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María’s story
María runs a women’s boarding house called the House of Butterflies in a
large city in Peru. Most of the women living in the house are sex workers.
Over the past few years, some of the women have become sick with AIDS. The
women who are healthy work together to take care of the sick. There have
been several attacks against sex workers in the city due to fear and misunder-
standing about AIDS, but Maria says the house will always be open to women
in trouble, even if they have HIV. The word has spread that anyone with ques-
tions about HIV can get information at the house; it has slowly become a
community resource center.

At first the women who lived in the house gave their time freely to help
those who were ill and to give out information, but this has become difficult
because they still have their other work on the streets. More women have
become ill and the house needs full-time workers to help the women with
AIDS and to give out information. María needs to recruit volunteers and get
donations of supplies. She needs money for educational pamphlets, training
materials, beds, and medicines. She hopes to find money for salaries for a few
people so that they can work full-time. She also wants to reach women who
are out on the streets and unable to come to the boarding house for help.
María asks several women living in the house to help her find outside support
and funds. They have many questions: “Can we teach people in the bars and
on the streets about HIV and AIDS? Can we train volunteers from outside the
house? Where can we go to get money? How can we write a proposal to ask for
support? How can we keep control of the project if we go to big organizations
or the government for money?”

Resources
What are resources? Resources are the people and things needed for a project.
Tools, land, money, and people are all resources. Some of the best AIDS pre-
vention projects have grown out of communities where resources are scarce.
Often people think that their community has nothing, but this is usually not
true. People with few resources are forced to be more creative. Finding the
resources that are already in the community is often easier than creating new
ones. It is true that communities often have little money and are unable to get
public or government support; AIDS may have made the community even
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poorer. Most health centers have too few staff members, too little medicine,
and too few basic materials. With few resources, the job of the health worker
becomes more difficult. This chapter will give you some ideas about how to
find resources for your community AIDS project. Always look to your com-
munity first. You may not realize that it offers some valuable things, such as a
place to meet and volunteers with many different skills.
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Find resources in your own community first.

What are the health resources in your community?

People: Healers, health workers, educators, artists, sex workers, parents, and

children—anyone with skills who can help with the project.

Skills: People’s abilities to teach, heal, plant, harvest, cook, bathe, sing, draw, or

write. Some people have the skill to easily learn new skills!

Tools: Hammers, nails, cloth, paper, pens, seeds, shovels, typewriters, and com-

puters—anything that can be used for work.

Land: The ground where a clinic, office, community theater, meeting place, or

shelter can be built.

Money: Cash to buy tools, land, or training, or to pay people for their time and

work.



Do we need funding?
Many projects could use more money or resources, but often the people
involved in the project are too busy with the day-to-day work to look for
funding. It takes time to find funding, and it could turn out to be a waste of
time to apply for support, especially if the organization you apply to says no to
your request. But the time and energy spent can be worth it if you do get sup-
port. Think carefully about whether you truly need more resources and have
enough time to look for them. Before looking for funding, ask some impor-
tant questions: Who in the group has time to look for funding? Who in the
group knows how to write? Who knows how to prepare a proposal or a
request for funding? Who knows how to contact people who work for funding
organizations? Which part of the project would most likely be funded?

When projects run on the time and energy of volunteers there is often a
spirit of closeness. People look after each other. They feel excited by each
accomplishment. Getting funding from an outside organization can some-
times change that feeling. Some people may be paid, while others remain vol-
unteers. The people getting your services may demand more when they know
that you have money from an outside source. Although there are always needs
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to be met and the opportunity to expand a project is inviting, funding comes
with its own price. It may be helpful to think about this before you plan and
write a proposal.

Using local resources first
Support from outside the community often means outside control. That is
why it is important to develop local resources before using those of outside
organizations. When people from the community control the project, they
think of it as their own. Another thing to keep in mind is that if only part of
your funds come from outside the community, it will be easier for the project
to survive if outside funding runs out.

Keep the resources within your community in mind when designing your
project. With experience, your group will learn how to match your project
ideas with the resources available in your community. This will make your
project easier to run.

