                 Chapter – 4 .
GUIDELINES FOR PREPARATION OF A FULL PROJECT PROPOSAL (FPP)
FORMAT AND CONTENT OF FPP
Full Project Proposal
1. The following notes provide information for developing a Full Project Proposal from the accepted Project Concept Notes. Some notes and instructions are inserted in the appropriate sections of the NARDF full proposal form. The Full Project Proposal should be forwarded to the NARDF Secretariat within the date specified in the Notice inviting a full proposal.
In the case of small grant project (up to 2 million rupees) the applicant should submit the proposal in FPP format directly (Chapter-4, FPP Guideline) along with other required documents mentioned in      Chapter-3(PCN-Guidelines).

FORMAT AND CONTENT OF FULL PROJECT PROPOSAL (FPP)
[Please do not include this page with anonymous copies]
	Contact Details
	

	Project Title
	The applicant should provide a title which concisely and accurately, describes the scope of the work

	NARDF Thematic Area
	Broad thematic areas are defined in chapter 2 (choose appropriate one or more among the thematic areas)

	NARDF Priority Area
	This is the specific area within the thematic area that the project addresses. Priority areas specified in the advertisement for the proposal call need to be mentioned. Note that proposals which do not address issues defined by the NARDF for the call will not be processed.

	Applicant Organization
	This is the institution with overall responsibility for the implementation of the project.

	Address
	

	Telephone
	

	Fax
	

	e-mail
	

	Head of the Organization
	Please mention the name and mobile number

	Project Co-ordinator
	This is the person with overall responsibility for the application to NARDF and the implementation of the Project.  (please attach a resume of project co-ordinator)

	Academic qualification
	Minimum academic qualification should be bachelor level in the relevant subject.

	Telephone/Mobile No.
	Contact details for the project co-ordinator

	e-mail
	

	Collaborator[s]/Partners
	Enlist collaborating organizations/partners with whom MOU have been made prior to/during PCN submission.


	Project Team Composition

	Name
	Proposed post
	Professional discipline
	Academic qualification
	Years of experience
	Remarks

	
	
	
	
	
	

	
	
	
	
	
	


* 
Please attach with this page recent resume (as in Annex-2) of the project coordinator and each members duly signed and dated by the person.
Caution! Please do not disclose the identity of the applicant or institution in the Proposal (after this page).

SECTION A: BASIC INFORMATION
 SHAPE  \* MERGEFORMAT 



Total Cost of Project: 
Duration of Project: 
Location of Project:
	A1
Project Title : 

	
The applicant should provide a title, which describes the scope of the work and an abbreviated version of the project title [maximum 100 characters].

	A2
Executive Summary [Guideline - maximum 200 words]

	
This should be prepared at last. The Executive Summary should provide a brief overview of the reasons for the proposed work, the project’s objectives, target beneficiaries the methods to be used, brief comments on what results are expected, why results are relevant to NARDF and how the results will be reported to end-users.

	A3
Project Location [Maximum - 100 words]

	
If there is more than one location, all locations should be shown here and the plan of work should indicate where the various aspects of the work would be undertaken. In addition altitude of the place, input status, cropping pattern, description of the concerned subjects and map of the geo location (in A4 full page) should be included.

	A4
Start and Completion Dates

	
The duration of the project should be the minimum necessary to achieve the outputs of the project set out in proposal. The fund will not support proposals requiring funding for more than three years, and objectives should be carefully defined with this in mind.

	** Attach the Project Logical Framework **

	The log frame is described, and guidelines for its construction are given, in Annex-1


SECTION B: PROJECT INTRODUCTION AND PURPOSE
	 B1
Background [Guideline - 250 words]

	
The background should explain the authors’ understanding of the developmental rationale for the research in the context of the specified goal or the regional development issues that demand the research process proposed. It should then justify the chosen focus of the proposed research by providing a brief description of the character and occurrence of the situation and associated opportunity or constraint that the research will address and the client group(s) on which it will focus. Cite any pertinent literature.

