Project Proposal Template
1. Name of the project

2. Total budget

3. Estimated start date

4. Estimated end date

5. Name of the organization

6. Contact information (address, phone, fax, e-mail, contact person, bank details, bank accounts for USD and RON 

7. Project Coordinator (name, title in the organization, phone, e-mail)

8. Justification of the project (please include here problem analysis, describe impact, effectiveness and applicability of the proposed measures and also your technical capacity to address the proposed action, max. 1 ½  page)

9. Project site (city, area)

10. Target group and beneficiaries (state people targeted and people that will benefit of project activities and outputs – provide short description, max. 10 lines)

11. Short description of the project including project goal max. ½ page. (consideration should be given to stating what the expected impact will be if the objectives are successfully achieved)

12. Description of your experience relevant for the implementation of the proposed activities/services (please provide here a list and short description of similar projects managed by your organization by including the project title, main activities, budget, donor and achieved results (max.2 pages). CVs of the proposed project team must be attached in separate annexes. 

13. Objectives, Activities, Expected results (objectives are steps to be done to get closer to your goal, they should be SMART – specific, measurable, achievable, realistic and timely; state here immediate activities corresponding to each objective; define results in measurable terms and specify related outputs)

14. Project management (short description of the job for the human resources involved in project management) 

15. Monitoring and Evaluation (this part includes: the mechanism that will be used to monitor and evaluate the project and the schedule for when these monitoring actions have to be carried out and who is responsible, max. 1 page)

16. Project work-plan (use Annex A Workplan) 

17. Budgets (use Annex B Budget and Annex C detailed budget per activities) In this section the detailed budget should be prepared by the following budget lines: 

· 010. Personnel (include here all the costs related to project personnel and in a separate budget sub-line include travel/mission costs); 

· 020 Contracts (written agreements or sub-contracts between your organization and another institution or private firm to carry out specific services such e.g. printing materials); 

· 030 Training; (includes training costs related to accommodation, meals, travel for participants)

· 040 Equipment (includes the budget sub-lines “Office Equipment”, “Office Supplies” and “Prevention Commodities”); 

· 050 Sundries (includes communication items such as postage, telephone and internet charges, bank charges, as well as interest, should be recorded here also). 

· 060 Other costs (please include here any expense that does not fit in any of the above budget lines)

The budget should be prepared at the sub-line level.  Please create budget sub-lines for each budget line. 

The Annex C to be used for the detailed budget per activities will be provided by UNODC and UNICEF Romania after the technical meeting.

ANNEX A

PROJECT WORKPLAN 

	Objective
	Activities/Actions
	Indicators
	Management:

Responsibility
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ANNEX B
BUDGET

(Breakdown of costs)

	Budget line and 
	Budget description (example)
	Own (in kind or cash) contribution
	Requested budget (US$)
	Total Project Budget

	sub-line 
	
	
	
	

	(example)
	
	
	
	

	 
	
	
	
	

	010. Personnel
	 
	300
	550
	850

	011. Travel costs
	(local transport subscriptions, gas)
	50
	200
	250

	012. Project Coordinator
	50 $ x 6 months= 300$
	150
	150
	300

	013. Outreach worker 1
	25 $ x 6 months= 150$
	50
	100
	150

	014. Outreach worker 2
	25 $ x 6 months= 150$
	50
	100
	150

	020. Contracts
	 
	200
	2050
	2250

	021. Printing
	leaflets on HIV prevention
	200
	1500
	1700

	022. Cremation
	 
	0
	550
	550

	030. Training
	 
	15
	760
	775

	031. Trainer fee
	25$/day x 10 days = 250 $
	0
	250
	250

	032. Accommodation and meals for trainees
	30$/day x 15 pers. = 450$
	0
	450
	450

	033. Travel for participants
	5$/pers x 15 pers. = 75$
	15
	60
	75

	040. Equipment
	 
	1025
	5550
	6575

	041. Office equipment
	printer
	0
	150
	150

	042. Office supplies
	paper, pens, folders
	25
	400
	425

	043. Prevention commodities
	condoms, alcohol pads, containers
	1000
	5000
	6000

	050. Sundries
	 
	0
	250
	250

	051. Communication
	postage, land telephone
	0
	250
	250

	060. Other costs
	 
	50
	150
	200

	061. Bank charges
	 
	50
	150
	200

	Total Budget
	 
	1590
	9310
	10900


