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Agenda
Topic

Welcome, Introductions, and Overview of the Session 

Identifying Opportunities and Making a Go Decision

Pre-Planning for the Opportunity Release

Forming a Winning Consortium

Q&A

Live Proposal Development

Q&A

BREAK

Budget Development and Types of Awards

Q&A

Proposal Finalization and Submission

Sharing Lessons Learned and Q&A
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• Share best practices to prepare proposals for USAID and other donors

• Share ideas on ways to increase your competitiveness for winning proposals

• Share examples of tools and templates 

Goals of the Session



• Direct outreach from the donor

• Become familiar with USAID’s Country Development Cooperation Strategy (CDCS) 
for your country

• Word of mouth through your networks (colleagues, donors, stakeholders, etc.)

• USAID Business Forecast

• Grants.gov for grant and cooperative agreement (assistance) opportunities

• Websites for foundations, corporations, INGOs, etc. 

Identifying Opportunities from USAID and other Donors

https://www.usaid.gov/results-and-data/planning/country-strategies-cdcs
https://www.usaid.gov/business-forecast
https://www.grants.gov/


Identifying Opportunities



USAID Business Forecast



• Example:

USAID Business Forecast



Grants.gov



Is the opportunity….
• Within your experience/expertise? If there are any gaps in your expertise, geographic 

presence, etc. are there partners you can work with to fill them? 

• Strategic for the growth/expansion of your organization and its mission?

• Through a mechanism your organization can implement?

• Presenting any risks and if so, can those risks be mitigated? 

• Do you have the resources to pull an proposal together in time? 

If the answer is yes, then you’ll move to the next phase… 

Making a go decision



What is Pre-Planning? 

It is an opportunity-specific process following a go decision that continues until the 
opportunity is released (for competitive opportunities)

It includes:
• A thorough assessment of the opportunity
• An analysis of the competition
• An assessment of your organization’s technical capabilities

To then inform and begin:
• Your strategy to resource the proposal effort and identify your proposal team
• Your partnering strategy and begin to build your consortium
• Your Initial technical, management, and budgeting strategies
• Your recruitment of key personnel

Pre-Planning (Capture)



Things to consider
• Complementary vs. overlapping skills/expertise 
• Good reputation/credibility
• Strategic geographic focus
• History of positive performance
• What type of partners are needed - exclusive, non-exclusive, technical assistance, 

implementation, or resource partners

Forming a Winning Consortium

How to identify
• Research current implementers with USAID and other donors 
• Use your networks (employees, former colleagues)
• Attend industry sponsored events (TWGs, project closeout events)
• WorkwithUSAID.org - A resource hub designed for new, current, and future local and 

international partners to navigate how to work with USAID.

https://www.workwithusaid.org/


Tools
• Capability statements give a summary of your organization and its technical/geographic expertise, 

proof of qualifications
• Scope of Work – agree on the partner’s role/responsibilities for proposal preparation and for the 

project
• Non-Disclosure Agreements (NDA) - is a binding contract between two or more parties that 

prevents sensitive information from being shared with others.
• Pre-Teaming and Teaming Agreements (PTA/TA) – establishes a formal relationship between your 

organizations, sets out the parameters under which you’ll work together, details the sub-partners 
SOW for the project, etc. (can be exclusive or non-exclusive)

– PTAs are entered into before an RFA is released and are subject to review/adjustment once the RFA is 
released – these contain draft SOWs and contain NDA language so that organizations can work together 
before the final RFA is released. Final TAs are entered into upon

– Do not share any proprietary or competitive information before a signed teaming agreement is in place. 
– Should be signed as soon as possible so that information sharing is not impeded. 

Forming a Winning Consortium



Scenario 1: 
• Integrated HIV Care and Treatment Support Activity in the country of Avaliza, concentrated in two provinces 

(out of nine regions in the country). The budget ceiling is $20M. 
• Goal: To contribute to the attainment and sustainability of HIV epidemic control

– Objective 1: To provide site-level technical assistance that ensures comprehensive implementation of 
national guidelines, procedures and other standards of practice at service delivery points in order to 
maintain and/or improve quality of services provided at health facilities for the prevention of new HIV 
infections.

– Objective 2: To advance and strengthen strategic information and evaluation for data-driven and 
evidence-based implementation.

Your organization’s expertise is Objective 1 - providing site-level technical assistance, but you have a gap in experience 
for Objective 2 and do not currently work in the 2 target provinces (but you do in other provinces in the country).  

• What do you do? 

