGGESTIONS TO FACILITATOR 

which they will be responsible for contact~ng 
and reporting back to the group (during 
Session IV). Try to cover as many 
agencies as possible, even those not 
in the smaller list made above. 

The purpose of this exercise is 
twofold: to give participants 
practice in contacting donors; AND 

~o provide the organization with a 
~xplain that we will talk about and practic~ file of potential donors. 
how they should make these contacts before Make this clear to group. 

they do so. 

MATERIALS 

Initial Phone Call (Role-Play) Be sure to explain the nature of Role Play 

Have each group of two go through the 
role-play in front of the whole group, 
if possible. 

a role-play and encourage part:!.cipant s Instructions 
to "get into" their roles. Some neec _ 
more coaching than others. May need a secor~ 

room if group 

PROCESS/MODE. 

Groups of two 
and Whole Group 

If group is too large, divde in half 
and hlve pairs play to half the group. 

Encourage participants to "ad-lib il 

within the role~lay structure and 
to make the situation as real as 

is larger than ]0. 

Process the Role-Play: 
- How did participants feel? 
- What is "appropriate"behavior and 

how can uncomfortable situations 
be salvaged? 

- What skills are involved? (Add to 
list you-are keeping from Personal 

Learning Goals) 

Explain that each pair will be expected, 
to make contact with at least one 
agency before Session IV is over and 
will be expected to report on that 

possible. 

Processing should include a "venting 
time" first, if any of the role-plays 
became tense. 



TIME 

.-? -

SESSION II: FUND RAISING, Continued ••.• 

TOPIC/ACTIVITY 

contact during Session IV. 

~eview methods of contacting: 

- telephone 

- visit 

- letter (distribute copies of 
sample letter) 

§ Each participant should have copies 
of the Sample Interview Questions 

for use in their contacts. 

§ Remind participants how significant 
these contacts can be and that an 
actual funding opportunity may result. 

§ Ask if they have any questions. 

5. Evaluation of this Session 

Ask group to refer to Learning 
Goals and discuss what's been 

learned and what has yet to be learned. 
Emphasize skills learned -

6. Assign reading for next Session: 
PROGRAM PLANNING & PROPOSAL WRITING 

Handout IV 

\ 
SUGGESTIONS TO FACILITATOR 

Make sure organization doesn't mind 
some telephone expense (in country) 

MATERIALS 

Proposal W"'_.A.ug 7 

PROCESS/MODE 

Perhaps a short trip can be reimbun ed 
by the organization if deemed Sample Letter 
important enough. 

NOTE: If your training site is 
much too far from any donor 
agency to call or visit, then 
ask each pair to w~ite letters 
to the organizations listed -
divide them up evenly among 
the pairs. 

Examples of skills: 

Research 
Planning 
Writing 
Estimating (budget) 
Communicating 

Sample Interview 
Questions 

(Handou t II 1) 

Personal Learnir g 
Goals; 

~ewsprint listing 
skills identif~ed 
earlier. 

I Handout IV 
I 
I 

I 
~ 
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SESSION III: WRITING THE PROPOSAL 

Objectives: By the end of this Session participants will: 
1) be familiar with the proposal-writing process 
2) have written an actual proposal 
3) be aware of skills required and their proficiency with those skills 

TIME TOPIC/ACTIVITY 

~ctually Writing the Proposal 

1. Divide participants into groups 
of four and have them choese roles: 

- 2 researchers 
- 1 writer 
- 1 editor _ 

Assign each group a section (or 
sections, some are small) of the 
proposal to be written. 

2. Go over sections briefly with 
whole group, referring to reading 
assignment. List sections on board: 

Title Page 
Summary (written last) 
Introduction/Organizational Profile 
Problem Statement/Need 
Purpose and Objectives 
M~thods/Program or Project Plan/Design 
Evaluation 
Budget/Financial Management 
Future Funding 
Project Documentation 

0rH~ : ~ &A.n..t. 

Explain that groups should base their 

\ 
SUGGESTIONS TO FACILITATOR 

Alternatives depending on group 
size: 

5 or less: have each person choose 
which section(s) he/she would 
like; concentrate on big 
sections, do smaller ones as 
group when larger ones have 
been written. 

5 - 12: work in groups of two and 
assign sections, covering 
as many as possible (assign 
if participants are hesitant 
to choose) 

12 or more: groups of three or four, 
as described. 

)'Irk 1Ift~ ~U.S./- wa....;t 4. du~r ~ a..u( 
&~ ~ S~/-f. """dfiU. 

MATERIALS PROCESS/MODE 

Worksheet B Whole Group 



SESSION III: WRITING THE PROPOSAL, Continued •••• 

TIME TOPIC/ACTIVITY 

writing on the Final Copy of Worksheet 
B from Session I. 

Also they should consult with other 
groups since their work needs to be 
as integrated as possible. 

IMPORTANT: Use an actual proposal 
guideline from one of the organizations 
they have research, if possible. 

Otherwise depend on the materials 
provided here. 

\ 

IMPORTANT: Explain that normally, one 
or two people would complete the writing 
of the proposal to give it an overall 
smooth style. (If the proposal is 
actually to be submitted, this will 
have to be done.) FOR NOW, the 
purpose is for each participant to 
have practice with writing part of a 

proposal. 

Explain how much time they have to 
do the task, where you will be for 
consultation, and when they should 
come.together again, with their 
sections completed (with copies, if 
possible). IMPORTru~T: Stress final work 

SUGGESTIONS TO FACILITATOR 

Explain TASKS: 

Researchers - provide data, write 
drafts if Writer needs them 

Writer - responsible for overall 
writing of section 

Editor - reads over and makes 
suggestions for clarity 

should be complete and neat, th ough 
probably not typed. IF AT ALL 

Provide them with Handouts V - VII 
for reference as they write; giving 
to the appropriate group. 

§ Ask for questions •••• 

I POSSIBLE - it would be good to have 
eacheach group turn their portion into a 

typist who might then have copies 
ready for the next Session. This 
would be ideal. 

Proposal Wri ti~ 9 

MATERIALS 

Worksheet B 
Handouts v
VII .• 

PROCESS/MODE 

Small groups 

NOTE: OEF's Programmers 
Tool Kit has good 
section's on Documentation 
in "How t Develop A 
Proposal" section. 

I 
! 



SESSION IV: REVIEWING ~~D SUR~rrTTING THE PROPOSAL 
Proposal Writing It 

TIME 

Objectives: By the end of this Session participants will: 
1) understand the importance of reviewing the proposal before submitting to the donor 
2) have practiced reviewing a proposal 
3) be familiar with sample criteria of funding agencies 
4) be aware of need for follow-up action after submission to donor 

TOPIC/ACTIVITY 

Reviewing the Proposal 

1. Bring groups back together and have 
all participants read over the final 
product. 

Thank everyone for their hard work, 
explain that we understand this is 
not a "finished product" (unless. of 
course, it is:·~~J. 

2.Explain that we will now simulate a 
situation where we have asked some 
outside reviewers (either people from 
our own organization or from another 
organization) to help us review our 
work before submitting it to the 

donor. 

Ask a few members to volunteer to be 
Reviewers. 

Ask two people to volunteer as 
Discussion Leader and Recorder. 

Pro cede with the Group Review of 
Proposals Exercise. 

You may want to give an introductory 
talk based on "Reviewing and Editing 

\ 
SUGGESTIONS TO FACILITATOR MATERIALS PROCESS/MODE 

If it has not been possible to 
type and duplicate it, clip all 
sections together and pass around 
to the group, asking them to skim. 

Explain instructions; participants 
don't need copies. Explain 
MORE THAN ONCE, ask if it's clear •• 

It may be possible to get someone 

Group Review of 
Proposals Exerci e 

Checklist for 
Reviewing Propos~ls 

else from the organization not invo'lved 
in the training to join in. Be surE 
she/he is low-key and sensitive to 
all the work that has gone on. 

Whole Group 

~eviewing & Editipg Proposals 



SESSIO~IV: ~ 
REVIID~ING AND SUBMITTING THE PROPOSAL, Continued .••. 

TIME 

,.. 

".--: .. 
r .' 

TOPIC/ACTIVITY 
\ 

SUGGESTIONS TO FACILITATOR 

Proposals" or give it to the group to rE ad. 

TAKE A BREAK.- Reviewers will need time 
(1 hour?) to use the Checklist. 

§ Ask recorder to write reviewer's 
suggestions on board. 

3. Use Discussion ~~uestions on last pagE 
of Checklist to summarize this 

session. 
Refer to Personal LEarning Goals, if 

apprGpriate. 

4. Have groups report on the research 
they have been doing on funding 
agencies. 

Submitting the Proposal 
1. Ask if any got information on 

procedures for submitting the proposal. 

If not, outline usual procedure: 
- by deadline. 
- certain number of copies (many:) 

Follow-Up Action 

I.Have participants read over HANDOUT 
VIII; discuss any past experiences 

they may have had; discuss what changes 
they may need to make in the proposal 

just prepared before actual submission. 

NOTE: You might want to organize 
this so that Reviewers are selecte( 
while proposal is being written 

then have them review it before 
the group comes back together 
after writing the proposal. 

All participants should get copies 
of "Checklist for Reviewing 
Proposals" after this Session. 

Advise them to keep this material 
in a notebook for their organiza
tions future funding needs, and to 
keep it up to date. 

Proposal Wri ~ 11 
"-

MATERIALS PROCESS/MODE 

Reviewers meet 
separately. 

Board, or newsp 1 int. 

Discussion Questions 
on "Checklist f( r 
Reviewing Propo~als"; 

Personal Learnilg Goals 

Handout VIII, Whole Group 
"Proposal FOlll-tJP 



SESSIO~V: EVALUATION 

TIME TOPIC/ACTIVITY 

Summary of the Workshop 

1. Use this time to tie up any 
"incompletes" e.g., r2ports from those 
who contacted donor agencies and are 
just getting responses. 

2. Ask members of group to summarize 
each Session, using handouts, etc. 

to refresh people's memories. 

Evaluation 

1. Ask participants to refer to their 
Personal Learning Goals. 

Ask: - Did you add anything to 
number 2? If so, what? 

- What indicators did you use to 
measure your progress? 

- In what areas did you progress? 
What areas need more practice? 

2. Ask them to share "additional 
comments" if any. 

3. Refer to skills list and summarize 
ski11s practiced. 

4. Add any other evaluation questions 
you, as facilitator, need or want. 

\ 
SUGGESTIONS TO FACILITATOR 

You may want to ask certainmemberl 
(or ask for volunteers) to prepa e 

for this ahead of time. 

Encourage participants to share 
these with the group. 

If you want a specific record you 
may want to ask them to write 

it down for you. 

Proposal Wr:f); 12 

MATERIALS PROCESS/MODE 

Personal Learnir g 
Goals 

Skills List 
(from other SE'Sl ions) 



Proposal Writing 

HANDOUT I 

PERSONAL LEARNING GOALS 

1. Have you ever written a project plan or proposal? If so, what parts were 
most difficult? 

If not, have you ever written, in school, a theme paper, research paper or 
thesis? What parts were most difficult? 

2. What do you think you need to know in order to write a proposal? 

3. What indicators (or measurement criteria) will tell you that you do know 
these things by the end of the Workshop? 

4. Additional Comments (to be added throughout the Workshop). 



Proposal Writing 

WORKSHEET 

CATEGORY YOUR PROJECT 

------------'.;,.------ ----.... , -'-. -. -.----------------
Broad Subj ec t' area: (is your proj ecl: 
related to health, rural developmen'c, 
nutrition, etc.) 

Type of Grant: (are you looking for 
special project funds, seed money, 
operating expenses, matching grants, 
etc. ) 

Beneficiaries: (will your proj ect 
benefit/involve rural women, urbal' 
women, housewives, young girls,etc.) 

Project Location (will the project 
take place in the community, in a 
training centre, in different sites) 

Project Duration (will your project have 
~ a specific starting and ending date, 

approximately how long) 

Specific Subject Area of Activity: 
(for example: a newsletter for rural 
women; a conference on legal rights 
of wonlen, etc.) 

Summary: (briefly state the information 
above as if you were talking to a funding 
agency representative). 

Adapted from: Information Kit.for Womeb in Africa, African Training & Research Centre for 
Wo~en (UNECA), an~ternatio~r-;omen's Tribune Centre, p.A-IO. 



Proposal Writing 

WORKSHEET B, p.l 

DEFINING THE PROBLEM 

1. What is the Broad Subject Area (from Worksheet A) of your Project? 

2. Why did you choose this project? 

3. What evidence have you seen that there is a problem? 

4. What other people or organizations agree that this is a problem? What 
evidence indicates their agreement? 

5. What do the Beneficiaries (from Worksheet A) think about this? 

How do you know what they think? 

If you don't know what they think, how can you find out! 

6. Assuming for now that the Beneficiaries and many other people and organizations 
agree with you, write a sentence that clearly and simply states what the 
problem i~,: 



Proposal Writing 

WORKSHEET B, p. 2 

SETTING PROJECT OBJECTIVES and CRITERIA FOR EVALUATION 
• , ya, 4 t , , 

On Worksheet B, p.l, you have defined the problem you hope to begin to solve. 
That definition tells you "where you are now." 

Now you need to imagine "where you will be" at the end of the project. To do 
that you need to write these three types of objectives: 

- Development objective (long-term; also referred to as Overall Purpose or Goal) 

- Immediate objectives (primary; also called simply Objectives, usually more than 
one, these can be viewed as the steps to take to 
accomplish the Development Objective) 

- Sub-Objective (secondary; these are the criteria which will tell you that 
each Immediate Objective has been met). 

