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Guidelines for Completing the Grant Application Form 
 

 
 

 

 
This document is intended to assist organizations in preparing proposals to the 
ESCAP Trust Fund for Tsunami, Disaster and Climate Preparedness in Indian 
Ocean and Southeast Asian Countries.  
 
General Guidelines 
The following guidelines are common to all sections of the grant application 
form: 

o A separate grant application form should be filled out for each project 
proposal that is being submitted (i.e. one proposal per application form). 

o Please limit responses in each of the sections/subsections in the grant 
application form (with the exception of sections A, E, F and P) to half a 
page or less. If you need more than half a page, please present the 
information in an Annex under Part O. 

o Evidence supporting the response to a question may be mentioned in the 
response, but the evidence itself, if appropriate, should be provided as an 
Annex. Evidence includes such items as letters of endorsement,  results of 
hazard and vulnerability mapping, capacity needs assessments, progress 
reports of relevant past/current projects, workshop/seminar reports, and 
technical data (if relevant).  

 
Specific Guidelines 
The following guidelines are specific to their respective section of the grant 
application form: 
 
Part A. Overview 
1. Organization submitting the Proposal: Please state the name of the 

organization submitting the proposal and spell out acronyms. 
 
2. Focal point in organization and relevant contact point: Please provide the 

name of the person nominated as the primary point of contact in the 
organization for this application, together with his/her contact information 
(address, telephone, fax, and email). 

 
3. Project title: Please state the title of the project and spell out acronyms. Please 

also include this title in the header of the Grant Application Form, where it 
says “Grant Proposal Name” (acronyms may be used in the Form header). 

 

ESCAP Trust Fund for Tsunami, Disaster and 
Climate Preparedness in Indian Ocean and 

Southeast Asian Countries 
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4. Beneficiary countries: Please list the countries that are covered by the project. 
Note that the Trust Fund can only support projects covering ESCAP Indian 
Ocean, Southeast Asian and Pacific island countries.1 

 
5. Target group:  The target is the group of people or institutions whose 

capacities the project will build. Please provide a summary here and add 
more details in Part D below. 

 
6. Timeframe: Please indicate the timeframe for project implementation, 

including expected starting date (e.g. 1 February 2016) and expected end date 
(e.g. 31 July 2017). Note that the maximum permitted timeframe for projects 
in the 10th round of funding is 18 months. 

 
7. Total budget and breakdown of funds: Please state the total budget (in United 

States dollars) for the project and include proposing organization/ 
counterpart contributions and other co-financing. Please give a breakdown of 
these sources of funds and state exact amount for each (to the extent possible). 

 
Executive Summary:   
Please provide a brief description (no more than 10-12 lines over one or two 
paragraphs) of the project proposal, summarizing the problem to be addressed, 
project strategy, target group, expected results and desired impact. The summary 
may be used to describe the project in information materials for the Trust Fund 
and should be written as a self-contained summary of the overall project.  
 
Part B. Needs Assessment 
Please state: 

o The specific policy, institutional, technical, system wide or capacity 
building need(s) that the project will address.  Please relate these needs 
to the Fund’s Strategy Note as well as the Report on Regional Unmet 
Needs in Tsunami Early Warning Systems (both documents are posted 
on the Trust Fund’s website).  

o The current status / baseline of the early warning systems in the 
proposed areas.  

o Other major activities being carried out by your organization as well as 
other organizations in these areas.  

 
Part C. Problem Analysis 
Please describe how the objectives of the project were identified and why the 
current project approach was chosen. Please describe the assessment process and 
methodology used (e.g. needs assessment mission, multi-stakeholder workshop, 
etc.). Please identify the relevant entities (organizations and/or individuals) that 
were consulted, as well as the reasons for consulting with them.    
 

                                                 
1Indian Ocean and Southeast Asian Countries:  Australia, Bangladesh, Brunei Darussalam, Cambodia, China, India, 
Indonesia, Islamic Republic of Iran, Lao PDR, Malaysia, Maldives, Myanmar, Pakistan, the Philippines, Singapore, 
Sri Lanka, Thailand, Timor-Leste and Viet Nam. 
Pacific Island Countries:  Cook Islands, Fiji, Kiribati, Marshall Islands, Micronesia, Nauru, Niue, Palau, Papua New 
Guinea, Samoa, Solomon Islands, Tonga, Tuvalu and Vanuatu..  
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Part D. Target Group 
Please identify the project’s beneficiaries and describe which specific group, 
policies or institutions will be targeted, and why. Please specify the locations the 
project’s target group(s) are located.  See Part A.5 above. 

 
Part E. Project Strategy 
Please describe the overall project strategy that is envisioned to address the 
policy, institutional, and/or capacity needs outlined in Part B, and describe 
specific methodologies and approaches to successfully implement the project. 
Please provide details on how the expected intervention will contribute to 
achieving the expected project outcomes. Please include a brief explanation on 
why the chosen strategy is the best option for implementation. 
 
Part F. Results Framework 
The results framework defines what the project expects to achieve. The three 
components are the impact the project will contribute to (medium- and long-term 
change), the outcomes (short-term and medium-term effects of the projects 
outputs) and the outputs (products and services).  
 