Planning the project
Clearly defined projects are easier

for an outside organization to sup-
port than vague ones. Poorly defined
projects are harder to understand
and make the people asking for fund-
ing seem less organized and trust-
worthy. When defining your project,
be as specific as you can in describing
your goals (what your project seeks
to accomplish) and methods (how
you are going to reach your goals).

For example, imagine a community where HIV is mostly found among sex
workers. People design a project to train two sex workers to teach other sex
workers about avoiding HIV. The organizers write a proposal asking for six
months of support, including supplies of pamphlets, paper, pens, and con-
doms, as well as some cash. This is better than asking for US$1000 to “teach
people about AIDS.” Asking for computers, paper, and assistance to design a
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questionnaire to ask sex workers about their knowledge about AIDS before
and after a year of education is better than asking for “lots of money to fight
AIDS in the community.” Being vague will leave readers with questions: “How
many people in this town have HIV? Who will benefit from the project? How
will the group really use the funds? For how long will funds be needed? Does
the group have a way of determining whether the situation is improving or
getting worse once the project has begun?”

Usually funding is given for a short time. It is easier to find funding for a
two-year project than a ten-year project. Showing that the money or supplies
were used well and that you are reaching the project goals makes it more likely
that you will get more funding when the original money runs out.

Before the money and supplies arrive, the group should talk about how
they will be used. This will help prevent future arguments over their use. One
way to manage funds is to have a small group of community members oversee
how they are used. This project committee should include people with differ-
ent backgrounds; people with experience in business, health care, community
organizing, or religion all make good committee members. People who will be
helped by the project should also be on the project committee. Committee
members can help find funds for the project, volunteer their time, or donate
materials. They should also help with long-term plans for the project.

What does your community need most?
Once you have described or defined your goals, the next step is to decide
which parts of the project most need funding. Project members can get
together and draw up a list of needs. The list can be numbered with the most
important first. You can look at projects in other communities for examples of
successes and failures. You may want to talk to other groups about how they
decided which needs were most important in their communities.

Next you can think about how you will get the work done. What type of
work is involved? Who will need to be trained, and how will they be trained?
Will the project include radio advertisements, pamphlets, theater, public
speaking, or one-on-one counseling? By deciding on your methods, you will
be able to see who could best help you, and who would be most interested in
funding you.
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Making a budget
Make a list of what you will need for your HIV or AIDS project. Include

such things as people’s time, transportation, supplies, educational materials
(such as pamphlets), and radio airtime. Do not forget to include the time that
will be spent by volunteers, as well as other donated resources. Make three
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María and people in the House of Butterflies decide on a project

María and the women of the House of Butterflies became interested in caring

for the sick after seeing so many people with AIDS in their community.They

also wanted to stop people from getting HIV.The group talked about their

needs and hopes for a project and made this list of goals:

1. Provide care for those who are sick with HIV.

2. Teach the sex workers in the boarding house about HIV and ways to pre-

vent its spread.

3. Teach sex workers on the streets and in bars about HIV.

4. Teach clients of sex workers about HIV and ways to prevent its spread.

5. Teach health care workers not to be afraid of people with HIV.

6. Teach people in the community about the importance of the rights of sex

workers and people with HIV.

The group decided to have two projects: First, caring for sick women in the

house; second, teaching sex workers and their clients about HIV.To increase

their knowledge of the medical aspects of HIV and AIDS, they asked a trainer

from Peru’s National AIDS Program to help train three sex workers. Next they

asked themselves a series of questions:“How can we reach sex workers and

clients on the streets? Should we go to the streets and bars most commonly

visited by sex workers? What further training would the sex workers need to

do outreach? Would they be able to train other women and men to be new

outreach workers? Are any clients willing to become outreach workers? Could

the local radio station air messages about HIV? Can we find funds for testing

and counseling?”

Many of the women already knew a lot about safer sex and avoiding HIV.

These women were also well known in the community, which made them the

best people to teach others.The outreach program would start by doing a

survey to see what fears and knowledge people had about AIDS.The group

planned to use educational messages on the radio station played in local bars.

