                   Chapter – 3 .
GUIDELINES FOR PREPARATION OF A PROJECT CONCEPT NOTE (PCN)
● PURPOSE ● PREPARATION OF A PCN● FORMAT AND CONTENT 
● COLLABORATION ●FORMAT FOR ORGANIZATIONAL ROFILE● ●MOU●
A Project Concept Note [PCN] is a brief of the project concept produced in the format designed and published by NARDF for the purpose. The PCN is submitted to NARDF by an organization as a lead agency expressing an interest to develop a full project proposal if accepted.
PURPOSE
1. The purpose of a Project Concept Note is two folds:
a.
to allow applicants to submit a proposal in summary form for preliminary assessment of the concept without the need to prepare a full-fledged proposal that requires much efforts, and
b.
to allow the NARDF to manage peer review process so as to identify a short list of the concepts notes that are worth pursuing to the level of full project proposals.
PREPARATION OF A PCN
2. The PCN is a short document that follows the specific guidelines given in the call, and needs to be carefully composed so that the concepts developed are self explanatory.
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Fig. 5: PCN Development Process
3. The PCN should be prepared according to the format described in this Chapter and should include a completed logical framework [also known as a logframe]. NARDF advice to complete the logframe first, and then the text of the Concept Note. Guidance for preparing the logframe is provided in Annex-1.
4. To maintain the anonymity during the review process the identity of the proponent, team members and the organization should not be disclosed in the text other than the page assigned for the contact details and organizational profile as main document.
5. The PCN must be within one of the priority areas identified by the FMC and announced in the call.
6. Along with the PCN, the applicant must produce Memorandum of Understanding (MOU) of the collaborating institution(s) as demanded by the nature of the project.
7. The PCN must be accompanied with updated and signed Resume (as in Annex-2) of the Project Coordinator. The education and experience of the Project Coordinator must be directly related to the proposed PCN.
8. The project team composition must be presented with the names of the experts (as described in Format for Organization Profile). The proposed project coordinator must have bachelor degree qualification in relevant subjects.
9. A Project Coordinator cannot submit more than one PCN or be a member of more than one research team in one call. Similarly, an expert cannot be a member of more than two teams in one call.
10. A Project Coordinator who is coordinating more than two uncompleted projects awarded by NARDF cannot submit a PCN.
FORMAT AND CONTENT
11. The Proforma of PCN gives more explicit guidance on how to fill in the boxes in the PCN. This is also available in paper form from the NARDF Secretariat and electronic form in the NARDF website http://www.nardf.org.np
12. The PCN must be presented in the formats as given in this chapter.
COLLABORATION
13. The local organization registered in the same district must submit a MOU with the concerned/related District level government organization.
14. Organization outside from the proposed district must submit complited MOU with both concerned/related District level government organization and locally registered partner organization.
15. Along with the PCN, the applicant must submit all the necessary legal documents (VAT registration certificate, Organization registration certificate, Tax clearance documents and Statute) of the organization and the collaborating local partner organization.
16. In same call one local partner/collaborator organization will not eligible to collaborate with more than two lead organizations. Government Office should not comply with this rule.
17. An applicant organization shall not submit PCN if any NARDF funding project is running till the last date of application. An applicant organization must not submit more than two PCNs in the same call. If both the proposal is selected only one proposal will be awarded under consent of proponent.
Contact Details
[Please do not include this page with anonymous copies]
	Project Title
	The applicant should provide a title which concisely and accurately, describes the scope of the work

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

	Address
	Mailing address

	Telephone
	Landline/ mobile

	Fax
	Fax number of office

	e-mail
	E-mail of office

	Head of the Organization
	Please mention the name and mobile number

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

	Academic qualification
	Minimum academic qualification of PC should be Bachelor level in the relevant subject.

	Telephone/Mobile No.
	Contact details for the project coordinator

	e-mail
	e-mail of the project coordinator

	Collaborator[s]/Partners
	Collaborating organizations /partners with whom MOU have been made prior to/during PCN submission.(please attach a MOU – Format is given in this chapter)


	Project Team Composition

	Name
	Proposed post
	Professional discipline
	Academic qualification
	Years of experience
	Remarks

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	


Caution!

Please  do     not  disclose      the  identity of the applicant or organization in the PCN (after this page).

For Office Use Only:
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Project 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.

