Partnership Proposal Document
Checklist

Please check that your Proposal is complete before sending to USAID Pakistan Jobs:

The Proposal:
 FORMCHECKBOX 

All four sections (including Logical Framework and Budget) of the Partnership Proposal Form are filled out and complete in all respects

 FORMCHECKBOX 

One  copy of Partnership Proposal form attached. 
 FORMCHECKBOX 

In the case of a registered company/organization, please attach one copy of the documents attested by the President/CEO of the organization with original proposal:

a) Copy of the Registration Certificate of organization,

b) Copy of the statutes or Article of Association/Constitution & byelaws,

c) Copy of the most recent Annual Report

d) Copy of the most recent Audited Report

 FORMCHECKBOX 

One compact/computer disk (CD) of the complete document containing all four sections of the proposal and the Budget is attached

 FORMCHECKBOX 

In the Budget, there is no clubbed item like contingency or Overheads. Each and every item should be listed down with cost broken down into separate components (sub items).
 FORMCHECKBOX 

The “Declaration by the organization” is signed by the President/CEO or authorized person
Section- 1

Partnership Proposal Form
Proposed Project at Glance
	1. Name of Implementing Organization
	

	2. Project Title
(use minimum words)
	

	3. Project Duration & start date  (in months)
	

	4. Project Objectives 

(not more than 2-4)
	

	5. Major Activities

[not more than 10-12]
	

	6. Target Groups

{such as women, girls, widows, disable persons, students, teachers, govt. employees, general public, community influential, religious leaders, laborers, NGOs, councilors, etc}
	

	7. Direct Beneficiaries
	Male
	Female
	Total

	
	
	
	

	8. Indirect Beneficiaries (if any)
	
	
	

	9. Project’s Operational Area/Locations

	Name District
	Number & Name of Tehsil
	Number & Names of UCs
	Estimated Catchment Population

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	Total
	
	
	

	10. Budget in Pak Rs.
	Total
	Partners’

Contribution
	Amount Requested from CARE (JOBS project)

	
	
	
	


1.
Project Description

1.1  Situation Analysis 


Maximum one-page including information on:

a) the area - district/tehsil/union council,
b) the need analysis (What are perceived needs and challenges) 
c) the current organization working in the same sector/area.
d) the current status/facilities 
1.2
Objective and Expected Results 
Maximum 2 pages including information on:

a) Objectives: Specific, measurable, achievable, realistic and time bound – SMART (Maximum 2-4 objectives),

b) Expected results and how the project will achieve them 
c) What are perceived needs and challenges
1.3
Justification

Maximum 2 pages; Provide the following information:

(a) list of target groups beneficiaries(both direct & indirect) and also their gender distribution
(b) relevance of project design to the need fulfillment

(c) relevance of the project to the organization/institution/NGO vision & mission
1.4 Project Implementation
The following quality and accountability standards will be followed at all stages of the project:-

1. The International Code of Conduct

Detailed description of the implementation process ( Maximum 2 pages) covering
(a) strategies & their rationale; Describe implementing strategies to be used by the project

(b) use of lessons learnt from the previous project implementation  (where applicable) 

(c)  how the project will be monitored and evaluated;  give tools, indicators, use and frequency
(d) Networking and interfacing of project activities with other partners (where applicable) including govt. facilities in the project area; indicate purpose, activity and nature of partnership
(e) key implementers and their roles in the project
2.
Budget for the project

A budget is the financial translation of the activities. Give Summary of budget here and details in excel sheet.
Use excel format available on website
	Summary:
	
	
	

	 
	In Cash
	In Kind
	TOTAL

	CARE Contribution (Pakistan Jobs project)
	XXX
	XXX
	XXX

	Partner Contribution
	XXX
	XXX
	XXX

	TOTAL
	XXX
	XXX
	XXX


Section- 2

Logical Framework 

	A. Logical Framework

	 

 
	Intervention

logic
	Objectively verifiable

indicators of achievement
	Sources and means of

Verification
	Assumptions



	Project Final goal
 
	
	
	
	

	Objective
 
	
	
	
	· 

	Outputs
	
	
	
	· 

	Activities

 

 
	
	
	
	


Final Goal:

What the project intends to contribute in the long term as a result of achieving the intermediate goal(s). E.g., improve the rural standard of living. This is the ultimate level, and only reached when the community is able to sustain the positive benefits without continued project inputs.

