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ForeWord
It is challenging for women’s rights organisations with weaker 
capacity, to navigate the narrow donor landscape, secure funding and 
LQVWLWXWLRQDO�VXSSRUW�IRU�VWDII�VDODULHV��RI¿FH�UHQW�DQG�JHQHUDO�H[SHQVHV��
and sustain organisational development, because funders are reluctant 
to support these areas. Meanwhile, these are the same areas critical 
to organisational performance. At the African Women’s Development 
Fund (AWDF), we recognize that for women’s organisations to achieve 
their objectives and make impact in sustainable ways, they need both 
institutional and programmatic support. 

+RZHYHU��DV�D�JUDQW�PDNLQJ�RUJDQLVDWLRQ�ZLWK�H[WHQVLYH�H[SHULHQFH�LQ�
assessing proposals from various organisations across the continent, 
AWDF has noted with great concern the poor quality of some 
proposals and reports received from several women’s organisations. 
This prompted for support for improvement in those areas: Proposal 
Development and Donor Reporting. Indeed as a women’s fund, one 
of AWDF’s key objectives is to build the capacity of its grantees and 
women’s rights organisations, to enable them attract diverse resources 
for their work, and be able to demonstrate the impact of what they do.

Hence, this Proposal and Report Writing Manual is developed with 
information from a two-day skills-building workshop in Nairobi, Kenya 
in March 2011 organized by AWDF, for small to medium size grantees 
in Kenya on proposal writing, reporting and documentation. The 
production of this manual is the collective effort of the 22 grantees who 
participated in the workshop, the Facilitator Jane Kirago, Rapporteur 
Kathambi Kinoti, and AWDF itself. We wish to thank you all for the rich 
contributions you made to this manual, which now goes to serve the 
work of the many grantees who were not at the workshop. We hope that 
this manual will serve as a useful practical tool for the strengthening of 
the work of women’s right organisations in Africa.
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Our sincerest gratitude goes also to our donors, Comic Relief and 
MDG3 and The African Capacity Building Foundation for supporting the 
workshop and the production of this important manual.

Sarah Mukasa
Director of Programmes, AWDF
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aBout the aFriCan WoMen’s 
deVeloPMent Fund (aWdF)

Over the past twelve years, the African Women’s Development Fund 
(AWDF) has blazed a trail for women’s rights and philanthropy across 
WKH�$IULFDQ�FRQWLQHQW��7KH�¿UVW�SDQ�$IULFDQ�ZRPHQ¶V�JUDQW�PDNHU�RQ�WKH�
continent, AWDF has established itself as an innovative organisation 
at the cutting edge of social justice and women’s rights philanthropy in 
Africa.  

Since the start of operations in 2001, AWDF has provided US$21 
million in grants to 1014 women’s organisations in 42 African countries. 
AWDF’s grant-making processes are uniquely designed to meet the 
needs of African women and include the provision of small grants1 

($1000-$5000) to community-based organisations, main grants (up to 
$50,000), capacity building support and a strong focus on movement 
building. 

Members of AWDF’s staff and board provide capacity-building support 
to grantee partners through convenings, monitoring, and evaluation 
visits, as well as technical assistance to numerous national, regional, 
and international processes. Advocacy and policy development are 
key areas of activity to support and embed the outcomes of our grant-
making in national and international legislation, and in development 
SURFHVVHV�PRUH�JHQHUDOO\���([DPSOHV�RI�RXU�VXSSRUW�WR�NH\�GHYHORSPHQW�
processes  include presentations to the United Nations Division for the 
$GYDQFHPHQW�RI�:RPHQ�([SHUWV�*URXS�0HHWLQJ�RQ�¿QDQFLQJ�IRU�JHQGHU�
equality and the empowerment of women (2007); acting as a thematic 
lead for the International Colloquium on Women’s Empowerment, 
Leadership Development, International Peace & Security (co-convened 
by President Ellen Johnson-Sirleaf of Liberia and President Tarja 
+DORQHQ� RI� )LQODQG� LQ� ������� DQG� FR�FRQYHQLQJ� WKH� ¿UVW� SDQ�$IULFDQ�
assembly of the African GrantMakers Network in 2010.

1   Read more on our grant making processes at www.awdf.org
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Vision 
& Mission
The African Women’s Development Fund (AWDF) is a grant making 
foundation that supports local, national, and regional women’s 
organisations working towards the empowerment of African women, 
and the promotion and realisation of their rights.   The vision of AWDF 
is for women to live in a world where there is social justice, equality, 
and respect for women’s human rights. To this end, our mission is to 
PRELOLVH� ¿QDQFLDO�� KXPDQ�� DQG�PDWHULDO� UHVRXUFHV� WR� VXSSRUW�$IULFDQ�
women and the work of the African women’s movement, to advance 
women’s rights and gender equality in Africa.   We believe that if women 
and women’s organisations are empowered with skills, information, 
VXVWDLQDEOH� OLYHOLKRRGV�� RSSRUWXQLWLHV� WR� IXO¿OO� WKHLU� SRWHQWLDO�� SOXV� WKH�
capacity and space to make transformatory choices, then we will have 
vibrant, healthy and inclusive communities. 

grant MaKing

AWDF provides grants in the following thematic areas:
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12 Years oF leadershiP and eMPoWerMent 
For aFriCan WoMen haVe resulted in:

A grant making portfolio of over 1,014 women’s organisations, 
networks,and coalitions in 42 African countries.

