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Activity 0.1(a) 

• Activity 0.1 (a): Expanding Ideas 

– Add value and content to the following 

statements: 

1. Hope is definitely not the same thing as 

optimism. 

2. Never do for others what they can do for 

themselves. 

3. Not failure, but low aim is a sin. 

– Audience: funder 

– 10 minutes (3 min Brainstorm; 7 min Writing) 
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Activity 0.1(a) - 1 

"Hope is definitely not the same thing as optimism.   

It is not the conviction that something will turn out well, but the certainty 

that something makes sense, regardless of how it turns out.  In short, I 

think that the deepest and most important form of hope, the only one that 

can keep us above water and urge us to good works, and the only true 

source of the breathtaking dimension of the human spirit and its efforts, is 

something we get, as it were, from 'elsewhere.'  It is also this hope, above 

all, which gives us the strength to live and continually to try new things, 

even in conditions that seem as hopeless as ours do, here and now.” 

 

   ~  “An Orientation of the Heart" by Vaclav Havel,  

    former President of the Czech Republic. 
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Activity 0.1(a) - 2 

“We believe in what we call the Iron Rule: never do for others what they can do for 

themselves. Never.  This rule, difficult to practice consistently, sometimes violated, is 

central to our view of  the nature of  education, of  leadership, of  effective organizing.  

This cuts against the grain of  some social workers and program peddlers who try to 

reduce people and families to clients, who probe for needs and lacks and weaknesses, not 

strength and drive, not vision and values, not democratic and entrepreneurial initiative.  

The iron rule implies that the most valuable and enduring form of  development – 

intellectual, social, political – is the development people freely choose and fully own.” 

 

     ~ Freemasons of America “Iron Rule” 
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Activity 0.1(a) - 3 

"The tragedy of life doesn't lie in not reaching your goal.  

The tragedy lies in having no goal to reach.  

It isn't a calamity to die with dreams unfilled, but it is a calamity not to 

dream.  

It is not a disgrace not to reach the stars,  

but it is a disgrace to not have stars to reach for.  

 

Not failure, but low aim, is a sin."            

 

~  Benjamin Mays, President of Morehouse College,  

 mentor to Martin Luther King, Jr. & Marian Wright Edelman 
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Activity 0.1(b) 

• Activity 0.1 (b): Setting a Foundation 

– Find your CBO's core meaning by answering 

the question: 

 

1. Why does my CBO exist? 

 

– Audience: funder 

– 10 minutes (3 min Brainstorm; 7 min Writing) 
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Registration  

1. Please register your name,   
    organization, and EMAIL only. 
 
2. Do you have any pictures of healthy   
    children or healthy families?  Please   
    send 1 to me: 
        j.brittell @ gmail.com 
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Training Outline  

“Principles of Proposal Design & Development” 
 

Part 1: Designing a Program or Proposal 

 

            1.1 Program Planning    1.4 Org. Management Assessmen 

            *1.2 Framing Ideas & Concepts  1.5 Monitoring & Evaluation 

  1.3 Logic Models 

 

Part 2: Marketing the Program – Proposal Development 

 

            *2.1 Elements of a Proposal  

            *2.2 Presenting a Proposal 

            *2.3 Writing a Proposal 

  

Part 3: Understanding the Financial Component – Proposal Development 

 

              3.1 Financial Systems & Structure 3.3 Reporting, Policies, & Controls 

    3.2 Budget Narrative 
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Training Agenda 
9-Mar 10-Mar 11-Mar

Day 1 Day 2 Day 3

8:30-9:00

Arrival Review Sess ion Review Sess ion

9:00-10:00

-

0.1 Getting Started 2.1 Elements of a Proposal

10:00-10:30

-

10:30-11:00

HAVE SOME TEA – BREAK

11:00-12:00

-

1.1 Program Planning – Overview 2.2 Presenting a Proposal

12:00-1:00
-

1:00-1:50

LUNCH

2:00-3:00
1.2 Framing Ideas & Concepts 2.3 The Proposal – Reviewing Proposals

3:00-3:45

3:45-4:00
TAKE A BREATH – BREAK

4:00-5:00

3.3 Budget Narrative

5:00-5:30

Day  2: Wrap Up

EVENING Assignment 4: Revise 1 -Page Proposal

1.2 Framing Ideas & Concepts  – 

CBO Profile Review

2.1 Elements of a Proposal

Q&A, 

REVIEW, & EVAL

Assignment 1 : Sentence Correction & CSO 
Profile

Assignment 2: 1 -Page Proposal Assignment 
3: Revise CSO Profile
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Volunteers! 

Timekeeper - ? 

 

Welfare - ? 

 

Notes/Flipchart - ? 

 

Slides - ? 

 

Energizer - ? 
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Expectations 

        

      Participant(s) 

 

      Facilitator(s) 
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Any Training Norms? 
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Training Objectives 

Following completion of the CBO Capacity-Building participants 

will have: 

 

1. Identified key steps and organizational roles for designing a     

    proposal, 

2. Practiced the tools used in Framing Ideas & Concepts, 

3. Explained interventions appropriate for a CBO's managing  

    malaria programs, including: 

 

CMDs/VHTs     Client referral 

Community mobilization  Partnerships 

Behavior change strategies Advocacy 

 

4. Designed a proposal based on your CBO's abilities. 
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Activity 0.2 

• Activity 0.2: Rationale Critique 

– Using the 'Developing a Funding Rationale” 

sample: 

1. Read project justification. 

2. Answer questions on back.   

3. Identify areas to improve rationale. 

– Audience: funder/donor 

– 20 minutes (10 min Reading; 10 min Analyzing) 
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Activity 0.3 

• Activity 0.3: Write an Argument 

– Using Handout 0.4 'Write an Argument”: 

1. Read Argument, and 

2. Write a response.   

– Audience:  English Teacher 

– *This is a timed exercise. 