– Would you want to prime or sub? Why?

– What type of orgs would you look for to be on your consortium? 

– How would you reach out to them?

Activity: Forming a Consortium



Q&A



Live Proposal Development

AVALIZA

Local time 

720663355RFA11112

Local time 



RFA has been released – what now?

• Get organized!
• Streamline coordination and communication
• Keep people informed
• Allocate the proper resources
• Ensure quality and compliance
• Establish knowledge management 

Live Proposal Development
AVALIZA

Local time 

720663355RFA11112

Local time 



1. Read the RFA! 

2. Identify/reconfirm your proposal team and make assignments

3. Create/review your calendar

4. Create a compliance matrix to review RFA requirements, evaluation criteria, and 
compliance

5. Identify/review your partnership configuration
– Add/drop partners, revise SOWs
– Keep partners informed and involved in the process

6. Review/reconfirm key personnel/staff candidates and gear up to fill any gaps

7. Read the RFA again!

Live Proposal Development – what to do first?



Define the roles that are critical for success and how your staff can fill them. Ensure the 
roles/responsibilities are clear and communicate often! 

Functions: 
• Organization, communication, and knowledge management
• Technical/M&E
• Budgeting
• HR/Recruitment
• Reviewers (technical, compliance, budget)

Proposal Team Functions



Proposal Calendar



Compliance Matrix
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Compliance Matrix



• When asking USAID or another donor a question on the RFA – some things to 
consider: 

– Frame the question in a way that the donor can easily answer and answer in 
the way you’d like to see. 

– Will your question give away your technical approach or strategy? 

– Could the donor answer it in a way that will not help you clarify? 

– Do you need to ask the question, or is it better to assume and proceed? 

Questions to the Donor



Example 1: 
• The Technical Application must be consecutively numbered on each page and must not exceed thirty (30) pages 

(not including the cover page, table of contents, executive summary, and appendices);
– Cover Page
– Table of Contents 
– Executive Summary (one page)
– Technical Approach (30 pages)

• Do we need to ask a question about an acronym list, since it’s not listed here? 

• If yes, which is the better question to ask?  
– Which sections of the Technical Application do not count toward the 30-page limit?

• Potential answer: See page 29 of the NOFO. 
• Potential answer: Appendices do not count toward the page limit. 

– On page 29 of the NOFO, USAID indicates that the cover page, table of contents, executive summary, and 
appendices do not count towards the 30-page limit. Can USAID please confirm that an acronym list may 
also be included and will not count towards the 30-page limit? 

• Potential answer: Yes. 

Activity – Asking Questions



Example 2: 
• For Objective 1, is it okay to engage (through sub grant/service grant) local 

professional medical associations and staff working at site level?

• Would you want to ask the donor this question? Why or why not? 
– Potential answer: Yes.
– Potential answer: No.
– Potential answer: This is up to the Applicant to decide how best to implement 

the activities at site level.

Activity – Asking Questions



Describes your approach and rationale to addressing the challenge or opportunity 
outlined in the solicitation.

The technical approach is the largest section of your technical proposal—and the one 
that carries the most weight when the donor is scoring submissions to select a partner.

Be sure that it:
• Demonstrates your understanding of the programming context and stakeholders;
• Describes how you will achieve objectives;
• Includes a plan for monitoring, evaluating, and learning (MEL);
• Provides specific interventions to achieve the overall Activity goal; and
• Outlines how you will test, document, and share best practices and lessons learned.

Technical Approach



The management and staffing plan describes how you will:

• Identify and work with partners or subrecipients

• Establish lines of authority, communication, and reporting

• Assign staff to key roles and obtain additional technical expertise as needed

– Including Key Personnel and non-key staff that are essential to the project

– CVs for Key Personnel are usually requested in the Annex and must describe 
and demonstrate their qualifications and meeting the requirements. 

Management and Staffing Plan



• Develop your org chart early and cost it out to ensure the structure is feasible

• Use what assumptions you can to get started

• Staffing needs will vary depending on the type of project – service delivery vs. 
technical assistance

• Balance the budget to ensure appropriate percentages are going to staff vs. 
activities

Organizational Chart



Organizational Chart



1. Identify Program Goals and Objectives

2. Define Indicators (output and outcome) – sometimes provided in the RFA, USAID 
standard indicators, and custom indicators. 