Objective:
What response the project intends to achieve among the target population groups. E.g., increase the production and sale of high quality apples by small farmers.

Outputs

What the project intends to achieve in the short term as a result of the project activities. E.g., 100 farmers trained to carry out improved Apple farming.

Activities

What the project staff and target population are going to do. E.g., provide technical support to existing farmer groups. This is the ‘lowest’ level in the sense that it occurs first, and is completely dependent on project inputs.

Inputs 

What resources are necessary for performing the project activities. E.g., stationery supplies for workshops and training sessions. These are not usually shown in the log frame itself, though they are a key element in producing project outputs. Inputs occur only during the period of project support.

B. Duration and plan of action

· The duration of the project will be _____ months.
Note: Work Plan; Gives starting and ending time for each activity (Don’t give dates) on the following format:

	Objectives/ Activities 

[also included sub-activities, if any]
	Proposed Budget
	No. of participants/

Beneficiaries 
	Time Line (Months)

	
	
	
	1
	2
	3
	4
	5
	6
	7
	8

	Objective-1
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Objective-2
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Objective -3
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Objective-4
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Miscellaneous/

Administrative & Reporting etc 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Section- 3

Organization’s Profile
Organization’s Profile
	1. Full Legal/Registered Name of NGO/NPO/CSO (in capital letters):

	

	2. Acronym (where applicable):

	

	3. Organizations’ Mission/Vision Statement:




	4. Year of Establishment:

	

	5. Registration:

	Number
	
	Date of Registration
	

	

	6. Registered under Act/Law:

	

	7. Place of registration:

	District:

	Province/ICT/FANA/FATA:


	8. Member of Other Networks / Organizations (If any)

	Name of Network/Organization
	Date of Membership

	
	

	
	

	
	

	
	


	9. Official Address (National Office):

	House No.
	
	Street No.
	

	Sector/

Colony/Block

Mohallah/ Village/PO
	

	Tehsil/Town
	
	District
	

	Telephone Nos.
	Area Code
	Telephone 1
	Telephone 2
	Telephone 3

	
	
	
	
	

	Fax Nos.
	
	
	
	

	Mobile (if any)
	
	
	
	

	Email
	
	

	Website (if any)
	
	


	10. Postal Address (if different from above):

	House No.
	
	Street No.
	

	Sector/

Colony/Block 

Mohallah/ Village/PO
	

	Tehsil/Town
	
	District
	


	11. No of Field/Area Offices (including Head Office) by Province

	Punjab
	Sindh
	NWFP
	Balochistan
	Total

	
	
	
	
	


	12. No of Districts and Estimated Population covered by the organization 

	Coverage
	Punjab
	Sindh
	NWFP
	Balochistan
	Total

	No. of Districts
	
	
	
	
	

	Estimated Population Covered
	
	
	
	
	


	13. President/Chairman of the Organization

	Name
	

	
	From
	
	To
	

	Telephones
	Area Code
	Telephone 1
	Telephone 2
	Telephone 3

	
	
	
	
	

	Mobile (Optional)
	
	

	Fax
	
	

	Email
	

	
	


	14. Chief Executive Officer/Managing Director

	Name
	

	
	From
	
	To
	

	Telephones
	Area Code
	Telephone 1
	Telephone 2
	Telephone 3

	
	
	
	
	

	Mobile (Optional)
	
	

	Fax
	
	

	Email
	

	
	


	15. Contact Person for USAID Pakistan Jobs

	Name
	

	Designation
	

	Telephones
	Area Code
	Telephone 1
	Telephone 2
	Telephone 3

	
	
	
	
	

	Mobile (Optional)
	
	

	Fax
	
	

	Email
	

	
	


16. Current Interventions/Projects of the Organization/institutions

	Interventions
	Areas [Please Mark √  for Yes or × for  No] with placement 

	
	Male
	Female

	a) 
	
	

	b) 
	
	

	c) 
	
	

	d) 
	
	

	e) 
	
	

	f) 
	
	

	g) 
	
	

	h) 
	
	

	i) 
	
	

	j) 
	
	

	k) 
	
	

	l) 
	
	

	m) 
	
	

	n) 
	
	

	o) 
	
	

	p) 
	
	

	q) 
	
	

	r) 
	
	


17.  Experience with similar projects

List down the projects managed by your organization/your board members/management over the past five years
	Project Title
	Location of the Project and beneficiaries coverage
	Cost of the Project
	Name of Donor

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


18.1.  Sub Grants/sub-contracts received from CARE or Abt and applications submitted to CARE or Abt for sub-grants/sub-contracts (for old partners only)

	Project Title
	Duration (in months) 
	Amount in Rs.
	Date of Award
	Results/Remarks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


18. Which of the following policies does your organization have?
	
	Yes
	No

	a) Does your organization have recruitment policy / procedures?
	
