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00DIDMmMODLMMODMOMMDOoMmooom

hOOM Mh@MOIDOID@MO0 MO M mMOmMOnom
00000IDOMLOMO000000 DOnoam 0o
also allows for more effective recruiting

OInmomomonmmoon

O0DINmMO000mMOo0 DMMmMOmoomon

MOOmo M 0000000 0000 MO0 00moo

(D00 0 00 [MO00 00Mmoooo 0ooom
000MOMODMOOn 0O bo0moo 0o 000
0 0OIDMDOOmOo0 0moo 0MO0 dooaoom
team in the first place. Ask them if

MO0000M0 DOMMO0O0 DOMOO0000m
the experience. Also, ask how the

experience could have been better.

000000000 Mooma

0 0MOIMONDMmo00MOmOman ooooo

MoM 00000MO00 00MOmMomo o [omo
0o0DMODmoOmoom MOIN0mMmooom
IDOOmMmO0mMobOn DMO0ODOnomonono
DO 0ODDONDMODCOODDmomemo

00000 MomOohmoomomoomommao
some of your findings in your public
MM 00n000 0MODmMIMO MO0 Momam
MOIMID DOOMIDOnO0On 00 DO0MDm
I 0DIIIMImMO0o0Onmo mooo m 0oo
0000 IIMNIIOimodimooonmoog
isation and how to make that expell
rience fulfilling to them. )
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2. Finding Volunteers

ORrcANISATIONAL CapaciTy TOOLKIT

Social media

Organisations

Aquaintances

Friends,
colleagues

Family,
close
friends

000 MUmMO0mMIO0OMNO0OMmMm 000mioma
DI0momoMmoommOmom 0bohonooo
I IWO0MNIN0MOMOMIDO M 0mbmoeo
000000MMION 00 OO DD MIDon 00m
MO mMOMOMOIMOIMIO0MO00mom Moo
00om 00MOmo DOnDObmoomooaa

000MMOOMmoooomooo O oOmoomom
MO0ODMOMOMOmoUob0moanobOm oD mon
MINIMOO0IDDOT MO0 Moo0mmoon
Mmoooanooooooo nofmmmoooanom
0 MOODmMOmMOmMMMoModmWomomommo
MOOmOoDm 0 0 0O 00mMb0000m O 0004
00MOmMO0D0000mO0MOMbMOMOmmmo
000D MO0moOnDMomOnmoanoMmooo
0aomoma

000Moboomimbmonmodnooonooanm
MDDoO00MON0MbmMOMO0Mmonobmoom

Getting ready to recruit

e Assign one person to be a «Volunl
MO0 00D IhMOIn oMM O0Mo0mmao
0 O0MDMiMOMIMO0 O 0MDOnmOOm
000D MMMDODMO0MINONo0mam
0 MO0 oomoomoo

e Make aplan of 0 000 OOMOOOOOO
000Mm oo ODmoomodmoo domom
000D 000000 mom

000000 00MOMOmO 0M Mo00mMmo00 0ma
OmOmoMmomOnm O0moMmO0moom 0000
00000 MO0MOOn 0Omm 000M 0 Mmoo oo

ic event or project. You may offer, for

example, to help another communil

MOO000MMO0MIIM oM mmmomom

MO 00 DO000OM 0MDIDO0M 0omomomom
MINOMIN MDMOOONo0o 0 00Do0 0Onamao

[MDOIIIN MO MOo00moomo

000 boMMMOmooMoomMoooOnoma
[DODo0o00 00000 DMOD0ho0mObmonomooa
0000000Mmon 00 00000000mOmamoona
00MDOMMODmID 00MID 00 MODM Mmmoom
000 DO0MDOD0000OMDm 000DmoDm boa
000 O 00MOOmDan 00 000D 000000
MooOmoonooo0momomoomo ooo 0oooa
0IMommo DMMO0 M MOCMo0 Moo oom
[MOMmDOmO0mommm

o Before recruiting, set up a system for
MO0Mmooo0mOMOMmoD0MoMmmm
0 DODOMO0ODOnG MOMO MOOnon m
0D 0MIMOMO00000OnOLD0@Omoomoo
IDO0MOOODOmOmMbMOn 0O mMomono
0000Mmo0manooanoom

Create a recruitment pitch and make
00MIDImDMOMOMMO0 M 00O
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Notes:

The recruitment pitch

A pitch is a concise outline that exl] guage. It lays out the difference you
0MmOO0 0000 CO0MOODO0Mm OMO00MmMOonID OMIDmMOIDM 000OD0DON00MNoomoo o
D 00000 DOODODMO0ODMO0mOdnomm 0000l 0MM MDOoO0mean 0oom
O0ODImOMmoO0mmon

e Short. MIIMOOD 0MOMOoONoMo 0oOnmoooma
¢ Simple language. 0OnmmomooIomoimonoom 00o00oo
¢ Relevant to people’s lives. IMO00ONmMOONoomoooo0 omodnooon
e Persuasive. in a different call to action—«O00MMOIOMNO

e State the organisation’s message— [ D0OINMINOOOOOM
the difference you will make.
e A call for a specific action. Make sure your expectations of voll
unteers are clear. Be specific in telling
0 0MIMMODDMmO 00MMONMOINO0MINOM MO0 M 000o0mo0MOMMIMmomomoonm
0MO00MIMOONMO0OD 0000 0MOnoo0 000D0Onoonomob00mom oM 000mooo
0MO000mMO00O0 0o00000000m 0dmoo - 0mihoo Mooomo

Make recruiting a regular practice

00MOMOmM 00000000OM DmoomoOoooo MOIDO0MOWOODOmmDn 0o

O000mmom oO0MO0O0MmDOMooOD 0O e Ask supporters and people who

O000MOmMO0mM 00MOMMmomImomoomom MO0mMOOMMIMDOMDmO000 0MOmmom

O0MDOMOMOON00MmMOMINON 00000 00M0000 0000 DMMO000Mmooom

O00Mo00Ononommo0modnomO00mman 00000 MO 000 MO0MmMOoomammoa

MO0 MOCODIDOmIm 0o e Track volunteers with a database,

0000MOIDOmMon DDohoo0moomaooo

e Ask volunteers to help identify and OMomOnomooionommodooommo
MOMmDoo Momomomo 000D OIMmO00MDmoOnooooon

¢ Use events as recruiting opportunities.

o Make it easy for people to find out OODOODO0MOOOMIMOMOOMOOOOOMMOO
0000000 MOOmoo 0000000000000 Do0000o00Ommmndm oOonooooobmooam
O00IDDODmOMOOMm 00MOMMO0O0MO D0MOMOIDo0 0000 0DooMmoo 00oOooo
IOOONODOmOomomo O0MO0Io 00MO0MDo0 00MOo00000moon O

e Be sure to respond quickly to any [0 000N OMOOONOOMOO O MDOOMOMOO
MO000Omo MmMOmMoOnmomomom
MOMmooO0MOINOOmOm Ml 0000000 0 0000000 Omo

Name Phone E-Mail Social Media Address

0 MMOD 0 | 000000000 | MO0 00 0 00 D000 |0 00MO00000mom 000 mo
0MON 00000 | 00000
Municipality | Reliable/ |Occupation Skills Introduced to us by
not reliable
OMIOOMMO | O0MODMOM | 0 0mo 0 O0MOMDOD 0 0000 000 0 000 0 0Mmo
MOONOOO0MO | DOIDOMmONmon0Anao.
000000 MMO0MMOmo

Time of day they | has car / needs transpor- Project of ours they have
are available tation worked on
000 DD]DD]]]]DDI]Dﬂm 0oMo0momooom D]]]]]]D[I]]ﬂ]o Playground clean up
0 mmoo 0MOMmMOMmam o e Story time at orphanage
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REMEMBER

Mommmon

0000mooomano

00momoonooooo o000 MO0momnoCmMMmmm 0000

0000MIIMIOOOD DOON0mOomOnooomoo
0 000OD0MOOo00OnOoo0no 0mmoo

ORrcANISATIONAL CapaciTy TOOLKIT

3. Managing Volunteers

O0MOMONMDMOODO 0Mo000mMoomono
000000000 00m00mEo000O0o00meoaa
MO0Mm MO0 Imodmo00Mmmoooanoa
MO 0Mo0mommomanoomon oom
0Mmoo000m O mono0o0 MO0000mmoooa
feel their time and effort is not apprecill
MDD 0O0MC OO0 0OOMDOMMm Mmmom

Happy, productive volunteers

0o DOOOD00 DO Omoo oo

00 MOOmMO0 do0specific taskIOOOOOO
(0O O OO 0 0 [ 0 O O

00 00000O0n00 Ihoomam

0Moooooaooo O

Tip!

MMOOINIDO0modn oM 0MoMmomono
0mmon mooooo 00 0 0Do D0momomo
0moo0omOmmo 000000Moo0000omo
000mODDMmOmODOD0mOmomanooo
0000 M MOMDOmMomOMOmm Mmmom
00000 MO0 MO0 Imommo
00000 MIMOMO DD 000MObo0moo

Mmpomo o mo
00 @O 0Oomo
0MOomo ooomao
MO0 0moooo0mon
00mOOOm I 0moanonm
not qualified—causing more harm
Mmooooooom

O000ODDO0NMOMOMCOD OO 0Moooom
d0MmOmMoMmOtodnooomommooD Mmoo
D0OnDO0mM mn 0mmo0mO0nomonon am
MO0mO00MmOnm 00Onanm 0omoomma
00mMmOm 0000 0MDOmOOmomo mooomama
has to affirm their value and demonl
strate gratitude for voluntary efforts.

