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Introduction

This course on “Identifying Funding Sources and Writing Proposals” is based on two
major principles:

e First, writing applications for funding and searching for sources of funding for
governmental and private foundations and organizations represents a socially
important and meaningful activity.

Searching for sources of funding by writing and submitting applications is a democratic
way of interaction between those who have ideas how to improve the status of things in a
society and those who have resources to support such progressive changes. While
obviously there are examples where democracy of that process can be violated, this does
not change the fundamental principle.

e Second, there is no special secret in the process of writing an application for funding.
Any person who has a clear, well-organized idea with the appropriate research into
the sources of support and the ability to efficiently communicate in writing is able to
perform a successful work to prepare an application for funding.

There are, however, certain approaches that can facilitate that task and make the process
of writing an application more organized and successful. It is especially important to
know these approaches and take them into consideration for those who are just starting
their way in that area.

Do not fall into despair if your first effort to raise funds fails. Experience will only arrive
in the course of work, and each effort will bring you valuable information on how to
improve your future applications. Many proposals will have to be submitted and revised
several times before they get the final approval.

This training material will help you acquaint yourself with the basic methods of making

the process of writing an application more efficient and successful. I wish you every
success!
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Model for Proposal Development

Before starting to write an application, you will generally have to make some

preparations that can be summarized by the following model:

Chart 1. A model of the process of making preparations and writing an application for

funding.
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Initially, a fundamental principle has been described to postulate that there is no special
secret in writing an application for funding. However, time is now right to introduce an
essential addition to that principle: before you take your pen and a piece of paper (or,
more prosaically, turn on your PC), you have to thoroughly make some preparations the
components of which are shown in Chart 1. We will only briefly discuss the major
components of that chart. For mode detailed description and questions that will help you
do your work at this stage, please refer to the attached Workbook.

Evaluate the Need/Problem:

e You should evaluate how topical and new your idea is. Studies show that about one
third of all applications submitted are already funded.

e Your project should be aimed at meeting the needs and resolving a problem of the
public or a group of people (such as patients, physicians and pupils) rather than the

applicant organization itself.

Develop Your Approach:

There are several possible approaches to the implementation of any idea. You need to
choose the most efficient solution and substantiate your choice.

For example, you are going to address the following problem: the physicians and nurses
at your hospital have no access to state-of-the-art medical information. While there are
several possible approaches to that problem, we will list only two of them:

1. Purchase a library of modern literature and update it on a regular basis by paying your
translators.

2. Establish an access to medical information via the Internet and train your personnel in
operating the PCs and understanding the professional English lexicon.

You should also have in mind that as you write your application, you can modify your
approach by finding the most efficient implementation details — that is a natural process.

Collect Necessary Information:

Here are some of the reasons why it would be very important for you to have concrete

data (examples and statistics):

e Helps substantiate the need for your project.

e Helps substantiate the reason why this particular approach has been chosen to
implement your idea.

e Allows documenting the extent of success with which your organization is able to
implement your project.

Build Support:
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Before you start writing your application, you need to do some important work to get the
following support for your project:

e Managers of your institution and/or district/region.
e Organizations or groups that will be influenced by the implementation of your project
(such as contractors for similar projects, nongovernmental organizations, schools,

libraries, etc.).

e Existing governmental organizations (such as medical universities or research
institutes).
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Writing an Application for Funding
Before we begin, we should make the following two important reservations:

e There is no standard or generally accepted form for application. The types and
submission sequences of information requested by various foundations will
substantially differ from each other.

e The form of an application that is to be submitted to private foundations will be
almost always shorter than that required by governmental organizations.

We will describe the major components of an application that are most often requested by
both private and governmental donors.

1. Title Page

Includes: project title
name of the organization
name, address and telephone of the contact person
project timeframe
total cost of the project
authorizing signature

2. Abstract/Summary

This section should briefly describe the project and its core components. After reading
the summary, the reviewer should get a clear understanding of the project. The
foundation will usually specify the maximum size of the summary that often may not
exceed 200-500 words.

3. Problem/Need Statement

This section typically describes what has to be done and why. It should give a clear
understanding of the problem and how it can be resolved by the proposed means and
approach.

4. Goals and Objectives

When correctly formulated, goals and objectives will represent an important component
of your application. The Workbook details all steps to formulate the goals and objectives.
You will have, however, to take into account the general logics of your application and
the interconnection of this section with the previous and next ones.

5. Approach/Activities/Project Implementation

This section must describe how your planned Procedures will be implemented based on:
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e general project strategy;

e time it will take to implement the project;
e resources needed; and

e expected results from the project.

6. Budget

The budget should be clearly substantiated and contain all necessary sections (see the
Workbook). The budget form will usually be specified by the foundation. Important
components of the budget are the amounts that your organization can contribute to the
project on a voluntary basis and the availability of sources of funding for this project
other than the requested one.

7. Project Results: Monitoring and Evaluation

This section should include a description of the procedure to evaluate whether the project
goals and objective have been achieved and whether the project has been efficient.

8. Appendixes

This section usually contains your organization’s support letters and brochures, financial
documents requested by the foundation or your organization’s charter.
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Writing the the Problem/Need Statement

1. Your Need Statement should have the following 3 major components:

(a) Problem/Need Statement (Problem). Y our problem/need statement must describe or
identify the problem so that other people can understand and repeat it, as well as clearly
identify what wider problems of the society are associated with it. You will also have to
demonstrate the importance of the time, effort and resources to be spent on this problem.

The key aspect of analysis of any problem/need is the correct statement of the problem.
The problem you have identified may, on deeper consideration, often appear to be just the
manifestation of another hidden problem that would be revealed after a thorough

analysis. In this context, it would be useful to use the principle of “three whys.” Whatever
the answer to the first question of “why this problem/need has occurred?,” you should ask
yourself “why?”” and then “why?”” again. That will help you identify the original
problem/need.

After identifying the essence of the problem, you should decide how important it is, i.e.
whether you should take it on or no. If your decision is positive, you need to identify the
range of issues your project can resolve and those aspects you will not take on. In so
doing, it is important to understand that you cannot resolve a problem that is beyond your
competence or the influence of your organization and potential participants in your
project. Thus, you need to clearly identify the sphere in which you can change something.

(b) Statement of Approach to the Problem (Goals and Objectives). Y ou should decide
how you are going to resolve your problem, what resources you will be able to
contribute, what experience do you have in resolving similar problems, and what
approach or methodology you are going to use.

What are your goals and objectives?

Goals are the long-term results to be achieved by the project. Goals serve as a
development landmark by defining your organization’s priorities. A goal is an expression
of the end result rather than the way to achieve it and covers a long period of time. One to
three goals are usually formulated, with each of them containing only one sentence.
Generally, each goal has two to five objectives.

The objective of a project is a concrete benefit expected from the action taken. Objectives
are linked with goals so that when you fulfill your objectives, you are reaching your

goals.

Your objective should meet the following requirements: 1) specific, 2) measurable, 3)
agreed upon, 4) realistic, 5) timebound, and 6) evaluatable (SMARTE).

Any statement of goals and objectives should logically arise from the general formulation
of the problem. The objectives must be listed in order of importance for the resolution of
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your problem. You should not also confuse the project objectives with the expected
results. The objectives typically express action, while the expected results, the concrete
“product” to be produced by that action.

(c) Statement and Purposes of Writing an Application for Funding (Purpose of Writing
an Application). You should formulate what you want to get from those who will fund
your project. In fact, you should clearly state what you are going to do and what funds
you request. Also indicate the period of time during which you will need financial
support.
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Project Implementation
This section of your application should substantiate your approach to the implementation
of the goals and objectives of the project and detail what you are going to do to achieve

those goals and expected results. In fact, this section must:

e substantiate your approach; and
e contain the appropriate action plan.

The Workbook offers a detailed description of how to correctly substantiate your
approach to the resolution of the stated problem. Let us briefly describe what this section

of your application should include:

e Project implementation should include concrete steps to achieve the project
objectives. You should analyze and list all Procedures to implement the project.

e You should establish clear starting and ending dates for each and all of the Procedures
as part of the project.

e You should specify who would perform the listed Procedures.
e You should describe how the project will be administrated.

This section usually contains a graphical chart of the work schedule. Three examples of
such work schedule are given below:

Chart 2. Work Schedule Example 1.
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The above chart provides a summary of the core components of your project.
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Chart 3. Work Schedule Example 2.
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The above chart details the project Procedures in sequential order.