Establishing an Endowment Fund for organisational sustainability.

Recognition of AWDF’s innovation, effectiveness, and 
leadership as the recipient of numerous international awards.

A leading voice in civil society with a history of successful and 
effective collaborations and partnerships with a diverse constituency 

of actors critical to advancing women’s rights in Africa.

A focused, holistic and diverse grant-making portfolio which ensures 
that AWDF addresses the breadth and depth of women’s realities.

Playing a leading role in the development of an African agenda for 
philanthropy as co-founders of the African Grant Makers Network.

$�QXDQFHG�DQG�ÀH[LEOH�DSSURDFK�WR�JUDQW�PDNLQJ�LQ�$IULFD�E\�DQ�
African foundation that practices feminist principles, and ensures 
relevant and responsive grant-making to its constituencies. 

A uniquely feminist organisation that has successfully countered 
the stereotypical images of African women as helpless victims, and 
promoted the reality of African women as active agents of change, 
by communicating their achievements through publications and 
other resources including: ‘Voice, Power and Soul: Portraits of 
African Feminists’, and ‘Creating Spaces & Amplifying Voices: 
The First Ten Years of the African Women’s Development Fund’

The development of good practice models for movement-building 
as conveners of the groundbreaking African Feminist Forum, which  
LV�UHJDUGHG�DV�RQH�RI�WKH�PRVW�LQÀXHQWLDO�LQQRYDWLRQV�IRU�ZRPHQ¶V�
rights movement building to have emerged in recent years.
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Over the past 12 years, AWDF has provided a much-needed autonomous 
resource base to ensure that the needs, aspirations, and contributions 
of African women are recognised, supported, and valued. In partnership 
with our stakeholders, AWDF looks forward to more years of strategic 
grant-making for the advancement of women’s rights in Africa, for 
strengthened women’s leadership, for better health, education, and 
economic security for African women, as well as social justice in Africa.  
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introduCtion
Funding support for women’s organisations working to achieve gender 
equality is an important element in donor strategies for empowering 
women. Women’s organisations often have detailed knowledge of the 
social and cultural barriers to gender equality and empowering women, 
and can recognise and address the impact of gender inequalities at 
local and national levels. However, most of these organisations are 
faced with real challenges in articulating this knowledge to donors to 
help them attract the necessary funding for their work. Many women’s 
organisations grapple with communicating their impact and best 
practices in compelling ways to attract donor interest, and are often 
unaware of the link between this and resource mobilisation.

It is also a well-known fact, that funding requirements by some donors 
PDNH�LW�GLI¿FXOW�IRU�VPDOO�ZRPHQ¶V�RUJDQLVDWLRQV�WR�DFFHVV�WKHLU�IXQGLQJ��
Requirements such as project-based approaches which are usually 
LQWHQGHG� WR� FUHDWH� HI¿FLHQW� DFFRXQWDELOLW\�� DQG� WUDFNLQJ� SURFHVVHV��
end up creating insecurity for small CSOs and women’s organisations. 
Unfortunately, this is the reality of donor funding and women’s 
organisations have to recreate themselves to meet these standards and 
¿W�LQWR�WKLV�V\VWHP��,W�LV�LPSRUWDQW�IRU�IXQGLQJ�RUJDQLVDWLRQV�OLNH�$:')�
to support its grantees to develop innovative and alternative ways of 
mobilizing resources to support their work. 
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As a grant-making and capacity-building foundation, one of our objectives 
is to strengthen the organisational capacity of our grantees to operate. 
Therefore, AWDF has a Capacity Building Unit which organises, among 
other activities, skills-building, specialised workshops, and thematic 
convenings for grantees to share and strengthen their skills. 

In March 2011, AWDF organized a two-day skills-building workshop 
in Nairobi, for small to medium sizes grantee organisations operating 
in Kenya.  The workshop sought to provide grantees with additional 
skills and insight into writing marketable proposals, reporting, and 
communicating best practices about their work to a wider constituency. 
The workshop was part of a series of skills-building workshops organised 
E\�$:')�WR�DGGUHVV�JUDQWHHV¶�FDSDFLW\�EXLOGLQJ�LQVXI¿FLHQFLHV��ZLWK�WKH�
aim of strengthening their programmes, and demonstrating the impact 
of their work.

The production of this manual was inspired by the rich contributions 
RI�WKH�WZHQW\�VL[������SDUWLFLSDQWV�DW�WKLV�ZRUNVKRS��7KHVH�SDUWLFLSDQWV�
were mainly women leaders of small to medium size organisations 
operating in different parts of Kenya to promote social justice for 
women. We hope the manual will be used in conjunction with other 
tools to increase the resource base of grantee organisations through 
strengthened documentation and knowledge management. It is also 
hoped that the lessons here will be applied to increase the visibility of 
the grantees’ work.

What MaKes a Winning ProPosal?

