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The three P's cf grant writing:

Patienee
Persistenee
Profanity

Fassion is the lcey!
Questicns you need to ask:
1. Whose grant is it?
2. How wiil you rneettheir mission?
3. What will your approachbe?
4. How i.vill you managethe grants?(i.e. 4 year federal larv).
5. {s there a Motion of Intent? MOI
Rememberothe confused mind $ay$"NOo'
1. Be clear and succinct.
2. Don't usejargon, vague or negative languageor rambling staternents.
Assemble a team"
i. Vary your selectionof people...you needright brain and left brain dorninate
folks.
2" Frcmote a solutionto a problenn.
3. Don't hangon to "yeur" baby.
The strntegy $f Opglosites
1. Createa line in which you're the only one standing-the strategyof opposites.
2. Reactivevs proactive.
3. The three-leggedstool
a. corcmunity
b. funding source
c. yOur agency
A good proposa{ wcceeds by canvincing the grsntor you cut?help soh,e c comrnunifii
issrre.

\ffhat are Foarndationslooking for?
1. Compatibilitywith their interests
2. A well-rnanagedorganization.
3. A traekreeord.
4. Freshideasand solutions.
5. Tangibteoutcomes.
6. Projectcontinuationplans.
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Anatornyof a GrantFroposal

eover Letter
Title Page
Table of Cordents
Exesutive Summary
Introductinn
b{esd Statement
€ Goais and Oirjeetives
Methodology
Evaiuation
s F-utrireFundins
a Budget
a APPenCix

Cover tetter
Furpose: The cover letter is important becauseit intrcduces your organizationto the
prospectivefunding sourceand is usually read first.
Tip: Always addressthe cover letter to an individuai. Impersonalgreetings such as
"Dear Sir" will distanceyou. Establish a personalrelationshipwith the granting agency.
R.ecommendedLength: One page.
What to Inelude:
c
*
"
c
o
o

Funding agencyrepresentative'sname,title and address.
A brief overview of your organizationand its purpose.
The reasonfor your funding request.
Title of your proposal.
Dollar amount of request.
Name, title and phone number of your organization'sgrant coordinator.

NOTES:

Title Fage
What to {nclude:
c
o
*
e
o

Your proposal's title and sub-title {if any).
Name of your organization.
The name of the prospectivefunding source.
The requestfor proposal(RFF) name and number, if applicable.
The proposal'ssubmissiondate.

l{t}TE: Somegrant prograins,usually federal, will specify a title page format for you to
follow. If provided by the funding agenoy,be sure to Lrseit. AIso, review font types and
regurgitate their verbiage.
Tips:
e
e
*
e
"

A good title, like a good logo, createsan irnpression.
Make it shon and sweet.
Capture the "essence"of your proposalin the title.
Emphasizeoutcomescr benefits rather than needsor astivlties.
Don't try to be cute-they may not take your proposal seriously.

NOTES:

Table of Contemts
Notes;
a The sectionsin your table of contentsshould be listed in the order they appear,
with pagenumbersindicating where in the documentthey can be located.
c tay the table of contentsout so it takes up one full page.
o Not every grant propCIsalrequires a table cf contents.Include a table of contentsif
]"our proposalhas five or more pages.

NOTES:

ExecutiveSurnmary
{AIsocalledthe Abstract or Narrative}
Purpose: The Executive Summaryreprcsentsyour best shot at capturing the reviewer's
imagination and interest. This section should provide the framework from which your
whole project can be visuaiized.The rest of your proposalservesto arnplify this visicn
Your challenge is to summarizethe entire proposal in a few short sentences.
Recomrnend Lengtiu One page.
What to fnclude;
e
c
a
o

Your organization's narne,histary, purposeand aetivities. Emphasizing your
capacity to carry out the proposal,(one paragraph).
The need: a description the needyour organization has recognizedand is prepared
to address"(one or two paragraphs).
The solution: what will take place, how many people will benefit, hcw and r,vhere
it will operate,for how trong,and who will staffit, (cne paragraph).
Funding requkements: an explanationof the amount of project grant money
neededand what your plans are for future funding, (one paragraph).