Please see the attached page for e~a~les of each. 

1. Now, in as much detail as possible in the limited time you have, write a 
Development Objective for your project and as many Immediate and Sub-Objectives 

as necessary to give a clear description of what you hope to accomplish. 

"-
Adapted from Women and Deve10prne;'t GUIDELINES for Program/Project Planning, Caroline 

~ "'. , , ,~.-

Pezzullo for~conomic Commission for Latin America. P'~3 



· Proposal Writing 

WORKSHEET B, p.3 

METHODS or APPROACHES 

In this section you need to decide what methods and overall strategy will be 
the best to accomplish the objectives you have just set. 

1. Take each Immediate Objective and accompanying Sub-Objective and decide 
the best way to accomplish them. 

2. Think about how each Immediate Objective will be linked to the others 
in the overall project design (for example, will you do each objective 
separately, will some overlap others?). 

3. Use the Categories on Worksheet A to help you complete this picture of 
your project. This can be an overall description of how you hope to 
accomplish the objectives; (the Workp1an which you will do later, will 
put these Nethods or Appro~j:hes in chronological order.) 



Proposal Writing 

WORKSHEET B, p.4 

DEVELOPING A WORKPLAN 

For each Immediate Objective, develop a Workplan, using the attached form (make 
additional forms as you need them). When you are done, the combination of each 
separate workplan will be your Overall Workplan. 

Try 
List 
task 
Time 

to illustrate the Overall Workplan on the attached "Time Bar." 
the Objecti~at the left and use an arrow or bar to indicate how long 
is expected to take. Later during the implementation of the project, 
Bar can be made mori' specific, listing each sub-objective as well. 

the 
this 



- -- "- ,"-

WO~~SHEET B. p. 4,Continued .•• 

IMMEDIATE i. i 
OBJECTIVE~ ____________________________ ~~.~<~ 

SUB-OBJECTrVE'z\ 

',..,-,r"l\ 
.~ .~ 

_. ~ . - .- --._-_.-

ACTn7ITY _________________________________________ ~~ 

-"~ 

WHO RESPONSIBLE?;':.\~~\ • >~ .'::--: .. ,:;J\I4 ... ""..,; TASKS: 

proposJllkriting 

BY WHEN? 
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WORKSHEET B, p. 4, continued 

TIME BAR 

-- .--
N 
...-l 

...-l 

...-l 

0 
...-l 

0\ -. 

ex:> 

"- -- ---

\0 

Ln 
.- .... _-_. ". --

-:t 

C""l 

N 

...-l 

QJ 

~ 
.u 
u 
QJ ... 

c3 
QJ 
.u 
Cd 

"P'4 
ttl 
Q) 

~ 
~ 



Proposal Writing 

WORKSHEET B, p. 5 

STAFF, MATERIALS and FACILITIES , •• q,~-

Use this form to indicate the resources you will need to eccomp1ish the 
project. You can also indicate on this form resources needed for the project 
that your organization can provide without outside assistance. 

, , 
, Where 'to 'Be Obtained Approx. 

-·fost 
------------~~~~~,~.~,----~~--~~.~~~--~-------------------------

STAFF 

EQUIP:\fENT /MATERIALS 

FACILITIES 

OTHER 



Proposal Writing 

WORKSHEET B, p. 6 

BUDGET 

Take each Approximate Cost from the previous page and indicate whether money 
will come from your Organization's funds (Contributed or In-Kind) or from 
outside funds (Total Requested). 

" 
I -Amount Amo~nt 

_B_u_dg_e_t_c_a_t_e_g_or_l_' ~_s ____ -l __ c_o_n_t_r_i_b_u_te_d_+-R_e_q_u_e_s_t_e_d-f_T_o_t_a_l_----ir---

j 

STAFF 

EQUIPMENT/MATERIALS 

FACILITIES 

POSTAGE/TELEPHONE 

OTHER 

TOTALS 



Proposal Writing 

SUGGESTED LECTURE CONTENT 

It helps to think about PROPOSAL WRITING at two levels: first, as part of 
an organization's system, and secondly, as part of an overall socio-economic 
system. 

A. AS PART OF AN ORGANIZATION'S "SYSTEM" . .. 

§ Proposal Writing is definitely a part of an organization's planning process. 

Ho,,,ever, it is important for certain steps to 'precede actual proposal 
~r iting: ' , . 

- a clear statement and understanding among members of the goals 
of the organization 

- a clear statement and understanding among members of the general 
project objectives 

§ Proposal Writing is often thought of as part of a Project Strategy - that is, 
once the project has been though through and a draft of the project design 
wri tten (this is sometimes called an IDEA PAPER)§. then it is time to think 
about putting the project into proposal form. 

, --

NOTE: If facilitator has used WIDTech "Planning Workshop" y':~1 may want to 
note that Proposal Writing "fits in" between Sessions j.1j and 11 in the 
planning process (Le., between "Defining the Objective" and "Developing 
a Strategy"). 

§ This procedure for working up to proposal writing is the ideal. All too frequently, 
organization's find themselves taking "reactive" instead of "pro-active" action. E.g. 
donor's may announce Operational Program Grants (OPG's)§to be available now. 
Organizations in need of funds then respond to those OPG' seven tho:igh their own 
goals may not fit the goals of the funding agency. 

B. AS PART OF THE SOCIO-ECONOMIC'SYSTEM 

How does it happen that organization's are often found to be "reacting" to funding 
agencies, and how can it be avoided? 

First of all, funding agencies - national governments, United Nations, foundations, 
and Private Voluntary Organizations (PVO's) usually have program content guidelines 
determining how their money must be spent; they also have annual deadlines for ~ 
their money must be spent. And because they have the money and you don't and because 
there are many organizations competihg for'their funds, the donor agencies do tend 
to control the funding'process:----

In addition, some donor agencies have as a priority (after their own survival) the 
equitable re-distri.bution of world resources. Other donor agencies must (by their 



Proposal Writing, p.2 

SUGGESTED LECTURE CONTENT, Continued •••• 

very nature) be concerned with national political priorities, ideological concerns, 
or single-issue programs. 

How can an org~nizat~o~ ~~ing: ~und~ ~~9.!....2!0cede? 

Nothing is guaranteed, but these may help: 

Again, be clear about your organization's overall GOALS. 

When preparing the organization's overall budget, think carefully about 
your financial future - 5 ann 10 years from now. Then decide what kind 
of funding and projects are wise to embark upon now: e.g., 1, 3, or 5-year 
projects; projects which will generate their own income? 

Try to be sure that one or more staff members have fund raising or "development" 
as their full-time task and that they givetQnd receive support from each 
division of your organization. 

and international 
~ All project directors and the fund raiser should be aware of local! donor, 

agencies and other sources of funds in your country and MEET WITH THEM ON A 
REGULAR BASIS. Even if you don't have a concrete idea for a project, be aware 
of what agencies are about to give funds for. Perhaps you may be able to 
g~ them interested in finding funds for your ideas! 

Su.pplernu,..J..t'\j 
§ Samples of OPG outlines and Idea Paper description are included inftMaterials J 

section of this manual. 



RESEARCHING FUNDING AGENCIES, p. 1 Proposal Writing 

l 

As mentioned in Section C, it is best to first look for sources of assistance 
in your own country or community. Two possibilities are: 

I. GOVERNMENT SERVICES: Government or local authority staff. such as communi
ty development officers, school teachers, health and social workers, etc .• 
can give valuable advice as to suitable government contacts. available re
sources. existing and future projects, etc. 

APPLY to the government department most likely to be dealing with the subject 
of your request. e.g., education, rural development, etc. Address the letter 
or application to the Women's Programme Officer if there is one. As the work 
of the various interested departments frequently overlaps, it may be neces
sary to send copies of your letter to all concerned departments. This should 
help to ensure that the right people hear about your request. 

SEND a copy of your letter to the overall government bureau for promoting 
women's interests. if such a group exists. 

KEEP interested government service people in your area informed of your plans 
and programme activities. In this way. you can often get additional help 
and support. 

II. LOCAL CO~lMUNITY SERVICES AND BUSINESSES: When looking for smaller amounts 
of money (say, under $2.000), facilities. equipment or technical assistance, 
it might be possible to generate support from 

community service organisations or local businesses. Organisations 
such as the Rotary, Jaycees or Apex clubs will sometimes organise cam
paigns for various projects. 

If neither your government nor local sources seem sufficient. you should 
then begin exploring outside sources. such as those listed in the sec- t.4 
ti on on "Possible Fundi ng Sources." These sources have been arranged -.., 
in 4 major ca tegori es : 1:1:' 

~
ll United Nations 

Government Agencies 
Private Agencies and 
and Foundations 

4) Multinational Corporations 

o 
"G o 
Ul 

These sources assist non-governmental projects in a variety of ways. ~ 
The brief description, accompanying each listing. is intended to pro- ~ 
vide you with information that will help you detenmine whether the ~ 
particular organisation merits further exploration. Howe~er, extensive 
research into potential funding agency's priorities and procedures for IC! 
applying is crucial. so once you have identified several sources, let- IC; 
ters briefly describing your project and requesting information regard- tw4 
ing their guidelines. women and development focus and application pro- ~ 
cedure should be sent out. Th~ tnformation you collect wi11 help you .•. t-4 ... 

Adapted from: INFORMATION KIT FOR WOMEN IN AFRICA, African ~rainlng ~ 
& Research Centre f~r Women. UNECAj and Internatioanl Women's Tribun~ 
Center. USA. pp. A-6-8~ -' 

~', .. \ 

J.,/\ u 



RESEARCH FUNDING AGENCIES ,p.2 Proposal Writing 

Seeking outside funding or assistance requires organisation, persist
ence and creativity. Some ideas to consider are: 

I. Funding agencies will appreciate your dOirlg the necessary homework 
before submitting a formal application. This means finding out about 
t~eir.prior~ties and required proposal format. If a local representa
t1~e 1S ava11ab1e, make contact to discuss required procedures. If not, 
wr1te requesting the necessary information. (.See p. A-IO for Sample 
Letter to il FUfldina ~aency.) , 

II. Start a "Funding File" on notecards' or a notebook, with a differ
ent page or card for each prospective funder. Keep updated. information 
o~ your talks with them or on research done, so that you can con
t1nua11y refer back to it during the application phase. 

III. Many assisting organisations will want to see evidence of: 
(a) the degree of 10~a1 initiativei (b) the utilisation of available 
resources within the countrYi (c) plans for the project to eventually 
become se1f-sufficienti (d) potential of the project to be repeeted 
or adapted in other areas of the country. Once you have received in
formation regarding the criteria of various likely sources, you might 
want to start a notebook, with a section for each of these criteria, 
and keep documentation that your organisation can satisfy the re
quirements. For example, if "degree of local initiative" is required, 
you might want to include questionnaires, newspapel' articles, etc. 

IV. A positive decision from a funding agency is very dependent upon 
your ability to establish good working relationships with its rep
resentatives or field staff. For this reason, it is imperative that 
you phone or visit, when possible, or, at the least, write. Even if 
your first submission receives a negative response~ rellY.-mber that you 
have at least established contact. Keep the government, United Nations 
foundation or PVO representative informed of your progress, problems 
and any new ideas ••• and, when you have a project that seems to fall 
•.• .r .. ~~ .. +h.o; .. nl.;tlD1;~c._ 1:,." ADa;n. 



Proposal Writing 

READING ON FUND RAISING 

Such imbalances (between rich and poor countries in the world and 
between rich and poor people within countries) are reflected in both 
the need for fundraisers and the tensions they face. 

Many citizen groups who are trying to change the plight of the poor 
and powerless find themselves turning to funding sources that are 
controlled by the wealthy. This is often seen as a form of redistri
buting the wealth. Citizen groups need to ask wheth~r or not the re
lation to wealth of the powerless really does change as a result of this 
kind of funding. 

In a sense, fund-raising perpetuates the status quo. Centers of 
economic power remain in tact and the poor remain poor. Other people 
see raising mvney from the welathy as co-optation -- although some 
short tcmm needs are satisfied through such donutions, the group is 
unable co move toward more substantive changes. Still others see this 
type of funding as purely benevolent -- a pluralistic approach ("every
one working togethe~') to· solve society's problems. 

Adapted from: THE RICH GET RICHER AND THE POOR WRITE PROPOSALS,Nancy 
Mitiguy, Citizen Involvement Training Program, University of Massa
chsetts, p. 5. 
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Exercise: 
Initial Phone Call to a Funding Sources (Role·~lay) 

One of the best ways ,0 pre
pare for the firsc contact 
with a funding source is to 
practice. This activity fo
cuses on the phone calling 
process since that is the 
usual route fDr applications 
for federal, large corporate 
and national foundation 
funding. 

The Process: 

,. ,Review your list of poaible funding sources and decide which type you'll Don
centrate on first (government, corporate, foundation, chun:h, or other). 

2. Pair off and decide which person is the fundraiser and which Is the potential 
donor. During the role-play, the fundralser should use details from an actual 
project. 

3. Both "grantor" and "applicant" should look over the suggested questions and 
responses and select those which a", appropriate for the situation, adding other 
as needed. 

4. The "Ipplicant" calls the "funding source." This can be done by placing two 
chairs back-to-back, or by ectually placing a telephone call. 

6. In pairs, discuss how the phone call went. The ·'orantor" should be prepared t 
make suggestions about improving the presentation. 

