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ACRONYMNS
CV		

Curriculum vitae

KT		

Knowledge translation

NGO		

Nongovernmental organizations

RFP		

Request for proposals

RU		

Research utilization

SA		

Secondary analysis
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United States Agency for International Development
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EXECUTIVE SUMMARY
Following a four-day capacity strengthening workshop in February 2017,1 Project SOAR—
Supporting Operational AIDS Research—announced a small grants initiative, inviting researchers
from sub-Saharan Africa and their government official counterparts to apply for awards designed
to enhance knowledge translation, research utilization, and secondary analysis efforts. Led by
Johns Hopkins University and the Population Council, SOAR convened a follow-up workshop
in May 2018 to build on this momentum and support small grant applicants. This report
summarizes the capacity strengthening activities conducted and insights from the follow-up
workshop.

PARTICIPANTS
The 20 workshop attendees represented eight African countries (Cameroon, Malawi, Namibia,
Senegal, South Africa, Tanzania, Uganda, and Zambia). Investigators from Project SOAR research
studies who applied for the small grants participated in the workshop. Nongovernmental
organizations and government partners of the applicants were also invited to attend. Workshop
leadership included staff and faculty members from USAID/Washington, Population Council,
and the Johns Hopkins University, as well as leadership from partner governmental and nongovernmental institutions across sub-Saharan Africa.

WORKSHOP DESIGN
The workshop was conducted over four days in Johannesburg, South Africa. Content for the
workshop was based on strengths and weaknesses identified in the small grant applications,
in addition to mentorship and leadership needs. Leaders in global health across sub-Saharan
Africa were invited to serve as mentors to the participants and significant time was dedicated to
discussions of mentorship, small group sessions with mentors, identification of individual goals,
and the development of a mentorship plan. Each participant also rotated through a series of
working groups which tackled implementation challenges, project management, and research
idea generation. On the final day, participants were asked to give a brief presentation on how
they planned to incorporate lessons learned from the workshop into their research and practice
activities.
This workshop was purposefully designed to be output-oriented, giving participants tangible tools
for future use. These outputs included short bio-paragraphs, mentorship plans, professional
development plans, and a well-constructed research presentation.
See: Kalbarczyk, Anna. 2017. “Strengthening capacity in HIV operations research: reflections on a Project SOAR workshop in
Johannesburg, South Africa, 20–23 February 2017,” Project SOAR Workshop Brief. Washington, DC: Population Council.
1
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WORKSHOP EVALUATION
Shortly after the workshop, an online evaluation survey was distributed to participants. Seventeen
of the 20 (85 percent) participants responded to the survey, although not all participants
responded to all questions, leading to some variation in denominator depending on the specific
question. Workshop content was assessed using a series of Likert scale questions which asked
about workshop objectives, expectations, and content relevance. Participant expectations of the
workshop included enhancing knowledge, learning how to write a winning proposal, improving
grant application skills, mentorship and networking, gaining better understanding of the
mentoring process and strategies to navigate career growth, and gaining skills as a team leader.
When asked if these objectives were met 47 percent (8/17) strongly agreed and 53 percent
(9/17) somewhat agreed. All respondents, regardless of role, agreed or strongly agreed that the
workshop content was relevant to their job. All respondents (16/16) indicated they identified
professional needs for themselves during the workshop and almost all (15/16) respondents said
they networked with someone new.

SIX-MONTH MENTORSHIP FOLLOW-UP
Six months after the workshop a follow-up survey was distributed to better understand how
mentorship relationships evolved and whether workshop participants developed and pursued
mentorship and personal/professional development plans. Seventeen workshop participants
answered at least part of the survey; 10 respondents completed the entire survey. Seven of 10
respondents completed a mentorship plan with their mentor at the workshop. Every participant
who developed goals with their mentor met at least one of those goals by the time of the survey.
Common outputs from the mentorship plans included developing an abstract (n=2), writing a
manuscript (n=3), and giving a formal presentation (n=2). Seven of nine (77 percent) respondents
indicated that the mentorship from the workshop improved their capacity to do their job. Eighty
percent (8/10) of respondents indicated that they utilized skills or tools from the workshop
sessions. For example, 7/10 indicated they used the biography they developed at the workshop in
a curriculum vitae (CV), on a website, or on another medium since the workshop.

SYNTHESIS AND CONCLUSIONS
This follow-up workshop to support and mentor SOAR investigators had multiple goals: 1) provide
mentorship at the workshop and beyond by identifying experienced mentors not affiliated with the
specific projects to provide input to project design and implementation, research utilization, and
career development; 2) build leadership capacity in a group of motivated researchers who had
taken the time to compete for a small grants opportunity; and 3) introduce peer mentorship as a
way to overcome the paucity of research mentors in sub-Saharan Africa. Due to the condensed
format of the four-day workshop and the wide-ranging content, the educational content and
delivery style was potentially high risk in terms of achieving impact on the trainees, but the
workshop was highly successful as measured by the quality of the final presentations made by
the trainees as well as the feedback from the trainees.
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BACKGROUND AND OBJECTIVES/
OUTPUTS
Following a four-day capacity strengthening workshop in February 2017,2 in Johannesburg, South
Africa, Project SOAR announced a small grants initiative, inviting sub-Saharan African researchers
and their government official counterparts to apply for awards designed to enhance knowledge
translation (KT), research utilization (RU), and secondary analysis (SA) efforts. Led by Johns
Hopkins University and the Population Council, SOAR convened a follow-up workshop in May 2018
in Johannesburg, South Africa to build on this momentum and support small grant applicants.
This follow-up workshop was designed to support applicants to the small grants program and their
local partners. The objectives of the workshop were to:
y Identify strengths and weaknesses with submitted proposals and refine accordingly.
y Develop a mentorship plan and an individual development plan.
y Strengthen collaborative relationships between small grant awardees and local partners in the
areas of research and mentorship.
y Engage in skill building around development of proposals and presentations.
Outputs consisted of:
y Mentorship plan
y Individual development plan
y Short biography
y Revised proposals including an improved implementation/dissemination/utilization plan
y Final presentation by the trainees on their individual projects
The presentations and activities were organized to maximize opportunities for discussion,
engagement with mentors, and the development of outputs.