	  B2
Purpose of the Project [Guideline - 250 words]

	
It should be narrative of the project purposes and OVIs of the log frame. The text should also explain the relevance of the research in terms of contribution to meet the strategic objectives and purpose of NARDF and the outline of the development and research that supports to achieve regional priorities. If applicable, state the specific hypotheses to be tested.

	B3
What is the evidence for the demand for the proposed work? [Guideline - 200 words]

	
Describe how national agencies, institutions or local level farmers’ groups have demonstrated an effective demand for the proposed project. In addition include evidence of demand or commitment from beneficiaries.

	B4
Who are the target groups and beneficiaries? [Guideline - 200 words]

	1. 
Indicate the main benefits by category of beneficiaries of the research and development. The beneficiaries are those who gain social, economic or environmental advantages from the knowledge transfer activities of the target institution(s) in the form of information, technology, methodology, institutional capacity etc. The target beneficiaries at the research location(s) should be defined and some estimate of their representativeness provided. Beneficiaries may be identified in, for example, the household, the village community or the global community. Gender must be considered and some assessment of whether the project will benefit men or women or both must be provided. Mention the number of direct and indirect beneficiaries of the project. There is an obligation to address the specific needs of the deprived and marginalized sections of the population. Research and development providers must increasingly re-orient their focus to include these issues in core programs.

State whether there will be any group on whom project findings or activities and application may have a negative impact, both immediately and in the longer-term. With regard to both positive and negative impact particular attention should be paid to the benefits of the project for women as well as for the poor.

	B5
How   will  the  project  contribute  to  the  sustained livelihood improvement [Guideline -  200 words]

	
Explain how the project will contribute, directly or indirectly, to poverty reduction.

	B6
What are the proposed promotion pathways for the uptake, or up scaling, of the project outputs by the intended beneficiaries? [Guideline -  200 words]

	Describe uptake and up scaling methodologies built in the design of the project and further requirement in introducing technologies in wider scale.
If the project is to produce intermediate products, list these and indicate the classes of beneficiaries, which should receive each type of product. Include the cost of dissemination. The project should cover all its own publication and distribution costs.
For farmer-led initiatives, how will these be sustained once project support is withdrawn if applicable, identify how the outputs of the project will reach the end-users.
· Have any market studies for the outputs been carried out?
· How will the outputs be made available to intended users?
· What are the further stages that will be needed to develop outputs [e.g. testing and establishing manufacture of a marketable product]?
· How, and by whom, will the further stages be done and paid for?
· Indicate the ownership of the promotion pathways? If applicable, what mechanisms will be used in dissemination:
· Personnel/ professional contact;
· Publications;
· Hand-over of actual materials;
· Training;
· Technical internal report;
· Other [please specify].



SECTION C: REVIEW OF REALTED WORKS
	C1 
What work has previously been done or is currently being pursued towards the purpose, outputs and activities of the project? [Guide length - 500 words maximum]

	
For research focused projects, describe briefly any relevant work, which has either been done or is currently being done by your organization or institution at the local context. Explain how this project will relate to that work. Provide a brief literature review [maximum 30 citations] in order to relate this project to other relevant research and development. Note that the aim of this review should be to provide the scientific background to the project. It is important to establish that previous knowledge has been adequately addressed and knowledge gaps properly identified.

For development focused projects, describe the current farmer practice, and indicate what will change as a result of the project, what has been tested elsewhere, what is new and how local resources will be utilized in the output.


SECTION D: OUTPUTS AND ACTIVITIES
	D1 
What are the project's intended outputs? [Guideline - 200 words]

	
What the project intends to accomplish? These are the results and/or products appropriate to the project purpose. The outputs should be clearly stated and all of them should be necessary for accomplishing the purpose of the project.

	D2 
What are the objectively verifiable indicators for the outputs?

	
Please expand on your log frame statement.

	D3 
What are the means of verification for the outputs?

	
Please expand on your logical framework statement.

