Attachment 4:   CBA Full Proposal Template and Guidelines
CBA Full Proposal Template and Guidelines

See guidelines at end of document for instructions for completing this proposal

PROPOSAL SUMMARY

1. Project Title:  (should reflect nature of activities)
2. Project Site:  (give exact location of project – region, village, etc)
3. Proponent:  (name of NGO/CBO, brief background information on the organization)

4. Project Objective:  (state the objective of the project, from the approved concept)
5. Authorized Representative:  (name and title of two or more people authorized to represent grantee in any transaction)

6. Cooperating Organizations:  (name and contact information for project partners)

7. Start-Up Date:  (target date for project commencement)
8. Project Period:  (duration of project)
9. Total Project Cost:  (total cost, including CBA funding and co-financing (in cash and in kind))

10. Amount Requested:  (amount requested from CBA programme)

11. Brief Project Description (to become publicly accessible on the CBA website on project approval.  1-2 paragraphs.)

1.0 RATIONALE

1.1  
Community/Ecosystem Context

1.2 
Climate Context
1.3 
Impacts Context

1.4
Project Approach

2.0 COMMUNITY OWNERSHIP

2.1
Project Formulation

2.2
Project Implementation

2.3
Phase-Out Mechanism, Sustainability
3.0 PROPONENT DESCRIPTION

3.1 
Organization’s background and capacity
4.0 PROJECT DESCRIPTION

4.1
Objective, Outcomes, Planned Outputs:

- Use the table format below, or an outline format.

	Project Objective: Statement to reflect the overall aim that is to be achieved.

	Outcome 1.0: Component of the project that if met, contributes to the Project Objective.
	
	

	
	Output 1.1:  An output that is to be developed to fulfill the outcome 1.0.
	
	

	
	Output 1.2:  Another output that fulfills outcome 1.0 but different from output 1.1
	
	

	Example Outcome 2.0: At least 3 communities earning income from Protected Area
	
	

	
	Output 2.1 Training of tour guides
	
	


4.2
Timetable
- Use the spreadsheet embedded below, or alternatively draft a similar table.  (Be sure to delete the example timeframe).
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Outcome 1

Output 1.1

Output 1.2

Outcome 2

Output 2.1

Outcome 3

Output 3.1

Output 3.2

etc


Sections 4.3 – 4.5 Approx 1.5 Pages

4.3  
Risks and Barriers

4.4 
Monitoring and Evaluation Plan

4.4.1
Initial VRA Analysis
	Vulnerability Reduction Assessment Reporting Form

	Indicator 1
	

	Indicator 2
	

	Indicator 3
	

	Indicator 4
	

	Indicator 5
	

	Indicator 6
	

	Indicator 7
	

	VRA Score
	(= average of above)


4.5
Project Management
  4.5.1
Management Structures 

  4.5.2
Relationship and Responsibilities of Proponent and Project Partners

5.0 PROJECT COSTS AND OTHER SOURCES OF FUNDING

5.1
Total Project Cost and Amount Requested:
	
	
	Budget Item

(Description)
	Amount from CBA
	Amount from Proponent
	Amount from other partner
	Total

	
	
	
	In Cash
	In Cash
	In kind
	In Cash
	In Kind
	(should equal sum of lines to the right)

	Outcome 1
	Output 1
	
	
	
	
	
	
	

	
	Output 2
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Outcome 2
	Output 1
	
	
	
	
	
	
	

	
	Etc
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Total
	
	(sum above)
	(sum above)
	(sum above)
	(sum above)
	(sum above)
	(sum above)


(Note:  Please add columns and rows as necessary)

6.0 EXHIBITS/ATTACHMENTS

6.1
Mandatory
a.) Location map (Project Site).  This may be a very rough sketch over a country map (may be the same map used in the project concept).

b.) Latest audited financial statements if any OR explanation of why no audited statement is available.

c.) Brief curriculum vitae or résumé of project manager/coordinator and person in charge of accounting for the funds.  Letter from a partnering organization if one will assist in accounting for funds.

d.) Document/letter showing proof of approved co-financing

e.) Photographs of community project development meeting and of the project area

6.2
Optional

a) Topical outline of training modules or other capacity building activities


b) Organizational Chart of NGO/CBO


c) Other information you think would improve your proposal

Annex:  Full Proposal Guidelines

The numbered guidelines below serve as instructions for the correspondingly numbered elements of the proposal template above.  Please use them in the development of the full project concept.