Chart 4. Work Schedule Example 3.
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The above chart provides a better view of the time it will take to perform each action.

In drafting the above charts, we used Microsoft Project, a software package that allows

automatically creating various project work schedules and visually presenting the
necessary aspects, reports and other types of information needed for the project.
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Progress and Performance Evaluation

Generally, the success of the work to implement the project will be evaluated with the
achievement of each particular objective. The periodical measurement of the work
schedule implementation progress and achievement of intermediate results are called
project monitoring.

You should identify in advance several indicators to measure and evaluate the progress
and decide who and when will perform monitoring and how adjustments will be made in
the project implementation process. The Workbook contains questions that will help you
write this section of your application.

In addition to current measurements of the project implementation progress, there is the
final measurement that is called evaluation. The evaluation plan is a periodical
assessment of the project that is aimed at summarizing the main lessons derived from the
project implementation, as well as its Procedures and results. Evaluation should highlight
those aspects that will help improve the existing project and other similar projects in the
future.

Thus, monitoring is a method for assessing the current project implementation progress
by measuring the progress against the project objectives with a view to planning the
current improvements to be made in the project implementation. Evaluation is a wider
analysis of the project performance as a whole.

The information obtained during the project evaluation stage is important for many of the
parties concerned, including:

e your organization itself, since it may wish to continue the project after the external
sources of funding are exhausted;

e project contractors, since they need information on how to improve the project
performance and should know why the project has turned out to be a success or a
failure; and

e the donor who needs to know whether the project has reached the expected results
and would also want to analyze the opportunities and lessons of that project for future
or similar projects.

Listed below are the important steps to develop the evaluation section of your
application:

Determine the subject of evaluation.

Determine what information will be needed.

Describe where and how that information can be obtained.
Indicate what methodologies are needed to obtain that information.
Describe the proposed analysis of the information obtained.

Nhw =
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6. Describe the proposed form of the report and the use of the data obtained.
There are several ways to evaluate your project:

1. You may derive the ideas of how to develop your evaluation plan from other similar
projects. The monitoring and evaluation plan contained in the work plan of your
partnership can also be very helpful.

2. You may include into your working group a colleague or consultant who will help
you develop your evaluation plan. Many organizations would generally hire an expert
to evaluate their projects.

In conclusion, it should be mentioned that you should not underestimate the importance
of this section of your application. You should be prepared to answer the question of
“how do you know if your project is successful?”” — and it is the evaluation plan that will
help you give a meaningful answer to that question. You are also recommended to recall
Alice’s well-known saying as appeared in “Alice in Wonderland” — “If you do not know
where you are going, all roads will lead you there.” If you didn’t plan an evaluation, you
will never know what you have achieved.
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Disseminating Information on the Project Results

While this section is rarely included into the application plan, the donor organization will
always be interested to ensure that its project provides for activities aimed at
disseminating information on the project success. Such activities would allow that
organization to show that it is able to choose the “right” organizations to be funded and
that the results achieved by the project are wider than an individual institution and can be
used by other organizations.

Listed below are some of the examples of simple methodologies for disseminating
information on the success of your project:

e Publication of a data sheet on the project success to be distributed among the
organizations concerned in your district.

¢ Organization of a conference or workshop for those who may be interested to know
the project results.

e Organization of introductory tours for your district leaders, representatives of media
or other organizations who would be interested in your project.

e Preparation of papers covering the project results to be presented at national and
international conferences.

e Publication of articles in local and national newspapers, as well as participation in
radio and TV programs.

e Preparation of videos, posters and other materials on the results achieved.

e Press conferences to cover the project results or other events where you will have the
opportunity to present the project results.

Obviously, this list may be endless and would only be restricted by your desire and
possibilities. You should, however, have in mind one important consideration: before
starting to plan and perform that work, you should consult with the donor organization on
the extent to which it would be interested in these activities and what references you
should provide. For example, if your project is funded by the U.S. Agency for
International Development (USAID), then the coverage of the project activities will
always have to include a mention that this particular project has been implemented with
financial support from the USAID.
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Budgeting

This section is an extremely important component of your application and should be
compiled with special thoroughness. The donor organization will usually offer a budget
format that includes all the categories needed to be included in your budget. The
Workbook contains main questions that would help you draft your budget.

We will describe several steps that will facilitate your work to compile this section of
your application.

Step 1. Determine the Key Directions for Drafting Your Budget

When drafting your budget, try to find any helpful resources in your organization such as
existing payments (for example, rent, facility charges, payroll, telephone installation
charges, etc.) and qualified personnel (an economist or accountant who would be able to
review your budget).

Identify the resources your organization possesses and what it can provide to you free of
charge to implement the project and determine the value of that free aid. In this case, you
may include these funds in your budget as a financial support for your organization. This
may include the costs of Facilities, equipment and working hours of those employee who
participate in the project on a voluntary basis.

Determine the activities that the donor organization would or would not provide funds for
and what types of financial reporting it will request.

Step 2. Determine the Total Cost of the Project

Fill in the preliminary table of core project expenses by using the key budget categories
as listed in the Workbook or suggested by the donor organization. Compare the amount
you just got with the size of the grant and adjust your expenses accordingly. Do not
forget to take into account those funds that you already have and those that you will get
on a free-of-charge basis to implement the project.

Step 3. Prepare the Final Budget

Prepare a detailed, substantiated budget based on the documented expenses in accordance
with the requirements of the donor organization.

This stage may include the following calculations:

e determination of the personnel costs (payroll and appropriate deductions);

e determination of the cost item that reflects the rent, equipment, office supplies,
communications, trips, etc.;

e substantiation of expenses;

e incorporation of the resources you organization already have into the budget; and
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e summing up of the subtotals.

Thus, the project budget can only be prepared after the project has been developed in
detail and all sections of work taken into account. When drafting your budget, you should
consider all financial requirements and limitations of the foundation, as well as the
possibilities of your organization. You need to keep all drafts of your calculations in case
additional explanations are required. All expenses should be substantiated and based on
actual rather than approximate figures. If your budget exceeds the amount to be provided
by the foundation, you should revise your budget.

Budgeting Example

Prepare the annual budget for the Learning Resources Center (LRC).

Take into account all the costs to operate your LRC.

S e

=

Your working hours (wage).

Working hours of your assistants and other personnel.

Internet connectivity costs.

Cost to subscribe for Ovid and online databases.

Cost of office supplies (paper, cartridges, etc.).

Cost of additional hardware/software, including upgrading, maintenance and repair,
as well as additional information resources.

Cost to rent and maintain the Facilities.

Other expenses (conferences, workshops and other events related to the LRC costs).

Prime costs (approximate):

AN

Annual subscription for the Cochrane CD (including quarterly updates): $200.
Access to Ovid databases via the Web Gateway interface: about $800.

Other databases and CDs (as may be chosen by the organization).

Internet connectivity.

Working hours (wage) of the information coordinator and other staff.

Office supplies (paper, cartridges, diskettes, etc.).
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Learning Resources Center Annual Budget (the costs and categories are exemplary)

Hardware Cost Quantity | AIHA LRC Others | Total
Equipment costs $500 1 $0 $500 $0 $500
Maintenance costs $300 1 $0 $300 $0 $300
$0 $0 $0 $0
$0 $0 $0 $0
$0 $0 $0 $0
Subtotal $0 $800 $0 $800
Software Cost Quantity | ATHA LRC Others | Total
Update costs $500 1 $0 $500 $0 $500
$0 $0 $0 $0
$0 $0 $0 $0
$0 $0 $0 $0
$0 $0 $0 $0
Subtotal $0 $500 $0 $500
Information resources Cost Quantity | ATHA LRC Others | Total
Annual subscription for|  $1,000 1 $0 $1,000 $0 $1,000
Ovid database
Subscription for Cochrane $200 1 $0 $200 $0 $200
CDs
$0 $0 $0 $0
$0 $0 $0 $0
$0 $0 $0 $0
Subtotal $0 $1,200 $0 $1,200
Internet connectivity Cost Quantity | AIHA LRC Others | Total
Monthly Internet charges $50 12 $0 $600 $0 $600
Monthly telephone $5 12 $0 $60 $0 $60
charges
$0 $0 $0 $0
$0 $0 $0 $0
$0 $0 $0 $0
Subtotal $0 $660 $0 $660
Office supplies Cost Quantity | ATHA LRC Others | Total
Paper (pack) $2 20 $0 $40 $0 $40
Cartridges $25 4 $0 $100 $0 $100
Diskettes (10 pcs) $20 4 $0 $80 $0 $80
$0 $0 $0 $0
$0 $0 $0 $0
Subtotal $0 $220 $0 $220
Staff Cost Quantity | ATHA LRC Others | Total
Information coordinator| $10,000 25% $0 $2,500 $0 $2.,500
Assistant|  $7,000 10% $0 $700 $0 $700
$0 $0 $0 $0
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$0 $0 $0 $0
Subtotal $0 $3,200 $0 $3,200
Facilities Cost Quantity | AIHA LRC Others | Total
$0 $0 $0 $0
$0 $0 $0 $0
$0 $0 $0 $0
$0 $0 $0 $0
Subtotal $0 $0 $0 $0