6. Switch roles, if desired, and repeat the steps above . 
. , 

7. "f more than one pair I.' doing the activity, end the rol.play with a discussion 
of specific problems that each pair had and suggestions about what strategies 
worked. 

ADAPTED FROM: THE RICH'GET RIC 
' HER AND THE POOR WRITE 'PROPOSALS N 

Citizen I~vo;lvement Training Program ' ancy Mitiguy 
DO. 40-41., University of Massachuset~s 

• 



ROLE-PLAY INSTRUCTIONS, p.2 Proposal Writing 

Possible Questions and Responses for the Role-Play 

Fundraiser: Possible Ouestions Corporate Funding Source: Foundation Funding Source: 
Possible Responses Possible Responses 

• May I talk with the person • I'm sorry, we don't give • The trustees have not 
who's responsible for (cor· grants to community groups. scheduled their next 
porate gifts, XYZ federal meeting. 

tissistance program, founda· • I'm sorry, we can only con· 
tion funding, etc.) ? sider proposals from groups • (If a national foundation): 

working in ABC Communi· Send in a brief letter de-

• What is the application pro- ty. 
scribing the project. If it is 

cess? 
consistent with our fund· 

• Let me connect you with 
ing priorities, you will be 
requested to submit a full 

• What are the proposal Paula Public Relations. proposal. 
deadlines? 

• I'm sorry, all our communi- • (If a small foundation): 
• Do you have any informa- tv funds are comm itted for We cannot meet with ap-

tion you could send me? this year. plicants because it takes 
too much time. Funding 

• Do you have specific propo- • I'll send you some informa- decisions are based on 

sal requirements (length, tion about the application written proposals. 

content, forms)? process. 
• (If a large foundation): 

• When will funding decisions • Send in your proposal and 
We would be happy to 
meet with you once your 

be made? I'll get back to you in a few proposal has been 
months. reviewed. 

• To whom should the propo-
sal be submitted? Government Funding Source: • We don't supply appli· 

Possible l1esponses cation fofl'!'ls. Send us a 

• Would you like me to send 10 - 15 page proposal. 

you a two or three page let- • What is the CfDA (Note: This usually the 

ter describing the project or (Catalog of Federal Domes· csse with a small founda· 

a longer proposal? tic Assistance) number of tion,' most national foun· 
the program ,,'ou're calling dations don't have appli· 

• I'd like to schedule an about? cation forms, but pro· 

appointment to talk with 
pOlSals are generally 

you about our programs. • I'll send you a packet of longer.) 
information, including an 

When would that be con- application form. • (If a small foundation): 
venient? Our funds are non·discre· 

• Funds haven't yet been tionary, which means that 

appropriated for this pro- they are paid to the same 

gram. organizations every year. 

• I'll be happy to meet with • We have no funds left to 

you. When are you coming distribute until next year. 

to Washington? 

• What specific questions do 
you have about the pro· 

\ 
gram? 



SAMPLE LETTER 
Proposal Writing 

~E __________________ __ 

TITLE _________ _ 

ORGANISATION ______ _ 

ADDRESS __________ _ 

COUNTRY ______________ __ DATE ____ _ 

Oear ____________________ __ 

It is my understan~Hng that the (name o~ ~uncUng agency) administers 
funds (OIL pILOv.i.du te.c.hni.c.ai. 4.6~.i.6tance) for (plLojec.t c.a:tegoILY, i. e., 
tJuUtUng pMjec.:U, ~em.i.MJL6, etc..) in the field of (~ubjec.:t alLea, i..e., 
i.nc.ome-geneJta.t.i.ng ac.tJ..viliu, ~amil.y planni.t1g, etc..) for women. I am 
writing on behalf of (name 06 0ILgani.6aJ~n). an organisation active in 
the field of (~tate 4ILe4 06 ac.tJ..v~). We are planning to undertake a 
project to (pILOv.i.de a We6 ducM.p.uon 06 the objec.uvu o~ the pILO~pec
.uve plLo,iec.t., adding a 4holLt ~en:tence OIL .two tha.t h-i.g~hU .the l.U1.ique 
~ea,tWl.e.6 06 the pILOjec.t.)., 

If this project is one which could be considered for funding by 
(name 06 ~un~ng agency). would you please send ~ the necessary forms 
and any other relevant information required for submitting a proposal? 

If you think that this project is inappropriate for funds from your 
office. could you please refer me to a more appropriate source? 

Thank you for your cooperation and assistance. 

Sincerely. 

~ME __________________ _ 

Adapted by WIDTech from: INFORMATION KIT FOR WOMEN IN AFRICA, African Training 
and Research Centre for Women. UNECA: and International Women's Tribune 
Center. USA. p. A-II. 



Proposal Writing 
HANDOUT III 

THINGS TO THINK ABOUT BEFORE CONTACTING DONORS 

otal Amount of Request: 

- Small projects of $1,000 or less might look for local private 
donations, loans from credit unions, cooperatives, revolving 
loan funds, or agencies known for providing small grants. 

Projects in the range of $1,000 - $10,000 might approach local 
women's or other non-governmental organizations. 

Large projects of over $10,000 (large especially for the local 
level) might find the local government a likely source. 

Still larger projects of $25,000 and more, might look for multiple 
sources locally, but most probably will need to go outside the 
community -- national, regional or international. 

Procedures for Some Agencies: 

Requests to the Uniteo Nations and its specialized agencies must 
generally go through the national government - this is also true 
for requests to other national government(s) agencies - in these 
cases, contact should also be made with the appropriate local 
representative of the country and/or UN agency. These local 
contacts can help identify monies available through their agencies, 
assist in proposal formulation, and in moving it through the system 
more efficiently and effectively. 

SAMPLE INTERVIEW QUESTIONS: 

- What categories or areas of development does this agency fund (e.g., agriculture, 
education, training, housing, institution building, integrated rural development, 
etc.)? 

- Do you have different levels of project funding and what are some examples (e.g., 
small, medium and large grants)? 

- May we have a copy of your policies and procedures? Guidelines for proposals? 
Application forms? Deadline schedules? 

• We have a project in mind dealing with ; are you the proper person 
with whom to discuss this area. If not, could you direct us to that person? 

~ If your agency is interested, what steps would you recommend we follow from here? 

~ Other questions of your own: (Use back for making notes.) 

. '. 
Adapted from WOMEN & DEVELOPMENT GUIDELINES FOR PROGRAM/Project Planning (DRAFT, June 1981) 

Cal'oline Pezzullo, Economic Commission for Latin America. p.60. 
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PROGRAM 
PLANNING 

& 
PROPOSAL 
WRITING 

By Norton J. Kiritz 
Executive Director 

THE GRANTSMANSHIP CENTER~ 
1£ Cop"right 

Proposal Writing 

PropoSil/s written for foundations lind those written 
for federal grants will differ markedly in final form. 
Foundations usually require a brief letter; federal agen
cies usually require you to complete an extensive array 
of forms Ilnd posf:ibly attach your own narrative. 

We suggest the following format as a basic pianning 
format for all proposals. Thinking through the various 
sections as we suggest will enable you to draw fro." the 
content virtually al! that either II private or public fund
ing Jource will ask from ,-----------. 
you. Thinking through the 
various components w.iII 
also enable you to develop 
a logical way to approach 
your pians and programs. 
And hopefully this pian
ning will make your pro
grams more effective. 

The proposal form.Jt 
looks like this: 

Proposal 
Summary 

I Introduction 
II Problem 

Statement 
or Assessment 
of Need 

III Program 
. Objectives 

IV Method~ 
V Evaluation 

VI Future Funding 
VII Budget 

Proposal Summary 
The summary is a very important part of a proposal 

- not just something you jot down as an afterthnught. 
There may be a box for a summary on the first pagt' of a 
federal grant application form. In writing to a ~ounda
tion. the summary may be presented as a cover letter. or 
the first paragraph of a letter-type proposal. The sum
mary is probably the first thing that a funding source 
will read. It should be clear. c~ncise and specific. It 
should describe who you are. the scope of your project. 
and the projected cost. 

Some funding sources may screen proposals as a first 
step in grant-making. Thc1! i!i. they briefly examine 
each p.oposal to see if it i!; consistent with their 
priorities. if it is from an agency eligible to apply for 
their funds. etc. As a further step. the "screeners" may 
draw up a summary of their own and these proposal 
summ~ries may be all that is reviewed in the next step 
of the process. J t is much better to spend the time to 
draw up a summary of your own that the funding 
source can use 'han to hope that the reviewer see~ the 
importance of your program in his brief initial 100]... at 
your proposal. 50 dC' a good job! 

The GralltsnJlmship Celltf'l, n IIollprofit, tax-exempt educatioPla/ illstitutioll. 
IS 17 reSI'ClII!..' ta tll(, critical /II'ed of IIallprofit alld public agellcies lor low-cost tra;IIill.": 

//I I'r(l~m'" ,,/,7I//lill,". Iwd rt'Sll/ll'Ct' del le/ol""t'llt. The Celltrr (ollducts worksl,ops, ('''''''''y~ 
II rL'SI'ard, stlrt,t, lUu;IItuillS a Ii/nary and publishes II may,a::illl" 
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I 
Introduction 

Th ir. is tt.r srction or • propos .. 1 whrn you trll wt.o 
\'uu .lfr. M .. nY'prupos.ls tell fittlr or nolt.ing .. boullhe 

_ ~pplir .. ;{t ors .. niulion .. nd spuk only abouttt.e projrci 
~.r pWRr<lm 10 hr ('ondu{·u,J . ~ure uften t h.n not 
prupuuls .lfe fundrd on Ihe h."jc n( It.r rrputation or 
~"nnertions " or Ihe applkanl .!,lrKoli niuliun or ils key 

pl'rl'llnnf'1 roIlt.er Ih.n un Ihr h .. si\- o( tt.e pruRram 's 
'Imlrnl oIIlont'. The Jnlf .... du~·tinn is It.r ~('(Iion in which 
\'IlU j,uild your nrdihihty a~ .. n mg.niulion which 
"'"Iuh.l tooC' suppurlf'd . 

Credibility 
\\'1'1.1 Ki ... e~ .n org.mizatiun l'ft'dibilily in Ihr ryf'S of 

,I ! '.lnJin~ sout('e~ Wrll. fir,,' of .)11. it df'pf'nd~ un the 
lunJinK ~ourcr A Ir.Jiti~)",,1 r,lIht' r {·,m"t-t ... dlj ... e fund. 
in,: ,:nurce will he mIHC' tf',:run .. i\,1.' III prrSl1ns nf 
plj,minf'nc(' on your Bu.rJ "f Dire .. tllt~ . huw long YO'J 
1,,1\'1' "'een in C',j':lrnl'r . h~lw m.ny nthrr funding 
""ut\'e~ h ..... e hren ~uprurtinK you . .. nd olhrr similar 
, 'h.U<lclrris lks of your IITK.niuli(In . An " .,·.nl g.rdr" 
lunJ in~ "our(e miKhl h~ milrr inlC'n'st('d ir," Bu.rJ uf 

ullnmunily prr~um ' rdlhrr Ih.)n uf prominrnl 
, IllIrn~ ~ nd In OTK;miZol \.)n" 11'1.1 <lrr nl.'w rollher ,h .. n 
'·"loIIhli~heJ . {'I t' . ~ • 

I'lI lrnli.1 fundinK "ouj)e~ "huuld "'f' ~E'It'ctI.'J bruu!iot' 
ill Iheit pU!iosihll' inl('rr~i-in your tyre of org.niulion or 
"\Iur h'pe of prOy.i .. m. "fou l'an USE' Ihe intruduction tu I 
rt' lI"ilr~~ ~lln~I.'(liun yOU see hel ..... eer' ... our inlerests 
• ;II.i~~~l' of Ihl.' fund inx SoUtH. . 

Wh", oIIr(' !iollrnl' \1' tt.p Ihinlo!!i yuu coin say .hllUl your 
IIrJ-:oIn il ,llion in . n introJu~' IUfY sl.'rlilln~ 

• Ihl\." yuu ~ot ~1.ITI{'d . 

• Hu ..... lung )'UU ha\'p lIE'en aruund . 

• Am·thing uni4ue oIbuul IhE' way you gut slarted. Of 
IhC' foIrt Ih,1\ \'\)U wert' the lihl thus-and-so 
iIt):doi7.O\'llln in iht, (ounlrv, eh: . 

• SlImr 01 Yllur mn!'1 signific."1 accomplishments .s 
.10 Ilr~Ani'dli(ln Ill. if yuu afr • new orga nization . 
~lIml' 111 Ii'll' liij(nifiColnl .ccompli~hmenls of your 
B".uJ lIT !il.ff in Ih('ir prr ... ious roles . 

• ,,,ur IITKani10lliundi go.ls - why yuu were sl.rted . 

• \\'holl ~uppurt Y"U h .... e r('ceived from other 
urj(.nil.ltiun!'o dnd prominrnt individuAI!i ' .. ccc..m
p,lOieJ by some letler" "f enJurseml'nt which un hr 
III ,In oIprenJi'l: I. 

\\'\ . .. tnmKly !iUKKE'"t thai you slart. " aedihilit)' file " 
whi,lh "IIU fdn u ~r oilS 0\ .... !'i!io for the intruduclnrv sec
ti,1O III tulure propll~al!< you writr. In Ihis filt' yo'u un 
~('ep col"!it'~ of n('w!'poIprr arlides ahoul your orgilniu
Ilun . '('tI('f~ u( su ppurt yuu rtrei ... t from other .genc ies 
.Inti [111m y"Ut client~ . Indudf' !o't.temrnts m.dE' by key 
tiK\lr('~ in yllu r fielJ or in thr pulitiul .rena th.l tn
JnN' Villlr ~lnJ \)f prllj(,o\m e ... en if thry dn not menlion 
yum .. grnl·Y. 