– 30 minutes (5 min Brainstorming; 25 min Writing) 
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Homework 

• Homework: Sentence Correction 

– Using Handout 0.5 'Sentence Structure”: 

1. Familiarize yourself with definitions 

2. Write the correct sentence for each grammatical 

'type'. 

3. Be prepared to present tomorrow. 

– Audience: funder/donor 

– 60 minutes (estimated time to complete) 
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Now... 

 

Let's Get Started! 



Part 1: Program Design 

1.1 Overview of the Program 

Design Process –  

Program Planning 

18 



“If you can’t be a pine on the top of a hill  

Be a scrub in the valley  —  but be  

The best little scrub on the side of the hill; 

Be a bush if you can’t be a tree.  

If you can’t be a highway just be a trail; 

If you can’t be the sun be a star;  

It isn’t by size that you win or fail  —  

Be the best of whatever you are.” 

 

    ~ Dr. Martin Luther King, Jr. 

19 
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Learning Objectives 

As a result of this session, you will 

be able to:  

• Describe the steps of the design 

process 

• Improve program design skills 

• Identify Interventions & Strategies 
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What is Program Design? 
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What Is Program Design? 

 

By Definition:   

 

The design process is an iterative process, meaning that it occurs at 

strategic points during the course of  the project with differing levels 

of  depth and detail.  
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What does a complete 

Program Design Process 

include? 
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The Program Design Process 

A complete Program Design Process: 

• Involves the project team, key counterparts and partners, 
and beneficiaries (community members) 

• Requires background research and baseline assessment 

• Uses data collected to identify gaps 

• Creates clear goals and objectives  

• Helps the team to determine strategies that address 
gaps 

• Develops an M&E and sustainability plan linked to the 
CBM program 

• Reflects good planning and management practices.  

• Emphasizes community members as key participants in 
the design process.  

• Addresses financial implications 
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What are the steps in the 

Program Design Process? 
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Formal Steps - Program Design  

The design process involves: 

• Establish relationships with key stakeholders and 
funders (Step 0: Collaboration & Partnerships), 

• Carrying out research to investigate the people 
affected by a problem and how they are affected by 
it (Step 1: Situation Analysis), 

• Articulating the project goals and objectives, the 
strategies and activities that will be required to 
achieve them (Step 2: Logic Model)…  

• …as well as the risks to the project and how we will 
measure the project’s performance through Step 3 
(Indicator Selection), Step 4 (developing a 
Monitoring & Evaluation Plan), and Step 5 
(conducting Baseline Assessment). 
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Informal Steps - Program Design  

It is also important to consider the 'intangible' parts of 
designing a program/project/proposal: 

 

• Envisioning/Visioning, Dreaming, Scheming... 

 

• Past Experiences, Improvements, Wisdom... 
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Informal Steps - Program Design  

Breif Activity 1.1.0 
 

Design (envision, dream, scheme...) a Malaria  

  

 program that you believe would better address this  

  

 disease in your community... 

          (10 minutes – as a large group) 

 
*what are the key malaria interventions...? 

*if it were up to you, what would you do...? 
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Program Design - Discussion 

• What Malaria interventions do you want to see in your 
community? 

• What Malaria interventions are not being talked about 
but which you think will work? 

 

• See Handout 0.2 

 
– CMDs/VHTs     - Free BedNets 

– Client Referral     - Indoor Residual Spraying 

– Behavior Change Strategies - RDTs (testing) 

– Community Mobilization  - Advocacy 

– Partnerships     - Local Health Facility... 

 



30 

Situation Analysis 

• Who will be responsible for conducting a 

initial baseline survey (or situation 

analysis) within your CBO? 

• What information will you need for the 

proposal? 

• What information do you want to have 

at the end of the project? - M&E... 
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Situation Analysis 

You will need basic information: 

- Secondary Data Review: Clinic records, MOH reports, 

Population (Country, District, S/C, Parish, Village), Pop U5, 

Pregnant Women, Men 

- Policy Environment 

- Health Facility: Malaria Inpatients/Outpatients, Malaria Burden, 

Treatments Used, Information given to patients, patient care, 

birth/death rates, HSDA 

- Social Scan: Misconceptions in your area, Local understaning 

of Malaria, Cultural Beliefs 

- Organizational Assessment: OCA (Org Capacity Assessment) – 

Administration, Management, Finances, Policy, etc. 
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Baseline Assessment 

A great strategy when planning for your proposal: 

 

 - conduct a baseline assessment (&/or situation 

analysis) before the proposal writing begins! 
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Situation Analysis Discussion 

Describe the situation in your community, as it 

relates to: 

 - malaria 

 - health facility, nurses, medicine, knowledge 

 - family dynamics, patients feelings, desires 

 - cultural beliefs, opression, witchcraft, peer 

pressure 

 - policy environment, MOH, NGO's, Hospital, etc. 

