Grantwriting Workshop (Professional Development Workshop, October 4, 2002)

Shalin Hai-Jew


A grant is a monetary award given by a funder for specific purposes.  An in-house grant is used within an organization for the rational distribution of funds for particular purposes.  An outside grant brings in moneys from an off-campus funding agency in pursuit of mutual goals and ambitions. The types of funding may fall into the following general categories.  

OPERATING:  This involves funds used to cover the running of programs.
· Operating funds (or general support),

· Technical assistance, 

· Research, 

· Professional consultation,

· Staff salaries, 

· Conferences and seminars, 

SPECIAL PROJECTS:  This deals with moneys for starting a new program or undertaking a project with a restricted time frame.  Special projects often follow certain themes.
· Seed money (for pilot programs) 

· Ongoing or new program work, 

CAPITAL/EQUIPMENT:  This aspect of fund-raising deals with "funds for construction, remodeling and renovation, building expansion, and the purchase of land or equipment."
· Building renovation or a new building, 

· Purchase of supplies and equipment,

ENDOWMENTS:  This type of support comes as part of a gift in which the principal of the endowment is held as a long-term investment for the organization with the interest income used for operating needs.
· Indirect costs 

· Fellowships or endowments for student tuition or professorial chairs, 
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Common Myths of Grant Writing

1) The first thing to do when one wants a grant is to write a proposal.  (Reality:  80% of the time spent on preparing a grant application is to plan and line up the main players.  Only 20% of the time is spent writing.)  

2) A grant is awarded based on the quality of the writing in a proposal.  (Reality:  The quality of the dialogue between the granting agency and the grant applicant matters.  It’s in the relationship and the potential for a win-win setup, not the literary qualities of the application.)  Rather, grants are mutually beneficial “rational deals” between two entities.  

3) Obtaining a grant entails giving over power to the granting agency.   (Reality:  The full work and directing of projects continues with the existing staff. However, an institution does have certain legal and ethical requirements in terms of fulfilling reporting and other responsibilities to the granting agency.)  

Criteria For Exiting From A Grant Effort:

Timing

· If the granting agency has deadlines that are too close for the institution, the funds should not be pursued.  

· If the organization has a one-time need, it should not pursue a multi-year grant.  It would not likely be funded anyway, in that situation.  

· If the budget period of the funding doesn’t suit the institution’s own budget cycle and it would be too difficult to make the adjustment, the application should not be made.  

Eligibility

· If the institution or the program lack even one basic pre-requisite, that will basically put that school and program out of the running.  Further pursuit will not likely end well.  

Staffing

· If political buy-in and enthusiasm cannot be achieved, a grant effort may well be divisive and ineffectual.  It takes much focused effort and cooperation to bring together a grant proposal (and then to follow through once the money has been granted).  

· If the main supporters of the project will not be likely around by the time the grant decision is made, an application should not be submitted.  

Investment

· If the work needed to create the grant application and follow through (if it is awarded) will demand excessive time, cost, personnel hours or other work, the grant effort should be abandoned.  Much lead-time and effort will be needed to make things happen.  

Application Quality

· If the school’s team cannot put together a competitive grant application, it should not pursue the funding; otherwise, the school will only have succeeded in harming its own reputation.  

Priorities

· If the funding grantor has a very different set of values, principles, ambitions or political stances, the educational institution should not pursue funds from that organization.  A clash in values or styles will likely harm the program.   

Different Types of Foundations

by Jane Pryor, Former Director, Clover Park Technical College Foundation
Independent Foundations:  Comprising the largest segment of the private foundation universe, independent foundations are generally endowed by an individual or a family. Typically, independent foundations have broad charters but limit their giving to a few fields, sometimes changing their funding focus as societal needs shift. Example: Bullitt Foundation, Cheney Foundation.

Corporate Foundations:  Although indistinguishable in the tax code from independent private foundations, corporate (or “company-sponsored”), foundations are created and funded by companies in order to make grants and accomplish other philanthropic goals through a separate entity. Often, corporate foundations are not endowed (or hold a relatively small amount of assets) and make grants based on funds received annually from the company.

Example: Dayton Hudson Foundation, parent company of Target and Mervyn’s stores, US West Foundation.

Corporate Giving Programs:  Companies give directly from their earnings through the corporate giving program. The funds are under full control of the corporation, and giving staff often have corporate responsibilities in addition to their grantmaking duties. Example: Puget Sound Power & Light Company, Shearson and Lehman Brothers.

Private Operating Foundation: Established to operate research, social welfare or other charitable programs, operating foundations are endowed, private foundations. They may make some grants, but the majority of funds support their own programs. Example: Clover Park Technical College Foundation.

Community Foundations: Dedicated to a specific community or region, community foundations receive their funds from a variety of different donors. Their grantmaking activities are administered by a governing body or distribution committee representative of community interests. Classified as “public charities” by the Internal Revenue Service, they are required to meet a “public support test” each year, meaning that they raise a portion of their total revenues from the public. Example: Greater Tacoma Community Foundation, Seattle Community Foundation.

