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USAID Prefers that Concept Papers Include a Management 
Plan (p. 8) 
Step 1: Concept Paper: 

Applicants are required to submit short concept papers (no more than 7 pages, including 
attachments) to the USAID/Ethiopia Local Capacity Development Team. Concept papers must 
be submitted in English.  Applicants are encouraged to use the following outline to structure their 
Concept Papers. 

I. Problem Definition 
II. Background 
III. Goal Statement and Objectives 
IV. Strategy for Implementation 
V. Management Plan and Key Personnel 
VI. Interventions and/or Activities 
VII.Results Framework (Goal, Outcomes, Risks and Key Assumptions) and Sustainability Plan 
VIII.Linkage to Cross Cutting Issues 
IX. Description of Organization 
X. Budget Summary 2 



     
                 

       
         
       

       
     

APS Evaluation Criteria (p. 10) may be addressed in 
the Management Plan and/or in other concept paper 
sections. 
4.4  Concept Paper  Criteria: 

Concept Papers will  be reviewed based upon the following  

criteria: 

1. Problem Definition  (Goals  and  Objectives)  

2. Linkage with  Government of  Ethiopia Strategies  

3. Innovation and  Creativity  of  Approach 

4. Implementation Strategy and  Sustainability  Plan  

5. Incorporation of  Cross‐Cutting Issues 
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A Management Plan explains how you will manage 
the project. It describes the: 
•	 Organizations and people on the project 
• 	 Roles and responsibilities for project team organizations 

and staff 
• 	 Project organization structure and location of key project 

personnel within that structure (organizational chart) 
• 	 Points of contact, periodic meetings, and communication 

between prime, partners, stakeholders, and donor 
• 	 How problems will be identified early and addressed 
•	 Reporting for the donor 
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1 
• Implementation Strategy 

• Know your goal, objective, and results 
• Know what you will do to achieve the goal 

2 
• Key Personnel 

• Know who will lead the project 

Then 

• Management Plan 
• How will you manage the project? 
• How will you work with your partners? 
• How will you communicate with stakeholders? 

Before creating a management plan, you need to have… 
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A Management Plan Usually Answers 


Six Questions 
 
USAID and other donors usually want answers to 6 

questions. 

Read the solicitation for specific items to address. 
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A Management Plan Usually Answers
 

Six Questions
 
1. 	 Who  will  help  the  project succeed? 

–	 Project staff 

–	 Groups/organizations 

–	 Stakeholders and  the community  

–	 Government partners 
2. 	 What  roles  (titles)  and  responsibilities 

(tasks) will  each  person  or  group  have?  
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           Q1:  Who will  help the  project succeed? 
•	 What partner organizations are involved? 
•	 Will you be communicating with the relevant govt. offices? 
•	 Will community organizations be involved? How? 
•	 Are you using community workers? How will you find them? 

For each group, think about: 
•	 What do they bring to the project? 
•	 What do they get for participating on the project? 
•	 Who is the point of contact for the Project Director? 
•	 Will they agree to support the project and provide a letter of 

support? 
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An Example: Volunteers for Literacy 
• Goal: Increasing literacy rates 
• Objective: Reaching 5,000 children 

over 2 years, by training 300 
Community Members 

• Key Personnel: Project Director and 
Finance/Grant Manager 

• Partners 
– Scouting association 
– Town education office 
– Local CSO partner 

• Staff 
– Trainers & administrative 

support 
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Every partner should bring a specific contribution 
needed for the project to reach its goals 
Example: What they bring 
Partner Brings 
Prime partner Project management and reporting 

Training skills, best practices for literacy 

Local Partner Monitoring and evaluation skills 
Staff to verify counts submitted in reports 

Scouts Access to community worker population 
Low-cost trainers (after initial training by prime) 
Sustainability 

Community Workers Energized workers at low/no-cost with reach across 
many communities 

Town education 
office 

Access to schools 
Direct linkage to Government strategy 

Donor (USAID) Funding/money 
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Everyone gets something for their support

Example: What they get
 

Partner Gets... 
Prime partner Management of project funding 

Meets their mission (improves literacy) 
Local partner Fixed amount of money, a small amount at the 

beginning and some after each deliverable 
Additional experience on donor-funded projects 

Scouts Staff support (prime partner contributes 50% of 
coordinator pay year 1, 30% of time in year 2) 

Community 
workers 

Training 
Badge 
More chances for good works 

Town education 
office 

Progress on their education mission 
Improved results, sustainable free help 

Donor (USAID) Progress to MCC goals 
Progress on shared goals with host country 



Remember other stakeholders 

• Community representatives 
• Local health office or agricultural extension office 
• Other organizations working in the same community 

Think about/consider: 
• Would participation increase chance of success? 
• Would it leverage other projects, resources, or funding? 
• How? (What do they bring?) 
• What would they get in return? 
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Q2: What roles and responsibilities will each person 
or group have? 
Look at your strategy for implementation and identify what 

activities/tasks need to happen. 

Some tasks include: 
• Doing/implementing the intervention 
• Monitoring results 
• Managing the finances/ monitoring spending 

Will staff from your organization or your partners fill each 
role? 
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 An Example 
 

Role/Title Responsibilities/Tasks 
Project Director Manages the project 

Directs the technical team 
Manage project relationships with partners, 
stakeholders, and donor 
Responsible for project results, reporting, and 
compliance (including budget) 

Finance/Grant 
Manager 

Works with the Project Director 
Provides reporting on budget and 
expenditures/spending 

Technical Officers Plan and monitor the intervention 
Work with the community 

Monitoring and 
Evaluation Officer 

Measures progress, outputs, outcomes, and results 
Responsible for reporting 
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Q3: How much time will each role use? 
•	 Responsibility vs. allotted time 
•	 Include only the percentage of time that will be spent on 

project-specific activities. 

Q4: How will the project team be organized or 
structured? 
•	 Manager must consider not only the technical skills of 

each person in the team but also the critical relationships 
between workers on the team. This will help the team 
work as one. 

•	 Organizational chart helps answer this question. 
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Q5: How will the Project Director (key personnel) 
prevent problems? 

•	 Problems often happen but can be made less severe 
•	 Focus on risk and uncertainty 
•	 Identify and reduce risk as much as possible 
•	 Think about past experience and open communication 

Q6: How will you report on achievements/ checkpoints 
and financial information? 

•	 What internal, donor, and stakeholder reports are needed? 
•	 How often will each report be needed – every month, every 

quarter, every year? 
•	 What will the report look like? What data will be needed? 16 



Answers to these six questions are the “normal” 


items in a management plan, but always 


review the solicitation and amendments. 


Sometimes different information is required or 
requested by the donor. 
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Summary: Answer Six Questions 

Q1: Who will help the project succeed? 


Q2: What roles and responsibilities will each 


person or group have? 

Q3: How much time will each role use? 

Q4: How will the project team be organized? 

Q5: How will the key personnel prevent problems? 

Q6: How will you report on achievements/ 
checkpoints and financial information? 
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Questions? 

19
 


