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Introduction 
The purpose of writing project proposals is to provide management/funding agency with a comprehensive evaluation of a significant issue for their decision, including:

1. What needs to be done and why,

2. When it needs to be done and how,

3. Who is going to do the work,

4. How much will it cost, and 

5. The alternatives and risks.

Proposals are never easy to write: short deadlines and information that’s difficult to get are challenges for even the most experienced professional.  Those who have never written a proposal face the same challenges; and perhaps more.  They often waste precious time trying to figure out how to approach the assignment, what to include, and how to organize it.  It is expected that this primer will provide some insight and guidelines to prepare a project proposal.

Purpose of a proposal

The purpose of a Research Proposal is to communicate the research plans to the funding agency. The funding agency usually makes two levels of scrutiny – 1) Technical Review and 2) Administrative Checks.The proposal is expected to show that the research is genuine, meaningful, useful and relevant and the researcher is competent and capable of doing the proposed research.

Tips to Get Started
1. Learn the Organization’s Strategy and Priorities

Make sure you know and understand them (Funding Agency) and also that they can know about you.  Many organizations publish this information; sometimes with project proposal guidelines- sometimes, you need to be resourceful.

2. If you have a good idea; get early buy-in

A good idea is one that supports the strategy and business plans.  Buy-in doesn’t mean approval; it means that the target agency and business users agree that your idea makes sense and is worth developing into a proposal for consideration.

3. If there are written guidelines, follow them

The guidelines tell you what the decision-makers want you to tell them about your project and how they want you to do it.  Your budget or financial office is a good place to start if you need to find the guidelines. Use the guidelines to outline and organize your proposal; it will help ensure that your proposal is complete, and save a lot of time deciding what to write about.
4. Speak with the accounts section

After you have read the guidelines, don’t hesitate to contact the budget office if there is something you don’t understand.It is often risky to develop a proposal when you are not clear on what is required. You are not supposed to be the expert in this area.
5. Tips for Proposal Development

Keep these four tips in mind when developing your proposals:

5.1 Have an Attention in Getting Project

Decision-makers look for projects that deliver the significant business results they are looking for.  Get attention by telling them (clearly, succinctly, in tangible terms) what your project will do for the organization.

5.2 Partner with the Advocates

Team-up with the project’s advocates – preferably, people from the groups who will be asked to pay for it. Senior management is more likely to favor projects that are jointly developed by business organizations.  In addition, projects with clear support from the groups that will benefit get noticed.
5.3 Project Track Record

A successful project is one that delivers the promised results, on time, and within budget.  Decision-makers are more comfortable funding projects for organizations and project managers that can document previous successful projects.  If your track record is not so good, be sure to devote extra attention to demonstrate why things will be different this time.

5.4 Life after Project Funding
Budget decision-makers need and sometimes require information on the post implementation (maintenance and operations) costs of a project.  Many organizations don’t provide this information; the consequence is that sometimes the organization winds up paying the tab instead of the business users.  Including this information can make your project more credible and protect the organization from absorbing additional costs.  

6. Tips about Proposal Contents

You know what you would like to say, but deciding how to organize the information can be frustrating.  You can save a lot of time later, if you decide early on what will go into the proposal.  Remember to check your organization’s guidance.

Here are common parts of proposals and what goes in them:

6.1 Title Page/Cover Sheet

The title should be succinct and clarify the basic purpose of the project: consider including a brief (50 -100) synopsis.
6.2 Executive Summary
Though brief (one page), the executive summary is one of the most important parts of the proposal (senior management may use this to decide if they want to read the whole proposal).  Include the most important points made in the body of the proposal; be clear be brief.

6.3 Statement of Problem or Need
Explains why the project is needed and what the benefit to the business is.  It should be specific, not general; concrete, not vague.

6.4 Goals, Objectives, and Scope

Details of what the project is intended to achieve; the expected outcomes, and what is included.

