Concept Note – Brief Project Description

A Concept Note is a short description of your project. You could use it for (international) fundraising purposes, but it is also a good way of working out project concepts with partners. It is the short and first version of what will later become your elaborate and detailed project plan. 

The version of a concept note that follows, is obviously an example. You can elaborate on it, or leave out what is not applicable to you. But be sure to answer at least the Who, Why, What, Where, When, How and How Much-questions. Try to remain within a maximum of three pages, or you will be writing a project plan, instead of a concept note. Another difference between the two: A concept note doesn’t need pictures, a project plan does.
Applicant organization (The Who)
Give a short description of your organization and detail the contact person, postal and visiting address, telephone number, e-mail address

Partner organization (The Who)
If applicable, also give these same data on your project partner(s), the organization(s) that will be working on this project with you (not your donors, but your partners).

Problem statement (The Why)
Location of the project (the Where)

Goal of the project (The What)

Target group (The Who)
How many children/women/men/age and specific details on the target group

What will be your approach (The How)

What will be the time frame of the project (The When)

Add a detailed budget, a onepager (The How Much)

A good budget will also give insight in the necessary equipment, materials, man power, etc., and is linked to the What, Who, How and When. 

Note: The budget is most importantly while planning your project. All other aspects of the concept note can be stated in a few lines. The budget though, is a reflection of the entire project and needs the most attention when planning your project and writing a concept note.

Dit document is onderdeel van het BIS KennisNet. BIS heeft graag dat u dit voorbeeld gebruikt ten behoeve van uw stichting. U bent dus niet gerechtigd dit document door te sturen naar derden(behalve uiteraard uw partnerorganisatie), het voor andere doeleinden te gebruiken of het in het openbaar te vertonen, zonder uitdrukkelijke toestemming van BIS Bureau Internationale Samenwerking. 

Dit voorbeelddocument dient ter inspiratie. U dient daarom de inhoud goed te toetsen, aan te passen aan uw eigen situatie en indien nodig aan te vullen of juist te beperken. Indien u gebruik maakt van dit Kennisdocument gaat u ermee akkoord dat BIS niet aansprakelijk kan worden gehouden voor onjuiste of onvolledige inhoud.

