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Please refer to Project Proposal Form Guidance while completing this form
Step 1: Have you completed and submitted a Concept Bid and now been invited to submit a Full Proposal?  YES/NO	Choose an item.				
	If yes to whom?



1. Basic Information

	Foreign Policy Priority
	

	Fund/Programme
	

	Programme Indicator
	

	Country Business Plan Objective
	

	Project Title
	

	Countries covered
	

	Implementer/Organisation
	

	Cost to FCO (total from Budget below)
	

	Project Start Date
	
	Project End Date
	



	Project Purpose (One sentence only - about 10/12 words, describing the anticipated change. The immediate outcome or direct benefit the project will achieve resulting from the activities and outputs).

	



	Indicators of success (evidence: how we will know the purpose (above) has been achieved?)

	Status before project/baseline data (what is the situation before the project starts?)
	Source of information (where will you obtain the information to demonstrate if the indicators have been achieved?)

	


	
	

	


	
	


	


	
	



                                                                                                                                                                                   
	Outputs (The results of project activities.   
These should be sufficient to achieve the project purpose.)
	1.
2.
3.


	Main Activities (List the tasks to be done to deliver the outputs. Please link  activities to outputs through the numbering, e.g. output 1 may have three activities, 1.1, 1.2 and 1.3)
	1.1
1.2
1.3
2.1
2.2
2.3
3.1
3.2
3.3



Background
(250 words max.  Please include the rationale, the context and relevant work conducted in this area by others)
	












2. Project Risk Analysis

	Risk Description
	Likelihood
	Impact
	Management

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	



3. Project Stakeholders (eg Government, media, other NGOs, academics, other donors, etc)
	Stakeholder
	Interest
	Likely Impact +/-
	Management

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	



4. Institutions
	Please briefly describe the implementing organisation’s capacity to deliver the project (1 paragraph max)

	



	Please briefly describe the level of participation of beneficiary group(s) in planning the project? (1 or 2 sentences max)

	





5. Project Budget
	Has funding for this project been sought from other donors (EU, DfID, other countries), private institutions or co-funding with the host government?   YES/NO?
	Choose an item.



	If no, why not?
	If yes, please complete below.

	


	Name of organisation?

	
	

	
	Have you heard the outcome? Briefly describe the position.

	
	

	
	Type (e.g. in kind or budget) :

	
	

	
	If budget, amount:



6. FCO Costs

	Proposed start date of project
	
	Estimated end date
	

	Please state how costs will be divided in each Financial Year
(FY April – March)
	FY 20**/**
FY 20**/**
FY 20**/**
Total cost to FCO
	

	Total Cost of Project? (FCO/other donor(s))
	



	
The FCO has committed to substantially increase its contribution to UK Official Development
	
	
	

	Assistance (ODA) in order to meet the UN target of 0.7% GNI devoted to ODA by 2013. We must record and monitor ODA project expenditure. To count as ODA the following criteria must be met: (1) the project must occur in the DAC-listed country and (2) the main objective of the project must promote welfare, education, good governance and economic development in the recipient state.

	ODA - is this Project “ODA-able”? 
	Yes/No         Choose an item.

	DAC listed countries
	



7. (a) Procurement
	External Contracting and Procurement.
Larger projects (over €125,000) should be in line with EU purchasing guidelines. 

FCO Corporate Procurement Group can advise further.

Please list the third party goods and services you require to deliver this project:

· 


	Have you considered EU thresholds for the project (these might be subcontracts within the project) as highlighted in the box above? Yes/No

	Choose an item.