 - social: population, other stats 
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Activity 1.1.2 

Basic Questions to Consider 

• ACTIVITY 1.1.2: Program Planning – As 

Simple As It Can Be 

– Handout 1.1.1 Program Planning – As Simple 

As It Can Be 

•  What are the 6 “W's”? 

•  What questions would YOU ask in each   

step of the planning process? 
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Planning Cycle 

• What does your planning cycle look like? 

• What do you do to plan your programs? 

• Do you have a system/structure in place to 

perform this in your CBO? 

• How do you get your staff to come up with great 

ideas? 

 

• Handout 1.1.2: The Design Process 

(Planning Cycle) A More Thorough Look 
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Key Messages for Part 1.1 



Part 1: Program Design 

1.2 Framing Ideas & Concepts 
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Learning Objectives 

• As a result of this session, you will be able 

to: 

– Differentiate between written concepts, 

spoken thoughts, and fresh ideas 

– Communicate so that your audience can 

understand your message clearly 

– Build a comprehensive profile of your CBO, 

and TELL YOUR STORY! 

 

39 
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Framing Ideas & Concepts 

• How are ideas developed in your CBO? 

• How does innovation occur? 

• What systems do you have in place to 

ensure ideas get developed? 

• How do you manage your organization? 

(Top down? Inclusive? Chief/the rest? Doable Tasks?) 

 

40 
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Framing Ideas & Concepts 

 

“if the doors of perception were cleansed, 

everything would appear to men as it is, - infinite. 

 

for man has closed himself up, til he sees all things 

thro' narrow chinks of his cavern.” 

 

 ~ William Blake, “The Marriage of Heaven & Hell” 

41 
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Creating Change 

WHY has the internet been adaptable, innovative, and 

engaging??? 

 

• Everyone has a voice. 

• The tools of creativity are widely distributed. 

• It's easy and cheap to experiment. 

• Capability counts more than credentials and titles. 

• Commitment is voluntary. 

• Power is granted from below. 

• Authority is fluid and contingent on value-added. 

• The only hierarchies are “natural” hierarchies. 
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Creating Change (...Continued) 

WHY has the internet been adaptable, innovative, and 

engaging? 

 

• Communities are self-defining.  Individuals are richly 

empowered with information. 

• Just about everything is decentralized. 

• Ideas compete on an equal footing. 

• It's easy for buyers and sellers to find each other. 

• Resources are free to follow opportunities. 

• Decisions are peer-based. 

    

   ~ from Gary Hamel's “The Future of Management” 
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Getting our Ideas to Work 

Flow of Ideas – 1 possible way... 

• Brainstorm – many thoughts 

• Confine Ideas 

• Pull Together Statements About Each 

• Draft a Letter or Concept Paper 

• Test – Talk about it 

• Review & Edit 

• Test Again – Speak it Aloud; Review & Edit 

• Submit as is 
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Getting our Ideas to Work 

 

 

Is this process done alone? 
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Getting our Ideas to Work 

 

What are some other ways or 

“processes” that we can get our 

ideas out? 
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Getting our Ideas to Work 

-  Discussion Groups about a single issue 

-  Record yourself speak! (Talk into mirror) 

-  Test/Apply idea in a controlled setting 

-  Strategy Canvas 4 Actions Framework:  

• Eliminate 

• Reduce 

• Improve 

• Create 
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Getting our Ideas to Work 

 

“they way through the world 

 

   is always more difficult to find  

 

      than they way beyond it.” 

 

          ~ Wallace Stevens 

48 
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Getting our Ideas to Work 

 

** So... it may save time to TEST your 

concepts, ideas, strategies FIRST (and on 

a small population) before you go for a 

large proposal.** 
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Activity 1.2.1 (a) 

• ACTIVITY 1.2.1: Communicating Messages 

Demonstration 
– As a large group, select 1 volunteer 

– Facilitator thinks of an Idea or Concept or Strategy and: 

1. Brainstorms 

2. Confines/Concentrates 

3. Pull Together Statements of Confined items 

– Then, tell volunteer while they document (Do not wait for your 

partner to write, just speak!) 

– Volunteer shares what they documented. 

– Refine Message... Refine Message... Refine Message... 

– 10 minutes (5 min for each partner) 
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Activity 1.2.1 (b) 

• ACTIVITY 1.2.1: Communicating Messages 
– Break into pairs 

– Both partners internalize/think of an Idea or Concept or 

Strategy and: 

1. Brainstorm 

2. Confine/Concentrate 

3. Pull Together Statements of Confined items 

– Then, tell your partner while he/she documents (Do not wait for 

your partner to write, just speak!) 

– Partner shares back to you what he/she documented. 

– Refine Message... Refine Message... Refine Message... 