Public Foundations: Also public charities, these foundations annually raise the funds they distribute to causes or charities. A growing phenomena in recent years, they are often hailed as a prototype of future philanthropy.  Example: United Way.
Name of Grant



Funding Agency

Contact persons (and positions)

List of officers or board of directors

Appropriate funding category

Restrictions and Criteria for Funding

Preferred Method of Initial Contact

Relevant Deadlines 

Average Amount of Award 

Recommendation for Pursuit of the Grant


Schedules:  


Planning to pursue a grant means setting up a timeline culminating in the date of the grant’s official submission.  A timeline could include the following elements.  
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The length of time needed for each element would need to be defined in detail, depending on the unique circumstances of the program and institution.  Political realities have to be taken into account as well—in terms of where support can be expected.  

Backing up Assertions:  Part of successful grant pursuits involves the maintaining of records, both official and unofficial.  Official records and documentation include the actual written and illustrative segments of a grant application, surveys, research studies, formal letters, relevant photographs, bank statements, progress reports, Powerpoint presentations, and statistical tables.  Unofficial records include meeting minutes, memos, interview and meeting transcripts, and emails.  

· Records provide an electronic “paper trail” of decision-making and accomplishments.  

· They help back up assertions made in a grant application.  

· For the program internally, such documentation provides greater ease of applying for future grants.  

· Records provide a blueprint for those carrying out the grant, if awarded.  


Types of Files:  Having both paper and electronic forms of all files aids ease of access.  Paper files may be more portable and easy for quick reference for traditional offices.  The electronic versions make it easier to flow text and information into other applications.  It also makes it easier to exchange files electronically via email (vs. fax for the paper versions).  


For electronic files, you need to maintain a database of related information. This means that your naming protocols and dating methodologies should be unified.  A centralized information-gathering and documentation approach should be set up for easy storage and retrieval/access of information.  

Information Collection:

Preexisting Information in Archives:  This work entails going through existing records, making copies of them, and labeling them based on relative importance.  

Preexisting but Undocumented Information:  This involves interviewing those with special knowledge or hosting focus groups and discussions to gather information.  Emails may be solicited.  

Non-existent Information:  This often proves to be the most work-intensive.  This entails identifying those who may have necessary information and then setting up a structure to solicit and gather their knowledge.  This may include hosting a brainstorming session, a professional getaway, focus group, or some other ways.  A Web survey may be set up and sent out by broadcast emails.  If an official survey needs to be done, that should be written professionally (and in an unbiased and fair way) and collected professionally.  

Philosophical Approaches:

1) More is Better than Less:  More information is better than less.  The more knowledge and expertise that is put into the grant application, the better informed and grounded it will be.  Excess information may always be deleted, but having gaps in information and support would be harmful to the grant application’s competitiveness.  While more content means harder work sifting through for the relevant pieces, that extra work will show in a more well-rounded application. 

2) Wide-ranging Feedback:  Get feedback from various stakeholders.  The more perspectives that are brought to the table early on, the better. This not only helps in terms of garnering buy-in from campus personnel, but it helps in foreseeing poor planning or other challenges to the project.  

3) Other Applications:  The work done on one grant application can mean greater expertise, professional connections, and collected information for other pursuits.  

Useful Documents to Have on Hand:  


If an effort will be made for applying for grant moneys, certain documents need to be collected to prove particular assertions.  Some useful documents to have on hand include the following:

· Organizational budget (vs. the special proposed project budget) 

· Financial statement 

· Tax exemption letters for the non-profit status

· Employer identification number or reporting number (9 digits and from the Internal Revenue Services--IRS) 

· Resumes of the project staff

· A list of the members of the board of trustees

· Annual report

· Organizational chart

· Organization brochures

· Publicity about the organization:  news articles, videotapes

· Letters of support (particularly from those organizations that will be directly impacted by the program, any constituencies that would be impacted—such as students, administrators, faculty, staff, community members and others)

Characteristics of Successful Grant Applications:  

· Design a grant application around problem-solving.  At heart, grant funds are released to address particular problems with rational, practical solutions.  The focus throughout grant planning and writing should be in how to solve the stated problem with the expertise and resources of both the program (and institution of higher education) and the granting agency’s fiscal (and other) resources.  

· Match goals.  Successful grant applications benefit both the funding recipient and the granting agency.  The goals or broad ambitions of both must be achieved with the grant work. The match between the two entities is a pre-requisite for the funding of the project. One way to express this is that the grant focus and the proposed program focus should overlap—as in a Venn diagram in which the overlapping circles’ area is the grant proposal.  



n addition, many organizations will make sure that whatever headings are used 


by the funding agency are also used by the applying organization—to ensure that 


the message of the clear match has been conveyed.  

· Proactive research, analysis and self-knowledge underlie successful grant applications.  The research covers available sources of funding.  This may entail signing up on grants listservs, getting on mailing lists for Requests for Proposals (RFPs*), checking the Federal Register for federal grants, reading various sources of information on Web sites and newsletters, searching various databases for such opportunities, and being connected to others by word-of-mouth.  Pursuing one funding source without paying attention to others would limit possibilities. *  RFPs and Request for Tender (RFTs) are often used for large service contracts.  Smaller ones are advertised usually as a Request for Bid (RF) or Request for Quotation (RFQ).  Analysis addresses the “fit” between the grant requirements and the institution.  Because of the amount of investment that an institution of higher education must put in for applying for and overseeing grants, the educational institution must be selective in the pursuit of moneys.  Self-knowledge (and self-direction) aids in the representing of the institution in the grant application and in establishing the mutual goals of the funding agency and educational institution.  Note that the gathering and analysis of grant information should be done regularly and aggressively—in order to maximize the opportunities.  