 (b) Procurement
	How will you ensure that all procurement is fair and transparent and seeks value for money (VFM)

	



8. Sustainability (how will the project ensure benefits are sustained after the project has come to a close?)

	





9. Longer Term Impact (what long term impact is anticipated?)
	



	
	
	
	
	
	
	

	
10. Monitoring & Evaluation Plan

How will the project be monitored?  Who will do this?  When / how often?  How will beneficiaries be involved?
	Method
	Intervals
	Carried out by
	Beneficiary Involvement

	


	
	
	



The project completion report is due within 3 months after the project is over and is linked to the final payment.
	All projects require a project completion report.  In addition, it is recommended that all projects over £100,000 have an internal FCO evaluation. Have you included the cost of evaluation in your budget or will the Programme Manager retain the budget for this?  Please note other projects below these thresholds may also require an evaluation.


	What evaluation arrangements do you envisage for this project? 




	
	
	
	
	
	
	0

	
	
	
	
	
	
	
	


11. (a) Cross-cutting Effects of the Project

	Have you considered cross cutting effects? e.g. Environment & Diversity? What impact will the project have on cross-cutting effects?

	



	11 (b) Human rights (HR) assessment (refer to guidance material)

	Is there a serious risk of any HR violations occurring as a result of the delivery of this project?  

Only if YES:
	|_|Yes    |_|No If Yes please answer the following additional questions.  If no, please now go to question 12   

	Specify what those HR violations are
	1.
2. 


	Describe the evidence base that has been used to identify and assess the above risk
	1.
2.

	How would the risk of those HR violations be mitigated
	1.
2.


	Is there still a serious risk of a HR violation occurring as a result of delivery of the project once all appropriate mitigating steps have been taken?
	|_|Yes    |_|No




12. Post Contact Information

	Post
	
	Contact e-mail address
	

	Contact number
	



13. Implementing Organisation

	Name of Implementing Organisation
	

	Contact Name
	

	e-mail/fax or phone
	



14. Beneficiary Organisation(s)
	Name(s) of Beneficiary Organisation(s)
	

	Contact Name(s)
	

	e-mail/fax or phone
	



15. Activity Based Budget
Now complete the Activity Based Budget
Add additional rows as necessary or complete a separate excel spreadsheet for the Post/Board.





16. Post Comments Log

	Date
	Comment

	


	




17. Programme Team Comments

	Date
	Comment

	


	



18. Programme Panel Comments

	Date
	Comment

	


	



	Now submit this bid to the Post Project Committee for agreement and sign off (electronic acceptable).  (Programme Teams have been advised not to accept a bid if this is not done.)




Signature:
(I confirm that all relevant budgetary details have been submitted with this bid and I am content for this bid to now be considered by the relevant FCO Board)
Name:
Programme Board Committee Chairperson:
[bookmark: _Hlt293501394][bookmark: here][bookmark: Guidance]
Annex A

Full Project Proposal Form
Guidance for Completion

Introduction
This guidance is intended for implementing organisations completing the Foreign & Commonwealth Office’s project proposal form.  You should also refer to the specific programme strategy for the fund to which you are bidding.  For further assistance, contact the Post Project Officer (PPO) at the British Embassy or High Commission.  The project proposal form should succinctly set out the details of the project, enabling the Programme Appraisal Board to assess whether the project should receive funding.  

Concept bids
Concept proposals provide the minimum amount of information needed to determine whether a project idea is worth developing into a full proposal.  They save on unnecessary work if a project idea is rejected at the outset.  

If you have completed and submitted a Concept Bid and been invited to submit a Full Proposal please proceed as follows:

Completing the form

The final decision on whether or not to fund a project can only be made on a fully developed proposal. Please ensure that you fill out each section thoroughly.

1. Basic Information
Foreign Policy Priorities:
The FCO has three Foreign Policy Priorities and an overarching chapeau:
1) Safeguard Britain’s national security by countering terrorism and weapons proliferation, and working to reduce conflict
2)  Build Britain’s prosperity by increasing exports and investment, opening markets, ensuring access to resources, and promoting sustainable global growth
3) Support British nationals around the world through modern and efficient consular services
· Strengthening the rules based international system in support of our values
Enter the Foreign Policy Priority which applies to your project. Please consult the PPO for guidance as appropriate.
Fund/ Programme: Enter the name of the relevant fund or programme to which you are bidding.