00000000 0nomDn 0mo

0IImoananoo O0moo 0Mooomoonmoma
aoomo

00 MOODO0 M 0MImo00 000 mmmo

Good volunteers should be invited to return and bring

friends or family

You should welcome first-time volunl

teers. Make an effort to introduce them

MOMO0MmO0 Mo 0000M00 0M0mo0o0mm
000MOONOD0MmodnomMmooOnD 0OIooo 0
0MO000mMOLON0Mmon 00 Mooooo 00000
0 00M00MO00 0Doo Mot DMomanooo
MODomMmNoomoomoo

Give volunteers specific tasks and show
MO0 0000 0MDOD0MDO 00000000000 aoa
MO0 MOODDMOMMOD M 000MoMOnoomma
00mom DOmoOmomOmoanoamD Ao

Everybody wants to feel their efforts
0DmMODMOMIMo0 00Mb@MOIDOnonomom
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Notes: 00Momooooo0h0dnmb MOo000mon Mo

[ 000DOONoomMmoomon

00MIMOOMUOOmM MMmMDODODmMO0MOanoa

0 0ODMOCMOMOMOMIDINMMONOmo o
00 MDIMOMO0 MO mbmOmmonom o0ooo
O0MmMOmmoooomOan MOMmMoommaoo

00IDDImonmooom 0o000mMo0MOOuoom
I000MINODMmMOMINM DIMDDINomnoo o

000000000 00000 mMOmbMmmOomoonoo
MODO0mMOm 0MINOO00DMmMOMo0mma
0mOo00MmMoomob o0MOmMmomon mmoma
0MoomoomooDo0Mmomooonooooonomao

0000IDNOMOMOOUanONCO00 Modmooom

0oooo mo

CHALLENGE
Build a volunteer database

00ImOmmmomobanimooboanooo
0MOIMOMINMmMOOn0mMOo00moomao
OON000000 OMMO0n MOOD00hmmoon
MODODMIMOmOomMmooooo booobooomo
00MININIO0MOMOOnm oM MOMOOmo
0 (IMOMONOmO O momo0mo0m m
1IN INIMOn MM oMoo00oooom 0oo
0 00D Mobomn Mmoo mooonomo
0MIOOnomoanoo 0moooo D0Omom
000monooon Do0MOmONmmomo 0oo
0000000000 MoD dmmmmo
MOMOmMO0000 0MOmD 0mmomoooo
000000 O M MmO m o

000000000 MO0 000000mm mm
0 00MO000000 MmOoo0oomooomo
0MO000MO00M O0mMOMDmm 000
example; name, contact inforll
0 00NOMO0MDImO00000 Moo0om
fications, interests, availability
(similar to the example above).

00 Momo
000 00 Om
0 OO M o
moomoom

amooonn oo mMoooom
Mo 000 D0momomo
Mo00MmMOMo00moMmmma oo
no0mooooMmomMoiMoOnomoonon
Moo00ImaImon Mooo Moo mooo
0 MO0Ono00 Mmoo M Moo
MMM 00noIh DMmMDo0 MO0Mmmaon
000mMmbooonon Dh00mMOmno ommoo
00MOb000Mb0o0OnmIoo0mooom
0Moomoamoo

0D O00MmOmonn 0bdoooonomo
OmoO0MOIDmMmMOM oOmoomoboom
00mMmooooOmm 0oomoanooooo0am
MM 0000DOOMOmMOOn 00O mMOm
00MOMMMEO00DODOMD MO000mooo
[MOML0 Moo0 Moo d000Mo0D00m
MO MOOMoOnmoom om0 oonmonm
0000Dmmo0 o000mooOmm 0mo
MIoCMOIDoo nOnoiomomo /

Tip!

0 000000 0mmOO0o0Mbomonoon omo
[MO0MO00 DO000CmOD DO000MmMo 00m
M0MDOINmMoon d0oImo 0mmoomoom

00MOmMooooD 0MoD0mMO0000MOMED the «to:» field.

«bcc:» field
oooo ooom
00 0IMNO0 Mmoo
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Notes:

Fundraising & “Resource-raising”

CHAPTER I

In this section, we examine ways in
which organisations can raise mon-
ey for their administrative and oper-
ating costs. We will look at:

OIOo000mboeo
UIDO00MImLimO00ODOmDoo
0D 00Mobmmooonooon
UDoomoooonoo O o0

O0@momMO0mMOOnDoo00000Mo0bMmoomaom
000 0 00D O00000MO0mMOOn oMM mo

ing resources can be difficult because

MiMDMoom biOOIMOOWmm 00omomm
00MOMDMD M0 IWomn 0abmoo o mm
0 DONMINOMOL MODooomoo

00 000OMO000 Mo 000 bDo0oo 0000moa
0 0 IMO00Onmodnmooononn 0moog
MmOmomooomo 0000n 00000 ooomo
Oo0MuoomooomoRo 00000 Doommono
OO0 0bmpbobooobbooombooooboooo o
0 000000MO00MO0MImD D000 Mmoo
Io0Moon0moMDmmOMmOmmoo

000 Moooommoo 0o000000mo oOmom
Moo 000000 00Mo0o00000mo DomMoooa
00000DO0MO0 M0MDOn 0oOnoomonoo

Stepl

0 0000000oOnooomMmon o000
MO00mOboo0n 0MO0mOo0mo000000 oo
00000 DOMmMO0MO0mOoboOnoo M oo
MO I0MO0moOd 0mMoo0o00m Dooooo
00000000 00MmMOD00O0MOmMoboboooma
Mmoooomoon

Step 2

0 MO000 0OMO0DO0000Mm 00OIDO0 00

MO0 00OMmMO0 DMMO0MmMoomoma
00MO000MO0000MmODMOMOMOmommaan
000000 0000 0 MM 0Mmmoo 0 oom
specific resources will you need to acll
000 DIMOMODODomoanooo

Step 3

MO0 DMOODO00MO0mOobmMOooomooa
000 00MOMDDoInmommoo o0 boma
MMM 000NN D DOMO0DmMmOn 0
00 0D DOOD 0ooMo0Moooamma
000 DO0OMMOMmMO M O00M MONmMooooom
000DMDO0 O D0 MOMmoD Do0Omoanoom
Rather than giving money, for exam(
0N OIDonomobo o mbooooomomoa
000MOMO0MOnNOmomono 0moooom 0o
[OODION OO 00N 00MOObOnooooaoa
OO0 MO0 MOOO000MOmOooo00onana
0 00NOO0O0 dNOmnm bmooooo

Step 4

D000 @ 00 DOODO00O0000Omooam

fied your available resources, what you

000000000 DOODODOmOmO 0o ao oo
000 000N O0000Dbo0On 0Mo0moo boo
MO00MOOODINO00MOOnmMOmoanman

00D DO0mMbOND0 MmO Mo00MOnono
000mOODOMmo0moOnmmoooboOnomoaa
MODOmOmM MO0 DMoOnmmooa
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Notes: Fundraising

in-kind
donations

online
fundraising

financial
endowment

vud

Fundraising

special
events

0000 00MODo MOo0mmOnmoomoonoon
0 MDIMOMOOM 0000mMO00000anoomnmaoa
0ooMooommoomoondnmoon 0oomooa
00 0Imo000noomodnmoomon

0 000000M0000000000Mmo00moomoom
000 00 0MmMOODMmMOMINO0mOOmo0Mmwoo
O00MMO0M 00ODMIDO 00 0000Dmmoo
0 0000M0 0000000000 00MIImmooooo
MO0000000000000MO0MOn MoOmoooooo
000 MOOM D0MmMDO0MOOnO0mMO0ODmoo
0 D000MOINOODIm 000000000 0000000

sons include; tax regimes, controlling

000D INO00Onom 00000D00000n0aoooa
MO0OOMDmMmMOID MM DOOnomo00Mmmaoma
00000 D0moo000ma

0 DIID0OMIIMROD 000000M0O 00moomoa
000MOO0OIDOMDOmoCmooano QoD m
MIMOMDMONOD 0 00I0mOn00 Mmoo
0oOmooin mommOo 0O OO0 MmO 000 0mm
00maon o0momm o mmOm M momom oo 0
000MMOOmMmoomOmom 00noomamnoooa
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product
fundraising

0momoD 0000mmooo 000 00D0dmoono Mo
000MoOomo DOMmmanoo 0 00 ooooon
MO0 MOOnOOOMmOmOamno Moo Mmmomnoo
MO0 MO0mMOoo0moo0Mmbotoo000000a

0000MmOmOo00mOD MmO 00ODmooomo
00Ihomoo 0Nmoomomooimoooon o
0 00MOOnom 0 000MOm Moo Mo moo
0IDmommommo

o [NO0MOOMOMODON D0DMIMMOMOOmm
0000000 00MO 0Onmomoomoo omo
00000 D0MOMOmOOoo 0D Omooo000
how does our work reflect that?
000000000000 0000 0o 0oooo0o
them? What do they expect in rell
MIDIDO0MO0M DM oMoOmom

o[ 000 0MOOMOO Mo00MO0 00MmoOmm
0000@mMOO000000 0O0000000OD00mom
MININOOnO0m 0000Mo 00 mMoomoo
00000MOD 00mMO0000000 00 0000
MO00000 0 000OmO000 0ImO000mooao
000000 o



o Develop a profile of potential dolI
000D 000D0000MODOnoo 0mMm 00
0 0OD0MOmnO0 MmMmom 000000 mom
000mommooomomoomo
o OMOOMOMOOOO000000000MOONOn
0 INMOMOONONO00MO 000Momom
0000MmOo00mmoCmooooooooomoom
MODmOINOONo0 0000000 dn0000noo
00MOOnmM o000 Mmmomodnmoom
000moo00MofmomobO0momomaan
D A description of the project.
D How money raised will be used.
» What the donor receives in rell
turn (for example, public menl
tion of their generosity, a tax
MO0 O
e Ensure you have financial acl
0000M0OmOO 0 000000 M0 0mmooo
000 000MDOND MM o0 000Mmmooaao
OMmOD000000000M0MO0000Mmomm
00000 0O00MM DoMo0mMmomooo
MOMDmMoOo00mnO0 oM OOno d000moo
0000000 00000MbbOb0momo boooo
0M0MO0ODNONo0 DMIOMDmoooonoa
mommmoo

0 MO0mommooono mommOoo0on 00nooo0
of expenditures or expenses; core

costs, and project-specific costs. Core

costs include items like salaries of staff

0 00MMmOOnO0momommommmoamooo

ing, capital expenses like office space

0MIN000000Omn0MoOmmOmMo00000000m
These are expenses incurred by the

0MO0moOnDm oMo oomooom M mom
Moomomopom

0 D00M@M@O0DMOOmO0m MmO MmO 0mm [mo
fundraise to maintain their staff, officll

es, or other routine expenses. Other

0MO0MoOmoomo D 0MmODommoooo mo

MOOImOomoomoo 0 0moon 00000 Mo
0 0000MO00MmMOmO000mO00MOmomo

ject-funded expenses, including staff,

office expenses, end as well.

