
Note: The content in the document is intended to only provide guidance to prepare the report 

 

 

 

 

 

[A proposal template is a structured document used to outline a plan, idea, or project. It typically includes 
a clear introduction, detailed description of the problem or opportunity, proposed solution, project time, 
budget and expected outcome. The following outline gives suggestions for a basic grant proposal.] 

A. Executive Summary 
Project Overview 
- A concise summary of the project, including its goals, objectives, and expected outcomes. 
Project Need 
- A clear explanation of the problem or opportunity the project addresses 
Project Budget 
B. Project Description 
- Project Goals and Objectives 
- Project Activities 
- Project Location 
- Project Timeline  
C. Project Budget 
- Detailed Budget: a detailed breakdown of all project costs 
- Funding Request 
- Funding Use 
D. Organization’s Capacity   
− Organizational Overview 
− Project Team 
− Financial Stability 
E. Environment and Social Impact 
- Environmental Impact Assessment 
- Social Impact Assessment 
F. Evaluation and Monitoring 
- Performance Indicators 
- Reporting Requirements 
G. Appendices 
- Letters of Support 
- Resumes of Key Personnel 
- Financial Documents 
- Technical Drawings and Specifications 
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[A Funding Application Form is a document used to apply for financial assistance, such as grants or loans. 
It typically includes information about the applicant organization, the project being proposed, the budget, 
and the expected outcomes. This template provides a general structure for the funding application form, 
but the specific requirement may vary depending on the funding source.] 

A. Organization Information  
- Organization Name 
- Organization Address 
- Organization Phone Number 
- Organization Email 
- Organization Tax ID Number 
- Organization Legal Status 
B. Project Information 
- Project Title 
- Project Summary 
- Project Goals and Objectives 
- Project Timeline 
- Project Budget 

• Total Project Cost 
• Funding Requested 

- Project Location 
- Target Beneficiaries 
C. Organizational Capacity 
- Organization Mission and Vision 
- Relevant Experience 
- Organizational Structure 
- Financial Stability 
D. Additional Documents  
- Organizational Chart 
- Financial Statements 
- Letter of Support 
- Project Proposal 
- Any other relevant document 

Funding 
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[A Loan Agreement Template is a legal contract between a lender and a borrower that outlines the terms 
and conditions of a loan. It typically includes details such as the loan amount, interest rate, repayment 
schedule, security, and default provision. This template provides a basic framework for creating a loan 
agreement.] 

A. Loan Agreement  
    This Loan Agreement (the “Agreement”) is made and entered into as of [Date] by and between 

[Lender’s Name], a [Lender’s Address], and [Borrower’s Name], a [Borrower’s Address]. 
B. Loan Amount 

The Lender agrees to lend to the Borrower the sum of [Loan Amount] 
C. Interest Rate 

The Borrower agrees to pay interest on the Loan Amount at a rate of [Interest Rate] % per [Year/Month]  
D. Repayment Terms 
- Payment Schedules 
- Late Payments 
E. Default  
- Default Clause 
F. Security 

[If applicable, specify any collateral or security provided by the borrower for the loan] 
G. Governing Law 
- The law according to which the agreement is constructed and governed 
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