U.S. Embassy Bogota

Public Affairs Office

Project Proposal Instructions
Project Title: (No more than 12 words). 
Grantee: Name of person or institution
Contact Information: Point of contact’s Name, position,  phone numbers, e-mail address. Additional point of contact if applicable.
Requested resource/funds: In dollars
Cost share: In dollars. Cost share from the grantee or any other third party
Total cost: In dollars
Section 1. 
Summary 
Write a brief summary of your project proposal and the overall objectives.

Section 2. 
Grantee background 
For individual applicants, include a brief description of your professional and academic background.  For institutions, describe your institutional history and background. If you are currently participating in a U.S. government program, please specify which program. For U.S. government program Alumni, please indicate which program(s) and the dates in which you participated. If multiple grantees are involved in the proposal, each person should complete this section.

Section 3. 
Proposal background 
How did you arrive at the idea for this proposal?  What is your connection to the target population and community?  Have similar events been carried out with this same population before?  Why is this project important for this community?

Section 4. 
Goals/Objectives
List the goals (both specific and broad) that you aim to achieve through your project.

Section 5. 
Data: 

· Start and End date: Start and End dates during which your project will be carried out.
· Location: Place(s) where your project will be carried out.
· Number and kind of direct beneficiaries: Who is the target population of this project and how many people will you reach?
Direct beneficiaries profile: Describe the type of people who will be reached by this program.

Section 6.   Program Description 
Describe briefly how the project will be carried out, with specific actions that you will take to make the project a reality.  If it is a one-time event, propose a timeline for the different activities throughout the day.  If it is an ongoing event, describe the various stages of the project and how each will be performed.

Section 7.   Evaluation 
Evaluation and indicators – how do you plan to assess the success of your project?  

Section 8.   Sustainability 
Do you intend to continue the project beyond the scope of this proposal?  What are the lasting effects this project will have in the target community?

Section 9.   Budget 
In the description column, write each item or program component that requires funding.  In the requested funds column, put the amount you are requesting from the U.S. Embassy for each item.  In the cost share column, write any additional funding or contributions you provide or that you receive from a third party for the project.  Remember that this can also be in-kind assistance, such as donated space rental, transportation, food, or materials.  In the total program budget, write the total cost for each item.  Finally, calculate the total program costs at the bottom of the chart, placing the proper amount in each column.  All costs should be written in U.S. Dollars. 
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