	D4 
Describe the project activities including design [Guideline at least 500 words]

	
The research and development plan should describe the activities that should accomplish each output. The activities should answer five Ws- what, when, where, who and how. It should provide an indication of planned products (studies, surveys, results of experimentations, developmentally applicable method, decision support tools etc.) and the engagement and communication with stakeholders that must be implemented to support other outputs of the project. In specifying an activity or group of activities associated with each output of the project, a description of the design of the study/ survey/ experiment and the communication strategy should be provided. Procedures by which data will be collected, analyzed and interpreted must be clearly stated. Details of the location of specific component of the research, including possible attention to gender, ethnicity and any environmental factors that will need to be considered should be included. A clear monitoring and evaluation plan and process be presented. NARDF mandatory activities as given in log frame should be included as possible. This section should end with a timetable for conducting the research and delivering or implementing the results. If the project is to be undertaken with the collaboration, other organization, institution or stakeholder group Section E should be completed and a note referring to it made in this box.

	D5 
What factors could prevent the attainment of the planned activities?

	
Describe any uncertainty over the planned activities, including the participation of any collaborating institution and their ability to contribute to the project.

	D6 
What are the expected health and environmental impacts? [beneficial, harmful, neutral]

	
Yes or no answers will not be sufficient. Highlight any hazards arising from the implementation of the project itself and, briefly, any positive or negative impacts, which the implementation of the project outputs may lead to.

	D7 
Attach milestones for the life of the project

	
A milestone is defined as a specific significant intermediate output, the delivery of which is necessary within the agreed timeframe for achievement of the final output[s] for the project purpose. These will assist in monitoring progress.

These milestones may be subject to review, and for process projects are only required for the first year.  Subsequent milestones should be presented with each annual activity plan.



SECTION E: COLLABORATION AND PARTNERSHIPS

	E1
Project Team

	
Describe the team composition (such as Economist, Horticulturist…) and their roles and responsibilities in the proposed project. 
 Caution: Do not mention the names here.

Indicate what role farmers will have in the planning, monitoring and implementation process.
Project Team Composition
Proposed post
Professional discipline
Academic qualification
Years of experience
Responsibility


	E2
Collaboration

	
Indicate the mechanisms for collaboration between any partners within the project structure. Explain the roles and responsibilities such as planning, monitoring, implementing and reporting specific to the collaborating partners with respect to each activity.
Activity Number and Activity Name
Responsible Institutions (Please √)
Lead organization

Collaboration/ Partner organization

Community


Note: These activities should correspond to the log frame. Under the heading "Responsible Institutions", mention should be made of the type of institution such as research station, extension organization, farmers groups and/or NGOs but not the actual name   of the specific institution for the sake of anonymity in proposal evaluation.


SECTION F: FINANCIAL INFORMATION
	F1
Total financial support requested from NARDF

	
Budgets should be presented by project activity, and the budget for each activity should be broken down separately to indicate how the final figure has been determined. Maximum rates for travel and subsistence will be commensurate with the specific institution. The budgets should be shown by year in NRs. Budget should be prepared considering the inflation rate.

Reasonable administrative costs [overheads] may be included, but will need to be itemized and accounted for. Such costs may include the relevant proportion of the following:

secretarial, administrative, accounting and computer costs;

Rent, rates and other expenses of upkeep or offices, furnishings, equipment and supplies; postage, telecommunications and other utilities.

The purchase of capital equipment items will not normally be supported, but will be acceptable up to 5 % of the total cost if request is with full justification.  

Contingency should be kept to a minimum and the total of contingency and overhead charges should not exceed 15% (Overhead Maximum 12%, Contingency 3%) of the total budget.
NOTES:
1. The budget section should include costs for personnel, materials or supplies, equipment (as demanded or justified by the project nature), activities as mentioned in the proposal. Monitoring and evaluation expenses should also be included.
2. Financial analysis (budgeting) must be complied with activities planning (D4 section), Gantt chart and Trimester budget breakdown.
3. Reasonable overhead costs may be included to cover uncertain situation arising from secretariat, administrative, accounting, computer costs, house rent, offices expenses, furniture, equipment, postage, telecommunications and other utilities.
4. Contingency is termed as unforeseen expenses of the project. This expense may accrue to the project due to external factors such as natural calamities and other unexpected social factors.