This session seeks to provide insight into components of good proposals, 
and how these are linked to implementing successful programmes. 
The funding proposal forms the basis of the relationship with a donor. 
It should not be hastily written, without careful thought and planning. 
5DWKHU��D�ORW�RI�UHVHDUFK��UHÀHFWLRQ��DQG�SODQQLQJ�VKRXOG�JR�LQWR�LW��
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soMe Broad issues For reFleCtion When 
deVeloPing a donor ProPosal:

Always keep in mind that the main purpose of a proposal is 
PERSUASION, not description. While you must describe the proposed 
project, you need to do so in a manner that convinces the donor that 
you deserve that money or support you are requesting. It is important 
to understand the different funding agencies from whom you are asking 
funding as they differ in interests and also the fund amounts they give. 

Think about the people in the funding organisation who will read your 
proposal and whom you should convince.  There is a decision-maker 
ZKR�ZLOO�PDNH�WKH�¿QDO�GHFLVLRQ�RQ�ZKHWKHU�WR�IXQG�RU�QRW��7KHUH�PD\�
EH�D�SURMHFW�RI¿FHU� WR�VFUHHQ�DQG�PDNH�DQ� LQLWLDO� UHFRPPHQGDWLRQ� WR�
D�VHQLRU�RI¿FHU��DQG�D� WHFKQLFDO�H[SHUW�ZKR�ZLOO�DVVHVV� WKH� WHFKQLFDO�
competence of the proposal and write a report to the decision-maker. 
Therefore, your proposal must be persuasive and technically detailed. 

Why are you writing the proposal? 

Know your organisation: What are your strengths, 
weaknesses, opportunities and threats (SWOT)?

How well do you understand the donor?

'HPRQVWUDWH�XQGHUVWDQGLQJ�RI�WKH�FRQWH[W�RI�\RXU�ZRUN��
your objectives, and the process by which you will 
DFKLHYH�WKHVH�REMHFWLYHV�WR�UHVSRQG�WR�WKH�FRQWH[W�
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KnoW the Funder

Invest in knowing the donor. A funding proposal is a “selling” process. 
When you sell something, you need to know what the prospective 
buyers want. Funders are “buyers” and they have an agenda (their 
UHDVRQ�IRU�H[LVWLQJ����<RX�QHHG�WR�NQRZ�ZKDW�WKLV�DJHQGD�LV��6RPH�RI�
the things funders look for in project proposals are:

The proposal and overall agenda need to be consistent with the funder’s 
interest. e.g. if you support liberal laws on abortion, you cannot send 
your proposal to a church-based fund.  The proposal must convince the 
funder that your project is likely to lead to a successful intervention, one 
that it can be proud to claim involvement in.

in Writing the ProPosal, You Must 
deMonstrate KnoWledge oF:

How the intervention will make an impact or difference; 

If it shares knowledge and adds value to the chosen interventions;

If it contributes towards acquiring knowledge, 
understanding and information; 

+RZ�LW�LQFUHDVHV�WKHLU�LQÀXHQFH�LQ�DGGUHVVLQJ�ZKDW�WKH\�FRQVLGHU�
the problems of the world, region, country or particular area.

17KH�QDPH��DGGUHVV��ID[��HPDLO�DQG�WLWOH�RI�SHUVRQ�\RX�VKRXOG�
make contact with at the funding organisation. It gives a 
poor impression when you get these basic details wrong;
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PaCKaging

People identify with people! The proposal must have a human face; it 
should be engaging and not just a dry summary. Most funders want to 
see how they will be adding value by sharing what they have learned 
from other projects. They may want to specialise in testing certain 
hypotheses.
 
Funders want well packaged ideas. They receive very many proposals 
DQG�\RXUV�PXVW�67$1'�RXW��,W�VKRXOG�SUHVHQW�H[FLWLQJ�DQG�UHIUHVKLQJ�
ideas. You must present it in the right format and ensure that it meets 
the funder’s criteria. Establishing a relationship and good rapport with 
WKH�GRQRU�UHSUHVHQWDWLYH�KHOSV�\RX�WR�XQGHUVWDQG�ZKDW�WKH\�H[SHFW��

2
3
4
5

The mission and goals of the funder and 
their areas of concern interest;

The size of grants  that the funder gives;

Their decision-making process and how long 
it takes for a decision to be made;

Whether there is a special format in which the 
request for funds needs to be presented.
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KnoW Your organisation

You cannot hope to sell a project if you do not know and cannot present 
a picture of your organisation as a “good risk.” Funders are investing 
in development and thus they are looking for a good risk, with potential 
to demonstrate value for money. You need to demonstrate why you 
are likely to make a difference, and how you are likely to sustain the 
intervention.

PLAN THE PROJECT
7KH� ¿UVW� VWHS� LV� WR� PDNH� D� VWURQJ� OLQN� EHWZHHQ� \RXU� RUJDQLVDWLRQDO�
PLVVLRQ� DQG� VWUDWHJ\�� DQG� WKH� VSHFL¿F� SURMHFW� IRU� ZKLFK� \RX� DUH�
requesting funding. It is a mistake to fundraise by thinking “What can we 
get money for?”  Rather than, “What intervention will allow us to achieve 
our overall mission, and how can we ensure that it is resourced?”

deMonstrate Your understanding oF:

Funders have many demands on their resources and they want to 
invest them in a way that best helps in achieving their own mission. 
&RQWH[WXDOLVH� \RXU� SURMHFW� LQ� D� ZD\� WKDW� VKRZV� WKDW� WKH� SUREOHP� RU�
opportunity being addressed by your project FITS the funder’s concern 
- that tackling the problem is important, and that potential learning is 
likely to emerge. 