	Project Location
	Specify the region, districts ,VDCs and wards

	Beneficiaries
	Number and types of beneficiaries

	Total Cost of the Project
	Total budget required to implement the full-term project. The cost includes NARDF grants and the contribution of the collaborators/community.

	Duration of the Project
	How long will the project last? The maximum period is three years; there is no minimum, unless stated in the call for proposals.


	Project Background [Guideline - 200 words]

	The background of the project should be clearly and precisely written. This is a brief, but concise background to describe the importance of the research and development opportunities that your project is seeking to address.
Include a brief summary of any other projects already carried out by the project. Background information should include a description of the importance of the constraint that the project is seeking to address and a very brief summary of any significant work already carried out in this area. (Provide references where cited)


	Project Justification [Guideline - 300 words]

	It should identify the real problems intended to address and analyze them to a researchable topic showing clear development prospects. Describe the differences that the project can make on livelihood, poverty reduction, gender mainstreaming, natural resources and environmental protection, inclusiveness, regional development and agricultural commercialization. Also outline the local demands for your project.


	Project Purpose [Guideline - 200 words]

	The Purpose is the measurable near-term outcomes of the project. This is also a final accomplishment of the project, and to which the project contributes. Indicate what you want to achieve overall, i.e. what implications you hope the project will have.


	Research and Development Design [Guideline - 500 words]

	Experimental design (for natural sciences) or survey design (for social sciences)– with the procedure that will be followed.
How will the project be implemented? An outline of the studies, surveys, experiments and activities which are to be designed and implemented in order to achieve the outputs of project. There should be an activity or group of activities associated with each output of the project, the activities defining the action strategy for accomplishing each output.
Work which uses participatory methodologies and is on-farm and implemented with or by farmers, will be given priority. This section should also include any facilities or expertise already available to the investigator and/or collaborator which will be utilized in the implementation of the project. In addition, the location of specific components of the work, and any special resources required should be included.
Project design need to be integrated with uptake and up-scaling and monitoring and evaluation.
Statistical/Econometric analysis – The analytical structure and statistical/econometric model need to be clearly specified mathematically.


	Project Outputs [Guideline -200 words]

	What will be the outputs of the work? This may be, inter alia, as manuals, audio-visual products, agricultural products, infrastructure, marketing or information systems, policy documents, institutional change, technologies. The expected results or products should be appropriate to the project purpose; and include identified promotion pathways to target organizations and beneficiaries. Target organizations are those formal or informal groups which will take up the outputs of the proposed work and engage in the process of further increasing the number of users of the knowledge, technology or methodology. In addition the ownership and project continuation mechanism should be spelled out clearly.


	Beneficiaries [Guideline - 200 words]

	Who are the main beneficiaries of the proposed work? The beneficiaries are those who gain social, economic or environmental advantage from the technology, methodology or knowledge transfer activities of the work to be supported. They may be identified as, for example, the household, the gender, the ethnic group, the village community or the regional/national community.
Try to quantify the number of beneficiaries of the project.


	Major Assumptions

	Includes those factors which might contribute to the project failing to achieve its objectives. Important assumptions are external conditions or factors over which the project does not have control, but on which the accomplishment of objectives depends. The stated assumption should not be arose from internal condition that should be managed by the research team and implementing institute. While indicating the assumptions the killer assumption should be avoided.


	**  Attach the Project Logical Framework **

	The logical framework is described, and guidelines for its construction are given, in Annex 1.




	Financial Summary

	The financial summary should take in to account anticipated inflation, and be kept to a   minimum consistent with achieving the project outputs.
Proposed Activities1, 2
Unit
Qty.
Year 1
Year 
2
Year 
3
NARDF
Contribution
3Collaborator’s/ Community Contribution 
Total
Activity 1.1
For process projects an estimated expenditure based on projected activities is required for years after year 1
Activity 2.1
Activity …n

Sub Total [A]
4Contingency [B]
Overhead [C]
Sub Total [A+B+C]
5VAT
TOTAL
1Maximum rates for travel and subsistence will be commensurate with the specific institution applying to NARDF
2A full justification for the purchase of equipment will be required in the project proposal.
3 Collaborative and partnership contribution will be encouraged.
4 The total of Overheads and Contingency should not exceed 15% and should be realistic (overhead not more than 12%, Contingency 3%)
5Consult and follow prevailing financial Acts and Regulations


Thematic Area (Please tick (√) one or more):

	1] Enhancing agricultural (Crops, Horticulture, Livestock and Fisheries) production and productivity and improvement of farming systems.

