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INTRODUCTION

This book may be the first of its kind—a collaborative effort between an experienced grantwriter and an
experienced grantmaker developed to provide views, tips, and information from both sides of the
grantseeking experience.

From it, you will learn the difference between what we call reactive and proactive grantseeking; in the
former case, responding to requests for proposals; in the latter, actively searching for matches between
potential funders and nonprofit applicants. You'll learn who makes grants and how, where to find funding
opportunities, and how to design and complete the grantwriting process through both of these approaches.

We show you the five core components of grant proposals: an abstract, statement of problem, project
description, evaluation plan, and budget narrative, and you'll learn the intricacies of developing each one.
In addition, we point out a dozen or more other sections you may encounter in your grantseeking and pro-
vide samples and tips for developing your response.

Because we believe that all good writing is grounded in a deep understanding of one’s audience, we
share with you the funder’s view throughout the book: what makes grants compelling to funders? What
are their red flags and non-negotiable issues? How do they make decisions, and how do you develop pro-
fessional relationships with funders?

We have included more than twenty samples demonstrating every form of writing a grantwriter may be
asked to compose: grant proposals, preproposals, concept papers, letters of inquiry, interagency agree-
ments, support letters, media releases, and progress reports. We have two entire chapters dedicated to
annotated sample proposals, one illustrating different types of grant requests and a second showcasing
writing for different types of nonprofit organizations.

Finally, we share important lessons on what to do when you are funded and what you can do when you
are not.

We have closed with a chapter on grantwriting as a career. We leave it to you to choose your path: write
grants as a concerned volunteer, as a consultant, as an executive director, as a fundraiser, or as a project

manager. However you use what you've learned, you will be writing grants like a professional.






CHAPTER 1

Grantmakers and Grantseekers

What is a Grant?

In general, a grant is funding provided by a charitable-giving foundation, public charity, or a government
agency to a nonprofit organization that enables the nonprofit organization to perform specified activities
for the common good. Grants may also be made by corporate giving programs or nonprofit intermediaries,

which pass through funding from another source.

What is a Grant Proposal?

A grant proposal is a narrative description of the work that a nonprofit organization plans to undertake to
fulfill both its own and the grantmaker’s goals. The proposal includes, at minimum, a description of the
problem to be addressed, a detailed plan for addressing the problem, what it will cost, and what results the
grantmaker can expect from the proposed project or initiative.

After the proposal is accepted by the grantmaker and a grant award is made, the grant proposal forms
the basis for a legally binding contract between grantmaker and grant recipient. By signing the contract,
the recipient (grantee) agrees to perform mutually agreed-on plans of work and to report its progress

toward fulfilling the terms of the grant and achieving the goals set forth in its grant proposal.

Who Qualifies for Grants?

Most grants are made to nonprofit 501(c)(3) organizations: designated public charities made exempt from fed-
eral income tax under IRS code 501(c)(3). Nonprofit 501(c)(3) organizations include such institutions as
schools, hospitals/clinics, religious organizations, homeless shelters and services, social service agencies, arts/cul-
tural organizations, universities, and many others. To maintain its 501(c)(3) status, a public charity must pass a
public support test showing that it receives its financial support from a broad segment of the general public.
Therefore, a nonprofit organization should not seek most of its funding from one source. If it does so success-

fully it could forfeit, or “tip,” from its nonprofit status, making it ineligible for any other charitable gifts.
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Private foundations are restricted by law to fund only public charities and some government agencies,

such as police and fire departments, unless they follow a lengthy and complicated process called “expen-

A Decade of Change

In the last ten years, grantwriting has grown both
easier and more difficult. Several innovations have
streamlined the grant search and application process.
- The federal government has launched a notification
service that makes requests for proposals from all
federal departments available to any person who
signs up for the service.

- The federal government and many foundations have
established electronic submission forms and
processes. You can submit a proposal (and often a
report of progress) without shipping or hand delivering.
- Search engines help grantseekers find funding sources
with the use of just a few key words.

- Grantwriters once had to send letters or call to learn
more about funders or to request guidelines and annual
reports; today, most grantmakers post this information
on their websites where it is easily accessible.

What’s more difficult? Philanthropy in general has
become far more sophisticated than it once was.
Today, grant proposals must focus strongly on out-
comes and evaluation. Progress reports require data
to support detailed explanations about what the
grantee has accomplished with grant funds. At one
time, any decent writer could write a grant proposal;
today, successful grantseeking requires more than
writing skills alone. Now, a good grantwriter must also
be a good strategic planner, an analytical reader, a
master of basic accounting principles, and a per-
petual student of the field.

The federal budget for the next five years
decreases grant money available to fund programs of
interest to nonprofit organizations. To make up for
these reductions, private giving from all sources,
including foundations and public charities, will have
to grow at a rate two or three times that of recent
years. Whether that compensatory growth is likely or
not, the facts point to increasing competition among
grantseekers—and an increasing need for highly
skilled grantwriters.

diture responsibility.” Community foundations and govern-
ment agencies may fund a non-501(c)(3) if the grant is for a
charitable purpose such as relief of poverty, advancement of
education or religion, promotion of health, government or
municipal use, or another purpose that would be beneficial to
the community.

Grants to individuals are rare except in the case of scholar-
ships and instances such as commissions for artworks, transla-
tions, or scientific research. (There are many resources on the

specialized topic of grants to individuals; they are not covered

in this book.)

Who Writes Grants?

Most often, grant proposals are written by the director or
other staff member of the applying nonprofit organization.
Individuals who work in development or fund-raising often
are called on to have grantwriting skills. There are also pro-
fessional grantwriters who write grants for a fee, which is paid
by the nonprofit organization.

The job of a grantwriter may or may not be limited to the
actual writing of a grant proposal. The level of involvement
varies based on the individual grantwriter’s level of skill and
knowledge, the position the grantwriter has within the appli-
cant organization, and the type of approach used in

grantseeking.

What Do Grants Fund?

Grantseeking is a form of fund-raising in which money is
requested for a defined purpose and a specified time period.
Most grants fund programs or projects developed by the non-
profit organization to respond to a specific problem or need.
Other relatively common types of grants include:

e Capital: A grant for a building, equipment, renovation,

or construction
e General Operating: An unrestricted grant for the

everyday operations of the applicant organization
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e Technical Assistance: A grant made to strengthen the nonprofit organization’s staff development,
infrastructure, or other function that needs improvement

e Endowment: A grant that is to be invested in perpetuity so that the nonprofit can draw earnings from
the fund to support its defined purpose

e Challenge: A grant made to stimulate giving from other sources; the donor releases funds only after
the grantee has met the challenge (usually a specific amount of money to be raised) outlined in the
grant agreement

® Matching: Funds that correspond to those of other donors; e.g., funds will match two to one those of
other donors within a specified time frame

® Demonstration: A grant made to develop an innovative project or program that, if successful, will
serve as a model for others’ replication

e Start Up: A grant to cover the costs of starting a new project or organization; start up grants are also
called “seed grants”

e Exploratory/Planning: A grant that enables an organization to flesh out a good idea, develop a

stronger project and project implementation plan, or test a theory or plan of action

Two Approaches to Grantseeking

There are two primary approaches to grantseeking: reactive and proactive. Reactive grants are those
developed in response to a request for proposals (RFP). Reactive grant proposals are much like bids for a
job and require grantwriters with strong analytical reading and good writing skills. Proactive grants are
those that involve identifying appropriate funding sources to support a specific nonprofit organization,
program, or problem-solving initiative. Approaching grantseeking proactively requires a well-planned
strategy and an overall knowledge of potential donor sources and their interests and motivations for

funding.

| 3






CHAPTER 2

Reactive Grantseeking

What Is Reactive Grantseeking?

Reactive grant proposals reflect the common bidding practice used throughout the business and government
sectors. When a large manufacturing company, for example, looks for a parts supplier, it often develops a
request for bids (RFP) outlining what it is looking for in terms of product, delivery, quality, and reliability.
Supply companies then bid on the project by responding in writing with a proposal for how they will man-
ufacture and deliver the part, what it will cost to do so, and what their qualifications are for both providing
the part and doing it better than anyone else. Similarly, when a city government decides to construct a public
project, it too seeks bids or proposals, first from engineers and later from construction companies.

In the case of what we call reactive grants, a grantmaker chooses an issue or problem, determines the
way in which it wishes to address the issue, then releases an RFP to solicit proposals for carrying out the
work. Reactive grantseeking, then, centers on identifying RFP opportunities and writing a proposal in

response to the invitation from the funder—"“reacting to the RFP.”

Who Makes Grants via RFP?

Government RFPs
Within its departments, the federal government determines priorities for domestic programs it wants to
launch. The departments publish these programs in the Federal Register or Catalog of Federal Domestic
Assistance (CFDA) in anticipation of allocated funding in the annual budget. Barring unforeseen budget
constraints, the projects are allocated funding and a formal RFP is released by the federal department.
State governments also have priority projects that are funded through a competitive REP process. The
funding level and the number of programs funded varies with the budget allocation for the program and
the availability of funds over and above those needed to operate the state budget. State RFPs may or may
not be published, but are often available on websites of the state departments or are mailed to potential

applicants identified by the department.



6

THE COMPLETE BOOK OF GRANT WRITING

Foundation RFPs

On occasion, some foundations, most often those with a national or international focus, may release an
RFP when they launch a special program to notify eligible organizations of the opportunity. Few founda-
tions use the RFP process exclusively; many do not use it at all. When they do, they often implement a
two-step process. Interested applicants first write a preproposal, which the foundation uses to narrow the
field of funding candidates. Based on the preproposal, the foundation then invites selected organizations

to submit a final proposal on which the grant determinations are made.

Regranting RFPs

RFPs are also often issued for a process called regranting. Regranting results when a foundation, public
charity, or smaller unit of government receives a larger grant on the condition that a portion of the grant
be offered through an RFP process to other (usually locally based) nonprofit organizations.