PARTICIPANTS
Applications were solicited from Project SOAR investigators for a research utilization small grants
program in the areas of KT, RU, and SA. Project SOAR investigators who made successful or
highly promising applications to the small grants program were invited to attend the workshop.
Nongovernmental organization (NGO) and government partners of the applicants were also
invited to attend. Local and international mentors were identified and invited based on the project
proposals received through the small grants program and mentors were assigned to participants.
See: Kalbarczyk, Anna. 2017. “Strengthening capacity in HIV operations research: reflections on a Project SOAR workshop in
Johannesburg, South Africa, 20–23 February 2017,” Project SOAR Workshop Brief. Washington, DC: Population Council.
2
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The 20 workshop attendees represented eight African countries (Cameroon, Malawi, Namibia,
Senegal, South Africa, Tanzania, Uganda, Zambia). In addition to staff and faculty members from
USAID/Washington, Population Council, and the Johns Hopkins University, the workshop included
leadership from partner governmental and nongovernmental institutions across sub-Saharan
Africa. A full list of participants is included in Appendix I.

WORKSHOP DESIGN
The workshop was conducted over four days in Johannesburg, South Africa. The final agenda
is included in Appendix II. Content for the workshop was based on strengths and weaknesses
identified in the small grant applications in addition to mentorship and leadership needs. With
these themes in mind, the workshop had the following objectives:
1. Give constructive feedback on proposals, both general and specific, with an exercise to
consider how the research will ultimately be utilized in-country.
2. Provide a framework for mentorship with specific parameters for continued long-distance
interactions.
3. Work on presentation skills and a biography paragraph for grant submissions.
4. Develop leadership skills and practice goal-setting.
This workshop was purposefully designed to be output-oriented, giving participants tangible tools
and products for future use. These outputs included short bio-paragraphs, mentorship plans,
professional development plans, and a well-constructed research presentation.

Day 1: Research to policy to action
On the first day, the workshop opened with a formal welcome by Salome Charalambous, MBBCh,
MSc, PhD, Aurum Institute, and Timothy Mah, MSc, DSc, USAID Southern Africa. Scott Geibel,
PhD, MPH, Population Council, introduced participants and reviewed the aims and structure
of the workshop, as well as provided a brief summary of Project SOAR and the previous year’s
workshop. He clarified that this workshop built on the small grants proposals solicited from the
2017 gathering. The next presentation was from Alex Coutinho, MD, MPH, MSc, PhD, Executive
Director of Partners in Health Rwanda. Dr. Coutinho described the research to policy leadership
continuum model and discussed considerations in mentorship and the role of research, advocacy,
and policy creation. Anna Kalbarczyk, MPH, Johns Hopkins Center for Global Health, then
reviewed the proposals submitted to the 2017 small grants request for proposals (RFP), reviewing
strengths and weaknesses of submissions as well as common challenges and deliverables.
The second half of the day included presentations from Sam Kalibala, MD, Palladium and Yuka
Manabe, MD, Johns Hopkins University. Dr. Kalibala presented on research utilization and the
importance of understanding stakeholders and audiences. Dr. Manabe discussed the rules
of mentorship and strategies for identifying mentors across disciplines. Participants then met
with mentors to develop individual mentorship plans and share about mentorship at their home
institutions. Participants were also asked to develop brief bio-paragraphs.
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Day 2: Total leadership & savvy communication
Day 2 began with a presentation by Dr. Manabe and Aisha Yansaneh, PhD, USAID, on leadership
and time management strategies. They challenged participants to identify their core values
and the importance of these values in guiding their leadership goals. Later in the morning,
Francis Onyango, PhD, Population Council Nairobi, via Skype, reviewed secondary analysis and
discussed the tenets of a strong proposal incorporating secondary analysis. The afternoon
was reserved for small group meetings for participants to revise their submitted proposals
with mentorship from identified program faculty and staff. Small group meetings also covered
overcoming implementation challenges, developing new research questions, and effective project
management. Anna Kalbarczyk closed the day with insights on presenting research findings.
Organization, audience, tone, creativity, and style were emphasized.