	2] Agricultural (Crops, Horticulture, Livestock and Fisheries) research and extension to reflect user-demand and the need to generate additional household income.

	3] Climate change adaptation in plant health and animal health for optimizing the production.

	4] Sustainable utilization of natural resources and the protection of the resource base and environment.

	5] Medicinal and aromatic plants (MAP), their domestication, production and value addition.

	6] Agricultural trade, agribusiness, agro-tourism, agro-processing, food safety, quality control and policy issues.



CHECKLIST FOR THE SUBMISSION OF THE PCN
The PCN should be submitted along with all the documents required with neatly compiled in a paper file. If an organization is sending more than one PCN, each PCN should be submitted in separate file with a separate cover letter and MOU of the collaborators.
The documents should be filed 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 PCN (in the format given)
	4 copies (Three copy anonymous)
	
	

	4
	Log frame of the PCN (in the format given) attached with PCN
	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 (in the format given)
	1 copy
	
	

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


FORMAT FOR ORGANIZATIONAL PROFILE

Non-government organizations and Community-based Organizations should complete this form, as complete as possible. Additional information can be put on a separate sheet and attached to the form. None of the information given here will be disclosed without your consent. 
	Name of the organization
	

	Head of Organization
	

	Type of the organization [local, regional, national]
	

	Contact details [address, telephone, fax, email]:
	

	Registration date and serial number with concerned Organization:
	

	Date started to work:
	

	System of book-keeping
	

	Date of last renewal of the registration
	

	VAT Registration Date and Number
	

	

	Description of work

	Type of work
	VDCs'
name/ wards
	Household covered/contact person
	Working period
	Fund mobilization
	Source
of fund

	
	
	Total
	Female
	Male
	
	
	

	Past Work
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Extra rows may be added as required or details attached on a separate sheet

	Present work
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Extra rows may be added as required or details attached on a separate sheet


	If you have an internal fund, describe briefly how is it generated.

	

	List the major objectives of your Organization mentioned in your Organization's statute?

	

	How have you analyzed the local agricultural and social situation of the area?

	

	Is there are any community or other which contribute to your programme, mention them.

	

	Explain briefly, what kind of relationship/co-ordination your Organization has with other Organization[s]?

	

	Does your Organization give emphasis to gender issues? If yes, at what level? [for example in office staff recruitment, responsibilities of staff, beneficiary's level in participation/ decision making/benefiting from the programmes.

	

	Has your Organization been working with the Income Generation Programme? If yes, what was the source of income generation? How was the marketing of the products done? What was the role of your Organization to link/ increase the marketing system?

	

	Human resource in the Organization

	Name of the persons
	Position in Organization
	Education/ qualification
	Area and number of years of experience

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Extra rows may be added as required or details attached on a separate sheet

	

	RECENT PUBLICATIONS
[titles and references] by the Organization and its staff



Format for Memorandum of Understanding (MOU)
	Project Title:
Lead Organization:
Funding source:
Address:
Duration of collaboration:
Email:
Tel:

	Collaborator/Partner:
Duration of collaboration:
1.
2.

	We agree to work in collaboration in the above mentioned project and commit to abide following conditions and responsibilities on the technical and scientific ethical ground for accomplishing the project activities.
Responsibility of lead organization: 
1.
................................................................................................................
2.
................................................................................................................
Responsibility of collaborating district level government office:
1. ................................................................................................................ 
2. ................................................................................................................
Responsibility of local collaborator (If necessary)
1.
................................................................................................................
2.
................................................................................................................


	Head of Leading Organization

Signature :

Name :

Position :
Office Seal :
	Head of Collaborating  District Level Government Office
Signature :

Name :

Position :
Office Seal :
	Head of Local Collaborator (If necessary)
Signature :

Name :

Position :
Office Seal :


[Note: The main responsibility of project implementation must go to the lead organization. The collaborating organization(s) should have its/their supportive as well as facilitative roles. District government collaborator is liable to display the progress, monitoring/ evaluating of the activities and to scale up the project intervention if found profitable. Each of the collaborating organizations is liable to  report periodically to their respective upper levels.]

































































































































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�
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