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PROPOSAL FORMAT 

Instructions

Before completing the proposal, please read the criteria for eligibility and objectives of the request for proposals, to verify whether your project qualifies for funding.

Please submit a complete proposal. Incomplete proposals will be rejected. 

Proposals may be submitted in English or Spanish. 

Proposals must be submitted by 11:59 PM in each country on the date of the deadline. The deadline is the date the proposal is to be received (not postmarked). Late applications will be rejected. 


SECTION I: PROJECT SUMMARY

1. Financial Windows
(Select one of the financial windows: Traditional Small Grants Program or Reef Rescue Initiative)
2. Project name (100 characters maximum)

3. Project location 
(Indicate in which country(ies) of the region the project will be developed, and in which protected area(s) - if applicable. Specify as much as possible: Municipality, Town, Village, City. Indicate total area of the protected area(s), GPS coordinates -latitude and longitude- and Google link - if possible and applicable.)

4. Applicant organization/contact information 

Name of the organization applying:
Type of organization: (select between Non-Governmental Organization, Governmental Organization, Community-Based Organization, Academia or Others. Specify others.)
Address: 
Telephone: 
Fax: 
Mobile: 
Principal contact person: 
Title: 
E-mail: 
Other ways you can be reached (like Skype ID, secondary email addresses, etc.):
Organization’s website:
Summarize your organization’s mission (500 characters maximum):

5. Beneficiary target group (700 characters maximum)
(Please specify as much as possible: name(s) of organization(s), number of members, age and gender distribution, main economic occupation, etc.)

6. Project summary (700 characters maximum)

7. Project topic
(Indicate the project category(ies) -selecting a maximum of three in order of priority- choosing between: Fisheries, MPA & management, Local Communities, Ecosystems, Economic/Development Planning, Policy, Solid Waste & Sewage, Outreach & Education, Restoration, Climate Change, Others. Specify others.)

8. Project duration 

9. Estimated cost of project in US$

	Funds requested from MAR Fund
	$

	%

	Matching cash contribution from other organizations. List all the agencies and amount of contribution.
	Name of the Donors:
	Amounts ($)
	%

	
	
	
	

	
	
	
	

	In-kind Contribution from other organizations. List all the agencies and amount of contribution.
	Name of the Donors:
	Amounts ($)
	%

	
	
	
	

	
	
	
	

	Contribution of the organization applying for this grant (matching cash and In-kind). 
	Amount ($)
	%

	
	
	

	
	
	

	TOTAL COST
	($)
	100%



SECTION II: PROJECT DESCRIPTION

10. Introduction and Justification 
a) [bookmark: _gjdgxs]Identification of the main threats, needs and/or issues in the area and its relation to the proposal focus. Please explain the presence of existing conflicts in the area that could affect the performance of the project (1500 characters maximum);
b) [bookmark: _30j0zll]Relation of the project with national and/or regional priorities, strategies, policies and/or plans (for example: the Sustainable Development Goals (SDGs), the Nationally Determined Contributions (NDCs) of the Paris Agreement, the Aichi targets, the Cartagena Convention, the Nagoya Protocol, among others) (1500 characters maximum);
c) [bookmark: _1fob9te]Relation of the project with the general objective and one or more of the specific objectives of the request for proposals (1000 characters maximum).

11. [bookmark: _3znysh7]Long Term Goal and Objectives 

· [bookmark: _2et92p0]Long Term Goal (300 characters maximum)
[bookmark: _tyjcwt]A positive change that the project will promote in the long term (five years or more) and that will have an impact at the local and regional level and perhaps also on a larger scale.

· General objective (300 characters maximum)
[bookmark: _3dy6vkm]The general objective is a positive change that the project aims to achieve within the project time frame and with proposed resources. 

