Project Standard Format



I. Title of project
After identifying your project idea, one of the primary tasks you need to do is giving an appropriate title for your project. 

Project title should be

· short and precise

· Be expressed in positive terms

· Be attractive

· Be under stood and compatible with project objective
II. The Project Summary and Conclusion

The project summary and conclusion summarizes the overall idea and outputs of the Project proposal with a short and conclusive statement. It helps readers or other parties to have a glance understanding on the overall contents and outputs of the project.

Therefore, this part is highly recommendable for the reason that other parties or stakeholders may not be eager to exhaustively go through all the specific project parts.

The following points are important when writing the summary and conclusion of your project.

· If possible, it should not exceed a pages

· It should be written after all other project parts has been completed

· Precise and attractive presentation

· Should at least include the main parts of the project

· Tabular presentation is advisable

· Finally, your summary and conclusion should include among other things, the following project parts in summarized form:

· Title of the project

· Owners/ promoters of the proposed project

· Objectives of the project

· Your justification/ rationale of the project

· Output/ results expected and market potentials

· Total costs of the project

· Sources of finance

· Who are the target groups of final beneficiaries (for social projects)

· Duration of the project

· Feasibility of the project from various parameters points of view such as NPV, IRR, Pay back period, BCR etc (for profit seeking projects).

· And, finally your recommendation for implementation of the project based on the above tests. That is should the project be implemented or declined.

III. Introduction
This is the part of the project, which provides short and general explanation about the whole project.
General points that should be mentioned in this section includes:

· Discuss the historical establishment of the project owners/ promoters, including background information

· The promoter’s vision, mission and values.

· What similar projects had been undertaken by the promoter

· How much efficient/capable/ the promoter is to implement the proposed project.

· What are the bases /basic reason/ for identification of the project idea. Does it need base, resource base, politics or other reason.

· Any part of the society helped by the promoters and/or by similar projects in the past years.

· It   will be good if this part is presented in not more than two pages.

IV. Project Rationale / Justification/
Your project rationale is the justification behind the emergence and coming into work of your project idea. To a greater extent it answers the basic question of “why the project is undertaken?” So when writing your project rationale, you have to give a greater emphasis on how it can convince other parties or other stakeholders on the problem solving and or revenue earning power of the project.

Hence in dealing with this part the following points will have an absolute importance:

· If your project is proposed to solve existing social or any other problems, in case of social projects, you have to present the depth /severity/of the problem supported with reliable data and numerical figures. If possible, it is advisable to use some findings of researches conducted by others.

· If other stakeholders or donors are to take part in financing the project, this part is highly essential to convince them. Moreover, you should not think in mind that these donors are aware of the existence of the problem. Rather you should state all the existing problems, which are related with you project.
· Even though this part is highly recommended for social projects (non profitable projects), profit-seeking projects should also be justified for their undertaking.

V. Project Objective 
Your project objective is expressed as the ultimate goal or aim that your project is intended to achieve. While stating your project objective you need to identify the difference between the basic goal of your project (main objective) and specific objectives to be achieved in the course of the project and/or after its implementation. After identifying these two cases you have to put the general (main) objective first and then the specific objective in accordance with their priority.
Also please keep the following points in mind while stating your project objectives:

· It should be expressed in positive terms 

· Your specific objectives should not contrast with your main (general) objective.

· The specific objectives stated should at least be correlated with the activities to be performed

· And finally your project objective will be ideal if it fulfils the ‘SMART’ criteria       

· S-Specific       

· M- Measurable       

· A-Achievable                                  

· R-Reliable       

· T- Time bound
VI.   Project Area

Your project area is the place where your project is going to be implemented. Hence in this part you should express your project area in terms of the following parameters:

· The scope or location of the site

· Climatic condition of the area – temperature, rainfall, etc.

· Socio-political and cultural conditions of the community

· Resource endowment – forest, water, mineral, soil, etc.

· Economic conditions – economic bases of the community (agriculture, industry, trade, pastoral etc.)   

· Demographic aspect and population distributions (density)

· Institutional conditions

· Environmental conditions (such as water supply, infrastructure etc.)

