
 

  

Guidelines for writing a proposal to the  
Paul Hamlyn Foundation India programme 
 
Introduction 
 
 A project proposal to PHF should be in four parts – a narrative, a budget, appendices and 

supporting documents. These guidelines will address each part separately. 
 A project proposal to PHF needs to be written in English.  
 Please keep the documents as short as possible. 
 

The Narrative  
This should be within 5 to 8 pages and should contain the following information: 
 
 Organisation Background: Please provide a background to the organisation in this section. 

Details can be provided in appendices. When and why did the organisation begin? Where is it 
functional? Who are its key functionaries? What has the organisation done so far, and what 
are its key skills? How much money does the organisation handle, and who are its donors? 
This section should address the questions of whether the organisation is a suitable partner for 
PHF and whether it has the skills and ability to implement the project successfully. 

 Situation Analysis: Please describe the problem that the proposed project expects to 
address. Why is this a problem? What is the extent of the problem? What are the effects of 
the problem? Please provide data to back your analysis. This section should address the 
questions of whether the proposed project addresses a serious problem and whether the 
organisation understands the problem. 

 Project’s Aim and Objectives: Please state the aim and objectives of the project. 

 Project’s Strategy and Activities: Please outline the strategy through which the organisation 
proposes to address the problem. Please also list out and describe the specific activities that 
will be undertaken within the project. 

 Expected Outputs and Outcomes: Please list the project’s outputs and also the results the 
project expects to achieve. 

 Monitoring and Reporting Systems: How will you know that the project is going as per 
plan? And how will PHF know that the project is going as per plan?  

 Expected Post-Project Scenario: What do you expect will happen after the project is over? 
What are the benefits that will continue beyond the project, and what will be stopped with the 
closure of the project? 

 
 

Budget  
The budget should be in detail in a separate Excel sheet. Please ensure that the basis for the 
amounts is clearly explained. Please use four budget categories as described below: 

 Salaries: Please list out all salaries that will be paid as a part of the proposed project. Please 
include all part-time salaries, honorariums, etc., within this. Please also include the staff 
welfare component, if any, in this section. 

 Programmes: Please list out all the activities within the proposed project and the basis for 
their costs. 

 Training: Please list out all training that is aimed at the organisation’s staff and the costing 
basis thereof. 

 Administration: Please include all administrative costs here, including all costs not directly 
related to the proposed project. 



Appendices 
The following details, at the minimum, need to be attached as appendices to the project proposal. 

 Organisation fact sheet: contact details, bank details, FCRA details, governance details, etc. 
 Table of grants obtained in the previous three financial years. For example – 

Name of Donor Year 1 Year 2 Year 3 

Donor 1    

Donor 2    

Donor 3 and so on    

Total    

 
 Chart depicting organisation’s structure 
 Chart relating the proposed project’s objectives with expected outcomes, indicators and 

targets. For example: 
 

Objectives Expected Outcomes Indicators Baseline Target 

Objective 1 Outcome 1.1 Indicator 1.1.1 Baseline 1.1.1 Target 1.1.1 

  Indicator 1.1.2 Baseline 1.1.2 Target 1.1.2 

 Outcome 1.2 Indicator 1.2.1 Baseline 1.2.1 Target 1.2.1 

Objective 2 Outcome 2.1 Indicator 2.1.1 Baseline 2.1.1 Target 2.1.1 

  Indicator 2.1.2 Baseline 2.1.2 Target 2.1.2 

 
 Chart linking proposed project’s objectives with activities, outputs, indicators and budgets. For 

example: 
 

Objectives Activities Outputs Indicators Targets Funds 
Allocated 

Objective 1 Activity 1.1 Output 1.1.1 Indicator 1.1.1 Target 1.1.1 Rs. 

  Output 1.1.2 Indicator 1.1.2 Target 1.1.2 Rs. 

 Activity 1.2 Output 1.2.1 Indicator 1.2.1 Target 1.2.1 Rs. 

Objective 2 Activity 2.1 Output 2.1.1 Indicator 2.1.1 Target 2.1.1 Rs. 

  Output 2.1.2 Indicator 2.1.2 Target 2.1.2 Rs. 

 

 

Supporting Documents 
The project proposal should have a copy of the following documents attached. 
 
 Latest consolidated audited financial statements 
 Registration certificate under Societies/Trusts Act 
 FCRA Letter and latest FC-3 statement 
 Registration under Sections 12A and 80G of the IT Act 