1.1
Community/Ecosystem Context

Describe the target/beneficiary community and target ecosystems.  Be sure to address all of the following issues, where relevant or applicable.  Also, be sure to distinguish which elements of the community will be targeted (i.e.: gender, livelihood or other groups that are particularly vulnerable).

· Number of people

· Relevant social dynamics:  gender/age/ethnicity/livelihood group/class, etc

· Ecosystem type

· Potential global environmental benefits (focal area, relevant species/resources, etc)

· Describe the relationship of the community with the target ecosystem, ecosystem services, (i.e.:  fresh water, storm protection, erosion control, fish habitat, ecotourism, etc)

1.2
Climate Context

Describe the climate of the region in which the target community is located.  While this does not need to be overly scientific, it should include the following elements:

· A brief description of the seasonality of the climate, giving approximate times of year for warm/cool or rainy/dry seasons

· A brief description of when during the year particular climate risks are most acute (i.e.: September for hurricanes, July for drought, February for floods, etc).

· A description of baseline climate risks (risks that do not stem from climate change).  This should include cyclical climate hazards (events that recur every few years) such as flood and drought related to ENSO or other phenomena, as well as other climate risks that are not associated with climate change.

· A description of climate change projections for the region, and recent manifestations of that change if applicable.  This should be based on scientific assessments of climate change risks where possible.  This could be based on the CBA Country Programme Strategy – consult with the CBA national coordinator.  It could also be based on other documents such as the national communication to the UNFCCC, or the NAPA (where applicable)

1.3
Impacts Context

Describe the impacts of the climate risks described above on the target ecosystem, and on the community.  This should be based on scientific assessments of climate change risks and likely impacts, and can be based on assessments completed for the CPS.  These should include:  

· Impacts on critical ecosystems

· Impacts of ecosystem change on people’s lives and livelihoods

· Distributional impacts (i.e.:  which segments of the population will me most affected and why?)

· Other important impacts

1.4
Project Approach

Describe how the project will facilitate community adaptation to the phenomena described above.  Keep in mind the following criteria:

· Reiterate the baseline threats to ecosystems/GEB

· Reiterate the additional, climate change threats to ecosystems/GEB

· Describe how the project will remove baseline pressures to ecosystems/GEB through co-financing (which should be 1:1)

· Describe how the project will make ecosystems/GEB resilient to climate change, including increasing climate variability

· Describe how the project will benefit the community

· Describe how the project will have potentials for upscaling, replication, and/or policy impact

· Describe capacity constraints, awareness constraints, and what will be done to address them

A more detailed breakdown of the project’s objective, outcomes, and activities will be required in table form in step 4.1.

2.1
Project Formulation

Describe how the project was formulated, both in terms of the overall concept and in terms of its components.  Describe the roles of the proponent and the role of the community, if separate.

2.2
Project Implementation

Describe how the community members will be engaged continuously throughout project implementation.  Community participation is important, as it will help ensure that the project takes locally important factors into account, while helping to ensure continuity of project impacts after project conclusion.

2.3 Project Sustainability and Phase-out

Describe how the project will conclude, and how project activities will be ultimately transferred to the local community.  Describe how the impact will be sustainable (environmentally, financially, socially, and institutionally). 

3.1 Proponent Description

Describe your organization’s mission, history, membership, management, organizational structure and current programmes.  Describe your experience working with the target community, or with similar communities.  Finally, discuss your experience and/or capacity in adaptation to climate change including variability.

Indicate the organization’s total annual budget, and attach its last audited financial statement and an organizational budget, if applicable.  Describe the financial system and procedures being used by the proponent/organization.

4.1
Objective, Outcome, Planned Outputs

Using the table format, restate the project objective from the approved concept (provide an explanation for any modification), and state what outcomes will be achieved to meet this objective, what outputs will support these outcomes.  

All outcomes must be:

· Compatible with the SPA – they must be actions to increase the resilience of ecosystems to the impacts of climate change, thereby benefiting the communities that rely upon them.

· Outcomes may address baseline GEB if they are supported entirely by co-financing.    
· Independently measurable.  

· Clearly and directly support the objective.  