Accordingly, you should describe each aspect of the project area in detail and try to site your reference on some data.  
VII. Activities and Strategies

Project activities are tasks and actions, which are going to be implemented in the due course of the project implementation stage. Actions are made either by the project manpower or any other concerned parties. Hence, in this section of the project you have to:

· List all the major activities of the project to be performed in their logical and relevance order

· List all the responsible parties to implement the specified activities and to their respective tasks

· Ensure whether these activities are measurable in terms of value, type and time

· Ensure and allocate sufficient budget and time for each and every activities stated.
· Exclude activities which couldn’t be performed or beyond the capacity of the project under consideration with its given resource.

Moreover, your activities should also be specific, clear and in point from and must flow naturally from problems and/or objectives.

Besides that, you need to state the techniques or means through which your stated activities could come in to practice during the project implementation. This is what we call the project strategy. Hence, in proposing your project strategy:

· Indicate different sets of strategies from different points of view to optimize (maximize) the output and to minimize the cost

· Make sure that your project strategy is directly related to your project activities and your project objectives

· Similar to your project activities, your project strategy should also be based on a given resource or input

· Other variables including marketing strategies, pricing strategies, cost minimizing strategies, production strategies and other similar strategic variables can also be explained in this part.

           VIII. Project Outputs 

What are the expected outputs of your project? You should indicate your project output both in qualitative and quantitative terms.

· If it is a quantified output: 

         List all the production outputs in kind and value

· Ensure your project outputs will not have an adverse impact on the spiritual values of the church or at least minimal

· Indicate the tangibility of the quality and amount of the output with the given input/resource/.

· If it is a qualitative output (usually for social project) you have to indirectly express the qualitative statement into quantitative output using various mechanisms.

                     IX. Cost Estimation of the Project
Estimating the total initial investment cost (including the initial working capital) of your project is the basic tool for further analysis of your project feasibility study and financing structure. This total initial cost is the total financial requirement of the project either to begin the entire operation of the project (in the case of profit seeking projects) or to finance the entire phase of the project up to its end (in the case of most social projects). Therefore, you should give special attentions for the following points when estimating your project cost.

· Do not confuse between the "total initial investment cost" with the "sum total of cash outflows throughout the project period" (especially for profitable projects)

· Initial investment cost components of a project will be presented in section three 

· Most of the time, estimating the cost for profitable projects and social projects may not be the same

· Hence, in most cases it is this initial investment cost of the project that will be considered as the cost of a project.

For example, if your project is to be financed by any other external sources or stakeholders, and if you are to tell the cost of your project for them, the total initial investment cost is the point of your reference

                                   X. Sources of Finance

As indicated on section three on financial analysis part, this section may be indicated right after the detail list of the initial investment cost part. (This is especially true for profitable projects). But in some cases, particularly for social projects, this part may be put in this section separately. Wherever you put it, the main thing you should indicate is who is going to finance the total financial requirement of your project either on full sponsorship or joint financing.

The following points are important while presenting your project source of finance

· Indicate the exact share of each external financial source, if any, and your own share for financing.

· Make sure that all the source of finances indicated are dependable (especially for social projects)

· The following parties may be source of finance for social projects and some times also for profit seeking projects

· International humanitarian organizations 

· Local NGO’s

· Private donors

· UN and other similar organizations

· Embassies and 

· Others

· Similarly, the following parties may be source of finance for profitable projects

· Own source

· Financial institutions like banks

XI. Target Group and Final Beneficiaries (For social projects)

Target groups: are entities (groups), which are directly and positively affected by the project at the project purpose level.

Final beneficiaries: are those who will be benefited from the project in the long term at societal level or sectoral level at large.

So, if your project is aimed at helping some target group of the society, please provide the following information:

· Try to separately indicate the target group of your project 

· Also provide the reason why to select these target groups

· More over try to indicate the long-term beneficiaries of your project at societal level.

XII. Organization, Management and Manpower
 This section explains more on how your project is organized and managed in the way that leads to a more efficient output at the end of the implementation. Therefore, while you are explaining this section please provide explanations, among other things, on the following issues.