3. Define Data Collection Methods and Timeline. 

4. Identify M&E Roles and Responsibilities. 

5. Create an Analysis Plan and Reporting Templates. 

6. Plan for Dissemination and Donor Reporting.

Monitoring, Evaluation, and Learning Plan



Organizational Capacity 
• Appears as a narrative within the Technical Application. 
• Demonstrates that you can perform the SOW of the opportunity by describing past and 

current work related to the SOW of the opportunity. 
• Include experience of the prime and the consortium partners.

Organizational Capacity and History of Performance

History of Performance/Past 
Performance 
• Appears in the Annexes
• Using the template provided by 

USAID/donor, describes specific 
projects that you’ve recently 
implemented related to the SOW of the 
opportunity. 

• USAID will contact staff who are 
familiar with your work and can speak 
to your performance. 

• For the prime and consortium partners.



The donor may require that you speak to and address other issues 
that impact the implementation of the project, for example:

• Gender: Conduct a gender analysis and incorporate activities into the 
application that will reduce any gender gaps in the expected 
program outcomes. A gender action plan is required as part of the 
work plan. 

• Youth: Develop and implement youth-friendly service packages and 
employ a Positive Youth Development (PYD) approach and propose 
concrete and practical approaches.

Cross Cutting Issues



1. Define your organization’s review milestones at different points in the proposal 
development process

2. Follow a consistent process for each review, give reviewers instructions

3. Identify staff who can serve as reviewers (separate from the proposal team) and train 
them in how to review, if needed

Examples of reviews: 
• Conduct a review to assess the capture plan and strategy
• Conduct a review to predict competitors’ likely solutions and strategies
• Conduct a review to verify compliance and execution of your win strategy
• Conduct a review to predict how the donor will evaluate your proposal and make improvements to it
• Conduct a review of the budget and approve pricing strategy
• Conduct a review to confirm your proposal incorporates necessary changes from previous reviews and is ready 

for proposal submission
• Conduct an After-Action Review to record lessons learned and make improvements to your proposal 

development process 

Review, review, and review



Q&A



30-minute Break



Go back to RFA and review what the cost presentation should look like and use/modify 
provided templates.

USAID will evaluate your cost proposal* and level of effort on three points.

1. Reasonable: Costs are generally recognized as ordinary and necessary.

2. Allocable: Costs are incurred specifically for the award.

3. Allowable: Costs are not disallowed  by the terms of the award.

*For you and for each of your sub-partners

Budget Development



As you prepare the budget proposal, coordinate with different teams across your 
organization.

• With your technical team, ensure that proposed costs match the program design.

• With your human resources team, confirm that labor costs are in line with 
negotiated costs and your policies.

• With your field offices, ensure that travel, office, and other costs are reasonable and 
appropriate.

Coordination



Budget Categories



ASAP Salary Survey: In April 2021, ASAP administered an online salary survey to gather 
profile information about each local partner, including their number of current staff, 
staff salaries, salary scales if available, benefits information, and reasons for attrition. 

Salaries and Wages



• The key takeaways: 

– Be aware of market standards for different positions and implement actions 
that will allow you to be competitive within the local job market. 

• Review salary scales and revise

• do comparisons within the market

• budget for the positions as needed for new awards

• advocate with USAID for what is needed to ensure you can hire and retain 
high caliber staff

Salaries and Wages



• Make the Excel budget file specific and detailed as required by USAID and 
to meet the policies of your organization. 

Budget



Budget



Indirect Costs:
Typically include expenses that cannot be attributed to one activity, such as costs in the head office for 
implementing multiple activities.

Rates for indirect costs may be submitted in two ways: 
• Established partners typically apply preapproved rates from a Negotiated Indirect Cost Rate 

Agreement (NICRA) with the Agency. Note: If you have a NICRA do not include costs in the budget 
that are covered by your indirect cost rate.

• New partners without a NICRA may opt to budget costs as “direct costs” or they may propose a 
rate, such as the 10-percent Modified Total Direct Costs also known as de minimis rate.

Indirect Costs
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10% De Minimis

ORIGIN:  December 26, 2013

SOURCE: Federal Register, page 78600

PURPOSE:  Provides non-Federally funded organizations that have never had 
a NICRA, the opportunity to have 10% of Total Modified Budget Cost.

REQUIREMENT:  All Prime partners are required to provide 10% De Minimus
to eligible  subawardees. No supporting documentation is required.

TRACKING: USAID is now tracking on GLASS



• Cost share or "matching" refers to the resources a recipient contributes to the total 
cost of an agreement.

• It becomes a condition of an award when it is part of the approved award budget, is 
verifiable from the recipient's records, and must be reported on throughout the life 
of the project.