For instance, a community foundation might receive special funds earmarked for a specific effort and
issue an RFP to local organizations that they believe might be interested in developing and proposing a
relevant project. This occurred when, in some states, the funds from the tobacco settlement judgment
were distributed to community foundations to regrant to local organizations that offered educational or
smoking cessation programs.

Nonprofit organizations are sometimes called on to regrant funds and to serve as intermediaries between
the grantor and the organizations that receive portions of the larger grant. Recently, for instance, the fed-
eral government has emphasized creating more opportunities for faith-based and community organizations
(FBCO:s) to receive grants. The problem, however, is that most small FBCOs do not have the capacity to
administer federal grants and report on their outcomes. The structure for solving this problem calls for
larger nonprofit organizations to apply for a federal grant as a fiscal agent. If they receive the federal grant,
a designated percentage is set aside for regranting, and the intermediary nonprofit issues RFPs to local
FBCO:s. It then administers grant funds and coordinates all reporting regarding outcomes and grant fund
spending to the federal government.

Block grants, such as the Community Development Block Grant (CDBG) or the Local Law Enforcement
Block Grant (LLEBG) are other examples of regranting programs. These grants are made by the federal gov-
ernment to states or cities to enable local improvement initiatives. Although the future of block grants is in
question on the federal level, to date they have served as a means for local governments to be intermediaries
between federal grant programs and local organizations that meet priorities for community development.
Smaller communities applied directly to the federal or state government for CDBG or LLEBG funding each

year, while larger cities received an annual allocation to regrant to local nonprofit organizations.

Winning Reactive Grant Proposals

The first rule of writing—whether you are writing a report, a grant proposal, or even a letter—is know your
audience. The second rule of writing builds on the first: concentrate not on what you need or want to say,
but on what the audience needs to know. In this last case, grantwriters are pretty lucky. The RFP will state

clearly what the audience wants to know and in what order they want to learn about it.
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As a grantwriter, then, it is your primary responsibility to learn all you can about who will be reading
and judging your proposals.

When RFPs are released by the federal or state government, proposals are read by peers of those who
submit. For instance, department of education proposals are read by educators; department of justice pro-
posals by law enforcement personnel. Individuals from around the U.S.—often former grantees from the
same program—are recruited to read and score proposals.

Proposals submitted to foundations are generally read by staff and/or trustees, and, in the case of com-
munity foundations, some selected community members who are part of a prescreening committee.
Intermediary nonprofits often convene a group of interested and objective community members to review
proposals for regrant funds.

As a writer, you need to put yourself in the place of the reader and analyze your proposal from his or
her perspective. If you are writing to an educator, you must use vocabulary and concepts familiar to that
reader—and use them knowledgeably. If you are writing to a group of local trustees, foundation staff, or
community people, they often know as well as you do (and sometimes better) the depth of community
problems, the capacity of local organizations to address the problem, and what’s been tried before. The
grantwriter must never talk down to this audience. You must know the history of similar efforts in the com-
munity, be familiar with the various appropriate collaborative organizations, and, if possible, be aware of

the different biases among the readers.

Requests for Proposals (RFPs)

Where can I find Them?

Government RFPs

Federal and state governments publish grant programs and RFPs on their websites. Departments within
the state government may notify their constituents about funding opportunities and direct them to the
department’s web page to learn more.

Every year the federal government publishes the Federal Register, (also called the Catalog of Federal
Domestic Assistance or CFDA), which contains all potential grant offers for that year. Today, RFPs are
also released on the federal government’s website: www.grants.gov. Anyone can sign up to receive notifi-
cations from any or all of the federal departments or can visit the website at any time to do a search for a
specific type of grant.

If you sign up for automatic notification, an announcement from grants.gov is sent directly to your

email box and may look like this (the number of RFPs listed varies):

| 7
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Sample: Grants.gov Email Notice

When you want to learn more about the RFP, you simply click on the URL link for that grant to take
you to the full announcement and the application package. Though there are other details such as due
dates and CFDA numbers, here are some highlights of what you would find if you selected the last entry,
the Learn and Serve America Community-Based Grant Program. The subsequent web page information
shown on page 9 provides a summary of information about the grant opportunity. If you find your organ-
ization is eligible and that you have a program that fits the purpose of the RFP, you would use the link at
the bottom of the information page to take you to the full grant announcement.



Sample: Grants.gov Summary

REACTIVE GRANTSEEKING | 9

In this case, the federal govern-
ment does not wish to entertain
proposals for small grants and
has determined that it would
take $350,000, minimum, to
operate a successful program

A

at the scope they envision.

You will need to link to the full
announcement to learn more
about the cost sharing or match
requirements. Some nonprofit
organizations do not have access
to cash-match funding but can

A

A

provide in-kind contributions.
Some may have to forego the
grant opportunity based on the
level and type of cost sharing or
match requirements.

If the organization planning a

response is not listed here, it is
not eligible. For instance, a local
K-12 school district would not
be eligible for this competition.

A

An award to a GME would have a
portion available for regranting.

The federal government is looking
for one larger organization in the
community to be the umbrella for
a network of service-learning pro-
grams and to be the intermediary
grantmaker (regrantor).

Foundation and Intermediary RFPs
When foundations and intermediary grantors issue an RFP, they generally send the announcement to
organizations they have identified as being eligible. For instance, an intermediary to FBCOs might send
the RFP to several churches in an area, a large foundation might send an RFP to mayors of specific cities,
and a community foundation might send one to all organizations that have done similar work in the past.
They will also frequently post the notice on their website to make it available to those who were not noti-
fied directly and to provide additional information for those who were. If you do not directly receive an
RFP, but you hear of it in another way, go ahead and explore the grantmaker’s website to determine your
organization’s eligibility.

Another source of information on foundation RFPs is the Foundation Center (www.fdncenter.org),
which provides regular notifications of foundation RFPs through a Listserv. If you sign up, every few weeks
you will receive an email bulletin of new grant initiatives, foundation RFPs, or notifications of open calls

for programs.
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Sample: Foundation Center Email Notice

The headline briefly states the
foundation name and program
purpose.

The deadline for submissions is [————>
provided.

A link for additional information |[———————>
is provided.

This grant opportunity is geographi-
cally focused in the city where the

corporation is headquartered.
Geographic limitations apply in the
case of many corporate and family
foundations and of all community
foundations. See proactive
grantseeking for more information

about foundations.

The grant award maximum or
range of funds is provided.

The purpose of grants funds is
explained in the body of the
message.

The email first presents a table of contents of the grants announced in that issue, then provides details

and a web page link to the programs. A sample entry is shown above.

Reading and Analyzing RFPs

There are several key items to look for in an RFP before your organization develops a proposal. These

things include:

e Eligibility Criteria: Your organization must be eligible to apply. Eligibility criteria can include a number of

factors about the organization and/or its target population including geographic area, number of people in

The Foundation Center

The Foundation Center’s mission is to strengthen the nonprofit sector by
advancing knowledge about U.S. philanthropy. As such, it is an important ref-
erence source for grantwriters. The organization collects and provides access
to information on U.S. foundations and the grantseeking process through its
website, print and electronic publications, library/learning centers, and a
national network of Cooperating Collections. It also provides a message
board where grantwriters and fund-raisers can ask and answer specific ques-
tions about their work (www.fdncenter.org).

the community living below poverty level,
the annual budget of the applicant, and many
more. If you are unsure what constitutes an
eligible applicant, call and check. For
instance, an announcement might say that
local education associations (LEAs), meaning
school districts and intermediate school dis-
tricts (ISDs), and public and private entities
are eligible. Be sure that the applicant or
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target population meets the absolute priority for funding; for example, how does the grantmaker define
public and private entities? Those that do not fit the eligibility requirements will be disqualified.

Project Purpose: Make sure that the purpose outlined in the RFP is something that the nonprofit
organization has already planned to work on. In other words, don’t just go after a grant opportunity
because it’s there and your organization qualifies. It may seem counterintuitive, but if it’s not some-
thing that matches the mission or objectives of the organization, the eventual costs (both monetary
and human), will outweigh any initial benefits to the organization’s cash flow.

Deadline: Be sure that there is enough time to design or tweak an existing program model and
describe it in detail. You will need at least two weeks to put together a strong application and gather
all the necessary supporting materials. This is another strong reason for being sure that the RFP
describes something you already have planned—there is never enough time between the release of
an RFP and its application due date to design something entirely from scratch.

Number of Grants: If there are going to be only three or four grant awards made nationally, you'll be

|11

facing stiff competition. Be sure that your program is both

responsive to local needs and well planned before you submit. One of the primary skills a good grantwriter

Funding Limits: Do a draft budget of the costs of implementing brings to the proposal writing process

your project plan to be sure that you can deliver the project for ability to read the RFP clearly and analytically.

less than the amount of the grant or that you know where | This skill is closely tied to the grantwriters
knowledge and understanding of audience.

Inexperienced writers want to tell everything
they know rather than responding to questions,

in order, and in detail. The grantwriter analyzes
national conference a mandatory line item. Also, if there isa | the RFP and identifies what the audience wants

other funds will be found. Be sure to review spending require-
ments; for instance, some grants mandate that 5 or 10 percent

be allocated to an evaluation, or they may make travel to a

percentage of the grant award that will be regranted, be sure to know, then writes relevant responses.

that the applicant organization can administer the fund with

is the

the remainder of the award.

Match Requirements: Often RFPs will contain a match requirement, stating something like,
“grantees must provide a 10 percent match in year one, a 25 percent match in year two, and a 50 per-
cent match in year three.” Your organization must, then, have a realistic plan for raising the funds
needed to leverage a federal grant. You jeopardize more than the current grant and may even incur

rare but possible legal action if you fail to meet match requirements in a grant.

