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1.
ORGANISATION / INSTITUTION BACKGROUND INFORMATION

	NAME OF ORGANISATION / INSTITUTION
	

	TYPE OF ORGANISATION / INSTITUTION
	

	ORGANISATION / INSTITUTION REFERENCE / REGISTRATION NO.

	

	PROVINCE WHERE ORGANISATION / INSTITUTION IS LOCATED
	

	PHYSICAL ADDRESS FOR COURIER PURPOSES                                                (PLEASE INCLUDE PERSON IF DIFFERENT FROM PROJECT LEADER)

	

	ORGANISATION / INSTITUTION MAILING ADDRESS

	

	ORGANISATION / INSTITUTION TELEPHONE NO. (LAND LINE) 
	

	ORGANISATION / INSTITUTION TELEPHONE NO. (CELL)
	

	ORGANISATION / INSTITUTION FAX NO.
	

	ORGANISATION / INSTITUTION E-MAIL ADDRESS
	


2.
PROJECT OVERVIEW

· Clearly stipulate in one sentence why you should be funded for your project.

· Briefly describe the project in terms of the main activities, mode of implementation, target audience, reach/coverage and how key project objectives will be realised. Dependent upon the nature of your project, delete and / or add content if appropriate.
· Explicitly link the project to the realization of The DST’s strategic goals (research www.dst.gov.za) 

3.
AIMS AND OBJECTIVES

3.1
AIMS
Briefly state what it is that your project will achieve.

3.2
OBJECTIVES
In bullet point form, state the measures you will take to achieve your aim(s). State the objectives directly linked to your aims and any objectives incidental to the aims.  

4.
PROJECT OUTCOMES
· Outline the specific results which you anticipate after successful implementation of your project, and express these results numerically and / or in percentages. 

For example:

· Pass rates for learning programmes

· Number of visitors to the Science Centre

· Number of learners reached in mobile lab visits to rural areas 

· Attendees at workshops (to assist matric students with exams in science and maths)
5.
PROJECT DETAILS

5.1 PROJECT DURATION
	PROJECT DURATION                  (IN DAYS)
	STARTING DATE

	PROJECT LOCATION                                          (PROVINCE & NAME OF PLACE / SITE)

	
	
	


5.2
PROJECT LOCATION
	ON-SITE

	OUTREACH

	PROVINCE, NAME OF PLACE / SITE

	PROVINCE, NAME OF PLACE / SITE

	
	


5.3 INTEGRATION WITH EXISTING PROJECTS 

	NAME AND BRIEF DESCRIPTION OF EXISTING PROJECT
	TARGET AUDIENCE

(BAND / LOCATION)
	OWN CONTRIBUTION

	
	
	


5.4
PROJECT ACTIVITIES

Give all the details of activities that we will need to fund your project. 
	THRUST
	OBJECTIVES
	DELIVERY APPROACH(ES) / ACTIVITIES    Give brief description of each activity as per the example below. You may have as many activities per Thrust and Objective as you wish.
	TOPIC
	TARGET AUDIENCE
	INTENDED NO. TO BE REACHED         Indicate no. per target group

	For example:

1.  Scientific Areas where provinces have knowledge and geographical advantage


	For example:

1 Create awareness of the important role science plays in people’s daily lives
	Activity 1: (Give brief description of activity)

Content:

Duration:

Frequency per day and/week:

In-house or outreach: 

Format:
	
	Grade
	

	
	
	
	
	PDI (Previously Disadvantaged Individuals)
	

	
	
	
	
	Non-PDI
	

	
	
	
	
	Male
	

	
	
	
	
	Female
	

	
	
	
	
	Rural
	

	
	
	
	
	Urban
	

	
	
	Activity 2: (Give brief description of activity)

Content:

Duration:

Frequency per day and/week:

In-house or outreach: 

Format:
	
	Grade
	

	
	
	
	
	PDI
	

	
	
	
	
	Non-PDI
	

	
	
	
	
	Male
	

	
	
	
	
	Female
	

	
	
	
	
	Rural
	

	
	
	
	
	Urban
	


6.
IMPLEMENTATION PLAN

6.1
PROJECT ROLL-OUT
In this section, you must state how, where and when your project activities will be implemented.

For example:

· The selection process (if you are enrolling learners onto a programme)

· The liaison process with schools and participant stakeholders (if you are arranging school visits to the Science Centre)
	ACTIVITY / MILESTONE
	PROGRESS INDICATOR
	MEANS OF VERIFICATION
	TARGET DATE

	For example:

Stakeholder Meeting

	Meeting Date
	Meeting Minutes
	1/4/10


6.2 MARKETING PLAN
Be specific and detailed about how you will market your activities. Consider telephonic invitations to schools, brochures, billboards, newspaper articles, appearances on the radio or TV etc.

7.
MONITORING AND EVALUATION
Make an indication of how the grant will be wisely spent and that there will be some form of follow up to measure the impact of the project.
7.1
PROJECT MONITORING AND EVALUATION


· State the people / department within your organisation / institution who / which will monitor and evaluate the project.

· Outline an independent socio-metric partner which will evaluate the project.
· Provide evidence of internal / external monitoring and valuation processes from previous projects, and place details of those external partners in the Appendices section
7.2 PROJECT IMPACT MEASUREMENT TOOLS 
· Outline the impact measurement tools that you will use to objectively measure success of the various activities and place some samples from previous projects in the Appendices section.

