
 
Annex B-2 

Template for Proposal Submission 
 

Call For Proposals 
Women in Leadership Academy  
CFP No. 001-2026 
 
 

 

Mandatory Requirements/Pre-Qualification Criteria  

 

 
Proponents are requested to complete this form (Annex B-2) and return it as part of their submission.  
 

Proponent’s Eligibility Confirmation and Information Proponent’s 
Response 

1 What year was the organization established?   

2 In what province/state/country has the organization been established?  

3 Has the organization ever been adjudged bankrupt, or been liquidated, or been insolvent, 
or applied for a moratorium or stay on any payment or repayment obligations, or applied 
to be declared insolvent? (If YES, explain in detail the reasons why, filing date, and current 
status.) 

Yes/No  
 

4 Has the organization ever been terminated for non-performance on a contract? If YES, 
describe in detail. 

Yes/No  
 

5 Has the organization or any of its employees and personnel ever been:  
a. suspended or debarred by any government, a UN agency or other international 

organization;  
b. placed on any relevant sanctions list including the 

- https://www.un.org/sc/suborg/en/sanctions/un-sc-consolidated-list, United 
Nations Global Market Place Vendor ineligibility or any other Donor Sanction List; 
and/or  

c. been the subject of an adverse judgment or award?  
If YES, provide details, including date of reinstatement, if applicable.  
(If proponent is currently on any relevant sanctions list this should be disclosed in 
Question 8 of the Mandatory Requirements/Pre-Qualification Criteria above and is 
grounds for immediate rejection.)  

Confirm 
Yes/No  

6 It is UN Women policy to require that proponents and their sub-contractors and sub-
partners observe the highest standard of ethics during the selection and execution of 
contracts. In this context, any action taken by a proponent, a sub-contractor or a sub-
partner to influence the selection process or contract execution for undue advantage is 
improper. The proponent must confirm that it has reviewed and taken note of UN Women 
Anti-Fraud Policy (Annex B-6). The proponent must also confirm that the proponent and 
its sub-contractors and sub-partners have not engaged in any conduct contrary to that 
policy including in competing for this CFP. 

Confirm 
Yes/No  

7 Officials not to benefit: The proponent must confirm that no official of UN Women has 
received or will be offered any direct or indirect benefit arising from this CFP or any 
resulting contracts by the proponent or its sub-contractors or its sub-partners. 

Confirm 
Yes/No  

8 The proponent must confirm that the proponent is not engaged in any activity that would 
put it, if selected for this assignment, in a conflict of interest with UN Women. 

Confirm 
Yes/No  

9 The proponent must confirm that the proponent, its sub-partners or sub-contractors have 
not been associated, or involved in any way, directly or indirectly, with the preparation of 
the design, terms of references and/or other documents used as a part of this CFP.  

Confirm 
Yes/No  

https://www.un.org/sc/suborg/en/sanctions/un-sc-consolidated-list


 

 

Component 1: Organizational Background and Capacity to implement activities to achieve planned results (max 1.5 

pages)  

 

 
This section should provide an overview (with relevant annexes) that clearly demonstrate that the proponent has the capacity 
and commitment to implement the proposed activities and produce results successfully. Key elements to be covered in this 
section include:  
1. the nature of the proponent – whether it is a community-based organization, national or sub-national NGO, research or 

training institution, etc.; 
2. the overall mission, purpose, and core programmes/services of the organization;  
3. the organization’s target population groups (women, indigenous peoples, youth, etc.);  
4. the organizational approach (philosophy) - how the organization delivers its projects (e.g., gender-sensitive, rights-based, 

etc.);  
5. the organization’s length of existence and relevant experience;  
6. an overview of the organization’s capacity relevant to the proposed engagement with UN Women (e.g., technical, 

governance and management, and financial and administrative management);  
7. details of the following relating to prevention of SEA: 

a. describe what measures are in place to prevent SEA; 
b. describe reporting and monitoring mechanisms and procedures; 
c. describe what capacity exists to investigate SEA allegations; 
d. describe past allegations of SEA, if any, and how they were handled, including the outcome; 
e. describe what SEA training the people (employees or otherwise) who will perform the services have completed; and 
f. describe what reference and background checks have been done for employees and associated personnel. 