	

	· Insurance Policy
	
	

	· Medical Coverage for staff
	
	

	· Provident Fund (registered with Government)
	
	

	
	
	


Appointment letters 

	Category
	Issue formal appointment/contract letter containing terms of appointment
	Prepare detailed job description and responsibilities

	Full time staff
	Yes /No
	Yes /No

	Part time staff
	Yes /No
	Yes /No

	Contract staff
	Yes /No
	Yes /No

	Consultants/advisors
	Yes /No
	Yes /No

	Daily wage employees
	Yes /No
	Yes /No

	Volunteers
	Yes /No
	Yes /No











Yes

No

	b) Purchase and procurement policy/procedures
	
	

	a) Disposal and sale of assets policy 
	
	

	b) Logistics & Stores Policy & Procedures
	
	

	c) Finance Manual
	
	

	f)   Annual Audit

Does your organizations accounts audited on regularly basis?

      Please mention the name of Auditor (last year):

Name of the Auditor firm/Company:


	
	


19. Resources
Maximum 3 pages.  Detailed description of the various resources at the disposal of your organization including:

i. the average annual income over the past three years, mentioning where applicable for each year the names of the main financial contributors and the proportions of annual income contributed by them
Average Annual Income (over the past three years, mentioning where applicable for each year the names of the main financial contributors and the proportions of annual income contributed by them)
	Years
	Total Income
	Name of the Major Contributors
	Amount Contributed by the Organization other than donor contribution

	2008
	
	
	

	2007
	
	
	

	2006
	
	
	


ii. Largest Donors (Please provide the following details about the two largest donors of your organisation during last three years). 

Donor 1

	Name 
	

	Address
	

	Type
	International / Pakistani Agency / Corporate / Individual

	Phone number
	

	E-mail
	

	Duration/year(s) of grant
	

	Amount
	

	Purpose of grant
	


Donor 2

	Name
	

	Address


	

	Type
	International / Pakistani Agency / Corporate / Individual

	Phone
	

	E-mail
	

	Duration/year(s) of grant
	

	Amount
	

	Purpose of grant
	


iii. the number of full-time staff by category (e.g. number of project managers, accountants, etc)

Full-time

	Category
	Qualification
	Years of Experience
	Male
	Female
	Total

	1. Chief Executive
	
	
	
	
	

	2. Consultants/Advisors
	
	
	
	
	

	3. Director Generals/ Directors/Managers
	
	
	
	
	

	4. Program/Field Officers
	
	
	
	
	

	5. Trainers/Human Rights experts
	
	
	
	
	

	6. Media/production Experts
	
	
	
	
	

	7. Gender Specialists
	
	
	
	
	

	8. IT Specialists
	
	
	
	
	

	9. Finance Managers
	
	
	
	
	

	10. Accountant
	
	
	
	
	

	11. Support Staff 
	
	
	
	
	

	12. Sector Specialists
	
	
	
	
	

	Total
	
	
	
	
	

	Annual (average) Salary Paid to Staff (Pak Rs.)
	
	
	
	
	


iv. Detail of Equipment

	Sr. No
	Particular of Items/Equipment
	Qty
	Remarks

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


v. Other relevant resources

	Sr. No
	Particular of Items/Buildings/Facilities
	Qty
	Remarks

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section- 4

Declaration by the Requesting Organization
20. Affiliation:

a. With any Association/Network: 

Yes / No.



If Yes (name(s) __________________



________________________________



________________________________



________________________________

b. With any political and / or religious party: Yes / No.



If Yes (name(s) __________________



________________________________



________________________________

  =====================================================

Declaration by the Organization

[should be signed by CEO or President]
I, the undersigned, being the person responsible in the organization for the project, certify that:

(a) The information given in this application is correct; and the organization has no direct and/or indirect affiliation or support any terrorist activities/association(s)
(b) the applicant organization/ and the partner organization(s) (where applicable) are eligible for project funding.

	Name:
	

	Position:
	

	Signature:
	

	Date and Place:
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2

