
Concept Note – Quick Reference Guide

In this document, the SLUNCF seeks to provide useful guidance to potential grantees for the successful completion and submission of Concept Note applications. It is important that these forms are completed to their fullest and with the right information to ensure your application can be evaluated accurately and fairly.
[bookmark: _heading=h.ca31tycpjfve]
[bookmark: _heading=h.3yidsb3oavg7]1. Organisational Information
1.2. Please fill out the Collaborating Partner Information in the event that you are applying as a collaborative venture. A Collaborating Partner is an organisation that will be directly involved in the project management, delivery and general oversight of the project. If you’re not applying as a collaborative venture, please skip this section.

2. Project Background
2.1. In this field we wish to know what you’re trying to solve. Please think of the who, what, why, where, when and how of your problem, need or opportunity prior to answering this question to build a clear picture of this challenge. By thinking about these aspects, you’ll build a clearer problem statement.

2.2. The what – Identify what are the root causes that have led to this problem, need or opportunity. Consider using the problem tree diagram in Appendix 1 below to assist in conceptualising your Concept Note. You may choose to print out the problem tree or it is editable by double-clicking it within this document.

3. Project Description
As you complete Section 3, it will help for clarity and cohesiveness to be mindful of maintaining a clear connection to each step—the problem tree can be a great resource to help visualise sequential progress from activities to milestones/achievements to goal. 

3.1. The solution to your problem statement. Please indicate here the objective you are aiming to achieve by the end of the project. The goal should guide the project and reflect the change you want to achieve. Quick Tip: Avoid making your goal too broad!

3.2. These are the contextualised short-term milestones/achievements throughout your project and should be expressed in terms of the change being produced as a result of the activities. Think of these as objectives or achievements along the project timeline that will accumulate and collectively fulfill the goal at the end of the project. (Broader explanation below in the Work Plan Section)

3.3. The activities are the processes or action steps that will be taken to implement the project. These activities should be grouped up if they relate to each other. Each group will have specific activities but it is not meant to be an exhaustive to-do list.

3.4. The where – Please indicate in which communities/region project activities will be implemented.

3.6. The who – Please indicate the individuals/groups who will be directly benefiting from this project. Be as specific as possible with the number of direct beneficiaries and provide demographics of the project’s targeted groups.

3.7. The How - This field will relate to 3.6., we’re aiming to grasp the scope of the project and how you expect your project achievements to impact the community.

4.1. In conjunction with 1.2., please fill in this field if you are applying as a collaborative venture. A collaborative venture would be an instance where a project partner has active engagement/has an active role in the implementation of the project. Briefly describe the collaborative partner and their role in implementing the project.

4.2. Stakeholders will be any individuals, organisations or government agencies that may have some form of interest in the implementation and impact of the project. As an example, for marine related projects, the fisheries department is likely to be a stakeholder.

[bookmark: _heading=h.6uj3756xh8rg]Work Plan and Budget
Please take guidance from the example rows at the top of the work plan. This is meant to assist in describing and detailing project milestones/achievements, outputs, activities, the associated costs in the budget and implementation schedule.

Key Milestones/Achievements (3.2.)
When defining milestones/achievements in terms of the change being produced, it’s worth noting that there are many types of change but they will generally fall under three categories:
a) Changes in learning: Increase/enhance/develop new knowledge or skills, motivations, attitudes, etc.
b) Changes in action: Modify/improve behaviour or practice, or develop/implement policies.
c) Changes in condition: Improvement in economic condition, strengthen environmental safeguards, or enhance opportunities/livelihoods.
Keep in mind that milestones/achievements generally fall under changes in learning or changes in action, while changes in condition are more long term in scope and Goal-oriented.
There should be a focus on who or what the changes are intended for, that is the beneficiaries. Please keep in mind, milestones are usually the result of multiple outputs. These line items should match the list submitted in Section 3.2. of the Concept Note.

Outputs/Verifiable Results/Deliverables
Your outputs are the measurable results of your activities. These should be expressed in their quantities when possible, such as the number of participants trained, the number of community meetings, etc. These results represent key data that leads to the milestones and ultimately to the goal being realised. Keep in mind an output cannot be achieved without an associated activity occurring.

Activities (3.3.)
These line items should match the list submitted in Section 3.3. of the Concept Note.

Budget by Funding Source
Please indicate the costs of activities in this section, clearly indicating contributing funding source as defined below:
a. SLUNCF: Total cash request from the SLUNCF which MUST not exceed the maximum allowable grant outlined in the call for concept note.
b. Grantee: Direct cash or in-kind (dollar value of donated goods or services provided by your organisation).
c. Other Sponsors: Direct cash or in-kind (dollar value of donated goods or services provided by other partners towards project).  
Keep in mind the contribution requirements determined by your organisation type; refer to the contribution key, found in the Work Plan and Budget document, for further details.

Mandatory Project Activities: a maximum of 10% of the grant budget is allowable for these expenditures. If you have an activity that is intended to strengthen or support your organisation, consider capturing it here. Visibility and Communication funding, also captured in the mandatory activities, is intended for items such as a project site billboard and pull-up banners. Specific requirements for the content and size of the banner and billboard will be discussed when finalising the grant framework.

Implementation Schedule
Please indicate in this section the timelines for each activity with the estimated starting month and ending month. This should follow a realistic and methodical flow as you implement activities.
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Appendix 1 - Problem Tree
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