OHCHR-Nepal ‘Peace through Justice’ Project

GRANT APPLICATION FORMAT
	Organisation’s name:
	

	Project / activity title:
	

	Location:
	

	Period covered:
	

	Budget total :
	


1. 
Background / Needs assessment

2. 
Project description

3. 
Project goal and objectives

4. 
Project activities

5. 
Project outputs/results

6. 
Project requirements 

7. 
Implementation Plan/Project Schedule
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8. 
Risk assessment 

9. 
Added value: gender, marginalised groups

10. 
Project sustainability

11. 
Promotional opportunities
12. 
Project monitoring and evaluation

13. 
Budget narrative

14. 
Budget breakdown
ANNEX: Information about the organisation
	SUMMARY PROPOSED BUDGET



	Organisation name

	Project/Activity reference

	 
	 
	 
	 
	 
	 

	Location:
	 
	 
	 
	 
	 

	Period covered:
	 
	 
	
	
	 

	Budget total:
	 
	 
	
	
	 

	 
	 
	 
	 
	 
	 

	Category of Expenses by Activities
	Unit
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	Rate/Unit
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	of Unit
	(USD $)
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	Activity 1. {Description}
	 
	 
	 
	 
	 

	Requirements:
	 
	 
	 
	 
	 

	Human resources
	 
	 
	 
	 
	 

	Personnel (local staff), consultants
	 
	 
	 
	 
	 

	Travel (for core personnel & consultants)
	 
	 
	 
	 
	 

	Airfare, accommodation, subsistence
	 
	 
	 
	 
	 

	Sub-contracts
	 
	 
	 
	 
	 

	External printing, interpretation/translation, advertising and promotion
	 
	 
	 
	 
	 

	Training and seminars activities
	 
	 
	 
	 
	 

	Training activities, organization of seminar/workshop, airfare/accommodation/subsistence for participants, local transportation, rental of conference space and equipment
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	Office equipment and furniture, computers, operational equipment, stationery and expendable supplies, books
	 
	 
	 
	 
	 

	Other operating costs
	 
	 
	 
	 
	 

	Communications, miscellaneous services
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	Sub-total Activity 2.
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Activity 3. {Description}
	 
	 
	 
	 
	 

	Sub-total Activity 3.
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Total Estimated Budget by Activities
	 
	 
	 
	 
	   


GRANT APPLICATION FORMAT GUIDELINES

If possible, please submit grant applications in a Word document or similar format. Grant applications should be submitted in English language; however, for smaller grants of $10,000 or less, applications may be submitted in Nepali language. 
Executive Summary

If the grant application is long (more than 5 pages of narrative) it will be useful to prepare a one page Executive Summary, providing an overview of the project, its objectives, anticipated results and activities.  

1. Background/Needs Assessment

The Background/Needs Assessment is an extremely important part of the proposal. It argues the overall justification for the project: the strategy and why this project needs to be implemented. It should convey a sense of need and urgency, giving a compelling rationale for the project, highlighting the importance of the project in helping address the identified problem.

As a general rule, this section should cover: 

Situation Analysis

· General problems/issues relevant to the proposal, e.g. non-involvement of women in the transitional justice process. 

Specific Problem Statement

· What is the particular problem/issue that this project seeks to address?  
· What are the implications of the problem/issues?
· Strategically and clearly defined target groups
Relevance of the Project to the Problem

· Show how the solution to the problem is this project or how the project will contribute to the solution of the problem.  

· Briefly state what the project is (a more detailed description should be given in Section 2 of the proposal). 

· Why is the organisation submitting the application qualified and well-positioned to carry out this project? If appropriate, include what the organisation has done in the past to make it qualified to implement this project. 
Participation Analysis

· Description and analysis of main stakeholders (target groups, beneficiaries, partners, other donors etc)
2. Project Description

This section should provide a brief overview of the project, identifying its target audience/beneficiaries, how long it will run for, etc. Ideally, this section should be as concise as possible, generally one to two paragraphs long. 

3. Project Goal and Objectives

Project Goal

Often the Project Goal is confused with Objectives. The Project Goal is the broader, macro aim of the project.  It is usually one simple sentence. The goal should be as general as possible, even to the country-level, but still narrowed to the broader target sector and issue. For example, the goal of a project to establish a conflict victims advice centre may be “to facilitate access of conflict victims to the legal process”. 