Day 3: Professional development
On day 3 Anna Kalbarczyk presented a lecture on budgeting, including a discussion on core
components and common challenges using small grant proposals as examples. Participants
were asked to think about budgets as a communication and project management tool. Several
participants asked questions on how to realistically estimate expenses and justifications. The
group then worked through several exercises to reinforce key components in developing budgets
(sample provided in Appendix III). In the afternoon session, Harriet Birungi, PhD, Population
Council Nairobi, presented on knowledge translation and spoke about experiences in bringing
knowledge from understanding to relevant policy. She emphasized the power of stories behind
findings and data, and the importance of building strategic relationships to ensure those stories
are communicated to the people who need them. The final group session of the day was a “Big
Rocks” exercise, led by Drs. Manabe and Kalibala. In this exercise, individuals use manipulatives,
including rocks and sand, to identify how they spend their time on a daily basis and how this
matches up to current personal and professional priorities. Participants were encouraged to
evaluate the impact of time spent on different tasks as well as on priorities on career trajectories
and to visualize key tasks and relationships they planned to prioritize in their future endeavors.
Small groups continued refining their proposals in the afternoon. They also presented their short
bio paragraphs and received constructive criticism from peers. Participants and mentors also met
to draft professional development plans.

Day 4: Participant presentations
On the final day, Harriet Mayanja-Kizza, MBChB, MMed, MSc, FACP, Makerere University School of
Medicine, led an interactive discussion on research leadership. She encouraged the participants
to consider what qualities they admired in leaders, and key considerations and priorities for
emerging leaders to pursue. The group discussed together how to become a leader when it is not
explicitly taught. Dr. Manabe offered the suggestion of “patchwork mentorship”— the idea that
many different people with different strengths can collectively provide mentorship. Dr. MayanjaKizza emphasized the importance of building a mixed team where members can learn from each
other.
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In the afternoon, participants gave 10-minute presentations on their revised small grant
proposals and future research plans which incorporated lessons learned from lectures, mentor
sessions, and small working-group sessions. Participants received peer feedback from other
workshop attendees. The workshop closed with final remarks from Dr. Manabe.

WORKSHOP EVALUATION
Shortly after the workshop, an online evaluation survey was distributed to participants. Seventeen
of the 20 (85 percent) participants responded to the survey, although not all participants
responded to all questions, leading to some variation in denominator depending on the specific
question. The evaluation included a brief section on demographics including degree, type of
institution worked for, role at that institution, and role in SOAR studies. Ten of the participants
were male and seven were female. The largest group (8/17) worked for a university or research
institution; other participants worked for an NGO (6/17) or a government agency (3/17).
Workshop content was assessed using a series of Likert scale questions which asked about
workshop objectives, expectations, and content relevance. Expectations of the workshop included
enhancing knowledge, learning how to write a winning proposal, improving grant application
skills, mentorship and networking, gaining a better understanding of the mentoring process and
strategies to navigate career growth, and gaining skills as a team leader. When asked if these
objectives were met 47 percent (8/17) strongly agreed and 53 percent (9/17) somewhat agreed.
All respondents, regardless of role, agreed or strongly agreed that the workshop content was
relevant to their job. All respondents (16/16) indicated they identified professional needs for
themselves during the workshop and almost all (15/16) respondents said they networked with
someone new.
Each workshop presentation and small group session was listed and participants were asked
to rank how valuable they felt it was to their learning and professional growth. No small group
session was ranked of having limited or no value. All presentations were ranked by the majority of
participants as being “very valuable” (range 7/17–16/17).
Similarly, each of the roles of a researcher that was discussed in the workshop was listed and
participants were asked to rank how valuable they felt those roles and discussions were to their
learning and professional growth. “Team Leader” (10/15), “Communicator” (11/15), and “Project
Implementor” (10/15) were ranked most often as “very valuable.” The “fundraiser” role was least
often ranked as “very valuable” (4/15) though was still seen as “valuable” (9/15).
Finally, participants were asked to provide feedback on how they would improve the workshop
and what aspects they felt were most valuable to them. The most common area of improvement
included allotting more time for the workshop (8/13).
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SIX-MONTH MENTORSHIP FOLLOW-UP
Six months after the workshop a follow-up survey was distributed to better understand how
mentorship relationships evolved and whether workshop participants developed and pursued
mentorship and personal/professional development plans.
Seventeen workshop participants answered at least part of the survey; 10 respondents
completed the entire survey. Seven of the 10 respondents were female, most held advanced
degrees including MDs (n=4), Master’s degrees (n=2), and PhDs (n=2) and seven were affiliated
with a university or research institution. No government agency participants responded to the
follow-up survey.

Mentorship
Seven of 10 (70 percent) respondents completed a mentorship plan with their mentor at the
workshop. Six of these were from university/research institutions and one was from a nonprofit
organization. Every participant who developed goals with their mentor met at least one of those
goals by the time of the survey. Common outputs from the mentorship plans included developing
an abstract (n=2), writing a manuscript (n=3), and giving a formal presentation (n=2).
Two respondents indicated that their mentor introduced them to an additional mentor and both of
those respondents spoke with the new mentor, indicating the development of new networks.
Seven of nine (77 percent) respondents indicated that the mentorship from the workshop had
improved their capacity to do their job. Participants were asked to elaborate on how; responses
included:
y Improved my leadership skills
y Iimproved implementation of the project
y Developed and finalized a proposal
y Improved time management

Professional development
Eight of the 10 (80 percent) respondents completed an individual development plan during the
workshop (sample provided in Appendix IV), five from university/research institutions and three
from non-profit organizations. Of those eight, six (75 percent) indicated they were “on schedule”
with their progress and two (25 percent) indicated they were “behind schedule.” No respondent
was “ahead of schedule” or “not pursuing any personal/professional development goals.”