000 O000NOM booo Do00 o 0mopOmo
0 0DO00 DOMO0 00Doo 0 0anoom Mmoo
MOMO00mOMDO0ONO0000Mo00Mmomon
O0mOD0D0O000MMOONOMO000MOmanmoono
programme costs. Some countries exl]
plicitly prohibit not-for-profit organisal
D00InNo ModmiMmobodm Do mmoom
000 000D D Moo 00D Dom mom
bition is in recording a «profit;» it is, in
MO00O00O00mMO DM mMommEmooommo Mmoo
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I0MmMO0MDMmO0mommo0mommpoonoca
generated is expended as either capital,
000MmmmoomDOnmomo 0 Dmooma

We briefly examine how organisations

can generate funds. It is not an exhausll

IO OONMOmb0mo0 DOonooooomom
you started. Paradoxically, charitable,

and not-for-profit fundraising is big

000MO0CCmo0 0000000DN00MMbO0 DOmm
000 DO0OO 00DMOOO00 0mO M Domooam
00D 00MmMOOo Mo Moot 0 000b0m ooog
MO0 MImMOOOMMMODo0bMO000Mo00ma

MO0 00 DODMU M O0modn00MmOo0moo0m

0MID0O0000M MMODO0mIIMO0Mmmomma
maintain paid staff and offices ensuring

MOIDMOomo 0 MoMmobmboonoog

For example, a health-focused organl

MOOnoo0 DOOOMOOOOMODmMMmMO0Mmmmon
0MO0On M0moo000MmMO0MO0MOmomon

IN000DO0DOM 0OOOMOMD Dmoooomoo
000 @O0ONONOO0On oD 00 M O0mommon
should budget for organisational exl

penses; use of office, communication,

00 0Inoomo DMOMIMO000000000000 O
MO00 00000MmOOmMO0000 00000mMmano
may be enough to not only fund specific

0IIONMODDIOMo 0 00Mo0mmooano
portion or all) for staff and office costs.

0000 MOO0MmEDO MOobo0 D0Mmmoa
money for staff and organisational

expenses, but you need to be honest

about doing that. Be prepared to exl

0 0hODoOmoMImoomoonmomoa
directly to programs, and their benefill

OMONCINO0D M 00ONMO0MDDONmomoaoma
000 MDODOMOMOLOMON 00 0Moo 00aoam

MODmMOOmoOnoomMootmm bo0Mmnmon o
MIDOMODOIIMmiMmoomoomooog

00OnooOnmon MDooonomoomImmom
than to specific crises or beneficiaries.

Moo MMoOno0Iomoo oM ono00omm
0MO0mMOOnooOnoOmmmomoooomooama
000MO0MOo00Mb0MO0b0MO0000 000
0 00MDIDD0mOomooog

Family and Friends

IDmMOMmMON0MO0O0CO0MO0000MO mo00oo
mOoLDOMDmo00MODMMO000M D M mMom
00 0mMOmoommm 0Mmom boomooma
0000moooomMomoomoanobmoo0onomma
MoIn 0 00 MIMIDINIMO0MOoOnOmooo
00mImnonm MOImoMNo00moonomm
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fice or meeting space, transportation,
OMOmom oo0oa

Membership or subscription
fees

0 00000MODIMOOn00MO0nomOmoooon

000 MIMMO0OMO00 MM mOtmoo0momoo

INO0000O0MDO0000000 0D 0 0mO00m MmO

O0IDID 0N IO MMM 0onoMooooooomo
mostly products marketed to specific

O00mMO000mo 00 000MOMo00000000mon
0 00 D00mMO000000MmEOoano Dmomm
O0Ommmom 00 000 DM O0mMbOnoC 000000
0 00 DOMOmMONDOOmnam 0O0MDOMmom
0 00 000 00O 000 00 00mmmoom mm
example, the ability to attend annual

0 00O0O0MO0 M0 bmOndnoo0momo
O0MOOMOMONOmnom mmooman

Events

0 000D MODmMOODO0M MNOMmmMOn0mmm
000000000 MIDO00MID M0 MOo0mooon
00000MDOo0m 0omO0mMOmomoMoInom o
MOOnDMMON M o000 MD0mMmo00dooooon

OOD0ODO0MOMOnN 0mMO 0000MO00mmo omm
0Imo0000MmMO00mMO00000MOomoanoon
DO00MO00000000000DOmMO00MO000mMom
O OO0 INO000mOm IDImImID MO 000
00D00MO0MOoto000Mmob00mommoonon
solely to offset the cost of the event,

MO0000MImMO0000Mmoommoooooomo
O00000IDOMoOnmnoio M0 M O0moanoon
DD mO MmO 0o MmO

Events are great ways of offering somell

MIODON0mMOon 0 00D 0mmomanamao
00 (I MINOMMD 0MoMOmo0mooooo
00O 0O o 0MoOnomomooo

raising. For example, if an organisation

0o0000Mo0bmimMmoobo000mobobIom
[DO000 MDMOO0DO00000D0mOmotomooo
00MNOONO0MONCO00MODOn 0Moo0o0mom
00 0MbO0000 MOODho00MmoomMmooooom
MONOO0OnOoon 0ImmO0 D000 o
0 MO0 DDIN Do 0N M Oomommon

0M00OINO0MmO0Om 0 00 D0MmMOooom
0MODMOmOM@MOLMOno0Moomoom
000 D0MmM@MO 0mMOo00MOmMo00mooooa
INO0MINooo0MO00MmM MO ommoo
MOmOD Omoo 0Omomommo M0 momoo
communities where the differences
MIDOMmMOMMmMOmOomMOmDoanomoomooO

00 OD0MO0000MOD00Oman 0 mooo
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MOmooo0000000000M0 IDO0Ommo0m
OImOO0M MO OmO0On0mOn 0momm
OmO00D MO 00 Om M Om 0mo00000
MDO00DWO0MOMOomo0onmono

0O 000MMOMNO0MMmM —these are ex
O0MOMO000000MmOOmMmobmomoooo
profile to your organisation, they
O00MOm DOMmMO00ODOmMDo0no0 m
MO MDO0000MO0000M 0Moo 0 0oaoo
0 00 000000 MOmDboOnopoe mooo
can be charged to offset costs of
00000MMODNOO0 D0MmMODO0O000000mm
000MO00MOD0MIID0Mmmooomoan
000000000000mMmO00000 0moomom
O00000DmMoommm 0omo

0IO000MIMOMODDO0OMO0OmO0m omao
MO000000 O0OMODOmOnomommmom
0 0MOMOMOOmMmOoo0moo Mooooooo
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Strategic Planning Notes:

CHAPTER Il

In this section, we explore the nec-
essary planning elements for every
organisation. We look at:

1. Defining who you are,
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Strategic planning is a worthwhile ex[
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staff. It provides direction and allows
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vide internal and external audiences
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e Values.

e Vision.
e Mission.

NoTE
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¢ Respect for human rights. )
e Cooperation and Partnership. o
¢ Transparency. o
o Integrity. o
e Voluntarism. o

o Objectives.
e Goals.

If you clearly define these five elements
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teers and staff) as well as external aull

0MO000mMO00mOmOmMoanmmoo0Mmanoooa
0 MMOOO0MOMO0mOTIm 0Mo00Mmoomaa
0 00MO0MIMmoom 00MMDmoomon

0MO0mO000MOMO000MOMmOomooonom
00000MIMOINDMONLDm MmO dmooomnam
000 00O MM ID0MO0 Mmoo MmO
MOMDODMOMmMOLbmOooobooo 0mmaoo
000oanoonn ooonom 0mMmMooanmoo

Responsible.
Public service.
Honesty.
Inclusive.
Impartial.

CHaPTER lll: STRATIGIC PLANNING 29



ORrcaNISATIONAL CapaciTy TOOLKIT

Notes: 000 OO0 OmMmO 00mo 0000 0o
0000On00MOobOmMeOnD 0000 0Ommoo
0 000 00MMOmo0mmoooooon d0oooo

0moooonon 000n 0mMmMmomooog

0 OOmbo 000000000 Moo mMo0Ooamoo
0MmOO00m 00000h000mobmooommo o
0ooamn DOOMmIDMDODL0000OD Mmoo
0MND0 D0MMOLMOMOMmMODMDonono
MOMOMIImoonm 0MDmO0mmm
000 DOOMIID DOMmOMONDmOoOnmmmo d
IIMOMNDOONON DMOmMO0mMmMm 0mo

What do
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A live process
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the SWOT analysis. By examining the
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weaknesses, as well as the external
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CHALLENGE

Gather your team and review or
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ID0O000MOO0000O0Mmbonmmao

0 D0MIDOO0MO0MNo0 Mmooooo
oo0motomoanoo a

Schedule a regular review of

000 00mMO00 0000 Ommon boma

0 00O D O0Dom 00nm booo
sure they still reflect the organil

000D 0@IOO0 MMM O0Omo0 00 m
000 bmoomm

Conduct
oo 00000
000mMOmO Mo
moaooo o
Take the time to
0bo0o0 - 0mM0omoo
DO0mOOnOmmooo00000Mmomoo
00MmOoOmono

Define specific organisational
000MIDO0MCMD MO Dmooo
0Mooo MM 0 000o0moo Do0mooo
0 oom

Prepare a strategic planning
00000 00MMbmOoono0on00o00mo
0 IDOO0MOMOMmOCo0moomao oo
IUoomo DMOINIMOMOmMomoooon
Moo oooMmobmoooooomo
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Policies and Procedures

CHAPTER IV

Notes:

In this section, we look at organisa-
tional policies and procedures that
guide members of the team as well
as external audiences.