12. [bookmark: _1t3h5sf]Specific objectives and Project description (8000 characters maximum)
[bookmark: _4d34og8]Define the expected results per specific objective and describe in greater detail what is included in the project development table (PDT), the activities to be undertaken for each of them. The activities must refer to specific actions to be carried out and focused on reaching the expected results. Please include if the activities will be done in collaboration with other organizations or networks. Include the list of products generated by objective if applicable. Products are materials produced in the project such as strategies, manuals, books, videos/documentaries, maps, infrastructures, management programs. On some occasions, these products can serve as a means of verification, but there are means of verification that are not products, such as minutes of meetings, minutes, photos, databases, recordings of meetings, payment receipts, etc.

Follow the order below to describe your project for each specific objective presented:

Objective 1.
R1.
Act 1.1 (name of the activity that will be included in the PDT)
(Description of the activity, include more information that will help us better understand your project)

Act 1.2 (name of the activity that will be included in the PDT)
(Description of the activity)

Act 1.3 (name of the activity that will be included in the PDT)
(Description of the activity)

Products R1: (If any)

*Note: The specific objective is a statement detailing the desired accomplishments. A good objective should begin with a verb and meet the criteria of being SMART: specific, measurable, attainable, realistic/result-oriented and time-bound (e.g.: Promote the recovery of fish population of commercial interest in the MAR through the implementation of a sustainable fishing community program by 2025). Please designate no more than five specific objectives.

13. [bookmark: _2s8eyo1]Project Development Table (Annex 1)
[bookmark: _17dp8vu]To complete the project development table, please include the following information under the respective columns of Annex 1:

Objective*: copy the specific objectives as indicated in the “Specific objectives and Project description” section of the proposal (who, what, where, measurable and time bound).

Expected result: copy the output/expected result for each specific objective as indicated in the “Specific objectives and Project description” section of the proposal. 

Activity*: copy the activities for each output/expected result as indicated in the “Specific objectives and Project description” section of the proposal.

Time unit: each proponent can define the time units for the project, and more columns can be added to the table if considered necessary. Indicate, for each activity, in what time frame it will be developed (it is suggested to use months).

Products: Include the list of products generated by objective, if applicable. Not all activities generate products. Products are materials produced in the project such as strategies, manuals, books or articles published or to be published, videos/documentaries, maps, infrastructures, management programs, online platforms, whose benefit and use will go beyond the duration of the project. On some occasions, these products can serve as a means of verification, but there are means of verification that are not products, such as meeting minutes, agreements, photos, databases, meeting recordings, payment receipts, survey data, photographic reports, activity reports, geo-referenced locations, among others.

Performance Indicator*: Measure the degree to which the activities have been implemented. To measure the % of development, the indicator should be expressed in quantitative (number, percentage, proportion) and/or qualitative (fact, knowledge) terms. Define the indicator for each activity. Examples in annex 2. Include the goal of the indicator that you want to achieve at the end of the project. Include the result at the time of your reports. When submitting your proposal, this cell must be zeroed. It is necessary to define means of verifications for each indicator, this is the information that provides evidence of the development of activities and the verification of performance indicators and determines the methods that will be used to collect them. 

Impact Indicators**: measures changes in the state of the underlying system to achieve your objectives and your long-term goal. The change should be positive and can refer to a modified constructive behavior in people or a direct change to the environment, among others. It is possible that the impacts proposed may not be achieved during the duration of this project, but it is important to indicate what the expected long-term impact will be. Remember to link the impact indicators only to the objectives of the project, not the activities or expected results. You can include more than one impact indicator per objective if necessary. Examples in annex 2. You should include the baseline value at the beginning of the project. You can start from zero if it's something that hasn't been done before. For projects supported in several phases, use this value in subsequent projects as a baseline. Include the goal you want to achieve by the end of the project. Include the result at the time of your final report. When submitting your proposal, this cell must be zeroed.

Assumptions***: refers to what, if any, preconditions need to be met before the project starts. Important events, conditions, or decisions necessary for sustainability in the long term. 

Risks: The environmental and social risks of the project are identified using the MAR Fund “Screening tool”.