7KH�FRQWH[W�DQG�KRZ�WKLV�LV�UHÀHFWHG�LQ�WKH�RUJDQLVDWLRQ¶V�VWUDWHJ\�

6SHFL¿F�FLUFXPVWDQFHV�LQ�WKH�FRQWH[W�WKDW�FUHDWHV�WKH�
problem which your project is intervening  in;

Your objectives;

The process you will undertake to achieve the outcomes 
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releVant details aBout Context Could 
inClude:

The proposal should not read like a thesis, but should rather provide 
useful information that makes interesting background for the reader, 
and is not overwhelming.

set Your oBJeCtiVes 

7KLV� SKDVH� KHOSV� \RX� WR� GH¿QH� WKH� SURMHFW� FOHDUO\� DQG� SURYLGHV� D�
framework for understanding what is to be achieved. What do you want 
to achieve, how do you want to achieve it, and who will be the main 
EHQH¿FLDULHV"�7KH�LQWHQGHG�DFKLHYHPHQW�SXUSRVH�RI�WKH�SURMHFW�LV�WKH�
factor by which the project will be judged, so it must be realistic and 
feasible. Objectives help you to clarify your goal and your strategy for 
achieving it. 

Country, region, area details  

Country, region, area details  

Gender equality situation

Poverty information, state of the economy

+,9�$,'6�VLWXDWLRQ�
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general oBJeCtiVe or goal 

sPeCiFiC oBJeCtiVes

 

Usually it requires several actors to realise it, and 
your project contributes towards this end.

It provides a benchmark against which the 
success of your project can be measured. 

It should be compatible with your organisation’s vision. 

It is usually long-term. 

Something that 
your project should 
be able to achieve 
through its work.

7KH�PRUH�VSHFL¿F�WKH�
project purpose, the 

easier it is to design a 
process of achieving it.

7U\�WR�LQFOXGH�VSHFL¿F�
targets e.g. how many 

female heads of households 
will improve their standard 
of living and by how much. 

These are indicators.
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ProCess

The process is the step-by-step journey you will take to achieve your 
project purpose. 

Thus you need to answer:

The more thought that goes into designing a project, the more the 
proposal is likely to be coherent, logical, appropriate and successful.

ForMat

,W� LV�YLWDO� WR�FRPSO\�ZLWK�WKH�GRQRU¶V�JUDQW�DSSOLFDWLRQ�IRUPDW��6SHFL¿F�
IRUPDWV�GLIIHU��DQG�\RX�VKRXOG�¿QG�RXW�ZKDW�IRUPDW�WKH�VSHFL¿F�GRQRU�
you are applying to requires. Broadly, the proposal should have the 
following elements:

1

5

2

6

3

7

4

8

What will 
you do?

When 
will the 
various 
activities 
and 
outputs 
happen?

How will 
progress be 
monitored? 

How will the 
project be 
evaluated?

What 
resources 
will be 
needed 
to carry 
out the 
activities? 

Where will 
you do this?

How will 
you do it?

What outputs 
will there be?

TITLE PAGE  

SUMMARY AT THE BEGINNING OF THE PROPOSAL 
– what you hope to achieve, objectives and summary 
RI�HQYLVDJHG�SURFHVV����SDJH�PD[LPXP��

&217(176�3$*(��)ROORZ�VWDQGDUG�IRUPDW�±�¿W�LQ�
what you have to say within the various headings. 
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BODY PROPOSAL: This has the detailed content and 
GHVFULEHV�SURMHFW�SXUSRVH��JRDOV��REMHFWLYHV��FRQWH[W��VSHFL¿F�
DQG�UHOHYDQW�RSSRUWXQLWLHV��DQG�RU�SUREOHPV�XSRQ�ZKLFK�\RXU�
organisation will intervene. Make it clear who will directly or 
LQGLUHFWO\�EHQH¿W�IURP�WKH�LQWHUYHQWLRQ��(ODERUDWH�WKH�LQWHQGHG�
process.  It is important to demonstrate innovativeness.

CONCLUSION

APPENDICES: These contain technical information.

It is advantageous to link the 
project to local, regional, and 
global development processes. 
For instance, demonstrate 
that the project contributes to 
the achievement of one of the 
Millennium Development Goals 
(MDGs) or the Maputo Protocol.

Some donors ask for grantees’ 
community contribution. This 
could be money, time, land, 
RI¿FH�VSDFH��DQG�RWKHU�UHVRXUFHV�
that the grantee already has. 

Often, organisations start 
by deciding activities then 
formulating objectives around 
those activities. This approach 
is likely to have minimal impact. 
It is important to be clear on 
WKH�REMHFWLYHV�¿UVW��DQG�WKHQ�
let them inform the activities.  