000 IDI0mMOiOnomoo0iMmoomo ono
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it provides confidence to potential dol
00 M 000mOmOoo MO 0mMoomammoa
al efficiency; it serves to inform new
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to ensure they know you expect of
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1. Administrative policies and procedures
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trative procedures. For example, there
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00MMDOIDMoO0MINOoMo0MMm 0omoo
0Imoomano oo

Administrative policies and
procedures may include:

000 000MO00MO0mO 00 0000 00000

es policies establish expectations of
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grievances and set expectations of
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¢ Hours of work including procedures
for filling timesheets or other time
I000mMOmM Dmoooo

e Holiday and sick leave policies.

e Pay schedules.

o Travel policies.

o Workplace dress codes.

¢ |Individual and team behaviour ex
000Mmamooa

e Harassment policies.

o Conflict of interest policies.

e Disciplinary measures.

¢ Organisational structure and reportQ]
MmOOmooo

o Descriptions of functional units or
departments and reporting expecl
mamooo

e Environmental policies (increasingly
offices are implementing recycling
O00m O0MImoooimommomo 0 0o0
Green Offices).

e Use of facilities guidelines; use of
staff kitchen for example, proper
use of office furniture, and so on.

00MINmO0mMO000m

o Workplace safety requirements
such as first aid kits or fire prevenl
tion/fighting equipment.

e Emergency measures such as evacll
uation in the case of fire or natural
O0moomm

e A list of emergency contact inforll
0 00000 MOmOmMoo 0M00modmoom
00000mooo

2. Financial Management

0000000 MODODOm O Mmomoom mooo

dures can include a section on financial

0 000000 000 00 000MMOmomot0o0nam
0D OO OnOm 0000 0mmoon

ing a separate financial management

00000 DO0DO0MoOmmooooMmit Miooooo
additional confidence in your organil

000D 0O0 MDOO00 0mOoooooon omoooo

sive financial policies and procedures

Mmmooo

0mDo0mm 0 000000 00mM 00@mod 0ooo
0M0000MCMo00mm0mOmodno000mm
M DODO00000000OND 00 Modno000oooo
0 IDmMO000MOmMOnmoomam o 0o 0o 000
many donors expect you to uphold the
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000000000000mDOMmMOONm 00 0mDmon
0 00O

¢ Internet and social media expectal
tions—for example, an organisation
0 0000 000 ID000momomoomooog
O00MO00O0MOIOM 0D mooonom
O000mOmooo0mo0momMmmm oomao
O000000O0MmOmMmO0mMmoomm 0omo

e Employees access and use of the
MIMOOODO M 0MOmooo0 Mmoo 00m
OMINIMOOMO 00ID0 MO 0MOmoom
0 MIDOIDmM 00OIDOMOmO Mo 0moo
0000 0000Om D MOnmo ooo 0 0000000
MO0000 MO0 0MO0MoOmoma 0000000
00mma

e Appropriate use of information
(NO000mMUL0000mo 00 Mo momooo
0000000 mMMMOom 000000 0o0mm
0 00MID0M 0MDOMo0Mmoommooo
a0omo oom

e Procedures for storing data, creatl]
MOO00MO0000000MO00000000000m
specific data.

e Procedures for securing IT equipl
0 0000 00000 000 0MmModgnoo oooo
ID00000000000000MOm o000 0mom
MO0MmOmoooo DMOOO00Mmao moo
O000000DmMOOmAa 0om

e The use of email accounts.
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0MO0000000MOmMO00 D0 mMAOnooomono
financial instruments (cheques and
0 MhImOoommm

e Do you keep cash in your office?
0 00MOMOMOOMD INomomoooo oo0m
of money held in the office? What
00MO00mioo0oobboo0boomOo moboo
Is there a locked cash box, safe, or
Ooo00moooo O

e Who is responsible for handling



0 000O0000000MO000000MOmomm
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e How often does your organisation
O0000DMMOONO00O0000000mMO0On ma
OO0 MOMDO00M Moo M ONooomooo
000@OO0mooomo

e What forms and systems are used in
paying vendors, reimbursing staff,
000 00ODMONOMO0MO000 Mo0o00
aoa

¢ Are there thresholds for approval of
expenditures; for example, organil
000000 MM OO0MONmImonm 0oooo
ers can approve expenditures (and
this is only an example) of up to
000MOIDIDOMIMODmMO 0 MO0moOno
£5,000.00, and expenditures over
00MODmMO0MO0ODoo00MOoooomoom
O00MOmOoomo Mo DMINmOO0Om 000nom
O00000MOMom 0o00mo
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¢ Allowable costs vary among differl
00N O00MIDOMIONmMOo00Mmoanoa
MIO0MO0MOOn000MO00MO M0 0moam
parameters for expenses that can
O000NODON0MOIm 0o0mooo

e Step by step instructions on exl
0000000 000MmMODo0 0omooooo
0MO0MOMIMO000MD Mo 000 00mMom
I 0000 DO 0 000000 00mM om
00000 D0MOmoo MooIoomm moomo

3. Communication

000 0 00mmoOmnoo 00mDmon o000 0maooo
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the possibility of confusion and mixing

0n 0ooooooo

e Designate those authorised to
O0000MO00DDODNO0MOMNmM 00mO

e Describe the processes used to aull
MOOmomon 0 DOmOoOmom Mhmoamooo
audiences, both internal and exterl]
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DOm0 DIMmo0M0Mmhmomonm
O0ONO0IDO0000MON 000M0M 0amon
O000omooom

e Tax procedures; some organisall
tions are tax-exempt and do not
have to pay sales tax, but need
systems in place to exercise that
exemption. Define how frequently
O0DO0MOmMO0IDO DM OmobOnonoomo
whom? For example, are you rell
quired to file annual or quarterly rell
00I0On IO DML Moo mo
IONLhMOONoo0OnmOommo0Mmnom
O0000000MO0000MO0M0MmommMOonm
00O MO0mMEaoon

e Bookkeeping procedures; where
and how are expenses and incomes
moomooo

e Detail audit procedures; internal
and external auditing.

0o00oma

¢ Organisations should detail the use
OOmOImooomodmmom 0OnoOnaon ma
transfers for example. What are
O00OmmMmMOMMmoMnOmo0Mmodoomona
0OD000mooooomo

e Do donors require separate acl
0000MIDOIDOMMDO0 MO0 IDo0mooo
0000MO00MO0modmomomoommono
aooom

nal. For example, managers may
00000D0M0MOOMmINmoo 0 00moa
with members of specific teams;
000 DOODODMMmMOmoomnooooo 0 oom
000nOm 0OMOoo0DmMOmomomomon
DOIDO0DOONOMOnOoD bmoma

e Detail which media you use and
how. Social media, for example, will
MOOMDmMODmOOn 00000MmMo0Onmm
00D MO000MOMO00000MOINmMomom
MIMOOMITOmMOmOD 0 omoamoo

¢ Detail processes for dealing with all
000 MOOOO0000MOmMOooooo 0 0om
cation. Who, for example, handles
0000MIMmO0MmO0MmO0mO00000000m
00MOMDIINM D0 0Mo0Mmiobmam
[MMOMmoooooon noommoooomooooo
D0DO00000MOboOnoooooomoooooa
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0 DO0D00MODIMMOb0000MmMOmomo
for finalising and publishing organil
000mOoommooOno

Fonts used in reports, in social mel
OMODO0mMDNO0IDmoooon

Provide templates for media and OOOIMIOO O OO0MOONOOD OO0ODmMOOMOO
0D00000M MmMOLboO0 Moo OO0 00 d000dmomo oo imomomonooaoowoo

O0MONO00Onm 00000mMmoom
Prepare a list of materials required
MO0 DOMMIDMO0MmMO 00noom 0o
MONmMOIDO0O00M MOMmomooo
» Background descriptions of the
0moomoomoo
D Bulletins or brochures.
» Contact cards or information.
D Previous press releases or rell
00onoo

0MOOmOmMO0M 0MOOnoon 0o0omoom
MODOMMOOO0MODODMO0mMOmmom 0ooImao
0MmOmm DODOm 0ODOMO0mm

Logos—what are the colours of
MO0mooo00 00 000000 00Moo000ma
ID00000M00000000DODooo0ooooon
0mMIn O0MOOIHIMNImoOIm 0 00mmmo
apparent, explain what your logo
means—it may be an excellent
0 0MoOnoMOo00000I0O0Mmmmooom
0000DMO0mooman

Challenge

0 0momonoMmIMnmomobmmoonooo
0moooomMmonoboomomo 0moo Mo ooo
0o0momm

e Are they still relevant? o

e Do they reflect what we do, and
000 M Dm0
e Are these policies compliant

g
0

0MOMmoooanoooo0Om DONmMOnmmon a
00moOnooDMOomoonmoon 0 D0MmOmoo

procedures. If, for example, there is a fire

O
O
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00 MDOOMO0MmMOm DO @ MOODamo