– 10 minutes (5 min for each partner) 
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Concentrating Ideas 

1. NECESSARY to know 

– Connects with Big Picture, ADDS VALUE 

2. RELEVANT to know 

– Connects with Big Picture, Can do without 

3. GOOD to know 

– Relates but Adds Little Value, Can do without 

4. NOT NECESSARY to know 

– Various Information, Not Relevant 
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Concentrating Ideas – Example 

Activity: Our CBO will distribute 
1,000 nets to pregnant women 
and children in Koboko District 

 

1. Will translate IEC material into 
local language for distribution with 
nets 

2. Will identify pregnant women via 
house to house survey using LC1 
officials 

3. Will obtain census identifying all 
men in Koboko District 

4. Will partner with XYZ CBO to 
implement distribution of LLINs  

G Necessary 

  

Not Necessary 

Relevant 

Good to Know 
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Activity 1.2.2(a) 

• Activity 1.2.2: Concentrating Ideas 

– Prioritize what you would say if you only had 

100 Ugx worth of Airtime: 

1. I won’t be home for dinner tonight 

2. I have to stay late at work 

3. I have to finish writing a proposal 

4. The proposal is for a new CBM project 

– Audience: you are speaking with your 

   Supervisor 

– 5 minutes 

 54 
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Activity 1.2.2(b) 

• Activity 1.2.2: Concentrating Ideas 

– Prioritize what you would say if you only had 

100 Ugx worth of Airtime: 

1. I won’t be home for dinner tonight 

2. I have to stay late at work 

3. I have to finish writing a proposal 

4. The proposal is for a new CBM project 

– Audience: now you are speaking with your 

Spouse 

– 5 minutes 

 55 
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Activity 1.2.3 

• ACTIVITY 1.2.3: Refining Messages 
• Activity Outline: 

– Group into pairs. 

– Each participant thinks of a message (why your CBO exists) 
and writes their thoughts on paper (should be about one 
paragraph long and include at least 5 different items). 

– Each partner shares his/her written paragraph with his/her 
partner by speaking it aloud. 

– Using the Flow of Ideas, REFINE messages & PRIORITIZE 
top 3 items from your partners message. 

– Repeat 1 or 2 times 

– Switch roles. Have the other partner share his/her message 

– Audience: friend 

– Time: 15 minutes (7 min each) 
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Where do we want to Focus? 

• Evidence of Community 

Support/Endorsement 

• Documented Successes 

• Willingness to Work with Other 

Organizations (Partnerships) 

• Evidence of Fiscal Soundness & 

Leveraging Resources (What will YOU 

offer them?) 

• Authenticity 
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Questions to Consider 

• Are our Messages/Ideas/Concepts 

Necessary? Relevant? Good to know? Not 

necessary? 

• Do they Relate to the Big Picture? 

• Common Ailment(s):  

– Writing Towards the Funding Source vs. the 

Strength of your Organization 

– Writing only about Your Organization vs. HOW 

you will do what you propose 
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Activity 1.2.4 

• ACTIVITY 1.2.4: Telling Your Unique Story 
– Handout 1.2.1:  Telling Your Unique Story 

 

• Discuss first, then Write! (15 min Discussion; 15 min Writing) 

 

• Activity Outline: 
– Group into 4's. 

– Utilize the “Concentrating Ideas” (Prioritizing!) information to 
identify YOUR STORY. 

• Focus on the “6 W’s” – Who, what, when, where, why, hoW 

• Write in complete sentences! 

– Groups will have 30 minutes to complete the exercise. 

– After 30 minutes, reconvene and critique as group. 
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Homework (Activity 1.2.5) 

• ACTIVITY 1.2.5: Building a CBO Profile 
– Handout 1.2.2: Building a CBO Profile 

• Write first, think later! 

• Activity Outline: 
– Utilize the “Concentrating Ideas” (Prioritizing!) information to 

identify ONLY THREE key points for each item in the “Building a 
CBO Profile” 

• Multiple questions can be presented in a single statement 

• Focus on the “6 W’s” – Who, what, when, where, why, hoW 

• Write in complete sentences! 

– After completing CBO Profile, select top 5 areas you would 
present to funder.  Now, without using your CBO Profile, RE-
WRITE these sections. 

 

– Your CBO will PRESENT:  History of CBO, HR/Partnerships, 
Financial Resources, Key Achievements, Risks, Future Plans. 
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Tonight’s Assignment 

• Finish Your CBO Profile (follow instructions) 

- Present, Critique, & Submit in Morning 

• Write an Argument – Handout 0.4 

• Sentence Correction – Handout 0.5 
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Key Messages for Part 1.2 



09/22/09 

Artemisia Annua Anamed 

 
If you would like to get Artemisia Tea 

powder, please contact me via Email:  
 

j.brittell@gmail.com 
 
I will send you literature, can send tea 

powder (1kg = 60,000/=), and other 
instructions. (5,000 per dose - 35grams) 

 
Good for: Malaria, HIV/AIDS, Cancer… 

mailto:j.brittell@gmail.com
mailto:j.brittell@gmail.com


Part 2: Proposal Development 

2.1 Elements to Build a Proposal 

64 



Learning Objectives 

• As a result of this session, you will be able 

to: 

– Identify the specific elements needed to build 

and present powerful funding proposals 

– Develop a rationale for a funding proposal 
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Elements of a Proposal 

• General Statement/Executive Summary 

• Accomplishments/Achievements 

• Challenges/Roadblocks 

• Budget History (Financials, Narrative) 

• Rationale (Problem Statement, Justification) 
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Other Elements 

• Introduction to Organization 

• Participant Generated Outcomes 

(LogFrame) 

• Proposed Plan of Action (Workplan) 

• Evaluation Methods (M&E, Reporting, etc.) 

• Leveraging Resources (never 100% REQ!) 