Other costs Cost Quantity | ATHA LRC Others | Total

$0 $0 $0 $0

$0 $0 $0 $0

$0 $0 $0 $0

$0 $0 $0 $0

$0 $0 $0 $0

$0 $0 $0 $0

Subtotal $0 $0 $0 $0

TOTAL $0 | %6580 [ s0 [ $6,580
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Glossary of Terms
(as used in literature on how to write applications for funding)

Budget is a financial work plan of the project that includes contributions from the donor
organization, resources of the acceptor organization itself, grants and other sources of
funding that are clearly correlated with the program section of the project.

Cover Letter is a letter to the donor organization as attached to the project.

Goal is an expression of what the project is to achieve. Goals serve as development
landmarks by determining project priorities. Goals express the end result rather than the
way to achieve it.

Evaluation is an assessment of whether the project has achieved the expected results and
what is their meaning in a wider context of the problem in question.

Monitoring is a system to assess the project implementation progress that allows
adjusting the implementation process.

Mission is the goal of an organization, the key purpose of its existence. The formulation
of any mission should reflect the underlying values and methodology of the organization
and be concise.

Letter of commitment is an official letter on behalf of the organization or individual that
confirms their agreement to participate in a particular project.

Letter of support is an official letter on behalf of the organization or individual that
expresses support for a particular project.

Objective is a specifically formulated and realistic activity aimed at achieving the project
result. Objectives are subject to quantitative calculation, their terms of achievement are
predetermined and they can be used in evaluating the extent to which a project has been
implemented.

Project summary is a concise description of the project that provides clear
understanding of the project and its core components.

Request for Applications/Proposals (RFA/RFP) is a document issued by a
governmental or private donor organization to invite the appropriate organizations to
apply for performing a certain activity/project.

Strategic planning is a systematic process to plan the development of the organization.
The use of quantitative and qualitative data on the internal status of the organization and
its external surroundings, as well missions and analysis of the objectives determine the
process to develop a strategic plan.
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Work plan is a phased plan for implementation of the formulated objectives.
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Application for Funding: Checklist

1.

Evaluate your opportunities:

Did you analyze your opportunities to write a successful application (your knowledge
and experience)? Did you make appropriate preparations?

You may need to take some steps to improve your chances for success: choose a more
experienced co-director, join a consortium of applicants, submit your application via

another organization (for example, nongovernmental organization).

Does your organization have all legal grounds needed to get funding from another
organization?

Did you determine what additional support you could obtain to increase the
credibility of your project?

Does your organization have the necessary opportunities to successfully implement
the project and professionally manage the funds to be obtained?

Develop your idea:

Does your application contain a clear description of the problem/need you are trying
to address?

Is your idea connected with the mission and goals of your organization?
Did you discuss your idea with your colleagues, and if yes, did they support it?

Did you conduct a research into who else might have already implemented similar
projects?

Did you determine who would actually benefit from the implementation of your
project — medical service providers or patients?

Do you have any statistics or other information to substantiate your problem and your
idea how to resolve it?

Choose your source of funding:
Did you collect information on all potential sources of funding for your project?

Did you choose from that list those organizations who were most likely to fund your
project?
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Did you determine the contact person at each of the foundations?

Did you get from the foundation all information you might need to prepare your
application such as submission deadline and form, application sections, budget form,
etc.?

Do you know what criteria will be used to evaluate applications?

Do you know somebody who has already applied for funding to the organization of
your choice?

Did you evaluate whether your application correlates to the foundation’s funding
priorities?

Plan to write your application:

Did you determine what sections should be contained in your application and what
information should be contained in each of these sections?

Did you collect the information needed to write your application?
Did you determine who would help you prepare your application?
Write your application: general comments:

Is your application written in a style that would be appropriate for the donor
organization?

Is your application understandable? Is it clear in setting forth your thoughts?
Are the most important sections and thoughts highlighted?

Is the passage from one section to another logical?

Is your application sufficiently detailed?

Did you use tables, diagrams and/or charts to make your presentation more
informative?

Does your application contain all necessary information requested by the foundation?
Prepare title page and project summary:

Does the title page of your application contain all necessary information?
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Is the name of your project clear and substantiated?

Is your application stitched as requested by the foundation?

Does the project summary contain all necessary information on your project?
Is your project summary concise and logical?

Does your project summary reflect all necessary sections of your application?
Does your project summary contain information on the project results?

Does your project summary meet the foundation’s requirements?

Formulate your goal(s):

Does your application contain clearly formulated goals and objectives?

Do the objectives of your project correspond to those expressed in the abbreviation
SMARTE?

Are the objectives interconnected with the project results?

Are the objectives interconnected with the further project Procedures?

Are the project results of importance to the donor organization?

Write the Problem / Need Statement:

Does your project demonstrate a clear understanding of the problem?

Does your project place this problem in a wider context of objectives?

Is the interconnection between the problem and the project goal(s) clearly shown?

Is a logical passage established from the Need Statement to the chosen approach to its
resolution?

Is there a description of why the chosen problem may be of interest to this
foundation?

Is the statement that this problem can be resolved well substantiated?

Write your project implementation plan:
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Does each objective have a corresponding action(s)?

Is the statement that this approach correlates with the project goal(s) well
substantiated?

Are the proposed Procedures detailed enough to evaluate their performance?

Is the information contained in this section sufficiently understandable and
descriptive?

Describe your evaluation:

Does your project contain an explanation of why the final evaluation of the project is
necessary?

Is the evaluation goal clearly formulated and how the evaluation results will be used
explained?

Does your project contain a description of the evaluation plan?

Does your project contain a description of what information will be needed for
evaluation, how it will be collected and processed?

Is there any mention of who will perform the evaluation?
Describe the competence of the project staff:

Does your application contain a clear description of the roles and duties of each staff
member and consultant?

Is the statement that the staff has all necessary skills and experience to successfully
implement your project well substantiated?

Is the management and organizational structure of your project described?

Are the principles the foundation sticks to in terms of funding the working hours of
the staff shown?

Prepare your budget:
Does your application meet all budgeting requirements of the foundation?

Does your budget contain all necessary resources to take the proposed Procedures?

Developed by Zoya Shabarova/AIHA/2000



26

Does your budget contain all necessary details for your reviewer to understand how
the final figures have been derived?

Does your budget contain all necessary cost categories?

Are grants and resources that can be additionally attracted included?

. Prepare your application for submission:

Does your application contain all necessary information requested by the foundation?
Did you perform spelling and grammar checking?

Do you have all necessary appendixes to your application?

Did you collect all necessary signatures?

Did you make the required number of copies of your application?

What is the submission deadline for your application?

How you should submit your application?

Did you determine the way you should be notified on the consideration results of your
application?
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Foundations that Provide Funding for Information and
Technology Projects

infoDev (World Bank) - http://www.worldbank.org/infodev/

Contact Information:

infoDev

The World Bank

1818 H Street, NW

Washington, DC 20433

USA

Tel: 202-458-5153

Fax: 202-522-3186

E-mail: infodev@worldbank.org

Open Society Institute (Soros) Internet Program -
http://www.soros.org/internet/index.html

Soros Foundation/Open Society Institute Offices:
National Foundations and Branch Offices (listed alphabetically by country)

Open Society Foundation for Albania
Rruga "Michael Duri", #15, Tirana, Albania
tel.: (355 42) 34 621, 34 223, 35 856

fax: (355 42) 35 855

e-mail: soros-al@osfa.tirana.al

Executive Director: Mr. Capajev Gjokutaj

Open Society Institute Assistance Foundation — Armenia
53b Aygedzor Str.

