

[bookmark: _GoBack]Worksheet 2 
Sample Request for Proposal
Service Project Application
Due Date:  [insert your due date]   
A
Announcing a Request for Proposals for Community-Based Volunteer Projects

Applications Due:  [insert your due date] (by end of business)

Service Theme: 		[insert your theme (e.g. housing)]

Purpose of Event:  	[insert your purpose (e.g. to engage 100 volunteers in a one day event working on a house building project)] 

Application Process and Time-Table:
Step One:	Applications Submitted by [insert your due date] 
Step Two:	Site Assessments (for those projects selected for review) conducted between [insert your proposed dates] 	
Step Three:	Final Decisions communicated by [insert your due date]
Step Four:	Execute volunteer projects on [insert the date for your project]

Qualifications:

All projects are encouraged to meet all of the criteria detailed below.  Ideally, projects should take place on [insert your preferred project date].  

Projects have the potential to be transformational on the following levels: 	
· They leave a tangible physical difference; and/or
· They leave participants more informed, emotionally connected to and personally predisposed to be engaged with the issue addressed; and 
· They strengthen the capacity of agencies to impact their community 

Projects are sustainable if…
· They build upon previous efforts by the community or organization; and
· They yield a set of results that have a clear sustainability plan; and
· They fit into a larger “plan for addressing pressing needs” within the community; and
· They offer numerous opportunities for our group to continue to volunteer 

Projects should meet the following impact criteria.  The following are examples of activities we are looking for: 

[insert any impact criteria you have for your project]
	

PROPOSAL:
Organization Name: 
Address:
Contact Person (Name and Title): 
E-Mail Address: 
Telephone:        			Fax:
Type of Organization:	 	_____	Non-Profit Private	_____	Non-Profit Public	
Please include your organization’s 501c3 #_____________________ (US only)
   
BACKGROUND CONTEXT 
1. Briefly describe your organization’s mission / population served / types of activities and programs.
2. What are your funding sources?
3. Have our volunteers partnered with you in the past?  Have you organized volunteer events in the past?  If yes to either or both, please describe.  If not, please state “not applicable.”

PROJECT DETAIL
4. Estimated total number of volunteers required: _________   [note if you have a minimum number of volunteers to engage]   
5. Please list the specific tasks proposed for volunteers.  Be sure to note how many volunteers are required for each task. 
6. Estimated cost of completing the project:   _$_______    (including all materials/tools costs)
7. List resources your agency is able to provide.  Please check off all boxes that apply:  
[bookmark: Check1]|_|  Dedicated liaison from your agency to help coordinate the project 
|_|  Direct management of volunteers during event 
|_|  Lunch for volunteers     	
[bookmark: Check2]|_|  Tools / materials / equipment for the project	
[bookmark: Check3]|_|  Specified budget available for project-related costs (i.e. materials, port-a-potties, etc.)  If yes, how much? __________ 
[bookmark: Check4]|_|  Other?  Please note:  ______________________________________

IMPACT   
8. Please state your proposed project’s measurable objectives and how they contribute to our service criteria.

PROJECT TRANSFORMATION   
9. What tangible physical difference will result from the proposed service activity?  
10. How will service make volunteers feel more informed, emotionally connected to and predisposed to engage with the issues you address?
11. How will the proposed service strengthen the capacity of your organization to address your objectives?    

SUSTAINABILITY
12. Describe how you will sustain the work beyond a single event?  