• Plan for Maintaining Continuity 

(Sustainability) 
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Other Elements 

 

See Handout 1.1.2 – “The Design Process 

(Planning Cycle) A More Thorough Look” 
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General Statement/ 

Executive Summary 
• Highlight mission, vision, values of 

organization 

• Identify current direction of projects 

• Discuss current state of area of business 

• Organization structures 

• Key achievements 

• Optimistic! 

69 



Accomplishments/Achievements 

• Make list of all things done within project 

• Quantify all 

accomplishments/achievements 

• Identify WHEN 

– Date/time of accomplishment 

• Incorporate your strengths 

70 



Challenges/Roadblocks 

• What areas have you struggled with? 

• Identify the cause: 

– Single factors (Road Blocks) 

– System-wide 

• Create Lists: 

– Strengths: Organization & Project 

– Weaknesses: Organization & Project 

– The Risks associated with your project 
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Budget History (Financials) 

• A direct look into scale, capacity, 

accomplishments, weaknesses 

• Depict at least 2 years 

– Want to show growth & depth 

• Relate administrative vs. program costs 

• Capital assets, infrastructure, and other 

systems 
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Funding Rationale 

• Situation  Need  Request 

• Situation/Problem analysis: 

– Relate to current mission, vision, objective OR 

to funding source 

• Needs:  

– Create list based on THE problem not your 

organization's problems 
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Activity 

• ACTIVITY 2.1.1: Identifying Elements of a 

Proposal 

– Handout 2.1.1: Sample Proposal (Concept 

Paper) 
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Getting Specific on 

Proposal Elements 
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Accomplishments/Achievements 

• Concepts to remember: 
– Relate to actual past achievement in a project;  

– Must be documented in another report within your 
organization; 

– Numeric or quantifiable; 

– Identify a cost/value associated with the 
achievement 

• Everything costs something – if necessary estimate 

– Be specific to your area of expertise/work 
• If you have to explain a lot, then it's not a good 

achievement! 

– Promote your involvement as an organization. 
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Challenges/Risks 

• Don’t simply list the Challenges & Risks 

• The goal is to inform funders about our 

problems, without making it seem like we 

are complaining 

– Information presented should be positive 
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Developing a Funding Rationale 
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Discussion 

Breif Activity 1.1.1 
 

Discuss Malaria Strategies that you believe would 

 

 best disseminate messages in your community... 

          (15 minutes – as a large group) 

 
*what are the key malaria interventions...? 

*if it were up to you, what strategies would you employ...? 



Developing a Funding Rationale 
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Discussion 
 
Some Key Strategies: 
 - Radio Shows/Interviews 

 - Forum Theatre 

 - Malaria Awareness Days 

 - Mass Publications, Newspaper 

 - Primary & Secondary Schools; Church... 

 - Chamber of Commerce (other NGO's, businesses, 
etc.) 

 - Discussion Groups (MP's, District Leaders, Opinion 
Leaders, Religious Leaders, etc.) 



Developing a Funding Rationale 

• Describe challenges, barriers, or problems of 
community/target group 

• Clarify who and how many are members of this 
community/target group 

• Analyze why these challenges exist 

• Describe how your CBO learned about these needs 

• Indicate the steps taken to deal with these challenges 

• Clarify the remaining challenges to be overcome.  
– This becomes the focus of your proposal! 

– Outcomes & Plan of Action should follow from this 
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Developing a Funding Rationale 

● Why should this organization receive funding for this 

project? 

● Why does this CBO need to be involved in solving this 

issue? 

● Is there a gap that this CBO must fill which has been 

presented? 

● Has this CBO created an opportunity to pose a 

solution? 

● Is there a crisis statement? 

● Who is this rationale written for (audience)? 

● Are there any transitions which need improvement? 
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Activity 2.1.2 

• ACTIVITY 2.1.2: Developing Your Funding 

Rationale (Homework Assignment!) 

 

  - Reference Handout 0.3 & 2.1.3 

  - Answer all questions for rationale 

  - Incorporate transitions 

  - Keep in mind Discussions on Malaria 

  Interventions & Situation Analysis 

  - Be SPECIFIC – Step by Step, what will you do? 82 



Key Messages for Part 2.1 
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Part 2: Proposal Development 

2.2 Presenting a Proposal 
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Learning Objectives 

• As a result of this session, you will be able 

to: 

– Understand the roles and tasks of a proposal 

writer 

– Identify and understand the different formats a 

proposal can take 

– Begin to assemble to necessary components 

to write a funding proposal 

– Transition smoothly between concepts or 

statements 
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What Is It That I Have To Do 

as a Proposal Writer? 
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First Phase 
The Proposal Writer As Internal Consultant 

 • Making the case for funding 
the proposed plan of action 
by: 
– Defining the rationale for 

funding 

– Describing participant-
centered results 

• Developing the proposed 
plan of action 

• Describing evaluation 
methods 
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Rationale for Funding: 

• Results/Outcomes 

• Plan of Action 

• Evaluation Methods 



 

First Phase 
The Proposal Writer As Internal Consultant 

  
What are your responsibilities/tasks? What are some easy 

things you can do when you reach your office? 

 

 - Take staff through curriculum 

 - Organize Documents (financial, org brochures) 

 - Meet w/DHO office & Health Facility staff 

 - Conduct a Focus Group (community beliefs) 

 - Carry out a Survey (who knows what) 

 - Develop your unique story! 