Project Objectives

The Project Objectives are much more specific than the Project Goal, and are the measurable and quantifiable outcomes of the project. Project objectives are the desired achievements of the project through all it stages, and address the impact on or changes in beneficiary behaviour sought by the project.  One project may have a number of Project Objectives and, wherever possible, Project Objectives should be made as S.M.A.R.T. as possible: 

· Specific

Clearly defined with completion criteria

· Measurable
Able to be objectively quantified or measured  
· Achievable
Within the constraints of the current environment and resources
· Relevant 
Mission mandate, strategic intervention to sector/country problem 

· Time-bound 
Activities or relevant results have completion dates 
It is suggested that bullet points or numbers are used to highlight the Project Objectives. In the case of a project to establish a Conflict Victims Advice Centre, for example, project objectives may be:

· To recruit and select an Executive Board for the Advice Centre within three months

· To design, print and distribute 10,000 leaflets on the Advice Centre for distribution to citizens in the local community by February 2010

4. Project Activities  

Project Activities are the specific actions/components of the project, using the available resources: how the project will be carried out. Project activities help achieve the identified project objectives. Project activities should be as exhaustive, specific (quantified where appropriate) and time-bound as possible. They should also clearly indicate who is doing what, whether it is the applicant organisation or a partner. The project activities can be described using both narrative and bullet points.

5. Expected Results / Outputs
Expected results are specific and should mirror/stem from the Project Objectives. Listing the results makes evaluating a proposal and its value easier. For example: 

· “Formation of an operational Executive Board for the Advice Centre.”

·  “10,000 Leaflets on the Advice Centre produced and distributed to citizens, local councils, NGOs.”  

6. Project Requirements

Summarise what is needed to implement all the aspects of the project. Categorise the requirements under: Staff, Materials, Equipment, Training, etc.  Identify who will provide the resources – will it be the applicant organisation, a partner organisation, etc. Use this section to show the variety of ways that the organisation is contributing, for example: staff, translation, transport, equipment etc.
7. Implementation Plan/Project Schedule

The Implementation Plan is a visual depiction of who does what and when. It allows the reader to see easily the sequential and chronological flow of the project. An example of a suggested framework chart: 
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8. Risk Assessment

Identify what are the possible risks to the effective implementation of this project. Some of these will be out of the control of the project and the grant applicant. Highlight what steps have been taken to mitigate these risks. For example, note if a project is based on a successful pilot project; whether the project is based on a similar project that the organisation has successfully implemented; how closely the project will be monitored, etc.

9. Added Value: Gender, marginalised groups
Priority will be given to projects which are genuinely targeted to issues of gender and marginalisation, etc. Whether or not your project specially targets these groups, please assess your project for ways in which it can positively impact these important target groups.
10. Project Sustainability

All donors attach great importance to sustainability, as it increases the long-term impact and cost-effectiveness of the project. Unless the project is clearly a “one-off”, this section should describe how the project will have a lasting impact and what, if any, support will be provided in the long-term. If possible, it is useful to provide an outline plan for the continuation of the project beyond the funding from the Peace through Justice grant, showing the future funding strategy.

11. Promotional Opportunities

Highlight what promotional activity will be associated with the project, for example press conferences, media activity, etc. Use this section to also identify what promotional opportunities will be available to promote the support of the OHCHR/United Nations Peace Fund.  For example, will the OHCHR’s logo appear in any publications or training materials? Will OHCHR be mentioned in press releases or on the organisation’s website, etc?
12. Project Monitoring and Evaluation

It is important to show how and what processes will be put in place to ensure the project is on track during the implementation process (for example, regular meetings, interim progress reports, participant evaluations) and how the project will be evaluated against the stated objectives once it has been completed.

13. Budget 

OHCHR has a standard budget and financial reporting templates. This should be used for all project budgets in order to ensure consistent financial information relating to projects. The OHCHR Civil Society Officer and/or Finance Unit can provide advice and answer any questions regarding the templates.  

Budget Narrative
The budget narrative adds explanation to the budget. Specific details may be clarified, such as instances where unit calculations (e.g. the number of experts multiplied by the number of days worked multiplied by the daily fee) outnumber the columns in the budget matrix, and thus are not completely reflected.  More general aspects of the budget may also be expanded upon. Even if the budget is relatively basic this is an important exercise to consider carefully whether the budget will be fully transparent, and understood correctly by OHCHR staff and the Grants Committee.  

For example, when budgeting for staff payments, the narrative should indicate what percentage of time the person will spend working on the project; it should also provide a description of what the roles and responsibilities are for each position. In the event that a member of the proposed project team will also be working on another project or initiative, this should be stated.

Contingency Fund

Because not all project expenditure can always be predicted at the outset of a project, it is acceptable to include in the budget an appropriate contingency fund for unforeseen expenditure. It is important to receive prior written approval from OHCHR for any expenditure of this fund.

ANNEX: Information about the organisation
Brief background information including:

· Contact details eg. address, telephone number, e-mail address 

· The organisation’s registration number

· The name of the President

· Number of staff/members

· When and where the organisation was established

· The organisation’s mission and aims

·  Other projects that the organisation has worked on, particularly those relevant to the Peace through Justice project