Yerevan 375019, Armenia

tel.: (374 2)272 119,271 719,271 713 or 151 088

fax: (374 2) 151 088

e-mail: office@osi.am
Country Director: Ms. Elizabeth Winship

Open Society Institute — Azerbaijan

39 Azadlyg Prospekt, Apt. 52

Baku 370010, Azerbaijan

tel./fax: (99412) 934 079, 981 844 or 932 639
e-mail: dstubbs@osi-az.org

Country Director: David Stubbs
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Open Society Fund — Bosnia & Herzegovina

Pehlivanusa 3A

Sarajevo 71000, Bosnia & Herzegovina

tel./fax: (387 71) 472 580, 666 132, 666 084, 444 488, 650 873 or 650 879
e-mail: osf(@soros.org.ba

Executive Director: Mr. Jakob Finci

OSF — Bosnia & Herzegovina, Banja Luka branch office
Kralja Alfonsa XIII #14

78000 Banja Luka, Republika Srpska

Bosnia & Herzegovina

tel.: (387 78) 31 615

Program Coordinator: Nebojsa Ristic

Open Society Foundation — Sofia (Bulgaria)
1 Balsha Str., bl. 9

Ivan Vazov District

Sofia 1408, Bulgaria

tel.: (359 2) 919 329

fax: (359 2) 951 6348

e-mail: ggenchev(@osi.acad.bg

Executive Director: Mr. Georgi Genchev

Open Society Institute — Croatia
Hebrangova 21

10000 Zagreb, Croatia

tel.: (385 1) 4856 401, 4855 402 or 4856 403
fax: (385 1) 4856 459

e-mail: office@soros.hr

Executive Director: Ms. Karmen Basic

Open Society Fund — Prague (Czech Republic)
Starometske nam. 22

Prague 1, Czech Republic 110 01

tel.: (420 2) 24 22 74 56

fax: (420 2) 24 22 74 51

e-mail: osf(@ecn.cz

Executive Director: Ms. Marie Kopecka

Open Estonia Foundation
Estonia Avenue 3/5
EE10143 Tallinn, Estonia
tel.: (372 6) 313 791

fax: (372 6) 313 796
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e-mail: postmaster@oef.org.ee
Executive Director: Mr. Mall Hellam

Open Estonia Foundation — Tartu
Ulikooli tn. 16-101

EE51003 Tartu, Estonia

tel.: (372 27) 465 199

fax: (372 27) 465 198

Program Coordinator: Mr. Siiri Maimets

Open Society Georgia Foundation

Irakly Abashidze Str., 18 1

380079 Thilisi, Georgia

tel.: (995 32) 222 346, 291 052 or 226 172

fax: (995 32) 291 052

fax: (1 908) 888 9698 (fax via satellite from the United States)
e-mail: kartuli@osgf.ge

Executive Director: Mikhail Chachkhunashvili

Soros Foundation — Hungary

Bolyai u. 14

Budapest, Hungary H-1023

tel.: (36 1) 315 0303

fax: (36 1) 315 0201

e-mail: office@soros.hu

Executive Director: Ms. Eva Bakonyi

Soros Foundation — Kazakhstan

ul. Furmanova, 117-20

Almaty, Kazakhstan 480091

tel.: (7 3272) 503 811

fax: (7 3272) 503 814

tel./fax: (7 3272) 5 811 408

e-mail: gzarubin@glas.apc.org
Executive Director: Mr. George Zarubin

Soros Foundation — Kyrgyzstan
Abdumomunova 205

Bishkek, Kyrgyzstan 720301

tel.: (996 3312) 22 38 29 or 22 18 94

fax: (996 3312) 66 15 65 or 22 18 94
e-mail: office@office.soros.bishkek.su
Executive Director: Mr. Ahmat Madeuyev

Soros Foundation — Latvia
Krisjana Barona iela, 31
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Riga, Latvia LV 1722

tel.: (371) 728 3828

fax: (371) 782 8160 or 728 3840
e-mail: sfl@sfl.lv

Executive Director: Ms. Vita Terauda

Open Society Fund — Lithuania
Jaksto 9

Vilnius, Lithuania 2600

tel.: (370 2) 221 687

fax: (370 2) 221 419

e-mail: fondas@headof.osf.1t
Executive Director: Ms. Diana Vilyte

Open Society Institute — Macedonia

Bul. Jane Sandanski, POB 378

Skopje, Macedonia 91000

tel.: (389 91) 134 568

fax: (389 91) 134 514

e-mail: osi@soros.org.mk

Executive Director: Mr. Vladimir Milcin

Soros Foundation — Moldova

Bulgara Str. 32

Chisinau, Moldova 277001

tel.: (373 2) 260 031, 264 480, 265 315, 260 215 or 260 232
fax: (373 2) 260 507

e-mail: vursu@soros.md

Executive Director: Mr. Victor Ursu

Stefan Batory Foundation — (Poland

ul. Flory 9, 4th floor

Warsaw, Poland 00-586

tel.: (48 22) 8 48 80 55

fax: (48 22) 8 49 35 61

e-mail: batory@batory.org.pl

Executive Director: Mr. Jacek Wojnarowski

Open Society Foundation — Romania

Calea Victoriei 155, Bloc D1, scara 6, etaj 2

71102 Bucharest, Romania

PB 22-196

tel.: (40 1) 659 7427, 659 0720, 312 9744, 659 1321, 312 7052 or 650 6325
fax: (40 1) 312 0284 or 312 7053

e-mail: programs@buc.soros.ro

Executive Director: Mr. Gabriel Petrescu
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OSF Romania — Cluj Branch

Str. Tebei nr. 21, P.O.B. 73
Cluj-Napoca, 3400 Romania

tel.: (40 64) 420 480

fax: (40 64) 420 470

e-mail: office(@cluj.soros.ro
Branch Director: Mr. Levente Salat

OSF Romania — Timisoara Branch

St. Semenic nr.10

Timisoara, 1900 Romania

tel.: (40 56) 221 470, 221 471 or 221 472
fax: (40 56) 221 469

e-mail: ilona@timis.soros.ro

Branch Director: Ms. Ilona Mihaies

OSF Romania — Iasi Branch

Str. Moara de Foc, nr. 35, et. 7
P.O.Box 9-1819

Iasi 6600, Romania

tel.: (40 32) 252 456 or 217 430

fax: (40 32) 252 926

e-mail: office@soros.ro

Branch Director: Mr. Narcis Barbarii

Open Society Institute — Russia
Bolshoi Kozlovski pereulok 13/17
Moscow, Russia 107078

tel.: (7 095) 921 206 or 928 4632
fax: (7 095) 975 2028 or 288 9512
email: osi@osi.ru

President: Ms. Ekaterina Genieva

OSI — Nizhny Novgorod

Alexeyevskaya St. 26, office 600
Nizhny Novgorod, 603005, Russia

tel.: (7 8312) 351 392

fax: (7 8312) 351 481

e-mail: virina@fsoros.sci-nnov.ru
Executive Director: Ms. Irina Vasyukova

OSI — Novosibirsk

ul. Sovietskaya, 6
Novosibirsk, 630007 Russia
tel.: (7 383) 211 9781

Developed by Zoya Shabarova/AIHA/2000

31



fax: (7 383) 211 9782
e-mail: cinsk@soros.nsk.su
Executive Director: Mr. Mikhail Kaluzhski

OSI — St. Petersburg

7 Konnogvardeisky bul.

St. Petersburg 190000, Russia

tel.: (7-812) 325-9652; 325-9759

fax: (7-812) 325-9756

e-mail: office@spb.osi.ru

Executive Director: Mr. Sergei Basov

OSI — Samara

Molodogvardeyskaya Street 151

Samara, 443001, Russia

tel.: (7 846) 232 2785

fax: (7 846) 239 7637

e-mail: root@kulini.samara.su

Executive Director: Mr. Nikolai Kuznetsov

Open Society Foundation Bratislava (Slovak Republic)
Staromestska 6/d

811 03 Bratislava, Slovak Republic

tel.: (421 7) 531 8867, 531 6913 or 531 4730

fax: (421 7) 531 8867, 531 6913 or 531 4730

e-mail: osf(@osf.sk

Executive Director: Ms. Alena Panikova

Open Society Institute — Slovenia
Vegova 8

Ljubljana, Slovenia 61 000

tel.: (361 61) 12 56 450 or 12 63 454
fax: (361 61) 12 63 329

e-mail: info@soros.si

Executive Director: Ms. Lilijana Stepancic

Open Society Institute — Tajikistan
33 Rudaki St, Rooms 4, 5
Dushanbe, Tajikistan, 734001
tel./fax: (7 3772) 211 958

tel./fax: (7 3772) 510 142 (satellite)
e-mail: zhalimov(@osi.td.silk.org
Country Director: Zuhra Halimova