Often, organisations start 
by deciding activities then 
formulating objectives around 
those activities. This approach 
is likely to have minimal impact. 
It is important to be clear on 
WKH�REMHFWLYHV�¿UVW��DQG�WKHQ�
let them inform the activities.  

general ConClusions
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Case studY FroM grouP exerCise

In order to demonstrate what they had learned, participants were 
divided into three groups to write a project proposal. This session 
was also to allow participants to apply creativity and innovativeness 
into a proposal design drawing from earlier insights, and with the aim 
of increasing resources for the programme. $OO�WKH�JURXSV�UHÀHFWHG�D 
good understanding of the learning of the previous session, and their 
work contained most of the components of a good proposal.  However, 
WKH�IROORZLQJ�JDSV��UHÀHFWLQJ�FRPPRQ�OLPLWDWLRQV�RI�SURSRVDOV�UHFHLYHG�
E\�GRQRUV��ZHUH�LGHQWL¿HG�

Over-emphasis on activities without clear goals;

Lack of clarity on the difference between goals and strategies. 

,QVXI¿FLHQW�EDFNJURXQG�LQIRUPDWLRQ�DERXW�WKH�
organisation presenting the proposal. 

,QVXI¿FLHQW�XQGHUVWDQGLQJ�RI�WKH�GLIIHUHQFH�EHWZHHQ�WKH�SUREOHP�
VWDWHPHQW�DQG�WKH�MXVWL¿FDWLRQ��7KH�MXVWL¿FDWLRQ�VKRXOG�EH�DERXW�
why the project is necessary and why the applying organisation is 
the best placed to address the problem as they propose to do so. 

Too many planned activities;

Failure to demonstrate the link between 
project goals and organisational goals; 

Lack of clear project time-frames.

,QVXI¿FLHQW�H[SODQDWLRQ�RI�UHOHYDQW�QDWLRQDO��UHJLRQDO��DQG�
international development goals. For instance, in a project whose 
goal is to educate women on the opportunities for participation 
in processes around the Kenya government’s devolved funds, 
DQ�H[SODQDWLRQ�RI�ZKDW�GHYROYHG�IXQGV�DUH��ZKDW�WKHLU�JRDO�
is and how this is linked to addressing issues of women.  

,QVXI¿FLHQW�TXDQWL¿FDWLRQ�RI�UHVXOWV��

Inadequate or no information about project sustainability.

,QVXI¿FLHQW�GHVFULSWLRQ�RI�WDUJHW�JURXS�
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tiPs on good rePorting

AWDF’s work over the years with grantees has revealed that some 
grantees are not telling their stories as they should and that there is a 
ORW�PRUH�KDSSHQLQJ�LQ�RUJDQLVDWLRQV�LQ�WKH�¿HOG�DQG�FRPPXQLWLHV��WKDQ�
are being communicated to the wider public. Perhaps grantees are not 
adequately identifying where the stories are, and where their work is 
really making a difference, or do not have the capacity to communicate 
these stories.  As women’s rights organisations, there is therefore the 
QHHG� WR� VLW� EDFN� DQG� UHÀHFW� RQ� WKH� VWRULHV� EHKLQG� WKH� SURMHFWV�� DQG�
strategise around communicating these to different stakeholders. 

Resources for women’s rights work are dwindling, and the resource 
mobilisation architecture is tough to navigate. The stiff competition for 
these dwindling resources behooves women’s rights organisations to 
VWHS� LQWR� WKH� OLPHOLJKW�DQG�GLVSOD\� WKH�H[FHSWLRQDO�ZRUN� WKDW� WKH\�DUH�
doing. 

5HSRUWV�DUH�SUHSDUHG�IRU�GLIIHUHQW�VWDNHKROGHUV��'RQRUV��EHQH¿FLDULHV��
governments, and the organisation itself. The content of a report 
depends on its intended audience. The following were listed as the 
different kinds of reports:

The type of report determines its contents. Financial reports are about 
accounting for how money was spent, against what was planned in 
the budget. Progress reports, are regular reports that describe what 
activities were carried out, the output and outcomes. They include 
planned activities for the month or quarter. Activity reports are process 
reports that help an organisation track its outputs. The emphasis of 
WKH�¿QDO�UHSRUW�LV�RXWFRPHV��LPSDFW�ZKHUH�DSSOLFDEOH��FKDOOHQJHV�DQG�
lessons learned in implementing the project. 

NARRATIVE PROGRESS REPORTS

MONITORING AND EVALUATION 
REPORTS

FINANCIAL REPORTS

ANNUAL REPORTS MONTHLY REPORTS

$&7,9,7<�352&(66�5(32576

INTERIM AND FINAL REPORTS
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It is important to keep the donor well-informed throughout the project. 
Do not wait for the end of the project to report on critical challenges or 
LPSHGLPHQWV���7KH�¿QDO�UHSRUW�FDQ�GLVFXVV�WKH�ZD\�IRUZDUG��,W�LV�LPSRUWDQW�
WR� VWDWH� \RXU� SODQV�DQG� VKRZ� MXVWL¿FDWLRQV� IRU�ZK\� WKH�GRQRU� VKRXOG�
invest more in your organisation. Remember to include the stories in 
narrative form, videos, or pictures. This helps donors understand what 
their impact is, and also account to their own donors. Attachments can 
LQFOXGH�SLFWXUHV�RI�DFWLYLWLHV��,(&�PDWHULDOV�DQG�DXGLWHG�¿QDQFLDO�UHSRUWV��

to Be suCCessFul, a rePort WhiCh MaKes 
reCoMMendations Must ensure that the 
Persons For WhoM the rePort is intended 
are aBle to:

Achieving this demands more of you than merely presenting relevant 
facts accurately. It also demands that you communicate in a way that is 
both acceptable and intelligible to the reader. Careful choice of words 
can enable you to convey many subtleties of meaning. Check that 
everything you write is factually accurate. The facts should be capable 
RI�EHLQJ�YHUL¿HG��0RUHRYHU��DUJXPHQWV�VKRXOG�EH�VRXQGO\�EDVHG�DQG�
your reasoning should be logical. You should not write anything that will 
misinform, mislead, or unfairly persuade your readers. 

