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Project Proposal form 2010-11
Please fill in all sections of the form.  Complete a separate form for each individual project.  

 

Submitting your proposal: The closing date for proposals is 13th May 2010. 
Please either post your proposal to Isabelle Uny, 1 Papermill Wynd, McDonald Road, Edinburgh, EH7 4QL or email it to iuny@unesco.org.uk. All proposals must be signed to be eligible.  Those who send by email, should ensure that a signed copy of the declaration also reaches the office by the closing date.
	Section A – You and your project


	1.
	Name of organisation/group

	


	2.
	Contact details

	Name:
	

	Position:
	

	Address:
	

	Town:
	

	County:
	
	Postcode:
	

	Telephone:
	

	Email:
	


 

	3.
	Project title

	


	4.
	Project duration

	Start date:
	
	

	Finish date:
	
	Please note that the work must be completed by the 31st  March 2011, and all claims for funding should reach us by the 15th  March 2011.  


	Section B – Who’s involved


	5.
	Are you applying on behalf of a partnership?                 
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 



	a.
	If you are applying on behalf of a partnership, please tell us a little more below:

	Please list the organisations/groups involved in the partnership.

	


	Section C – What you plan to do 

	6.
	Please describe the project/activity in detail and tell us how you plan to implement it.

	This should include all of the following:

· Description of what the project or activity is, and who are the beneficiaries are. 

· A project plan which explains what you plan to do, when you plan to do it and who will do it.  
· How you will ensure the project and its components are delivered on time and to budget 

· What investigations you have done to demonstrate that it meets need and demand

· How you will ensure that the project is of a high quality

· How you plan to promote you project

· How you have considered the legacy or sustainability of the project


	


	7.
	Please explain how the project/activity will meet our business plan priorities 

	Please explain how your project aligns with our business plan priorities.  Please refer to the Project Proposal Guidelines for more information on these priorities.  

	


	8.
	Please provide information on the project aims, outputs outcomes in the table below:

	Project Aim(s)The aim of the project will be a broad statement of what you intend to achieve

	


	Project Outputs

	Monitoring your Outputs

	What you will produce  e.g. Event, exhibition
	Please explain how you intend to monitor your outputs e.g. Count the number of people attending

	
	

	
	

	
	


	Project Outcomes

	Evaluating your Outcomes


	What outcomes you envisage.  Outcomes usually begin with words or phrases that show you want to change something e.g. Improve, reduce, develop, decrease, expand, sustain 
	Please explain how you intend to evaluate your outcomes e.g. Through participants evaluations. 

	
	

	
	

	
	

	
	


	Section D –  Risk analysis and eventual contingency plans


In this section, please tell us about the potential risks to your project. The following chart asks that you estimate the level of the risk in each area and state what contingency action you would take should the probability or impact on your project be high. In the middle two columns you will have to assess whether the risk is “High, Medium or Low”. An unworkable project is one where any line has “high” in both columns. Some examples are given below:

An example of a Political risk may be: government X changes  to Y and project is totally dependent on government X policy or scheme , which Government Y is likely to scrap.
An example of an Economic risk may be: project goes over budget

An example of a Physical risk may be: for an overseas project, potential threat of kidnapping or threats to team - or local support staff

An example of a Social risk may be: women who join project activities are discouraged and have reduced freedom as a result of participating.
A risk is a factor that could adversely affect the outcome of your project .Some risks arise from factors actually or potentially under your control (e.g., poor design, ineffective management systems; poor performance by contractors), some arise from factors in the wider policy and institutional environment, and which are only controllable by decision-makers elsewhere (e.g., poor policy environment; institutional weaknesses; lack of political will) and some risks are essentially uncontrollable (e.g.,natural disasters, political instability, world prices, interest rates). This sections enables us to see that you have considered all the risks which may affect your project.

	Risk
What risk may affect your project?
	Probability
High / Medium/ Low
	Impact
High / Medium/ Low
	Mitigation measures
What action would you take to mitigate the risk?

	Political risk

	
	
	

	Economic risk

	
	
	

	Physical  risk

	
	
	

	Social Risk

	
	
	


	Section E – Financing your project


	9.
	Can your organisation reclaim VAT?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 



	
	If you answered ‘Yes’ to the above please do not include VAT in any of your calculations in Section D.



	10.
	What is the total cost of the project?
	£



	11.
	What is the amount sought from UKNC for UNESCO Scotland Committee?
	£



	12. 
	Please detail the financial contribution from your organisation
	£




	13.
	Please detail financial contributions from any other bodies below:

	Funding Body
	Scheme
	Amount Awarded/Requested
	Decision Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	14.
	Is the request from UKNC for UNESCO Scotland over 50% of the total project costs?   
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 


	
	


	
	If ‘Yes’, please tell us why:

	
	


	15.
	Please provide a detailed breakdown of the project costs in the table below:



	Item/Activity
	Supplier
	Cost (£)

Do not include VAT in your calculations if you answered Yes to Q11
	Please indicate here if a copy of the quote/estimate is attached.  If you have sourced the item online please provide a print off of the screen.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total (£)
	
	This should match the sum provided in Q12.

	


 
	DECLARATION

	Project Title:
	

	Organisation:
	


I declare that the information provided within the application for the project listed above is correct to the best of my knowledge and I agree to advise UKNC for UNESCO Scotland immediately of any variation to the details provided or if the project cannot proceed.

I confirm that I have read and understood UKNC for UNESCO Scotland project fund guidelines and accept that any offer of grant will be subject to our conditions and any other relevant special conditions.

	Name:
	

	Position:
	

	Signature:
	

	Date:
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