Skills
Eighty percent (8/10) of respondents indicated that they utilized skills or tools from the workshop
sessions. For example, 70 percent (7/10) indicated they used the biography they developed at
the workshop in a CV, on a website, or on another medium since the workshop.
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When asked how useful different topics have been since the workshop, 80 percent (8/10) ranked
leadership as “very valuable,” 100 percent (10/10) ranked “time management as “very valuable,”
and 80 percent (8/10) ranked “communication and presentation” as “very valuable.”

SYNTHESIS AND CONCLUSIONS
This follow-on workshop to support and mentor SOAR investigators had multiple goals: 1) provide
mentorship at the workshop and beyond by identifying experienced mentors not affiliated with the
specific projects to provide input to project design and implementation, research utilization, and
career development; 2) build leadership capacity in a group of motivated researchers who had
taken the time to compete for a small grants opportunity; and 3) introduce peer mentorship as a
way to overcome the paucity of research mentors in sub-Saharan Africa. Due to the condensed
format of the four-day workshop and the wide-ranging content, the educational content and
delivery style was potentially high risk for achieving any impact on the trainees, but the workshop
was highly successful as measured by the quality of the final presentations made by the trainees
and the feedback from the trainees. Results of the six-month evaluation suggest that at least for
those participants who completed the survey, the benefits of workshop participation, in terms of
both content and relationships forged at the workshop, were of ongoing and sustained value.
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APPENDICES
APPENDIX I: WORKSHOP PARTICIPANTS
First Name

Last Name

Affiliation

Country

Patience

Atuhaire

MUJHU Research Collaboration/MUJHU Care Ltd

Uganda

Maganizo Brave

Chagomerana

University of North Carolina Project—Malawi

Malawi

Karim

Diop

Senegal Ministry of Health, Division on AIDS and HIV

Senegal

Guy Christian

Fako Hendji

Metabiota

Cameroon

Ray

Handema

Tropical Diseases Research Center

Zambia

Christabel Yollanda

Kambala

University of Malawi—The Polytechnic

Malawi

Stella

Kentutsi

National Forum of People Living with HIV/AIDS
Networks in Uganda

Uganda

Sabrina Bakeera

Kitaka

Makerere University, Department of Paediatrics and
Childhealth

Uganda

Kidola

Jeremiah

National Institute for Medical Research (NIMR)

Tanzania

Tonderai

Mabuto

The Aurum Institute

South Africa

Johnface F.

Mdala

IntraHealth International

Namibia

Sam

Miti

Arthur Davison Children's Hospital

Zambia

Katlego

Mothaoleng

Perinatal HIV Research Unit of Wits Health
Consortium (PHRU)

South Africa

Rosy

Motshoaedi

Department of Health, Matlosana Sub-District

South Africa

Nolundi

Mshweshwe-Pakela

Aurum Institute

South Africa

Charles Nelson

Otai

Uganda AIDS Commission

Uganda

Nomtandazo

Philipina Nzutha

Nokuthela Ngwenya CHC

South Africa

Michael

Phiri

Malawi Ministry of Health

Malawi

Fatou Mbacke

Sy

Enda Sante

Senegal

Kassimu Eliamini

Tani

Ifakara Health Institute

Tanzania
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APPENDIX II: AGENDA
Project SOAR Capacity Strengthening Workshop
Johannesburg, South Africa
15–18 May 2018
Tuesday, May 15
9:00–9:15

Welcome

Salome Charalambous, MBBCh, Msc, PhD
Professor and Managing Director,
Implementation Research Div.
Aurum Institute
Timothy Mah, MSc, DSc
Acting Health Office Director
USAID/Southern Africa

9:15-9:30

Review of aims and structure of the workshop

Scott Geibel, PhD, MPH
Director, Project SOAR
Population Council

9:30–10:30

Research to policy to practice

Alex Coutinho, MD, MPH, Msc, PhD
Partners in Health, Rwanda

10:30–10:45

Tea break

10:45–11:45

Overview: How to write a strong proposal
y Summarize strengths and weaknesses of
proposals received
y Provide tips on how to overcome proposal writing
weaknesses
y Producing a short biography paragraph assignment
y Rapid needs assessment

Anna Kalbarczyk, MPH
Research Associate
Johns Hopkins University

11:45–12:45

Proposal case studies: Research utilization (RU)
y Defining RU
y Common pitfalls in RU proposals (with examples from
submissions)
y Tenets of a good RU proposal (with examples from
submissions)
y Guidance on developing an implementation plan

Sam Kalibala, MD
Senior RU Advisor, Project SOAR
Palladium

12:45–1:45

Lunch

1:45–2:15

Icebreaker activity: Meet & introduce your neighbor

2:15–3:15

Mentorship discussion
y Mentorship vs. supervision
y Key components of a strong mentorship plan
y Peer mentorship
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Yuka Manabe, MD
Professor of Medicine, International Health
Johns Hopkins University

3:15–3:30

Working tea break
Brainstorm around expectations of mentors and mentorship
plan

3:30–4:30

Meet with mentors
y Develop a mentorship plan
y Discuss mentorship situation at home institution
y Discuss work in progress