NOTES:

{ntrCIduetion
Purpose: Introducesyour organization and qualification for funding to the prospective
grantor. AIso servesto establishyour credibility. Programsand accomplishmentsare
examinedin the context of how you are currently addressingthe needsof your
to the funding agency
community. The Introduction is your opportunity to dennanstrate
that you have the meansas well as th* creative ability to soive the community needthat
your proposaladdresses.
RecommendedLength: One or two pages.
The Introductiocl...
* Clearly establisheswhc is applying for funds.
o Briefly addressesthe rationale for funding request.
e Describesyour organization's purpcsesand long-raflgegoals.
* Describesyour organization's current progremsand astivities.
o Describesyour customersor eonstituents.
s Providesevidenceof your accomplishments.
r Establishesqualifications in the areafor which funds are being sought.
o Describesqualificationsof,key staffmembers.
s Leads logically to the Need Statement.
Tip: Novice grant writers often use this sectianto focus on their own needsfar funds.
You can use this section more effectively by iinking your project with the grantor's
priorities and values. Try this test" Count the "you's" after you've r*ritten this section.
There shouldbe twice as mafiy as there are "mg's."

NOTES:

The Need Statement
(Also called the Froblem Statement)
presents
factsandevidEnce
to supparttheneedfor the
Furpose:TheNeedStatement
project you are proposing.It establishesyorrr organizationas the best candidateto
addressthe need. Your supportingmaterialsfor this sectionroay corne from authorities in
the field as well as from yCIurown organization's experience.Your goai is to be succinct
and persuasive.Assembleall your argunxentsand presentthem in a cogent,wellcrganized manner.
Recornmend Length: two to three pages.
The Need Statement
o Describesthe populationto be served.
e Defines the community problem to be addressed.
c Is relatedto ttre purposesand goals of your crganization.
o Describesa need that is about the samesize as the solution.
e Is supportedby both qualitative and quantitative materials.
e Is statedin terms of the grantor's (not applicant's)needs.
o Is not presentedas the lack ofa prograrn (circular reascning).
c Does not make any unsupportedassumptions.
r Isjargon-free.
c Describesthe situation in both factual and human interestterrns.
Tip: Rememberit's a three-leggedstool. Agenciessometimesfocus on their own needs
while overiaoking the needsof the community and the funding agency.Make sure your
Need Statementreflects a clear plan for helping ali three suceeed.

NOTES:

Goalsand Objectives
Furp*se: Your goal is the end to which your objectivesare direeted and the outcomeof
your project is measuredby your objectives. So, when funding agenciesapprove projects,
they are literally "buying" the objectives. That's why our objectives needto be concrete,
specificand achievable.
Fonrnat: List ycur specific objectives in order of irnportance,A good otrjective
emphasizeswhat will be done and when it will be don*.
Recos$r**ndedLength: cne page.
Guidelines:
a Include at least one objeetive for eachneertrcornrnittedto in the Need Statement.
e Avoid confusing objectives (what and when) with methods(hcw and why)
e Describe the population that will trenefit from the project"
s Statethe time frame that the objectiveswill be acc.cmplished
within.
c Make your objectives specific and rneasurable.
Goals vs Objectives" Goals are long-term; objectives are short term. Goals are general,
objectives are specific. Your goals should complementthe mission of the funding source,
and 1'ourobjectives should help move the funding sourcetoward that mission.

NOTES:

Nlethodology
Purpase: This section shows your how and when yau will meet your proposal's goals
and objectives. It will help the grant reviewer clearly visualize how your project will
come together. It also demonstratesthat you've plannedthe project thoroughly and r.vill
add credibility to your prCIposalin the eyes of the review-er.
ReeornrnendedLength: one page.
The Methodology Seetion:
a Clearly deseribesthe praject's activities and provides a tirneline for them.
a Statesreasonsfor the selectionof activities.
. Describesthe sequenceof activities.
o Describesstaffrng for ths project.
o ldentifies the target group.
o Lists any innovativetechniquesor strategiesto be employed.
Tip: If you have di{fieulty writing this section,just pretenda check for the full arnount of
your grant requesteamein today's mail. What's the first thing you'll do af,terdepositing
the money? Hire additional staff Order equipment?What will you do nex? Just keep
asking and answeringthe'"what's next?" ryrestionand you'll lead yourself step-by-step
through the rnethodclogy section.

