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INTRODUCTION

These reference guides found in this manual have been developed by the Iraqi Women’s Educational Institute (IWEI) to address a significant need among Iraqi women who are NGO leaders and activists.  Since the fall of Saddam Hussein's regime, Iraqi women have made great strides in civil and political activities. They have formed more than 500 NGOs dealing with many aspects of civil society in Iraq.  This is a significant accomplishment given that prior to 2003, Iraq had no civil society organizations and no political freedoms.  Despite these impressive gains, Iraqi women's NGOs largely lack the capacity necessary to maximize their potential and to sustain their work. With the security situation consuming most of the 

attention and the resources at this time, these NGOs are in desperate need of support.  IWEI developed these reference guides in order to help Iraqi women’s NGOs adopt existing best practices in this field and to give them the means for expanding their capacity.  The reference guides cover a wide breadth of topics. These topics include: 1) What is a Non-Governmental Organization?; 2) NGO Skills: A Checklist; 3) Starting an NGO: Logistics; 4) NGO Management: Strategic Planning; 5) Project Development: Design and Management; 6) Financial Management: Grant-Writing and Budgeting; 7) Building Networks: Community and Government Relations; and 8) NGO Public Relations: Media and Advocacy.

Women leaders of NGOs in Iraq, with varying levels of experience, will be able to use these guides to expand the capacity of their organizations while ensuring their sustainability for the future.

This manual is available in English and Arabic.III


GLOSSARY OF TERMS
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Abstract: A brief and precise summary of your project.  It will: 1) identify the community needs and issues that the project addresses; 2) outline the solution the project offers and the impact on beneficiaries; 3) identify the resources needed and subsequent funding 

requirements; and 4) describe the organization and emphasize its area of expertise, experience, and ability to carry out the proposed program successfully.  See Executive Summary.

Accounting: The act of recording and analyzing an organization’s financial activities and status.  Proper accounting will allow you to collect and organize the information necessary to create an accurate and feasible budget.  Accounting is composed of assets, liabilities, 

revenues, and expenses. Administrative Duties: Basic office tasks that ensure the organization and efficiency of your NGO, such as preparing financial reports, drafting correspondence, and maintaining contact with your members.

Advocacy: An NGO's efforts to influence government policies and practices, those of other development institutions, or the general public.  The goal of advocacy is to bring attention to an otherwise under-publicized economic, social, or political issue.1

Annex: Also referred to as an appendix or attachment.  It includes relevant supplementary materials that provide additional information about your organization to your potential donor. See Supplementary Materials.

Assets: The total financial value of your organization’s money (cash), property, and equipment.

Balance Sheet: A chart that shows the assets and liabilities of your organization.  The balance sheet also includes a fund balance at the end, which is exactly the same as the fund balance from the statement of revenues and the outstanding surpluses or deficits based on a set time period.  The time period covered could be the project duration or a year. 

Beneficiaries: The group of individuals your organization is trying to assist.  Beneficiaries are also referred to as the target population, clients, or target audience.

Board of Directors: The governing body of the organization; its members are elected by the membership of the NGO.  The Board of Directors plays a number of essential roles within the NGO, including: setting and approving the budget; determining the guidelines for 

membership; developing policy; managing legal and financial matters; representing the NGO to the wider community; advocating for the NGO and its goals; mobilizing resources; and coordinating with other agencies and organizations.

Budget: A chart that summarizes the expected income and expenses of an organization over a specified time period.2

By-Laws: See Statute.Campaign: A project that aims at raising public awareness, advocating for change, and/or mobilizing citizens.3 
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Capacity: An organization’s ability to carry out its mission.Case Study: An example of a specific situation involving a particular individual or group used to explain how the situation was handled and what the outcome was.  NGOs can use as case studies examples of other programs previously attempted or completed by other 

organizations. They can provide key insight into potential strengths and weaknesses of certain strategies previously employed by others.

CBO: Community Based Organizations, also called grassroots organizations, are a kind of NGO comprised of members who join to further their mutual interest.  Examples include youth groups, women’s associations, and credit circles.4

Code of Conduct: A public document outlining the minimum standards of operation of an NGO.

Constituency: The group of people an elected official represents.Contingency: A category in your budget, representing 5% of the total, and designated to pay for expenses related to unexpected developments during the course of your project.

Core Message: The basic information your media awareness campaign wants to disseminate. It includes the situation about which you want to raise awareness, the solution you are 

advocating, and a public action people can take to alleviate the problem.Cost-effective: Using the least amount of money necessary to successfully complete the project. 

