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INTRODUCTION 
 
Purpose 
 
These guidelines are meant toprovide guidance and assistance to organizations in preparing and 
submitting proposals for new grants, cooperative agreements and grant amendments for the 
Office of Weapons Removal and Abatement (PM/WRA).  These instructions are not exclusive 
nor are they inclusive of what is required.   The Notice of Funding Opportunity (NOFO) will 
provide additional instructions or particular requirements for that specific opportunity.   
 
PM/WRA Mission 
 
To reduce the harmful worldwide effects of at-risk, illicitly proliferated, and indiscriminately 
used conventional weapons of war. 

Background 
 
PM/WRA administers the U.S. Conventional Weapons Destruction (CWD) foreign assistance 
program to reduce the harmful worldwide effects of at-risk, illicitly-proliferated, and 
indiscriminately-used conventional weapons of war.  
 
PM/WRA Goals and Objectives 

 
1. Enhance regional security by reducing at-risk, illicitly proliferated, or 

indiscriminately used conventional weapons of war 
a. Secure stockpiles of surplus, obsolete, or otherwise at-risk conventional weapons 

of war 
b. Destroy stockpiles of surplus, obsolete, or otherwise at-risk conventional weapons 

of war 
2. Increase civilian security by protecting lives and property 

a. Reduce the risk of accidental detonation at military depots. 
b. Clear mines and ERW 
c. Return of land and infrastructure to productive use 
d. Assist the rehabilitation and reintegration into society of survivors of accidents 

involving mines and other ERW 
e. Educate the public about the risk of mines and other ERW 
f. Enhance host nation’s CWD program capacity 

3. Promote U.S. foreign policy interests 
a. Demonstrate support for friends and allies 
b. Enhance public awareness of benefits of CWD 
c. Integrate gender mainstreaming into CWD programs 
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Format 
• The proposal shall be clear, concise, and shall include sufficient detail for an effective 

evaluation.  The proposal should provide convincing rationale to address how the grantee 
intends to fulfill the specific Objectives.  Applicants shall assume that PM/WRA has no 
prior knowledge of their facilities, approach, and experience.  PM/WRA will base its 
evaluation on the information presented in the applicant’s proposal, and, in the case of 
past performance, from responses to questions and other sources.  If information required 
for proposal evaluation is not found in the section or part designated for its presentation, 
it will be assumed to have been omitted from the proposal. 

• Each part shall be written, to the greatest extent possible, so that its contents may be 
evaluated with a minimum of cross-referencing to other parts of the proposal. 

• The proposal shall be valid for a period of not less than 180 days from the submission 
date.  Each applicant shall make a clear statement that the proposal is valid until this date 
in the cover letter accompanying its proposal. 

• An electronic copy of the proposal shall be uploaded onto GrantSolutions.gov in the 
notes section and labelled appropriately. 

 
Organization/Number of Copies/Page Limits 
 
The proposal shall consist of two parts numbered I (Technical Proposal) and II (Cost Proposal).  
The contents of the parts shall be as defined in Table I. 
 
 
Table I. Organization/Number of Copies/Page Limits 
 
PART CONTENT MAX PAGES 
I Project Narrative 12 pages maximum 
II Budget Narrative 3 pages maximum 
III Detailed Line Item Budget 3 pages 
IV SF-424, SF-424a, SF-424b As necessary 
V SF-LLL As necessary  
VI Latest A-133 Audit As necessary 
VII NICRA Agreement As necessary 
VIII PM/WRA Principles Affidavit Statement As necessary 
IX Representation by Organization Regarding a 

Delinquent Tax Liability or Felony Criminal 
Conviction Form 

As necessary 

X Annexes 15 pages maximum 
 
Proposal Presentation 
 
Elaborate brochures or documentation, detailed artwork, or other embellishments are 
unnecessary. 
 
Pages and Typing 
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Page size shall be 8.5 x 11 inches or A4 but consistent throughout.  The type shall be no less than 
12points, font style: Times New Roman.  Pages shall be numbered sequentially by part, and by 
section and subsection within each part, identifying the applicant and date of submission.  Page 
limits shall be treated as maximums.  If exceeded, the excess pages will not be read or 
considered in the evaluation of the proposal.  When both sides of a sheet display printed 
material, it shall be counted as 2 pages. 
 