4:30–5:30

Sequential research, building a research portfolio

5:30–6:30

Reception

Scott Geibel

Wednesday, May 16
9:00–10:30

Plenary presentation on time management;
Total leadership

Yuka Manabe and
Aisha I. Yansaneh, PhD
USAID, Senior Research and Evaluation
Advisor

10:30–10:45

Tea break

10:45–11:45

Proposal case studies: Secondary analysis (SA)
y Defining SA
y Common pitfalls in SA proposals (with examples from
submissions)
y Tenets of a good SA proposal (with examples from
submissions)
y Guidance on developing an implementation plan

11:45–1:00

Lunch

1:15–2:30

Small group work
Mentors and other presenters facilitate
Focus:
y Proposal writing
y Problem solving around project implementation challenges
(implementation lightning rounds)
y Other topics as identified in Day 1 rapid needs assessment

2:30–2:45

Tea break

2:45–4:00

Small group work
Mentors and other presenters facilitate
Focus:
y Proposal writing
y Problem solving around project implementation challenges
(implementation lightning rounds)
y Other topics as identified in Day 1 rapid needs assessment

4:00–5:00

Communicating research effectively: PowerPoint
presentations and beyond

Francis Onyango, PhD
Population Council, Nairobi

Anna Kalbarczyk
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Thursday, May 17
9:00–10:00

Writing a strong proposal: tackling budgets,
resources and more

Anna Kalbarczyk

10:00–10:30

Presentation of randomly selected biography paragraphs

Whole group

10:30–10:45

Tea break

10:45–11:45

Elements of a strong proposal: Knowledge
translation (KT)
y Defining KT
y Common pitfalls in KT proposals (with examples from
submissions)
y Tenets of a good KT proposal (with examples from
submissions)
y Guidance on developing a KT implementation plan

11:45–12:45

Lunch

12:45–1:45

Developing short and long term professional goals:
The big rock exercise

1:45–2:45

Meet with mentors
Draft individual professional development plan

2:45–3:00

Tea break

3:00–4:15

Small group work
Mentors and other presenters facilitate
Focus:
y Proposal writing
y Problem solving around project implementation challenges
(implementation lightning rounds)
y Other topics as identified in Day 1 rapid needs assessment

4:14–5:00

Presentation of randomly selected biography paragraphs
continued

Harriet Birungi, PhD
Population Council, Nairobi

Yuka Manabe

Friday, May 18
9:00–10:00

Plenary on research leadership

Harriet Mayanja-Kizza, MBChB, MMed,
MSc, FACP
Professor, Makerere University School of
Medicine

10:00–12:00

Presentation of research in progress or revised proposals

Participants

12:00–1:00

Final remarks

Yuka Manabe

1:00–2:00

Lunch
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APPENDIX III: SAMPLE BUDGET EXERCISE
CS Workshop II—Budget Exercise
Michelle Obama has founded a new charitable foundation, “Baraccoli,” to promote healthy eating
worldwide. The foundation has issued a call for proposals for community-based initiatives that
encourage children to eat more fruits and vegetables. Proposed activities may run up to one
year’s duration beginning 1 January 2019 and should not exceed $25,000. Applicants must
submit a one-paragraph summary of their proposed activity and detailed budget with justification.
You are serving on the review committee and have been given an application from an NGO called
SOAR (Supporting Organic Apples in Rwanda). The proposed activity is described below.

Supporting Organic Apples in Rwanda (SOAR):
Teaching children to appreciate apples and promote healthy eating
SOAR has worked in Rwanda for five years to build and sustain a small network of organic apple
orchards. Leveraging this existing infrastructure, we propose to plan and implement a series of
“community gatherings” during which children and their families will be invited to the orchards
to learn how apples are grown, sample different foods made with apples, and participate in
cooking workshops to learn how to make simple and healthy recipes with apples and other
produce. We expect to host a minimum of 5 such gatherings over the life of the project, each of
which is anticipated to draw 100 participants. All participants will receive seedlings to plant their
own apple tree, instructions on how to care for the tree, and a recipe book. We expect that by
learning about how apples are grown and how to prepare them, participants will increase their
consumption of apples and other healthy produce, leading to overall improved health.
Instructions: Based on your review of the budget, can you identify 10 issues that need to be
addressed?
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
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Budget Template Instructions
Instructions

General note: do NOT change the dates of the project years in the template (i.e., 15 Sep–14 Sep); they align with
the overall SOAR project year. Instead, please indicate the correct start and end dates of your activity and pro-rate
the first and last years to align with SOAR project years.
1

Starting with the SUMMARY worksheet enter the name of your organization in Row 2, highlighted yellow.
Also enter the name of your specific study/activity, as well as the period of performance (POP) to reflect the
actual start and end date of the activity. Please enter the POP in Row 8, and ensure it aligns with the POP
listed in Row 13. Do NOT input any other information on the SUMMARY worksheet as it has links to the DETAIL
worksheet and the needed information is captured as you work with the other worksheets on the file.

2

Continue on to the CONSTANTS worksheet. Enter the rates used for Fringe Benefits, Local Fringe Benefits, and
any Overhead Rates. Also, specify the inflation percentages for Salaries and Wages, Consultants, etc. Make any
necessary changes in column B only (highlighted in yellow), and do not modify any entries highlighted in gray.