M Mob0momoo M MOOomoo 0 00momao

0

Are there addil

IDIMMO00MNO MHmOmoonmo

Detail contingency plans for all pol

MOmmmiooomomamnoi0 0mMo00o00mm

uations. For example, it is unlikely

MOID00D0MImO0OM o0 M omoom
0000000IDMMO DM OmMmCmo0Cmm O m

hood of an extreme weather event

0MMOOnoMo000 0Mom 00 M mooao
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If your office is not operable, where

0000MO0000mO00000D00000Moonm
staff is unable to communicate are

MOmMO0000MO0000M0momaon ooo o
O00MO0Onooomom

0nd mo
00mooman
amooa

Inoom o0mmoo o oo
00000 mMOoo0DMmMoCDmom 0mo
efficient?
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Project Design Process

CHAPTER YV

Notes:

In this section, we look at crucial
steps in the project design process:

Assessing needs and defining probll
[0 DODOOOO0MOIDmD DI @M mMOOm mooo
0MO000MIDO0MOO0mOmOmMmOo0000m

0DIIDDDOIDIOOMDIODDIOLONMIDNOD 000MDOMO MOnomDDiOnoommooo oo
0MO0moOnomO0MINTmMOODO0I MOiMomM 0MbODIDoinooodoofimodDmo0modm 0
00MmMO0momOmmOmoOMOMOON0mMmm 0mMo 00MOnoOD 000O0OD0MmO0Mo0mom
MOMmomooImo0DmMOnmmomo MOMMO0MnOON000DoMmodno0o0mon
DO00MDMO0000MO Moo MO0 000Ommm a
000 WImoOD 0ooooo oododnmn o 0 0MIoOnmOmoom oot tdmommo O
defines a project as «a temporary en] 0II0MO00O0MINOM OO00MOODOOO MM OO
000000NO000D000DMIMOMDIDOMOL0 MOMD0mOMODnoD MmMmoma

0mooon 00Mmoo 0mM MO0 Mo 0mom

0 0MOOmm M moOmmmoOn i mooo0mo00 0000 MmO 0Om 0 00000 M O m i O
0000000 MO0OnDo0DIDO0MO0MO MO0 affects every step in the process.

fined objectives within a specified time
and a specified budget.

m\\“"“‘)
S\

g 3 | 4

Project Design Writing Proposal

. 2

Concept
Note

Final
Evaluation

Project
Implementation
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0IDIDO00MOmMOMIDIDMOMDMOMmm
(0 000 M [ 0 M M 00 MO O O O
000 OOn 0O0MO000mO00 MmMOMOMmOme [

1. Assessment

The first step in the project cycle is
MOmMOooooo 00D Mo0momoooooo oom
is a systematic examination of needs
00000000MINmODOD00000n0 0000000000
0000000 00000 a0 Mo MO0 000000 om
searching, inspecting, and examining
OMINOONOIDMOMOONINm 0Onomooom
0 00NMo0000moMmodnommoooaonooa
0000000 0000 MO0000mO0omOo0 mmoo0mm
0 MMOO0NO0MO0000MMO0MmMO00Mmomm
00MIMO000M MIMONO0Mo0Onommaoom
000D DMINMODNOO0MDOD M0 I DM [ma
stakeholders and beneficiaries. During
O0MO00000 000mO0MOo00M MOomoomoa
MM DONOmMOMOmMoO D mmo00momomoa
causes/effects of the problem/issue
MOONCOODMO0moOn0OnIDm o IN Mo moo

0000MmMOnoon 0000OMOOND DOmoomoa
MO0D0MOMIMO D MOMOMO000MmMO amoa
Ooo0o00boo0mMO0mOOuoo0 MOMmoamom
000MOm 0ODDOMOOD MO0 0000000 0o
0000000 ODmMOMomMonbooo 0bonooom
MOmbooomOoooOmoobomoono0Mmomm
0MoMioomoon DMMO0000000 0000 boa
[MO0ID MO mMOD0DMme MMM 0Oonoooooa
0 MIMODmMWO000MO0 0mMooo moom omoa
0Mmodnob DD MOomoanon

Tip!

Make sure any review and application of existing
IO 0O00MO0MMOIMDDO0ODo0D0mo0M00mObcmon
you can be confident in the data you collect!

000moDOmoooo0mioMmot0mo0moamnoo
00ODOMmomooOnmmon
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Assessment methods

0 00000 0Mooomomoononnoboobooomo
00000000000 DONOMO MO0 MOOn 0000 0oo
000MODMODN DM 0MO0CODmMOmMmOOmon
0000000MO MMM bODbmOo0mD Mooomo
[0 000m0o o 0oa
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available literature on the issue/problem
00 0mMOOD0MMO0mMOOnom D0mOmoooo
0 OO 0MOMo 000DO0MODo000MmO00Mmom
0MOmOoOooo0000000MO0D00MO000Imomo
on the issue from different international/
MOOMMmMODmOOmOOMO0MO00MO 00Mmmo
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then use other methods to fill the gaps.
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ticipation/observations. The sample
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iours, and other defined variables — and
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surveys — online surveys, paper surl

00000 00MNmMoMO00MO0 MM O0M0mooom
MO0ONODo00mmImO IMmMmMoooooomo

MmO DIOmWO0ID0MOMOMO MO0D 000aIDa
MODODDOIDOMMOMOMION00@Moomo 0

OOmmooomoomooo

IDMINmo om0 000 WINM 00MmMDMMmo oo
OMMO0MDOnoOnm o0 MOnmmmo 0m moo
0000O0 0000000 00 00Mmooooooomoa
MONOMoo0 0 O0IMIDooMomooomonooa
MM 00MIMIOMmO 00MO0Moo0momma
M 0ONO0O00 0000 MO0mMmOooooomooaa
00 MOmMOmMoo 0oo 0 0oioo - moobdm
0DIIODMOIINIDITDomWO0mo 0 0omoooa
first-hand knowledge of the commul
nity. These experts, with their particull
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a framework of themes to be explored.

However, the specific topic(s) the interl

0o 000 00O Omooodnommodnooooo
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is generally beneficial for interviewers
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can ask in different ways for different
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to the interview context/situation, and
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o WHY is the organisation doing this
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o WHAT is the organisation trying to
ooooooo

e HOW is the organisation doing this
0000000 00mo 0 00m 0 bmooob omo
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¢ WHO will be involved in the assessl
0 00

o WHEN will you conduct the assessl
0 0omo
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e How will you engage stakeholdl 000momo
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e Are you applying a gender lens MOMO0IOmOnOoomomo

2. Problem Tree
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v conseguences
ﬂ»‘z@

PN
Problem
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OIOmo OA problem is a specific negll
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O00MOmMm 0000OIMOm 00 0M0mMo 0doooa
identifies the problem (sentences that

0000 00O 0OMME DoODMo0 o bomom
written next to the trunk to identify

causes and effects. A problem might

be armed conflict in a community.

OO000MIA cause is a factor that exl]
ists inside the community or external
000Iooo 0oOmodnmimomInooomomoa
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to the problem. For example, a high
00MODMO0Omo000 0moo 00no0om o
utes to the problem of armed conflict in
0oo 0 00

Consequence(s) (Effect): Effects are

00mOmooo0o0 MOmODmmD oomoo

0 00Mmono0mmoomo000Mo00mo00mo

0MID DMOODO0MIDo dnO0MMOmo aoom
example, armed conflict in the commul

nity affects the number of new and exl

MONCOnOo0m 00Mmoo0mmaonaon

Transferring the problem tree to objectives tree

00MomonomooiimMmodDmoomoo
MOIMDOODOmOomMmobmibMO0 M MO0mamo
0Mmobmoo 0MOMOOUoLODMDMO bODOmooo

Problem Tree

AL

Negative Statement

0MOmo 00mNo DWO00MOmo 0onomoma
OO0mMm 000 mMmo D00mmo0 00Modooo
0Mmme D0 MTIDOMO MoOnoommooo

0 0MM 0000000 MM OODOn00Momoamnoa
IDOIMMIDOODOD0D MO0 MO OMOOmom
MOMDODO amoa

Objective Tree

- A

Positive Statement

OoO0Mmomo Moomooo Moo000moo mm
MO MMOnoo0MOm DM MO0 0O0mModmooa
ID0moCo 0Md 000000 MO0 0D MOnoC0m oo
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3. Concept Notes

0I000000MO0MIDMOINONOmM M momooo0

OmOmMo0mINO000In MO0MOnommoooom
0MOoOmoo 0o 000000 00O MImmoa
000 0 DOMOODOm MDMo0DoMmmoomaa

00D OMDOmoooanoIm 00nMm mmom
proposal. Also, it encourages staff and

000N0MOINMOD0MOMOD 0D 00000 00 mo

O000MOMOM MO MO0OMOMODIMO M mom
0moooom

000MOD000ON0MODo000DMOoOmoanoan
00MODmmoo0 MO0 MmOnmonmonmo
approach is usually approximate with

O000000D0MMOONMMO00OmOmmmom
MOdmommMODmodnoanm mobmooomoo

00O OD00MO000000DMO0D0m Mmoo 0
0 DOOTDOmO0OmMmoo0000mMOmonman o

00000000 0mOo

000D MMIMO0 nomMm o000 ommo
momo
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0 MNOODMDON 00000 MD00000moomma
full specifications of the project.

0000000DN00MO000MO000O00mMmoomoa
as the first step in the funding process.
0 000MOMOIDMOO0MM I momomooa
00MDMO00000MOmMO0 bMO0mOamooo ma
MODOODooDO0NM OO0 mOoOnommo
MOMOIO000I00 00M0000Mo0boooooo
000 O0MO0 MO 000 IDMm 0Mo0moamooa
when they expect a large number of
O0000MO0MOmO0mOOmon 0000000000mm
O000OnOmo0mn MOomOdnmmooomomona
MOmMO0mmooo

The differences between concept notes
O00MmMmoooommmo

0moooom

0IMOIMMOOnoo0OnmoomotIoommo
MOImoomoo

0000000MOMImNOmo MODmomImoo0ma
00MOOnOOO0D0MO0 DOD00mmO

[MOMO00MO0MMmOMMm oMo Ormommo
mom

The first step in project design.

