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Please Note:  Hidaya Trust is a charitable organization. It is Hidaya Trust’s firm policy that it does not fund or support projects or 

activities that are politically or religiously motivated. Hidaya Trust only supports projects/activities that impact and improve the 

society at large, and directly benefit people at individual or collective levels. 
 

 

1.0 Project Objective 
The purpose of this project is to support the orphans, the weakest link in our communities, in a manner so that not 

only their basic living needs are met with dignity, but also they are provided education - a basic right of a human 

being - so that they can become productive members of society.  These students will require 1) monthly stipend for 

their living, 2) educational expenses, and 3) on-going intervention by Hidaya team to make sure they attend the 

school regularly and that his/her all obstacles are removed on timely manner.  In order to promote a stable family 

life, a monthly allowance will also be provided to widowed mothers. 

 

This project falls under Hidaya’s Educational & Vocational Program, which is designed to support the weakest 

members of society in meeting their educational needs.  This project will require dedicated individuals on Hidaya 

team who understand the rewards of serving orphans and do not take advantage of orphans/widows.  As a result, it 

may cost more to maintain a larger than normal staff for this project resulting in increase in overhead. 

 

This project is designed to support orphans until they have completed 12
th
 grade.  If any orphan needs support for 

their higher education beyond 12
th
 grade, they will need prior approval by CFO. 

 

 

2.0 Project Summary 
 

Project details / questions Please fill in the answers in this column 

Proposed project name No Orphan without Education 

Occasion / Event / Month / Year  

Objective of the project Provide Guidance and Assistance to Orphans 

Total funds (in Rs.) being requested Rs.  

Source of funds (guidelines for each must be followed) Zakat                                   Non-Zakat 

Estimated project start date  

Estimated project completion date  

Type of assistance to be provided to the beneficiaries  

Total number of beneficiaries expected to benefit  

Cities/Towns/Villages where the project will be 

executed 

 

Project/Program Manager’s name, telephone number 

and e-mail address 

 

Backup Project Manager’s name, telephone number 

and e-mail address 

 

Name(s) & Title(s) of the person responsible for 

purchasing 

 

Name(s) of those who will supervise the distribution  
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Instructions:  

 Complete form HT205AppO and HT205AppW for every recipient; keep one copy at the district office and submit 

original form to CFO 

 The requestor must answer each section in detail as if he/she is submitting a business plan for approval from a 

financial institution 

 The amount of details and thought process behind each section will determine the eligibility and approval process. 

 Special emphasis should be given to project planning, project management, review, documentation and reporting 

processes and budget details to ensure that the requestor can convince Hidaya Trust that he/she has thought 

through each and every detail in his/her mind and translated it in the form of a detailed write-up.  

 Photographs and/or Videos of the distribution at various times/days must be taken for records and submission to 

CFO 

 Genuine original receipts for all purchased material must be submitted to CFO and photocopies should be kept for 

District Office’s local records 

 For Banner size, wording, color and font, contact CFO 

 District office should keep in mind that they may be required to and submit to CFO three competitive bids for all 

materials/commodities they intend to purchase.  Please note, the lowest price is not the only reason to select the 

supplier.  The reputation of the supplier and product quality should be considered as part of the purchasing 

decision. 

 Make sure to read through the Project Report template before implementation of project, so you can successfully 

execute the project and capture all the required information 
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3.0 Project Planning 
 

Provide detailed responses to the questions asked below. (Use as much space as needed to 

answer each question with adequate details to ensure that Hidaya can understand how well the 

project will be executed): 

 
3.1. Project Management  

a. Who will manage the overall project? How many years of experience do they have? 

 

b. Who will be the backup project manager? 

 

c. How many supporting resources (team of paid personnel or volunteers) will be used to help execute the 

project in a timely and effective manner? (You may want to answer this question after you complete the 

table 4.3). 

 

d. What will each of the team members (identified above) do? 

 

3.2. Project Task Dates, Deadlines and Review Formats 

a. What is the estimated start date? 

 

b. What is the estimated completion date? 

 

c. Will this project be on-going year after year? 

 

d. How often project review will be done and presented to CFO? (Every 15 days, 1, 3 or 6 months?) 

 

e. In what format project review will be presented to CFO? (presentation?  interim completion report?) 

 

3.3. Beneficiaries 

a. Who will be the beneficiaries and what are their socio-economic conditions? 

 

b. How will the beneficiaries be selected? 

 

c. How will the field investigation be performed for all beneficiaries to judge their eligibility under 

Hidaya Trust guidelines? 

 

d. How many total orphans will benefit from this project? 

 

e. Will more orphans be added to the project as they are identified? 

 

f. Will orphans who cross adulthood age be part of this effort? 

 

3.4. Preparation, Logistics and Distribution 

Orphans will be given support in the form of stipend (cash) for their day-to-day living as well as in-kind 

/cash (for uniforms, clothing, shoes, books, educational supplies, etc.). 

 

a. What will be the logistics for distribution of in-kind material, if applicable? How will a smooth, 

effective, fair and timely distribution be ensured? 
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b. Will the orphan’s mother be given any stipend?  If yes, how much? (Provide this information in Section 

4.1) 

 

c. If the orphan’s mother knows stitching or any other earning method, will she be given an opportunity 

to earn and stand on her own feet? 

 

d. What amount of stipend in the form of cash will be given to students of various ages and/or various 

school grades for their living needs? (Provide this information in Section 4.2) 

 

e. What items will be distributed? How much quantity and how often? (Please give cost details in Section 

4.3) 

 

f. Where will the distribution take place? (Beneficiary’s home, Hidaya Trust district office, Hidaya Field 

office, School or other location (identify)? 