$� UHSRUW� VKRXOG� EH� REMHFWLYH�� ,W� VKRXOG� QRW� EH� DQ� HVVD\� UHÀHFWLQJ�
personal emotions and opinions. Look at all sides of a problem with an 
open mind before stating your conclusions. Making it clear that you have 
an open mind when writing your report will, in most cases, make your 
conclusions and recommendations more acceptable to your readers. 

Read it without unnecessary frustrations. 

8QGHUVWDQG�HYHU\WKLQJ�LQ�LW�ZLWKRXW�H[FHVVLYH�HIIRUW��

$FFHSW�WKH�IDFWV��¿QGLQJV��FRQFOXVLRQV�DQG�UHFRPPHQGDWLRQV�ÀXLGO\��

Decide to take the action recommended. 
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The emphasis, therefore, should be on the factual material presented 
and the conclusions drawn, rather than on any personal beliefs, biases 
or prejudices.
 
Aim to keep your report concise. In doing this, do not mistake brevity 
for conciseness. A report may be brief because it omits important 
information. A concise report, on the other hand, is short but still 
contains all the essential details. To ensure you do not include material 
which can safely be left out, you should not ask: ‘Can this information be 
included?’ Rather, you should ask: ‘Is it necessary for this information 
to be included?’ 

Your report should be clear and consistent. The best way to achieve 
clarity in your writing is to allow some time to elapse between the 
¿UVW�GUDIW�DQG�LWV�UHYLVLRQ��7U\�WR�OHDYH�LW�RYHU�WKH�ZHHNHQG��RU�DW�OHDVW�
overnight. If you are really under pressure and this is simply not possible, 
at least leave it over a lunch or coffee break. It is essential to have a 
period of time, no matter how short, when you can think of other things. 
In this way, when you come back to the report, you can look at it with a 
degree of objectivity. 

Aim for simplicity. Usually, if your writing is selective, accurate, objective, 
concise, clear and consistent, it will also be as simple as it can be. 

<RX�VKRXOG�NHHS�\RXU�UHDGHUV�¿UPO\�LQ�PLQG�DQG�NHHS�DVNLQJ�\RXUVHOI�
whether or not they will be able to follow the logic of your presentation. 
Avoid pointless words and phrases like basically, actually, undoubtedly, 
each and every one and during the course of our investigation – which 
keep cropping up in reports and yet add nothing to the message and 
can often be removed without changing the meaning or the tone of 
WKH�VWDWHPHQW��7U\� OHDYLQJ�WKHP�RXW�RI�\RXU�ZULWLQJ��<RX�ZLOO�¿QG�\RXU�
VHQWHQFHV�VXUYLYH��VXFFHHG�DQG�PD\�HYHQ�ÀRXULVK�ZLWKRXW�WKHP��
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tiPs on CoMPlYing With aWdF 
rePorting guidelines

these are lessons garnered FroM 
reVieWing grantee rePorts oVer the Years 
at aWdF, and We share theM With You as 
tiPs For Writing rePorts:

View the report as a fundraising tool: The report helps the 
donor decide whether or not to fund the organisation again.

Do not be afraid to speak about challenges. 
A challenge is always an opportunity.

Clearly link activities with outcomes. 

'R�QRW�XQGHUHVWLPDWH�H[FHSWLRQDO�VXFFHVVHV�

Include lessons learned; donors want to invest 
where there is knowledge production.

Demonstrating impact: A short-term project will not have 
immediate impact, so it is alright to demonstrate that it 
LV�FRQWULEXWLQJ�WRZDUGV�D�JRDO��DQG�JLYH�H[DPSOHV���

Collect verbatim quotes from community members where possible. 
These are useful to demonstrate shifts in attitudes or behaviour.
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ConClusions FroM tiPs on rePort 
Writing.

Main Question: it is PossiBle to Change 
aCtiVities aFter MoneY has alreadY Been 
disBursed?

resPonses:

1. Donors can accept this provided that there was prior discussion about why 
there is a need to for changes in activities. 

2. Most donors would accommodate a discussion on a delay in reporting. It 
LV�QHFHVVDU\�WR�ZULWH�EHIRUHKDQG�H[SODLQLQJ�WKH�FLUFXPVWDQFHV�ZK\�DFWLYLW\�
or a report has been delayed. Alternatively, grantees can ask for a no-cost 
H[WHQVLRQ�RQ�D�SDUWLFXODU�SURMHFW�

3. Keep the donor informed about what is going on within the organisation by 
sharing your annual report. Let them also know about work being carried out 
that they have not funded. This gives the donor a good understanding of the 
organisation and when they are approached for funding, they have a good 
idea of the quality and impact of your organisation’s work.