The trained outreach workers would talk one-on-one about HIV in the bars

and streets.Women from the group also planned to pass out written materials

and condoms during hours when they were not working. Later, the group

would do another survey to see if people in the community had learned

something about HIV.



columns next to your list of items (see the “Budget” figure on p. 179). In the
first column—costs—put the cost for each item. In the second column—
community contributions—write the amount that your project already has,
or will be able to get without outside help. Add up the items in each column to
make a total. In the third column—
funding requested—subtract the
community contributions column
from the costs column. This will be
the amount you still need for the
project, so it will be the total amount
of money requested.

Thinking about how much money
you will need will help your group
decide on which organizations to go
to for support. Sometimes, if a pro-
ject’s budget is too big, it can be
divided into smaller parts, and
requests can be sent to different orga-
nizations for partial funding.

Types of funding organizations
Many types of organizations support health and HIV-related efforts. Sources
of funding include governmental organizations, nongovernmental organiza-
tions (also called private voluntary organizations), and private individuals.
There are national and international organizations. International agencies
give larger sums of money but are usually much harder for community-based
organizations to reach.

Government agencies are likely to give support to established projects. This
makes it difficult for new community organizations to obtain funding from
them. Luckily, some countries have a national AIDS organization that will give
money to small projects. Nongovernmental agencies will fund small projects;
these groups include aid organizations like Médecins du Monde, Interna-
tional Development Exchange, Family Health International, and UNICEF.
Finally, private sources, such as wealthy people or corporations, may be will-
ing to donate money or supplies.

Finding sources of funding can be the hardest part of getting support. It is
difficult to know if someone might be willing to support your project. Your
national AIDS program might be a good source of information about funding
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organizations. Keep a list of the names and contact people of each organiza-
tion in order to apply for support when you need it.

Different funding organizations support different kinds of work. Some
organizations support only research, others only education. Some support
people’s salaries, while others support material costs. Some organizations sup-
port only established government projects, while others are looking for grass-
roots community projects. Some organizations have special groups in mind,
such as poor communities, women, students, or children. Each organization
may support slightly different types of projects, so it is important to think
about whom to approach for support. Knowing who will read your proposal
and what their special interests are will help you get funding. Learn about the
organization by writing or talking to people.

Look to people you know for support. Sometimes mentioning the names
of people you have worked with who are familiar to an organization will help
you win funding. A well-written proposal helps people understand how the
project will work even when you are not there to explain it to them.

What is a proposal?
Now that you have decided on a project, the methods you will use, and the
resources that are needed, it is time to begin writing a proposal. A proposal is
a paper that describes the project and asks for support. It presents the needs
and goals of the project. It also describes a plan of action. A proposal asks for
support or funding and promises to carry out the work.
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Different types of funding sources

Governmental organizations, such as ministries of health and national 

AIDS programs

Nongovernmental organizations (NGOs) or private voluntary organizations

(PVOs), such as religious organizations, the Red Cross and Red Crescent,

and OXFAM

Multinational aid agencies, such as the World Bank, UNICEF, and UNAIDS

Bilateral government organizations, such as the United States Agency for

International Development (USAID), the Swedish Internal Development

Agency (SIDA), or the Overseas Development Agency (ODA)

Private foundations, such as the Ford Foundation, International Planned

Parenthood, or Family Health International

Individuals or corporations willing to donate their own money or resources



Writing a good proposal
A proposal should be well organized and easy to understand. It should be easy
for readers to understand the goals of the project. They should be able to
understand how the project will be done and believe that the project can be
done. A proposal should answer most of the questions that readers will have.

The first few drafts of a proposal are often written by hand, with a pencil, to
allow for changes. Correct spelling errors by using a dictionary and having
friends read the rough draft. Leave space in the margins for comments or
notes. The final version should be typed (with a typewriter or computer) on
white paper. How a proposal looks makes a difference as to whether it will be
funded. The final version should be well organized, clearly printed, and with-
out spelling or grammatical mistakes. This will keep the readers’ attention on
the content of the proposal and not on the errors.

