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How to fill out this proposal template
This template can be used to guide you in your proposal writing. Adapt this document to fit your needs. 
Edit the header (top of page)
Double click the header area on the next page.
Right-click the logo placeholder (box that reads “PLACE LOGO HERE”). Select “Change Picture.” Select your organization logo from your files. Your logo will appear.
Enter the project name and the date at the top-right of the header. 
(Note: If your organization/group does not have a logo, you can delete the logo placeholder, or insert another suitable picture.)
Complete all sections that apply to your project
You can write the sections in any order, but it is best to save the Summary for last.
Delete or change information that does not apply to your project. 
Update your Table of Contents
Right-click the table of contents. Select “Update Field.” Select “Update Entire Table.”
Check the table to ensure it has been updated correctly.
Add your cover page 
Select the “Insert” tab at the top of the computer screen (top left corner, next to “Home”). Select “Cover Page” (first icon on the left). Select a simple cover page and include the following information:
Project Name 
Name of organization/group
Project location
Date 
Double click header area. Delete the “Let’s Talk About Cancer” logo. Delete the “Choose NWT” logo in the footer (bottom of page).
Add your own images and/or logos to the cover page as desired.
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I. [bookmark: _Toc431476582]Executive Summary
This section should summarize the main points of the whole project proposal. It is best to write this section last.

The executive summary should be brief (approximately one or two pages).

· Start with a statement to grab the reader’s attention
· Describe why the project is needed
· Describe the goals and objectives of the proposal
· Describe the anticipated outcomes of the project
· Describe who will be involved in implementing the project
· Describe the support you are requesting in your proposal, e.g. financial, technical, other


II. [bookmark: _Toc431476583]Introduction
· Define what you are looking to change or improve with this project
· Describe how you plan to use the funding or services that you are requesting
· Introduce upcoming sections in your proposal
III. [bookmark: _Toc431476584]Needs Assessment
Identify the needs or problems to be addressed by this project. Include the target population and any statistical data that you may have. 
· Explain the problem and how long it has existed
· Describe the causes of the problem
· Describe the effects of the problem
· Describe what would happen if no solution is implemented
· If a solution to the problem has been attempted before, describe the outcome as well as what you will do differently to make sure you are successful
IV. [bookmark: _Toc431476585]Project Goals and Objectives
Describe your long-term goal. Then describe the specific project objectives to contribute to achieving your goal.
1. Objective 1
2. Objective 2
3. Objective 3
V. [bookmark: _Toc431476586]Anticipated Outcomes
Describe the desirable changes in individuals, families or organizations, or in a group, population or area, that you hope to achieve through the Project/Program. There should be at least one outcome to correspond with each of your goals and objectives.
VI. [bookmark: _Toc431476587]Project Plan
Explain your project in greater detail, including the activities you will implement to achieve your objectives. 
· Describe the work that needs to be accomplished 
· Describe who will do the work
· Describe where the work will be done
· Describe how the work will be done
· Describe project timelines. Set deadlines for each phase of your project and present them here. You may wish to include a work plan.
VII. [bookmark: _Toc431476588]Budget
Describe the funds needed to implement your project.
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	Administration overhead cost (5%)
	

	TOTAL
	


VIII. [bookmark: _Toc431476589]Organization/Project Team
[bookmark: _Toc431476590]Start by providing some information about your organization. Provide a mission statement so that your readers know who you are and what you do.
List those who are responsible for work on the project and their roles. 
IX. Stakeholders
List the main people and organizations that will work with you and support the project.
X. [bookmark: _Toc431476591]Evaluation
Describe how you will measure the progress of your plan throughout, and at the end of, the project. 
XI. [bookmark: _Toc431476592]Sustainability
Describe the actions you will take during the project to ensure that project results continue to benefit the community after the end of the project.
XII. [bookmark: _Toc431476593]Conclusion
[bookmark: _GoBack]Write a short summary of the project including the problem, your proposed solutions, and main points in your plan of action.
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