Indexing 
 
Each part shall contain a more detailed table of contents to delineate the subparagraphs within 
that part.  Tab indexing shall be used to identify sections.  Cover pages, tables of contents, tab 
indices that contain no information other than section identification, cross reference indexing and 
glossaries are excluded from the total page count. 
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WRITING THE GRANT PROPOSAL 
 
The Basic Components of a Proposal 
 
There are eight basic components to creating a solid proposal package: 
 
1) Project Narrative 

(a) Executive Summary 

(b) Problem Statement 

(c) Rationale 

(d) Organizational Capacity 

(e) Personnel List 

(f) Project Goals and Objectives 

(g) Key Strategies 

(h) Project Sustainability and Long-Term Planning 

(i)  Evaluation 

(j)  Risk Assessments  

2) Budget Narrative  

3) Detailed Line Item Budget 

4) SF-424, SF-424a, SF-424b 

5) SF-LLL Disclosure of Lobbying Activity 

6) Latest A-133 Audit (If Applicable) 

7) NICRA Agreement (If Applicable) 

8) PM/WRA Principles Affidavit Statement 

9) Representation by Organization Regarding a Delinquent Tax Liability or Felony 

Criminal Conviction Form 

 
 
 
The following will provide an overview of these components. 
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1. Project Narrative 

Note that the below project narrative components are not exhaustive and are meant to serve 
only as a guide.   

 
(a) Executive Summary 
• This section serves as the initial impression of the proposal and should be brief, no longer 

than two or three paragraphs. 
• Prepare this section after developing the proposal, in order to encompass all key summary 

points necessary to communicate the objectives of the proposal. 
• The immediate outcomes and long-term impacts of the project should highlight theproject 

goals and objectives into the PM/WRA mission. 
• Consider including: 

o Who is involved? 
o How will you achieve this? 
o How many people will be positively affected by your project? 
o Who is collaborating with you? 
o What makes your organization capable of performing this successfully? 

 
(b) Problem Statement 
• Provide a clear, concise, and well-supported statement of the core issues. 
• Conduct a formal and informal needs assessment in the target or service area. 
• Explain the organization’s goals, philosophy, track record with other grantors, and 

success stories. 
• Consider including: 

o Statistics to set the stage of the problem in the region (i.e. how many people are 
affected and by what) 

o Social and economic impacts on the local community 
o Who has worked on this issue in the past? 
o How effective have they been? 
o What does the local government do to combat these issues? 
o Which other NGOs have focused on these issues in the region? 

 
(c) Rationale  
• What will this project accomplish as a whole? 
• How does this complement past projects (especially any PM/WRA funded projects)? 

 
(d) Organizational Capacity 
• Illustrate the relationship between the home government and other funded projects in the 

region. 
• How is your organization more qualified than others to execute this project in this region? 
• List any other funding sources in the region. 

 
(e) Key Personnel List 
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• A detailed list of involved personnel may be inserted to include brief biographies and 
CVs of board members and key staff members. 

• This can also be depicted by a staffing structure chart located in an annex. 
 

(f) Project Goal and Objectives 
• The project goal and objectives section should elaborate onthe goals and objectives listed 

in the executive summary section. 
• If an activity occurs within a country for its national mine action program, it must address 

one or more mine action performance goals contained in that country plan. 
• Consider describing what the implications of this goal are on the community (include 

how many people will be reached, how many square feet will be cleared, etc.) 
 

(g) Key Strategies 
• Describe your plan to achieve your goals. 
• Include with whom you will collaborate (if anyone). 
• Include each input—activities to occur along with the related resources and staff needed 

to operate the project. 
• Include each throughput—a flow chart of the organizational features of the projects, 

describing how parts interrelate, where personnel will be needed, and what they are 
expected to do; also, include facilities, transportation, and support services required 

• Include each output—what will be achieved by all of the inputs and throughputs. 
• Include anticipated risks, including regional hazards, weather challenges, conflict, etc. 
• Use appendices to provide details, supplementary data, references, and information 

requiring in-depth analysis because they provide immediate access to details if/when 
clarification is required. 

 
(h) Project Sustainability and Long-Term Planning 
• Include what will happen when the grant period is over. 
• Describe how the organization will continue to support the community. 
• If any, describe the foundation that will be laid for further progress. 