· Support all assertions.  Every assertion must be objectively documented.  For example, to make assertions about local demographics, various government census sites and offices might be accessed for that data. Apply Toulmin logic, so that every claim has warrants and backing to support it.   The more timely measures (statistics, surveys, studies, interviews, observations) that may be used, the better.  For example, if there is an assertion of a need for a new program, there must be evidence of that need (e.g. documented in terms of waiting lists, surveys, enrollment data, and other objective documents). Claims supported by objective facts lead to credibility.  

· Write complete narrative sections. These would include the following:  

Abstract

Introduction

Statement of Problem/Need

Goals and Objectives

Plan of Operation/Project Plan

Quality of Key Personnel

Adequacy of Resources/Institutionalization

Budget and Cost Effectiveness

Evaluation Plan

Dissemination of Results

Appendices

· Study successful applications.  Funded proposals should be studied for optimal approaches, writing style, types of documentation, creativity of standout ideas, and other elements.  

· Figure out what grant reviewers want.  Review opportunities will help in forming the sensibilities needed to create a competitive grant application.  

· Human connections often help smooth the way to getting grant moneys. These contacts could include project discussions with the funding agency, interactions with former grant recipients, and other connections as a way to understand better what would make for a grant application match.  Learn as much as possible about the funding agency, those who will read the application, the review process, the factors to emphasize and those to de-emphasize or omit altogether.  Contact the personnel responsible for successful grants.  Get to the inside track based on the expertise of insiders.  Understand the RFPs through a thorough reading. Read through the guidelines, application materials, funding priorities, current funding levels and anticipated number of new awards, the number of applications received vs. those funded, the average grant award (the lowest to the highest, and the average amount), prior institutions funded, and sample successful grant applications.  How close is the fit between the funding organization and the educational institution?  Are the goals of the grant similar to those of the program and school?  Do the grant funding timelines mesh with the school’s (program’s) development cycles? Make sure that there’s a similar vision for the population to be served.  
· Create a flowchart to understand how the grant process will work with a particular agency. Make sure that all relevant dates have been marked.  If there are withdrawals, returns, declinations, reconsiderations or resubmissions, what happens?  For continuing grants, how should these be handled?  What if additional support is needed?  How can proposals be renewed?  How will supplemental funding be handled? What if a deadline extension is needed? Examine the various contingencies, and plot these out in a flow chart. Make sure that all members understand the process and that each member knows his/her role as part of the larger effort.  
· Eligibility Criteria:  Make sure that the organization’s eligibility criteria fit with your school’s. Eligibility criteria include such issues as non-profit 501(c)(3) status; having a volunteer board of directions; financial stability; the employment of ethical methods of solicitation of funds and publicity; the use of a detailed budget for operations; efficiency in fiscal matters, geographic target location; the student demographics, and/or other requirements.  If there are financial requirements, such as in-kind contributions or cash matches, that all such requirements may be practically met.  Other requirements could include minimum staff ones, basic facilities, pre-existing equipment, and others. Compliance with all basic requirements will be critical to the success of the project.  No extraneous materials (videos, reports, brochures) should be sent in if these are expressly not accepted by the funding agency.  Additional materials may be cause for non-review of the entire grant application.  
· Conduct an internal audit.  Find out if there is enough internal staff passion and commitment to the project. Without that impetus, the hard work needed for a successful grant application and follow-through will be absent. Can the staff plan the grant (80% effort) well before the writing (20% effort)?  Usually, 6-12 months of time before a grant is due, a college needs to be hard at work putting together a plan.  Is there enough time and energy to create a quality project?  Are there enough staff and personnel to actualize the grant’s ambitions?  Is there enough political buy-in and consensus to support this effort?  Will the effort be a quality effort—because anything less would not be worth pursuing (as poor grant applications can harm a college’s reputation).Does the project have some compelling motivation or focus or vision—to help it stand out from the other applications?
· Decide if partners will be brought on.  Sometimes, partnerships increase the chances of a grant being funded—because of the expertise, the synergy, the combined reputations, and the creative fusion that can occur with such collaborations. However, the downside of such collaborations could include frictions, internal competition, miscommunications, and other challenges. If partnering is the way to go in the particular situation, be sure that clear written agreements are arrived at at each step. Have a clear administrative hierarchy and consensus-based decision-making.  Regular scheduled communications should ensure smoother interactions.  
· Choose a project name that is representative of the work and the ambitions of the program but also is catchy, simple and memorable.  Avoid acronyms that might be offensive.  
· Respect deadlines.  Many elements are needed for a successful grant application.  If any part is missing, a whole applicant may be rendered null and void.  All deadlines need to be observed.  Given the strict requirements for grant submissions, be sure to have an accurate calendar on which every relevant piece may be submitted.  If others need to do certain parts, have an accountability system that will ensure compliance by necessary deadlines.  
· Make sure that the money is sufficient.  There’s no victory in getting a grant funded that is insufficient for the necessary work.  Going back for additional funding may be difficult or impossible—depending on the granting agency.  
· Think long term.  What will the long-term repercussions be of this project?  Can this effort be replicated and sustained?  Will general budget funds be invested to maintain this effort?  
· Develop a doable plan—with a list of tasks linked to a reasonable timeline and effective staff members.  The more practical and useful a plan, the easier it is to actualize a project.  
· Include an evaluation plan that is a built-in part of the grant application from the beginning. An evaluation should not be tacked on as an afterthought but an integrated part of the entire project.  
· Revise and edit. Get feedback from a variety of sources.  Listen to sound advice about areas that need improvement.  A grant is a collaborative work, and its success or failure reflects on the institution.  This means that the responsibility should be shared.  However, make sure to have one writer who ensures consistency and quality.  
· Proofread.  Double-check for budget consistency and correctness; grammar, syntax and spelling errors; report layout inconsistencies, and other elements that would reflect poorly on the school’s professionalism.  Make sure that the table of contents is correct—especially the headings and pagination.  Make sure all the dollar figures mesh, and no internal contradictions exist.  All informational graphics should be accurate.  All acronyms and abbreviations need to be defined fully at the first use.  All lists should have parallel construction.  Avoid passive verbs; use active verbs.  Make sure that word choice is accurate and professional.  
General Don’ts:  
1) Make sure the funding source is a match.  Don’t waste the time of a funding source.  In other words, research a funding source thoroughly through any Web sites, printed information, and such, before making person-to-person contact.  Don’t put off the research work to the funding agency; rather, ask questions that have not been addressed with an existing document or site.  