3

While still working on the CONSTANTS worksheet, please revise, as needed, the section named Inflation
Factor/Annual Percentage. This table is used to calculate increases in costs, such as salaries. The Inflation
Factor/Annual Percentage should be based on the date when salary increases are effective per your
organization's procedures. For example, if your organization provides salary increases on 1 Jan of each year,
then inflation should take effect on 1 Jan. When calculating the inflation factor, please note that:
a. If salary increases per your organization's procedures are effective 1 Jan, and your study is starting in
2017, and you are using 2017 rates (i.e., daily rates), then inflation should not be calculated for 2017.
Instead, inflation should take effect on 1 Jan 2018. For example, if the study's POP starts on 1 Nov, then the
inflation breakdown should be: 2 during the first period and 10 during the second period to ensure inflation
is accounted for a full year (12 months). In other words, inflation is not calculated during the two months
remaining in the calendar year (1 Nov 2017–31 Dec 2017), but it will be calculated starting Jan 2018.
b. If salary increases per your organization's procedures are effective 1 Jan, and your study is starting in
2017 or 2018, and you are using 2018 rates (i.e., daily rates), then inflation should not be calculated for
2017 or 2018. Instead, inflation should take effect during Year 5 (specifically 1 Jan 2019). In this case, you
will need to revise the formula in the 'Compounded Inflation Factor' as follows: copy the formula under the
Year 4 column (rows 26–30) and paste it under Year 5. Then, enter '1' in the Year 4 column (rows 26–30).
Finally, the inflation breakdown for your study should be: 3.5 during the first period (15 Sep 2018–31 Dec
2018) and 8.5 during the second period to ensure inflation is accounted for a full year. In other words,
inflation is not calculated during 2018, but it will be calculated starting Jan 2019.
Unless #2 above applies to your study, the Compounded Inflation Factors section should not be touched,
as the categories automatically calculate the adjusted inflation rate depending on the month the project is
starting in Year 4.

4

Continue on to the Level of Effort (LOE) worksheet. Start with identifying staff. Include the position/title of
each staff member involved on the project in Column A, their full names in Column B (format: Last Name, First
Name), and the work location in Column C. In all Columns highlighted in yellow provide the total number of
calendar days expected to work (with a whole year generally consisting of 260 days). If your study starts after
15 Sep 2017, or ends before 14 Sep, please prorate the LOE % based on the actual workdays during each year.
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5

Continue on to the DETAIL worksheet. Start by providing the annual salary for the individuals identified on the
LOE tab. Based on the LOE calculated on the LOE worksheet a proportional salary amount will be automatically
calculated for each year of the project that the staff member is involved. Note that the fringe benefits for HQ
staff and international offices are automatically calculated. After you have finished with the salaries section,
continue on to the Consultant section. Include the consultant's daily rate in column C. Note that the Total for
each section is automatically calculated.

6

While still on the DETAIL worksheet, continue onto the Travel section. Include all air and ground travel related
to this project. In Column A provide the origin and destination for any air travel by updating the xxx value (From
xxx To xxx). In Column B provide the expected number of travel days (currently set at 1). Fill-in the roundtrip
airfare in column D. Then, in columns J, L, N provide the number of trips for years 3 through 5 respectively.

7

While still on the DETAIL worksheet, continue on to the Other Direct Costs section, providing details in Column
A and then the price per unit and unit type in Columns D and E respectively (e.g., $5.00 - Column D, /box Column E). Then, in Columns J, L, N provide the units for years 3 through 5 respectively and the total costs will
calculate accordingly.
While still on the DETAIL worksheet, continue on to the Equipment (unit value > $5000) section. Include here
all tangible personal property (including information technology systems) having a useful life of more than
one year and a per-unit acquisition cost which equals or exceeds $5,000. Per 2 CFR 200, your organization
is required to maintain an inventory report of all equipment purchased under this agreement, and seek
disposition from the Population Council at the end of the project. Please refer to 200.313 ‘Equipment’ for more
information on the requirements for managing and maintaining equipment. Please note that the Council must
seek USAID approval for all equipment with a unit value of $5,000 or more. Additional detail on the approval
process will be provided as needed.

8

Continue on to the Allowances section. Provide any relevant details (type of allowance, duration, etc.) in
Columns A,B,C and the unit cost in Column D. Continuing on to the Sub-contract section provide any relevant
details (Name of awardee, work performed, etc.) in Columns A, B, C with the yearly costs in Columns K, M,
O. Please note the Council requires detailed budgets for all subcontracts (can be inserted as a separate tab)
and that we must seek USAID approval for all subcontracts. Additional detail on the approval process will be
provided as needed.

9

Prepare a detailed budget narrative in Microsoft Word describing the assumptions, calculations, and
justifications for all costs in the budget.
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Supporting Organic Apples in Rwanda (SOAR)
For
Teaching children to appreciate apples to promote healthy eating
Period of Performance: MM/DD/2019–MM/DD/YYYY
Budget Summary
Cost element

January 1, 2019 – MM DD, 2019 Grand Total

Salaries and Wages

$

15,000

$

15,000

Fringe Benefits

$

1,500

$

1,500

Consultants

$

500

$

500

Travel and Transportation

$

1,500

$

1,500

Other Direct Costs

$

6,800

$

6,800

Equipment

$

-

$

-

Allowances

$

-

$

-

Sub-contracts

$

-

$

-

Total Direct Cost

$

25,300

$

25,300

Indirect Cost

$

-

$

-

Total proposed budget

$

25,300

$

25,300
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Period of Performance: MM/DD/2019–MM/DD/YYYY
Cost elements