Outputs are tangible things that will be done to support the outcomes.  They should logically lead to the achievement of your outcomes.  Note that the breakdown of outputs should be more detailed in the proposal than what was presented in the concept phase.  
4.2
Timetable

Using the embedded spreadsheet or a using a similar table, indicate when the various activities and tasks will be completed.  These should be the same activities and tasks as listed in the table above.  The timetable should be realistic, and activities should be coordinated to support one another.  If using the embedded spreadsheet, use the [image: image2.png]D



 icon to fill in the blocks.  

4.3
Risks and Barriers

Barriers:  Describe any barriers to implementation of project measures, and how they will be removed.  Differentiate between external barriers and internal barriers (for example: national policy barriers versus local awareness barriers).  Describe how the project will remove capacity constraints from key adaptation activities.

Risks:  Beyond known barriers, projects may be subject to internal or external risks.  These could include sub-optimal performance of a new application of a technology, or currency fluctuations that change the economics of a project.  Describe potential risks that the project faces, and how these risks will be managed.

4.4 
Monitoring and Evaluation Plan:  
This section will describe which indicators will be monitored, and when they will be measured.  It is divided between the VRA (adaptive capacity), the IAS (global environmental benefits) and Adaptation Indicators (quantitative assessments of climate change adaptation).  For each section, describe when indicator measurements will be reported – in the first, second, and/or final reporting periods.  Note that continued funding will be contingent on M&E reporting.

VRA:  Indicate when VRA meetings will be held over the course of the project, and how they will relate to plans for attainment of specific project outcomes.  For example, are meetings planned after the completion of certain project activities listed in the tables above?  

IAS:  Indicate which Impact Assessment System (IAS) indicators will be measured by the project – one or more indicators in one or more Global Environmental Benefit focal areas and one or more each of the livelihood and empowerment indicators.  Furthermore, indicate how the chosen indicators will be measured, and include a target value – what the project plans to achieve – for each indicator measured.
Keep in mind that all projects will be required to submit progress reports to access subsequent disbursements of project funds, and these reports will require measurement of IAS AND VRA indicators.  Indicate when these measurements will take place.

4.4.1
Initial VRA Analysis

The VRA analysis is a key component of the project planning phase, and is reported in the project proposal.

Use the data recorded on the sides and bottom of the H-forms, as well as community discussions from the exercise to construct a narrative that describes issues and context raised by the meeting.  Be sure to include:

· Composition of the meeting

· Common themes in the answers to the questions that make up the VRA

· Differences in perception between different sub-groups (eg: gender, livelihood type, etc)

· Other contextual information brought out by the VRA process

Also, be sure to record the scores given by the community to the questions, and record them in a table such as the one provided.

4.5
Project Management
4.5.1
 Describe the management structures and functions of the proponent under this project.  Who will be responsible for executing project activities and who will that person be working with?  Include the name of project manager/coordinator and attach brief resume/CV.

4.5.2
Describe the relationship of any partnering organizations, if applicable, including the responsibilities of each partner and how they will work together with proponent to achieve the project objective.  Include technical assistance required and how it will be provided.

5.1
Total Project Cost and Amount Requested

Create a detailed budget for the whole of the project, indicating CBA funding and other sources of funding, including both cash and in-kind components.  Note that the budget is an integral part of the project proposal, and forms part of the binding contract between your organization and the GEF.  The following are a number of points to keep in mind when crafting the budget:

· CBA funding can only go to support outcomes that are compatible with the GEF SPA.  Baseline GEB outcomes must be covered by co-financing.  

· Budgets may only include items directly relating to the outputs described in the proposal.  Each budget line should be associated with an outcome and an output from the table in item 4.1.

· Budgeted costs must be realistic – neither too large nor too small to support project outputs.  This should be based on adequate research and experience.  

· The budget should include all costs associated with managing and administering project outputs within the respective budget lines for each output.  
· Be sure to include the cost of monitoring and evaluation.

· “Indirect Costs” or administrative overhead are not funded by the CBA, and should not be part of the funding request.

· Remember that when you agree to accept CBA funds you are also agreeing to be accountable for how those funds are spent, and to make available all financial relevant records.  These may be independently audited, and may become public information

· Be sure that the figures contained in the budget agree with those on the Proposal Cover Sheet and the text of the proposal itself.

· Add lines to the budget sheet by right-clicking on one of the numbers, and selecting “insert.”

6.1, 6.2
Attachments

In addition to the required attachments, attach anything that you believe would help strengthen or clarify your proposal.  Please do not include material that is discussed in the above proposal.
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