For example:

· Feedback evaluation forms (on learning programmes and facilitators / presenters delivering them)

· Registers (for number of schoolchildren visiting the Science Centre)
· Stating that a written progress report will be made available at the conclusion of the project.
8.
RISK PROFILE
In this section, you must make a conviction that you are aware of factors that may impact on the successful delivery of your project activities
8.1 FACTORS WHICH MAY IMPACT UPON DELIVERY OF PROJECT ACTIVITIES

For example (systemic factors):

· Bus strike, Power failure
For example (natural factors):

· Key personnel inability to perform duties, facilitator / presenter’s illness on day of project.
NB. You must also demonstrate that you have a well thought-out and detailed contingency plan in place to deal with those factors should they arise.

8.2 CONTINGENCY PLAN
For example:

· Additional transport provider, company to arrange for a generator

· Alternative staff member qualified to take over responsibilities, back-up facilitator / presenter.
9.
ORGANISATIONAL PROFILE

In this section, you must establish your organisational capacity and credibility to implement the project activities
9.1 ORGANISATIONAL CAPACITY TO DELIVER PROJECT ACTIVITIES
Provide a brief description of the organisation / institution in terms of its period of existence, location, staff complement, facilities etc.

9.2 ORGANISATIONAL TRACK RECORD TO DELIVER PROJECT ACTIVITIES

· Provide a brief review of any awards received or notable achievements. 

· Briefly outline any previously successful projects funded by SAASTA/The DST
	NO OF EMPLOYEES
	

	ORGANISATION MANAGEMENT

(e.g. CEO, DIRECTOR, HOD, PARTNERS)

	NAME
	POSITION

	
	
	

	NATURE OF CORE BUSINESS

	

	INDICATE FINANCIAL CONTROLS IN PLACE


	

	DATE OF LAST AUDITED ANNUAL FINANCIAL STATEMENT
	

	NAME AND ADDRESS OF AUDITORS

	


10.
PROJECT TEAM
10.1
PROJECT TEAM MEMBERS
	NAME
	DESIGNATION
	RESPONSIBILITY
	CONTACT NUMBER
	E-MAIL ADDRESS/ FAX NUMBER

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


10.2
PROJECT LEADER
NB. In this section, you must establish the credibility of the Project Team and Project Leader to implement the project activities.

· Include CVs of the Project Team and Project Leader to the Appendices section. Good standard CVs are 2-3 pages in length maximum, so try to keep to this length.

	TITLE AND SURNAME 
	

	FULL NAMES 
	

	NATIONALITY
	

	IDENTITY NUMBER
	

	PRESENT POSITION IN THE ORGANISATION / INSTITUTION
	

	SIMILAR PROJECTS UNDERTAKEN PREVIOUSLY
	

	TELEPHONE NUMBER (LANDLINE AND CELLPHONE)
	

	FAX NUMBER
	

	E-MAIL ADDRESS
	

	PHYSICAL ADDRESS
	

	SUMMARY OF ACADEMIC QUALIFICATIONS
	

	SUMMARY OF RELEVANT EXPERIENCE
	

	BRIEF CAREER HISTORY
	

	RECENT PUBLICATIONS
	


	AUTHORISED SIGNATORY FOR ORGANISATION/INSTITUTION 
	NAME
	POSITION

	
	
	

	NAME AND DESIGNATION OF PROJECT FINANCIAL ADMINISTRATOR



	NAME
	POSITION

	
	
	

	ALTERNATIVE CONTACT PERSON IF PROJECT LEADER IS UNABLE TO COMPLETE OBLIGATIONS


	NAME
	POSITION

	
	
	


11.
REFEREES

In this section, you must further establish the credibility of the Project Team, Project Leader and / or Organisation / Institution to implement the project activities. We require a minimum of two referees who can attest to the quality of your work.

	NAME
	ORGANISATION 
	DESIGNATION
	TELEPHONE
	E-MAIL


	
	
	
	
	

	
	
	
	
	


12.
REQUESTED FUNDING

In this section, you must briefly justify each of the items for which you are requesting funding and provide a detailed breakdown of each item in your funding request, especially in the areas of transport (e.g. cost per km) and catering (e.g. cost per head). Complete the pale green boxes for this purpose.
	
	ITEM

	COST (RAND)

	1.
	PROFESSIONAL COSTS (FACILITATORS/STAFF COSTS)
	

	
	
	

	2.
	TRAVEL AND SUBSISTENCE
	

	
	
	

	3.
	CONSUMABLES
	

	
	
	

	4.
	EVENT COSTS
	

	
	
	

	5.
	PRODUCTION AND PRINTING
	

	
	
	

	6.
	DISTRIBUTION
	

	
	
	

	7.
	ADMINISTRATIVE AND SUPPORT COSTS
	

	
	
	

	8.
	OTHERS
	

	
	
	


	
	TOTAL COST
	

	
	OTHER FUNDING SOURCES (SOURCE AND PURPOSE)
	

	
	
	

	
	AMOUNT REQUESTED FROM SAASTA
	


13.
BANKING DETAILS
	NAME OF ACCOUNT HOLDER


	

	TYPE OF ACCOUNT


	

	NAME OF BANK


	

	BRANCH


	

	BANK BRANCH CODE


	

	BANK ACCOUNT NUMBER


	


14.
APPENDICES

This section should contain relevant, but cumbersome, information that does not sit well because of its size in the body of your proposal.


For example:

· Maximum 2-3 page CVs of key project members and Project Leader.

· Details of other role players (e.g. government departments, other companies) in the project.

· Progress reports to other donors

· List of other successful projects funded by The DST and other donors

· Impact measurement tools.

· Diagrams and schematics.
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