Parts of a proposal
In this section we will describe the parts of a proposal. The boxes along with
the text will show examples from the House of Butterflies. Your proposal may
be different, but most people choose to include some or all of the following
basic parts:

Cover letter

Title page

Table of contents

Summary (optional)

Introduction and background

Objectives 

Methods

Evaluation

Conclusions

Appendix

Timeline

Budget

Personnel responsibilities/qualifications

Bibliography

Curriculum vitae or résumé
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Cover letter

A cover letter sets the tone for the proposal. Use a confident tone. The letter
introduces what the project is about and why it is needed. It briefly describes
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Cover letter

April 2, 2000

House of Butterflies

Community AIDS Resource

Center

San Luis, Peru

Tel.: 234519

Women’s International Development Exchange*

Regional Office

Lima, Peru

Dear [name of person]:

I run a community-based HIV resource center for educating sex workers

and their clients in San Luis. Juan Pérez suggested that I contact you because

of your organization’s interest in supporting grassroots organizations that

focus on groups of people at risk for HIV infection and with limited access to

resources. Sex workers and their clients frequently fall into this category, as

they are often poor and do not identify themselves as being at risk for HIV.

Over the last few years we have successfully converted a boarding house

for sex workers into a support network, drop-in center, and informal care facil-

ity for women with HIV and those wanting health information.The household

has cared for more than fifteen people with AIDS, using healthy boarders as

volunteers.We have provided basic counseling for over 100 sex workers need-

ing information about how to protect themselves and their clients and part-

ners from HIV.The House of Butterflies is in a unique position to become a

specialized health and educational resource for a wider group of people in

San Luis. Enclosed is a proposal describing our specific objectives, methods,

and budgeting needs for creating a successful outreach program.

Please contact me or Catia Oscos for any further information. I would be

happy to arrange a visit to our project if you have the time. I will contact you in

two weeks regarding our proposal.Thank you for your time and consideration.

Sincerely,

María Ramos

Director

*This is not a real organization; we made it up!



the people who will participate in the project. It can tell a funding organiza-
tion why you chose to give them the proposal. It should show that you 
understand the work of the funding organization. If you mention a person
who recommended the organization, the person who receives it may read
your proposal more favorably. Your letter should also mention any previous
projects that your group has done. A cover letter should usually be no more
than one page. If your group has its own stationery, use it for this page.

Title page

The cover letter is followed by the title page. This gives the project title, the
name of your group, the name of the funding organization, and the date.

Table of contents

A table of contents is a guide that helps readers find their way through the
proposal. It is a list of headings and subheadings with page numbers. This
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Title page

A Community-Based AIDS Resource Center

for the Education of Sex Workers and Clients

House of Butterflies Community AIDS Resource Center

San Luis, Peru

Telephone: 234519

Submitted to:

Women’s International Development Exchange

Regional Office—Lima, Peru

Central Office—San Francisco, California, USA

April 2, 2000



helps readers locate specific parts of the proposal. (The table of contents in
the front of this book is an example.)

Summary

The summary briefly explains to the reader the background and objectives of
the project. It should be short, rarely more than two pages. Sometimes people
will not have time to read your entire proposal. The summary gives them the
information they need to have a general idea of your proposal.

Introduction and background

The introduction sets the stage for the project. It presents in more detail the
background of the project and includes the history of the problem, attempts
to fix it, and why further efforts are needed. Proposals often mention past pro-
jects involving the same field of work done in similar areas. They may discuss
the successes or weaknesses of these projects and how the current project will
build on the good points and avoid the mistakes. The introduction establishes
the need for the project and how it will serve the community. You can describe
the community you will be working with and the people who will participate
in the project. You can discuss what other projects were considered by your
group and why this one was chosen.

G e t t i n g  r e s o u r c e s  f o r  a n  H I V  p r o j e c t174

Table of contents
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Objectives

In this section, you present the objectives of the project in a brief numbered
list. This list states specific goals the project will attempt to accomplish.

Methods

The methods section describes in detail how the project will be carried out.
Usually, the more detailed a methods section, the better. This convinces a
reader that you have planned each step involved in the work.

The methods section should describe how you will include feedback from
the community in your project from the begining to the end. If you are plan-
ning a survey, you should describe it and how it will be carried out. The meth-
ods section must be specific enough to address what type of survey you will
perform (for example, written questionnaire, personal interviews, open con-
versation with observations), the length and type of questions you will ask (a
sample questionnaire could be added to the appendix), and how you will train
interviewers. If you plan to use a laboratory or clinic, you should describe the
tests that will be used. Even if you are not sure of the exact details yet, which is
common, describe the most likely situation. No one will fault you for making
some necessary changes later.