FORMATS
Form 1: Financial Summary

	Proposed Outputs / Activity Name
	Unit
	Qty
	Year 1
	Year 2
	Year 3
	NARDF’s Contribution
	Applicants/ Collaborator’s/ community contribution
	Total

	Output 1
	
	
	
	
	
	
	
	

	Activity 1.1
	
	
	
	
	
	
	
	

	Activity 1.2
	
	
	
	
	
	
	
	

	Output 2
	
	
	
	
	
	
	
	

	Activity 2.1
	
	
	
	
	
	
	
	

	Activity 2.2
	
	
	
	
	
	
	
	

	Output 3
	
	
	
	
	
	
	
	

	Activity 3.1
	
	
	
	
	
	
	
	

	Activity 3.2
	
	
	
	
	
	
	
	

	Sub Total
	
	
	
	
	
	
	
	

	Overhead
(max 12%)
	
	
	
	
	
	
	
	

	Contingency 3%
	
	
	
	
	
	
	
	

	Sub Total
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	

	VAT
	
	
	
	
	
	
	
	

	Grand Total
	
	
	
	
	
	
	
	


NB: Please provide the figure/information in Collaborator’s Contribution if any depending upon the nature of the project.

Form 2: Trimester Budget Breakdown

	Output/ Activity with Name
	Year 1
	Year 2
	Year 3
	Grand Total

	
	1st
Trime- ster
	2nd
Trime-ster
	3rd
Trime-ster
	Total
	1st
Trim-ester
	2nd
Trimes-ter
	3rd
Trimes-ter
	Total
	1st
Trimes-ter
	2nd
Trimes-ter
	3rd
Trim-ester
	Tot al
	

	Output 1
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activity 1.1
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activity 1.2
	
	
	
	
	
	
	
	
	
	
	
	
	

	Output 2
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activity 2.1
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activity 2.2
	
	
	
	
	
	
	
	
	
	
	
	
	

	Output 3
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activity 3.1
	
	
	
	
	
	
	
	
	
	
	
	
	

	Activity 3.2
	
	
	
	
	
	
	
	
	
	
	
	
	

	Sub Total
	
	
	
	
	
	
	
	
	
	
	
	
	

	Overhead
(max 12%)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Contingency 3%
	
	
	
	
	
	
	
	
	
	
	
	
	

	Sub Total
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	

	VAT
	
	
	
	
	
	
	
	
	
	
	
	
	

	Grand Total
	
	
	
	
	
	
	
	
	
	
	
	
	


Form 3: Activity-wise Budget Breakdown
	Activity with Name
	Cost Items
	Units
	Rate per unit
	Year 1
	Year 2
	Year3
	Total

	
	
	
	
	Quantity
	Amount
	Quantity
	Amount
	Quantity
	Amount
	

	1.1
	Person days
	
	
	
	
	
	
	
	
	

	
	TADA
	
	
	
	
	
	
	
	
	

	
	Supplies & Stationary
	
	
	
	
	
	
	
	
	

	
	Program cost (Provide details)
	
	
	
	
	
	
	
	
	

	
	Sub Total
	
	
	
	
	
	
	
	
	

	1.2
	Person days
	
	
	
	
	
	
	
	
	

	
	TADA
	
	
	
	
	
	
	
	
	

	
	Supplies & Stationary
	
	
	
	
	
	
	
	
	

	
	Program cost (Provide details)
	
	
	
	
	
	
	
	
	

	
	Sub Total
	
	
	
	
	
	
	
	
	

	2.1
	Person days
	
	
	
	
	
	
	
	
	

	
	TADA
	
	
	
	
	
	
	
	
	

	
	Supplies & Stationary
	
	
	
	
	
	
	
	
	

	
	Program cost (Provide details)
	
	
	
	
	
	
	
	
	

	
	Sub Total
	
	
	
	
	
	
	
	
	

	2.2
	Person days
	
	
	
	
	