2) Partner wisely.  Don’t partner up with unknown entities just before a proposal is due.  Work with those who have solid reputations and a track record of success—as well as the emotional savvy to “team” well.  

3) The rejection isn’t personal; the acceptance isn’t personal.  Don’t take a rejection personally. Learn from the weaknesses of prior applications to improve future ones.  Find out why the grant proposal was not accepted.  Acceptance is not a sure guarantee of success.  The real work begins after a grant has been funded.  

Common Reasons Why Proposals Are Declined

by Jane Pryor, Former Director, Clover Park Technical College Foundation

1. Problem hasn’t been documented properly.

2. Problem does not strike reviewer as significant (it failed to “grab” the reader).

3. Prospective client groups have not been involved in planning and determining project goals.

4. Proposal is poorly written, hard to understand.

5. Proposal objectives do not match objectives of the funding source.

6. Proposal budget is not within the range of funding available through the funding agency.

7. Proposal program has not been coordinated with other individuals and organizations working in the same area.

8. Funding source does not know the capabilities of those submitting the proposal.

9. Project objectives are TOO ambitious in scope.

10. Writer did not follow guidelines provided by the funding agency.

11. Insufficient evidence that the project can sustain itself beyond the life of the grant.

12.  Evaluation procedure is inadequate.

Parts of a Grant


The parts of a grant include the following:

Cover or “Transmittal” Letter:  This briefly describes the proposal, is written on letter head, gives a contact name and "humanizes" the application with some additional information.
Summary:  This briefly provides an overview to the grant like an "abstract" to a paper.  (This is usually written last.)
Executive Summary:  


An executive summary is a critical part of a report that provides a brief overview of the report’s main points—for executive review and perusal.  Most administrators or executives do not peruse the fine print; rather, they prefer to get the larger perspective and to get a summary view.  The executive summary must provide this perspective with enough critical information to answer all basic questions but without over-burdening this segment of the report.  


This section is usually 1-4 pages long (several hundred words). This segment summarizes all the main points from all the sections of the grant application or project proposal.  


It includes the following basic information:  

The context for the report (what the grant application entails, why it was written) 

· A brief history of the institution and program (its mission, founding date, major programs, main demographics, professional connections, employees, financial health, professional management, credibility, and community support) 

· The need or rationale for the grant application (the financial and programmatic rationale for the application—with acknowledgement of the values put forth by the granting agency) 

· Potential constituents (all the members who will work with and contribute to actualizing the grant—whether they’re central or peripheral supporters) 

· A description of the proposed project (the contribution that the project will make in improving on the status quo, the project’s goals and objectives, the proposed activities, why this plan is cost-effective, expect3ed immediate and long-term results, distinctive features of the project, expected contribution to knowledge in the field, the connection of the project to the educational institution’s overall strategic plan and programs, and evidence of the project’s professional value) 

· The prospective beneficiaries (the various people and groups who will benefit from the grant)
Introduction:  This describes the applicant organization's history, qualifications for achieving certain stated goals (usually in line with the stated grant objectives), and establishes its credibility to carry the project/ work/ daily operations through (if funded).
Need Statement:  This documents the needs or demands to be met by the proposed funding.  This may deal with daily operations, or it may address a special project.  The needs statement should clearly relate to the mission and strategic plan of the institution (and in part, that of the granting agency).  It should be supportable by objective evidence.  The dimensions of the project should be reasonable and practical, and the problem should be stated in terms of the needs of students (vs. those of the institution).  All those who would benefit from the proposal should be listed.  
Objectives:  This states exact, utilitarian, measurable and time-phased outcomes or results.  Underlying these objectives is a social value, some benefit or payoff provided to the community through the project or actions of the organization.
Methods:  This describes the strategies, programs, activities and actions to achieve the desired results.  This shows the practical approach of how ideas are translated into actions with projected (positive and measurable) results.  These must be not only logical but doable (practicable) and supportable by the past research in this subject.
Evaluation:  This describes a strategy for deciding how well the methods are followed and the objectives are met.  


