ASEAN Foundation Project Proposal Format

1. Project Title 


The title should be brief, but sufficiently precise to identify the project.  
2. Problem to be addressed

The first paragraph of the project proposal should define the problem(s) that the project will address. This section should be limited to a brief statement of the problem. In general, one project should focus on one large problem. The statement of a single problem will lead to the statement of a single objective.

3. Background, Problem Analysis and Justification

A. Background  

This section should provide factual information about the context of the problem that is to be addressed. 

B. Problem Analysis and Justification

This section should present a logical analysis that justifies regional action and should discuss the following topics and questions:


Problem analysis.   What are the underlying causes of the problem to be addressed? 

Regionality.  Is the problem regional in nature? Can the problem and its causes be effectively and appropriately addressed at the regional level? 

Participation.  Which ASEAN member countries want to participate in this project?

Beneficiaries.   Who will be the likely beneficiaries of a solution to the problem or need?
Commitment and sustainability.  What complementary national actions are interested member governments currently implementing to address the problem or would be needed along with regional action to fully address the problem? 

4. Possible Solutions


The purpose of this section is to ensure that alternative strategies or approaches to solving the problem have been identified and assessed.  What possible approaches to the problem were identified in the problem analysis?  Are there other possibilities? What are the advantages and disadvantages of pursuing each option?  What would be the consequences of doing nothing?  What strategy has been selected as the best approach to solve the problem?  Why is this option regarded as the best approach? 

5. Objective and Success Criteria

Objectives
This section should include: (a) the objective statement of the desired or intended results to be achieved by the end of the project or activity; and (b) the statement of criteria for successful achievement. 

Note: This section should define a successful solution to the identified problem or the meeting of the identified needs. 

Success Criteria

This section should set the quantitative and/or qualitative standards for successful achievement. These criteria will enable the measurement of the extent of project success.  Such measurement will enable the evaluation of the project in terms of the purpose for which it was formulated.  

6. Outputs

This section should describe the complete results or finished products that are produced and utilised in order to achieve an objective ---- a methodology of how to achieve the outputs.  Several outputs may be necessary to enable the achievement of an objective. The vocabulary chosen to define outputs should describe finished products or completed results, e.g., "a feasibility study" or "trained personnel".  This section should list and briefly describe the outputs to be produced for the achievement of each project objective.  

7.  Indicative Work Plan

This work plan should identify and graphically illustrate the activities in the logical order that are necessary for the production of each output. The vocabulary of activities should describe actions, e.g., "implementation of training" or "consultations with member countries’ social welfare departments".  It is necessary to not only define the activities that will be undertaken for each output, but also to plan their timing, sequence, and duration of each activity.  Indicate also the party responsible for carrying out the activity. 

8.  Management and Implementation Arrangements

Management Arrangements
The Management Arrangements should identify the project manager who will be responsible for the achievement of the project objectives.  The project manager must see that the planned work is actually done and that finished work actually achieves the objective.  

Implementation Arrangements

The Implementation Arrangements define the organisational unit or the personnel who will actually produce the project's outputs.  The implementers, who may be consultants, experts or personnel of ASEAN governments should be identified for each output.  Reporting requirements and relationships should be explained as an element of the implementation arrangements. 

Note: To ensure full understanding of roles and responsibilities, the project manager should identify "parties responsible" for implementation of each activity when he/she revises the indicative work plan into the actual work plan after project approval.

Note: Contact details of Project Manager / Implementing Agency should be provided.
9.
Inputs

There may be many possible combinations of inputs that can produce the proposed outputs. The formulator of the project proposal should seek to identify inputs that will enable efficient project implementation, that are appropriate to the work to be done, and that are cost effective.  As an aid to the determination of inputs, the project formulator should refer to the Indicative Work Plan. The questions that project formulators need to consider in regard to the selection of inputs include: 

-  Which inputs should be used?  

-  What kind of inputs? 

-  How many? (for consultants or equipment)  

-  What duration?  (for personnel assignments)  

-  How much does it cost?  

Major inputs required for the production of each output should be presented on a table. The purpose of the table is to facilitate the selection of appropriate inputs and to enable project implementers and appraisers to easily understand the relationships between inputs and outputs. The table should describe inputs in five categories: contracted personnel, contracted organisations, equipment, supplies and services, and travel and DSA.  Additional details, such as TOR for contracts, should be provided and attached as annexes.

10.
Cost Estimates

The selected inputs and their costs are consolidated on a project cost estimate which should be presented on a spreadsheet. 

11. 
Other Attachments

The attachments listed and described below should be appended to the project proposal as necessary or appropriate.


Mobilisation Plan
A plan should be prepared that describes how the project will be activated once it is approved.  The preparation of this plan is especially important when the finalisation of funding arrangements remains to be done.  This plan could also include the designation of the project manager and any other steps that must be taken to enable the project manager to initiate implementation of the project.


Explanation of Cost Estimates
This attachment should explain how cost estimates were determined for major inputs. Provide supporting information should explain how budget figures were calculated.

Terms of Reference (TOR) for Contracts.   

This attachment should describe the scope of work, the duration of work, and remuneration package of the individual, firm, non‑ governmental organizations or other institutions. 

Other Attachments. 

Other attachments may be provided in order to explain or clarify the project proposal.  These might include explanatory technical data, bibliography, or list of participants. 
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