For example, by including a prHldential (om· 
• inion's stalementlhat thE' type of program which you 
are proposing has the most potential of IOI ... inl the 
problems with which you deal. you nn borrow 
crt"dibility from thon who m .. dr the st.lement (if they 
have any). 

Remembrr, the nedibililY you eSI .. blish in YQur in· 
traduction may be more imporlanllh .. n the rHI of your 
propoul. Bu ild il! But here . as in .. U of your proponL 
be is brief .. nd spE'cific as yuu un. A ... oid jugon and 
keE'p it simple. 

II 
Problem 
Statenlent 
0r A~se55ment 
of Need 

In Ihr introduction yuu h ..... e told who you are. From 
the intrudu('tion we should now know your .lrUS of in 
trrest - the field in which you are working. Now you 
will uro in un the spt'dfic problE'!n or problrms thai 
yuu wanl 10 sol ... e through Ii'll' program you are propos
ing. 

Pitfalls 
There .Ire sumr common pitfalls which .gendrs r .. ee 

when Ihey try t&..JdtfinE' prohlem!i . 
Somrtimes .. n urg. nizalion will paint ,a bro .. d picture 

of oIl1lht ills pldguing peoplr in. part of thr communi
ty. Propos. I writer,: do not narruw down to a specific 
problem or problems th.t are sol ... able . .. nd Ihry le ..... e 
the funding scum' frE'fing tholt it will t.ke a hundred 
times Ih r reqursted hudgt't e ... rn to begin 10 deal with 
the problems identifieJ . Thi~ is o ... ukill. It often comu 
fmm Ihe convictiun of the .pplicant that it must draw .. 
picture of a needy cummunity in all its dimensions in 
order to convince the funding source that ·thrre.lre rr .. l
Iy problems there~AtJ Ih., Ihi5 doe~ is to lra ... r the fund. 
ing 50urcr .asking) ' Howc.n this agency pos'iibly hope 
lu dut with .11 of Ih,lSt' problem~ ." Don 't o ... erkill . 

Narrow down yuur definition of the prohlem you 
w .. nl 10 dut with 10 sumething you c .. n hope to ac 
complish within. re.asonahle aml,)unt of time and wilh 
reason .. l-olr additional rE'source~ . 

Document the Problem 
Document thr problem. H~I~' do you kno ..... 1t. .. 1 .. 

rrohlem rully r),ists~ Oon 'l just .assumr Iholt 
"everybody knows this is .. problrm .... " That may bt' 
true . but it doesn ' t ~jvr a funding source .Iny assurancr 
.boul your c .. p.hilities if you f .. illo demonslratr your 
knowledgr uf thr problem. Yuu stlould use some kry 
.. t.listics here. Don ' t fill your propositI with 1 .. l)les. 
('h.rtr. .. nJ sr.phs. They will rrobal-oly turn off the 
rrddrr. If you musl USE' ell:tensi ... r st.tistics, ...... e them 
for .. n "Pl"endill. . l-oul pull out tht' tey figurrs for your 
prublem statement. And know what the st.tislics say. 
• •• 

. . " - -'. - ......... -

http:capabilities,.1f
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• 

• 

To summ.rizf. you n«d to do tht following : 

• Makt' .. Jogic.1 {onnretion bt'lw"t'n your 
org.niulion ', b.ck-ground .nd Ih" probJtms ~nd : 
n"~s with which YQU propos. to wer1/. . 

• 

• 

Supper! tnt' txislrnc(' of tnt probltm by .videnc". 
SI'lislil"s . n mrnlionrd ,bOvt, 'ft but ont typt of 
support You Il"Y .150 Sf'1 .d\'icf frum grou~s in 
your commun~l }' concfrMd .bClUI tnt prottlt'm. 
from r,TOSr,f. , li vr clients .• nd fro!J1 Olhtr 
org.niulionsli'wotkinjo; in your community .nd 
rrofrssion. :s in Int' fitlJ 

Drfmt cluhv thl!' pro~ll'm~ with whicl1 you inlt'nd 
to wer!: M.~t ~urf' Iholl wh.t you w.nt 10 do is 
work.blr - th.1 it c.m lw J llnl' within .. ffuon.bl" 
timt' . by yOU\ .nJ with ,1 11'.~ t ln .. ~It' .mount of 
"Ion~y. 

III 
Program Objectives 

Onr of yOU] fonCt'rns thruughout your prop(l~al 
should bt 10 dl' \'t lop .!I 10jo; k .1 it\ ...... from lint nrliun hI 
Inolhtf 'r"htfU!, vou can U"l' \' IIUf inHodu\' lion 10 Stt 
Iht conl t).1 fOf your pruhlpm ~1.!IIl'mpnl , you flO 
like wist U!.t the pfol:l/rm ~Idltmtnlltl rtrpdr(' tht fund· 
ing sourCe for yo ur ohlt~' II \" ' " 

An objtct ivt I!' I !opr~ l fli m\'oI"uut-lr lIultllnU' uf ' 
your progr.!lm I 

Clurly, if you hl"r Jeflnl,J ,I rruhlem , ,hrll :/our L 

ohltClive!. should offtr !oomr fril l'! til Iht' pw""rm II ; 
tht pfoblrm \o\'hkh you idrnlli \' , .. d hlj(h mnJrnl r til I 
drug .!Ihust hy youth in v"ur lommunlty '''ut- , 
51.ntidlect . of roursr) , Ihtn ,In l'''',tt' IIVI' III VIIUI ' 

program should br Iht rtd ut'fmn .11 lilt' inuJrn'I' IIf 
drug .boH' Imnnp. youth in \'tlUI rtllTl.,munll\' If thr 
pr oblem is untmplovmrot th,o .. " I1hl'I'II\'I' i .. Ihl' 
TtdoCl ioo of untmploymrn, 

Distinguish between 
Methods and 0bjrctives 

One common plohltrn In m.nv prnpo!!o.!l l" i" I flilotr 
10 distinguish btlwttn mhn,. .nd tod~ - • f.iluTP 10 
dlsljnguish btlwttn mtlhllJ .. .!Ind ohjtt'livt" 

Fot eumple, m.ny prop"".I" rud liLr Ih is 

"The purpou of thit propo .. l 11 
to eltabli l h a literacy class for 
women in the rural res ion of th1a 
c:ountry, " 

"The objective of thb progrUl 
11 to provide health care aervic:el 
for yOUl'lS lDothen. in the city," 

Whll 'S wrong wilh IhtS' objtr lives ' Tht)' don I 
spt.k ahnul oulrom t! If I support yOUf p,ojtcl fOI • 
yUT. aT fOT two yeaa , .nd comt b.ck .1 Ihal limt InJ 
say, "I wanl to Set whal you havt dOM-whal you 
h.ve ICcomplishtd, ' wh ... 1 un you 11'11 mt~ Tht' fat'! 
Ihal you h"vt eSI"l1lishtd a strvice, or conductf'J somo: 
aCl ivilif's, doesn ' l It'll mr whtlhtr you tln'(' 
tltlptd to solvt Ihe pfoblt m wtlich you df'fintd , I wlnt e 10 know what you havr aal)mp lis htd I wan I III knuw 
the o~lComt (If yoor 4Icl ivi lies I w.nl 10 knt)w whrlhrl 
you ~"e , throuRn your tUlur ing pfoRum, reauft'd ltit 
numSt'r nf dn1p,·nuls with wtlnm you hlvP workrd , or 
wtltlhel ttlt dtl inqutnl youth wiltl whom you \o\.'t."L!t'J 
Bot into les!. trout>lt UVtl tht pUI ye.T Kn.)winK thll 
yuu worktd .1 it IS nol tnuugh ! 

Somt Ilrl4lniutions , Iryin~ In tte .. ~ specific I" tht'\' 
Coin, p':ick • numbf'T UUI Ilf thr .ir ~,I; Iht'ir me.~ur .. hl(' 
nhjectivt, Fur f"umplt', .n .M;tncy rniKht Sly Ih.1 Ihril 
ohjrelivf' is 10 " dKlt.I!'t unt'mploymt'nl amon,.; "dult .. 
in ttle )(YZ c('mmunlty hy 10 prTct'n l." Tht qu'eslion I 
.sk is wht'rt'-.idid tht')' .,;t'l Ih.1 figurt? UiUIUV il ili 
m.de up ht'uu~ .. il sound~ KOUa, It founds lil.t' I le.1 
4Ichitvrmt'nt. Bol il stlCluld bf' ""dt at ~nmtlhinK molt' 
!l;uh"I.nli.l IhAn Ih"l . Pt'rhlp" nu r?tu~ram h.!. t\'t'r 
4Ifhil'vt'd Ih'l high • rtrn'nt.gt, Prlholp~ "iml /'" 
progr.m!i h.vr r('"ufttJ in II '.tng(' uf .t,hirvrmrnl pt 
flllm 2 In Ct rrrftni Lkcrr4l~p in unt'ml,lcwmt'nt:'lln 
Ih.t I'.~r , 5 rrrftni wuuld bt V(,I), K'Hld . • nd CI r,t'Tl'I'nl 
\o\'11uld br41~ K')',J .. ~ r\"t't h .. ~ bl'tn Jnnt'. Trn ptr('t'nll" 
iU"1 pl. io un'r"It':li~ , AnJ il It.J~ ml' 1\1 r\rt'l'1 Ih .. 1 \ ' tllI 

Jon 'l " ',Illy Lnllw thl ' 'IrlJ \,('rv \0\'1,11 
If )'IIU .ITt' h.win)( ~Iit'(jl uh\' in dt'fininj( \'\Hlt ""Irl ' 

Ih'r~ , I'" prnj'l linl( \' .IIH Ij(tm'\' 01 yrA! lit IWII inlt , lilt' 
fuluTt' WhAI dllll'fI'nlr .. Wtlu/J Y"U h'IPI' Itl !'N' 
hrlwrrn Ih('n .. n.f n\lw~ Wh" l l·h,ln,.:,." wnu/J hd\'(' \ll ' 
l'uru,J i Thl'''l' I h,1n)(,'J Jimt'n"i"n .. Ill .. )' HI' Iht' IIh,l'I'
l i \' t'~ .11 \',Ior ph1lotl.lm 

In "JJ,lItln 11\',,"1 III t'\.1Il\inl' Vllllt I,hit'di\'t'~ in 01111 . 

lit, m,lft' J,'I,,,I M.I\'t-o" ~'Inlt' phlKf"m :o< ' ft'41ft' jl)"'_ It" 
pt'lIrll' Ih", MI' \ ' ('1\' H'Mlrllt .. T\' in nlloft' . • nu lilt' \' 
fr.lu , I ' thc' unl'MlI'I'I\'ml'nl I'ttlhl,'m in Ih(' .. hilT! Irrm 
hUI dllrl .1 \ '1' .11 " 1 1t\',1 11111 I'",bl,'m will ht, t'",'l. wllh U" 

"" t-o"J . m \\'01'''" Ih"n 1'\'I't Thi~ 1(1'1" inltl Iht' ",ot'~lilll1 
1,1 C,\·"ltlollhln "III.!, dl'.HI\' I('I,lh'" III Ilw "rllin..: ,I' 
ml· .. ,ur.hl" .,!'iW.II\\'_ 1,1, ,I )(II\,J H'I III wI'II·Jr,II\'n 
"nJ fr,IIa"11I ""II" lin'" "" ',"n\l''''' ",'I til aill'Ii. 1\)1 ti ll' 
t\'41IU,lIlIlll I't Ihl ' l'tlllotT,lm ,'nJ Ihu!' S('f\'P" anlllhrr 
pUfpu ... · 

Hv nll\O\' VtlU h,l\'r 1111.1 ow \\'hll \'tllI ,III' Ih, 
prnhll'nl h., ~'~1l1 wdnl hi ,hl,l. wilh, .u1j )'llttr ,Ibll '" 
'ivt!> 'whit h l'tllml!'I' .1 !'llhll itlr\.:.hlll~ n,JUl'Iilln "t 1 til' 
pnlhlt'msl, .InJ nil"'" ~'IIII ,1fI' ~llin,.: hllt·1I mi' hilI\' \ ' ,111 

", .. ill brinK I.'"ltl tllI"'I' u ... ult .. \-IIU \o\'ill J",,"rih, ' Il lI' 
methods you will UN - the activitin )"Ou will conduct 
to .ccomplish YOUf ob~tlvn, 

Research 
Ylie informtd revlrwrr w.n.s to know why you hnt 

1t'1t'Cled ,h,lt' mrthods. Why do you think they will 
work? This ffquifel you to know "Bood de.l .boul 
olher prOSTlml of •• imil,., nltufr, Who il workins on 

..Jht pro61tm in your community Ind .1.twNere? Wh.1 
mt'thodl hive bHn .ritd in thl p.11 .nd.rt bein, Iritd 
now .nd with what 'HOI!tI? In othtf words, (In you 
,,,hllanti.tt' yOUf choirf' of m,thOdI? a •• 

Ont' pl,nnina tKhnique which you miaht Wlnl to 
Ule il this, T.ke • Ihr,. of P-IPt'f .nd divldt' It into 
columnl, The fi"l column II th, "problem" column, 
Ihe IKond is he.dtd "objKlivts," the third "m~tl\o(b " 
.nd th, fourth ....... Iu.lion, .. If you lilt .111 'oUf oh· 
;toetivel nparllely in th, Heond column, you can then 
idt'ntify' tht p,robl,m th.t it r.J.lei la, di, Iprcific 
mtlhod, in your rrosr.m th.1 d,al with tht objt'Cliv" 
.n~ Iht' crit,ria 0 l\lCcn, in Rachina thr objK'livI IS 
~II as tht method of .v.lu.tion, 
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This htlps you to Itt whtthtr you Irt truly dt.ling 
lith .11 of tht probltms you t.lktd lbout, whtthtr your 

Abjtrtivt~ rtl.tt to tht probltm(s), lI',htthtr you h.vt • 
method of ruching tlCh objtctivl', Ind whtthtr you 
havt Stt up .n tv.lu.tion mtch.nism to dt.1 with yl)ur 
tntirt program. This It.ds us into tht nut proro".1 
(ompontnt - tv.lu.tion, 

V 
Evaluation 

Ev.luation of your program l',m "trve two pur~sts 
for your ori)anization Your program can be tvalu.ttd 
in order to dell'rmine how effective it is in ruching the 
objective!. you havt- rSlablis~ed - in solving tht 
problem!> you .Ie dealin!!\ wilh This .:onctpt of tv.lua. 
tion i~ geart'd loward!> tht' rhu/t!> lIf your program. 