	
	
	
	

	
	TADA
	
	
	
	
	
	
	
	
	

	
	Supplies & Stationary
	
	
	
	
	
	
	
	
	

	
	Program cost (Provide details)
	
	
	
	
	
	
	
	
	

	
	Sub Total
	
	
	
	
	
	
	
	
	

	Sub Total of all Activities
	
	
	
	
	
	
	
	
	

	
	
	Overhead (max 12%)
	
	
	
	
	
	
	
	
	

	
	
	Contingency 3%
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	

	VAT
	
	
	
	
	
	
	
	
	

	Grand Total
	
	
	
	
	
	
	
	
	


Form 4: Staff Expenses-remuneration

	S.N.
	Position
	Expertise
	Rate/ Person day
	Proposed Person day
	Estimated Cost

	
	
	
	
	Year 1
	Year 2
	Year 3
	Year 1
	Year 2
	Year 3

	1
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	

	
	Total
	
	
	
	
	
	
	
	


Form 5: Detail of Traveling Allowances/Daily Allowances

	Positions (Year wise)
	No.
of Staffs
Unit
	Travelling Days
	Daily Rate
	Total DA
	Transportation Cost
	Total Expenses

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	
	
	
	
	
	



Form 6: Detail of Publications

	S.No.
	Name of Publication
	No.
	Unit Cost
	Total Cost

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	
	Total
	
	
	


	F2
Other contributions

	
Indicate any contributions, financial or in kind, that the applicant organization[s], collaborators and community will make towards project implementation. This is especially important for development projects where sustainability of results after completion is an issue.

	F3
Application elsewhere

	
Please state if you have applied elsewhere for funding for this particular research and development proposal


	**  Attach the Project Gantt Chart **

	The Gantt chart should specify all proposed activities and it must show when they will be carried out (Please specify by month and by year). The Project Gantt chart should be in line with D4 section and financial summary and trimester budget breakdown table.


 SHAPE  \* MERGEFORMAT 



SUBMISSION OF THE FPP
The FPP should be submitted along with all the documents required with neatly compiled in a paper file. If an organization is sending more than one FPP, each FPP should be submitted in separate file with a separate cover letter. The documents should be filled in the following order.
	
	Necessary documents
	Number of documents (Applicant's check)
	
	Official Use
(NARDF verification)

	1
	This check list with a tick (√) on the document included
	1 copy
	
	

	2
	Official letter of the applicant with postal stamp
	1 copy
	
	

	3
	Duly filled up FPP (in the format given)
	4 copies (Three copy anonymous)
	
	

	4
	Log frame of the FPP (in the format given) attached with FPP
	4 copies
	
	

	5
	Organizational profile of the proponent (in the format given)
	1 copy


	
	

	6
	MOU of the collaborator(s)
	1 copy each
	
	

	7
	Copy of form registration and it’s renewal documents, VAT registration, Tax clearance document and Statute (applies both lead and collaborating organizations)
	1 copy each


	
	

	8
	Team composition of the research/development (that will work for the project, if approved)  (in the format given)
	1 copy
	
	

	9
	Two-page resume of the  Project  Coordinator  and team members(in the format given)
	1 copy each
	
	

	10
	Other things as specified in the PCN Call public notice.
	
	
	

	









































































































































NARDF


Reference Code





The size of the boxes on this form has been reduced for presentation purposes. Hard and electronic copies of the forms can be obtained from the NARDF Secretariat; the electronic version may also be downloaded from the NARDF Website


�HYPERLINK "http://www.nardf.org.np/" \h�http://www.nardf.org.np�

















































































































































































































� The Financial Summary (Form 1) above gives bird’s eye view of the resource management plan of the project.


� The trimester budget breakdown (Form-2) helps NARDF to Plan the trimester wise disbursement.


� 	Form No. 4 is aimed to present manpower structure to justify the efficiency of the project implementation.


� 	Form No. 5 is presented in order to help work out the details of travelling and daily allowance requirement of the project team.


� 	Form No. 6 is given to record expanses on different types of combination.
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