Evaluation

The evaluation section describes how you will study the results of the project
to see if it worked. There can be evaluations of the project at the beginning
(for example, to test a questionnaire or pamphlet to see if the language is
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Objectives

1. To identify the attitudes, knowledge, and practices of people in our 

community regarding HIV and AIDS.

2. To train three sex workers and one client to do outreach HIV education

appropriate for the community.

3. To distribute 30,000 condoms and 5,000 educational pamphlets on 

the street and in bars.To meet with at least 300 sex workers and 5,000

clients to talk about HIV and AIDS.To answer their questions about HIV,

including how to prevent the spread of the virus and how to get tested.

4. To recruit further interested and knowledgeable community members

willing to be trained to work in educational and household HIV/AIDS

care efforts.



understandable), in the middle (to see how you are doing), and at the end (to
check on the overall effects and success). This section states whether you will
present a report of the results to the community or local officials. Funding
organizations generally require a final report because it shows them that their
money was used well.

Sometimes two different types of evaluation are used, process evaluation
and impact evaluation. Process evaluation is a measure of how many of the
tasks you set out for your project were accomplished. This might include the
number of people trained, the number of sex workers counseled, or the num-
ber of condoms distributed. Impact evaluation is a direct measure of the
effects you wanted to achieve. This might include a lower percentage of sex
workers at the House of Butterflies having STDs than last year, or a lower
number of sex workers becoming newly infected with HIV. Impact evaluation
is often hard to do well, but it can be very rewarding to see good results.

Conclusions

This section explains how the project will serve the community and summa-
rizes the proposal.

Appendix

This part of the proposal includes supporting explanations that are too
lengthy to fit into the written text. You can think of the appendix as a reference
section for more information. It may include sample questionnaires, dia-
grams, sample posters, etc.

Timeline

The timeline divides the work of the project into stages, such as development,
education, and assessment. It explains how much time will be needed for each
part of the project.

Budget

The budget is a list of expenses for the project. It should list individual items
and their cost, as well as a total of all the expenses. If two countries are
involved, you should list expenses in only one type of currency. The budget
should use realistic estimates. Both the budget and related comments say
something about the organization of the project. Most funding organizations
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will know if a budget is exaggerated and will only give money for what seems
essential. However, it is not wise to ask for too little money, either. You may
think that a smaller amount will more likely be funded, but if you ask for too
little support, you may not have enough money to carry out the project.

When describing the budget in your proposal, you should mention how
the money will be controlled. Often people open a bank account that requires
the signature of three people from the project to cash a check. A person can
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Timeline

Development 1–6 months

1. Create a questionnaire on AIDS-related knowledge, attitudes, and practices

in the community.

2. Choose and train community members for interviewing and educator jobs.

3. Practice using the questionnaire in small groups to improve it.

4. Evaluate the best community settings for outreach HIV education.

5. Prepare radio spots featuring musical AIDS prevention messages.

6. Test and revise the questionnaire and educational materials.

7. Interview sex workers and clients in the community using the new

questionnaire.

Education 7–18 months

1. Start an outreach educational program on local streets and in bars.

2. Start one-on-one and small-group education and counseling.

3. Distribute educational pamphlets and condoms.

4. Play an AIDS prevention message on local radio stations.

5. Write a play and use a local theater to present AIDS prevention messages

to the community.

6. Plan a special fund-raising night at the local theater to raise money for the

House of Butterflies AIDS care effort.

7. Recruit new community members to train and work at the House of 

Butterflies center.

Evaluation 19–24 months

1. Continue the educational program in local streets and bars.

2. Interview sex workers and clients in the community about their knowledge

and practices regarding HIV.

3. Evaluate and compare the results of the interviews.

4. Write up results for members of the boarding house and local community.

5. Write a final report to the funding organization.

Total time 24 months



take on the task of managing the finances. This will help the funding agency
(and you) feel more comfortable that the money is going to the right places.

Personnel responsibilities/qualifications

The personnel responsibilities section includes the job title and the responsi-
bilities that go with each job position in the project, including volunteer posi-
tions. For example, you may need a nurse to care for sick women in the House
of Butterflies. You could list the job as “Part-time Nurse” and the responsibili-
ties as visiting the house three times a week (four hours each visit), bringing
medicines to those who need them and providing basic nursing care for the
women.