IRF - Kyiv
ul. Artema 46
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Kyiv, Ukraine 254053

tel.: (380 44) 216 25 96, 216 1324, 216 1253 or 244 7487
fax: (380 44) 216 76 29

e-mail: irf@irf.kiev.ua

Executive Director: Ms. Vira Nanivska

IRF — Crimean Subregion
Sevastopolskaya ul. 8, room 99
333001 Simferopol, Ukraine

tel.: (0652) 274 433, 273 309, 273 190
fax: (0652) 273 309

IRF — Dnepropetrovsk

Prospekt Karla Marksa, 35

bldg. 4, room 40

32004 Dnepropetrovsk, Ukraine

tel.: (380 562) 448 176

fax: (380 562) 442 631

e-mail: vidrodg@tjs.dneprop
Executive Director: Mr. Ivan Shpitun

IRF — Donetsk

Shevchenko Blvd. 133, Rm. 502

340052 Donetsk, Ukraine

tel.: (380 622) 994 148

fax: (380 622) 946 096

e-mail: found@soros.donetsk.ua
Executive Director: Mr. Vyacheslav Koval

IRF — Kharkiv

ul. Chernyshevskogo, 4, apt. 4

310057 Kharkiv, Ukraine

tel.: (380 572) 199 448

fax: (380 572) 149 448

e-mail: ren@sfond.kharkiv.ua

Executive Director: Mr. Alexander Morozovski

IRF — Lviv Subregion

17 Teatralnaya Str.

290008 Lviv, Ukraine

tel.: (380 322) 271 857, 742 263
tel./fax: (380 322) 271 794

IRF — Odessa

48 Bazarna Str.
room 1
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Odessa, Ukraine 270011
tel./fax: (380482) 225 283
Executive Director: Mr. Vsevolod Rozanov

Open Society Institute — Uzbekistan

41 Ivlev Str.

700070 Tashkent, Uzbekistan

tel./fax: (3712) 406 854, 556 160 or 548 243
e-mail: kmooney@osi.freenet.uz

Fund for an Open Society — Yugoslavia
Zmaj Jovina 34

11000 Belgrade, Yugoslavia

tel.: (381 11) 3283 076, 3283 077, 3283 087
fax: (381 11) 3283 602

e-mail: fosyu@opennet.org

Executive Board President: Ms. Sonja Licht

NETWORK PROGRAMS

Open Society Institute — New York

400 West 59th Street

New York, NY 10019

tel.: (212) 548 0600

fax: (212) 548 4679

e-mail: osnews(@sorosny.org

President: Mr. Aryeh Neier

Director of Network Programs: Ms. Liz Lorant
e-mail: elorant(@sorosny.org

Network Internet and E-mail Program
Jonathan Peizer, Director
e-mail: jpeizer@sorosny.org

Network Medical and Health Programs

Jean-Paul Grund, Srdjan Matic and Noah Simmons, Program Directors
e-mail: jpgrund@sorosny.org

e-mail: smatic@sorosny.org

e-mail: nsimmons(@sorosny.org

Eurasia Foundation - http://www.eurasia.org/grant.html

CENTRAL RUSSIA AND SIBERIA REGIONAL OFFICE
Moscow, Russia

Serving Central and Northwest Russia, the Urals, and Siberia to Lake Baikal
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14 Volkhonka Street, 5th Floor
Moscow 119842 Russia

tel.: 7-095-956-1235

fax: 7-095-956-1239

e-mail: efmoscow(@eurasia.msk.ru

RUSSIAN FAR EAST REGIONAL OFFICE

Vladivostok, Russia

Serving The Russian Far East, including Buryatia, Chita, and the Republic of Sakha
(Yakutia)

8a Abrekovskaya Str.

Vladivostok 690001 Russia

tel.: 7-4232-30-00-64

fax: 7-4232-30-00-63

e-mail: postmaster@eurasia.marine.su

SOUTHERN RUSSIA REGIONAL OFFICE
Saratov, Russia
Serving Volga and Central Chernozyom regions and the Northern Caucasus

P.O. Box 3321

Saratov 410601, Russia

tel.: 7-8452-722-068 or 910-159
tel./fax: 7-8452-242-864
e-mail: ef(@ef.fannet.ru

WESTERN NIS REGIONAL OFFICE
Kyiv, Ukraine
Serving, Belarus, Moldova, and Ukraine

26 Bulv. Lesi Ukrainky, Office 506
Kyiv 01133, Ukraine

tel./fax: 380-44-295-1065 or 295-7402
e-mail: curasia(@eurasia.freenet.kiev.ua

CENTRAL ASIAN REGIONAL OFFICE
Tashkent, Uzbekistan

100 Druzhby Narodov Str., apt. 406
Tashkent 700000, Uzbekistan

tel.: 7-3712-794-492, 794-985 or 794-986
fax: 7-3712-794-491

e-mail: eurasia@ef.freenet.uz
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Central Asian Branch Offices

Kazakhstan

151 Panfilov Str., apt. 6
Alma-Ata 480064, Kazakhstan
tel./fax: 7-3272-69-97-29
e-mail: eurasia@ef.almaty.kz

Kyrgyzstan

137 Kiyevskaya Str., room 12
Bishket, Kyrgyzstan

tel./fax: 996-3312-224167

e-mail: eurasia@freenet.bishkek.su

Tajikistan

18 Prospekt Rudaki
Dushanbe 734012, Tajikistan
tel.: 3772-21-69-86

e-mail: alla@ef .td.silk.org

Turkmenistan

20a Komsomolskaya Str.
Ashhabad 744000, Turkmenistan
tel.: 3632-39-36-95

fax: 3632-39-06-13

e-mail: ecurasia@ef.cat.glasnet.ru

CAUCASIAN REGIONAL OFFICES

Armenia

22 Isahakian Street, apt. 11

Yerevan 375009, Republic of Armenia
tel./fax: 374-2-151-824, 52-24-95, 58-55-98
e-mail: eurasia(@eurasia.am

Georgia

20 Irakly Abashidze Str., apt. 4
Thbilisi 380064, Republic of Georgia
tel./fax: 995-32-22-56-88

tel.: 995-32-96-84-15

e-mail: eftbilis@access.sanet.ge

Caucasian Branch Offices

Armenia
82a Akhuryan Str.
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Gyumri, Republic of Armenia
tel.: 374-9-3-59-49

Azerbaijan
tel./fax: 994-12-922-845
e-mail: eurasia@ef.baku.az
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Appendix: Example of an Application for Funding

(for training purposes only)

ZHAMILYA GYNECOLOGY CENTER

APPLICATION FOR GRANT

Project name: Creation of a Uniform Local Information Network at the Institution.

Contacts:

Address of the institution: 73 Zhamakayev Str., Semipalatinsk 490050, Kazakhstan
Telephone: (3222) 66 99 60; 66 88 52; 66 34 40

E-mail: jamila@relcom.kz

Project Manager: Mr. M.G. Tleubayev

Contact person: Ms. A.M. Smanova

Project goal: Create a computer-based information support system at the institution.
Amount requested: Eight Hundred U.S. dollars (US$800)
Project assignments:

Develop standard software modules and create database structures for the computer-
based information support system at the institution.

Origination of the idea:

In developing a computer system to support the medical treatment process at our
institution, we came to a conclusion that we should create a project to develop local-area
computer networks, a database and special software for our clinical divisions.

Problem/Need Statement:

We have been faced with the problem of acquisition and introduction of computer-aided
information systems for maintaining case records, streamline the use of medicines and
keeping uniform accounting books. Until recent times, the use of PCs to create such
systems could not provide the necessary technical and software resources. Thanks to the
wide spreading of computer technologies in Kazakhstan, it has now become possible for
medical institutions to purchase and create information systems. The key positive aspects
of such systems are the possibility to add resources within a local-area network and the
use of standard PCs. Time will come when software solutions will also make it possible
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to carry out creative activities based on a LAN with the appropriate capacity,
performance and size.