Why are Evaluations Useful all Around?  Evaluations are beneficial to the grant applicant because it strengthens the proposal in the eyes of grant reviewers.  Measurable results show the organization’s focus and in-depth understanding of the issues.  It also shows a determination to improve the situation in a measurable way.  Another pro is that evaluations provide formative measures and indicators for both successes and failures.  The institution or program will also be able to prove its efficacy.  Evaluations show how the inputs of resources to the program are methodically used (via throughputs) for certain outputs (direct and immediate results)  for ultimate outcomes (effects on the students’ lives and societal needs) and ultimate long-term impacts (long-term outcomes on society).  

This must clearly describe who will be evaluated and how (if applicable) ; what will be measured; methods of data collection; any testing instruments used; who will do the evaluation; the frequency of the evaluations; and how these evaluations will benefit the program.  


Common methods of evaluation include a variety of methods—formalized observations, interviews, focus groups, outsider evaluations, and others.  

(This provides a way for the grant which is a "paper ideal" to be tested as it is translated into action upon funding.)  


Questions to Ask for Evaluation:  Authors Jim Burke and Carol Ann Prater suggest a list of questions to ask for the development of formative evaluation tools:

· Who will be evaluated?  (e.g. stakeholders, staff, products, process)

· What are the proposal goals and objectives?  (e.g. increase participation, improve reading skills, improve ease of use)

· What should be evaluated?  (e.g. instructor’s success, program’s effectiveness, change in behavior, students’ performance)

· What data should be collected?  (e.g. frequency, amount, speed)

· Who will be responsible for making the evaluation decisions regarding collection, interpretation, dissemination, design, and subsequent revisions of the evaluation plan?

· What tools will yield the most credible information with the greatest efficiency and reliability?  (e.g. tests, field notes, databases, video and audio recordings, observations portfolios, surveys, interviews, focus groups)

· How and when will you obtain the necessary information?  (e.g. weekly or daily, at the beginning of the period or at the end, in groups or individually)

· How revisable is your project, your instructional method, your product, the environment in which the program is implemented?

· Why are you evaluating this proposal at this particular time?  (e.g. to determine status, to measure progress, to establish routine for subsequent [and more consequential] evaluations, to maintain accountability [of participants, staff, other stakeholders])  (Burke and Prater 94-95) 

Burke, Jim and Carol Ann Prater.  I’ll Grant You That:  A Step-by-Step Guide to Finding 


Funds, Designing Winning Projects, and Writing Powerful Grant Proposals.  

Assessment Methods:


Assessment methods may be quantitative or statistical, something which comes out with a numerical result.  Quantitative measures are used to test the efficacy of a program.  Or, assessments might be qualitative as through open-ended questions.  These assessments may include quotations and other responses gathered from those surveyed.  Many evaluations combine both types of responses.  

· Standardized exams to show student progress and performance

· Locally-developed examinations

· Oral examinations

· Performance appraisals (overt demonstration of acquired skills) 

· Simulations

· Surveys/questionnaires

· Exit interviews, other interviews

· Focus groups

· External examiner (with expertise in a similar program at another institution)

· Behavioral observations  (e.g. of a classroom with the help of audio and video recording equipment) 

· Archival data (aggregated student information, used in comparison with other institutions for benchmarking) 

· Student portfolios

Evaluation standards need to address the following measures, according to Bev Browning (168-169):  

1) Utility standards—how to evaluate the information needs of the “project’s participants or end-users”

2) Feasibility standards—how to ensure that the evaluation procedures “will be realistic, prudent, diplomatic, and frugal”

3) Proprietary standards—how to show that the evaluations will be conducted “legally, ethically, and with due regard for the welfare of those involved in the evaluation, as well as the welfare of those affected by its results”

4) Accuracy standards—how to show that the evaluation will “reveal and convey technically adequate information” about the project

Browning, Bev.  Grant Writing for Dummies.  Foster City:  IDG Books Worldwide.  


2001:  168-169.  

Steps to Determining the Grant Project Outcomes:

1. End Product:  Settle on the desired results or end product.  (What are the goals and objectives?  Which target population will be served with the grant work? What are some less-explicit gains?) 

2. Measurement Indicators:  Determine measurement indicators.  (How will you know that you’ve successfully achieved your aims?  What objective and quantifiable measures will be used?)  

3. Performance Standards:  Establish performance standards.  (What quality control measures will be put into place?)

4. Time Frame:  Define the time frame.  (When will this be achieved?  What intermediate steps will be taken?) 

5. Key Personnel:  Define the key personnel who will be actuating the grant work.  (Who are the main players? What roles will they take? What do they have in their background to ensure successful execution?  What is the organizational chart for the grant?  Housekeeping:  Who will handle the budget, the reporting, the documentation of records?) 