Programme Indicator:  Enter the indicator that you will find in the specific programme strategy. 
Country Business Plan Objective:  Leave blank.  PPO to complete.

Project Title:  Use a short and succinct project title.

Countries covered:  Name the country/countries in which the project will be implemented.

Cost to FCO:  This is the total FCO cost of the budget, taken from the costs section below.  The summary total is placed here so the Board can quickly see the costs involved.

Project Start and End Dates:  Enter the anticipated start and end dates.

Project Purpose:  This should be one clear and succinct sentence describing the anticipated change.  What is the immediate outcome or direct benefit the project will achieve?  Think in terms of the immediate change or overall result that the project aims to bring about.  This is the fundamental reason you are doing the project.  It should not contain project details which can be described elsewhere on the form.

Indicators of success against purpose:  List here what you envisage project completion will look like.  What might we measure to know the purpose has been achieved?  What will the new situation look like?  This is very important, as the FCO will use these to measure project performance.  You should describe, in specific and measurable terms what you would measure to demonstrate that the project has achieved the project purpose. Indicators should be SMART: Specific, Measurable, Achievable, Relevant and Time-bound.

Status before project/ baseline data: Briefly describe here with specific, factual data what the current situation looks like before the start of the project.

Source of Information:  Where will you source the information to establish whether the indicators of success have been achieved?

Outputs:  Please list here all of the outputs you expect the project activities to deliver. What are the specific, deliverable results expected from the project activities which should be sufficient to achieve the project purpose?  Outputs are what we deliver directly from the activities (below) and should be within (or just about within) our control.

Main Activities:  List the tasks which are planned to deliver the outputs.  Activities should be listed in a logical order and numerically linked to the relevant output so that the Programme Team can assess whether the activities can realistically produce the outputs.  Background on the activities should be provided in the next question.

Background:  Using a maximum of 250 words please give appropriate background.  

2.  Project Risk Analysis
Risk Description:  Describe the specific risks which would affect the achievement of the project purpose.  You should consider risks at all levels of your project; i.e. political, stakeholders, administrative, internal project risks.  What might stop you doing the activities and so prevent you delivering the outputs? What might cause delays? 

Likelihood:  How likely is the risk?  High, Medium or Low?
Impact:  If the risk were to happen, what would be its impact on the project?  High, Medium or Low?

Management of the risk:  How will you address the risk?  You might tolerate it, i.e. accept it’s a risk but continue anyway, or do something to reduce the chance of the risk happening or its impact, for instance, by adding some activities into the project plan.

3. Project Stakeholders
Stakeholder: Please list the key stakeholders. This list should include any parties who directly or indirectly receive the benefit, or sustain the costs, or can influence the outcomes of the project e.g. Government, media, NGOs, academics etc.

Interest: What interest does the stakeholder have in the project?

Likely Impact: What impact could the stakeholder have on the outcomes of the project? Is this impact positive or negative? 

Management: How will you manage your relationship with the stakeholder?
4. Institutions 
Briefly describe the implementing organisation’s capacity to deliver the project i.e. their resources, experience, expertise etc.

Also, describe the level of participation of the beneficiary groups in the planning of the project. 
5. Project Budget
Has funding for this project been sought from other donors, private institutions or co-funding with the host government?  Is the answer yes or no?  If yes, provide details.  If no, please explain why not then go to section 6.
6. FCO Costs
Enter the project start/ end dates and spend for each Financial Year (FY).  The FY runs from 1 April to 31 March.

