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1. INTRODUCTION: 

 
Rural Development Support Program (RDSP) has a long standing working relationship with 
the SACBC Aid Office. Both organizations have been working together for many years and 
RDSP has a good understanding of the Aids Office programmes and its objectives. RDSP’s 
aims are to strengthen the effectiveness and sustainability of development initiatives, mostly 
rural, through facilitating organisational development processes and training. RDSP was 
established in 1992 and works in all the provinces of South Africa. RDSP is an associate 
body of the Southern African Catholic Bishops Conference and understands and works 
within the ethos of the Catholic Church and its development initiatives. 

 
In Mid 2014 the Aids Office approached RDSP to facilitate five day proposal writing Course 
for some of the CBO’s they are supporting. These CBO’s are all involved and supported by 
the SACBC Aids office caring for Orphans and Vulnerable Children as well at the elderly and 
those affected and infected by HIV/Aids. 

 
The aim of the Proposal Writing training course was to help participants: 

 To learn the foundations of fundraising 

 To develop a fundraising strategy 

 To learn how to write a good fundraising proposal 

 
To achieve these aims the following agenda was followed: 

SECTION A – THE FOUNDATIONS OF FUND RAISING 
1. Fund Raising in Context 
2. The Foundations of Successful Fund Raising. 

 

SECTION B – FUND RAISING STRATEGY 
3. What Is Fund Raising 
4. Types of Fund Raising 
5. What is a Fund Raising Strategy? 
6. Raising Funds in the Local Community 
7. Raising Funds from Corporate, Local & Overseas Funding Agencies, 

Foundations & Trusts 
8. Developing a Fund Raising Strategy 

 

SECTION C – FUNDING PROPOSALS 
9. How to Write a Fund Raising Proposal 
10. Tips for Writing Funding Proposals 
11. Concept Notes 
12. Tips for Writing Concept Notes 

 

SECTION D – SUCCESSFUL FUND RAISING 
13. Time Commitment to Fund Raising 
14. Fund Raising Ethics 

 
 

RDSP used the following methodology during the workshop: 

 Explanation of relevant theory. 

 Applying the theory to real life experiences and challenges.  

 Visual aids to enhance learning. 
 

This report covers the outcomes of the Proposal Writing training course.  
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2. PARTICIPANTS 
 
Participants shared the following expectations: 

 To know how to write a proposal letter 

 To be able to write a proposal 

 To know what are the important aspects of a proposal letter 

 To know what funders need 

 To know how to fundraise 

 To know more about fundraising 

 To learn how to structure a budget 

 To learn how to get income other than that of the funders 

 To know the documents needed by funders 

 Would like to have a list of donors 

 To know what makes a proposal successful or not 

 To know how to persuade funders 

 
The expectations that would not be met during the session was pointed out and it was 
explained why these would not be met. 
 

3. CONTENT AND PROCESS: 

 
SECTION A – Foundations of Fundraising 
By way of introduction participants were asked what they understood fundraising to be. All 
shared that it is about getting money for the organisation. It was then explained that fundraising 
is more than just raising money, but about doing the basics before one can ask for money. 
Fundraising is about building relationships, it is about planning, knowing the organisation and 
having a clear and realistic budget. 
 
In this section, we explore what project planning is and the basic steps it involves. We looked at 
the basic planning tools and how to use them in planning our projects. This was further explored 
making use of a case study, which the participants referred to throughout the training course. 
Participants were given the opportunity to work in their organisational group to make use of the 
basic planning questions to develop plans for 2015. Many shared that the time allocated for this 
exercise was too short and that more time was required to complete. All indicated that they 
understood the planning questions and that they had an opportunity to think about what they do 
as well as the makeup of their organisation. Many participants shared that they have worked in 
their organisation for many years, but had not thought about this is such detail before. Many 
struggled to identify the real need they were addressing as they saw the symptom as the 
problem and not the real need.  
 