% Development: It is automatically calculated when you enter the performance indicator result information. Please do not modify the formula in the cells.

*Foundations of Success. 2007. (www.fosonline.org), An Introduction to Monitoring and Evaluation.
**South Australian Community Health Research Unit, Planning and Evaluation Wizard
***Protected Areas Conservation Trust (PACT). The Logical Framework.

14. [bookmark: _3rdcrjn]Monitoring and evaluation (maximum 5000 characters)
[bookmark: _26in1rg]Based on the activities you will implement, please thoroughly describe the methodology and/or monitoring protocols that will be used during the project and the evaluation protocols used to ensure that the project progresses as planned. In other words, how will you measure its success? 

List the indicators the project will measure. The cost of monitoring these indicators may be included in the proposal budget. Annex 2 provides examples of biological, socioeconomic, liquid and solid waste and fish spawning aggregation (FSA) indicators that must be measured if applicable, depending on the project focus. 

14.1 Performance indicators:

14.2 Impact indicators:

15. Project Sustainability (maximum 1500 characters)
Briefly indicate how the project or process will have continuity upon completion of this grant. Will this project contribute to create a new financing source that could pay for the cost of continuity of the activities supported with funding from MAR Fund? 

16. Project budget
Annex 3 shows the budget format. This is an essential part of the grant application. Your budget should: (a) be reasonable, (b) thoroughly and clearly describe each item, (c) be easy to understand, and (d) be mathematically correct.
Present a detailed itemized budget in US Dollars for the total project cost, with clear indications of what is being requested to MAR Fund, what will be provided by other donors and administered by the proponent (matching funds), and what is being contributed by the organization. 
The budget should be structured by activities, indicating equipment and materials, supplies, consultancies, etc. that will be required for each activity individually. However, there are general items (salaries and administrative costs) that are not particularly linked to any activity and must be stated generally (as indicated in the example).
The maximum allowable administrative cost is 10%. Administrative costs refer exclusively to the fixed operating costs of the organization. 
At least 25% of the total budget must come from other sources.
The costs of implementing and monitoring the Environmental and Social Management System (ESMS) may be included in the budget of the proposal. Information related to the ESMS can be found on our website.
The Excel project budget table must include detailed budget notes to indicate clearly how each amount was calculated (unit costs) and the need for or use of the budget item. It is important to state the matching funds in terms of the cost or percentage of total cost that will be applied to the project. For example, if a vehicle will be used for the project, the match is equivalent to the time/proportion invested in project activities, not necessarily the total value of the vehicle.

Budget example in US$:
	Budget Item
	Unit
	No. of units (total)
	Unit cost
	TOTAL

	Amount Requested to MAR Fund
	Contribution amount from Other Sources (Cash)
	Contribution amount from Other Sources (In-kind)
	Amount contributed by the organization
	Detailed budget notes

	SALARIES
	

	Sub total
	
	
	
	
	
	
	
	
	

	Coordinator
	days
	90
	$50
	$4,500
	$1,000
	$1,000
	
	$2,500
	The coordinator is person X (Name and Surname)

	CONTRACTS
	

	Sub total
	
	
	
	
	
	
	
	
	

	Technical assistance
	
	
	
	
	
	
	
	
	

	Capacity building 
	days
	15
	$100
	$1,500
	$1,000
	$500
	
	
	The training will be done by the consultant, for a total of 30 hours distributed in 15 days.