6. Related Costs:  Investigate how much the work will cost.  (Is this project cost-effective and efficiently set up?) 

7. Data Collection:  What data will be collected during the grant?  How will it be used during the project to improve programs (formative evaluation)?  How will the collected information be used to summarize accomplishments (summative evaluation or outcomes evaluation)? 

8. Continuation:  Decide the continuation plan.  (How will the work be carried forward? How will the grant work be preserved and built upon?  Will other types of support or programs be brought into play?  Will other financial support be pursued?)  What other projects have successfully attained continued funding?   Build on past successes.  

Future Funding:  This describes how the organization will fund or continue the proposal after the end of the grant period.  Organizations which fund want as much impact for the dollar as possible, and they want to know that the applicant organization is committed to the worthwhile project it is proposing.

Budget:  This details each expense and the general "income summary" of the projected plan.  This may include the program staff salaries and benefits, necessary supplies and equipment, program-related travel or rent, printing costs, and so on.  

Prices used should be at market value at contemporary prices.  There should not be any "grant-padding" or extraneous charges, yet the budget should be as comprehensive as possible with consideration for any possible extenuating circumstance or need.  Foresight is of crucial importance in formulating this.  
Program Overview Elements:  What elements does a program overview entail?  


The main message of a program overview is credibility.  This message may be conveyed through the clear communications of all the following elements:  

· History of the Program

· Track Record Of Innovative Ideas And Achievements

· Personnel—Professional, Well-Educated, Experienced And Creative

· Well-Conceptualized Mission—A Worthy And Achievable Ideal Expressed Through Processes and Actions 

· Fiscal Responsibility in Management—Efficiency 

· The Target Audience for Services, Training, and Support

Language:  This language should be

· Formal (vs. colloquial) 

· Third person point of view (he, she, it, and they—not “I” or “you”) 

· Objective (no opinions or judgments)

· Open and accessible

· Succinct and precise 

Remember that this program overview provides a look at the program.  It should emphasize the program’s efficacy, history, and professionalism.  

Example:  

The Association of Research Libraries has a sophisticated overview of its programs and history at the following URL.  

http://arl.cni.org/arl/arlfacts.html
Statement of Need Elements:  


Main Elements:  A Statement of Need contains the crux of the rationale for funding.  IT must explain the financial situation of the program, the problem or need that the grant funding would address, the various types of funding that the program has pursued and will pursue (and the shortfall or “need” for the new project), the efficient expenditure of funds via this program, and important and measurable outcomes of the project.  


A statement of need should be 

· Related to the stated mission and objectives of the program

· Logical and evidential (supported by proof)

· Practical and doable

· Measurable and quantifiable (objectively observable vs. abstract) 

· Focused on the needs of the target audience (with a “feedback loop” that shows a sensitivity to the wants and needs of this audience)

· Contextualized to the larger community (taking into account competing programs and colleges) 

· Readable and engaging 

· Representative of the long-term and widespread benefits of this proposed program


Every assertion made in the Statement of Need should be supportable by facts and proof.  No logical fallacies should be included.  
Selection of Key Personnel:  

Depending on the scope of the project, the timeline (based on deadlines), the necessary work and such, certain team members need to be brought on board.  

Tasks:  What tasks need to be done for the grant?  How may these tasks best be delivered through various personnel and job positions?  How will the work evolve over time?  

Job Descriptions:  Which professional roles need to be filled in order to deliver the necessary work for the project?  Will these roles change over time? 


Project Director—This person generally leads the project and deals with the personnel for the project.  


Project Manager—This manager generally supports the work done on a day-to-day basis.   


Researcher—A researcher gathers the necessary information for the team.  


Documenter—This person keeps track of the necessary paperwork.  This person also collects the information that is created in the duration of the project.  


Team Members—People are brought on based on their unique expertise.  This may include technology, writing, education, evaluation and other areas of specialty.  


Others

Personalities:  What mix of personalities will work best in bringing a team together to achieve the objectives?    

Professional Criteria:  Make sure that the positions have clearly defined levels of expertise.  

Documentation of Expertise:  Clarify what letters of recommendation, documentation of past job experiences, transcripts, résumés and other items are needed.  

Recruitment Methods:  How will potential leaders be brought to the table?  

Parts to a Budget

Possible Elements of a Budget (for Consideration):  

INFLOW

Income:  fundraising or special events, grant funds, membership fees and dues, individual contributions, services, and other revenues 

In-kind contributions:  volunteer work, facilities, equipment or other support 

OUTFLOW

Salary and Wages, Personnel Expenses:  positions, % of full time, fringe benefits, employee benefits

Non-Personnel Contract Expenses:  consultants or part-time support, legal services, temporary services, audit services, or others

Office Space:  rent, utilities, furnishings, maintenance, insurance, and other

Equipment and Supplies:  office supplies, computers, copier rental and related supplies, telephone/fax, Internet Service Provider accounts, software, repairs/maintenance, computer supplies/maintenance, and others  (Make sure that the specific version, specifications, model, vendors, estimated costs and other identifying data of the equipment are included.  The more precise you are, the better.)  

Travel-Related Expenses:  air travel, out-of-town expenses, parking, mileage, meetings and seminars, conference fees, membership fees, per diem

Printing

Postage and Delivery

Book and Magazine Purchases:  

Related Memberships: 

Others:  banquets 


Most budgets show line items to represent both income and expenses.  A budget narrative explains each line item.  