Having worked through the basic planning questions, participants were introduced to the 
advanced planning tools of Vision, Aims, Strategies and Objectives. These tools were presented 
and explained and once again reference was made to the case study to see how the 
organisation made use of their responses to the basic planning tools to rewrite their plans in the 
form of vision, aims, strategies and objectives. Participants were again give time to rewrite their 
plans in the format which will make sense to their various stakeholders. As participants had not 
completed the basic planning tool exercise it was very difficult to work on the vison, aims, 
strategies and objectives. Participants were thus asked to work on their vison and aims. To help 
them to know that they were doing the correct thing they then had to select one aim and then to 
develop the strategies and objectives. Some participants, when doing this exercise tried to do the 
objective and strategies first and this showed them that it is virtually impossible to do this and 
that they first need to do the vision and aims first.  
 
Having worked on their organisational plans for the 2015, it was explained that projects require 
resources in order to implement their plans, and one of these is financial. In order to help the 
organisation with resources it needs to draw up an organisation budget. In this section we look at 
what a budget is, why an organisation needs to draw up a budget and how to draw up a budget. 
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Many examples were given to assist participants to know where to find the figures for the budget, 
such as how to use quotations and the previous year’s figures to estimate the budget. This group 
grasped the calculation of figures very easily, though many examples where used for them to 
practice with. A few who found this extremely useful as they had not been able to do this 
previously and it took some time to grasp this activity. Participants were given the opportunity to 
work in their organisational groups so that they could take their plans and draw up a budget for 
2015. They shared that the budget was very difficult as they did not have all the figures available 
and also that they too had not completed the plans of the organisation. 
 
When looking at the organisational budget, they were asked what they had noticed. It was 
highlighted that the Administration and Staff cost far exceeded that of the programme costs. In 
further discussion they became aware that funders generally do not give money for 
administration and staff cost. At this point they were introduced to a fundraising budget, 
explaining that this is where actual costs from these two categories are then strategically 
redistributed into the programme costs. Participants were taken step-by-step through the 
fundraising budget of the case study. In this way they were able to see and understand how 
these funds have been redistributed and also the rationale behind this budget. Participant were 
given time to look at their own organisation’s cost categories and to identify what from their 
administration and staff costs are in fact programmes costs.  
 
SECTION B – Fundraising Strategy 

Having developed realistic plans, an organisational budget and a fundraising budget, 
participant needed to know where they will try to obtain these funds. Many 
participants were not very familiar with a fundraising strategy as they felt that all they 
need to do was obtain money to keep the project alive. It was explained that 
fundraising is not just about raising money, but about building relationships. The 
various types of fundraising was identified saying that this course will focus on 
raising funds in the local community and the corporates and funding agencies. The 
whole areas of raising funds in the community was new to the participants. For them 
it was more about obtaining large funds as opposed to the small funds. Having 
looked at how they can raise fund in the local community, time was given for 
participants to work in their organisational group to begin to write down what they 
knew about their community and how they could possibly raise the funds from the 
community. Participants shared that their communities do not have money so this 
would be a real waste of time and energy. It was explained that if the local 
community knows about the work that they do they will give. It might not be a lot, 
however many small amounts adds up. An idea of asking the children in the schools 
to give was raised. It was explained that many of the children purchase sweets etc. 
from the many tuck-shops around the schools, which is an indication that they do 
have some money. It was further highlighted that if one does not ask and if you do 
not address that individuals concerns then you will not receive any funds. Having 
looked that the local community participants were ready to look at how they are able 
to raise fund from corporate and funding agencies. What was important for the 
participants was that they needed to research the funders and to know what the 
difference between the corporate and funding agencies are, and the various focus 
areas each funder has. Once they had an understanding of this participant were able 
to see from the case study how the fund raising strategy looked. Time was given for 
them to work on their strategies and also to network with the other projects to find 
out who funds similar projects to their own. 
 
