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PROJECT PROPOSAL
Submitted on DD/MM/YY

Project Title:

Project Period:

Grant Requested:

Target Area(s):

Applicant Organization:
Contact Person: / Title:
Email Address:
Skype name (if any) :
NGO Phone / Fax Numbers:
Address:_(Street Address) (City)

(State/ Country) (postal Code)

In submitting a proposal, please send the following items.

e Copies of your organization’s registration certificate

e Copies of the latest annual and audited reports

e Brochures, pamphlets, other materials

e Organizational chart with list of staffs and board members

e Maps indicating the location of the project site in the concerned state

e Photographs of the target area (if any)

1. Background and rationale of the project
1-1.  Please explain why the project is needed by describing the child labour issue(s) at

the national and state level with qualitative and quantitative data.

1-2.  Please explain if there are any related projects already being done (by
International Agencies, Government, local NGOs, etc.) in the concerned state and

give justification of the proposed project.
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2. Target area and group

2-1.  Please give the situation analysis and problems to be addressed in the target area.

2-2.  Please explain about the target beneficiaries and sectors of child labour you are

addressing with the qualitative and quantitative data.

3. Objectives of the project

Please give the project objectives, main activities to achieve the objectives and the
indicators in the matrix below. Please also give the means of verification for each
indicator including total number of children, number of working children, number of
out-of-school children, number of drop-out children, number of school-going children etc. If

you have more project objectives, please add the items.

Indicator Means of Verification

Project Objective 1:
Activity 1:
Activity 2:

Activity 3:

Indicator Means of Verification

Project Objective 2:
Activity 1:
Activity 2:

3-1.  Please give the expected outcomes and impact of the project

4. Activity Plan

4-1.  Please describe the activities and strategies to achieve the project objectives.

4-2.  Please list-up the stakeholders those who will be engaged in the project in your
organization, target group, local community, government, etc, and explain their
responsibilities and specific roles as well as how they are mobilized under the

project.
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4-3. Implementation plan and timeline: Please explain how will you complete the activities described? (Exactly what resources and staff
are needed?) When will you conduct or complete each activity? (Please plot all project activities across the total proposed length of
the project.)
No. | Activities envisaged In Months
1]/2[34 |5]6[7|8]9]10][11]12]13]14]15]16]17]18

1.1
1.2
1.3
1.4
1.5

2.1

2.2
2.3
2.4

2.5

3.1
3.2
3.3

4.1
4.2

4.3

5.1
5.2
5.3
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5. Monitoring and Evaluation Plan
5-1.  Please describe how you will monitor and evaluate achievements and impacts of
the project.

6. Sustainability of the project
6-1.  Please explain how the impacts of the project will be sustained after ACE funding
ends. Please describe your plan and strategy briefly.

7. Budget outline

7-1.  Please give the detailed budget estimates in conformity with the planned activities.
Please note this is a budget template only, and applicants may add or delete items
as relevant to the operation of the proposed project.

Line Items Unit Quanti | Total Unit Cost, USD ($) Total
Cost ty Unit : Cost
Amount ACE | Applicant | Other in INR
I. Salary
II. Travel

ITI. Project Activities

IV. Miscellaneous

Sub-total:

Total Estimated Costs:

Guidelines:
1. “Units” may be for example the number of months (for staff’s salaries, rent, etc.) or
the number of items (for supplies, trainings, etc.).
2. Salaries should be based on a staff person’s total annual rate, with a certain
number of units (months or weeks) charged to the proposed project.
Miscellaneous should be less than 20% of the total project budget.
4. Applicant will need to cover any necessary banking charges for the withdrawal of
the fund, exchange of money, remittance of fund and/or others.
5. Applicant will need to open and keep accounting documents for the proposed
project.

w0
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MEMORANDUM OF UNDERSTANDING
FOR
(NAME OF THE PROJECT)

BETWEEN (NAME OF ORGANIZATION)
(ADDRESS)
AND ACE (Action against Child Exploitation)

1-20-9-401 Higashiueno, Taito-ku, Tokyo 110-0015, Japan
This Memorandum of Understanding (MOU) is entered into by (NAME OF ORGANIZATION),
hereinafter referred to as "Applicant”, and ACE (Action against Child Exploitation), hereinafter referred to
as "ACE" for the purpose of developing a partnership between the parties for the implementation of
(NAME OF THE PROJECT) in:
(TARGET AREA OF THE PROJECT)

hereafter referred to as “Project”.