	Consultants
	
	
	
	
	
	
	
	
	

	Activity No. 1
	

	Sub total
	
	
	
	
	
	
	
	
	

	Materials and equipment
	
	
	
	
	
	
	
	
	

	GPS
	
	4
	$500
	$2,000
	$1,000
	$500
	
	$500
	4 GPS will be purchased, one for each technician

	Travel
	
	
	
	
	
	
	
	
	

	Fuel
	gallons
	1500
	$3.75
	$5,625
	$2,500
	$2,500
	
	$625
	The fuel will be used for 4 field trips by boat from X place to X place

	Activity No. 2
	

	Sub total
	
	
	
	
	
	
	
	
	

	Materials and equipment
	
	
	
	
	
	
	
	
	

	Scuba tanks
	
	4
	$500
	$2,000
	$1,000
	$500
	
	$500
	4 tanks will be purchased, one for each diver

	Travel
	
	
	
	
	
	
	
	
	

	Per diem 
	
	
	
	
	
	
	
	
	

	Administrative costs (10%)
	

	Sub total
	
	
	
	
	
	
	
	
	

	Communication expenses (phone, internet)
	
	
	
	
	
	
	
	
	

	Office supplies
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	15,625
	6,500
	5,000
	
	4,125
	


Please find the table to be completed in Annex 3 as an Excel file. Add rows as necessary.

In Annex 3, under “sources of funding”, please copy the contribution from other sources that is stated in section 8 of the proposal format. Please indicate its status, e.g.: if the proposal is being prepared or under revision or if the funds have been committed or disbursed. 

	Source
of Funds (Matching funds)

	Total
Grant
Amount
	Amount Allocated
for this Project
	Term of the donation (Month / Year)
	Year of
Award
	Status 
of Funds

	
	$
	$
	
	
	

	
	$
	$
	
	
	

	TOTAL 
	$ 
	$
	
	
	



17. Bibliography
Include a complete list of all references and literature cited.

18. Documents requested
The minimum required documents that must be attached to this proposal are found in Appendix B, attached. Please fill it out, send the signed document and share the documentation in order and complete. The documents are the following:
1. [bookmark: _lnxbz9]If project applicants are co-administrators of protected areas, the latest signed co-management agreement must be attached.
2. The registry and/or authorization (permits) of research by national/local governmental institutions, or proof that the registry or authorization process has been initiated, if applicable. These must be valid at the beginning of the project and throughout its implementation.
3. A list of people that will participate in the development of the project and each one’s responsibilities (team). Attach short biographies of each one and an organization chart if available.
4. An updated list with the names and affiliation of the Board members of the organization.
5. Copy of the legal representative appointment.
6. [bookmark: _35nkun2]Incorporation documents and bylaws of the organization. If your organization has submitted proposals previously to the MAR Fund, only attach incorporation documents and bylaws again if they have had changes.
7. Last annual report.
8. Last two institutional external audit reports if the organization had an external audit (include the most recent ones).
9. The current year-to-date financial statements [statement of activities (“income statement”) and statement of financial position (“balance sheet”)].
10. Certificate of Legal/Fiscal registration;
11. Latest certificates of good standing provided by the corresponding authority in each country.
12. [bookmark: _1ksv4uv]If available, a map of the area where the project will be developed.
13. [bookmark: _44sinio]Letters of commitment for cash and in-kind contributions from other organizations. These must reflect the sources of funding indicated in the corresponding sheet of Annex 3.
14. Copy of mission statement of the organization. 
15. URL of the organization with access details.
16. Environmental and Social Management System (ESMS) Screening tool (Appendix C) attached.
17. A video of a maximum of three minutes, in which the objective, the implementers, the activities, the expected results and the impacts of the project are presented in a summarized manner.

[bookmark: _2jxsxqh]If your organization has previously applied to MAR Fund and has submitted any of the above documents, it will not be necessary to send it this time. Please send only the documents that have been updated and are recent or those that are specific to the project. MAR Fund may require additional information during the review process.

Additional information:
[bookmark: _z337ya]The proposal cannot exceed 12 pages, excluding annexes. For projects developed in protected areas by organizations that are not approved co-administrators it is advisable to present an endorsement letter. This requirement will depend on the activity and the country’s legislation. If the project involves more than one country, requirements must be fulfilled for each country independently, and each governmental institution will be informed by the grantee that the project will involve multi-national work. 
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