SECTION C – Fundraising Proposals 
Knowing where one will be asking for funds, organisations need to know how to write 
a fundraising proposal. This section dealt with writing a proposal in the absence of 
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an application form. It further looked at what the difference is when writing to a 
corporate and when to a funding agency. It was explained that presently many 
funders are requesting concept note and so it was looked at what information needs 
to be in a concept note and how it differs from the actual proposal. Once the 
participants understood what was needed in a proposal they were given the task of 
writing an actual funding proposal to the Aids Office. It was explained that they would 
not complete the proposal in the time allotted, but that they needed to begin to work 
on the outline etc. Many felt that this was a good opportunity to see if they are 
preparing their proposals in a proper way and realised that they required more input 
from their colleagues in the organisation. Some shared that they needed to do some 
more research and to also know to what extent they require shelters in their 
community.  
 
SECTION D – Successful Fund Raising 
This section looked at the amount of time that is required to successfully raise funds 
and also the skills necessary to raise fund. Participants were asked to identify what 
the task of a fundraiser should be, before a more detailed list of tasks were 
presented.  A discussion took place about the ethics of fund raising and what these 
are. Participants were given time to look at how they currently raise funds and what 
they could do to change this if necessary. Some found it difficult to identify who will 
be the fundraiser in the project as they felt that it was the task of the co-ordinator to 
allocate. 
 

4. RESULTS & IMPACT:  
From this training course at least 80% of the participants were able to complete the exercise 
give successfully, or would be able to complete the tasks when back in their organisations. 
Participants were able to look at what they are doing and the reasons why they exist, and 
this itself gave them a greater appreciation for the work that they do. This further helped 
them to consider the various reasons why people would give to their organisation. 
Participants were also able to begin to write their organisations plans in the format of vision, 
aims, strategies and objective. This showed that they understood what exactly strategies 
and objectives are, and that they are always linked to each other. Participants are able to 
know where the figures in the budget comes and how to draw up a budget and then a 
fundraising budget. There was an improved understanding of what is required in a 
fundraising strategy and how to write a proposal as many have never done this before. This 
understanding gave the participants confidence that they are able to raise funds or at least 
assist those who are raising funds. There was a greater awareness of the need to give more 
time to fund raising in the organisation. 
 
Participants made the following comments on their evaluation forms: 

 The appropriate exercises were very helpful, explanations and samples very 
good. 

 We appreciate the approach and kindness as well as understanding which our 
facilitator had. 

 We would recommend that organisations do have this type of course. 

 The knowledge that you gave it will make a big difference in ourselves and in 
our organisations, it would also increase our standard of operation. 

 The workshop was extremely useful because it equips the participants with 
basic steps involved in fundraising and also what needs to be considered 
before you write a proposal. 
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5. WAY FORWARD:  
These participants would need to identify who will do the fund raising in their projects and 
also how much time they require to raise funds. The plans and budgets of the organisation 
will need to be completed for the following financial year.  Organisations will need to 
complete the proposal to the Aids office and submit it to the project officer before the closing 
date.  
 
These organisations will participate in the second module of training at the end of September 
2014 on Good Governance. This course will assist the organisation to ensure that they have 
all the necessary systems in place for raising funds and also managing the organisation in 
an effective way. 
 
It is RDSP’s recommendation that this training course should cover fewer topics so that 
more time can be spent working in depth on the individual topics and participants have more 
time to practice their learnings on the course. 
 

6. CONCLUSION 
Proposal writing is an important part of running an effective organization as it requires 
resources to implement its plans. As the course progressed the participants realized more 
and more the importance of planning and budgeting within their organizations, something 
which seems to have been lacking. They further realized the need to implement their 
learnings as soon as they returned to their organizations. Many participants shared that this 
course has helped them in both their personal and organizational lives. 
 
RDSP wished all the participants well with raising funds. 
 


