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	Do
	Don’t

	
 Plan the project first before writing the proposal


 Establish a timetable to write the proposal and complete ITDG’s procedures before the deadline

 Ensure that your project matches the donor criteria


 Follow the donor’s guidelines and format

 Write for your audience 


 Be clear and concise

 Structure your proposal with headings, bullet points, tables and diagrams

 Be honest about what you can achieve



 Explain the need before the solutions

 Demonstrate your understanding of the need and context by including social, economic and political information

 Include references against statistics and quotations


 Identify other organisations with which the project will link up and demonstrate that the project is not duplicating their work 

 Demonstrate that the project will genuinely incorporate gender issues and disadvantaged groups

 Provide specific information on the beneficiaries


 State clearly the purpose of the project for which funding is needed

 Include a strategy for monitoring and evaluation

 Include a realistic budget that adds up


 Ask colleagues to read through the proposal and give their comments

Address the proposal to the right person

 Follow up with the donor if you don’t hear within a reasonable time
	
× Undertake the project development as you write the proposal 

× Underestimate the time it will take to get everything written, approved and submitted

× Waste time writing a proposal without understanding what the donor wants to fund

× Ignore donor guidelines and formats

× Use generic proposals or make your proposal look mass-produced

× Use too many words or unnecessary jargon 

× Use small fonts and margins 


× Be economical with the truth or exaggerate the project’s benefits


× Put the solution before the problem

× Explain the project without also describing the context in which it will take place


× Make unsubstantiated statements or provide unverifiable statistics

× Present the project in isolation



× Write only about women or forget about disabled people or people living with, or affected by, HIV/AIDS

× Be vague about the beneficiaries or assume that they all have the same backgrounds, needs and aspirations

× Be vague about the purpose of the project


× Be vague about monitoring and evaluation

× Do the budget on the back of an envelope at the last minute, under or over budget 

× Submit the proposal without proof reading and correcting it at least twice

× Fail to find out the contact person to whom the proposal should be addressed

× Assume no news is good news