The purpose of this agreement is to establish an effective partnership to provide effective financial support
for a respectful delivery, monitoring, and evaluation of the project in accordance with the project proposal
and budget plan submitted by Applicant.

A. As funding agency, ACE will:

1. Grant $(NUMBER) (Approximately (NUMBER in Local Currency)) financial support for the
requested projects by Applicant in the attached project proposal.

2. Monitor the progress and evaluate the result of Project based on the reports to be submitted by

Applicant as well as the occasional site visit to the project area.

3. Reports the progress and results of the project to the members of ACE and other donors in Japan

based on the reports submitted by Applicant as well as the results of site visit.

B. As project holder, Applicant will:
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1. Provide ACE with an official receipt for the grant received.

2. Use grant properly and exclusively for the implementation of the Project and not to use the grant

for purposes other than the implementation of the Project.

3. Be fully responsible for the effective implementation, monitoring and evaluation of the Project,
provided that fund agreed by both parties is paid to the Applicant in accordance with the attached

project proposal.

4. Submit the following reports on the progress of the Project;
A) two (2) project progress reports every (NUMBER) months after the Project start.
B) one (1) project completion report and financial report within one month after the
completion of the project period as stated in this MOU.
C) informal monitoring reports that ACE may ask for during the implementation of the
project.

5. Complete the Project within (NUMBER) months as stated in the attached project proposal.

6. Consult with and acquire prior agreement by ACE in case the Applicant wishes to;
A) change how the grant is spent from the budget plan stated in the attached project
proposal,
B) change the activity plan of the Project,
C) suspend and/or terminate implementation of the Project,
D) extend the completion date of the Project,
E) return the grant to ACE,

F) mobilize any resource other than mentioned in the budget, particularly by other donors.

7. Cover the following expenses necessary for implementation of the Project;
A) additional fees and expenses that may require aside from the budget stated in the
attached project proposal,
B) any necessary banking charges for the withdrawal/exchange of money, remittance of

refund and/or others that will be required after the fund is remitted by ACE.

8. Return the grant residuum, if any, to ACE upon the completion of project activities in accordance

with the attached project proposal.

9. Keep accounting documents that verify how the grant was spent for at least one year after the
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completion of the Project.

10. Provide ACE with documents relevant to the Project including financial documents upon request
by ACE.

11. Consult with ACE on any matter arising in connection with this agreement.

12. Recognize that ACE reserves the right to claim a refund of the grant in case the Applicant uses the

grant for purposes other than the implementation of the Project, or when the Applicant suspends or

terminates the implementation of the Project.

C. The total grant including remittance charge will be paid to the Applicant with single installment.

This agreement is entered into for the duration of the project (grant) period between DD/MM/YY and
DD/MM/YY and may be modified at any time by mutual agreement.

NAME

POSITION, NAME OF ORGANIZATION Date
ADDRESS

NAME

POSITION, ACE (Action against Child Exploitation) Date

1-20-9-401 Higashiueno, Taito-ku, Tokyo 110-0015, Japan

Attachment 1: Bank information

Attachment 2: Project Proposal
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Mid- Term Progress Report:
The first 6th Month: Period from DD/MM/YY to DD/ MM/YY

Submitted on DD/MM/YY

Project Title:
Name of Organization:
Person Completing this Report:
Address:

Phone / Fax Number:
Email Address:
Skype name (f any) :
Amount of the Fund Provided:
Project Period:
Target Area(s):

1. Progress of the Project

Notel: If you have more than 2 Target Areas, please copy section 1 for each target
area to mention the same agenda and the information.

Note2: Please send the following items together with this report.
e Photographs of the project activities as well as spotlight stories.
e  Brochures, booklets, etc, any materials made out of the project fund Gf any)
e Articles, letters, etc, any documents related to the project Gf any)

Target Area # : (Name of the Village)

1-1. Please give the project objectives, main activities to achieve the objectives and
the level of its achievement using indicators in the matrix below. Please also
indicate the means of verification for each indicator. For this report, include your
overall total numbers only for each indicator. If you have more project objectives,
please add the items.