N$T'fiS:

Evaluation
Purpose: Evaluations pinpoint what is really happening(or has happened)in your
projected (i.e. quarterly reports).
RecornmendedLength: one page.
How ts Evaluate:
o Jdenti& what will be evaluated.trf you have written rneasurableobjectives,then
you alreadyknor.vwhat to evaluate.
e Determine the methodsyou will use to evaluateeachobjectiv*. Describe the
information you will need and how you proposeto collect it.
the analysis you plan to make, then carry out your evaluation by collecting
" Clarify
and interpreting the data requirad for eachobjective.
the data, indicating how it will be used for program improvements.
" Summarize
Tip: Tools for strengtheningyour Evaluation Sectioninclude: examplesof surveys,
questionnaires,data coliection instrumentsand data analysisforms.

I{OTES:

Future Funding
(Also calledContinuationFlan)
Purpose: This seetiondescribesthe plan for your project's continuation beyond the grant
and/or the availability of other resourcesneededto carry out the grant.If your proposal is
for equipment or capital requests.demonstratehcw the ongoing cost of operationswill be
rnet. What the grantor really w-antsto seeis that you have a long-term vision and funding
plan for the project.
This Section Should
o Presenta specificplan to obtain funding if the projeetis to be continued.
e Describe hcw maintenanceand other project costswill be eovered.
e Describe how other funding will be obtained, if necessary,to impiement the grant
e Include a listing of,other funders you have approached,showing the name of
grantor, date of request,amor"tntof requestand current status.
o Show minimal reliance on future grant support.
e Be accompaniedby letter of eammitment (if necessary).
o Do not indicate that the applicant will approachthe funder for additional grant
money.

NCITES:

Sudget
Purpose: A project budget is more than a statementof proposedexpenditures,it is an
alternateway of expressingyour project. Grant reviewerswill lcok at your budget to see
how well it fits your proposedactivities. trncompletebudgetsare a reflection of sloppy
preparation.{nflated budgets are signalsof waste.Budgets that are too low' cast doubt on
your planning ability. In effeet, your budget is as much a credibiiity statementas your
Executive Surnmary.
Length: one page.
Reeornrnemded
The Eudget Should
e Teii the sarnestory as the Executive Summaryin financial terms.
o Relate line items to project objectives"
e {nclude project coststhat will be incun'ed at the time the project is irnplemented.
s Contain no unexplained amountsin contingencyeategories.
e Include all items askedof the funding source.
e Include all items to be paid for by other sources.
a Inelude all volunteers.
e Inelueieall consultants.
* Show componentsof your fringe benefits: FICAi health, life, retirernent,etc.
e Separatelydetail all non-personnelcosts.
e Include separatecolumnsfor listing ali donatedservices.
o Inciude ind.irectcosts where appropriate.
E Be sufficient to perfiormthe activities describedin the Exeeutive Sun"lmary.

Tips: Rememberto include statetax on projectedpurchasesand any installationfees.
Occasionally,th*re may be feesfor licenseor permits.

I{STES.

Appendix
Purpose: The appendix is a referencetool that containsinformation relevant to the
proposal which is not included elsewhere.
Format: The appendix may be stapledtogettrerseparatelyfrom the rest of the proposal to
make the information easierto find. The appendix may also have its own table of
contents.
Appropri*te iterns for the Appendix:
* Resumesof key personnel.
c Letters of endorsernent.
e Letters of commitment.
o Publisity.
o Tables, graphs,charts, statistics.
c Other funding soi.lrces.
o Board rnernbers,donors, supporters.
s Financial staternents,annualreports, verification of tax $tatus.

NOTES:
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