The project will be developed in the following three directions:

1. Gradual purchasing and installation of hardware solutions.

2. Development and phased introduction of software solutions.

3. Training of the staff and support of the system in operating conditions.

This application is submitted for the following items:

1. Maintenance of medical documentation by the medical staff.

2. Rational use of medicines and their distribution among departments.
3. Keeping of uniform accounting books.

The list of key persons engaged in this project:

1. Murat G. Tleubayev, Department Head, Intense Therapy Department, Information
Coordinator.

2. Aijan N. Smanova, PC operator, Deputy Information Coordinator.

General information:

The Information Center at the Zhamilya Gynecology Center was established in April of
1997 with the support from the American International Health Alliance (AIHA) and the
U.S. Agency for International Development (USAID).

The key activity of the Information Center is training the staff (physicians and nurses) of

the institution in operating a PC to be able to quickly access vital information, that is:

e keyboard skills;

e most frequently used operating systems and software products (such as Windows,
Microsoft Office: Word and Excel); and

e telecommunications (e-mail, Internet).

Methodological materials were obtained during one year to study summaries of medical
research work from journals and on CD-ROMs, which were demonstrated and copied for
distribution and to be able to keep track of the recent achievements in medical science.

Services were also provided to hold numerous conferences, print lectures and copy
handouts.

The Information Center is connected to the Internet, which allows obtaining extensive
information on gynecological diseases and efficient methods of diagnosis and treatment
from various sources around the world.

The information centers established with the support from the AIHA and USAID
are indispensable components of the health care system around the world. We hope
that the Information Center at the Zhamilya Gynecology Center in Semipalatinsk,
Kazakhstan will become one of such center. Our major objective is to facilitate the
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work of the staff and to train them in methods of operating a PC as we approach the
21* century, the era of computerization.

Future plans after the project is completed:

After the project is completed, the network created with your support will work to
perform its key functions and tasks and will also be able to guarantee its functioning and
joining to the system of new standard clinical modules at later stages. The created
uniform information network will be constantly updated to allow us to more aggressively
engage in these programs.

Having the local-area network and the possibility to obtain information from the Internet,
we will be able to transfer that information to the physicians’ computer. Thus, the
physicians will learn about new methods of treatment and diagnosis and many other
things by reading the Internet-originated information from their computer.

When the grant is over, the project will be continued. The Zhamilya Gynecology Center
will take on all further funding.

Project budget:
# | Costitem Funding required from the Funding required from other
donor sources (Zhamilya)
in tenges in US$ in tenges in US$
I Staffing:
(a) Project Manager 7,000 x 12 = 853x12=
84,000 1,023.6
(b) PC operator 7,000 x 12 = 853x12=
84,000 1,023.6
IT | Purchasing:
PCs (2) 49,900 x 2 = 608 x2=1,216
99,800
printers (2) 18,000 x 2 = 219.5x2=439
36,000
scanner (1) 31.000 378
IIT | Office supplies:
(a) cable (120 meters) 82 (1 meter) x | 1 (1 meter) x
120 = 9,840 120 =120
(b) terminators (4) 328x4= 4x4=16
1,312 225x4=9
(c ) connectors (4) 184.5x 4= 18x4="72
738
(d) network cartridges (4) 1,476 x 4 =
5,904
(e) software 4,920 60
(f) networking 11,890 145
Total: 65,604 800 303,800 3,702.2
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Total cost: Four Thousand Five Hundred and Two U.S. dollars (US$4,502) or Three
Hundred Sixty Nine Thousand Four Hundred and Four (369.404) tenges.

The Zhamilya Gynecology Center will take on 75% of the funding needs, that is:
e purchasing of PCs (2) and printers (2),
e wages payable to the staff members,

which totals Three Thousand Seven Hundred and Two U.S. dollars (US$3,702) or Three
Hundred and Three Thousand Eight Hundred (303,800) tenges.

The funding required from the donor is 25%, which totals Eight Hundred U.S. dollars
(US$800) or Sixty Five Thousand Six Hundred and Four (65,604) tenges. This includes
the cost to purchase the scanner and office supplies.

This document is our proposal for cooperation in the area of software development and
purchasing of system software products.

Z.G. Abeyeva, Director, Zhamilya Gynecology Center

M.G. Tleubayev, Project Manager
A.N. Smanova, Deputy Project Manager
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IDENTIFYING FUNDING SOURCES AND WRITING
PROPOSALS

Course packet

Developed by:

Zoya Shabarova
Cand.of Sc. (Psychology),

Consultant,
American International Health Alliance

in cooperation with:
Victoria Mikelonis

Professor,
University of Minnesota, USA

December of 1999 — January of 2000
The Netherlands
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What can you learn from this Course packet?

This course packet will help you develop a strategic plan for your organization, write an
application for funding to support your project, and identify potential sources of funding.
As part of the process of writing an application for funding, you will learn how to
substantiate your problem and determine the goals and objectives of your project,
develop an action plan and substantiate an approach to that problem, prepare the budget
and write a plan to evaluate the project performance, as well as how to prepare auxiliary
materials to complement your application.

By answering the questions set forth in this Workbook, you will perform planning and
determine the goals and objectives needed to search for funding. In many cases, filling in
this course packet will help you develop the first draft version of your application for
funding. This Workbook will guide you through the entire process of searching for
funding and writing a successful application for funding.
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I.  Strategic Planning

A. Your Strategic Plan

1. What should be your first step to take in strategic planning for your organization?
You should begin strategic planning for your organization by specifying the following
information on your role in the organization and your personal goals and objectives. You

should try to connect those goals and objectives with your role in the organization.

Your name and position at your organization:

Your goals in connection with the objectives of your organization:

Your objectives in connection with the objectives of your organization:
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B. Mission of Your Organization
What are the goals and objectives of your organization in connection with its mission?

Define the mission and general objectives of your organization. The mission is the
general goal of the organization that reflects the purpose of its existence. The mission is
usually formulated in a single sentence. The goals are the expression of what your
organization wishes to achieve in the future. The goals serve as development landmarks
by defining the organization’s priorities. The goal is an expression of the end result rather
than the way to reach it and covers a long period of time. One to three goals are typically
formulated, with each of them containing only one sentence. Each goal typically has two
to five objectives. Any objective must meet the following requirements: 1) specific, 2)
measurable, 3) agreed upon, 4) realistic, 5) timebound, and 6) evaluatable.

Mission:

Goal(s):

Objectives:
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C. Description of Your Organization

What are the key characteristics that demonstrate the ability of your organization to
perform its mission? Reflect these characteristics such as leadership and management,
personnel, experience, financial opportunities, properties (for example, buildings). List
these characteristics in order of importance and discuss their real potential.

1. Leadership and management:

2. Personnel, volunteers, experts:

3. Financial resources:

4. Properties (buildings, equipment, etc.):

5. Recognition (Is your organization well-known in your region? At the national level? In
connection with what achievements?):
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D. Strengths of Your Organization
What are the key strengths of your organization?

List the key strengths of your organization in order of importance.
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E. Weaknesses of Your Organization

What are the key difficulties, problems and obstacles that your organization is faced
with?

Every organization has a number of weaknesses or problems. The best way to resolve
these problems is to identify them. List these problems and weaknesses in order of
importance. In the future, we will consider these problems as an opportunity to make
your organization better by overcoming the problems.
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F. Capabilities of Your Organization

What Procedures or projects can your organization undertake to strengthen its strengths
and overcome its weaknesses and problems?

List the projects or Procedures that can demonstrate the ability of your organization to
overcome problems by strengthening its capabilities.

1. Project/Procedures

2. Project/Procedures

3. Project/Procedures
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I1. Generating Your Idea

A. Documenting

How would you document your ideas?

Discuss your project or idea with your colleagues or like-minded persons. Write down

what they think about your idea. Thus, you will start formulating the problem of your
project or idea.

Answers:
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B. Funding Sources
Who can fund your project?

When preparing your application for funding, you will have to re-formulate the
substantiation of your problem based on the priority sources of funding.

Do you have any idea about who can fund your project?

What restrictions can they impose on your project?

Write down your thoughts about potential sources of funding:
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C. Writing the Problem/Need Statement

What would be your first step in writing down a substantiation of your problem?

Start with a brainstorm. Take 5 minutes to write down whatever you think or whatever is
somehow connected with your idea or problem you want to address. Proceed in the same
manner for another 5 minutes. Do not criticize your thoughts, let them to be expressed
freely. If you fail to generate any ideas within 5 minutes, make yourself think for another

2 to 3 minutes.