 - Decide what it is that you want to see improve (together) 

 - Develop a plan of action (together!) 
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Second Phase 
The Proposal Writer As Marketing Specialist 

• Turning toward the grant/funding 
marketplace by 
– Describing the applicant 

organization 

– Discussing the leveraging of 
resources 

– Presenting plans to maintain 
continuity 

•  Developing the budget 

•  Packaging the proposal 
– Reorganizing for presentation 

– Developing the summary 

– Preparing the cover letter 
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Introduction to: 

  

• The Organization 

• Leveraging Resources 

• The Project 

• Summary of Budget 



Second Phase 
The Proposal Writer As Marketing Specialist 

 

What are your responsibilities/tasks? What are some 
easy things you can do when you reach your office? 
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What do Arguments consist of? 
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Proposal Writing Details 



Understanding Arguments 

Conclusion -    

 What the author is trying to persuade the funder 
to accept. 

 

Premises -  

 Pieces of evidence the author gives to support 
the conclusion. 

 

Assumptions -  

 Unstated ideas or evidence without which the 
entire conclusion might be invalid. 
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Proposal Writing Details 

What is important to keep in mind? 
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Proposal Writing Details 

Audience/Tone -    

 * Who are you writing this proposal for? 

 * Does it sound like you are begging or   

   partnering for an investment in the future? 

Transitions & Segue's -  

 *Does your writing flow from one paragraph to  

   the next? 

Strength of your CBO -  

 * What do you find yourself focusing on most in  

   your proposal: your CBO or the funding source? 
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Remember the Audience 

• Audience is extremely important to keep in mind 
when acting as the Marketing Specialist.   

• Your Tone sets the reader at ease or in 
question... 

• Focus may change depending on the Audience 

– Elements may change,  

– Order may change 

– Activities & budgets may need to be less or 
more specific, etc. 
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Transitions 

• Transition is defined as:  shifting between 
two different concepts in any writing. 

 or 

 A passage connecting two themes or 
sections.  A word, phrase, sentence, or 
series of sentences connecting one part of 
a discourse to another. 
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Transitions 

How to develop/create transitions:  

 a) relate one theme/idea/topic to another,  

 b) identify key words in passage (Repitition of Key 
Words, Pronouns Substituted for Key Nouns, or 
Parallelism) 

 c) ask yourself, “does it jump from thought to 
thought?” 

 d) ensure transition sentence connects smoothly the 
two themes, ideas, topics, or sentences using key 
words 
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Transitions 

Repetition of Key Words: 

 - important words or phrases (and their synonyms) 
may be repeated throughout a paragraph to connect 
the thoughts into a coherent statement 

Pronouns Substituted for Key Nouns: 

 - you may use a key noun in one sentence and then 
use a pronoun in its place in the next sentence 

Parallelism: 

 - you may use the same grammatical structure in 
several sentences to establish coherence  
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Transitions - Parallelism 

The weather of Texas offers something for everyone.  
If you are the kind who likes to see snow drifitng into 
mountain peaks, a visit to the Big Bend area will 
satisfy your eye.  If, on the other hand, you demand 
a bright sun to bake your skin a golden brown, stop 
in the southern part of the state.  And for hardier 
souls, who ask from nature a show of force, the 
skies of the Panhandle regularly release ferocious 
springtime tornadoes.  Finally, if you are the fickle 
type, by all means come to central Texas, where the 
sun at any time may shine unashamed throughout 
the most torrential rainstorm.  
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Transition Words & Phrases 

Giving Examples:  for example, for instance, specifically, in 
particular, namely, another 

Comparison: similiarly, not only...but also, in 
comparison 

Contrast: although, but, while, in contrast, 
however, on the other hand 

Sequence: first...second..., moreover, also, in 
addition, next, after, furthermore 

Results:  therefore, thus, consequently, as a 
result 
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Segue 

• Segue is defined as:  to make a transition 
from one thing to another smoothly and 
without interruption. 
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Activity 2.2.1 

• Activity 2.2.1: Writing Transitions 

– Using Handout 2.2.1: 

1. Discuss options on how best to change from one 

subject to the next. 

2. Develop 3 possible transitions for each example. 

3. Circle transition words, repeated words, and 

pronouns. 

– Audience: funder/donor 

– 30 minutes (20 min Discussing, 10 min writing) 
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Understanding Your Strengths 

• Strength is defined:  your CBO's ability to 
administer, carry out, and manage your 
resources.   
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Activity 2.2.2: SWOT Analysis 

• Activity 2.2.2: Identifying your Strengths 

– Using Handout 2.2.2: 

1. Form into groups (with like CBO's). 

2. Take 5 min to work through each of the sections: 

Strengths, Weaknesses, Opportunities, Threats. 

3. Develop at least 10 items for each section. 

– Audience: funder/donor 

– 30 minutes (20 min Discussing, 10 min writing) 
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What Will a Proposal Look Like? 