To recap, use the RFP announcement as a first step to analyze whether your nonprofit qualifies to apply

and whether directors and staff of the organization understand what the grant program is about and if they
(a) believe that it is something they have been wanting to do anyway, and (b) can agree to the terms as
outlined in the RFP (e.g., that it is their mission and within their capacity to serve as an intermediary
grantmaker, network coordinator, and curriculum and technical assistance provider). You must also draft
a budget with the organization to ensure that all the expenses they need to implement the project (a) are

allowable, and (b) can be accomplished within the grant funding limits.

If the program announcement fits your organization’s priorities, download the application package for

the grant announcement. You will receive forms and additional instructions including page limits and

more detail about what to include in the narrative, as described in the sample.



12 | THE

COMPLETE BOOK OF GRANT WRITING

Sample: Grant Proposal Narrative Instructions

The grantor has provided
instructions for submitting your
proposal electronically through
the government “eGrants” sys-
tem. In this case, you may sub-
mit a paper application instead
as long as you meet the dead-
line for the eGrants submission
and your narrative conforms to
the stated length limits.

This is an excellent example of
why grantseekers need to read
between the lines. Though it is
not stated in the eligibility
requirements, the fact that this
report of past organizational
accomplishments is required
means that the government is
looking for experienced high-
capacity organizations, possibly
those that have served as inter-
mediaries for other grant funds.

These page or character limits
are absolute. EGrants will cut off
narrative that exceeds the limits.
Their staff will discard paper
applications that exceed the
page limits.

A consortia is two or more
organizations that have formed
a collaborative to apply for the
grant with each having specific
responsibilities to perform func-
tions of the project.

Specific points of the three-year
plan are listed in 1-9 below.

) =

Again, reading between the
lines, you understand that the
grantor is looking for organiza-
tions that are experienced inter-
mediaries.

If the grantee intends to solicit
proposals from subgrantees, the
applicant would describe that
process here.

If institutions change, the initia-
tive may sustain itself.

Regrantors should also coach
subgrantees on programs and
reporting if needed.
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Use data to describe the need
and cite sources for information.

A

Your strategy should derive from

A

and respond to the identified
need.

Where will service learning take
place and why?

A

Institutionalizing means to
make service learning a part of
the organization’s mission and
means of operating.

|Also describe the role adults
(e.g., mentors) will have in the
project plan.

Emphasize diversity in your need
statement and describe how
planned diversity can enrich all
participants’ experiences.

A

Applicants should have some

experience managing grant
funds and implementing large
initiatives.
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In other words, describe how the
organization will work during the
grant period to make sure that
government, nonprofit organiza-
tions, local foundations, business-
es, and citizens see the value of
the work and become willing to
help the applicant sustain the
program after the grant period.

Following Directions

RFPs are really directions for developing a grant
proposal. You, as the grantwriter, must follow
those directions exactly. It may be as simple as
following the outline provided and presenting the
information in the order requested in that outline,
or the directions may be quite detailed, pre-
scribing the font and size type you must use, page
limits, margin sizes, line spacing, type of paper to
use, use of bindings or staples, and much more.
This is particularly critical when it comes to gov-
ernment grants. There are people sitting in gov-
ernment offices who measure your margins with a
micrometer and look through papers to make sure
that not even one line is single-spaced when the
RFP says to double space. Your grant proposal will
go straight to their circular file if you have failed
to follow the directions.

Being disqualified for a technical error is heart-
breaking, but there is a reason beyond that for fol-
lowing the directions. Government grant reviewers
are given score sheets and a stack of proposals to
review. If they have to work to find whether you've
responded adequately to a section of the proposal,
they will reduce your score. If they can't find the
section because you've put it in the wrong place,
they will assume that you missed it. On the very rare
occasion that a section of a proposal is not appli-
cable to your organization, you must still enter the
headline and write “not applicable,” or risk having
the reviewers reduce your score because they
assume that you chose not to respond.

The Grantwriter’s Role in Responding to RFPs

Because the grantwriter is the person on the team with the respon-
sibility to thoroughly read and understand the requirements and
priorities contained in an RFP and translate the project accord-
ingly, he or she should also participate in the project design, even
if the grantwriter is not on the staff of the organization.

The grantwriter is a bridge between the requirements of the
grantor and the needs and desires of the potential grantee. In the
above example, the grantwriter and organization leaders need to dis-
cuss the match requirements, the need for the applicant organiza-
tion to have a strong and positive background as an intermediary,
and much more. Together, they may have to identify potential sub-
grantees so that the writer can describe them accurately and vividly.

It is also the grantwriter’s job to gather data that indicate a
need for the project or that can help describe a problem the
organization is attempting to address. If the grantwriter cannot
make the case with data, the team should again discuss the merits

of proposing the project.
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Responsive Programs

Preproposal Requirements

A responsive program responds to two things:
Letters of Intent the mission and strategic objectives of the non-

Letters of intent are used for reactive grantseeking. They are sent profit organization applicant and the program

by potential grantseekers to notify the grantmaker that they defined and funded through the RFP. A good
and ethical grantwriter will not get involved in

projects that “chase dollars”; that is, those
grants that are not clear matches between the

needs of the beneficiary population, the mission
mine how many grant proposals it is likely to receive so it can | ang objectives of the nonprofit applicant, and

intend to submit an application. They are different from letters of
inquiry (LOIs) described in chapter 3. The government agency or

foundation requesting a letter of intent is usually trying to deter-

recruit sufficient numbers of readers or allocate enough staff mem- the requirements of the grantor.

bers to review the proposals. A letter of intent is not used to help
determine whether or not you are eligible to apply or to determine
the potential success of your proposal.

Sometimes letters of intent are mandatory. In these cases, unless your letter of intent arrives by the
required deadline and your agency’s name is added to a list of proposers, your later application will not be
read. If you haven’t decided yet whether you will apply for a grant, send a letter of intent anyway. Sending
one does not obligate you to apply.

Letters of intent can and should be very brief. Be sure to include the name of the agency that will be

applying, as in the following sample:

Many funders provide a form that you can complete and fax back, such as the sample that follows:
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Sample: Letter of Intent

Preproposals

When a foundation issues an RFP, it often requires a two-step process for application: a preproposal
designed to reduce the number of applicants and a final proposal (by invitation to those selected from the
preproposals) from which the foundation will select its grantees. In the following example, a large foun-
dation that funds projects throughout the U.S. sent RFPs to the mayors and civic leaders of identified mid-
size cities in the U.S. The cities that were interested in applying to participate in a project to identify and
train nontraditional leaders completed a narrative preproposal regarding their history, current state of
leadership, the reasons they wanted to be a part of the project, and their tentative plans for identifying
emerging leaders. The foundation then selected approximately half of the preproposals and invited those

applicant cities to submit a final proposal for funding. A sample preproposal is shown on page 17.



Sample: Preproposal
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A

A

The RFP requested that appli-

A

cants describe how leadership
works in their community. What
follows was the grantwriter's
concept, which was verified by a
collaborative of civic leaders.

The intent of the writer is to
describe this aspect of leader-
ship without judging it, even
though it is clear that the intent
of the funder is to have cities
identify leaders that fall outside

the mainstream or the “usual
suspects”

The writer is describing the com-
mittee of civic leaders convened
to respond to the RFP.
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In describing “third-layer lead-
ers” and hidden leaders, the
grantwriter is describing those
who are likely to participate in
the leadership development ini-
tiative offered by the funder.

The RFP requires a separate
page of demographic informa-
tion including the racial/ethnic,
gender, and age composition of
the community, its major busi-
nesses, and the median income
of residents.

Y

The writer’s intent is not to criti-
cize the way that leadership
works; it is, rather, to show that
the leaders have identified a
need to do a better job of iden-

Y

tifying and bringing in emerging
leaders from different con-

stituencies and backgrounds.

This section should give an indi-
cation to the funder of how the
city applicant has performed in
the past—what has been suc-
cessful and what has failed and, 1
if possible, proposed reasons
why things have failed or suc-
ceeded.

Y




A
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A

The instructions asked for a
review of civic initiatives includ-
ing a brief analysis of those that
failed.

The better the applicants can
pinpoint reasons for failures, the
better able they may be to take
a different course next time.

Since the grant will be made
eventually to train emerging civic
leaders, the applicant must
explain what leadership training
efforts are already in place and
why emerging leaders are not a
part of those efforts.
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Though the grantwriter appears
critical of those on the applicant
team—who are all established
civic leaders—it is absolutely
necessary to show the funder
that there is room for improve-
ment and that the training for
emerging leaders is necessary in
this community.

Y

The RFP requested that appli-
cants describe what leadership
skills and abilities they believed
would be necessary in the com-
ing years.

Y




A
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This is linked back to the need
identified earlier among second
tier leaders for time-consuming
consensus building activities.

-

In the preproposal, the writer is
identifying some of the individ-
uals who might participate in
the emerging leaders’ training
initiative.
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Y

This gets to the heart of the
matter. If the national program
would enable the city to develop
such a forum, this city has iden-
tified a need and willingness to
participate.

Learning More

Grantseeker Workshops

There are both grantwriter and grantseeker workshops. Grantwriter workshops teach you the generic fun-
damentals of writing grants, much of which you can learn by using this book and practicing your craft in
real-life situations. Grantseeker workshops are provided by the grantmaker and are designed to provide an
overview of the grant opportunity, tips on writing a competitive application, and responses to questions
posed by attendees.

Some grantseeker workshops are mandatory. That is, the funder will state in the RFP that in order to
be eligible to apply, a representative from the nonprofit organization must attend the workshop. When you
go, be absolutely sure that you sign in so the grantor knows that your application is eligible. Attendance
at a workshop does not mean that you must apply; in fact, most mandatory workshops are required because
the funder wants the nonprofits to be absolutely clear about the program and the eligibility criteria before
they go to the effort of developing a proposal.