• Only non-USG funds can count towards cost share.

• Cost share can/should be flowed down to sub-partners.

Cost Share



Cost Share



Cost Share



A budget narrative includes:
• Explanations of budget categories;
• Descriptions and justifications of each line item; and
• Sufficient detail to allow USAID to assess proposed costs and see precisely 

how its money will be spent.

To make it easier for reviewers to understand, ensure that your budget 
narrative follows the exact format of your detailed Excel budget. 

Do not describe mathematical transactions; rather, explain the rationale for the 
proposed costs.

Budget Narrative



Budget & Narrative Example

3.1.3 Short-term Technical Assistance (STTA) 
Expatriate/Consultants Flights
The budget includes 15 round-trip airfares at $1,500 on average 
per airfare from U.S. city to Almaty for consultants’ travel to post. 
Airfare costs are based on current Fly America-compliant, 
refundable economy-class airfare quotes from our in-house 
travel agent from U.S. city to Almaty Kazakhstan. Three trips per 
year are budgeted for each program year.

3.1.4 Per Diem (Lodging and M&IE) and Ground Transport
Per diem is budgeted based on the rates provided in the 
Department of State Standardized Regulations (DSSR), Chapter 
925. The following assumptions have been budgeted per diem:  
a) International Travel Per Diem: Lodging and M&IE is budgeted 
at $316/day per the DSSR for international HQ, STTA, and 
consultants traveling to Kazakhstan. Each trip is budgeted for 14 
days inclusive of travel days. We calculated per diem days 
based on the LOE budgeted under personnel for HQ, STTA, and 
international consultants. b) Ground Transport: $150 per trip is 
budgeted for ground transport for HQ, STTA, and consultant 
travel to Kazakhstan.



Cooperative Agreements 
• Cooperative agreements provide for substantial involvement between the Agency 

and recipient during implementation of an Activity.

• Substantial involvement may include:
– Approval of implementation plans;
– Approval of key personnel; and
– Collaboration between USAID and the partner.

• Examples: selection of advisory committee members, sub-awards, and review of the 
partner’s monitoring and evaluation plans.

Types of Awards



Cost-reimbursement 
• USAID has to verify whether the recipient has the proper accounting and reporting systems in place
• The recipient will have to have indirect rate negotiations and incur cost audits

Fixed Amount Awards
• Payments are made when defined milestones are reached.
• There is no maximum amount for fixed amount awards.
• Appropriate only for certain types of activities. Not for infrastructure or construction projects - this applies to all 

awards under assistance.

1. Milestone. Description of the task, deliverable, or goal to be accomplished.

2. Verification. Description of how the recipient will demonstrate the completion of the task, deliverable, or goal. 
Verification may include an on-site analysis of written documents (e.g., reports, vouchers, training sign-up sheets), 
photos, videos, or any other means designed to ensure that activities are satisfactorily completed.

3. Fixed Amount. Dollar amount that USAID will pay the recipient for completion of the milestone.

4. Completion Date. Expected completion date for each milestone and for the entire award, as suitable for the 
nature of the activity. Specifics of milestone timing and allowable flexibility should be detailed in the Award 
Schedule.

Types of Awards



Types of Awards - FAA



Q&A



On your calendar, leave plenty of time for: 
• Copy editing

– Check for spelling errors, grammar, consistent word use, acronyms, etc. 

• Formatting

– Don’t forget headers, footers, page numbers, signatures, alignment, tables, 
text boxes, graphics, etc. 

• Final compliance check/sign off

Proposal Finalization



• Submit your application 24 to 48 hours before the deadline

• Ensure the correct email address, copy others at your organization

• Review the solicitation and account for any email size restrictions or other 
instructions for submission

• Ask for confirmation of receipt from the donor (call the donor if needed)

Submission



• Debrief with your team and discuss how you might improve the process for the next 
time you apply for an award.

• Prepare for USAID to come back with questions/clarifications on your application. 

• If USAID notifies you that you weren’t successful, request in writing a debrief or a 
copy of USAID’s evaluation of your response (within 10 days of notification from 
USAID)

• Use this feedback to build expertise, enhance systems, and reassess alignment with 
donor priorities.

Post-Submission



Sharing Lessons Learned and Q&A
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Thank you for your time.
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This publication is made possible by the support of the American people through the United States Agency for International Development 
(USAID) and the President’s Emergency Plan for AIDS Relief (PEPFAR). The contents are the sole responsibility of IntraHealth International 
and do not necessarily reflect the views of USAID or the United States Government.
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