000ONOODMO UMM mMOOD Domoo

00000D0M mMm 00 d0000mono

0 000IDOOnO00ON0OD000mMmooo

Takes a few hours/days to develop.

0 000DOOM O000O0MO00mOD

000MO00D0DIDDMMmO DON0m omoTma
0Mobmbooobi0mMObOMIMOtMINM bOwoo
MOmOooo 00MoMOmboo000M Moo 0oooam
0 Mmoomooboo Domomobooooooomaa
MO MOID000OD0mMOD000 N0 Mmoo mm
OmoOnO0mMmOOmann 0mom bo0oMmbmmm
0Mo0omMmMooMOnomoooomomoo0Mmoom

MOD00MIDO0MMOO0MmbOno oo boooo
nors may also have specific formats for
O0D000DDMOmOmOmomomoo 0oonm
00000MO0IDomMobmomm 0o 0o0Imooo
IMMOMO0000OD0MmMo00MMoOnmoa
to five pages maximum.

ExAMPLE
0000 0ONO0000OD0MINoomomo

e Concept Note Title

e Submitted by

e Date

e Problem Analysis

¢ Objectives

o Activities

e OQutputs

¢ Duration and Finance
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000MO00000M0MOMmO0 00000000

ONOIMOODmMOODIOODo00NmM@ 00moaoooo
title can consist of two parts; the first

00OMO00mMmMDOMoO0Imo0 MOMO0Domm

MOanomImoonooomn DM omoooooa
O000mOo000mO00MMOmomooommm oo

amaoao

0000 MO00000000@OmOmMO00bmoboom
000MbOnomo 000 0o 0000 0Do0mom 000
MIOImimmoomodn oMo M omoooma
00 INIDmmoooooonoma

00mMO0mMooo0 Momo0Mmmonoooooom
oomo

00O 0000mMOm0 0000MO mMOomooo oo
ONMOmO0O0M OO0 MmBboooo0o0oo0oooom
the problem/issue. How this problem/
issue affects the stakeholders and who
are those affected by the problem/is0
sue and where they are affected. Make
00MIDMOOMImOo00OnooIomoodmooo
O000D00On0moMmoD MODOD MO [mo
O00MOooOmooo0DMmomomooo0ooooom
O000MIMMIOMONMO00 DOIN0ODmao moa
00000moon

e From where did the idea of the prol
MoOooo oo

o What is the problem that the project
MOIMMmWOODmomoa

o Why is it necessary to address this
specific problem?

o What will be done to solve the probl
mo o

e How does this project differ from
0MOmO0CmMINmMOmMmOm 0DMOn00mooomo
000 000MDMmMO0 D DM MmoMnmmo
ative and how it differs from other
0momomo

0 0MOOmOo00000mMO000000000000mon
0MOMO MO0MOMOodnomnoomooomoooa
O0MOMUOmOomOooooD 00OnMmooooaom oo

0000 MOMDON0TmOMODMOMOmomamoa
0DIOIDMOO0minboD Moo moamoooma
00MO0moo0MOIooOn oMo bomonomm
the project should be defined. These

00MOOnoooo 00MO0000 00O0m 0000ao

IO 00O0MOMmMO b0MO00 MmO 0omOomnm
0 0DOCIDmMOO0DIDOmMmODmoanoa
000NN mooonoonom 0mm
MOIMOmoOnoomImommmbon 0ooomog
reflect the strategic objectives of the

0Mobmoomoo
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0 0ONOmnoan0o0momomooooaono 0 0mo
00 DOMMmMMO000 dNmMoomooanoman
MOOnOOM D DM M MO I o0mooocam
00 MO0 000DmmED 0000mMO 000 Mmoo
briefly without mentioning the details of
0000MOOnIMID O0MDO0MMOOnMnom 0om
000MmMmMOOMOMOO000mocd 0oMAmmaon
0MmOmO0moanno oM 00momaom ooam
000000MO0mMo 0000ma oomommoaoo 0
0000N00MO0000 MOONmmOm MD00mooo
MOMDIOODMm D Mommooo

000 are the expected results of

MOIMMIOMIMNO0 M 000OIDDODODmmOomo
MOmodmImOmoodnom D mommooomoan

000MO0MO0000mMO0000amd0Mmonmmam
group(s) benefiting or impacted by the

outputs. Many donors focus on specific

MMOMIMO00ON000000 00 00MO00mm
00Moooo0 Mo0mOOmoo0mMmo ommom

MOOmMO0 0 00MDodoo0MmO00mMOnomoma
the expected quantitative and qualitall

tive benefits, when and where they will

MO000MODMOO00mBooo00o0 0ODooooooo
reasons for your expectations. Finally,

000MO00MMOmMmMOn Moom mopo0momo
00MOmooooom 00000000 0000 mmWaoo
O000MOOnOO0DO0On00mo

Duration and financell0OOMOTOMOOO
the number of weeks/months/years ex[]
000MOMIDOD 0O 0hOWommooooommo
OO0 MM IDo00Mo0Ooo0Onmmo
0MOMmMOO0O0 MMmMOO0OO0WOMDOmO0Om m
[ 0O DOODNOMMLMmMmom

0 0IDIMINMOODONOIMIMOmImomMoo000moIm
IMOOMmMDIMOL0MOMO0MMO MOMmoaomna
00MIO000000@MO0MO00N0mMOMmoanoom
These may be, for example, human rell
O00MO00IDo0MmO0MIM OO 000 Om 0mo
O0000MO0OMmMOmMOo0mO 00000000 Mo
services, utilities, and general expensl
O0MO00MO00000MO0MON000MOmomoaon
MO00Mo0DMmMmMob000Mmmoomo mmoom
0 D0ONOmMOODOmOMODmMOmO00MO0 onom
example:

¢ Staff salaries throughout the project.

o Fixed expenses: office rental costs,
OMOOmIMIODmo 0000 MmO0mmao

e Operational expenses: The total
000M0MO00mMO DoODimOnoommoooo
OMmomoooMmOnobmoomommmoomo
Mommmom

o Total costs of activities.



Tip!

0 0000000000MO0000MmO00mMmooo0nn
O00MMONMMmMOMDo0oOnmmooo0om
note, they will expect to see the
000 00 OOmOooo 0Mmoononmoom
0 0 MDO000MNOCImoOnann omomooo
should not include inflated costs
MODO0000000D0MID 000MO0mOoo00o
have anticipated all necessary ex

ooooooo  m
ooom  0mooo
0oooom
UMiM 00 0o 0o
0 000MC0mMImm Mmoo
00Ioamo 00Do000ImmOonm om
0moDoomOO0MmMmOobOmonm
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ooom

000ONDoO0O0ONDMIMO0DMIMIOm ooanoa
000MMDON00MO0MOmoO0MmA0nonm mom
00000DOnOmMO MM MOO0 MmO o 0ooma
O00MOmMIIMmMOoomomooononn 0oomoa
effort to share the cost burden of proll
Mmomo

000D MDOC0OOOD dmomoo0o000ooman
MIMOmM M mMOOmmm om0 MM M 00000
should reflect the idea and the plan of

MOIMIDIOMOo0ON0MOD0MImoOnmom
0MOoo00Ooo 0 000 000D 0MO0modoea
0 0MoMmmOO00Imo0momoom 0oOnoooa
IImommommmOmo Mho0Mo0ommmoon

000D MNOM oMM 000n000Mo0ona
in no more than three to five pages, to

0000MmO00mOon00D0MO000mMmo0Om 00

MO00MONO0ODMmom

0MODOID00Ooo00o0 Mo MOnmooomm
000MOONOmMOmOo 0O0DOmMmO0momaom
MOO0OC 000Dm O bom DoDOo bmo bmoooo
MOIDO0MODOIoMooOhImomme bmom
Mnoo0mo0moo00MIIIO0mMMoomon

4. Proposal

000MOn DMmMLOmMON0MOIDMMmoanmo
0000mMmmOm o0 MOmOoCoo0 0CMOaDommom
OMOmmOMOnOmooon D0MOmO00Mmaoa
partners for final approval and funding
MDOOD0MmMoOnO0o00 M mMOmomoooom
00000 00Mmbmoooomooo0000 DOD0mMmmoa

D OODOODDID D MmMOOM MO00Moomana
[000000mMO0 0hINMmoto0oo00mooma
000OmNIMMOmMmO000m

MMDOMO00MODmMOMmooON000000nomm
0000DMO00 OD0Onoooo0n 000D0oo0ma
O0MO000000M0mmMO0000000Mmo0o0 oo
0Mo0000MOMONmMOOn00mMOOnmooooag
MOIMO0MOMMOnOImoo00000nmonmo
MIMIDOoOMOnoMDNmoodooomoon oom
O0MO000MO000 MO00 000000M000000m
N0MONODmMOMOMOmMOmO0On 0Moomoo
the next one.

[DONOMODODm 00000 0O DoOmooTmon
project must reflect your organisation's

0O0MO0MO0 MO0 COn Moo mMmopoom
0 DDMO00MmMOOnmmnom Inobhom anam

IOMIMOmMO00MODID OO mpaanan
0000mWOmomMmOmonoon

DM OLD0MDO0MmMOoMDhMINMOCOnooo
000000MD 0 o00@MIM@DOmooan 00 mmrma
I O dmmoommmoooom

00Mmoo D0O0mnomomon d0OImomm ma
MOMDODLDMDMODMO0DMID 0o0ODmM Mmoo
MDD DMOODDO000I0 MO oo
00f0oo00Omodoooooomoomoonoonaooa
0IMoo0mobomoooa
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Tips for Proposal writing

0 O00mMDNIOmO0mO0000m Mo o
MOODOmMmNO000moommoo00moooon
M 000 M0 dn 000 MmO Mmomo mom
editing, finalising, and submitting.