Government workshops are now becoming a thing of the past. Today, you can ask questions via email or
through the website offering the proposal. Also, some agencies are offering call-in times so you can partic-
ipate in a conference call with other grantseekers. The federal government will occasionally hold
grantseeker workshops when it releases a new, relatively large grant program. The workshops are generally

provided in three or four key regions of the country to afford the greatest number of people the opportunity
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to attend while reducing costs to the extent possible. State governments most often hold workshops in the
capitol city and in one or more of the larger urban centers in the state. Intermediaries will, of course, hold
workshops for local applicants in a local center. Foundations rarely have workshops in conjunction with the
release of an RFP. If you have questions about the RFP, you should call the program or grants officer listed

as the contact person.

What Will You Learn?
Here’s a guarantee: you will learn something new at every grantseeker workshop you attend, whether it is
specific to the grant opportunity under discussion or just a general tip on how to write better proposals.

Workshops are the best place to ask questions and to hear answers to other people’s questions—issues
that may not have occurred to you. Bring a list of questions formed while reading the RFP so you can make
sure you get all the answers you need to write a strong proposal. For instance, if you were attending a work-
shop about the Learn and Serve America grant you looked at earlier in this chapter, you might want to be
sure to clarify that the $500,000 award ceiling is for one year of the three-year grant, since that is only
implied in the RFP.

Generally, workshop topics will cover:

® An explanation of the enabling legislation (for government grants)

e A thorough description of eligibility requirements for applicants
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e A discussion of specifics of the grant requirements, including, When You Don’t Want to Attend

in many cases, what funds qualify as match dollars, the role of | the Workshop

in-kind contributions, and similar budgetary concerns

e A brief “how to” on writing the specific proposal; clarification
of what the grantor is looking for and what its reviewers prefer
not to see included

® A question and answer period

Another thing you'll take away from grantseeker workshops is a
general understanding of which other agencies are applying for the
grant; in other words, your potential competition. There may arise
opportunities for collaboration when agencies have similar missions
and geographic focus. Collaboration or partnership between two
like agencies is far preferable to submitting competing grant appli-

cations for the same work with the same population.

Contacts and Questions

Some grantseeker workshops are deadly boring,
and if they are not mandatory, you will be
tempted to skip them, especially as you build
experience and expertise in reading and
responding to RFPs.

Carefully weigh the pros and cons. You have
a guarantee that you'll learn something new at
every workshop. But if it is information you can
get another way, is it worth investing hours in
another workshop? Do you already know who
else is applying and have you worked out col-
laboration or agreements with other applicants
if relevant? Have you been to a workshop spon-
sored by this agency before? If not, it’s probably
a good idea to go.

Contacting a federal government staff person used to be “mission impossible” even when the RFP pro-
vided telephone numbers. Today, however, it is much easier to get answers to your questions through a
telephone call or email to a federal or state government staff person. Look in the RFP for a list of contacts

and information for how to reach them. When you are responding to a government-sponsored RFP, you
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are not developing relationships with the funder. These contact individuals are there only to respond to
questions. Be sure to check the website (www.grants.gov) for any FAQs (frequently asked questions)

before posing yours and taking up the contact’s time.

State Single Point of Contact, DUNS Number

State Single Point of Contact (SSPC) and DUNS number are two items you will only encounter in
federal grants. They may flummox you or your organization unless you know what they are and how to
address them.

The SSPC is a person in your state or multi-state region who has been assigned by the government
to coordinate applications coming from all organizations within your state in reply to specific RFPs. If
an application must also be sent to the SSPC, it will say so in the RFP and provide a list of the SSPCs
in every state. If the RFP does not contain SPOC contact information, it is not flagged for state/region
coordination.

You should send one copy to this person on the day you send your proposal, not because the SSPC is
as strict about deadlines, but so you don’t forget that this is a requirement. If you send it just to be safe and
it wasn’t mandated, you are likely to receive a note saying that the SSPC is not reviewing that grant. This
does not mean that the government agency is not reviewing your grant, just that you made a minor error
in sending the proposal to the SSPC.

The DUNS number is required on the cover sheet (standard form 424.a) for all federal grants. The Dun
and Bradstreet D-U-N-S number is a nine-digit identification number used by the federal government to
keep track of financial reports of different businesses and organizations. If your organization does not have
a DUNS number, apply for one either by telephone or on-line (smallbusiness.dnb.com), and receive it

quickly (usually within 24 hours).



Proactive Grantseeking

What Is Proactive Grantseeking?

Proactive grantseeking involves finding potential funding sources for a nonprofit organization’s programs
and initiatives. It requires that the grantseeker understand philanthropy as practiced by charitable giving
foundations, is able to research specific foundation giving patterns, and can make practical and realistic

connections between the mission and goals of the nonprofit organ-

ization and those of prospective funders. *TIP*

Collectively, at the turn of the twenty-first century, foundations

held approximately $486 billion in assets and made more than $29 Proactive grantseeking requires a well devel-

billion in grants annually. Direct corporate giving adds approximately
$10 billion more to charitable giving totals. However, foundation and
corporate grantmaking together account for only about 17 percent of
all charitable giving in the U.S. Individuals and bequests provided the
rest of the estimated $203 billion given in 2000.

A comprehensive fund-raising strategy for any nonprofit organi-
zation, therefore, should include building a base of individual

donors as well as using both proactive and reactive grantseeking.

Who Makes These Grants?

oped knowledge of foundations, foundation pro-
grams and personnel, and ways to approach the
funders. If you have never written a grant
before, practice your skills using the reactive
approach. Find an RFP that looks interesting
and respond on behalf of the appropriate non-
profit organization.

Most foundations make grants through a competitive application process. According to the Foundation
Center, at the close of 2004, there were nearly 78,000 foundations in the U.S.—of these, 66,500 were
active grantmaking foundations. Ninety-three percent of all foundations are classified as small with less
than $10 million in assets. Only approximately forty foundations in the nation have assets of more than
$1 billion. Further complicating the landscape are the variety of foundation types, giving methods, and
grant requirements, requiring that a grantseeker work to understand where the foundations are and what

each does.
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How Foundations Do Business

The business of foundations, and consequently, the approach you take in contacting them for grants,
varies by type, asset size, governance structure, and focus (program areas). Many foundations publish
grantmaking guidelines. These documents describe program areas or what the foundation is specifically
interested in funding. Occasionally you will see that a foundation only makes grants to preselected organ-
izations. In these cases, the foundation does not accept unsolicited applications for funding.

Proactive grantseeking involves finding or requesting guidelines and analyzing them to determine

whether the foundation would be interested in reviewing a proposal from your organization.

Foundation Type
There are two broad categories of foundations: private foundations and grantmaking public charities.

The largest group of foundation funders are private foundations, defined by the Foundation Center as
nongovernmental, nonprofit grantmaking organizations with endowed funds, managed by their own
trustees or directors. Private foundations make grants to carry out their charitable purposes of maintaining
or aiding social, educational, religious, or other charitable activities serving the common good.

By law, private foundations must donate 5 percent of their total assets annually through grantmaking.
Assets grow larger or smaller annually through investments. When their investments earn more than 5
percent return, the foundation grows and its grantmaking increases; when they earn less, the foundation
asset base (called “corpus”) decreases, which reduces the amount of funds available for grantmaking in sub-

sequent years.

Private Foundations

Independent foundations are a broad category of foundations that are governed by a board that is inde-
pendent of other entities. Independent foundations comprise almost 89 percent of foundations and
account for roughly three-quarters of foundation giving. Both the country’s largest and smallest founda-
tions fall into this category.

There are two subcategories within independent foundations: family foundations and new health foun-
dations. Family foundations are distinguished from other independent foundations by the makeup of the
board. Family foundation trustees are primarily related to the donor, whereas independent foundation
trustees are selected for their reputation and experience in the foundation’s program or interest areas. Most
independent foundations began as family foundations and evolve over a period of years.

The vast majority of family foundations have relatively small assets and use few or no professional staff.
Some family foundations look deceptively small, as they may maintain a small permanent endowment and
pass-through more substantial funds from family members for grantmaking.

New health foundations are the second and growing subcategory of independent foundations. These founda-
tions are formed when nonprofit hospitals or other health organizations convert to for-profit status. Because
nonprofits receive donations and tax exemptions, their assets must be permanently dedicated to charitable pur-

poses. During the conversion process, the value of these assets is often placed in a newly formed foundation.
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Corporate foundations are private foundations endowed by a corporation in perpetuity. Many corporate

foundations do not maintain substantial endowments and instead fund grant budgets through annual gifts

from their corporate donors that rise and fall with company profits. Often, founders and higher-level exec-

utives of the corporation serve on the board and have a significant role in grantmaking decisions. There are

approximately 2,500 corporate foundations in the U.S.

Corporate giving programs are grantmaking programs established
and administered by for-profit corporations. They are not separately
endowed as corporate foundations are; therefore, the amount of
annual giving from a corporate giving program varies with the
profits earned by the company. Corporate giving programs may
include cash or product gifts or a combination of the two.

Operating foundations are a confusing subset of private founda-
tions in that the endowment is used to fund the foundation’s own
operations (i.e., its research or other programs). Few operating
foundations make grants outside their operations. There are

approximately 2,800 operating foundations in the U.S.

Grantmaking Public Charities

These 501(c)(3) tax-exempt organizations have a charitable pur-
pose and derive their funds from multiple donors. While these
organizations qualify to receive donations, they are classified as
grantmaking public charities because they also make grants for
charitable purposes. In contrast to independent and corporate
foundations, public charities have no payout requirement.

