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For advice on your proposal before a FORMAL SUBMISSION,  complete this form and SEND it to US AS A WORD FILE. 
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I. Summary

The summary should contain the following elements:

· The purpose of the project

· Current context or situation

· Brief description of the organisation submitting the proposal
· Time period envisioned

· How the project fits with ITF Seafarers’ Trust objectives
· The type and amount of support requested 

· The total anticipated project budget 

· Other information you deem pertinent

II. Introduction of [your organisations name here] (the organisation that will manage the project)
Include the following information

· The purpose of the organisation
· The organisation’s mission statement

· A general description of its activities

· A description of its target population
· The number of people served
· The number of paid staff and volunteers

· Tax status

· Legal structure of the organisation
· Any other information
III. Introduction of the Parent/Umbrella Organisation 

If the applicant has a parent, partner or umbrella organisation, provide information about the other organisation here.
IV. Needs/Problems

This section needs to be in detail and with references to research,  facts, statistics and evidence that isn’t simply anecdotal.  

Identify the needs or problems to be addressed by the project. 

· A definition of all the major factors that cause the needs/problem

· The target population

· Length of time needs/problems have existed

· Whether problem has ever been addressed before and the outcome 

· Impact of problem to target population

· Impact of problem to surrounding population
V.  Description of the Project 

Describe the programme or project for which funding is requested from the ITF Seafarers’ Trust. Explain how this funding request will integrate with existing projects within the organisation and what resources, other than financial, will be brought to bear to support this project.
Is the proposed project based on a model that has been tested?  Are there other organisations in the area working with the same target group?  Briefly explain any similarities and/or differences between other local organisations and your organisations activities. 
VI. Goals/Objectives
State the desired goals and objectives that address the needs/problems stated above.  Be specific and include key benefits of reaching goals/objectives.
· Short term goals
· Long term goals
· Expected outcomes

VII. Opportunities and Risks
Are there any particular opportunities or conditions that are favourable to success of this project now?

Are there any risks that you have identified that may be barriers to success? 

VIII. Timetable

Provide detailed information on the expected timetable for the project. Break the project into phases, and provide a schedule for each phase. Include expected completion date, if relevant. Please consider the time necessary to process this grant application before making the schedule.


	
	Description of Work
	Start and End Dates

	Phase One
	
	

	Phase Two
	
	

	Phase Three
	
	


IX. Budget

State the proposed costs and budget of the project.  Include information on how you intend to manage the budget. The budget may be in your preferred currency.
List all pledges and grants by amount and source. 

If relevant, include preferred payment schedule.

If relevant, include information on how the project will be financed after the initial, or current, funding has expired.
A detailed budget should be included in the appendix.

Only include costs that are absolutely necessary for the completion of the programme/project in the budget. Salaries and capital expenses should reflect local rates/costs in the region where the programme is being conducted.


	
	Description of Work
	Anticipated Costs

	Phase One
	
	

	
	
	

	
	
	

	
	
	

	Phase Two
	
	

	
	
	

	
	
	

	
	
	

	Phase Three
	
	

	
	
	

	
	
	

	
	
	

	
	Total
	  0.00 (Selected Currency)

	
	
	


X. Key Personnel

List the key personnel. Explain their roles, who will be responsible for completion of the project, and tell us about any other personnel involved in the project. Explain how their qualifications are appropriate for the project being proposed.  Include curriculum vitae of the key personnel and managerial staff in the appendix.
XI. Monitoring and Evaluation

Monitoring and evaluation is crucial to all projects we sponsor. We need to verify how together we are having an impact on the lives of seafarers. As per your proposal you will need to develop mechanism for ongoing assessment of the project and to measure its impact. Please provide details here.

XII. Support
Provide the names and addresses of individuals and organisations that support the programme.  The people that are named here may be contacted; they should be familiar with the proposed programme and/or the organisation as a whole. Please include names and contact information of other funders. Make sure that the support comes from experts in the proposed project area.
XIII. Next Steps

Specify the actions requested of the Trust. Please note: It is your opportunity to state how you anticipate the ITFST can work with your organisation now and in the future.  Site visits, grant agreement requests and/ or specific types of non- financial support can be requested here.
Appendix
Include:

Detailed project budget

CV’s of key personnel
Maps of country and project area when relevant
* Before submitting, please remember to edit all of the tips and instructions out of the document. Update the table of contents (by highlighting the TOC and clicking F9) 
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