4. Send the report to the right person within the donor organisation. 
5. ,W�LV�LPSRUWDQW�WR�KDYH�D�¿OH�IRU�HDFK�GRQRU�LQ�ZKLFK�\RX�¿OH�DOO�FRPPXQLFDWLRQ�

between your organisation and the donor. 
6. 'R�QRW� LQVHUW�DFWLYLW\�SURFHVV��H�J��ZRUNVKRS��UHSRUWV� LQWR� WKH�¿QDO� UHSRUW��

Final reports should be a synthesis that discusses the output and effects of 
WKH�LQWHUYHQWLRQ���3URFHVV�DFWLYLW\�UHSRUWV�VKRXOG�EH�DGGHG�DV�DSSHQGL[HV�

Best PraCtiCes in gender eQualitY 
WorK: the groots exPerienCe

*52276�LV�SDVVLRQDWH�DERXW�¿QGLQJ�VROXWLRQV�IRU�ZRPHQ�OLYLQJ�LQ�SRRU�
communities and has brought to the surface the diverse and common 
H[SHULHQFHV�RI�ZRPHQ���,W�EHOLHYHV�LQ�EXLOGLQJ�PRYHPHQWV�RI�SHRSOH�DQG�
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organisations. Some of these are self-help groups that get donor, NGO, 
or government support while others generate their own income through 
member contributions, or income-generating activities.  GROOTS 
brings all these diverse groups of people together for two reasons: 

1. The sum effect of the resources invested in disparate interventions is limited. 
If individuals and groups can band together to form a collective voice, then 
WKH\�FDQ�KDYH�D�VLJQL¿FDQW�LPSDFW�RQ�OHJLVODWLYH�DQG�SROLF\�UHIRUP�

2. To eliminate duplication of efforts and build teamwork towards a mutually 
agreed destination. 

GROOTS’ basis of movement-building work is to enable women, and 
FRPPXQLWLHV�WR�LQÀXHQFH�JRYHUQDQFH�VWUXFWXUHV�DQG�V\VWHPV��,Q������
they produced a documentary to surface the leadership of the women 
they work with and track their gains over the 15 years that the organisation 
KDV�EHHQ�LQ�H[LVWHQFH���7KLV�SURFHVV�RI�WKRURXJK�GRFXPHQWDWLRQ�KHOSHG�
ZRPHQ�UHÀHFW�RQ����\HDUV�RI�FRQVLVWHQW�GHYHORSPHQW�ZRUN��DQG�KHOSHG�
them realize the magnitude of what they had achieved. Some women 
who had started out as home-based carers were now community leaders 
and even chiefs. They had gained recognition in the community and 
even advised the government on how to strengthen health care policies 
IRU�SHRSOH�OLYLQJ�ZLWK�+,9�$,'6��DQG�RQ�ODQG�SROLFLHV�WKDW�HQVXUHG�WKDW�
women’s rights are respected. In 2006, GROOTS decided that the 
women they work with should never meet under trees, borrow church 
halls, or other community spaces. They realized the power of a physical 
space where women could meet, and could interact with authority 
¿JXUHV�RQ�WKHLU�RZQ�WHUPV��7KH\�REWDLQHG�ODQG�IURP�WKH�JRYHUQPHQW��
and with the support of AWDF, constructed functional meeting places. 

ConClusion

 ! The GROOTS model encourages women to visualize themselves 
differently, as having the ability to change their status quo. The home-
based careers have developed from providing welfare to challenging 
norms that restrict women’s rights. 

 ! GROOTS has demonstrated that movement building works, when 
power is built from the bottom up, and this is a model other women’s 
rights organisations should replicate. 
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PartiCiPants’ list For sKills Building training on rePort & 
ProPosal Writing For sMall & MediuM size aWdF grantees. nairoBi, 

KenYa MarCh 2011
naMe oF 
PartiCiPants

naMe oF 
organisation

ContaCt details

1 Angelina Okweya Nandwa                          
Project  Director           

Single Mothers Association 
of Kenya (SMAK)

P.O. BOX 75603 00200 NAIROBI. KENYA 
angelina30ke@yahoo.com 
O722 84 58 73 OR 020 674174

2 Beatrice Boakye-Yiadom African Women’s 
Development Fund

Beatrice@awdf.org

3 Christine Akoth Christian Partners 
Development Agency 
(CPDA)

All Africa Conference of Churches Building 
Waiyaki way, Church Road 
P.O.Box 13968-00800 
Kenya 
Tel: +254 20 4441994/ 4442838 
Email: info@cpda.or.ke; alice.kirambi@cpda.or.ke

4 Christine N. Ogwangi 
(Chairlady)

Stema Women 
Development Group

Gusii Delux Building 
3rd Floor Room 301 
P.O.Box 4086 
Kisii, 40200 
Kenya 
Tel: +254 722 963593/ 254 0580621 
Email: stemagroup@yahoo.com

5 Elizabeth Kanon Disability Focus Africa, 
Kenya

P.O. Box 75262-00200 NRB, Kenya

6 Esther Angudha Young Widows 
Advancement Program

P.O.Box 10320-00100 
Nairobi 
Kenya 
Tel: +254 20 3873186; 254 720898222/ 254 734 
365566 
Email: info@youngwidowskenya.org