 

g. What security measures will be taken during distribution to ensure the safety of distribution team as 

well as that of beneficiaries?  

 

3.5. Purchasing 

a. What in-kind material(s) will be purchased? 

 

b. What material(s) will be bought locally?  What material(s) will be bought from other areas?  Please 

provide the name(s) of the other areas. 

 

c. What are the names of the suppliers (if any) that you will be receiving a bid from and for what 

material? 

 

Note: The documentation for the bids, along with the information of the supplier (with the business name, address, 

telephone number, and contact name) must be submitted to CFO before purchasing. 

 

3.6. Project Tasks  

a. List all the steps you may require to execute the project 

For Example: 

i. Identify orphans through various means (including schools, sector in charge, media, etc.) 

ii. Complete documentation and investigation of each orphan 

iii. Approve or get approval to meet orphan’s needs 

iv. Assign a counselor and back-up counselor to orphan/widow 

v. Plan monthly stipend release process and inform widow/orphan 

vi. Plan in-kind donation support dates and inform widow/orphan 

vii. Etc. 

 

b. Identify which project tasks may require special attention 

 

3.7. Project Monitoring and Evaluation 

a. How will the project be monitored? 

For example, the counselor will be making surprise visits once or twice a month to school to make sure the 

child is attending class. 

For example, the counselor will be meeting with the teacher once or  twice a month to discuss the child’s 

progress and attendance. 

 

b. How will the project be evaluated? 
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3.8. Risks / Challenges / Opportunities 

a. What sort of roadblocks or diversions do you expect to face during the life of this project (examples: 

undue pressure from other individuals, groups or parties?) 

 

b. What difficulties/risks do you expect to face in implementing this project? 

 

c. How will potential opportunities be handled in the project? (For example self-employment project for 

widows, training of orphans in English, Arabic computers, small business, etc.) 

 

3.9. Other: Use this space to provide any other information or feedback that you feel will help Hidaya Trust 

improve its process for future projects 
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4.0 Anticipated Project Costs 

 

4.1 Monthly Sliding Scale Disbursement of Stipend for Orphan’s Widowed Mothers / Guardians (Cash Assistance) 

 

 

Family Condition Number of Families Widowed Mother / 

Guardian Allowance (Rs) 

Total Monthly 

Amount (Rs) 

Total Half Yearly Amount 

(Rs) 

     

     

     

Grand Total     
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4.2 Monthly Sliding Scale Disbursement of Stipend for Orphans (Cash Assistance) 
 

Age of 

Orphan 

Class /  

Grade Level 

Orphan 

Maximum 

Monthly Living 

Allowance (Rs) 

Number of 

Orphans 

Total  

Monthly 

Amount (Rs) 

Total  

Half Yearly 

Amount (Rs) 

0-5 Pre-School     

6 1     

7 2     

8 3     

9 4     

10 5     

11 6     

12 7     

13 8     

14 9     

15 10     

16 11     

17 12     

18+ 13+     

Grand 

Total 
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4.3 Yearly Flat Rate Disbursement for In-Kind Assistance for Orphans 

 

Age of 

Orphan 

Class / 

Grade 

Level 

Admission / 

Tuition  Fees 

Exam 

Fees 

Enrollment 

Fees 

Uniform 

(Four 

pairs) 

Shoes 

(Two 

Pairs) 

Stationary 
Books 

Misc. 

Per 

Orphan 

Yearly 

Expense 

Per 

Orphan 

Monthly 

Expense 

Number 

of 

Orphans 

Total 

Monthly 

Amount 

(Rs) 

Total Half 

Yearly 

Amount 

(Rs) 

0-5 
Pre-

School 
0 0 0 0 400 100 0     

 

6 1 0 0 0 600 400 100 500      

7 2 0 0 0 600 400 100 500      

8 3 0 0 0 600 400 100 500      

9 4 0 0 0 600 400 100 500      

10 5 0 0 0 600 600 100 500      

11 6 120 0 0 800 600 200 500      

12 7 0 0 0 800 600 200 500      

13 8 0 0 0 1000 600 200 500      

14 9 0 500 170 1000 1000 300 800      

15 10 0 600 0 1000 1000 300 800      

16 11 1000 1000 200 1200 1000 500 1000      

17 12 1000 1000 0 1200 1000 500 1000      

18 13+ 0 0 0 0 0 0 0 0 0.00    
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4.4 Project Overhead Cost: (Fill in only the line items actually needed for this project) 

 List of other cost items to support the project Cost (Rs) Comments 

a District Office Startup Cost Amortized Over 5 years .00  

b District Office Overhead .00  

c Photographs and related charges .00  

d Banners and advertising .00  

e Postage .00  

f Other   

g    

h    

i    

    

    

    

    

 Total Overhead Costs 0.00  

 
4.5 Total Expected Costs: 

Total Expected Costs 

(Stipend + In-Kind + Overhead Cost) 

Rs.                      .00 

 

I hereby certify that I will make sure that wrong elements of society (those who are involved in criminal and /or terrorist 

activities) will not benefit from Hidaya Trust’s humanitarian project.  

 

Project Manager’s Name________________________________  Signature____________________________________   

 

Date _________________________________ Title_________________________________ 

 

Reviewed and approved: 

 

Operations Manager’s Name________________________________________________________________________ 

 

Signature_________________________________________________  Date _________________________________ 