January 1, 2019–MM DD, 2019

Name

Location Rate

/Units

Executive Director

Oprah

Kigali

/Day

5.00

$

5,000.00

Project Coordinator

Beyonce

Kigali

/Day

300.00

$

10,000.00

305.00

$

15,000.00

15,000

$

1,500.00

$

1,500.00

5.00

$

500.00

5.00

$

500.00

300.00

$

1,500.00

$

1,500.00

$

2,000.00

Units

Total

I. Salaries and Wages

Total Salaries and Wages
II. Fringe Benefits
Fringe

Fringe

10.00%

/salaries

Total Fringe Benefits
III. Consultants
Chef consultant

100

/Day

Total Consultants
IV. Travel and Transportation
Transportation reimbursement for
participants

5

/trip

Total Travel and Transportation
V. Other Direct Costs
SOAR Kigali office costs

0.00

Refreshments for participants

1

/participant 500.00

$

500.00

Printing cookbooks

3

/book

1000.00

$

3,000.00

Tractor maintenance

5

/day

260.00

$

1,300.00

$

6,800.00

Total Other Direct Costs
VI. Equipment (unit value > $5000)
Total Equipment

$

—

$

—

VII. Allowances
Total Allowances
VIII. Sub-contracts
Total Sub-contracts

—

IX. TOTAL DIRECT COSTS

$

Overhead 1

0.00%

25,300

25,300.00

$

—

X. Indirect Costs

$

—

XI. TOTAL PROPOSED BUDGET

$

25,300.00
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Supporting Organic Apples in Rwanda (SOAR)
Teaching children to appreciate apples to promote healthy eating
Period of Performance: MM/DD/2019 - MM/DD/YYYY
Level of Effort Schedule (in days)
Project Position

Year 5

Staff Name

Location

Executive Director

Oprah

Kigali

5.00

2%

5.00

Project Coordinator

Beyonce

Kigali

300.00

115%

300.00

Subtotal Staff

January 1, 2019–MM DD, 2019

Total

305.00

305.00

5.00

5.00

5.00

5.00

Consultants
Chef consultant
Subtotal Consultants
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APPENDIX IV: SAMPLE MENTORSHIP PLAN
MENTORING PARTNERSHIP IDEAS
Purpose
These Mentoring Partnership Ideas are suggested created to ensure mentees and mentors
develop a mutual understanding of expectations from the beginning of their relationship.
Additionally, they create a series of identifiable benchmarks and goals to work toward and
evaluate progress.
These ideas will help each mentee/mentor pair:
y Establish communication expectations.
y Identify goals for this mentoring relationship.
y Outline skill areas to be enhanced or developed through this partnership.
As a mentee, I agree to do the following:
1. Meet regularly with my mentor and maintain frequent communication.
2. Look for multiple opportunities and experiences to enhance my learning and sharing of
experience.
3. Review my progress and adjust my partnership as I work toward my identified goals.
4. Provide feedback regarding their mentorship partnership, and experience.
5. Maintain confidentiality of our relationship.
As a mentor, I agree to do the following:
1. Serve as a mentor for
encouragement.

and share my experience, and provide guidance and

2. Provide feedback regarding their mentorship partnership, and experience
3. Meet in person or communicate regularly with my mentee to review their progress and help
them work toward identified goals.
4. Maintain confidentiality of our relationship.
This document outlines possible goals and expectations agreed between mentor and mentee
listed below. Although the thoughtful completion of this form is recommended, it is understood
that items are only suggestions for discussion between mentor and mentee and will change and
adjust naturally to fit the needs of both parties as the mentoring relationship grows. Current plans
are to revisit this document every at the end of the workshop or soon thereafter
(months) to
adjust goals and dates given current accomplishments. If at any time during the duration of the
mentoring partnership one member of the mentoring pair does not feel like the other is able or
willing to fulfill the items agreed to above, they are free to opt out and inform SOAR management.
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SECTION 1: BASIC INFORMATION
Mentee information
Last MI
Rank Department
College
Preferred Email
Preferred Phone
Mentor information
Last MI
Rank Department
College
Preferred Email
Preferred Phone
Mentoring plan meeting and contact schedule
Mentor-mentee meeting frequency:
Plan for scheduling these meetings (In person? Teleconference?):
SECTION 2: CAREER GOALS
Long term career statement (1–2 paragraphs):
Short term career goals (3–4 sentences):
One Year Goal
Three Year Goal
Five Year Goal
Tenure Date/Requirements
Post-Tenure Research Goal
CURRENT CAREER TRAJECTORY
(What are you working on now? What is the significance? What approaches are you using? Are you
innovating and if yes, how? Are there broader impacts?):
FUTURE CAREER TRAJECTORY
(What do you want to be working on? What is the significance? What approaches do you want to use?
Will you innovate and how? Are there broader impacts to the work?):
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SECTION 3: LONG-TERM SKILL/CAREER DEVELOPMENT PLAN
The Development Plan includes all needs—including increasing social connections, skills development
in the areas of proposal development, statistical analyses, qualitative analysis, writing, teaching,
service, engaging stakeholders and leadership, building collaborations, trainings, or any other
items that could help prepare the mentee to reach their career goals. Additional items can be added
throughout the mentoring process.