Two kinds of grantmaking public charities are community foun-
dations and public foundations. Community foundations make grants
for charitable purposes in a specific community or region. The
assets of a community foundation are derived from many donors
and are held in a series of funds, each with different grantmaking

requirements. A community foundation also raises money to

From Foundation Center—2005
Growth and Giving Trends

In this climate of uncertainty, overall private
giving by individuals, foundations, and corpora-
tions grew a modest 5 percent to an estimated
$248.52 billion in 2004. For the more than
66,000 U.S. grantmaking foundations, esti-
mated giving increased 6.9 percent to a record
$32.4 bhillion.

Of the roughly 66,400 grantmaking founda-
tions tracked in the Foundation Center's data-
base in 2003, close to 34,000 indicated that
they give only to preselected organizations and
do not accept unsolicited grant proposals.

By law, independent and corporate founda-
tions must pay out each year in charitable dis-
tributions at least 5 percent of the value of their
assets in the preceding year. Smaller inde-
pendent foundations generally exceed this rate
because many of them maintain minimal
endowments and instead the foundations serve
as pass-throughs for charitable giving by their
donors. In these cases, the donor’s total gift to
the foundation is granted in the same year,
rather than invested in the corpus.

increase the corpus of the foundation. There are approximately seven hundred community foundations in

the U.S. Community foundation giving typically amounts to between 7 and 8 percent of the value of their

prior year’s assets.

Public foundations are often population- or cause-specific, such as local women’s foundations, Jewish fed-

erations, or disease-related funds.

Community giving programs are not endowed, but should be included in a comprehensive proactive search

for potential funders.
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Community giving programs include United Way, community trusts, and other programs. Through

annual fund-raising campaigns, these organizations raise money that is subsequently distributed

through grants. Unlike foundations with endowed assets, the funding for these grants generally passes

through them to nonprofit organizations.

Asset Size

Asset size generally plays a significant role in the staffing and structure of a foundation’s grantmaking. The

one thousand largest foundations in the U.S. account for nearly one-half of all annual grantmaking. While

these larger foundations are governed by boards of directors, often called trustees, who make the final deci-

sions regarding grant awards, most also have staff. Staff includes program or grants officers or program

Foundations That Fund Only
Preselected Organizations

A large number of smaller foundations make
grants only to selected charities. Their goal is to
ensure ongoing support for the organizations,
which often have played an important role in the
lives of the donors (i.e., their church, a health-
care organization, or institutions with some other
personal affiliation). These foundations often
serve as pass-throughs and are governed by the
donor and/or his or her family members and are
sometimes overseen by a banking executive.
These foundations generally do not accept unso-
licited proposals. Unless you know the donor or
have another means to break through, your let-
ters to the foundation or the contact person at
the bank will go unnoticed and probably unread.

directors who are the first contacts for grantseekers and whose sub-
sequent interest and support is necessary. Staff members generally
bring to the trustees only those grant proposals they think will be
of interest to the decision makers.

Small foundations may have few or no professional staff. In these
cases, the trustees act as both program staff and decision makers.
Through necessity, these foundations steer away from complicated
grantmaking and often fund a small number of grantees over a long

period of time.

Program Areas
The more sophisticated grantmaking organizations understand
their role in the grander scheme of multiple types and sizes of
donors and prefer to focus their donations on specific targeted goals
or what they call “program areas.”

A report on trends in giving among the 1,010 largest U.S. foun-
dations in 2003 indicated that foundation program areas include, in
descending order by the share of foundation grantmaking dollars,

education, health, human services, public affairs/social benefit, arts

and culture, environment/animals, international affairs, science and technology, religion, and social sci-

ences. These are aggregates and speak only to the largest foundations in the U.S. Most foundations have

three to five program areas, though some have only one and others have many more.

Crafting a Proactive Grantseeking Strategy

The first step in proactive grantseeking is identifying the needs for funding at the nonprofit organization:

what is the mission and what are the goals of the nonprofit? What programs is it launching or sustaining?

What are the important outcomes of those projects? Who are the project beneficiaries and what are their

outstanding needs? When you understand the organization’s potential uses for grant money, you can use
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that information to find foundations that share those goals and,

therefore, might be interested in reviewing a grant proposal.

Foundation Searches

When you search for foundations, there are many factors to con-
sider. For instance, if you searched for all foundations that do edu-
cational funding for your nonprofit’s school district, you may begin
with a list of twenty thousand foundation names. As you cull
through the list, you will eliminate those foundations that don’t
accept unsolicited proposals, limit their funding to a geographic
area other than yours, focus their educational grantmaking in a way
that is incompatible with your organization’s focus, and/or have
precommitted program funds for large, social change efforts (while
you're searching for funding for a small program).

In the end, you may end up with fewer than a dozen real
prospects. That’s normal. In fact, five or six good prospects is much
more important to a successful proactive grantseeking effort than a
list of a thousand about which you know little or nothing.

Begin locally. First, learn all you can about local foundations and
other grant resources: do you have a community foundation or
United Way, and if so, what do they fund? What other foundations
have made grants in your community or region, and what do the
beneficiaries of those grant funds have in common? If you have a
regional association of grantmakers (RA), contact them for a cat-
alog or CD listing of foundations in your state or region.

Later, expand your search to regional or national funders, but
only if yours is a project that has some special importance to that
particular foundation.

A great resource for learning more about foundation donors is
the Foundation Center (www.fdncenter.org). You can use the
search function on the Center’s web page to find foundations based
on city and state and/or name of the foundation. The Center then

provides a complete listing for the selected foundations that
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Foundation Support Organizations

Several large national organizations provide
education, advocacy, and other support for foun-
dations. They include the Council on
Foundations, Independent Sector, Forum of
Regional Associations of Grantmakers, and the
Foundation Center. In addition, there are approx-
imately thirty regional associations of grant-
makers (RAs), which provide education and
support to foundations located in their regions.

While these organizations exist to serve their
member foundations, there are two things a
grantwriter should know about them: they do not
make grants, and each provides directories or
other information on funders that grantseekers
can use to identify local grantmakers, review
program areas, and find contact information.
The Foundation Center and RAs are especially
good resources for grantseekers.

Also, through exploring the websites of these
organizations, you may find affinity groups.
These are groups of foundations (some regional,
some national) that share a focus on grant-
making in the same program area (e.g., funders
in the arts, funders for early education, etc.).
Affinity groups discuss shared problems and
strategies for grantmaking. On occasion a small
number of affinity group members will develop a
regional effort with joint funding and goals for
their program area. A grantseeker should be
interested in affinity group lists as means to
identify funders in the appropriate program area
and to follow trends in grantmaking.

includes its address, contact person (if available), email, phone and fax numbers, type of foundation, dead-

lines for submissions (some only meet to consider proposals annually or biannually), assets and total

annual giving, web page URL, and a link to its most recent IRS filing (990-PF for private foundations, 990

for community foundations), which can provide information on grants funded the year of filing. IRS 990s

are also available at www.guidestar.org, where you will also find tax information about nonprofit organi-

zations and businesses in your community.
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Once you locate the foundations in your community, go to their
Foundation Staffing web page and look at their grantmaking guidelines. If the founda-

tion does not have a website, telephone them or write a letter

Foundations do not have a commonly recog-
nized system of staffing, staff responsibilities, or
staff titles; however, here are a few clues for
understanding people with whom you will want
to have contact:

Foundations with staff generally have pro-
gram-related staff who are responsible for
reading and analyzing grants, doing background
searches (due diligence), and making grant rec-
ommendations to the decision making body.
When there are multiple program staff they are
often divided by program area; e.g., arts or envi-
ronment. Common titles include program officer,
program director, grants officer, program man-
ager, community investment officer, program
assistant, or program associate. Another group
of staff with whom you might have contact are
those with grant administration duties. They are
responsible for ensuring that reports, documen-
tation, and grant files are in order and for pro-
cessing grants once they have been approved.
Common titles include grants manager, grants
associate, and grants administrator.

Foundations with few staff members com-
monly have a president or director and his or
her assistant, and/or a finance officer, with the
president performing all the duties typically
associated with program staff.

It is important to remember that unless you
are dealing with the sole trustee, and thus the
sole decision maker of a foundation, the final
decision on granting funds is a board process
involving a number of players. While staff may
have influence, they make recommendations,
not decisions. Does that mean you should skip
the staff and go straight to the trustees? You do
this at your own peril. As one foundation trustee
put it, one of the primary motivators for hiring
staff was to avoid being “hit up for a grant”
every time he went downtown.

requesting that the guidelines be mailed to you.
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Reading Grantmaking Guidelines

Guidelines can be very simple such as this sample from a geographically focused foundation:

Sample: Grantmaker Guidelines

If, for instance, your organization’s project is related to environmental protection but focuses on saving an
endangered species or improving air quality, you know from reading these guidelines that such a project
would not likely interest a funder like this one that emphasizes land use planning and protection.

Other guidelines can be more complex and detailed such as the sample from a national funder on the
next page.

Once again, though you may find that your organization shares a goal with this foundation for
improving the environment, this would not be a match for an environmental protection organization

doing its work in the U.S.
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Sample: Grantmaker Guidelines
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Contacting a Program/Grants Officer

Once you have a short list of potential funders, begin contacting
program officers to discuss your project. Before you contact a pro-
gram officer in any foundation, be sure you have done as much
homework as possible. Don’t just call and ask if they’d be interested
in funding your organization. Call only when you have the project
details committed to memory so you can respond if they ask you
follow-up questions. Use the same etiquette you would use in con-
tacting a business about a job or a sale. Do not call a program officer
for answers to simple questions such as deadlines for submissions;
instead ask the receptionist or grants manager such questions if you
cannot find the information in the literature or on the website.

Also, never contact a grants officer with an emergency question.

Sometimes it can take weeks for these busy people to return your call.

When searching for potential grant-
making sources, be sure to check
for the following information:

- Program goals that complement your
organization’s work

- Geographic limitations

- Eligibility requirements

- Average number of grant awards

- Average amount of grant awards

- Limitations (e.g., no religious purposes)

- Timing of decisions—will it fit within your
timeframe?