0 00IMOMOMINOMONo0 O0MNommo
MOIDO0MOMmOODo00mMOMOMmomo 0
0I0oOn 00IMOMmoo0 DO0M 0mMOm Mmoo
MomoooOmonommoooom

Consult and work with the finance
OO0 to prepare expenditure costs
for different activities—per diem,
O0000ID0MIMIDMOIN00mO 00dmooo
IDmmOmMO0M 00On0moao0ooo
DO0IOMO00ON 0000 On0000moom
000D 0mMO00OmnIn0mmO0moanoaoa
00 MINO0MNMO DDIDommom boo
amoo

000DOMO MMOomMmo0MOo00omoooon
MmMooo ammommooo0mInanomoo 0o
0000MOMO00MOmMOD0DDMOMOmomo
from their experience with the same
donor/partner.

0 00mO000ma0an 000D 000 mmmo
vide a specific period for organisall
INO0ODMO00 MDO00OnoomoooaImon
00D MO MO000mMmmo CoOmmooooom
MOIDMIMMINMWO0 D000 MMOmaam
Moo Oo00no0ID MO IDommoooo
0 Omoanoo dndooanmmoan oo 0o 0o
MOMno00MDmO0MMmIo00Omoomoon
0000 000 0 MO0 0MOmM 0moomommoon
000 DOONOODMDOMMmMOmoomon
0000 mMOO0DmMOOoo0 DM ooO0moa
(NO000M MM ObMO000mo 0booo bomo
000 I000MON000mImo 0momaomo
aoooo

00000 0MO000000U000MO0000mOo
0M00ONDONOMINO000MD 0000 0001
000 DOOMMmMOomDoonoomon

0 MDODOmmOo0000n0mMO0IN0Mmom
00 OOmO0an MO0MOOno0mooommon

Proposal Template

0 000D000MMO00MOD0 0MDOnoonmo
0000MIDCODMmOOmOOnoomoDDmODmo a
MIDOIMMOo0MOnooon Ih mMmoman 0o 0
0000 DMOINMOMoo0000M0000mMmmonan
IDD0MOIDmMMO000MON ommo

Information sheet.
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O0MODDO000MOONMO0MOMmMmO 0omo
MOMOO0MO0000DOMom MOomaoooom
0 moaooo o

0 IDONOmM 0 00 MO0 0MmMOm O mm
000mMOOMO0MO0 D000 000000omo
00000000mDO000MmMm o000 MO00moo
identified problem/issue.

0000000 0MONO000000000000000
000000 0O00M0OmMODO0m O
non-English expressions (unless

I000MMoONMomooo

Define acronyms when they first

appear in the text and provide a

0moooomo

0000000000 OODmOoo00000MmoaOmno
00000 0MOM 000 MmodDommo

posal. Examples: achieve, analyse,

define, learn, or search, and avoid

0000mMOOCOM 000000000000 Do000ooO
00 0moa

00D 0IMOMmMO0000M M OmMomonm
00000 MO MO0 0000 OODoOonon
0000 0000MO0m D000000MOoom 0ooo
text boxes systematically. Tables,

0000000 MOMO OOD00M@MO Moomooo
OmOOmo 0000 00mMOmo 000 0 00momao
complex ideas and make them easl]

MIDID000MIDmoobmmooo

00 I 00 M 0000 MOoo0 000000

00000mMO00MO000mno 000000000
O000MOMOMO 0 0O00000MM Ommom
00N 0000D0MMO000MmO00000

0MMO0MO0MMMO0MMM Ommoommo
MO000000MOMNIo00mMoo0moe omom
tongue, ask a friend who is profill

OMOOmINOMnO0000000MO0000 0000
O00N0M O0DO0mMOnoom

0 00D O M OmM 00D 0 M0 00 oo om om0
00000 MOMmOMO00ONmoomoo

IDOI0ID00I00MMO000IDo0mooooo
O00MOMmO0o0mMOmomomooon

Summary.

Context (Background).

Problem justification.
Objectives.

Results.

Sustainability.

Monitoring and evaluation plan.



¢ Organisation structure and project
00mMmoooom

e Activities schedule.

e Detailed budget and division of fill
0000MINoomooo

e Annexes.

DIIM OON00000000MOMOMomoonmo
MOOMMDmOomon 0MOmomMmo0mDoomoo
noOnoomomodnim 0D oMo oo oo
0mobooooo0MoimMoMmimMomoomanoo
000I0OmMmOn OmInomooomnm boo moo
0monoomimoomoooaa

000 0 DMImMOmMO0000000 0 0MO0mmaon
MmO MOMMOO0MOmO 00O 0000moa
0MmMOano 00mMoOnoOM 00ODOnamon om
MO0 @M 0mMo DOOno0 0Mo0mMOdnoom moa
dn0MOOnmMmOdO00 000N mImooonmaa
000000no0000MmombDD 0 DMomomoa
last section to be compiled, after fin
MOMOIDOODmO Mo000m

0 00MOOMO000MO00OmOmo0mmon

O0OnOmoo0MImooo0immomo00maoooaa

000 M 0000 0000Mmm 00000Moooo ma

fluencing conditions for the project. It

0000 O000MmOnmotomobooaoo omo

O00MIMOMNo MOOmImiMmmoommoa

0MO000000MINOmMOmooboooooo00moa

00000 00 0 MINmM 0Omoo 00momoa
000 MIDOOnoomooa

Problem justification:00 IMOMMO MO0
0MOMDO 00MWMO 0O DMOD0MOmboana
description of the specific problem(s)

MM MmMOOmImmodomomodmmo 0o0a
0mC 000 [ 0m M MO 0o000m omnomm

MOMOMMmOo0MOmo D00O00MOO0Omomm
0 MO0DOMO0MmODoOn oM D omaonm

000mMO0000ODONOM@mMOODomMmomo moaa
0MOMOME000 DIO0 MOmOO0mom 0mooo

0 00DOONoM 0hOmmmooonomonoma
MOmO0mMmMOo000mn Mo MmO omo0 00 miman
IMDO00MODmoonoomom 0mo a0mmoa
0MIOIDOOD D ON0 D Mmoo 00D mo

MO0 M MOMImODmMO00 0000000 Omoa
000D0O0 Mo0O00O0mOo0m omo bamo

D 0MIO MM MmO

0 00OD00MOmMOOmAN: Define the overl
all project goal by explaining why and
000 DD M mMoImoooodhmn Mo moaooo
00MO0MOMO M0 Mooo00o 00000000
specific project objectives that contribl
0MIDONOO0mMOODDmMOoMmmD Mmoonoom

ORrcaNisaTIONAL CapaciTy TOOLKIT

0 0000000 CO0ODOOD0MOmMO0 0oMmaman
0MmoOm 00O om Mmonn Mo odpoama
[MODDO000MOMINO0MO0 O mhomoa
MoMmmomo O

000MmO0mom 0 00 00000M0 000 00000
expect results and benefits of the project
MIIO0ODO0MOO000MO0Dmmooamon

0 00IDNOMO0MO0MOOnOMmoan 0o

000D 000MO00MmOD DoIDmoo00000moma
the performance and effectiveness of

MO00Mmoono 0MoMmo0momommooooa
0 MIMOOMDM 0O00MmMO00000dD0mMmmman
0000mo MOomOooo Moo 000Mon mommaa
O000MMmO0000DMO0MMIMOOM Mmam
[ 00 DOMONO0 0 0000000 DoODmmom
OmOIoooon 0Onooooomodn mmm a
or final evaluations and quantitative

O00MO0IMONOMMOMOMDO0O0 O0mommm

0 00MOIOO0ID0MO00n DOnON MO 0 omom
00 00MMONMOMO0mMo0moanon

0 MO0MOONO00000MmMO00000MmMOom
00MO00000000000000MO0000 aoomo
000mMooo o000 DM o0 mOOnoom 0mnomma
0000000MOMO0mWOMm 0mMo 00D 0om
[DIDOO0MOMIO0 D000 0 MO000On oo
0o DOMmotoo00Mmooboommonoo ooa
MOmMOo0000M oM mMmMOoo00Ouoo00Mmom
00000000000000 DmOomDMmOoD MO 0on [mn
0 0000000o0omeoa

0 DODOMIO0 0000000 0 00 MO0 0mMo
MOIO O O 00RO 0Imm o momoo
tooooomooMmimoMnoamomom oooa
00Ommmoo

Detailed budget and division of fill
000000 0m0 0 m 000 0 0 OO 0 O 0 M m
the financial requirements to implel
ment the specific activities. If there are
O000MImO00MOmomoo0manommoooo
IMDO0MINO0 MOO0MO00O0N MOO00Omoma
MINOMDmMOOmomooMmiomMmmomoooom
O00MOONmMO0 000MDmMOno M oommaooa
how you calculated your budget figl
OMOMO0MD DMOMINM OOnombooomoa
O000mOmOnmimommmom 0000mo

00000000M0mO0MmooMob0MmO0Mmmm

0 0ONOOD0ON00MO0MOOmomoomomanm
OIMDOM OMIMmMO000MDO00MOO00 Mmoo

tion documents, studies, staff resumes,

000000000 D0MOMmMIMOO0MODO00Mmom
00000mo
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S. Budget

0MO0000D00 0MMOIMO0ODmoooomooa
explains your programme in monetary

I OO0 mWooOimoooobonomm
WIMIMOmImIm o I onomoonom
0 D0MDOIW00OOOnooooOmnom boonmom
the entire proposal — especially if there

MMMOC OO mMO0ooM MMOmoanm

000MOODNOOODmooom MbooOo oo 00ma
essential for projecting expenses, but

0MO0MO0000mO0tD000MO0MOMO0000 [m
00MoOnOmOIooomm oooo

00000MmMO00mooon

e Transparent.

o Demonstrate impact.
* Demonstrate capacity.
o Be realistic.