E \,.lu,lIwn l.Il .I!>o be used ciS .I tool to provide infor. 
mlltion nt'lt-"!-clry 10 n",I..t' 'pprupri.lt' rh.nges and .d. 
iu~tm('nl" m ,"our program .!> it procttds 

As we ha\'(' staled, mea!>urablt' objecti\'f'S Stt tht 
,.tdJo:t' ior .. n t'tlt>rtivf' ev.lualion, If yOU hav(' difficult\' 
In Jelt'rminin~ what nilt'ria tu ust' 'in t'v.luAtinJo: you'r 
p.llI~r .. m "'('lIl'r talo.t' '1lI.Hht'r I\X)J.. at \'uur objt'Ltivt'~, 
1 he\' pr"bdbly drt'll I \·t'ry "pt'l if il. 

Subjective and 
Objective Evajuations 

Also, "'e "urt' you unJersldnd tht' differenct' betwten 
5ubjeclivf' .nJ o"'jt'rli\'t' t'\'aluatiom. 

Subj('rtivt' evalualinn~ of programs are rarely 
evaIUdli()n~ .II .Ill Tht'\, mel)' tell YOU abuUI how ptople 
feel .boul d rrogrclm "'L11 st'IJum Jeal with the con. 
crett' rhuh .. "t 0.1 rrll!,r"m Fur e\.1mplt', we saw.n tl(. 
.mplt' of dn eVdlucllhln uf dn t'du(dllondl program that 
~urveyed opinllln~ ""',IUt program success htld by 
sluJ('nl~. pdrt>nl.. 't'ddlf'r" dnd .dmmistrators of tht 
prugrdm. Thi!> IS a prt'lly '!toft' t\'aluation, .nd dotsn't 
redlly givt' mUI.·h evidt'nL't' tCl supporl the .t.ngiblt 
rt'!>u/t" of su(h .I rrugrd", 

In .dditiun, thi~ parllC'uldr e\dluation solicittd com. 
,"t'nts from sludrnt!- when tht'y completed tht 
program, failing to dt'al with o\'el 50 ptrctnt of tht 
studt'nl~ who slarted I->ut did nul (ompll'lt the program. 
Clearly, tho!.e studt'nls who tinish('d tht progr.m .rt 
going to reacl dlfiert'ntly .!- a group, from thost who 
didn't rompltte the program, And we might, .5 .n 
'gt'nc:-y,learn. grut Jt'dl f~om thu~f' who didn't finish. 
From,the nature l1f this ev.luation, one might suppose 
th.1 the educati,m .. ! institu!ion involved w.s rommilttd 
to prodUCIng whdl tht'y thoughl v.oulJ louk likf' • 
800d ev.luation, but it wouldn't p ... !> muster with. 
critic.1 rt\"iewer. 

SubJtctivity - introducing our own bilSes into .n 
tv.luation - will often come in when W\'e tv.lu.tt our 

)own programs r.1I1l ularly if \\e ftt'l th.t ,.,nti"lutd 
fundinR dept'nds on produdnK W\,h.t lou!..,. lIl .. t • 
'LK~ ev.luation. 

Ont' w.y of obl.i_ning • mort ubjKtivt tv.lu.tion, 
.nd .umttimt!l • more profeuion.lly rrtpartd ev.lu •. 
tion, is lu look to .n outf-ide org.nization to conduct .n 
tv.lu.tion for Y"u, "l'U miKht gu tu othtr non-profil 
.gtndts, eoll~gt!o .nJ unl\·trsities in ~'our l'ommunity 
which will W\'ork with you in dt\,tlopinK .n tv.lu.tion 
for your prOKram. !:»oml'timl'!o II i .. rU"liible to gf't .n 
outsiJt o·rg.niulion 10 Jtovt'lup .n t\,.lu.tinn Jt'sign 
.nd propoul fur ev.lu.lIlln th.u ".In be ,"ubmitttd tl) • 
tunding wurlr l·nmpll·!t· "\'III. it .. ,tW\'n ~udgel. .Iong 
with your proposal. Thil not only cln ,ulrlnttt • mort 
objKtivt tv.lultion, but can alsCi Idd to tht credibility 
of your totll Ipplication, sinet you hlvt borrowed the 
credibility of the ,vllu.ting institution. 

It is essent .. 1 to build your ,valu.tion into your 
proposal Ind to bt prtp.red to impltmrnt your ,vllu.
tipn at tht ume time th.t you It.rt your progr.m, or 
bt.fort, If you want"? determint chlngt Iiong IOmt 
cTlmtnsion, then you h.ve ,ot to Ihow where your 
,ditnts h.vt comt from. It is nry difficult to st.rt In 
tv.lu.tion at pr nt.r tht conclusion of I program, for 
you usu.lIy don't know the ch.r.ettrlstics of the people 
you Ire working with IS they fxisted prior to Ming in 
your program, - •• 

'VI 
Future Funding 

This is the I15t Hetion of your proposal. but by no' 
me.ns the least import.nt. Increasingly, funding 
lOurees- w.nt to know how you will continue your 
program when their lrant runs out. This is irrelev.nt 
for one-timt only lrant applications luch IS rtque5ts 
for vehiclts, tquipment, tte. But if you .re rtquesting 
program monty, if you Ire Idding to your projtcts 
through this proposal, then how will you ketp it loing 
next ytar7 

A promise to continue look in! for Ilttrn.te 10Urc~ 
of lupport is not sufficitnt. You must prHtnt • pl.n 
th.t will .ssurt tht funding IOUrct, t., tht Ire.test tX
ttnt possiblt, th.t you will bt .ble to m.int.in this new 
program .fter their lrant h .. bHn complettd. They 
don't w.nt to .dopt you - they don't w.nt you con
tinu.lIy on their blck for Iddition.1 funds, Mortovtr, if 
you Irt h.ving probltms beping your current 
optrations lupported, you will problbly h.ve much 
mort difficulty in mlint.ining I level of optration 
which includes Iddition.1 programs, The funding 
lOurer m.y bt doing you no f.vor by supporting I new 
projtrt Ind putting you in tht position of h.ving to 
raist tyen mort monty nex t ytlr thin you do now, 

Whit is I lood method to IUlf.nlH continued IUp
port for I projKt7 One lood w.y is to It I I 1oc.1 in
Ititution or lovernmtntaillency to .grH to continut to 
lupport your progr.m, should it demonstrltt the 
dtsirrd rtsults. But Itt luch I commitmtnt in writins, 
A rlln to Itnrrlte funds through the pro;tct itself -
luch IS fHS for Ifrvices thlt will build up ovtr I Y'lr or 
twp, lubKriptions to pUblicltions, ftc.-is In txcelltnt 
plln, The btst pl.n for futurt fundins is tht plln thlt 
dOtI not rtquirt outside lrant support. 
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Proposal Writing 

Sample Proposal Format 

WU:h the. ba.ckglLound wolLk now behind you, it .fA .tUrIe to begin dI1o.6ting 
yOuJl plLopo~al. REMEMBER: each UN, govell.nme.nt OIL pJUva.te olLga.n.i..6a.t.i..on 
rna.y have a. tLi6 6e11.ent plLopo~al 6olUnlLt. Ne.veJtthei.Ull, the 6oUow.t..ng 
~ugguted 60lUMt will be ~uUo.ble to a. rwmbell. 06 olLga.n.i..6a.t.i..o~ a.nd 
ea.ll,U.lj adaptable to the lLeqlWL0I1en.t6 06 otheJL6. 

Secti on: 

TITLE PAGE 

SUMMARY or 
ABSTRACT 

PHOBLEM/NEED 

OBJECTIVES 

ORGANISATION PROFILE 

Description: 

This page can serve as both the title page and 
the cover sheet for your proposal. It should have 
the following information: (1) Title of project; 
(2) Name of person applying for funding; (3) Name 
of organisation sponsoring proposal; (4) Location 
and duration of project. 

Although this section follows the title page, it 
is frequently the last task in writing the propos a 
The summary should be a concise description of the 
proposed project, not exceeding more than one page 
It should briefly state the problem/need, the 
objectives, methodology or programme plan, the 
duration and the amount of money requested. 

Outline the specific problem or need your project 
seeks to address. When possible, document your 
statement with statistics or quotes. 

Provide a very specific description of the outcome 
of the project. They should be written in terms 
of your end results, not the methods you will use 
to achieve them. Be certain they relate to 
the statement in your PROBLEM/NEED section. 

Briefly describe the history and function of your 
organisation. Again, the experiences you describe 
should relate back to the PROBLEM/NEED and 
OBJECTIVES, substantiating your abilities to under 
take a project of this nature. 

FROM: INFORMATION KIT FOR WOMEN IN AFRICA, African Training ~ Research Centre 
for Women, UNECA; and International Women's Tribune Center, USA, 
pp. A 18 - 20. 

http:6otow;.ng
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.................................................. a.~'I.I .... £ .. __ .. ~$ 

Section 

PROGRAMME or 
PROJECT PLAN 

EVALUATION 

BUDGET 

Description' 

Location: Where will this project. take place? Uhy 
was this particular site chosen? What facilities 
and equipment are available? 

Personnel: State the number of people required and 
their function in carryin'g out the project's 
agenda. It is suggested that biographies or vitae 
of key individuals involved in th~ project be in
cluded in the appendices to the ~roposal. 

Work Plan: This most important section will take 
some time to develop. You will want to describe the 
sequence of the activities you are planning, ~s 
well as specific methodologies and approaches. 
The importance of developing a specific and real~~
tic work plan is very important, and it can be 
used as a guide once the project is operational. 
(A helpful tool in designing and explaining the 
work plan is to do a Time Bar. This can be in
cluded in the appendix to the proposal. ~ee the 
Sample Time Bar at the end of this section) 

You will want to discuss this component of the pro
posal with the prospective funding agency since 
reporting and evaluation requirements vary widely. 
Evaluating your project while it is underwey will 
help you and your funding people see your progress 
and accomplishments, as well as the choices avail
able for future action. 

The budget should be a realistic estimate of all 
costs involved in implementing and operating the 
project. For ongoing projects, try to include a 
projected budget for the next several years, dem
onstrati~g, if possible, eventual self-support. 

Cost estimates should be .broken down 1nt~ logical 
categories, such as: personnel salaries; supplies 
and equipment. rent. telephone, postage, etc. 

,),.\ 
l' . 
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Section: 

BUDGET (cont'd) 

Description: 

Voluntary contributions "~de to the project by 
you and members of your organ;sat;on should be 
listed and estimated as closely as possible in 
cash terms, or shown as "no charge." 

If you are applying for funds for a special proj
ect of an established organisation, be sure to 
include funds for overhead. For example, if you 
are operating a day care centre, but want to run 
a special training programme for one week, you 
should include a fraction of the rent, electricity. 
etc., that will be used from the day care centre 
during that time period. 

ADDITlv.~AL HINTS FOR WRITING YOUR PROPOSAL: 

--Avo;d professional jargon. Emphasize the practical ways your project 
will work to reach people and meet their needs. 

--Hand your draft proposal around for comments and suggestions. View the 
proposal critically and be prepared to do rewriting and rethinking. 

--Consult other reference materials. At the end 01 this chapter, there 
is a listing of other books and articles that provide advice on writing 
and researching proposals. Use as many as possible. 
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SiMPLE GUIDELINES FOR EVALUATING PROJECTS AND 
DEVELOPMENT PROGRAMS 

Proposal Writing 

FROM: PROGRAMMERtS 'rOOL KIT, Overseas Education Fund 
--~--
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HANDOUT VII 

THE PROPOSAL WRITER'S BUDGET GUIDE 

FRml: PROGRANHER' S' TOOL KIT, Overseas Education Fund , 



FACILITATOR TALK: OR HAND OUT TO GROUP 

Reviewing 
and Editing 
Proposals 

"My LordI 
Can that thing be ncht1" 

Deadlines come up too fas:; you keep adding to the 
proposal, anc .. what happens~ There's no time left to 
review and edit th" proposal, 10 it gets shoved into an 
envelope and delivered or mailed. But a thorough 
review of what's been written ~rves several functions: 

• It helps eliminate unnecessary c;r redundant 
information. 