If you are serious about becoming a grantwriting resource to your employer or community, try to get an

appointment with a program officer at your local community foundation. These individuals can provide a

great deal of guidance and information about philanthropies in your region and the best ways to approach

them. Once you’ve proven your skills, they might even lead you to organizations that need grantwriting

services.
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Using Email Communications
with Program Officers

Email is both a blessing and a curse, and you
need to know how and when to use it in con-
tacting program officers. For the most part,
foundations are not yet prepared to field email
pitches for grants. When a grant proposal or
concept paper comes in the mail, it can be
routed through a grants manager who will
assign it to the most appropriate program
officer, track its review, and/or send you a polite
decline letter. Email circumvents this well-
established process and sometimes lands your
proposal with people who can least help you.

If you've worked with a program officer
before and have an easy, less formal relation-
ship, you can email him or her with an idea
before developing a concept paper or proposal
and expect a relatively quick response con-
cerning the program officer’s interest. If you
have never contacted the program officer before
or have never met him or her, do not send an
email. Instead, follow instructions (if any) for
contacting the foundation described in its
guidelines, or use established channels such as
letters or telephone calls.

Tip: Be sure that your email address is pro-
fessional and, if possible, gives some clue as to
your organization (e.g., lindalavin@orionpublic-
schools.edu). Do not send an email from an
address like blondebabe@internetfun.net. If
your email address does not give a clue about
who you are, put such information in your sub-
ject line so the recipient knows your note is not
spam.

THE COMPLETE BOOK OF GRANT WRITING

Preproposal Interviews/Discussions

If at all possible, try to schedule a meeting or phone call with a
grants officer before submitting a proposal. This is especially impor-
tant when you are planning to submit to a local foundation.

If you don’t know who might serve as grants officer for your pro-
posal, call the foundation to ask the receptionist for the name of
the person who manages grants within the program area your pro-
posal would fit. Do your homework so that you’ve identified which
foundation interest area would cover your proposal.

If you don’t know the grants officer well, treat your call or letter
as you would any sales cold call. Briefly introduce yourself then ask
if you could set a time (fifteen minutes maximum) to discuss a pro-
posal you would like to submit. For example, “My name is Jody
Fields and I work with Tomorrow’s Hope, which provides remedial
education services for children in Clark County. We have a project
that we think you would find interesting. Would you have ten to
fifteen minutes in the next week in which I could discuss this
project with you?”

If you do know the grants officer, the gist of the contact—
whether by phone, email, or letter—is similar. Briefly introduce the
project and ask for a time to discuss it.

[t’s more than likely that the grants officer will ask you to send
something in writing ahead of the conversation. Be sure to ask what
he/she would like to see—a synopsis, outline or draft—and send the
items accordingly.

The resultant conversation is not the time for a dog and pony
show (i.e., bringing along several staff people and influential board
members or developing an elaborate presentation). If the founda-
tion has interest in the proposal, the grants officer may invite a
presentation later. Instead, you want this to be a time to present the
highlights of what you are proposing and ask for some candid feed-
back on where it might fit into the foundation’s plans for grant-
making.

Before you leave, ask if you can submit a proposal and ask about

deadlines for the next grantmaking cycle. Follow-up by writing a thank you note and providing any informa-

tion that was requested during the discussion. If you make promises, such as exploring a partnership the pro-

gram officer has suggested, be sure to fulfill them. Send an email or letter describing your results and

incorporate an update into your grant proposal.
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Letters of Inquiry
Many foundations now require a letter of inquiry (LOI) before they invite a full proposal. This differs
greatly from the letters of intent described in chapter 2. The foundation grants officers then review the
letter and determine whether or not the proposal has a chance for success and, if so, what sort of tips they
might provide that will give your proposal a better chance of being approved by their trustees.

Think of the letter of inquiry as a concept paper or a minigrant proposal. Include four of the five essen-
tial components of a grant proposal: the statement of problem or need, the project description, the eval-

uation plan, and the budget. A general LOI sample follows.
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Sample: Letter of Inquiry

The first paragraph focuses on
introducing the project.

The second paragraph describes
the need for the project.

Y

The third paragraph summarizes
a project plan.
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A

This paragraph discusses the
goals of a pilot effort.

The writer gives the cost of the
project and asks for an invita-
tion to apply for a grant. The

A

A

writer may have considered
attaching a line item budget to
indicate where the $300,000
would be spent.

It's important to point out that
the organization does not expect
one foundation to fund the entire

pilot project and that it will be
seeking other funders to share
the risk of investing in this effort.
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This second sample is a bit different. The funder, in this case, has provided an outline for its letters of
inquiry and wishes the potential grantee to respond to the questions in the outline. The foundation wants

the grantee to describe how the project meets the goals and values of the foundation before it will con-

sider requesting a full proposal.

Sample: Letter of Inquiry

The grantor, a community
foundation, also offers techni-
cal assistance, convening, and
other services to nonprofits
beyond financial support, but
this organization is solely
requesting money.

Y

Data are provided to support
the need for this initiative.
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Goals for the project are
established.

The foundation has listed its val-
ues or the principles that it
holds important in all funded

A

projects. While this information
is not requested in the grant
proposal, it is in the LOI. The
principles/values should apply
to any project (to somewhat
varying degrees) regardless of
which program area applies.
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The writer describes why the
initiative needs funds and *
what it would use funds to

accomplish.

Y

These will be written as
planned outcomes in the grant
proposal.
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While the writer in this case
includes a budget with break-
down, he or she failed to
request an invitation to apply for
a grant or to break down the
income side of the budget so
that the foundation staff could
easily determine how much
money the Coordinator would be
requesting and how much it

¢ would seek from other funders.

Learning More

Theory of Change

Often the most fundable proactive programs are grounded in the theory of change. A theory of change is the
product of a series of critical thinking exercises often mapped in a logic model (see chapter 7) and is used by
some of the largest foundations to develop strategies within their program areas. To develop a program based
in the theory of change, use the following steps:

e [dentify your long-term goal or outcome. (What are you trying to achieve?)

e Work backwards from the goal by identifying the conditions necessary to achieve it (actions, people, setting).

e Identify the interventions you will need to perform to create these preconditions (actions).

® Develop indicators that describe how you will know when each precondition is met (evaluate).

Remember, having the greatest need among your target population does not entitle you to grant money;
having the clearest understanding of the problem and the most innovative and achievable plan for

addressing the problem is a far more fundable approach.

Foundation Non-negotiables
Every foundation has a number of things about which there is simply no negotiating. These might be as
clear as geographic boundaries, or “fund only charitable 501(c)(3) organizations or government agencies.”
They also may be as unclear as the statement “we fund community-based projects,” offered without a def-
inition of “community-based.” Thus, it is important not only to read foundation guidelines carefully, but
also to listen carefully during meetings with grants officers. Learn from your discussions the items that raise
flags with the foundation trustees, those things that will prevent funding, no matter how great your
project. Some of these rules are unwritten. Listen for clues such as “the trustees have been increasingly
concerned about project sustainability.”

Be careful not to drive your organization over the bridge in making project or organizational changes to

get around these non-negotiables. Be absolutely sure that what you agree to is supportable in the long run.
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Twelve Principles of a Great Proactive Grant Proposal

Taken from A Great Grant Proposal by Dr. Joel J. Orosz, formerly W. K. Kellogg Foundation.
1. Try a new approach. If all the world’s problems could be solved by tried and true methods, there would be no problems.

2. Have both expertise and outside help. The most successful organizations are those with a lot of know how and those that

recognize and have a plan to address their weaknesses.

. Be determined. Never say “if you don’t fund this, the project will die.” Funders want to know that this means something

to you, that the work is so important to the agency that it will get done no matter what.

. Do your homework. Ask questions, learn what others in the field are doing, dig deeply to find out as much about the

funder as possible.

. Work with others. It's critical that whatever you plan to do, you do it with rather than to the people you are trying to help.

Invite their input into the program design and evaluation.

. Improve human well-being. Even capital projects should have goals for programs that will improve the human condi-

tion. Address the external needs in your community rather than the needs of the proposing organization.

. Invest your own money. If a nonprofit is willing to invest its own scarce funds into a project, it demonstrates the impor-

tance of the project.

. Make it comprehensive. Complex problems require holistic solutions.

9. Collaborate. The most effective projects mobilize a variety of organizations to address a problem.

10. Evaluate. Grantors are learning all the time. Proposals should include a plan for capturing the lessons learned in the

project and sharing them with funders and other nonprofit organizations.

11. Plan for sustainability. Foundations like to provide seed money, nurture a project through its formative years, then

move on to other new projects. Before you get money, you must plan how you will grow your project to become a
healthy, independent “adult”

12. Look for broader impact. Address the ways in which your project has the potential for replication (with or without mod-

ification for individual differences) elsewhere.




CHAPTER 4

Thoughtful Planning

There are several concepts that the nonprofit applicant must consider before writing a grant proposal:
e sustainability
® community involvement

® inter-agency cooperation

Though they are not the scope of the grantwriter (unless you are writing as director of the agency), the

grantwriter needs to understand how these important concepts affect grant outcomes.

Planning for Sustainability

A critical, but often neglected part of planning a project is sustainability. You must incorporate into the
project the ways that you will keep the project going after the grant runs out.

For instance, imagine that your neighborhood association wants to reclaim a vacant lot and turn it into
a basketball court for young people in the neighborhood. You successfully apply to the community foun-
dation for $10,000 for paint for foul lines and lumber for benches and for paving the empty lot once it’s
ready. The project gets the neighbors excited and they come out in force to clean up the lot, build the
benches, and tackle the painting. One of them even finds a contractor who paves the lot for less than com-
mercial price.