Bibliography

A bibliography (list of references) is a list of any articles, books, or personal
communications that were used to help write the proposal. Usually the
authors of the books and articles are listed in alphabetical order, from A to Z
(the resources list at the end of this book is an example). This allows readers
to obtain further information if they are interested. Many proposals do not
have a list of references, but if you include one, it will show that your project
was well researched and that you have the information needed to carry out
the project.
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Make sure the money for the project is spent on the project.
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Budget

Description Cost Community Funding

in US$ contribution

requested

Materials

Donated office, 2 rooms — — 00

Copying training manual

(60 pages x 10 copies) 30 10 20

Copying questionnaire

(10 pages x 200 copies) 100 35 65

Office supplies

(paper, pens, stapler) 200 70 130

Donated chalkboard

(x 2 for training) — — 00

Table (1) and chairs (10)

(for training) 120 60 60

Pamphlets

(5 x 800 copies each) 200 80 120

Condoms

(discounted, 4,000) 200 80 120

Poster paper (40) 20 7 13

Radio airtime

(partially donated) 100 20 80

Postage and telephone 40 15 25

T-shirts for volunteers

(x 40) 200 50 150

Personnel

Community volunteers (40) — — —

Trainer from regional

AIDS program (x 2 wks.) 400 100 300

Full-time salaries

4 outreach workers 20,000 3,000 17,000

Half-time salaries

2 interviewers 2,400 400 2,000

Total $24,010 $3,927 $20,083



Curriculum vitae or résumé

This section of a proposal lists the job qualifications of the people who will be
leading the project. This is often done in the form of a curriculum vitae (CV)
or résumé, which lists work experience, education, community service, and
special skills (language, artistic, or counseling skills). This information shows
the funding organization that the people involved in the project are qualified
to do the work. CVs are not needed, however. Many projects are led by people
who do not have formal training. If that is the case, you may want to write a
paragraph describing each person’s experience and skills that would benefit
the project.

Keeping contacts active
If you are given funding, it is important that you communicate with the orga-
nization that is supporting you. It will want progress reports and will usually
tell you how often. This will let the funding organization know how the pro-
ject is going, and it will help you keep track of your efforts.

It is also important to keep the community interested in and supportive of
your project. Part of the project should include asking for ideas from the com-
munity about how to make the project better. This can be done by working
closely with your group of community advisors and contacts.

What happened to María and 
the House of Butterflies?

“Can we teach people in the bars and on the streets about HIV and AIDS? Can
we train volunteers from outside the house? Where can we go to get money? How
can we write a proposal to ask for support? How can we keep control of the project
if we go to big organizations or the government for money?”

The House of Butterflies finally did get support from the Women’s Interna-
tional Development Exchange for its educational project. The women then
wrote a new proposal to request money for support services for the people
with AIDS living in the boarding house. They submitted this proposal to the
Ministry of Health’s AIDS Program Office. The ministry gave the group some
money. In addition, Maria and the women were able to raise money by per-
forming cabaret theater in local nightclubs. Two wealthy people who saw the
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shows and heard about the program on the radio gave money for the House
of Butterflies project.

Many people from the community came to volunteer at the boarding
house. This gave the women a break from their work caring for those with
AIDS. Through the project the women living in the house gained new skills in
teaching, interviewing, management, and health care. The educational pro-
gram was a success. People’s new knowledge of HIV and AIDS led them to use
condoms more often, and fewer sex workers got HIV. Most important, the
women gained pride in themselves and their project. The community began
to understand the House of Butterflies and the women living there. The acts
of violence against them stopped.

The women faced many challenges after getting the funding. The people
being cared for by the project became more demanding. The roles of people
in the program changed. In some ways the house felt less like a small commu-
nity. María, after years of being something like a much-loved mother, land-
lady, housemate, and friend, said that “people demand things now because
they say the ministry of health gives the house money. People want a lot. It is a
big change from when we paid for all of it ourselves and everyone was grate-
ful.” All in all, though, most of the women in the House of Butterflies contin-
ued to feel good about their work.
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