• The guidelines and policies of individual 

funders will be your ultimate guide 

 

• However, you will ultimately want to refer 

to the basic proposal components to make 

sure you do not omit anything 
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Letter of Intent (Handout 2.2.3) 

• Short Paper/Letter describing the essential 
elements of the proposed work 

• Useful for smaller-scale requests OR when 
requested by the funder 

• Components: 
– Ask for the gift 

– Describe the need 

– Explain what you will do 

– Provide agency data 

– Include appropriate budget data 

– Close 

– Attach additional information if necessary 
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Application (Handout 2.2.4) 

• Proposal format will be dictated by what 

the funder asks for 

• Answer the questions directly and 

completely! 
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Concept Paper (Handout 2.1.1) 

• Less strict format/space requirements 

• Include Essential Components 

– Do not omit the budget! 
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What steps will you take… 

• as the Internal Consultant when you reach 

your office next week? 
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What steps will you take… 

• as the Marketing Specialist when you 

reach your office next week? 
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Activity 2.2.3 

• ACTIVITY 2.2.3: Sequencing the Ingredients 
to Build Your Proposal 
– Handout 2.2.6: Sequencing the Ingredients to 

Build Your Proposal 

• Activity Outline: 
– Break into small groups 

– Complete Handout 2.2.6: Sequencing the 
Ingredients to Build Your Proposal 

– Reconvene and review answers 

– Please ask when you don’t understand or 
disagree with the order presented! 

111 



Key Messages for Part 2.2 

 

Homework: 

1. CBO Profile 

2. Develop Funding Rationale 
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09/22/09 

Artemisia Annua Anamed 

 
If you would like to get Artemisia Tea 

powder, please contact me via Email:  
 

j.brittell@gmail.com 
 
I will send you literature, can send tea 

powder (1kg = 60,000/=), and other 
instructions. (5,000 per dose – 35 grams) 

 
Good for: Malaria, HIV/AIDS, Cancer… 

mailto:j.brittell@gmail.com
mailto:j.brittell@gmail.com


Part 2: Proposal Development 

2.3 WRITING The Proposal 

114 



Learning Objectives 

• As a result of this session, you will be able 

to: 

– Employ the knowledge learned about 

proposals to write a 1-page proposal 

– Understand Do's & Don'ts of Proposal Writing 
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The 1-Page Proposal 

• Use the “Elements of a Proposal” 

– (Module 2.1) 

• You want to showcase your CAPACITY as 

an organization!  

 - (SWOT Handout 2.2.2) 

• Review Handout 2.3.1 
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Additional Concepts for a 1-Page 

Proposal 
• Create opportunity to pose a solution 

• Crisis statement 

• Plan for sustainability 

• Budget & Leverage (seriousness) 

• Propose solution 

• Organizational background 

• Organizational capability/accomplishment 

• Organization’s uniqueness/specialness 

• Problem statement (with depth) 

• Identifying a Second problem statement 

• Brief M&E Plan 

• Next steps 
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Activity 2.3.1 (a) 

• ACTIVITY 2.3.1: Building a 1-Page Proposal 

• Activity Outline: 
– Working in small groups (e.g. in 3’s), each member 

writes a 1-page proposal 

– Include all the necessary elements of a proposal 

– First think through as an internal consultant, then as a 
marketer (Envision,Dream,Scheme about Malaria 
Control…)  

– Prioritize your thoughts. “Is this really necessary?” 

– Develop a funding rationale 

– Test and re-test your ideas to make sure you are 
communicating your ideas clearly by presenting to 
another person 
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Activity 2.3.1 (b) 

• ACTIVITY 2.3.1: Building a 1-Page Proposal 

• Activity Outline: 
– Working in small groups (e.g. in 3’s), each member 

writes a 1-page proposal 

– Follow same directions as Activity 2.3.1 (a) 

– 30 minutes writing in small groups 

– 30 minutes editing your partners proposal 

– Submit proposals 

– 30 more minutes to re-write proposal 

– 30 minutes to edit your partners proposal 
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Tools for Writing for A Proposal 

• Situation Analysis 

• Program Planning – 6 W’s 

• Logic Models 

• Flow of Ideas 

• Concentrating/Prioritizing Ideas 

• Communicating Messages 

• CBO Profile 

• Proposal Elements 

• Rationale/Justification 

• Marketing Specialist 
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A Few Final Tips…. 
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What Motivates a Funder? 

(DO’s of Proposal Writing) 
• Know your funding source 

• Know your turf 

• Follow the format 

• Write clearly 

• Be logical & balanced 

• Be Specific 

• Be Thorough 

• Critique Your Own Proposal BEFORE  A 
Funder Does 

• Be Positive 
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What Motivates a Funder? 

(DO’s of Proposal Writing) 
 

• Collaborate!!! Joint Proposals. 

• Cover Regions with communities vs. single 
communities only. 

• Utilizing local resources / Leverage. 

• Be unique without overdoing it. 
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DON’Ts of Proposal Writing 

• Argue With A Funder's Assumptions 

• Philosophize 

• Confuse Your Organization's Needs With 

Those Of Your Constituents or Participants 

• Assume The Reviewers Know the Problem 

or Program 

• Include Surprises 

• Promise More Than You Can Deliver 

124 



Activity 2.3.2 

• ACTIVITY 2.3.2: Begin to Edit Your 1-Page 

Proposal 

• Activity Outline: 

– Continue to draft, refine, test your proposal 

– Does it contain the DO’s? If not, include them 

– Does it include the DON’Ts? If so, remove 

them 

125 



Tonight’s Assignment 

• Using the 1-Page Proposal format, 

continue to draft a proposal which you feel 

will ‘sell’ yourself for the issue you have 

selected.   

– Remember your audience! 
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Key Messages for Part 2.3 
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09/22/09 

A Sincere… 

 
Thank You!!! 