So, can you write your progress report and call the project complete and a success? Not yet. What hap-
pens next season! Who will repaint the foul lines next year? Who'’s going to store the paint between sea-
sons and what facilities do they need to do that? Who's going to keep the court free of debris?

While the project seemed relatively simple and straightforward on the surface, you can see that under-
neath are all manner of questions and potential problems that must be resolved before you can write a
grant proposal.

Funders rarely want to give an organization grant after grant for the same project. Ideally, they would
prefer to share their resources with other groups and other projects. Therefore, for better or worse, they want

nonprofits to stand on their own merits, to find ways to be self-sustaining to the greatest extent possible.
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Because this is a major concern, foundations and government funders are becoming reluctant to fund

projects that don’t take sustainability into consideration in their design. One-time costs like capital or

equipment, project evaluation, and similar items may be approved if they are needed to make the project

successful. But if you also need additional staff and benefits, administration and operation costs, or

stipends and payments to other service providers, funders likely will want to know when and how you

Multi-year Funding

Projects that have many renewable expenses are
good candidates for multiyear funding opportuni-
ties. In these cases, you might ask for a three-year
grant with declining grant awards each year in
order to give the agency time to incorporate the
renewable costs into its budget. If, for instance,
you are requesting the annual salary for a fund
development specialist, you might ask for 100
percent of his or her wages in year one, 60 per-
cent in year two, and 30 percent in year three, and
show that, as the person raises more money for
the organization, the position can pay for itself.

Who Are the Stakeholders?

Broadly, stakeholders are those affected by the
direction and actions a nonprofit takes.
Stakeholders can range from board and staff
members to the population served to fellow
service providers and other community repre-
sentatives, businesses and organizations. From
a strategic planning perspective, they are all
important, but the level of their involvement
(based on the effect the project has on them)
will vary from project to project.

expect to incorporate them into the agency’s annual budget. This is
their way of ensuring that the positive outcomes from your project
can be sustained beyond their grant.

Thus, when funders ask for a sustainability plan, they are really
asking how the project will continue and where you will find nec-
essary resources after the grant period.

If your grant program is as simple as the previous one, you must
address the issues and resolutions to them in your proposal. When
your project is more complex and has potential for changing a social
condition or problem in your community, you will need to plan for
the project’s sustainability. For example, will it be institutionalized
into the operations of collaborative organizations and other stake-

holders in your community?

Community Involvement

Nonprofit organizations need to involve stakeholders, particularly
those who will be directly affected by its programs, in planning to
solve problems that affect them. This will not only result in stronger
project plans and greater likelihood of success, but will convey the
message to the target population that they have power, that they
have a voice in their own lives and conditions. After all, the point of
every social change effort should be not just to help people, but to
help people help themselves. You can’t do that by foisting unwanted
projects and initiatives on an unengaged population.

Community involvement, no matter how you define “commu-
nity,” is critical to the success of any nonprofit effort.

Why? Consider this: let’s say the copy machine at the nonprofit

organization jams frequently and copies sometimes have streaks. It’s annoying but not unmanageable.

Knowing this, a board member surprises you with a new machine. It does everything, but because it does,

it is complicated to operate and requires you to make arrangements for a half-day training program for

yourself and staff members. [t comes with one toner cartridge, but it is used faster than your old machine

and replacements are expensive. Plus, you wonder what you will do with the stockpile of supplies you have

to operate the old machine.
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Think of how differently things would have turned out if your board member had simply asked you first.
[t might have spoiled the surprise, but you would have had time to consider the pros and cons and you
might have found a new machine that better fit your needs.

Of course, this is a very simple representation for what can happen in very complex relationships between
a nonprofit organization and its target population. The thing to remember is that just because the heads of the
nonprofit think that people need something doesn’t mean the people agree. And, providing something that
people don’t want, and sometimes even forcing it on them “for their own good,” can make them resentful.

When you are designing a school curriculum, it’s likely that funders will want to know if you've asked
students how they learn best. When you are promoting a smoking cessation program, they will wonder if
you've asked smokers what will draw them to attend. If you are trying to reduce unemployment, have you
asked the unemployed what they need to secure and keep their jobs? Has anyone listened? It may be that
you want to make the case for a new literacy project as a way to address unemployment, but the unem-
ployed people all tell you that they read perfectly well and what they really need are cars to get to and
from the available jobs. Since providing cars or rides is not a part of the literacy organization’s mission,

you need not pursue funding for something that you have learned is not necessary and would not work.

Identifying and Involving Other Organizations

Sometimes in reactive grantseeking, collaboration is mandated by the grantor. Some even identify which
types of organizations you must work with. For example, the federal Safe Schools, Healthy Students
project is offered jointly by three departments of the government: education, health and human services,
and justice. It, therefore, requires three organizations to apply jointly: a school district, a mental health

service provider, and the local police or sheriff’s department.

No nonprofit is an island unto itself. Whether collaboration is *TIP*

mandated or encouraged, it’s generally a good idea for applicant

organizations to work with other organizations when they design a
project. Many nonprofit organizations comprise a collaborative

simply because they know what certain organizations can bring to

Remember, most funders understand that your
organization is probably not the only game in
town. If you fail to mention other organizations
and your working relationships with them, it can

the problem-solving process or project design. The resources that
raise a red flag in the mind of the funder.

each of them brings to the design process can shape a unique

project—one that has a better chance of making a real change in
the problem you are addressing.

When considering which other organizations to involve in a collaborative project, a freelance
grantwriter can sometimes have an edge over one who works as staff to a nonprofit. Staff people have to
know everything they can about their own organization, its strengths and weaknesses, and its needs and
the needs of its target population. So, sometimes, when they need to build relationships, they may tend to
call only on organizations they have worked with before. Freelancers, on the other hand, work for several
nonprofit organizations and may have a more objective view of the nonprofit landscape in the commu-
nity. Because they don’t belong to any nonprofit, they can think outside the organizational culture and

sometimes suggest very creative relationships.
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As a grantwriter, you can help the nonprofit organization identify and involve other organizations in a
proposed collaborative by writing a brief concept paper describing the problem and the proposed solution.
The concept paper is used to set the stage for a discussion among potential collaborators to, at minimum,
determine if it’s something that interests them. If the leadership of a nonprofit organization does not know
who does what in the community, you can help by calling your local United Way or community founda-

tion and asking for suggestions.

Communicating with Collaborators
Throughout the writing process, the grantwriter will need input and cooperation from all the participant
organizations on a number of things: the plan of work and its goals and objectives, the budget, and the
support letters or interagency agreements, to name just a few.

Keep the lines of communication open whether through team meetings or sharing draft proposals. Be sure
that before you finalize a grant proposal, every nonprofit leader and those in his or her organization who have
responsibilities for carrying out the plan has read and understands the work plan. If you have mapped out a

plan of work for a nonprofit organization—whether the applicant or a

collaborator—you must be sure that they know what they have agreed

* *
TP to do and are willing to perform at the level described for the money

that was budgeted. Remind them that, if the grant for the collabora-

It's a big mistake to treat support letters as an
afterthought. Whether your project is a formal
collaborative or simply provides complimentary
services, support letters are an important part
of any proposal. You must plan from the begin-
ning to ensure that the letters are ready to
attach to your proposal on submission day.

Letters of support can be drafted by the
grantwriter or written by the director of the col-
laborative organization. They must be signed by
the executive director or board chair of the non-
profit organization and printed on letterhead
from that agency. You can choose to address
the letter to the applicant organization or to the
potential grantmaker.

tive is awarded, they are entering into a contract and will be held
accountable for their individual and collective organizational per-

formance.

Letters of Support
It is critical to have members of a collaborative send signed letters of
support with the grant proposal. These letters must confirm the scope
of work that each organization has committed to provide and ensure
the grantor that the organization is engaged and ready to work when
the grant is made.

Every foundation program officer you talk with can tell you of a
time in which he or she received a grant proposal that touted an
exciting and creative collaborative project but was missing letters of

support from the collaborators. Some can even tell you that, when

they went about their due diligence review of the proposal, they found that the partners were not consulted

during the project design or the grantwriting process. They weren’t asked for letters of support and knew

little or nothing about the project under consideration.

In those cases, you can guess what happens: the foundation stops the grant review and sends an imme-

diate decline letter to the proposing organization.

Remember, a grant proposal is like a bid and a grant is a contract. You cannot have a binding contract

unless all the parties know and agree to its terms.

Sample letters of support follow:
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A

This letter is addressed to the
applicant organization and
comes from a collaborative
agency—one that has a stake in
the proposal and work plan.

The letter indicates that the
mental health organization has
been involved in the project for
two years and supports the case
for “stakeholder involvement”

A

The writer affirms that he or
she understands the scope of
work in the project plan and
the reason that this agency was
selected to provide the service.
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Sample: Letter of Support

This letter is going directlyto| 5,
the granting agency and is
provided by the police chief
of a nearby jurisdiction. His
community is not providing
services but plans to coordi-
nate and assist the Big City
effort. The suburban depart-
ment will not be receiving
grant funds to coordinate
with the Big City.

The writer confirms the need >
and expands on what is related
in the grant proposal with anec-
dotal evidence of need.

The commitment to coordinate | ——»
and support does not indicate
that the suburban department
plans to be a part of the Big
City’s work plan (or the budget
for the grant), but such sup-
port is attractive to funders
since they understand that the
target population will receive
the services they pay for even
if they cross city lines.




CHAPTER 5

Before You Write

Planning is critical to writing successful proposals. Be sure to schedule tasks and develop a framework and

outline before you write.

Planning the Process

The steps involved in planning to write proactive and reactive grant proposals differ. Before the
grantwriting can begin in a proactive grantseeking approach, you need to assess funding needs, identify
potential funders, research their guidelines, meet with foundation staff if possible, and, sometimes, write
letters of inquiry.