NEED

ACQUISITION PLAN (date)

Last update:
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SECTION 4: CAREER DEVELOPMENT PLAN YEAR
Please modify topics as appropriate and feel free to skip some topics that do not apply to you
I. Presentations and Publications
Presentations at Regional Meetings
Meeting name

Proposed date

Completed date

Proposed date

Completed date

Proposed date

Completed date

Proposed date

Completed date

Presentations at National Meetings
Meeting name

Writing Workshops and Retreats
Workshop or retreat

Publication Outlets
Publication title and publication outlet

II. Professional Contacts and Community
Membership, Service, Organizing, and Attending Regional and National Meetings/Associations
Type and venue

Proposed date

Completed date

Introductions to Recognition and Awards Coordinators (Internal and External)
Type, name, and venue

Proposed date

Completed date

Proposed date

Completed date

Proposed date

Completed date

Collaboration Opportunities with Colleagues (Internal and External)
Type, name, and venue

Leadership Positions
Organization title and position
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III. Grant Submissions and Funding Opportunities
Grant Writing/Proposal Development Workshops
Name, Type, and Focus

Proposed Date

Completed Date

Proposed Date

Completed Date

Proposed Date

Completed Date

Proposed Date

Completed Date

Proposed Date

Completed Date

Proposed Date

Completed Date

Proposed Date

Completed Date

Proposed Date

Completed Date

Concept Paper and Mock Grant Review
Meeting Name

Submission of Awards (Internal, External)
Topic, Type, Internal or External

Grant Development Activities
Activities

Resubmission (Internal, External)
Topic, Type, Internal or External

IV. Mentorship, Leadership, and Service
Internal Awards and Honors
Award/Honor Type

External Awards and Honors
Award/Honor Type

Hosting Speakers, Seminars, Retreats
Type, Name, and Venue
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SECTION 5: EVALUATION
Mentors Evaluation of Mentee Progress
(Mentor and Mentee to discuss the items in the table below and modify or opt out as appropriate.)
Review of mentee’s progress toward each of the above outlined milestones will occur immediately after the workshop
or shortly thereafter; written evaluation will be prepared by mentor and shared with mentee and workshop organizer.
Evaluation Date:
Meeting goals
(Y/N/NA; comments)
1. Preparation of publication in journals or other outlets
2. Receiving internal/external awards or honors
3. Preparing and securing extramural grants
4. Participating as facilitator at seminar series or other relevant events
5. Achieving an external leadership position (i.e. editorial board)
6. Participating in relevant workshops
7. Leading a session at a national meeting
8. Receiving invitation to speak at institution or conference

Evaluation Date:

Evaluation Year:
Meeting goals
(Y/N/NA; comments)

1. Publishing work in journals or other outlets
2. Receiving internal/external awards or honors
3. Preparing and securing extramural grants
4. Participating as facilitator at seminar series or other relevant events
5. Achieving an external leadership position (i.e. editorial board)
6. Participating in relevant workshops
7. Leading a session at a national meeting
8. Receiving invitation to speak at institution or conference
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Never

Not very often

A moderate amount of the time

A great deal of the time

All of the time

Mentee Self-Assessment
(Please feel free to modify and opt out of some of the items as appropriate)
https://www.ache.org/NEWCLUB/career/mentoringnetwork/mentoring_partnership.pdf

I treated my mentor respectfully
I undertook scheduling meetings as my responsibility
I met my mentor when scheduled
If I had to cancel a meeting I gave advance notice
If I had to cancel a meeting I rescheduled promptly
I was open in sharing personal experiences and information
I made clear my expectations concerning confidentiality
I respected differences in our values and perspectives
I sought critical feedback
I collaborated in establishing developmental priorities for partnership
I was satisfied with the level of trust we achieved
I did not resist considering alternatives that were out of my comfort zone
I reflected on lessons learned even from efforts that were not successful
I devoted an optimum amount of time to our partnership
I maintained continuity of discussions of our priorities
I reflected on suggested solutions rather than suggesting solutions
I enabled learning more than I taught
I offered alternatives to achieve desired professional development
I was committed to our partnership’s success
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Did your mentor make him/herself available to you?
Did your mentor respond to you in a timely fashion?
Did your mentor address your concerns?
Was your mentor flexible?
Did you mentor treat you in collegial fashion?
Did your mentor treat you respectfully?
Was your mentor well organized?
Was your mentor well prepared?
Did your mentor realistically conceptualize the mentoring experience?
Did your mentor direct you to appropriate reading material?
Did your mentor direct you to appropriate professionals?
Did your mentor direct you to appropriate workshops?
Do you believe your mentor provided a positive learning experience?

Comments:

Suggestions:
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Never

Not very often

A moderate amount of the time

A great deal of the time

All of the time

Evaluation of Mentor
Each mentee will fill out an anonymous evaluation of their mentors after the workshop; data from
multiple mentees will be reviewed and the general principles will be shared with all mentors by
SOAR to provide constructive feedback while protecting mentee anonymity.
https://www.asrm.org/uploadedFiles/Content/About_Us/Specialty_Societies/Special_Interest_
Groups/WCMent orEvaluation.pdf?n=9848

Project SOAR
Population Council
4301 Connecticut Ave, NW,
Suite 280
Washington, D.C. 20008 USA
Tel: +1 202 237 9400
Fax: +1 202 237 8410
projsoar.org