Before The first 6 Indicator | Means of
Intervention Months Verification
Project Objective 1:
Activity 1:
Activity 2:
Activity 3:
Indicator | Means of
Verification
Project Objective 2:
Activity 1:
Activity 2:
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1-2. Summary of the main interventions/activities: (Please indicate the date and/or
number of times of main activities carried out during the first 6 months, such as
meetings, trainings, workshops, campaigns etc. Remarks can include the related
information such as No. of participants, achievements, issues raised, etc,.)

Main Activities Date/Month/Year Remarks
(meetings, trainings, workshops, and/or (# of participants,
campaigns etc) number of times achievements, etc)

1-3. Improvements and Positive impacts as a result of Interventions:

1-4. Spotlight Stories: (Specific case stories of children and people involved in the
project)

1-5. Challenges, Difficulties and Negative impacts faced during the project: (if any)

2. Changes from the Original Action Plan: (If you made any changes in the original
action plan, please explain the details including the reasons.)

3. Prospects and plans for the future: (Please mention the prospects and plans for
meeting the project target by the end of project period.)
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4. Financial Report: (Please report the utilization status of the project fund.)

Items Budget Actual Expenses Balance
for this period

Total Amount

4-1. Changes from the Original Financial Plan: (If you have any expenses which
was not planned, please explain the details including the reasons.)

Signature: Date:
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Project Completion Report
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Submitted on DD/MM/YY

Project Title:
Name of Organization:

Person Completing this Report:

/ Designation:

Address:

Phone / Fax Number

Email Address:

Skype name (if any) :

Amount of the Provided Fund:

Project Period:

Target Area(s):

Reporting Period:

Project Period:

Note: Please send the following items together with this report.

e Photographs of the project activities

e Brochures, booklets, etc, any materials made out of the project fund (f any)
e Articles, letters, etc, any documents related to the project (if any)

1. Achievements and Monitoring of the Project

1-1. Please give the project objectives, main activities to achieve the objectives
and the level of its achievement using indicators in the matrix below. Please
also indicate the means of verification for each indicator. For this report,
include your overall total numbers only for each indicator. If you have more

project objectives, please add the items.

Before After Indicator | Means of
Intervention Intervention Verification
Project Objective 1:
Activity 1:
Activity 2:
Activity 3:
Indicator | Means of
Verification
Project Objective 2:
Activity 1:
Activity 2:
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1-2. Please summarize your target beneficiaries and major activities in the
project.

1-3.  Please explain the results of major activities by indicating data such as
timing and number of meetings, trainings, workshops, number of people
participated, issues raised at the meetings, achievements, etc,.

Major Activities Date/Month/Year No. of Remarks
(meetings, trainings, and/or participants | (issues raised,
workshops, campaigns etc) No. of times achievements,
etc)

1-4.  Did you have any major changes from the original activity plan mentioned in
the proposal? If YES, please explain the details including the reasons.

1-5. If you find any unexpected positive changes brought about by the project in
the target area(s), please explain.

1-6.  Please explain the challenges or difficulties faced during the project
1mplementation in order to achieve the project objectives.

1-7. Do you think that impacts and achievements of the project will last after the
completion of the project? Please explain including the reasons.

1-8.  Please explain how you are going to follow up the project and its target

area(s) after the completion of the project.
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2. Spotlight Stories and Best Practices

2-1.  Please give some specific case stories of children and people involved in the
project. Please attach 2-3 photographs relating to the stories.

2-2.  What parts of your project (think about your activities, methodologies,
relationships, management, monitoring — all aspects of your project!) do you
think could be considered as Best Practices?

3. Communication with ACE

3-1.  Did you submit your six-monthly reports to ACE on time? If YES, please
explain briefly how easy or hard was it to complete and submit the reports on
time? If NO, why not?

3-2.  Did you communicate with your ACE contact staff without any problems?
If any, please explain briefly how easy or hard was it to contact these staff?

3-3.  Please give comments, suggestions, or observations to improve the
communication with ACE Gf any).
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4. Financial Report

4-1.  Please report the utilization status of the entire project fund. Additionally,
please note this is a financial report template only, and you may add or
delete items as relevant to the operation of the project.

Particulars Budget Actual Balance
Expenses
for entire project
period

Receipt:

Grant Received from ACE

Other grants

Contribution from organization
Total

Payments:

1. Salary

2. Travel

3. Project Activities

4. Other Direct Expenses

5. Miscellaneous Expenses
Total

Closing balance

Total Amount

4-2. If you have any expenses which were not planed in the original proposal,
please explain the details including the reasons.

Signature: Date:
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