• It allows a quality check. ~~ there a logical flow 
from section to Retior,? Are words defined, 
typographical errors corrected, etc.? 

• It serves as a complettlness test. Does the pro
posal state clearly whllt the progre:;; ~md orga
nization are trying to 8(,-=~mp!I'h? Are the 
necessary appendices attached? 

• It allows the time for the policy-making board 
to give its final approval and familiarize itself 
with the contents of the entire propaal. 

There are several ways to review proposals. One II for 
the fundraiser to do it II one or invite comments from 

Proposal Writing 

, ,,':",:': ·:-:::(jr,[£\l 
Drlwlngl"~ Oldd.nl Copyrl,,,t llU 
The New York ...... "ne. Inc, 

memben and staff. Another il to present them to the 
policy-making board; still Inother il to involve I 
group of "outslden" in the review process. 

The next lCtivity focuses on the litter, because 
Iithough It is used less frequently thin the other 
methods It offen the chance for lome feedback 
that wouldn't come from those within the 
organizltion. 

Group review Cln tum up lOme unexpected 
Informltion. I once lit in on I review process where 
each reviewer WIS .ked to IUmmlrize the ideas in 
the proposal. Five very different perceptions of the 
protJoul were expressed, 10 it was Ipplrent that the 
proposal was not I clllr presentation of the program. 
Discussion then followed on how to eliminlte the 
confusion In"', proposal; tach reviewer IUggested 
chlnges thlt needed to be made. In Inother review 
group, mljor questions were rlised Ibout the budget. 
Discussion focused on how to change the budget 
fonnlt to be more clelr lbout whit was being 
requested from the fundinglOUrce. 

FROM: THE RICH GET RICHER k~D THE POOR' WRITE PROPOSALS, Nancy Mitiguy, Citizen 
Involvement TraininQ PrnQT:tm. ITM~~s. p. 54. 



FACILITATOR EXPLAIN TO GROUP Proposal Writing 

Exercise: 
Group Review of Proposals 

The main advantage of 
inviting comments from an 
outside group of reviewers 
is to pinpoint areas that are 
confusing to people who 
aren't familiar with the 
organka#on. Rewewe~ 
need not be ''professional'~' 
anyone who's had some 
fund-raising experience 
CIIn comment on what 
makes sense in the 
proposal and what 
doesn't. A group of 
reviewers can be composed 
of the following: 

• fundraise~ from other 
nonprofit organiza· 
tions; 

• people who have 
received funding from 
the funding source to 
whom you're applying; 

• people who know 
nothing about your 
organization; 

• anyone with good 
writing skills. 

Once you'lle completed a 
proposal and want some 
reaction to it prior to 
sending it to the funding 
source, select fille 
reviewers. Gille each one 
a copy of your proposal 
and any guidelines pub. 
lished by the funding 
,ource. A checklist for 
reviewing proposals is 
included in this 
etivity • an ad-
ditional guide for 
reviewe~. 

The Process: 

1. Select a disculSion lelder. 

2. Establish "rules" for giving constructive criticism as needed. Example: Review
ers may be asked to offer positive comments before critical ones. Or reviewers 
mey want to "de-personalize" their comments by lIying, ''What is meant by 
____ '1" I'Ither than, 'What do you mean by 7" 

3. Ask the proposal-writer to identify specific things (s)he would like feedback on 
(style, grammar, sequence, fonnat, program design, budget). 

4. Pass out the Checklist for Reviewing Proposals and allow 10-15 minutes for 
people to read it. The proposal-writer can emphasize specific questions on the 
checklist (J)he would like reviewers to concentrate on. 

5. Hand out copies of the proposal. Allow enough time for reviewers to read the 
entire proposal. Another option Is to mail both the checklist and the proposal 
to reviewers prior to the meeting. 

6. Ask each person to give their overall impression of the proposal (5 minutes per 
person). 

7. Taking each section of the proposal separately, ask for the reviewers' comments, 
allowing at least 10 minutes per person. You may also want to ask each person 
to summarize what's been said in each section. The discussion lelder should 
note differences in the summaries and concentrate on those differences. 

8. The discussion leader can record "suggestions for improving the proposal" 
during the discussion. This list can be used to summarize the meeting, and 
suggestions that all reviewers agree with can be highlighted. 

Dr. wI nil IIv .r.nd. V.llock 

Possible follow-up: 

"Support networks" for 
fundraise~ are becoming 
increasingly common. One 
role for such a network is 
reviewing proposals that 
members of the network 
halle already written. The 
review process in this 
etivity can be used each 
time a member of the 
network completes a 
proposal. 

FROM: THE RICH GET RICHER AND THE POOR WRITE PROPOSALS, Nancy Mitiguy, Citizen 
Involvement Training Program, UMass., p. 55 



FOR REVIEWERS (All Participants Get Copies Later) 
Proposal Writing 

p.' 
Checklist for Reviewing Proposals 

The questions in this checklist are ones that many reviewers IISk as they rtNId through proposals. You may 
want to use this lIS a guide to review someone else's proposal or to help you write and edit a proposal of 
your own. The questions correspond to the format suggested in Program Planning and Proposal Writing 
and should be adapted when it's appropriate for different funding sources. This list is by no means 
comprehensive, since each funding source has its own criteria for evaluating proposals. Space is provided 
for you to make additions to the list. 

Proposal Summary 

o What is being requested 
from the funding source? 

o Is the applicant organi
zation adequately de
scribed (purpose, location, 
si,e, qualifications)? 

o What are the major com
ponents of the proposed 
program? 

o Does the summary "stand 
by itself," describing briefly 
the applicant organization 
and proposed program? 

o Does the summary interest 
you enough to make you 
want to read more? 

o Other questions: 

Proposal Introduction 

o Is the history of the orga
nization adequately de
scribed (origins, purpose, 
major successes and 
accomplishments) ? 

o Who has funded the group 
in the past? 

o Do you have a clear 
picture of the orga
nization? 

• What is the size and 
composition of it;) 
membership, volun
teers, staff and board 
of directors? 

• What geographic area 
is the group working 
in and what are the 
characteristics of the 
people the group is 
working with? 

• What is the size of the 
annual budget? 

• What is the structure 
of the organization? 

o Does the organization 
appear to be capable of 
handling the amount of 
mO'ley being requested? 

• How does this Bmount 
compare with previous 
funding? 

• What other funding 
sources have contrib
uted to this particu
lar program? 

o Has this organization 
received any support 
from members, clients 
and/or the local 
community? 

• Does the orga
nization attempt to 
conduct some pro
jects that generate 
some income? 

• What kind of in
kind contributions 
does the group 
receive and from 
whom? 

• Do leaders in the 
community appear 
to support the 
work of this group? 

• What kind of 
recognition has the 
organization 
received (media 
coverage, endorse
ments, etc.)? 

o Is there something 
"special" about this 
organization; something 
that makes it different 
from other groups? 

o Can you summarize the 
primary strengths of the 
organization? 

o What are tht: capabilitie~ 
of the staff and 
voluntf'Jrs? 

o Are the staff's qualifi
cations sufficient to 
carry out the program 
IS described or will 

FROM: THE RICH GET RICHER AND THE POOR WRITE PROPOSALS N Mi i 
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additional staff be 
needed? 

o Other questions: 

Problem or Need Statement 

o What is the natu re of the 
problem described in the 
proposal? 

o What are the underlying 
causes of the problem? 

o How does the organization 
document the nature and 
extent of the problem? 
What kind of data is used? 

o How significant is this 
problem compared with 
others in that community, 
region, or state? 

o What have other attempts 
to solve the problem 
accomplished/not 
accomplished? 

o Does this program dupli· 
cate similar activities of 
other organizations? 

o Overall, does the 
organization appear to 
have a good grasp of what 
the problem is? 

o Who has recognized this 
as a serious need (Presi· 
dential or gubernatorial 
commission, experts in 
the field, legislatures, 
research and planning 
institutions) ? 

o Are there words or terms 
that need definition? 

o Other questions: 

Objectives 

o Do the objectives relate 
to the problem statement 
described in the previous 
section? 

o How specific and 
measurable are the 
objectives? 

o Do the objectives say 
what the organization hopes 
to accomplish (e.g. "Our 
objective is to trai n maroon 
elephants to count from one 
to 10.") or do they show 
how this program will affect 
program participants (e.g. 
"Eighty percent of the 
maroon elephants in Our· 
city will be able to count 
from one to 10 upon 
command.") ? 

o Do the objectives sound 
realistic or does it sound 
like mountains will have to 
be moved? 

o Are the objectives ex· 
pressett in terms of 
outcomes, naming 
specific things that will 

~ ".'L , 

have happened as a result 
of the project? 

o Other questions: 

Method Or Activities 

o Do the activities relate to 
the problem statement and 
objectives? 

o Is there a timetable or work 
plan that explains the scope 
and sequence of the 
activities? 

o Is there any "fuzziness;" 
does the project seem to 
be developed sufficiently? 

o Does the applicant explain 
why this approach was 
chosen over other pos· 
sible approaches? 

o How does the applicant 
propose to coordinate its 
activities with other 
agencies? 

o Has the organization had 
experience running this kind 
of program? If not, what 
specific resources or skills 
will be needed to run an 
effective program? Does the 
organization have access to 
these skills or resources? 

o How does this program 
relate to others that the 
organization is running? 
(Is it top priority, second, 
third, etc.?) 

o How were the ideas and 
details for this project 
developed? By whom? 

\\\ 



o Other questions: 

Evaluation 

o How will the organization 
know whon it has succeeded, 
failed or done a mediocre 
job? 

o What specific "milestones" 
will help measure the pro
gress of the program? 

o Who is responsible for doing 
the evaluation? How much 
will it cost? 

o How will the data collected 
for the evaluation be used? 

• What specific decisions 
will the evaluation re
sults help make? 

o What will be evaluated and 
how? 

o Who will see the final results 
of the evaluation? 

o Other questions: 

Future Funding 

o What are the organization's 
plans for obtaining funding 
next year? the year after? 
in five years? 

o What percentage of future 
budgets will be derived flom 
members, participants, fees 
or community support? 

o Other questions: 

Budget 

o Is there a budget for the 
proposed programs and 
one for the entire organiza
tion? 

o Does the format of the bud
get make sense? 

o Are the costs too high or 
low? 

o Are there too many or too 
few staff positions for the 
proposed pr('gram? 

o How do the costs of this pro
gram compare with those 
of similar programs? 

o Are all the costs for the pro
gram included in the budget? 

o Are there cost items that 
don't appear to be necessary 
to run the program? 

o What are the projected 
sources of income for the 
project? 

o Other questions: 

Questions That Don't Usually 
Get Asked But Should Be 

o Will this program increase or 
decrease participants' depen
ency on this and other orga
nizations? How? 

o What assumptions about 
people does the design of 
this program make (e.g. does 
it assume that people don't 
work because they're lazy, 
unskilled, or there aren't 
enough jobs)? 

Discussion Questions: 

• What have you learned 
about proposal writing from 
these activities? from your 
own experiences? 

• How can you share your 
perspective on proposal 
writing with others in your 
group? 

• What kind of i"formation, 
help, and support does a 
proposal-writer need from 
members of the organization? 

• What are some things you 
can do to make sure there 
will be sufficient time to 
review a proposal before it 
has to be submitted? 



HANDOUT VI II 

Proposal Follow-up 

Having breathed a sigh of relief and now thinking 
that the worst is over, it's tempting for fundraisers to 
send off a proposal, and wait. And wait. And wait. 

This is called the passive approach. While it's reason
able to expect funding sources to acknowledge re
ceiving proposals and to notify applicants of funding 
decisions, this doesn't always happen. 

A quick phone call to the funding source a few weeks 
afi:er submitting the proposal can relieve much of the 
waiting·in-the-dark frustration. A fear of being "pushy" 
prevents some fUlldraisers from doing this, but as 
long as you're not bugging the funding source every 
day, follow-up is advisable. Possible questions for the 
call are: 

"Have you had a chance to read our proposal?''' 

"Do you have any questions about the proposal 
or budget? " 

'When will you be able to talk with me about 
the proposal?" 

'When do you expect to have made your final 
decision?" 

"Are there specific poina in the proposal that 
need clari,~:r:ation7" 

liDo you need additional materials (last yeBr's 

Proposal Writing 
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Another aspect of the follow-up is negotiation, or at 
least the willingness to negotiate. This is why the 
fund raiser needs to have a clear notion of what com
promises will be acceptable to the staff, board and 
members of the organization prior to the follow-up 
contllct. 

If, during the follow-up, it becomes apparent that the 
funding source is interested in the program but has 
reservations, push for -::!arification of the points in 
ql!estio,. Any program. chanGeS that have been discus· 
sed on the telephone should always be summarized in 
a follow-up letter to the funding source. Before mak
ing any commitments to program changes, consider 
the questions below. 

• WhBt changes lire the funding source suggesting? 

• What is the nllture of the ch,nges? How will they 
."«ttheprop~dprog~m? 

• Have the group's.tBff/bOllrd/members had the 
opportunity to express their opinions .bout the 
prop~d chllnges? 

• What.re the MlVlIntBges .nd dillldVllntages of the 
ch,nges? 

• Are the changes IICceptllble to the group lIS a 
whole? 

FROM: THE RICH GET RICHER AND THE POOR WRITE PROPOSALS, Nancy Mitiguy, Citizen 
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IDEA PAPERS 

The purpose of an Idea Paper Is to provide a brief description of a 
potential project. This paper can serve as a point of discussion with 
the local counterpart organization, with AID of other funding source, 
with government persons and other interested people, and OEF headquarters. 

