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(insert name of Project)
	Part One - OVERVIEW
	

	Project Name:
	
	Location:
	

	
	
	
	

	Lead Member:
	
	Implementing Partner:
	

	
	
	
	

	Contact information: 
Address
Telephone
Email
Website (if applicable) 
	
	Contact Information: 
Contact name:
Address
Telephone
Email 
	

	
	
	
	

	Primary Sector:
(Education, Water, Agriculture, Health, Income Generation)
	
	Timeframe:
When the proposed activities and your commitment to this project will start and end.  
	

	
	
	
	

	Project Budget: 
Include the overall budget for the project and the amount you commit to raise for this project.  Please also fill out the attached Budget Form for a breakdown of all costs
	
	Partner Contribution:
What is the Implementing Partner Agency contributing to the project? e.g. volunteer administration, portion of funds etc?
 
	

	
	

	Funding strategy:
Explain briefly how you hope to raise the funds in Canada  for the project activities.

	

	
	
	
	

	Volunteer Opportunity:
Is there an opportunity for Canadians to participate in project activities, training or projects visits for monitoring progress? 
	
	Intermediary type:
Please specify which type of Intermediary arrangement is best suited for implementation of the project as defined by the Canadian Revenue Agency (CRA) ?
	JOINT VENTURE - A joint venture
participant is an organization that a charity works with to carry out a charitable activity. The charity and one or more joint venture participants pool their resources to accomplish their goal under the terms of a joint venture agreement.


	CRA DEFINITION OF INTERMEDIARY TYPE
AGENT - An agent is an intermediary that agrees to carry out specific activities on a charity's behalf. A charity often uses an agent when the charity cannot send its staff to a region to carry out an activity.
JOINT VENTURE - A joint venture participant is an organization that a charity works with to carry out a charitable activity. The charity and one or more joint venture participants pool their resources to accomplish their goal under the terms of a joint venture agreement.
CO-OPERATIVE - A co-operative participant is an organization that a charity works side by side with to complete a charitable activity. Rather than pooling their resources and sharing responsibility for the project as a whole, as in a joint venture, the charity and other organization(s) instead each take on responsibility only for parts of the project.
CONTRACTOR - A contractor is an organization or individual that a charity hires to provide goods and/or services. For example, a charity might hire a for-profit construction company to build temporary housing for homeless individuals. A contractor is an intermediary with whom direction and control is usually exercised through the terms and oversight of the contract between the charity and the person or business providing the goods or services.


Part Two – NARRATIVE
This section will provide more detail about your project and help you think through some of the development issues and management aspects of the project. Please be as concise as possible. It is not a test but a document we can use to demonstrate to our members, donors, and the Canadian government that your project is legitimate and contributing to our overall corporate objectives. It does not need to be long. Please only include information that is pertinent to the project or component of the project you are planning to support through DevXchange. 
	1.
	Summary: In one paragraph describe what your project is about and what you hope to achieve

	
	

	
	

	2.
	Project background: Provide information about the work done in the area by your proposed implementing partner and any information on how the idea originated. Include any alternative ideas or solutions that were considered to address this need. Please also describe how you chose your project name and organization name.

	
	

	
	

	3.
	Assessment of need: Provide information on how the needs for this project were evaluated.  Include important findings and aspects of geography and climate, populations (how many people will be directly affected?) and demographics, political and security situations, the economic situation and social dynamics of the assessed area, as it pertains to this project. Please do not include irrelevant information. One paragraph to half a page is sufficient.

	
	

	
	

	4.
	Community or Beneficiary Contribution and/or Commitment: Describe the benefiting group (ethnicity, socio-economic status, occupations, relationship and decision-making structures). Provide information on:
1. How the group that will benefit from this project have indicated their support for it.
2. What they are willing to contribute to the activities or costs (e.g. paying back loan, contributing free labour, etc.)
3. How stakeholders will be involved in planning and decision making.

	
	

	
	

	5.
	Identify Potential Barriers Provide information on:
· Potential problems your project might encounter during planning and implementation that could prevent the beneficiary group from realizing the full benefits.
· Some possible interventions that could be implemented to address these problems.

	
	

	
	

	6.
	Personnel:  Provide the positions/organizations of key personnel involved in the project and their roles and qualifications. Include the expected use of volunteers and any special skills which you would require them to have.

	
	

	
	

	7.
	Orientation/training: Provide an overview of the orientation and any specific training that volunteers and personnel will require – if relevant

	
	.


	
	

	8.
	Sustainability: Identify:
· How the project will continue after your involvement.
· Any transition that will take place in terms of transferring responsibility of project activities from the Implementing Agency to Beneficiary group
· How sustainability will be measured (e.g. cost recovery, financial commitment, technical/managerial capacity, community commitment and ownership)

	
	. 


	
	

	9.
	Project management: Provide information on:
· How the project will be managed and what the responsibilities of the parties and persons involved will be
· How you will ensure that beneficiary group is taking on more responsibility for the development of the project
· How you see the project being managed past your involvement

	
	

	
	

	10.
	Monitoring and reporting: How will you monitored the project and ensure your implementing partner is meeting objectives and using the funds as specified in the Financial Plan. 

	
	. 


	
	


.
Part Three – OBJECTIVES & FINANCIAL PLAN
	1.  ACCOUNTING INFORMATION


A. Does the project have a separate bank account for the project in the project country?         
B. What kind of accounting / bookkeeping system is used for the project in-country? (Accounting Software?, Manual?)
      C. Is there a bookkeeper/accountant in-country that handles and tracks the finances?                                                       

Does the project have an annual audit?                                                                                                                                      
	2.
	PROJECT  PLAN DETAILS

	
	What do you hope to achieve and how will you measure achievement?
	
	What activities will  accomplish this?
	
	What inputs will you finance to 
accomplish each activity? 
This can be. salaries, supplies, transportation etc/.

	
	Specific objectives
	Indicator of achievement
	
	
	
	List Inputs
	Anticipated cost: 
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