 

Component 2: Expected Results and Indicators (max 1.5 pages)  

 
This section should articulate the proponent’s understanding of the UN Women Terms of Reference (TOR). It should contain a 
clear and specific statement of what the proposal will accomplish in relation to the UN Women Terms of Reference. This should 
include:  
1. The problem statement or challenges to be addressed given the context described in the UN Women Terms of Reference. 
2. The specific results expected (e.g., outputs) through engagement of the proponent. The expected results are the measurable 

changes which will have occurred by the end of the planned intervention. Propose specific and measurable indicators which 
will form the basis for monitoring and evaluation. These indicators will be refined, and will form an important part of the 
agreement between the proponent and UN Women.  
 

Component 3: Description of the Technical Approach and Activities (max 2.5 pages)  

 
This section should describe the technical approach and should be able to show the soundness and adequacy of the proposed 
approach, what will actually be done to produce the expected results in terms of activities. There should be a clear and direct 
linkage between the activities and the results at least at the output level. Specific strategies should also be described to support 
the achievement of results, such as building partnerships, etc.  
 
Activity descriptions should be as specific as necessary, identifying what will be done, who will do it, when it will be done 

Proponent’s Eligibility Confirmation and Information Proponent’s 
Response 

10 UN Women policy restricts organizations from participating in a CFP or receiving UN 
Women contracts if a UN Women personnel or their immediate family are an owner, 
officer, partner or board member or in which the personnel or their immediate family has 
a financial interest in the organization. The proponent must confirm that no UN Women 
personnel or their immediate family are an owner, officer, partner or board member or 
have a financial interest in either the proponent, or its sub-partners or its sub-contractors.  

Confirm 
Yes/No  

  



(beginning, duration, completion), and where it will be done. In describing the activities, an indication should be made regarding 
the organizations and individuals involved in or benefiting from the activity.  
 
This narrative is to be complemented by a tabular presentation that will serve as Implementation Plan, as described in Component 
4. 
 
This section should also include the details of all proposed sub-contracting and sub-partnering.  
 
 
 

Component 4: Implementation Plan (max 1.5 pages)  

 
This section is presented in tabular form and can be attached as an annex. It should indicate the sequence of all major activities 
and timeframe (duration). Provide as much detail as necessary. The Implementation Plan should show a logical flow of activities. 
Please include all required milestone reports and monitoring reviews in the Implementation Plan.  
 
Implementation Plan  
 

Project No: Project Name: 

Name of proponent organization:  

Brief description of project  

Project start and end dates:  

Brief description of specific results (e.g., outputs) 

with corresponding indicators, baselines and 

targets. Repeat for each result. 

 

List the activities necessary to produce the results and indicate 

who is responsible for each activity  

Duration of Activity in Months (or Quarters)  

Activity Responsible  1 2 3 4 5 6 7 8 9 10 11 12 

1.1              

1.2              

1.3              

1.4              

 
Monitoring and Evaluation Plan (max. 1 page)  
 
This section should contain an explanation of the plan for monitoring and evaluating the activities, both during its implementation 
(formative) and at completion (summative). Key elements to be included are:  
● how the performance of the activities will be tracked in terms of achievement of the steps and milestones set forth in the 

Implementation Plan;  
● how any mid-course correction and adjustment of the design and plans will be facilitated on the basis of feedback received; 

and  
● how the participation of community members in the monitoring and evaluation processes will be achieved.  
 

Component 5: Risks to Successful Implementation (1 page)  

 
Identify and list any major risk factors that could result in the activities not producing the expected results. These should include 
both internal factors (for example, the technology involved fails to work as projected) and external factors (for example, 



significant currency fluctuations resulting into changes in the economics of the activity, risk of sub-contactors or sub-partners not 
performing). Describe how such risks are to be mitigated.  
 