· The organizational structure of the project owners or promoters using a chart or any other convenient way

· The structural higherachy should clearly be shown 

· Also depict the experience and administrative efficiency of each management body 

· Ensure capable and sufficient availability of the project Human
· Classify the Human recourses according to their skills, experience, salary to be paid, age and etc

· If any need from external consultant please indicate

XIII. Market Analysis

Market analysis is a general assessment of the demand and supply situations of the entire industry in the country or at a given state. In assessing the general market condition of your product, you need to at least analyses the past production and demand trend for up to three to five years and forecast the future demand and supply of the product based on the past trend and other specific assumptions. Based on these supply and demand projections (forecasting), you need to analyze the gap between the demand and supply of your product and comment on its feasibility and other parameters like price determination.

Moreover, it will be good if you separately analyses the following marketing concepts

     i. Demand analysis

1. Volume and values of demand ( Past trend

          In this case you need to indicate the sources of information 

2. What are the major factors affecting your product demand

3. Estimated demand: - here again you need to show the sources of figures used and your rational behind the major assumptions of demand forecasting

4. Identify the potential customer bases, income group and your marketing strategy to penetrate the market  

 ii. Supply analysis

            1. Volume and values of supply ( both domestic and foreign 

                    supply, indicate source of information

             2. Planned supply trend

              3. Factors affecting supply of the product

iii. Demand and supply gap
             - Here you need to present the difference between your projected demand and projected supply 

             -This gap lets you decide on the feasibility of your product market condition 

  iv. Price analysis and determination       

After analyzing the overall demand supply gap, your next step is determining your product price based on either of the following methods.

· Historical trend of price

· In comparisons with competitors price

· Margin and mark up method

· Cost plus approach

· Comparison with domestic sales, FOB & CIF Price

· Other methods

v. Competition and other marketing prospect

· Who are the major competitors of your product in the market

· Is your product or service differentiated from that of the competitors

· Any marketing advantages: like location advantages, cost advantage (labor, raw materials) quality advantage and etc

· Any supply agreement with dependable customers and the like

· Marketing channel and promotion measures

 IXV. Technical Analysis
More or less, technical analysis addresses the technical feasibility of your project inputs and organizations. Technical analysis don not necessarily require technical personnel. Rather non-technical personnel may also analyze the technical feasibility of your project proposal.

Please analyze the following technical parameters while doing this part

· Your project location

         - Explain why you choose the project location from various parameters /point of view including availability of basic infrastructure, marketing dynamism, labor accessibility, etc.

· Land issue (is it by lease, rental, own holding)

· Technical explanation of machineries and equipment and their compatibility

· Project design, engineering and technology selection 

· Try to describe the technical layout of your project building and civil work, farm structure, irrigation, machinery, and equipment

· Justification behind the choice of technology

· You are also required to describe the technical justification of utilities to be used: such as 

· Power requirement (KW/Year)

· Power installation arrangement

· Water supply

· Fuel consumption

· Tell, fax, Internet & etc. 

· And also provide some explanations on production techniques.

XV. Financial analysis
Financial analysis is the assessment of the viability or profitability of the project from the direct participants points of view. In other words, it shows the financial return viability of the project to those who directly take part in investment and other similar participations. Hence, to determine the financial worthiness of your project you need to analyze all the financial aspect of your project efficiently (specially for profit seeking projects)

So, when you are doing with the financial analyses of your project please follow the following basic steps:

1. Put Key assumptions of your project 

      E.g. 1.1. Project life

              1.2. Daily and annual production capacity of your project 

              1.3. Capacity utilization rate (when will your project perform 
· at  full capacity,

· 1st year ___% of full capacity., 

· 2nd ____% of full capacity

·  3rd year   100% and the like 

            1.4. Depreciation and amortization rate

            1.5. Repair and maintenance cost (as a % of total investment cost)

            1.6. Tax rate (from profit) 

            1.7. Daily operating shift & annual working days 

            1.8. Salvage value of buildings and machineries and equipments 

            1.9. And other similar assumption should be listed

2.  Identify your Detail Costs and Benefits /cost estimation/
         2.1. List all your initial investment cost components i.e.

A. Fixed investment cost including:

          -Land lease – Advance payment 

          - Land development and leveling 

          - Buildings construction cost

          - Infrastructure cost

          - Office equipment and furniture 

          -  If working equipment cost

          -  Vehicles

          -  Utility installation like electricity installation 

          -  Irrigation cost

          -  And costs related with the above components are total fixed investment cost 

B/ Pre-operating costs

- These cost are incurred before the operation of the project.