000MmMMOD 00N000MOna000ma

000 000 M 0MOmo00 Moo Mmm 0oom
0Mmonooo mMmondnoooo0moommooom
expenses throughout the life of the

0M0mMO M 0 000M0m Moo 00Mooomoa
MOmoom 00 0DmMOoooo 000 0D0o0o0mom
0 000DOMDm 0O0MmODm Moo0odpnaooa
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000000000 0 0000D0m 0 000mooo oooa
0000MOIDO00ME 000000 Oo00DoOmom

M0O0 D0MODO0MOMOO0 00 00m oo0ooo
000000 MM MOmMOMmOno 0mhdnoooooo
categories are defined. Often, however,

000 MDO00IDMOo0000000000000000
D0 0MIMO0 MDO00Mo00moo000000 000mm
0 0000MOMOMMO000MO00noonmo0moem
00000000000mo

0 000000000 0M0mMmo0oa Moo 00Mom
O000MODMO00DmOO00M0MOmo 0 00000

tivities broken down by monthly exl

0000MDmOn LO0OMm MhOD0MO00Domomo
IDOONO MO000OmoOmomoinmmooooo
00000 000 0000Dmoo Moo 0Mmmomoo
monthly expenditures (spending) in

0000MImMO00mMOmooamon

00 D0MINONO000MOmaomonn

¢ Project activities.

¢ Operational costs.

e MA&E activities.

e Contingency.

e Matching or donated costs.
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Tips!
I0NONMOO0OnNO0moooom

e Check the application or underf]
0DO0ODOMO00ONmOmbdmooo

e Is there a budget limit?

e Are there items/activities for

e Engage all team members in

Staff costs

0 0MOODOmMO0000 MIDOO0oo0 .
¢ Research costs — DO NOT make e
Moo Mmoo o

Mmmoo
[mmaoooo
00ODmmoo

Be transparent.
Be realistic.

Break down by hourly costs at
0 0MOoOmmo

6. Project Agreement and Negotiation

MMMO00ID0000MMboMbbMioomoom
0mooooIiomoomon oohoMmmaonoom
0 OO 00000 mOMmon0momoma
0moooommmomnomoo DODmomomoon
MOMOMOmMoo DOMDOn 0mMo 0000mmo
MOIDONmMomo 0 bMIDmMoobom 0obom
0 M0DmMOOnooo 0o0b0mb bom o boboobog
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Expect some changes—this is normal.

For example, the donor might apprell
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your point. For example, some doll
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Monitoring & Evaluation (M&E)

CHAPTER VI

Notes:

In this section we explore one of the
most important, and often intimidat-
ing, elements of programme imple-
mentation:
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and M&E experts often use cryptic and
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What is monitoring and evaluation?

e A systematic and (often) long-term
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¢ Atime-specific judgment if a project
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what was expected according to
Mmommon

MONITORING
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track conditions or trends, for example,
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EVALUATION
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determine what difference your project
has made to beneficiaries.

Why Monitor and Evaluate?
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Supervise the work of staff and
O0MOmMOomO 0 Domooono00momm
managers, and staff with a clear
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also lends to the efficiency of work,
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Challenges to M&E
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Are we doing
what we said
we would do?

Are we making
difference?

Are these the
right things
to do?
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MOMDO0MO0MOmO M 0MInoooom 0o
00000 00ODO00monn

o It is difficult to measure complex
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tant but difficult.
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+ Different opinions on what change
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or even what qualifies as change.
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Three universal evaluation
questions

There are several different methods
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Internal validity

Impact
assessment

Strategic
relevance
and learning



Planning for M&E
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If you define the desired changes, the

process by which change is expected
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excellent position to decide on a monil
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e For WHOM are we doing this?

D |s it for the organisation or the
(000 OW 0o 000D ONoM mmom
OODmomo 0 0o

D |s it for the leadership of the
oooo

D s it for the donor?

D Is it for the beneficiaries of the
0Momo 0 oa

e  WHAT will we monitor or evaluate?

p Different stakeholders have difl]
MMM mMmMmMOmO 00000 O Omm o
A donor may have different prill
orities than a beneficiary.

e HOW is the monitoring and evaluall
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® What resources (time, money,
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Tip!
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The stages of M&E

M&E involves different stages throughl
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e Formulating and setting objectives.

¢ |dentifying indicators.

¢ Monitoring results (Collecting inforl]
0 0O0Om

¢ Reviewing and reporting on results.

The logical framework
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¢ Indicators O OOOMIMOMOM OOOOMOO

o Verification 00000 OMOMOMINOOMO
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o Risks and assumptions O external
events that may affect achievement
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As an example, the following, simplill
fied framework is presented for a hyl
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If you start by defining your overall goal
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direct influence on your activities and
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Direct Control:

Trainings, ] .
Workshops Direct Influence:
Increase . .
individual Ind!rt.act Influence:
skills Individual/ f .
Institutional Remote In Iugnce.
behaviour Gender Equality/
change Improved
Democracy

A note on the difference between objectives and indicators

M&E experts use jargon that is often [0MOMNOODOMMMOONOMOODIDMOMOMDOM
O00MOmMO0 MO 0mMo DOMMo 0 00000 000no0moDomOMOnmoOnmoooooo
000 DM 00ODOmOmMO0moomonmn 0 Omma
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Tip!
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Specific

I Measurable

I Achievable

Realistic

Time bound
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evaluation plan, you must be specific
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Key questions for defining indicators

e From where will you collect informall
amoo

e Will it be credible/accurate?

o What resources are needed to coll
mom

Do you have capacity to collect inl
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¢ Do we need baseline information?

o Will the indicator tell you something
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o Will it help you make decisions?

Data collection methods and
tools

Once you have identified which indicall
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None of these methods are expensive,
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or staff resources to collect the inforll
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o Templates for recording quantitative
aomo

e Surveys.

¢ Observations.

e Interviews.

e Focus groups.

¢ Case Studies.

000 MM OD0Mmomomma

e Informal interviews

e Semi-structured interviews
e Focus groups

e  Community interviews

B2 CHaPTR VI: MoNiTorNG & EvaLuation (MEE)

¢ Participant observation
e Mapping

e Time lines

e Venn diagrams

¢ Flow charts

e Testimonials
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e A record of activities, outputs, and
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¢ Interpretation of the significance of

O00mmmon

Evaluation of the facts and results

Omooomoa

Discussion of the outcomes.

e Conclusions.

Recommendations.
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expected.

OMHow significant was the change?
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U@MHow many people were affectl
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ers. Some benefit more than others.
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if you are reporting on outcomes—
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Communication Planning

CHAPTER VI

In this section we explore organisa-

tional communication including:

¢ |dentifying and understanding aull
0mooooo

¢ Internal Communication.

e External communication.

e Communicating with donors.

e Media.
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verbal confirmation; we assess whethll

Know your audiences
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External audiences are people outside

er our communication was effective
O0000MO00000MoO0omon 00mOmo omoo
0 0MO0Mooooo

0 MO00MmOOnO0mOooo 0 00mOOnoomooom
much different from discourse with

0 WO 0 00 000 0 00 0Moomm ooo

OMOmO0MOmoo00000mOomonomon 000
0000m 00000 MO0moOnoomooodnmaon
0000 0ONO0000000m0Mmono00Mmmaom
000 0 00MOodmom Mooo 00000 Mo oooma
000 0 00MoOmoo 0mooo 0 o0 Mommom
000MO000MO000On0000000000000m

OMO000MO00D00MOMOo0o000000Mmooon
0 D0MODO0MO000mMOn 0 00Mommoooog
IMOID00000000D00MO0n mooo

D000MO0mMOONOmO000MIO 00mMmo0m
ticipants or programme beneficiaries,
0000M0O 00MmoO00mOO000DMmO 00 mmm
00000MMMO000ONIoo0Moo000nm mom
inform, and motivate. External audil
00000mO0mOMmo00MomINmo0Onmoon
Moamooon o mModnooOi 00 0m00000mo0

0000MMOCMiMobOIo0mObo0Onmmo
UMINO0O00MmOo0On 0oMobobomommon a
000IDmomoooom 00Onhommmoomoo a
0o0MooooDOnmm MMonoo 0

CHapPTER VII: COMMUNICATION PLANNING 67

Notes:



ORrcaNISATIONAL CapaciTy TOOLKIT

Notes: Communicating with audiences
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The profile of different audiences helps
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Location is important too, you will
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Message development
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effectiveness of your message. If you

do this during a campaign, for examQ
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Objective:
What do you want
1 people to do once
you have communicated
your message?

Start here

Test:

Test your statements or
arguments on samples

Logical statements,
argument,
key messages

of the target audience,
refine and use the most

effective.

Messages: These the message

points you will use to effect

some outcome.

Evaluate:

Did the message
work? What could
you improve?

Packaging: Put your content
together (online content, press
releases, brochures, etc.

Delivery: How will
you get your message
to target audiences?
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Telling your story, for donors
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gets published. For example, journall
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Make telling your story easi-
er for media outlets
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Press and broadcast releases
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APPENDIX

Example of Press Release—For all media audiences
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APPENDIX

Sample Broadcast Release—for television and radio broad-
casters
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APPENDIX

Template for data protection policy
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BCl experts determined that the subject matters covered in
this toolkit represent fundamental organisational conditions
for nascent civil society or commmunity-based organisations.
The information contained within this document is a guide to
building foundations. This toolkit is not a comprehensive or
definitive work on all the processes and procedures
available to organisations, but a simple guide to the
essentials.

This toolkit complements organisational trainings held for
participants in the Ante Raeda program; compiling modules
developed for small to medium size organisations and
providing guidance where gaps may exist in internal policies,
procedures, or skills sets.
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