CSO: A civil society organization includes NGOs concerned with advocacy, research, humanitarian assistance, or other development issues.

Cumulative Costs: Costs accumulated over a period of time specified in the budget. Deficit: When expenditures exceed income. 

Dissolution: The process whereby the Board of Directors dissolves the organization.  After dissolution, the organization no longer exists. 

Donors: Government agencies, corporations, private foundations, individuals, international donors, religious institutions, NGOs, and other organizations that offer grants, contracts, and funds to NGOs to cover expenses related to their projects and general operation.  NGOs that receive grants from the government maintain their independence from the government and remain non-governmental organizations.

Evaluation: The process of determining the strengths and weaknesses of your project after the project has been completed.

Executive Summary: See Abstract.Expenditures: The amount of money your organization is spending within a specific period of time.
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Focus Group: A sample of individuals brought together so that the NGO can ask questions and lead discussions about certain issues for a proposed program in order to gain input and understanding about the individuals' thoughts and concerns about a given topic.

Goal: The concrete means by which an organization hopes to achieve its mission.Grant: An amount of money received from a donor that is earmarked for a program during a specific period of time.

Grant Proposal: A document that describes the issue or need your program aims to address; the specific characteristics of your program, including a detailed budget; and background on your organization.

Grassroots: See CBO.Human Resources: Your organization's staff and volunteers.5Indicator: A specific and calculable value to measure your progress both quantitatively and qualitatively.

INGO: An international NGO.In-Kind Donation: A non-financial donation, including specialized services, expert advice, or equipment.

Itemized: Broken into specific categories, detailed, and specific expenses.  An itemized budget should include every single item your organization will spend money on.

Letter of Inquiry: An expanded abstract or executive summary that is usually two pages long.  Some donors may request a letter of inquiry instead of a full grant proposal.  

Liabilities: The amount of money your organization owes.Mandate: A direction for action from an authoritative body to a specific NGO.  The mandate is similar to the mission but more general in scope.

Mission: Describes in a few brief and clear sentences how your organization's vision will be realized. Your mission statement serves as the guide for your NGO’s future actions and 

decisions and succinctly explains to potential donors and members the focus of your NGO.Monitoring: The process of developing indicators and periodically recording your progress during your project.

Narrative Report: A brief description of the progress of a project that concentrates on information required by the donor.6  The narrative report can be submitted to the donor after the completion of the project and is usually accompanied by a financial report.

Needs Assessment: An action whereby an NGO determines and prioritizes the needs of its beneficiaries.  A needs assessment informs an NGO of the current status and relative 
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priorities of reconstruction and rehabilitation needs in each sector, focusing on the most 

urgent requirements.7Negotiation: A process where two or more parties work to resolve an issue, whether it be a dispute, a debate about a particular course of action, or a bargain over resources.

Networking: Establishing and maintaining relationships with professionals in your industry. NGO: A private organization that pursues activities related to the provision of basic social services, community development, or advocacy for a social, political, environmental, or 

economic cause.8 Objective: A specific step your organization plans to take in order to achieve its goals.Opinion Editorial ("Op-Ed"): A written document that takes a strong stance on an issue to promote awareness of your organization and its core message. 

Press Release: A document your organization prepares about a specific program, development, event, or issue.  It answers six basic questions: who, what, where, when, why, and how.  Press releases are sent to journalists and other media professionals to encourage them to write about your message.  

Program: An activity with a purpose, a clearly developed plan, a budget, and a team to implement it within a specific timeline.9 

Project Cycle: A project has a cycle that includes the following stages: preparation, project planning, and execution.10

Public Service Announcement: A radio or television segment aired between programs (similar to a commercial) that allows you to address issues of general public concern. Reporting: Reports periodically inform your donor about the progress of your project. Revenue: The amount of money coming into your organization within a specific time period.Statute: The governing document and laws of your organization.  See By-Laws.

Strategic Planning:  The process of assessing the need and demand for specific services among the organization's beneficiaries.  It enables an organization to adapt effectively to the evolving needs of its beneficiaries.11 

Supplementary materials: See Annex.  Surplus: When income exceeds expenditures.  Statute: The governing document and laws of your organization.  See By-Laws.Sustainability: The ability of your project to continue after the grant money has been spent. VIII


Transparency: The quality of an NGO being open and public about its actions and 

motivations. 

Vision: A statement that describes the kind of society you want to live in, and that is founded on your NGO’s values.12 
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