6.5 Procedures/Methodology

Describes the planned project in detail and most often is structured chronologically; sometimes,  a high – level Gantt Chart is included.  This tells senior management you know what you are going to do and when.

6.6 Personnel Resources

Describes the project team: what personnel will be needed, what they will do and for how long, and what qualifications they will be required to have.  If the project will use consultants, this section should explain the need for them and should describe their credentials and unique qualifications.

6.7 Facilities, Software and Hardware Resources
Addresses the existing facilities and equipment that will be used by the project.  What hardware and software, if any, does the proposal request funding for, and will it be purchased or leased? Why is such hardware and software needed?

6.8 Plan for Continuation of the Project

For many types of project, decision-makers what to see the benefits or activities of the project that last beyond the initial funding period.  If so, the proposal should outline how the project will pass from the development phase to production and who will pay for the ongoing operations.

6.9 Project Evaluation

Tells reviewers how you, and they, will know if the project is going according to plan.  This should cover how implementation progress will be monitored and how you will determine if the project delivered the promised results.

6.10 Budget and Budget Justification

The budget is inextricably related to the project’s work.  Here you will need to demonstrate that there is some reasonable relationship between:

1) What you say the project will cost

2) The work that will be done, and

3) The results you will deliver.

If you are relatively new to proposal writing, you are strongly encouraged to discuss the budget and justification requirements, with your accounts section ( an experienced colleague, or an outside specialist or an advisor).

7. Tips for submitting Your Proposal

You’ve spent a lot of time writing the proposal; you’re convinced that it is a winner.  You think you are ready to send it off.  Wait! Before you do, there are some steps that you can take to avoid some major mistakes.

7.1  Review it Again for Content 

You are probably tired of the whole affair; but, this is the life of your project.   Go through it again from first page to last - - is it logical, easy to follow, easy to understand, includes all the required information, does your executive summary convey the essence of your idea? Also WHETHER it fulfills all the guidelines stipulated by the funding agency….
7.2 Recheck the Numbers

The budget numbers will get early and careful scrutiny, and they will be checked by pros.  Don’t let a simple mathematical mistake undermine all the work you have put into the proposal.  One, often unstated, criteria for proposals is that they must be credible; if your numbers don’t add up, strike one! Please be very specific in your demand, provide proper justification for the equipment and machinery if required..
7.3 Get a Peer Review

Ask a colleague to read your proposal, preferably someone who is not familiar with the issue.  Ask him/her to describe what the project is for, what the business benefits are, and why it is important to the organization.  If your associates can’t answer these questions based upon what you have written, don’t expect senior management to do any better.
8. Submit on Time

Proposal reviewers have to finish their work on your proposal in a very short time.  If your proposal is late (sometimes, even by a day) they may not be able to give the proposal the attention it deserves.
AESTHETICS CHECKLIST

1. Does the cover express something of the content of this proposal or the nature of your organization?

2. Is there a Table of Contents?

3. Is there a title page with all necessary background information describing this document?

4. Is the summary not more than 3/4 of a page long?

5. Does the organization of the proposal enhance the content and make it easy to find/avoid types of information?

6. Are the margins consistent?

7. Is the pagination accurate?

8. Did you use a consistent type-style?

9. Is the copying high-quality?

10. Is your footnote narrative?

11. Did you use color coding?

12. Did you avoid unnecessary charts, tables, diagrams?

13. Is the binding neat and attractive?

14. Has it been reviewed for spelling/grammar/diction?

15. Is the typing accurate?

16. Are the section-headings clear and consistent in format?

TITLE PAGE CHECKLIST

1. Is the information attractively formatted?

2. Does the project/program title communicate meaningful information?

3. Is the source of the funds indicated?

4. Is the funding agency's address given?

5. Is your address given?

6. Is your phone number listed?

7. Is an institutional contact person indicated?

8. Is the title page dated?

9. If required, is the page signed?
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