Institutional Support:  Grants that are competitive must show that the institution has been and will be fiscally responsible.  This is why the organization’s annual operating budget is often a factor in the grant funding equation.  In addition, the institution must contribute its own support to the effort with in-kind support, volunteer work, matched funding, facilities use, and others types of provision.  


*Volunteer contributions add to the credibility of the grant proposal as it shows a groundswell of real support and organizational supervisory oversight.  

What are the main guidelines for budget creation?  

a) Simplicity:  Keep the budget simple.  Be as precise and specific as possible.  There should not be any logical contradictions with the numbers.  

b) Tasks and Costs:  Link any task with a certain investment of staff time, resources (financial and other), energy, and focus. To fail to see a financial need in the planning stages may well cause problems later on.  

c) Completeness:  Anticipate all financial needs.  Strive for a comprehensive look.  

d) Use real-world prices.  Make sure that the numbers are reasonable for the market. Grants must be fiscally competitive.  Anticipate some price hikes if the funding will not be decided until much later (6-9 months or longer).  

e) Institution Contributions:  Figure how much the institution will contribute in terms of staff hours, material, facilities, and other types of support. Make sure that this is credited.  

f) Partners:  If working with partners, be sure to credit them as well with their contributions.  

g) Flexibility:  Be flexible to make some changes, depending on shifting costs.  

h) Frugal yet Anticipatory:  Be frugal.  Ask for only what is necessary.  Omit all extraneous costs.  A conservative streamlined approach makes a grant application much more competitive.  Yet, write in a little extra to cover unanticipated costs.  This usually is priced in at about 10-15% of the overall budget.  Potential Emergency Cost Overruns:  Plan to set aside a percentage (5% or so) of the overall budget for emergency cost overruns.  

i) Indirect Costs:  An estimated 40% of the moneys spent on staff should be budgeted for indirect costs.  Indirect costs involve the overhead or administrative costs of an organization for the support of the project.  These could include facilities, secretarial support, utilities, and other indirect costs.  Sometimes, these are acknowledged in grant applications; in other times, it may not be prudent to include such an estimate.  Cost sharing may “swallow” this financial outlay.  

j) Clear Explanations:  Connect the numbers with explanatory text.  Budget narratives humanize the numbers and make them more easily understandable.  After all, the line items of a budget tend to be sparse and lacking in detail.  

k) Consistency:  Be consistent—especially if different versions of a grant application will be sent out to different funding agencies.  

l) Grant Administration:  Anticipate the hours that will be needed to maintain the grant and to follow through.  Plan properly for that in order to have a fully successful grant experience.  

What are matching funds?

Matching fund support involves a certain ratio of financial support to an institution or program based on how much it can raise from other sources.  For example, a granting agency may agree to contribute $1 for every $1 that the institution can raise through other grants or donations.  This 1:1 ratio of support forces the school to be more proactive in seeking a variety of funds.  Such funding motivates those running the program to diversify its funding sources as well. 

What are in-kind resources?

In-kind resources are forms of support that do not entail straight cash but rather expertise, facilities use, equipment, or other types of non-monetary resources.  

How may the budget be presented in written form?  


A budget may be presented in numerous ways.  It may appear as part of a spreadsheet, an individual report, informational graphics like a chart, table or bar graph, and in other ways.  Oftentimes, a budget is presented in several ways—for greater comprehension.  

Do the project goals tie in well with the funds you are requesting?  

The budget is useless if it isn’t clear how the funded actions and equipment relate to the overall goals.  The budget stands as one critical part of a grant application, but it is only one part.  Make sure that the budget integrates well with the rest.  

Additional Support Materials:  

What are letters of support or commitment?  

Letters of support or commitment may be written by any of the following:

· Constituents

· Partnering organizations or institutions

· Prior grant funders

· Elected officials

· Local business owners

What other attachments may be needed for the grant?  

Note that these attachments could include materials placed in the appendix of the grant application.  

· Annual budget

· Official certification of non-profit status

· Team member résumés

· Program brochures and other documentation 

What is the electronic submittal of a grant application?  


Many funding agencies today receive, track, review and oversee grant applications electronically online.  Some will only accept electronic files via email.  Such agencies maximize the use of the Internet and World Wide Web as a way to disseminate RFPs (requests for proposals).  Maintaining Web savvy will likely be a critical element in terms of competing for grant funding.  

Go to http://e-grants.ed.gov for more information on this procedure.  

What are the pros and cons of electronic submittal?  


The Web-enabled grant application process often raises the efficiency of the grant process by allowing for easy manipulation of electronic data; electronic time-stamping; and fast communications.  


Applicants may also access online help.  Multiple users (from different locations) may access and work on the same application.  Confirmation of receipt of the materials may be made almost immediately.  Electronic documentation simplifies the record-keeping aspect of the grant process—from planning to application to winning the funding. Grant payments may be actualized electronically as well.  Periodical reports may be filed online.  


Some challenges with the electronic system could include the following.  

· The length of the grant narrative may be limited.

· Supporting documentation may need to be digitized (with text scanned by Optical Character Recognition software on flatbed scanners) or scanned into a graphics file or turned into a portable document file (PDF) 

· Grant applicants may have to apply for a special PIN (personal identification number) to serve as an electronic signature for the grant application.  