7 Esther Mwaura Muiru 
(National Coordinator)

Grassroots Organisation 
Operating Together in 
Sisterhood (GROOTS) 

P.O.Box 10320-00100 
Nairobi, Kenya 
Tel: +254 20 3873186; 254 720898222/ 254 734 
365566 
Email: grootsk@grootskenya.org; coordinator@
grootskenya.org

8 Francesca Mutuku (Client 
Manager) 

Women’s Rights Awareness 
Programme (WRAP)

Muvuli Lane off Thika Rd. New muthaiga. 
P.O Box 3006-00200 
Tel: +254722252939 /0722258550 /0722252939. 
wrap@wananchi.com; info@wrapkenya.or.ke; 
naitoregituma@yahoo.com

9 Happy Gloria Akhayalu 
(Chairperson)      

Busia Community Based 
Services (BUCOSS) Project

Busia
Tel: +254 0733 901922 
Email: bucosss@yahoo.com

10 Irene Nyambura Waithaka Young Women in Action 
Kenya.

0722476107, yowak200829@yahoo.com

11 Isabel Sadya (Executive 
Director)

Africa Health and 
Community Programme 
(AHCP)

Mama Ngina Road Next to H-Young 
P.O.Box 1292-20117 
Naivasha 
Kenya 
Tel: +254 20 2044970 
Email: afriheaco@yahoo.com

12 Jane Kavene Young Women Campaign 
Against AIDS (YWCAA)

Caxton house - standard street exit 
�QG�ïRRU��URRP��� 
P.O. Box 27713 00100 GPO 
Nairobi, Kenya 
Tel: +254 020 253827 / 0722 349363 / 0733 734243

annex
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13 Jane Kiragu Trainer

14 Jane Ndirangu Kenya Network of Women 
with AIDS (KENWA)

Garden Estate off Thika Road, Pangani 
City Gate House 2nd Floor 
P.O.Box 10001-00100 
Nairobi – Kenya 
Tel: +254 20 8566366; 254 721 386921 
Email: kenwa@wananchi.com

15 Kathambi Kinoti Rapporteur

16 Margaret Mbira 

Coordinator 
Women Concern Centre 
(WCC)

Kilo Toroworo Road, Off Ring Road Nyalenda 
P. O. Box 2213-40100, Kenya 
Tel: +254 722 442324 
Email: womenconcerns2003@yahoo.com

17 Mercy Alubbe Young Women Campaign 
Against AIDS (YWCAA)

Caxton house - standard street exit 
�QG�ïRRU��URRP��� 
P.O. Box 27713 00100 GPO 
Nairobi, Kenya 
Tel: +254 020 253827 / 0722 349363 / 0733 734243

18 Mrs. Emma E. Yesse 
(Secretary)

Maendeleo Ya Wanawake 
Organization (MYWO- 
Coast Province)

P.O.Box 34776, GPO 
Nairobi, Kenya 
Tel: +254 722 562400 
Email: mywocoast@yahoo.com

19 Ms Alice Nyakio Kenya Association For 
Empowerment of Disabled 
People (KADEP)

P.O.Box  44575 
Nairobi, Kenya 
Tel: +254 0735 480189 
Emial: kadep2003@yahoo.com

20 Mukami Marete 
(Finance Manager)

LGBTI ( FUND) - UHAI - The 
East African Sexual and 
Health Rights Initiative a 
program of Akiba Uhaki 
Foundation

UHAI-EASHRI) 
c/o Akiba Uhaki Foundation, K-REP Centre 
Wing 3C, Wood Ave, 
Kilimani, Nairobi 
P.O. Box 276111 – 00 
Tel: +254 714 606863; 254 732 688590; 
254 020 2441204/2 
Email: info@uhai-eashri.org; mukami@uhai-eashri.org

21 1Dî�&KLQHU\ African Women’s 
Development Fund

QDî#DZGI�RUJ

22 Prof. Catherine Ndingo Kenyatta University P. O. Box 43840000100, Nairobi. 0722831866

23 Risper Akinyi Pete 
(Executive Director)

Association of Kenyan 
Housewives Against HIV/
AIDS(AKHA)

Donholm Estate Phase 5 
House No. 4A 
P.O. Box 129-00500 
Nairobi, Kenya 
Tel: +254 3586378/ 254 722 487307 
Email: khousewives@gmail.com

24 Rose Wanjuki Fairladies G.H.Group Kenya P.O.Box 3900 
Thika Post Code 01000, Kenya 
Tel: +254 20 2141515 
Email: kenyanladies@yahoo.com

25 Susan Koyoo 
(National Coordinator)

Kenya Widows & Orphans 
Programme

Outering Road 
Pioneer II Estate 
House No. 67 
P.O. Box 10766 - 00100  
Nairobi, Kenya 
Tel: +254 020 787144/5 
Email: kwosp@yahoo.com; kwosp@wamamchi.com; 
info@kwosp.org

26 Valleria Kowotti 
(Chairperson)

Network of People Living 
with HIV&AIDS in Bongo 
(NEPHAB)

P.O Box 211 Bondo. Rhok Building
Tel:+254 726 241146; 0710187745 
nephabbondo@yahoo.com
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