An idea paper uses the same format as a ful I-blown proposal, but is 
its briefest version. For some foundations and corporations, the idea 
paper may be sufficient, and need not be expanded further. For larger 
donors, such as AID, it wi I I be necessary to elaborate considerably 0n 
this paper. 

There is no single format for an idea paper. Wherever the donor has 
indicated a proposal format, that outl ine should be fol lowed i~ the idea 
paper stage also. The suggestion below is based on AID's Operational 
Program Grant (OPG) Proposal Outl ine. 

Most of the suggestions are self-explanatory, but perhaps a few words 
are in order on the last section, "Budget". At every stage in the project 
negotiations, the budget seems to be the most difficult area to discuss, 
and too often it is the only topic of discussion. 

During the early stages of preparing and presenting an idea paper, 
care should be taken that everyone knows the approximate cost of the project 
in rounded figures, for example, $100,000, $500,000 or $1 mi I I ion, for a 
gjven period of time. At this point, a detai led budget cannot be prepared 
for publ ic presentation. But the OEF person should be projecting costs 
in as much detai I as possible, so that when the final budget is drawn-up 
in Washington, those costs wi II be known, particularlll for local staff, 
bui Iding construction, rents, etc. 

The budget page is usually the last section of the idea paper, so 
that it can be easi Iy detached when presenting the paper to a person who 
does not need the financial information. In most cases, only OEF and the 
donor need know the financial picture. 

Jdea Paper Outl ine attached 

DiCicco 29 December 1981 



Idea Paper Outl ine 

Project Summary Sheet (first page) 
Project Title: 
Project Location: 
PVO Name and Location: 
Central Headquarters: 
Contact Person: 
Date of Submission: 
Total Request: 

I. Project Description 
1.1 Project Goal 
1.2 Project Purposes 
1.3 Project Outputs 
1.4 Project Inputs 
1.5 Targeted beneficiaries 
1.6 End of Project Status 

I I. Project Background 
I 1.1 Counterpart organization capabi I ities, history 
11.2 OEF capabil ities, history 
11.3 Communities, populations to be benefitted 
11.4 Host country activity in project and program areas, such as 

national or regional development plans 
11.5 Related projects, studies, or other documentation to support the 

project, including letters of support. 

II I. ~mplementation Plan 

IV. Budget 

DiCicco 29 December 1981 



Atlll d,w:llt n 

Projc(;t Title: 
Project'Location: 
I'VO l:nmc ,(Hut Lor.;lti on: 
Central lI(~:\c1!JIJ(1rl:l!r~: 

Contllct }lcr:;on: 
Dute of Sllhnd~don ,to h.LD: 

, 

Dc~..:rihL! proj(:c t purpo!"ic and tareet group of hcnef j ci~ries 
Gcne:c~J. (ic:~~criljtion of p'l"oject 
COi,dit::lo!)!' L!:':pC::l:tC't1 ~t elld of projp.ct 
(above ire;.):; should be itlr;ntifip.d through thc usc of the J oClcnl 
framC\J0rl:. See IV, C., bc:lc.-1) . 

History of pl'cpo~al de\'elop;;'l~nt including: pr0blen:s :1nd 
dC\'el(}V~2I1t objec.tivcs ,uJdre;,sed citj,nf, any rc-]c\'.:nt ~;t:\I<lics. 

Briefly (~,:'!~crlbc your p:.-icl' c:-:j'Jcrier,cc in project ;inJ l",.l:ILl;l: an·[:~. 

- .llor,t C01.lrl::!:'y nctivi.ty tn p:.-ojcct/l'l'(,~r:1n: .llrr!:I~ - p.1':;:", prc!:ei~l 
,.1 ' . 

Bnu pl·Oj',n~(~IJ. 

!I.. Statc:lr.~nt· "f the (·cono::-.ic effects of the pl'oje\.t 1) on its r:l.1j, .. 
inlCl1il.C(1 br~!1cfj d.ari(;!s, 2) on l'clntecl {;l'C'\.lpS, :mo 3) t:lle pOle'lll in! 
to l'c;!cb 'L.1r~(: numbcrs of people ::t 10\" pel' capil~ (;O~t. $U('h 
C:!ffcc:t.s CI)ulJ :i.nchlllc such desir.lblc plirpcsc;. n!: i.ncrca~(~c1 inco:;:::: 
nnd emp) 0yl~(:i1t; 01lhnl1ccd job opportu;"li l:i (:s th'!.'o\.!gh ellco~~':Jg~!i,CIlL 

of ID""01~ :int'~nsi\'c, 10\·~ cost systr.::lS Df Pl'l'Chlr.ti(l:l ~ncl Hrvicc:r.; 
itnproveJ ] Hr!:r~lcy; and b!:ttt::!r fo~-m:. of C(!\lccitio:l :lnLl trLl:nin t; te, 
he:lp )H!(,!,lC! <;"Ia] iiy for C';·,port:\.Initif'!:;. I;) it!j rr.viCh' l)[ the: 
propor.:\!., AID .. ·!ill bc cc·.::j)Rl'inr, the bc:nC'~ j:..s of the> r'l'O_~(,c:: \d I i) 
the CllSi: (If the pr0p,:15Cd effC'l't. Tu the c:.:tcnt ti,t! r\'o cnn ~1~p1y 
:infoTlI~:!t.i.or; to a:::!»),st 1:!le cOl:lp:lri!'on l l'p.vlC!\,' of til(: pn:·,)()s.1l ;d!l 
be fndlHDl\.:.i. 

Jl. fltntp.lhr.nt: (If fite tcchnolo;y to be- lISCU :\11(1 it~ ,1pi1T\)p,i~trni';';:-;, 

and tilc .,\Ii:!..il), of the i:c.plc:;ll'r.t5.1Ir, orr.ani:::Jtinl1 :lIlw hcncric·j:.r!c~ 
to :illlplellh~ll!: th:\~: t~'\c!::-:(\1or.Y. This \w111d 1I1!io include' .111 (,:::!l:1i.'.1t.:iou 

of nv:.iJ:1h](~ .1pPl·('j'ri.~tc> ~.1ni'C'~;':::", ct!lcr ini"l!t~. ::l:lri:ct npjiurlu:liLiC:!., 
,1el:i.\'cl'Y i:l{'iliti0.:>, ~n(! ol:i!c;' pO~!ii!)lc.pr(.'~cc.t cOll~l.'r"inl'~;, .;:IIU 
IIIp.thcc.l!> to cw(!rCCI~~ thc~. 

c. St:-.tC.:I\:IIt' u~ p(;rtinc;j~l' :;0C'';r)-cultlll':..!.! !;~ClCI.'l> :11'.<1 il:lpl'·lr.t:'ntllll'. :1:'.(!nc:y 
('n\'irCl\~I:I·~l\t. De:icrilh: .1nJ :a!.!it~:;!i ill1P~C.l (If proj.:rl Oil !;oc:i.CI-r.lI J lll:'a j 
trilditicm:: ~lr!c1 \':lh'l'f:. r;).'t:h'l,l~r lIttcnl.in:l !-hn::ld l.e Ci\,(~11 to the 
rolc! of \;r.:!I'.:!i\ illH1 the i::tp:1.:t or L~le P':oj,'ct on \1 .. :a~:1. This ~;(.(.t:i lIll ~;i"\' 

\ ,'" 
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• also &!(hh'c!:~!1, as, apprcpri.;:Itc, the decree to which the 
project: :;tn!l1gllwn!.i: hos:: coulltry or lo(~;\l cap.:lbiU.ty 
'in provi:;iol1 of !:crvicc!; ~:hich hclp the )wCJr\~st: 
nu j CI r. i t: Y () [ IW 0 P 1 c t 0 C ~: I>:: ric II": e b c: tt e r d jet 5, he t:t e r 
hc'alLl. :lIlJ child C:1l"C, mo:e n:all.lgc:lble !ailli.J.y 5ixC', 
net crllpJ.(.::;m~nt ana' ir.lproved purch:l!;ing po'"er; <.lnd 
contriblltc:~ to increJsj.llg produc'tiol), proccsr.inr" 
nutritivl' v<lluc :wu distriLution 0.1. food. Indicate 
,~ho!'>e :i.llt".L'rc:!:.ts \·:ill be hc..rmc:d ,by the project nnd 
whc-thc:r thc;.r oppositi.oll !"ld), be criticnl. 

D. 5t:'.1tcr·,t:!nt of pro.lc.>ct rel::tion~hip tb (Ith(!r cor.s:idcl.'::lUons 
in the C\lj(l(')jnc'~: (~()\"crn:r:f', F\lIl(1in~ for l'riv.lle :Inn -_. -,--- ... _._----

I~ !'; 5 j ~; l n II c: (! II 01;] c r tlw For e::: r~;1 ;~ s sis l' c1 r. c c j ';- 0: '1' .:: m : 
----------------,~I~---- _____ ~._ 

dire:clllr.SS of p~'oj(::ct il::P2ct upon people: \:110 

cOn£l.:illlte the po(·re.<;l IrJ'ljority and :-Irc oftt:n hC'yctHl 
the )"C';"(ch of'public s(':\'ice!;. 
tiC! ill) if. .1I1Y, \IIilll C':thcl" prnf:.:''::~15 ,·;hich ;1S!;U!'C 
co:otplet:,c·nt:1.)·y cf£ort~ (0:- r]<!n~ to do so). 
rr:tr-nt:i.ll for ~rojcct to Sj)[(.~ltl to L..ir!j(:r nur;-,~)l!rs of 
)I~(l)'l(· ovC'r .1n extcndc·j periocl (If tjlrJ~ <lnc1 11m,' this 
5houlJ l,e:tL c(.;.,~ ~boll!:. 

POl(:li:' j,tl for \1ioc sc;~lc applic:I'.:ion of the p~ .. oject 
bL!sC'u 011 d(ltr1(!~tic resC':lrce!' •• 

E. rrcf.(,l1t:ltion Df :t rc~list:i(' plan shO\,.'ill~ th:!t lhe 
proj1o[;eu :Iclivi l'y h:lS a l'(';!son.Jblc chance to he 
inr.tji IIl.ic':ul i::l'tl ,,'ilh c1c:;:C'!;t~c r(,sollrcc~. 'Ihj:; SllCllllu 
inc1\1dl' t":':linl:lg of 10c;!1 staff to .1~;'\I;~IC' .111 IH'(ljr:cl 
l'C·:;pon~;jl)iJi.t:il·r. by thc timr. nonar !.iUrpol't lel·:-;~ill."Ill'S. 

fin il!lpO)'Calll' l'Clj:~;~(lilc.:;H to the instill:tiol1;Jli;::tLj(1I1 j!: 

the m,':lll:: by , .. \licit [:n:!.n~:ing Hill become ;!v;:i.l .. hle to 
nl.Jke till! .lel·jvj.l), in<lcpl'j~JL'nl of e:-:lC'l'1I.l1 lIe-nor 
fin:lIlctnr., non'l'llly Sl<lr!..illi,; \.'ith Subsl:lnti~ll Inc:ll 
s\lPlwrt ::1. th.:· (Jut-fact of lhe pl'oject to 2!;SUrC IN::ll 
interc:;t :Jnu p.Jl·l'icip.1lip;1. 

a dC'!:cd,ption of hO\.1 the rro.i~ct \d.ll be c.1rl"ied Ollt, 
an:l \,'IH:tIH'l' or not l>"'I""~l'ants or CeJlll'r.lctr. \,'j,11 he 
m:Hlc. 
hO'.II t:lli~ I'VCl pl.:lJls to pl'c .. ·./illc for ('('chniral n:::;jr.l~lIC:c, 
i.e., lhl',)III,.h' tltl' lise of volulllel'r~;, p;ticl :;t:aj i, :IIHI/or 
CCIl!iull.:."!.IIl.:;, Ihe 1I~~ or .:0:01.11011 i lie!;, ,. I.e:. 
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bil!iiC as~Ut:lptil'ns l1bout the :l'll..Iil.ill:d.lity :IIlJ nvo mO:l;1&Cmqllt of 
r c~ourC'.cs . 
proposC'tl di!:i'l! T" scmcnt :lnrl procurement pro(' ct1llrj~f!1 elm) rt! lil tcd 
conl:r-ols . 

_ . Q pcltcdlllc or ;l(.:Cions rcquired, their timinG nnd interr c:l iltiCJn~;hip 
an-J the r.ojnl!; ()[ rC!iponzj.bi lity for cilrryil1!; them out. 

D. )':Ctl!: U(l~l j~ ~r,t "nrl 1;\'.:1lu!lttor; of ProJ.P.ct Acccr.nplbhnte:nl · 

I 

'n,c: propos., l :: I l~'u ld contain u ~chr.clulo of plr.nnc~l HCCOlUl'lisitmcl)C, c.iv1ul', 
t.aq',ct d: : I' l::" d:ltu. :l!: to condition!: ot ntur.l: of pr.pj(:ct, iloll ns e:):pt:ttt:d 
at pc:.ri(Jdic: i :ll·r.n-.,l!: until pro~ect cmls. '!lhis sC'.h(:cl ulc oli ~ccompli!lh 
ment i:l dj ~,t j .n: : t [rom the ~chcdll le 013 ir.lplci.len t:1tion action abo\'e ill 
th ll~ it Cr.H:: I ~'·: L te!; the ucvelop-:nc-nt ch.1.l1~er. to bc <lchic\'cd (u~in[; 

·l1lc;-. ~l\Jroh : c :iJh\i~:tt()1:!; \·.~lere pcs!jihlc) l'~cher thi'ln the ap!,licotion 0: 
r C5CH!rCes :-, n~ t·rfor!.: . 