Sample Worksheet for a Grant Application:  The following is a worksheet that’s been in use by one organization to judge applications.  Clearly, the standards depend on the requirements of the grant applications.  However, the following may provide some leads on your own thinking regarding grant selection.  (Carlson, Mim.  Winning Grants Step by Step.  San Francisco:  Jossey-Bass Publishers.  Support Centers of America.  1995:  84-85.)

Critique Sheet (used by Board Members of the We Care Foundation)

Credibility Component

_______
Establishes credibility of agency as a good investment

_______
Establishes role of contact person

 _______
Establishes qualifications of agency and staff in areas of activities for which funds are requested

Need Component

_______
States a problem of reasonable dimension

_______
Supports a client need with relevant data

_______
Establishes the project/program’s current need for funds

Objectives Component

_______
Describes measurable outcomes to be achieved

_______
Appears feasible in light of agency resources

_______
Is achievable within time frame of the grant

Methods Component

_______
Describes how objectives will be achieved

_______
Includes staffing, timeliness, and client selection

_______
Appears cost-effective
Evaluation Component

_______
Tells process for evaluating accomplishments of objectives

_______
Tells process for evaluating and modifying methods

_______
Tells who will be doing the evaluation

_______
Tells how data will be gathered, analyzed, and reported

Future Funding Component

_______
Tells plan for solvency after grant

_______
Seems probable work will continue beyond grant period

Budget Component

_______
Is complete and accurate

_______
Seems sufficient to cover cost of methods and achieve objectives

_______
Indicates how our funds will be used

_______
Provides information on other sources of income

_______
Will be balanced with addition of our grant

Individual Response
I support funding:  _______
fully  _______
 partially_______ not at all _______ not sure 

Group Response
$ Requested _______
 $ Granted _______


 Conditions:  Yes:  _______
  No:  _______

Revising a Grant Application:


Given the many demands of grantwriting, it’s important to ensure that the process will result in an effective application.  

Accuracy:  Is all the information provided correct and truthful?  

Completeness:  Have all the elements of the grant been brought together?  Is the documentation complete?  Are there any gaps in information?  

Clarity and Coherence:  Have the main ideas been conveyed smoothly?  

Correct Grammar and Syntax:  Is the voice of the grant application clear?  Is the tone consistent throughout?  

Lack of Clear Purpose: Does the grant application overlap with other existing work?   Does the grant lack direction?  

Supporting Details:  Are all the assertions made supported by facts?  Are any of the claims unsupported?  
Document Layout Consistency:  Is the grant application paginated? Is the same font type used throughout?  Are the font sizes within a two-size range of each other (nothing too huge)?  Are the margins consistently applied throughout the text?  Are words treated in a consistent way in terms of spelling and use?  

Length:  Are the various parts of the grant application proportional?  Are they the proper size to convey the information needed?  Do the parts of the grant application relate well to each other?  

What happens after winning a grant?  


After winning a grant, much work follows!  

1) Write a thank you to the funding agency and the various people who worked to achieve this.

2) Carry out all the project activities according to plan and in a timely way.  This may include monthly, quarterly and year-end progress reports.  

3) Keep accurate records of all achievements related to the grant project. 

4) If any significant changes come up, notify the granting agency.  Modifications to the budget need to be made in a timely manner.  All expenditures should be clearly documented.  In-kind matches or funding matches should be clearly recorded.  

5) Hire effective staff for the work.  

6) File regular progress reports per the requirements of the grant.  

7) Make sure any funding discrepancies are corrected.  

What is a progress report?


A progress report is a periodic report that is sent in to the funding agency to let them know how the project is progressing. Oftentimes, a grant’s continued funding depends on the progress of the institution in fulfilling is stated goals listed under the grant guidelines.  

Basic Ethics in Grantwriting

· True and Relevant Information:  Only provide true and accurate information.  Make sure that everything can be backed up with authentic information.  For example, if a team member will be unavailable to continue with a grant but brings prestige to a project, that person’s name should not be included in a grant application.  All relevant information should be considered in the writing of a grant application.  Contradictions in data should be explored thoroughly and reconciled logically before continuation of the grant application.  

· Funding Goals:  Funds should only be raised for educational purposes and campus goals.  

· No Individual Employee Financial Benefits:  None of the grant benefits should directly benefit any employee in any way, shape or form.

· Avoiding “Bribery”:  No exchange of gifts should ever be done to secure a grant.  

· Professional Accounting Practices:  Professional accounting practices will be applied regarding the disbursement of grant funds.  

· High Impact Use of Funds:  All funds will be used effectively for the greatest positive impact.  This means the application of the greatest amount of expertise and wisdom in managing grant funds.  

· No Decisions Made Under Duress:  Decisions on pursuing grant funding will not be made in a pressured situation. Rather, it will be made after due consideration.  

· Credit:  All contributors to a grant application should be acknowledged.  

· No Spin Zone:  Statistics for a grant application will be gathered and interpreted based on tried-and-true methods.  No “slant” or spin should be included in the numbers.  The interpretations of statistics should also be done in a professional and logical way, without special or manipulative analyses.  
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