 
(i) Evaluation 
• The evaluation should be divided into two sections: product evaluation and process 

evaluation. 
• Product evaluation addresses results that can be attributed to the project as well as the 

extent to which the project has satisfied its desired objectives. 
• Process evaluation addresses how the project was conducted, in terms of consistency with 

the stated plan of action and the effectiveness of the various activities within the plan. 
• Evaluation strategies should be explored carefully before submission of the application, 

because convincing evaluations require the collection of appropriate data before and 
during program operations and if the evaluation and design cannot be prepared at the 
outset, then a critical review of the program design may be advisable. 
 

(j) Risk Assessment 
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• Identify the possible risks that may complicate, hinder or halt the activities proposed 
in the narrative. 

• Explain how your organization will address the identified risks if they occur. 
 
 

 

 

2. Budget Narrative 
The budget narrative provides a detailed description of each budget line item. 

 
a) Personnel Costs 

 
• National Staff: Include the total cost of wages for all of the local employees and 

a breakdown of hours for each employee/employee type. 
• International Staff: Include the total cost of wages for all international 

employees and a breakdown of hours for each employee/employee type. 
 

b) Fringe Benefits 
 

• Expat Travel: Include a breakdown of international travel for staff leave flights 
and how much money is allocated to this during the grant period. 

• Insurance: Include the insurance offered/provided to all employees. 
 

 
c) Domestic Travel 

 
• Include the cost of staff travelling in country by road (not by organization’s 

vehicles) or by air and describe common instances of this type of travel. 
 

d) International Travel 
 

• Include a general description highlighting the planned trips of each personnel and 
possible reasons for required travel, such as internal audits, program support etc. 

 
e) Equipment 

 
• Include all equipment purchases the organization intends to make with PM/WRA 

funding. 
• Equipment is any item with an original purchase value greater than $5,000 per 

unit and a useful life greater than one year.  
 

f) Supplies 
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• Include all supplies purchases the organization intends to make with PM/WRA 
funding.  

• Supplies are any items with an original purchase value less than $5,000 per unit. 
• This may include food and water, medical supplies, fuel, vehicle maintenance, 

office equipment, body armor etc. 
 

g) Construction 
• Include all construction-related purchases the organization intends to make with 

PM/WRA funding.  
 

h) Other Direct Costs 
• Include any miscellaneous items and justifications for each. 

 
 
IMAS Compliance Statement 
As an attachment, please provide a detailed description of the measures your organization 
employs to ensure that all work complies with International Mine Action Standards (IMAS) and 
applicable national standards.  All work conducted under PM/WRA-funded grants and 
cooperative agreements must comply with the standards, policies, and procedures enumerated in 
each IMAS and national standard applicable to the given program.  In the attachment, please 
detail the training, qualifying, and verification procedures that your organization will employ to 
ensure full compliance with IMAS and national standards for the project(s) described in this 
solicitation.  If the scope of work spans multiple aspects of mine action (i.e. clearance and MRE), 
please refer specifically to each applicable IMAS and national standard.  This attachment will 
not count toward the maximum page limit specified in the solicitation. 
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3. Detailed Line Item BudgetThe below line item budget provides an example of how budgets 

should be organized and formatted.
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4. SF-424, SF-424a, SF-424b 

 

 



12 
 

 



13 
 

 

 

 

 



14 
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 SF-424a 
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SF-424b 
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19 
 

5. SF-LLL Disclosure of Lobbying Activity 
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6. Latest A-133 Audit (If Applicable) 

Per OMB Circular A-133, non-Federal entities that expend $300,000 
($500,000 for fiscal years ending after December 31, 2003 and $750,000 after December 26, 
2014) or more in a yearin Federal awards shall have a single or program-specific audit 
conducted for that  year in accordance with the provisions of circular A-133, Subpart B.  
Organizations which have received an A-133 audit should include their latest audit report in 
their application package.  
 

7. NICRA Agreement (If Applicable) 

Organization who have received a Negotiated Indirect Cost Rate Agreement (NICRA) from 
the Federal government should include their NICRA documentation in their application 
package.  Any organization that does not have a NICRA is limited to 10% rate of direct costs 
for their indirect costs. 
 

8. PM/WRA Principles Affidavit Statement  

The following Principles Affidavit Statement document should be signed, scanned, and 
submitted with each application package.  
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9. Representation by Organization Regarding a Delinquent Tax Liability or Felony 

Criminal Conviction Form 
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The below document should be signed, scanned,and submitted with each application 

package.  

 

 

 


