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Step 1 – Identify the Project’s Major Result
Identify potential major result (s) for your sustainable tourism project and organizations that may have similar goals or objectives.  Note: there are weblinks provided in Unit 1’s resource section to several donor websites to use as a start. Also check with locally available projects, such as donor country offices, government programs, and foundations. 

Step 2 – Identify Project Team Members

Identify and consult with potential team members to help with developing a sustainable tourism project concept.  These may be individuals either within your organization or external to your organization. Consult with each to determine if they have the time and interest to engage with developing the concept note. 
Step 3 – Determine the Target Audience

Together with the project team, consider who the audience for the project concept note is.  Is it a government agency, a local community, a funding organization, or all of the above? If it is a funding organization, review all donor requirements for the submission and establish a timeline and assign responsibilities for completing each section.  See the Sample Project Profile Form provided at: www.gwu.edu/~iits/Sustainable_Tourism_Online_Learning/Gutierrez/IADB_Project_Profile_Form.doc (IDB, 2011)

Step 4 – Develop a Plan for a Participatory Process
Review the methodologies below for engaging with stakeholders to determine the projects main goals and objectives.  Determine the best approach to use for the project area the team is working in and a plan for carrying it out. Remember to consider funding resources available to the team and the logistics that would be involved in organizing each one. 
Step 5 - Define Project Goals and Objectives together with Stakeholders 
Using one or combination of the facilitation/meeting methodologies above to develop overall goals and objectives for the project.  Based on engagements and discussions with key stakeholders summarize the overall goals and objectives that stakeholders feel are important for the project. Include a list of key issues and challenges, as well as opportunities gleaned from discussions with stakeholders.
Step 6 - Complete in-field assessments 
Draft a report using the GSTA Tourism Assessment Report template at:

www.gwu.edu/~iits/Sustainable_Tourism_Online_Learning/Gutierrez/Tourism_Assessment_Report_Template.doc...   Then, in the  project concept document, write a summary that, “describes the project’s beneficiaries or direct clients and its socio-economic and institutional context (specific sector, activities, number of beneficiaries, gender, geographic location, degree of organization and support received from other institutions, income level, poverty indicators, etc.)”, (IDB, 2011).
Step 7 - Conduct a Value Chain Analysis

As part of the in-field assessments use the Value Chain Analysis to determine any key competitiveness issues that will need to be addressed by project activities. 

Step 8 - Write a Summary of the Main Problems to be Addressed

Based on both the TAP Assessment and Value Chain Analysis, in the project concept template, briefly describe the main problems or specific deficiency that the project plans to address in the sector and geographical area, and the impact of these problems. (The problem description must be directly related to the proposed solution).  This is not a list of traditional problems but a demonstration that they really exist and the impact that they have had. 
Step 9 - Propose Solutions, Describe Activities and Objectives

Filling in the appropriate sections in the concept proposal template: a)describe the proposed solution or solutions for each of the problems; b) describe the major activities that the project plans to undertake to carry out the solutions;, and c) describe the expected objectives expected to be achieved by the end of the project. 

Step 10 - Describe the Plan for Monitoring and Evaluation

Following the GSTA example in Unit 6; write a brief summary of how the project plans to carry out monitoring and evaluation activities. Include a list of potential indicators and a sample causal model. 
Step 11 - Describe who will be Implementing the Project.

Describe the most important aspects of the executing agency and/or any key implementing partners in the project concept note template. Include information regarding its founding, years of operation, mission and vision, main strengths and areas of operation, financial situation, and briefly explain why it is the best option to carry out the project.
Step 12 - Develop a Project Sustainability Plan

Describe the key aspects of the project that will ensure its sustainability after funding has been completed. For a summary of key points to consider see: http://www.jisc.ac.uk/fundingopportunities/projectmanagement/planning/exit.aspx
Step 13 - Program Management and Organizational Structure 

Read the Sample of an Organizational Structure & Program Management at www.gwu.edu/~iits/Sustainable_Tourism_Online_Learning/Gutierrez/Organizational_Structure_Program_Management.doc. Write your own for your project concept for the project concept note.  

Step 14 - Create the Budget
Using the Budget Template at www.gwu.edu/~iits/Sustainable_Tourism_Online_Learning/Gutierrez/Sample_Budget_Template.xls develop an estimated project budget that details expenses by year, by major cost category, and also activity.