In atldlti"n (0 inccrnal cvalu2tion by the ' PVO, /\ID C):pcct5 to provilJc 
for e:·:tcl'o::,) ('\·:d .u::lt l on of acco;:tplish;:;cnts b)' c ont l'Ll ctor (11' !IID 5t!.:;.£f s 
pCl'foTT',:::d e~ tl\(~' ilJ / !cr~ndcntly or cO["C!tl1 CT" \-tith the PVO. 

C. Lar,) ci? l F1.":l.r.'l~.;:,j] k n.:1tri>: 

_ 'l'h~ iclclltl.(j ("I\:lOn Dnd interre:l.3 \j i.on~h;p of the InD,inr f:JC'tm:r, in tbl! 
Pl.·oj ~c:t ~;Ic..lllLl he e::.:mnilll!cl t hrough ll!'.e: of .3 luCicn l. f:-.:l :: I:! \,· .... 1." ~ mJll-j~:. 
A fo.3 1:lple (,~ I h :: Ar~i r.J:ltl.-ix '.;or\~sh (:c t, u foCc.l on ~]l AJI)-[in:.; ac:cd proj( tc.t!>, 

__ if, iltt!Jci . (·,l, Tile l r.: ltl1-b: s\1'>u l<1 bl! usc i1.nd otl :iC'ilCc1 :':f, p.::rt of the: 
l)r Opo~:nlJ. J:nfl)1":~,::ti:)n (ll-,l·.m iiro:-.1 til m'~ ri:·: should hl! u:;c·d in ch-:I\ .. l.l'!~ 
up the H!,C)l.:!:\:11 n:i{J:3tive, pa rti(:\l l.",rly for Sc:ction 1. 1\1:D i.s prl'pwi.'e:d 
to t;]',1 im' r.t~d J .8':' 1 11b(~ rs of n\lo~ in thc!'~C! ('I{i l!llf.' iJ.t'~ic.:l~. f'r':::-:,!(I~:Ol; k (a 
!;tlhs l·.11H.' i.Jl m" ;-,!!!:l' of rvo ~t.:lH r.l!!::lht! t s hn .... e nl r~(ld)' bcC'~ t' l'n i.ned), 

• 

ono to \·~" i..·I; <:' tl~;c' 1)' ;,'i.th thc pvc to prepal'e th~ 10 1~ j cu l ~r;1:7w\':\Jrl: 
du rin g dll ' ,;, \,~"Jop:~:~n t of the pro .~ ecr prop,9sD1! . The fl·.;i t!i;;\,·;.)r k ·.·}U I l'clp 
tiho.s{~ illv C' i ,'c,tl ilOt"h in the project dl~:;ir.n am! the sllh~~<!IW!~i: cv.du.;;.cicJI1 
0 1\ the: prl' .; ' ·\"-:: ' 

ntldf~CI ' $ r.hnu l d 1)(' l":"!lL:ld:: I r::d b y cr.tin::tLcd cos t pCl- r, iV(!'l l pcriml of t imco (yenr 
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Sample Funding Agency Criteria 

1. THE MAIN CRITERIA USED WHEN CONSIDERING PROJECTS: 

a) The objectives of the project should be clear and realistic and 
attainable within the limits of the resources and time available. 

b) The project should be well-defined as to cost. size and ~uration. 

c) In addition to a determination of the (Dutch) participation in the 
project, there should be. where appropriate, a plan for continuation of 
the project by the organisation or country concerned. 

d) The project should be managed by local people or come under local 
management as quickly as possible. 

e) Those responsible for the project should possess the necessary com
petence, qualifications and experience to ensure its sound management. 

f) The project should be adaptable in the country concerned. 

g) Local people should be involved in the planning, implementation and 
financing of the project. 

2. SOME ASPECTS THAT ARE GIVEN PRIORITY: 

The types of projects which will receive priority consideration by the 
(Dutch) co-financing programme include those which: 

-support initiatives by local groups; 
-foster self-reliance by encouraJing local management. local financing 
and 10:al initiative; 

-grass-roots projects which need small investments; 
-local community development activities aimed at promoting social justice 
and self-reliance. and directly linked to pre-existing activities. How
ever. when the 'development process in a community has come to a deadlock, 
or ~hen existing activities have too closed a character, prefp.rence 
should be given to entirely new activities. 

3. LOW PRIORITY PROJECTS: 

-recurrent expenditure of large institutions. e.g. hospitals and schools; 
-ongoing administration expenses and running costs. 
-projects for minority groups which place these groups in a privlleged 
position and which may cause jealousy and competition. 

FUNDING/TECHNICAL ASSIST ANC] 
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4. EXAMPLES OF TYPES OF PROJECTS ELIGIBLE FOR SUPPORT UNVER THE CO-FINANCING 
PROGRAW.fE: 

a) Agriculture: farming, ranching, fertilizer/poultry-raising/fisheries 
cooperatives, rural credit development, cattle-dips, rain-water con
servation, training and agricultural implements. 

b) Education: preferably technical and vocational education, adult 
education, leadership training. 

c) Health and Family Planning: integrated rural health care, child-
care and nutrition programmes, mobile clinics. community nurses' training 
and mothercraft programmes. 

d) Human Resources Development: job-creating projects, projects that 
train people for employment, management development, e.~. cottage and 
handcraft industries development. marketing cooperatives, welding, 
plumbing and carpentry training. 

e) Social Action: projects that introduce change and innovation, e.g. 
the utilisation of mass media and other communications techniques, 
adult literacy programmes, youth projects, community centres, radio 
schools, audio-visual literacy programmes. 

f) Community Development: (overall community development programmes). 
projects with a combination of areas of concern for development of a 
village or region, e.g. health, nutrition and mothercra"ft programmes. 

Ad.a.pted 61tOm: Manda.te 06 t.he Vutch Co-F.inQnc.ing PltoglLamme, InteILkeJlkeUjke 
Coo~e Co~~.ie O~k~~£.ing~pojekten (ICCO), (InteJlchUltch Co
oJU:U..na.ting CorrmU:tee 60IL Vevelopmen.t PItO j ecu I 45 S:tadhoudeJL6i.aa.n, 
utJtec.ht., N e-theJLt.a.nd.6 • 
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PROCEDURE FOR WrDTech SEED MONEY GRANTS 
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PROCEDURE FOR WIDTech SEED MONEY GRANTS 

1. Pro,j ect :0"'oposal submitted (Attacrunent 1). 

A proposal should not be submitted until OEF and the applicant have 
discussed and generally agreed about the project being prcposed. 

2. Pro~ect proposal reviewed by OEF. 

Approval is based upon the following: 

a) compatibility with the technical assistance provided~ 8nd 
with the preliminary idea proposed; 

b) fulfillment of OEF's criteria for seed-money grants (Attacrunent 2); 

c) quality of the proposal. 

3. If the proposal is not accepted, OEF forwards comments to the applicant, and 
invites the organization to revise and resubmit the proposal. 

4. If the proposal is approved, OEF sends the applicant a grEnt agreement for 
their signature (Attachment 3) 

5. Grantee signs and returns grant agreement. 

6. OEF signs and sends copy of the grant agreement to the grantee. 

7. OEF disburses first half of the grant amount. 

8. Grantee submits first-half progress report(s). 

The number of reports to be submitted will depend upon the project's 
time frame. For projects of one year or more, quarterly reports will 
be submitted. For projects of less than one year, one report will be 
submi tted at the end of each half, for a total of 2 reports. All reports 
will include both a narrative and finan~ial account. 

9. Assuming satisfactory progress has been made, OEF disburses remainder of grant. 

10. Grantee submits second-half progress report(s). 

The final report will include a summative evaluation for the project, 
and a budget showing the project's actual expenses and income (if 
applicable) • 



WIDTech SEED MONEY GRANT PROPOSAL OUTLINE 

I. Summary Sheet 

Proj ect Title 
Time Frame 
Project Site 
Name of Sponsoring Organization 

- Address 
Representative of Grantee 

- Date of Submission to OEF 
Amount Requested from OEF 

II. Description of the Problem 

III. Proposed Solution 

Project Purpose 
Goals 

- 'Objectives 

IV. Project Design 

Beneficiaries (how many, what kind) 
Project Site 

- Methodology 
Staffing (number, qualifications, duties & responsibilities) 
Implementation Plan (timeline showing schedule of tasks) 

V. Evaluation Plan 

Formative (the management feedback system) 

ATTACHMENT 1. 

Summative (impact of the project upon intended beneficiaries) 

VI. Project Documentation 

Progress Reports (what kind, how often) 
Other Materials Expected to be Produced 

VII. Budget (in U.S. dollars) 

Expenses (request from OEF and local cash and in-kind contributions) 
Income, if applicable (sourc;B and amounts) 

VIII. Appendices 

- Any Supporting Materials 

rJ~ 
\ 



ATTACHMENT 2. 

CRITERIA FOR PROJECTS RECEIVING WIDTECH SEED-MONEY GRA1~S 

Are the intended beneficiaries low-income women in the Third World 
who have little or no access to other resources? 

Do~s the project increase women's options and attempt to raise their 
social and economic status? 

Did the idea for the project come from inside the community? 

Is the project part of a larger, integrated effort to achieve 
long-term change? 

Are project beneficiaries actively involved in the design, implementation, 
and evaluation of the project? 

Does the project promote income generation and community self-reliance? 

Does the project provide for transferring hum~~ development anc technical 
skills to the beneficiaries? 

Does the project emphasize strengthening the capability of the 
community organization responsible for the project? 

Have all factors (social, cultural, econo~ic, political) which 
could impede the project's success been addressed? 

Could the project result in unintended negative effects, such as the 
displacement of one group of people in order to benefit another? 
Have provisions been made to deal with such difficulties? 

Are technologies employed in the project appropriate to the locale? 

Are local goods and services, instead of imports, used to the greatest 
extent possible in the project? 

Will the community be able to contribute a portion of the resources 
(such as a building, equipment, materials, labor) required to im~lement 
the project? 

Have been clear and specific project ~oals and objectives been set? 
Is there a framework for measuring the benefits to be achieved b~· the 
project? 



-2-

- The organization has received OEF technical assistance within the 
last three years, or will receive OEF assistance within one year. 

- Materials/activities provided for in the funding complement OEF's 
technical assistance training. 

- A written project proposal is submitted, and includes a description 
of the community needs upon which the project is based. 

The procedure for submitting progress reports is in writing and is 
understood by the grantee. 
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WIDTECH SEED MONEY GRANT AGREEMENT 

Project Title: 

Description of Project: See attached Pro"ect Workplan. 

Sponsoring Organization: 

Address: 

Repr~sentative of Grantee: 

Amount of Grant from OEF: 

Contribution from Local Organization: 

Total Project Amount: 

Project Starting Date: 

Project Completion Date: 

Reporting Requirements: 

Payment Procedure: 

$ 

$ 

$ 

ATTACHMENT 3. 

Disbursements will be made in two equal installments, after the first 
progre3s report(s) has (have) been received. However, OEF reserves 

the right to terminate the grant before the second installment if satis
factory progress has not been achieved. Payment will be made in the form 
of 
____________________________________________________________________ ,0 

Signed: 
(Representative of Grantee) 

Date: 

Signed: 
(OEF Executive Director) 

Date: 

........... --- -.. -.... _ ... _ ..... -..,.... ...... '. -. 



Areas for Questions: 

1. How much money was expended on two activities funded by WID? 

What did the activities consist of in the case of lAW? 

2. What are the plans for using the Seed Money? Any developments 

on the possible "Matching" funds? 

3. What has been done to evaluate these activities? 



Meeting on Thursday, Aug 26, at 2:00 pm, on WIDTech Project Final 

Report Year 1, with OEF 

To be attended by: Joan Goodin (new Deputy Director) 

Rana Harmon, Project Director 

SURan Roach (Rana's replacement) 

Suzanne Kindervatter 

OEF will present brief summation of Year 1 activities, then 

discuss their plans for second year activities. 

The jmplementation plan for year 1 as included in the Grant: 

Costs: 

1. Personnel selection 

2. Information collection 

3. TA for International Women's Organization 

4. Seed Money Fund (to include possibility of a 

"matching" seed money fund to be explored during 

first year. 

5. Evaluation 

Personnel $31,720 

Travel 17,750 

Seed Money 10,000 

Other Costs 9,400 

Overhead 23,760 

Total $92,630. 



Final Report Includes: 

Year 1 Accomplishments: 

1. Info collected on international and indigenous women's 

organizations, their needs and available resources. 

2. Tech assistance to women's organizations: 

a. 20 requests for training/consultation from 17 

countries. Nine became clients - 5 supported by 

USAID. (2 by WID grant) 

(1) Intern~tional Alliance of Women, October 

18-28, 1981. 

(2) North Solomons Women's Investment Corp. 

Arawa, Papua, New Guinea, June 10-23 1982 

b. WID Tech Info Service - 100 requests for info. 

c. Production of Training Package 

Workshop "packages" developed for short-term 

TA in following areas: analyzing organizational 

needsi long and short-range planning, project 

identification and designi budgetingi proposal 

writingi workshop designi marketing research 

and managementi women's economic development 

and family planning. 

3. Seed Money Funds - None ma~e from AID funds during 

year 1. 