Official Development Assistance (ODA):  Can this project be categorised as ODA? The FCO has committed to substantially increase its contribution to UK ODA in order to meet the UN target of 0.7% GNI devoted to ODA by 2013. We must record and monitor ODA project expenditure. To count as ODA the following criteria must be met: (1) the project must occur in the DAC-listed country and (2) the main objective of the project must promote welfare, education, good governance and economic development in the recipient state. Please enter Yes or No
7. Procurement 	
(a) The UK is committed to ensuring that we procure goods and services using an open, competitive process that ensures value-for-money.  As part of this, implementing organisations should ensure that any procurement of goods and services is fair and transparent.  Implementing organisations can consult UKTI staff in Embassy Commercial sections for suggestions of suppliers of goods and services.  Procurement should be in line with EU procurement guidelines for goods or services valued over Euros €125,000).  
(b) How will you ensure that procurement is fair and transparent and seeks value for money?

8. Sustainability
This is a key question.  How will the benefits of the project be sustained after it has come to a close?
9. Longer Term Impact
What long term impact is anticipated from the project?  How might it contribute to the Country Business Plan Objectives or the Foreign Policy Priorities?  Although the project purpose describes the immediate change, wider impact may take longer.  For example, the purpose may be for the government in the host country to sign up to some new legislation.  Whilst this may be achieved, the impact will require implementation of the legislation and subsequent enforcement by the courts.

Looking at project outcomes, you may wish to comment here on additional changes or benefits the project may trigger,  e.g. closer or more cooperative interdepartmental liaison within the country or an enhanced bilateral standing between the country and the UK.     

9. Monitoring and Evaluation Plan
Method: How will the project be monitored?  Give details of the systems proposed for monitoring process e.g. progress reports; site visits; spot checks. 

Intervals: When will monitoring occur? e.g. weekly, monthly, quarterly, at key stages in the project cycle

Carried out by: Who will do it? 
Beneficiary involvement: How will the project beneficiary be involved in this process?

Project Completion: A Project Completion Report is due within 3 months (3 months is a maximum) after the project is over and is linked to the final payment.  It is required for all projects. 

Evaluation: All projects over £100,000 require evaluation and can be arranged by the Post Project Officer or other FCO staff with the FCO Evaluation Cadre

11. Cross-cutting Effects of the Project
The UK is committed to promoting human rights, diversity and environmental responsibility.  This question gives you the opportunity to describe how your project can maximise positive impact and avoid detrimental effects in these areas.
(a) Please list the cross-cutting effects of your project
(b) Human Rights assessment:  Is there a serious risk of any serious human rights violations occurring as a result of the delivery of this project? If so, please complete the additional questions in this section.
12. Post Contact Information

List the contact details of the PPO responsible for the project.
13. Implementing Organisation

List contact details.

14. Beneficiary Organisation

List contact details.
15. Activity Based Budget

The Activity Based Budget should be your best forecast of the costs of the proposed project activities.
Consider all of the Main Activities listed in section 1 and estimate their individual costs.  Enter the costs in the months where you expect the activities to be completed.  For example, if the project will run 3 workshops, include the number of participants and break costs down into key component parts on separate lines in the spreadsheet.  This may include consultant costs, travel and accommodation, venue hire, etc.   Administration costs should not exceed 10% of the total project costs. 
16. Post Comments Log

Leave blank. This is where the PPO can add comments as the project develops, allowing them to keep an ongoing record e.g. discussion at the Post Programme Board.  These should be succinct.
17.  Programme Team Comments
Leave blank.  Used by the Programme Teams in London only.
18. Programme Board (Panel) Comments 

Leave blank.  Used by the Panel or Board to record comments.
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Activity 

Number

Activity Apr May Jun Jul Aug

Total £0.00 £0.00 £0.00 £0.00 £0.00


Microsoft_Office_Excel_Worksheet1.xlsx
Sheet1

		Activity Number		Activity		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec		Jan		Feb		Mar		Total

																														£0.00

																														£0.00

																														£0.00

																														£0.00

																														£0.00

																														£0.00

																														£0.00

																														£0.00

				Total		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00
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