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PROPOSAL DEVELOPMENT GUIDELINES 
 
A good proposal should have an executive summary, which gives a bird’s eye view of the 
problem, methods, activities and expected outcomes. The main body of the proposal should 
contain the following: 
 
Cover Page 

1. Title of the Proposal. 
2. Duration of the Project in Months. 
3. Name of Organization. 
4. Physical Address, Telephone and Email. 
5. Contact Person. 
6. Location of the Project (Sub-location, Location, Constituency, District, Province). 
7. Amount Requested in Kenya Shillings  
8. Level of Support ( Constituency, District or National) 
9. Priority Area Covered by the Proposal 

 
Executive Summary Page (Should not exceed half a page)  
 
Main Proposal 
 
1. INTRODUCTION: The section should give information on the organization developing the 

proposal. This includes when the organization was registered, its mandate, previous and 
current relevant activities, partners, networks and other collaborators.  

2. BACKGROUND:  The section should cover statement of the problem, current situation and 
justification 

3. OBJECTIVES: The section should cover 2-3 objectives of the proposal. These objectives 
should be specific, measurable, attainable, realistic and time-bound.  

4. METHODOLOGY:  The section should describe the geographical area, target population 
including numbers, procedures/strategies of implementation, data collection, analysis and 
management (where applicable).   

5. WORK-PLAN AND BUDGET : The section should summarize the proposal in a matrix, 
indicating against each of the 2-3 main objectives, main activities, timeline, responsible 
persons and estimated cost as shown below.  
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 OBJECTIVES MAIN ACTIVITY TIMELINE  RESPONSIBLE 
PERSON 

ESTIMATED 
COST 

1      
2      
 
 
6. MONITORING AND EVALUATION : The section should address issues such as how 

indicators monitored are to be followed up. Have the responsibilities for reporting been 
clearly stated? Has the organization been submitting regular M&E reports to NACC through 
its decentralized structures and how will this be improved? 

7. INSTITUTIONAL CAPACITY:  The section should describe organizational structure, 
management capacity, human resource capacity, fiduciary arrangements as well as partners 
and collaborators.   

8. ACCOUNTING CAPACITY:  The section should describe the organization financial 
system including banking details in place. 

9. SUSTAINABILITY.  The section should address how the activities would be sustained after 
the financing is over. 

POTENTIAL IMPACT/EXPECTED RESULTS/OUTPUT: This section should 
describe a maximum of 2-3 potential outputs/outcomes expected stating the target of the 
expected result/output 