Now start your brainstorm.
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D. Developing Your Need Statement
How can you expand or improve your Need Statement?
Try to group those of the ideas you wrote down during the brainstorm that are

interconnected. Do not reject anything. Now answer the following questions:

1. Are some of the ideas you wrote down related? Which ones? Start to group the related
ideas.

2. How these ideas are related Do these relationships help you think about other things
that you could include?

3. Who exactly can benefit from the implementation of your idea?

4. How exactly would they benefit from the implementation of your idea??
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5. Who will your project belong to if failed to be implemented?

6. Do you have sufficient experience and expertise to implement your idea or you will
have to find other organizations to cooperate with in implementing your project?

7. Can your organization cooperate with you in implementing your project? Does it have
the necessary qualifications?

8. If your organization shares your idea, does that idea correlate with the mission of your
organization and how your project would help implement that mission?
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9. What do you or your organization need to implement your idea?

Staff:

Equipment:

Facilities:

Funds:

10. Why do you or your organization need additional funding to resolve this problem?
What makes you think you will succeed?
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11. How important is your idea for your organization?

12. What contribution can you or your organization make to implement your idea?
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E. Analyzing Your Problem/Need Statement
Now stop and analyze your Problem/Need Statement.

Now you should have some 4 to 6 pages of written information. You may not have all the
necessary information right now, but trying to analyze your Need Statement would help
you identify what else you need to write down the substantiation. That analysis would
also help you clarify your idea.

Your Need Statement should have the following 3 components:

(a) Problem/Need Statement. In order to write down the substantiation of your problem,
you need to describe or identify the problem so that other people can understand and
repeat it, as well as clearly identify what wider problems of the society are associated
with it. You will also have to demonstrate the importance of the time, effort and
resources to be spent on this problem.

Write down the revised problem statement:

(b) Statement of Approach to the Problem. Decide how you are going to resolve your
problem, what resources you will be able to contribute, what experience do you have in
resolving similar problems, and what approach or methodology you are going to use.

Formulate your goals, objectives and approach:
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(c) Statement and Purposes of Writing an Application for Funding. Formulate what you
want to get from those who will fund your project. In fact, you should clearly state what
you are going to do and what funds you request. Also indicate the period of time during

which you will need financial support.

Formulate:

e Now write down your Need Statement once again. The text must not exceed 1 or 2
pages. Check to see if your substantiation contains all the three components listed in

(a) through (c):
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III.  Problem\Need Statement
What is the core structure of your Problem/Need Statement?

You have just finished writing a preliminary version of your Problem/Need Statement.
Now start to clarify your Problem/Need Statement by using the following three main
components:

1. Problem

What is your problem/need?

What is the justification or scope of your problem?

How substantiated, important and wide is your problem?

What aspect of your problem do you want to address?
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2. Objectives

What are your goals and objectives? Goals are the long-term results to be achieved by the
project. The objective of a project is a concrete benefit expected from the action taken.
Objectives are linked with goals so that when you fulfill your objectives, you are
reaching your goals. Remember the abbreviation SMARTE when writing down your
objectives.

Formulate your goal(s) and the appropriate objective(s):

What specific tasks do you need to take to accomplish your objectives? Each objective
must have a particular action. These Procedures will actually form your action plan to
implement the project.
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3. Purpose of Writing Your Application

For what purpose you are applying for funding and for what period of time you will need
that funding?

Purpose of applying for funding:

Amount requested:

Time period:

Additional sources of funding for your project:
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IV.  Brainstorm: How You Will Implement Your Idea
A. Interconnection between Your Project and Your Organization

What would be the most effective way to develop ideas on how to implement your
project?

You have already written a draft substantiation of your project. Now you need to take
further steps to develop ideas on how to implement your project.

What resources will you need?

What resources does your organization have?

What organizational support do you have?
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e Now start collecting documents in support of your idea and its implementation. You
may need to describe your organization, its composition, examples of successful
projects, financial reports, etc.

What are the long- and short-term goals of your organization?

What are the strengths of your organization?

What are the weaknesses of your organization?

What is your role in your organization?

Based on the above information, who can be your partners (internal and external) in
implementing the project?
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B. Preliminary Planning for Seeking Funding
What can you do perform a preliminary search for potential sources of funding?

Briefly write down your preliminary thoughts on the above components in
interconnection with your project and your organization. On which of these components
you have all necessary information and on which you will have to learn more?

Describe two most important problems facing your organization at the moment.

How your project will help resolve these problems?

Who else of the members of your organization should be involved in your project?

How can they help you prepare your project for funding?

What role will they play in case of your obtaining the requested funding?
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C. Available Resources

What resources do you have at the moment?
Describe the resources available to you as of the present date and how they can help you
implement your project.

Staff:

Facilities:

Equipment:

Education, experience and special knowledge/skills:
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Experience with similar projects:

D. Necessary Resources

What additional resources do you need?
Describe the resources you need to implement your project.

Staff:

Facilities:
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Equipment:

Education, experience and special knowledge/skills:
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E. Implementation Steps

What steps do you need to take to implement your idea?

Describe in general what are you going to do now to implement your project. Take into
consideration all the questions you have already answered. Who do you need to hold
negotiations with? What arguments will you need?
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F. External Collaborators

Who can be potential participants in your project?
What strengths can other organizations contribute to implement your project?

What will these organizations acquire by participating in your project?

What would be the advantages and disadvantages for your organization if other
organizations participate in your project?

Who at other organizations do you need to talk with about opportunities for cooperation?

Who at your organization must hold these talks?
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V. Documenting Your Idea

A. Questions

What questions should you ask yourself to help yourself analyze your idea? These are the
questions foundations would usually ask. Imagine you are a representative of a
foundation who is considering your application for funding. How would you answer

these questions if asked by the representative of the foundation?

A. Is my project timely?

b. Is my problem urgent?
B. Is my project unique?
I. Can the problem in my project be solved?

. What will I do if my project is funded in part only?

E. What will I do if my project is not funded?
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B. Building Support
How can you build support for your project?

You begin to build support for your project by making other people interested in your
idea.

Developing interest:
Networking — who can you network with?

(a) personal contacts: What meetings should you hold and with whom else should you
acquaint yourself?

(b) meetings and conferences: Should you attend meetings and conferences?

(c) letters: Can you receive support letters from key people?

Communication: Can you attract media to cover your project?

(a) newspapers?

(b) radio and TV?
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VI.  Goals, Objectives and Procedures

A. Definitions. What is the difference between goals, objectives and procedures?

Goals:

Objectives:

Procedures:
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B. Writing Objectives
What are the steps in formulating your objectives?
Steps:

A. State what results you want to reach by completing your project. What do you
want to change?

B. State how you plan to measure these changes.

C. State the extent to which something should be changedin order for it to be
effective:

D. State how long it will take you to accomplish your objectives:
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E. Return to Stage A and review the desired results.
F. Re-formulate the above statements by using a verb at the beginning of each
sentence.
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B. Procedures
What are the procedures?

Procedures are the tasks that you will have to complete to achive your objectives and
implement your project.

A. List the Procedures you plan to take:
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VII. Identifying the Funding Sources
A. Types of Funding
What types of funding are available to you?

(a) grants:

(b) contracts:

(c) gifts:

B. Sources of Funding

What are the key sources of funding?

Governmental:

(a) national:

(b) international:

Private:

(a) foundations:

(b) organizations:

(c) individuals:
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1. Questions you should think about when identifying a source of funding:

What period of time is your grant designed for?

Within what period of time should you implement your project if you apply for this

grant?

Are there any grants for several years available?

What report on the implementation of your project/stages do you need to present?
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C. Approaches to Public Sources of Funding

1. Obtain a guidelines (a document setting forth funding priorities)

2. Ask for reports on past funding

3. Telephone number of the agency representative to contact for clarification of
guidelines

D. Approaches to Private Sources of Funding

1. Request annual reports, announcements of funding and guidelines for funding

2. Obtain the guidelines

3. Telephone number of the agency representative to contact for clarification
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VIII. How to Analyze the Request for Applications/Proposals (RFA/RFP)

The following questions should be answered when you receive a Request for
Applications/Proposals in order to determine whether you should prepare an application
in reply to that request.

A. Problem

What problem the Request for Applications/Proposals is designed to resolve? To describe
your problem, use your own wording but build on the foundation’s vision of your
problem.