Contact:  
j.brittell@gmail.com  

 

For additional consulting support; negotiable rates. 

mailto:j.brittell@gmail.com


09/22/09 

Artemisia Anuua Anamed 

 
1 kg = 1,000 grams = 60,000/= wholesale 
 
35 grams = 1 malaria dose = 5,000/= per 
 
28 treatments in 1 kg, so can make a total of 
 

140,000 per kg! 
 
 



Part 3: Financial Component 

of Proposal Development 

3.3 Budget Narrative 
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Learning Objectives 

• As a result of this session, you will be able 

to: 

– Use the planning process to assist in 

budgeting for operations & program activities 

– Identify appropriate line items 

– Connect programs/planned activity with 

numbers (costs)  

– Develop a budget using templates 
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Budgeting vs. Planning 

• Budgeting: the costing or estimation of 

prices for any particular activity 

– NOT simply a representation of your 

organizations needs 

– Must also represent reality, should be your 

current set of accounts 

• Planning: forecasting an organization’s 

path towards delivery of a service. 
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Budget Basics 

What should be included in a budget? 

• Brief descriptions of activities with numeric 

values 

• Quantities of staff, activities, materials, etc. 

• Unit Values of each activity/line item 

• Total Value of each activity/line item 

• Summaries of all activities/line items and 

their values. 
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Line Item 

What should be in a line item description? 

• Personnel Expenses: Salary, Fringe Benefits, 
Insurance, Taxes, etc. 

• Operation Expenses: Rent, Utility, 
Communications, Transportation, 
Postage/Printing, Office Supplies, 
Equipment/Furniture, Capital Expenditures, etc. 

• Administrative Expenses: Overhead/Buffer, 
Change Orders, Staff Development, Consultant 
Fees, etc. 

• Program/Project Expenses: whatever else 
represents the full program/project costs 
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More to Consider… 

• Leverage: How much do you ask for? How 
much leverage? 

– Volunteers: NOT included as staff? ARE 
included as leverage! 

• FTE means “Full Time Equivalent” 

• Your Resources – Do you have assets to 
use for the project? How can you make 
the funder know that you are SERIOUS 
about the project? 
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Direct Costs vs. Indirect Costs 

• Direct Costs  
– Costs for activities or services that benefit specific projects 

– Easily traced to projects 

– Charged to projects on an item-by-item basis 

– Examples: Project Staff, Project Travel, Project Supplies 

• Indirect Costs  
– Costs for activities or services that benefit more than one 

project 

– Precise benefits to a specific project are often difficult or 
impossible to trace 

– Examples: Utilities, Rent, Audit/Legal Fees, Admin Staff, 
Equipment 
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Activity 3.3.1 

• ACTIVITY 3.3.1: Developing Line Items 

– Handout 3.3.1: Log Frame Form 

– Handout 3.3.2: Creating Line Items 
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Budget Formats 

• Examples of Budget Formats 

– Handout 3.3.3: Budget Format A (Traditional) 

– Handout 3.3.4: Budget Format B (Functional) 

– Handout 3.3.5: Budget Format C 
(Unconventional—connects activities with cost 
lines) 

• Incorporate administrative/indirect costs at a 
specific rate (%)  

– A real budget must account for the other costs 
which come up during implementation 
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Formulating a Budget 

• Create a Plan of Action (purpose) 

• Gather Consensus (within the organization 
and with stakeholders) 

• Allocate Budget Resources 

• Review & Edit Internally 
– Does the budget reflect the Plan of Action 

(purpose)?  

– Does it say what you want it to do? 

• Present the Budget Externally  
– Verifying and involving external input is key to an 

improved budget.   
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Activity 3.3.2 

• ACTIVITY 3.3.2: Developing a Budget 

– Handout 3.3.6: Developing a Budget 
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Budget Narratives 

• Explanation of the Budget – in both alpha 

& numeric terms 

• Fully identify the project's goals and 

objectives.  

• A Budget Narrative takes Activities and 

gives them Numeric Values 

• ALWAYS compliment budgets! 
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Budget Narratives 

What should be included in a Budget Narrative?   

• Identify your organization and the request. 

• Descriptions of specific activities/line items with 
their intended outcomes 

• Quantities (numeric values) of the line item 

• Total Value of the line item in relation to the 
request 

• Leverage of organization funds for the line item 

• Request from funder in both percent and real 
terms 

• Time Frame for using funds 
– Recurring or one time expense? 
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Activity 3.3.3 

• ACTIVITY 3.3.3: Writing a Budget 

Narrative 

– Handout 3.3.7: Budget Narrative Exercise 

Form 
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Why Don’t Budgets Always Work? 

• Planning, Planning, Planning 

• Understanding True Needs 

• Experience 

• Management of Resources 

• Planners not always program/field staff 

– They are not the ones carrying out the 

program!) 
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Why Don’t Budgets Always Work? 

“...there is a kind of confession in your looks 

 

 which your modesties have not craft enough to 

colour.” 

 

  ~ William Shakespeare, Hamlet, Act 2, Scene II 

 

• A funder can tell when you are not 

giving the full story. 
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Tonight’s Assignment 

• Using the 1-Page Proposal as your guide, 

continue to draft a Budget Narrative which 

reflects your proposed activities 

– Remember: Your Budget Narrative should tell 

a reader about the entire project 

• Be ready to present your Budget Narrative 

in the morning 
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Key Messages for Part 3.3 
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