In this section also include the key assumptions on which the activity plan is based on. In this case, the assumptions are mostly 
related to external factors (for example, the assumption that the relevant government’s environmental policy will remain stable) 
which are anticipated in planning the activity, and on which the feasibility of the activities depend. 
 
Please attach a risk register to capture the above risk factors and risk mitigation measures.  
 

Component 6: Results-Based Budget (max. 1.5 pages)  

 
The development and management of a realistic budget is an important part of developing and implementing successful activities. 
Careful attention to issues of financial management and integrity will enhance the effectiveness and impact of activities. The 
following important principles should be kept in mind in preparing a project budget:  
● Include costs which relate to efficiently carrying out the activities and producing the results which are set forth in the 

proposal. Other associated costs should be funded from other sources.  
● The budget should be realistic. Find out what planned activities will actually cost, and do not assume that they would cost 

less.  
● The budget should include all costs associated with managing and administering the activity or results, particularly the cost 

of monitoring and evaluation.  
● Support Costs mean those indirect costs that are incurred to operate the Partner as a whole or a segment thereof and that 

cannot be easily connected or traced to implementation of the Work, i.e., operating expenses, overhead costs and general 

costs connected to the normal functioning of an organization/business, such as cost for support staff, office space and 

equipment that are not Direct Costs. 

● If the partner has a Support Cost Policy that specifies a rate, the partner can include this rate to not exceed a rate of 8% or 

the rate set forth in the Donor Specific Conditions, if that is lower). 

● If the Partner does not have a Support Cost Policy, the partner must provide a break-down of support costs (not exceeding 

a rate of 8% or the rate set forth in the Donor Specific Conditions, if that is lower). 

● The budget line items are general categories intended to assist in thinking through where money will be spent. If a planned 
expenditure does not appear to fit in any of the standard line-item categories, list the item under other costs, and state what 
the money is to be used for.  

● The figures contained in the budget sheet should agree with those on the proposal header and text.  
● Depending on the results to be delivered, following suggestive thresholds could be followed for costs: 

− maximum for personnel related costs on a proposal - 20% of programming costs; 

− between 3-5% for audits (to be retained by UN Women for Responsible Party audits) (may change as per the annual 
audit cost); 

− 3% for monitoring and evaluation; and 

− up to 8% (or as per relevant donor agreement) – support costs including (utilities, rent etc.). 
 

Result 1 (e.g., Output) Repeat this table for each result1. 

Expenditure Category  
Year 1 [Local 
currency]  

Year 2 (Local currency), 
If applicable 

Total [local 
currency] 

Total 
(US$)  

Percentage 
Total  

1. Personnel       

2. Equipment/Materials       

3. Training/Seminars/Travel 
Workshops  

 
 

   

4. Contracts         

5. Other costs
 2      

6. Incidentals       

7. Other support requested         

 
1 If the budget is for grant-making activities, add a field for grants. For grant-making, (i) only up to 50% of the Partner proposal amount may be 

used to fund grants, (ii) not more than 25% of the Partner Agreement value can be issued per individual grant.  

2 “Other costs” refers to any other costs that is not listed in the results-based budget. Please specify what they are in the footnote. 

_____________________________________________________________ 



8. Support costs (not to exceed 8% 
or the relevant donor percentage) 

 
 

   

Total Cost for Result 1       

 
I, (Name) ___________ certify that I am (Position) ______________ of (Name of Organization) ______________; that by signing 
this proposal for and on behalf of (Name of Organization) _________________, I am certifying that all information contained 
herein is accurate and truthful and that the signing of this proposal is within the scope of my powers. 
 
I, by signing this proposal, commit to be bound by this proposal for carrying out the range of services as specified in the CFP 
package and respecting the terms and conditions stated in the UN Women template Partner Agreement. 
 
 
_____________________________________    (Seal) 
(Signature) 
 
 
(Printed Name and Title) 
(Date) 

 