 Expected impact (goal) of the project: Please state the longer-term positive 
effects in society that the project wish to contribute to.  

 Expected outcomes: Please describe how the developed institutional 
capacity will be used, a new policy applied etc. (e.g. what change is 
foreseen?).  If somebody asks the question “So what? Why are you doing 
this?” to the project activities and outputs, the formulated outcomes 
should give the answer. The outcome should be logically linked to the 
needs (Part B) and problem (Part C).   

 Expected outputs: Please describe the products and services (e.g. 
assessments, manuals delivered workshops, advisory services etc.) that 
will be delivered by the project. Project activities leading up to outputs are 
included in the activities work plan.  

 
Please formulate performance indicators at the outcome and output levels. 
Indicators specify how it will be possible to know if project outcome(s) and 
output(s) have been achieved in terms of Quantity (how much?), Quality (how 
well?), Time (when?) and Location/Target group (where, who?). 
 
Please include performance indicators (e.g. Government X has capacity to operate 
its network of sea level and seismic sensors; Government institute X will utilize 
the new climate model product Y in the development of the management plan for 
area Z etc.).  
 
Characteristics of indicators: 

o The change measured by the indicator should be linked to the project, 
even though the project might not be the only factor that influences the 
change. 
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o The data necessary to measure achievements of the objective can be 
obtained in practice (within the project timeframe, with existing staff 
resources, and within reasonable cost). 

 
Part G. Contribution to Regional Coordination/Cooperation 
The results framework might already have addressed regional cooperation and 
coordination directly. If not, please elaborate on how the proposed project will 
contribute to regional coordination and cooperation in disaster risk reduction.  
Any linkages in early warning system development between sub-regional, 
national and local levels should be included.  
 
Part H. Gender Considerations 
Disasters affect men and women differently, and addressing these inequalities is 
a United Nations priority. What are the relevant gender issues that the project 
should be sensitive to? Please outline the steps that will be taken to address 
gender inequalities. 
 
Part I. Partners  
Please describe the partnership strategy that will be employed in the 
implementation of this project, including a list of potential partners that will be 
involved, their concrete roles, the approach to be used to work with them (e.g. 
steering committee, subcontracts), and expectations from the partner. Developing 
partnerships between different organizations to facilitate sustainability and 
ownership for the project, foster synergies, and promote overall coordination of 
efforts is an important policy of the Trust Fund. Joint submissions by different 
organizations and governments are encouraged (although the project’s financial 
and management arrangements should be clarified). 
 
Part J. Capacity 
Please explain the submitting organization’s capacity in: 

o Substance (e.g. describe previous projects in related fields and/or staff 
experience); 

o Project management, including monitoring and evaluation (and 
coordination with relevant partners/stakeholders if applicable); 

o Administration/finance. 
 
Part K. Knowledge Management and Results Dissemination 
Please describe how the lessons and results from the project will be documented 
and shared with other partners (e.g. dedicated website, workshops, publications, 
conferences, evaluations).  
 
Part L. Sustainability 
Please explain how you will facilitate that the expected positive outcomes of the 
project will continue after the project has been completed. For example, the 
sustainability of a project can be assessed according to the indicators below: 

o The extent to which the project builds linkages with existing institutions; 
o The extent to which the project develops skills and resource bases; 
o The extent to which the project responds to needs expressed by the target 

groups or other stakeholders; 
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o The extent to which governments, communities or other stakeholders 
make specific commitments to follow-up actions, including in-kind and 
cash contributions.   
 

Part M. Counterpart Contributions 
Please indicate both in-kind and cash contributions that the submitting 
organization will be making towards the implementation of the project.  
Counterpart contributions indicate a level of internal capacity and commitment 
to the project and are strongly recommended. Contributions from other partners 
(e.g. governments or communities) indicate the project is demand driven. Please 
provide the details in Part Q.  
 
Part N. Monitoring, Evaluation and Audit 
Please summarize your organization’s plans for monitoring, evaluation and audit 
under this project. Please describe how the indicators listed in Part F will be 
measured (using what data collection method, by whom and by when). A final 
evaluation will be required towards the end of project. Please describe how the 
evaluation will be carried out and utilized. For non-UN entities, an external audit 
will also be required at the end of the project.  
 
It is suggested that monitoring and evaluation costs should be 5–10 per cent of 
the total project budget. Please refer to the Trust Fund’s Monitoring and 
Evaluation Framework (posted on the Trust Fund website) for further 
information. 
 
Part O. Annexes 
Please list any supporting documentation, evidence or further details for any of 
the components of the grant proposal. Please limit the number of annexes to the 
most relevant, and include appropriate references in the main proposal. Please 
annex a copy of your organizational charter/statutes and the most recent annual 
report, unless ESCAP already has these on file. The Annexes themselves should 
be attached or a web-link provided. 
 
Part P. Budget and Payment Schedule 
Please prepare this section using the Excel form provided in the separate file, 
“Budget and Payment Schedule Template”. An example of a completed form can 
also be found on the Trust Fund website. 
 
Indirect support costs: These are administrative costs charged by the 
implementing organization, which do not relate specifically to project activities. 
The Trust Fund allows indirect support costs to be charged at a rate of up to 4 per 
cent.  
 
 

Please make your project submission to escap-drs@un.org 
 