What is the problem the foundation wants to resolve?
(Make sure that you have paid attention to the special terms, word combinations,
definitions and key phrases that the foundation uses to describe the problem.)
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B. Purpose

What purpose is set forth in the Request for Applications/Proposals?

Namely: What does the foundation want to do? Try to answer this question in a single
sentence. You may find that sentence in the Request for Applications/Proposals or you

may formulate it yourself based on your understanding of the Request for
Applications/Proposals.

C.  Eligibility

What special requirements should be met by those who submit applications for funding?
Limitations often exist for many grants, so you must decide whether you will apply for
funding or not. Make sure that you have met all necessary requirements for applicants.

Who is entitled to submit an application for a grant?

D. Amount of Funding

What amount of funding would be available to support the project?

What would be the amount of the grant? Maximum? Minimum? Average?
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Is the availability of any additional sources of funding required? If yes, what should be
the amount of that additional funding?

Do any groups or regions enjoy some preferences for funding?

E. Granting Period

What information is available on the period of time for which the funding will be
provided? What period of time the grant is designed for?

What period of time your project is designed for?

Are there any funds for several years available?

What report should you present upon expiration of 1 year/project?

F. Limitations

What limitations on the use of funds are imposed? For example, foundations sometimes
will not provide funds for construction/renovation of offices, payroll, etc.
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G. Application Structure and Guidelines

What are the required sections should be contained in your application? What
components should your application have?

Are there any special instructions on what should be presented in which section?

What is the size of each section?

What is the total size of the application?

Does the total size of the application include supplements, appendixes or other additional
information?

Are there any special explanations regarding the appearance of your application (font
size, method of stitching up the pages, binding, etc.)?

Is there any special application form?

What is the deadline for submitting your application? Where should you submit your
application and how many copies/originals of your application should be submitted?
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L. Application Review Process

What is the process to review your application?

Who will review your application?

What criteria will be used to evaluate your application and compare it against other
applications?

How exactly your application will be reviewed? Will any scoring system be used and if
yes, how many scores will be attached to each section?

Can you learn the names of those who will review applications? How do you do that?
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K. Additional Information

Is any additional information available? Where or from who can you get it?

Is it possible to get answers to your questions from the funding organization itself?

Can you find anybody who has already implemented similar projects in the past?

L. Key Words

Does the Request for Applications/Proposals contain any recurrent key words or terms?

What are these words? Write them down.

Does the Request for Applications/Proposals use any abbreviations? What do they mean?

Are these abbreviations defined in the text of the Request?

Does the Request for Applications/Proposals define the key terms?

Can you set forth your idea by using the terms and keywords as used in the Request for
Applications/Proposals?
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IX. Proposal Development Notebook
To put in order and systematize the process of preparing your application for a grant, we

recommend you to use the following method. Take a special binder with separators or
pockets.

Here is the list of possible headings for the sections of your application:

e Project Ideas

e Documenting Your Idea

e Capabilities of Your Organization (Staff, Successful Projects, etc.)

e Official Documents of Your Organization (Charter, Structure, Annual Report, etc.)
e Possible Collaborators

e Possible Supporters

e Potential Sources of Funding

e Draft proposals

This Course packet is your useful tool. By working with this document, you will create
your own proposal and fill the binder with useful information you may need in your
work.
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X. Monitoring, Evaluation and Reporting
A. Importance of Monitoring, Evaluation and Reporting

All organizations should keep track of their projects with monitoring, evaluating and
reporting. Creating a system for monitoring and evaluation of each project would allow
your organization to assess the clarity of your project, measure its objectives and
determine what time it will take to reach the expected results. That system should include
project progress monitoring procedures, progress reporting and evaluation of Procedures.
This process is very important for your organization to understand the project evaluation
and improve its efficiency.

Who will monitor and evaluate your project?

Developed by Zoya Shabarova/AIHA/2000



90

B. Monitoring Plan
How do you develop a monitoring plan?

Monitoring is a periodical measurement of the work plan implementation progress and
achievement of intermediate project results. This section of your application should
provide answers to the following questions:

How are you going to keep track of the project implementation dynamics?

What critical project stages will you check?

How the information obtained will help your organization?

How you will obtain evaluation data?

Who will perform monitoring and evaluation?
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C. Evaluation Plan

How do you develop an evaluation plan?

Evaluation is a periodical assessment of the project aimed at summarizing the main
lessons learned from the project implementation, as well as the project Procedures and
results. Evaluation should highlight those aspects that would help improve the existing
project and other similar projects in the future.

What is the difference between monitoring and evaluation?

Monitoring is a method of measuring the project implementation progress against the
project objectives with a view to planning current improvements to be made in the project
performance. Evaluation is a wider review of the project implementation and should

answer the following questions:

How do you measure the success and achievements of your project?

What difference will your project make?
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D. Reporting

How do you report on the results of your project?

A reporting system would allow you to disseminate the results of your project due to
monitoring and evaluation. This would require periodical documentation of the progress
achieved, which may include most recent financial data, current project progress reports
and periodical assessments.

The following questions will help you develop your reporting plan:

How will you collect information?

What current information and report forms will you have to provide in the course of

monitoring and evaluation?

How will you incorporate the information you are going to obtain during the monitoring
process in your project?

What information and reports will be requested by those who will fund your project?

Who will you submit your reports to?
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XI.  Budgeting

A. Main Budget Categories

What are the main budget categories?

Your budget must include a financial work plan for your project, including the amounts
to be obtained from the foundation, resources available to your organization, donations
and other sources of funding for your project. A brief description of the financial
procedures such as those persons responsible for keeping track of finance and payments
(Chief Accountant, Economist), financial reporting systems and bank relations should be
provided.

Your budget should sum up all the resources needed to implement your project such as
working hours, necessary materials, compulsory deductions, etc. Your budget should
clearly and reasonably show how much funds will be needed and how those funds will be
spent.

Listed below are the questions that will help you prepare your budget:

What resources may you need: money, staff, office space, equipment, etc.?

When will you need these resources?

How do you determine what resources you will need and in what quantities?

Who is directly responsible for spending money and funds?
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Example of main budget categories:

A. Staff (employees, staffing table, primary and secondary personnel)

Payroll

Social insurance funds and other compulsory deductions

Other provisions for payroll

Consultancy services

B. Facilities (rent, costs of facility services, security, etc.)

Equipment (lease, purchase, warranty service costs)

Materials

Communications (telephone and Internet charges)

Business trips
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What should you have in mind when preparing your budget?
1. Do not round off any numbers. The presence of numerous zeros at the end of a
sum may create a false impression that your calculations are unreal.

2. Explain in detail every large sum in your budget by showing how did you derive
it.

3. Base your calculations on real costs of services and materials that can always be
backed up with the appropriate financial documents.

4. When calculating wages, do not forget about compulsory deductions and taxes.
5. Check if you can include in your budget the resources currently available to your

organization, as well as voluntary donations in the form of working hours and
other inputs.
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XII.  Sustainability

The section devoted to supporting your project after the Funding is discontinued should
contain a brief statement of the project lifecycle. This section will describe how the
project effects will be disseminated after discontinuation of the funding. It must show that
your project contains some components that will ensure its stable performance after the
funding is discontinued.

This section would reflect the following questions:

What will happen to your project after all planned Procedures are completed?

How will your project be managed after the funding is discontinued?

How will your project be funded in the future?

A. Financial Sustainability

Will there be any sources of funding available to support your project after the funding is
discontinued?

Are you going to have any sources of funding inside your project (for example, charges
for some new services, etc.)?
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B. Social Sustainability

Will the local community get any advantages or additional services after your project is
completed?

What changes will occur in that community after your project is completed?

C. Managerial Sustainability

Who is the Project Manager?

Will community representatives be involved in the project management?

D. Technical Sustainability

Will it be possible to continue using the technologies used in the course pf the project
implementation?

How access to equipment, information and communications will be ensured after your
project is completed?

Will it be possible to improve the engineering and educational level of the staff after your
project is completed?
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XIII. Next Steps

How are you going to use the obtained information in the future?

Try to answer the following questions:

1.

2.

Analyze what you have learned.
Discuss the goals and capabilities of your organization.
Formulate capabilities of your organization in terms of your application.

Find colleagues with whom you would be able to cooperate in developing your
project.

Discuss what you have learned about writing applications with your new
colleagues.

What problems may you encounter when discussing with your colleagues what
you have learned during that workshop?

How can you overcome these problems?
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