          E.g.        – Project feasibility study costs 

· Structural and architectural design costs

· Survey

· Office and other settings 

· Pre-operating management cost

· Miscellaneous costs

· And other similar cost will be included

C/ Initial working capitals:

              E.g.          - to purchase initial office materials and equipments 

· And similar other working capital requirements.

D/ Contingency Funding


When we add the components from ‘A’ to ‘D’ we get the total initial Investment cost and this cost is the total project cost. And these costs do not include operating costs and other mid-operation expenses. So when you are talking with your total project cost in part two or on the summary part of your project you need to put the sum total of these cost components.
If your project is a profit seeking, it is highly recommended if you put your sources of finance and financing structure right after the above total initial investment cost computation. This is because in most cases the source of finance is expected to cover this initial investment cost only.
2.2  In step three you have to list all your operating cost components with their respective value and categories. 

The following costs are among the major components of the operating cost

    A/ Raw material costs: 

                       E.g. –   plastic

· chemicals

· cereals.

· Wood etc. 

       B/ Utility expense including 

                              E.g.  -  Electricity 

                                      - Tele

                                      - Fuel

                                      - Water supply

                                      - Installation

        C/ Labor cost including training cost 

                           – List all manpower resource according to their  

                                 Qualification and experience to respective salary  

        D/ Office and factory supplies 

· Stationery 

· Sanitary

       E/ miscellanies operating expense

       F/ Repair & maintenance cost 

       G/ communication costs

      H/ and similar other operating cost
 2.3.   List all your administrative overheads.

                Eg.     -  Promotional cost 

                           - Legal service cost

                           - Audit cost

                           - Insurance cost

                           - And other similar costs

2.4. Deprecation and amortization rate as cost 

· Deprecation on machinery & equipment (rate) 

· Amortization rate on building and intangible assets

2.5. Projected Revenue /production revenue forecast/
In this revenue project part, you need to put all revenues obtained from the production at each capacity utilization rate. If your project is a multi productive investment, you have to calculate your revenues from each product by multiplying the quantity produced and the unit price of each product. Moreover it will be good if your production estimate is presented in table form with its respective revenue estimate.
      A. Profit and loss projection  
     This table illustrates the total sales minus the total project expense at each year of the project life.
      B. Cash flow projection

This table presents the total cash inflow from the project minus the total cash outflows for the project .In other words this table depicts the net cash inflow from the project 

C/ Financial result and interpretation (measures of financial worthiness of the project and the decision rules)

Depending on the above cash flow statement projection you have to show the financial viability of your project using various financial measures including NPV, IRR, cost benefit ratio, pay back period and other methods.

The following criteria’s are some of the bases for decisions rule
      1. If   NPV > 0 - accept the project, If < 0 - reject it, and If  = 0 break even 

      2. If   IRR > i (increment rate) – accept, if IRR < i—reject

     3. If   pay back period is long year- not recommended but depends on project. ctc
XVI. Environmental Analysis (Environmental Impact Assessment)

Sometimes the ultimate output of your project may leave an adverse effect on the overall environmental condition of a given area or to a global extent. Hence in this section, you have to clearly show whether your project output is environmental friendly or rather hazardous. If your project out put is going to harm the environment, you have to put a remedial measure to avoid or at least to minimize the impact prior to the implementation stage. Furthermore, you have to look at all aspects of environmental conditions including climate, natural resource, water pollution, noise pollution, soil and so on.
XVII. Sensitivity analysis

 In a constantly changing environment it is obvious that some economic variables may change. If that is so, you need to analyze the sensitivity /responsiveness/ of your project for the different scenarios of variable changes. The most frequently taken variables are sales price, operating cost, investment cost, product mix, total revenue and etc. 

XVIII. Monitoring and Evaluation

Monitoring your project activities is concerned mainly on a continuous and systematic collection of information to assess delivery, identify difficulties, ascertain problem areas, and finally recommend remedial actions. Whereas, evaluating your project output is a periodic assessment of relevance, performance, effectiveness, and impact of the project in the context of its stated objectives. It is the process of converting monitoring data in to information and then knowledge.

Accordingly, in dealing with this final but relevant section, you should continuously monitor your project implementation phase and periodically evaluate both the relevance and impact of your project outputs. 




A+B + C+ D = Total initial investment cost
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