The planning process for reactive grantwriting includes reviewing the RFP, determining the fit between
the nonprofit organization and its programs and those outlined in the request for proposals, and planning
a comprehensive response that meets both the funder’s requirements and the nonprofit’s mission and goals.

Further, there is a process to writing grants that is both similar to and different from the process for most
other types of writing. The writing process for either a reactive or a proactive proposal will include most
of the components that follow:

e Gather information on the organization and its target population and/or the problem it is addressing.
Study it so that it’s familiar to you. Find out what industry-specific terms mean so you can explain
them to others, if needed.

e Qutline the grant proposal. Use every header in the instructions as your own and keep the headings
in the specific order given.

e Develop a schedule for writing, review, completing forms, and securing signatures.

e Request letters of support from collaborators or draft an interagency agreement for review by all partners.

e Write as complete a first draft as possible.

® Meet with the design team or client to review the draft.

e Write a second draft.

e Recruit an outside reader, someone who is unfamiliar with the agency or project and who can let you
know what they understand about the project and when they have questions.

e Complete the final edits based on input from readers and the design team. Ensure time for thorough

review and approval by all collaborators.
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e Complete all forms and schedule times for securing the signatures of required parties (usually the
executive director and/or board chair of the nonprofit).

e Put the grant proposal packet together and make copies. Generally, you will send the original and a
requisite number of copies (this always varies) to the funder and reserve one for each of the involved
agencies and one for your own files.

e Ship, upload, or deliver the grant in whatever way needed to ensure that it arrives before the deadline.

Scheduling to Meet the Deadline

All RFPs have deadlines. They are absolute and final. If the proposal arrives an hour late, it will be thrown
away or returned unread. Even if you submit electronically through grants.gov, you must have the docu-
ment and attachments loaded and ready to submit before 5:00 p.m. eastern time on deadline day. The gov-
ernment provides a warning that if their website crashes on deadline day and you miss the submission
time—even though it’s not your fault—they will not consider your proposal. The government makes no
guarantee that the electronic submission process will work at all hours, so you must plan ahead. There
have been a few, rare exceptions in which extensions have been offered—in the aftermath of major disas-
ters such as 9/11 or Hurricane Katrina, for example. These extensions were only available to people
directly affected by such an event.

Foundation deadlines are as absolute as the individual foundation makes them. Some have no dead-
lines, but provide in their guidelines the dates they make grant decisions and request that you submit
thirty to sixty days in advance of those dates. If a foundation offers a request for proposals, the deadline
for submissions will be firm and late submissions will not be considered. Sometimes, if you have a good
relationship with a local funder, they will give you a one- or two-day grace period on a submission when
they already expect the proposal and you can provide a strong reason for not meeting the original date. If
you don’t allow yourself to get a reputation for late submissions, they will likely look more kindly on the
rare instance that you must request an extension.

As a preliminary to writing a proposal, you should build a schedule so the rest of your team (clients, col-
laborating agencies, staff, etc.), knows what to expect and when they will be asked to contribute. Work
backwards from the deadline to ensure ample time for reviews and crisis management. It’s Murphy’s Law
that the tighter the deadline, the more apt you are to have a time-consuming crisis arise during the

process.
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Following is a sample schedule for a grant that is due approximately five weeks from the start date:

Sample: Grantwriting Schedule of Tasks
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Reviewing Drafts

[t is critical that you build draft reviews into your grantwriting plan. As you write, you will have to make
judgments about the work that needs to be done. Those who will be doing the project work must under-
stand what you are assigning and agree that staff can and will carry out the work plan and that the budget
for the work plan is reasonable. Further, if there are collaborating agencies involved in the project, they
must all agree that their assignments and budget allocations are reasonable. These review sessions are not
meant to be about correcting grammar and spelling errors in your draft, although you may receive such
corrections during the meeting. Keep notes about these edits and try to keep the meeting focused on the
big picture—the plan of work for the project, the proposed outcomes, and the budget allocations.

It’s always helpful to get a “cold reader” before you finalize the grant. This person should be unfamiliar
with the organization and project. Give him or her the RFP or guidelines and ask the person to read and
score the grant proposal based on the criteria or rubric provided in the RFP. If possible, ask someone to be
responsible for proofreading the final draft. Generally, the writer will have become too close to the work

to do a good job of proofing, so it’s better to assign this work to the cold reader or a willing team member.

The Framework

Following Directions

Guidelines and RFPs are really directions for what needs to be included in a grant proposal. You, as the
grantwriter, must follow those directions exactly. It may be as simple as following the outline provided and
presenting the information in the order requested in the outline. Alternately, the directions may be quite
detailed, prescribing the font and size type you must use, page limits, margin sizes, line spacing, type of
paper to use, use of bindings or staples, and much more. This is particularly critical when it comes to gov-
ernment grants. There are actually people sitting in government offices who measure your margins with a
micrometer and look through papers to make sure that not even one line is single-spaced when the RFP
says to double space. Picture those folks dancing with glee when they catch an error and can send your
proposal straight to the reject pile.

Being disqualified for a technical error is heartbreaking, but there is a reason beyond that for following
the directions. Government grant reviewers are given score sheets and a stack of proposals to review. If
they have to work to find whether you've responded adequately to a section of the proposal, they will
reduce your score. If they can’t find the section because you’ve put it in the wrong place, they will assume
that you missed it. On the very rare occasions that a section of a proposal is not applicable to your organ-
ization, you must still enter the headline and write “not applicable” or risk having the reviewers reduce
your score because they assume that you chose not to respond.

Once again, you will find that foundations are more forgiving. It is not unheard of to have a program
officer or grants manager call you if you forget to attach your IRS letter or board roster to a proposal or to
ask you to submit additional narrative information after the deadline. Nonetheless, because it’s a reflec-
tion of your professionalism, you should follow the outline provided in the foundation guidelines and

deliver complete grant proposal packets by the submissions deadline.
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Outlining Your Proposal

To ensure that you follow the directions, always outline the entire proposal (or paste it into a new docu-
ment if the RFP or guidelines are electronic). Include the point value for each section so you can concen-
trate your narrative on the parts that the grantor deems most important. Make notes for yourself about
special information you may need to gather or strategies you need to incorporate into the narrative. The
outline on the next page was created from the RFP for the Safe Schools-Healthy Students program offered

by the federal government:
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Sample: Grant Proposal Narrative Outlines

There are two important points
here. First, when the guideline
says small “a” for the first
section, label yours with a
small “a” Second, notice that
the writer has indicated the
points assigned for judging
and will emphasize work on
sections with the highest point
values. Generally, federal
grants total 100 points.

Subsections under “a” are
numbered.

The grantmaker wants not only
data on the following indica-
tors, but wants the writer to cite
the source for the data (factual
basis). Most of the data will
come from the district’s records,
but the writer will also have to
contact the police or sheriff's
departments, and perhaps the
health department and social
services to ensure accuracy.

The subheadings can be abbre-
viated. For instance, subhead-
ing #2 would be shortened to
“Gaps in Services” so the read-
ers can find the section imme-
diately. The grantwriter has
incorporated notes so he or
she will include all of the
required information in each
subsection. The writer will
remove the notes once the nar-
rative is written.

Data on housing and popula-
tion can found on many city
websites. If you are nine years
from the last census, the data
may have to be updated.

Y




A
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Goals and objectives most often
are presented as a part of the
work plan. In this case, they are
separate sections of the proposal.

1]

The writer has looked at the
scoring and inserts a reminder
to emphasize #9, meaning that
research that supports the
design of the project should be
included.

A

The RFP requests information on
sustaining the project after the
grant period.

A

When the writer responds to 2,
3, and 4, he or she will have to
cite research and source materi-
al that supports selection of the
program model.

There is less detail under the
following three points. There are
no subheadings, and the grantor
provided little information for
what to include, assuming that
the points were understandable
without specific instructions.

Here the writer will emphasize
the strength of the applicant
organization and its history of
managing large grants.




56

I THE COMPLETE BOOK OF GRANT WRITING

Common Grant Applications
Most foundations provide an outline of the grant proposal in their guidelines. Some say that they accept
“common grant applications,” which are generic applications developed by a group of foundations or var-
ious regional associations of grantmakers (RAs) for use by their foundation members. The RA will also
provide grantseekers a list of the foundations that accept the common grant application.

The sample outline on page 57 comes from the Minnesota Regional Association of Grantmakers and
is available, along with several other common grant applications for different regions, at the Foundation

Center’s website (www.fdncenter.org) or from individual RA web sites.
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Most foundations appreciate a
cover letter like the one
described here. Submissions to
the federal government rarely
require a cover letter.

A

Number section one with “I” and
its subsections as “A,” “B;” “C;
and so on.

In this case, the organizational
description is first. More often,
however, this information comes
last in the proposal.

A

The RA suggests that you have
communicated with the individ-
ual funder and learned of its
specific requirements. If so, you
should add points to your outline
so you remember to include that
information in your narrative.

There are two different formats
included here, one for those
seeking operational support and
the other for those seeking pro-
gram or project support. Some
funders also have different nar-
rative requirements for small
and large grant requests, and
some have different narrative
requirements for capital projects
than for program support.

A

Note that the foundation will
want to make sure that if it pro-
vides operating support, your
organization knows that it
should be looking elsewhere for
ongoing funding so you don’t
appear to become dependent on
their support alone.
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If your organization were
making an application for
operations, you would delete
section B from your outline; >
for a program proposal, delete
section A, and begin your nar-
rative with the heading, “B:.

The foundations want to know
who the stakeholders are and
how you involved them in the |—————————
program design.

Sometimes the proposing
organization will carve out a
financial niche for each fun-
der, asking one for an educa- oA — 3
tional component, another for
evaluation assistance, etc., in
keeping with the different
foundations’ interests.
However, if the foundation
does not ask this question, let
them choose how they want to
support the organization.

They are asking for planned
outcomes.

The funders want to know if
the evaluation will be ongoing
and will be used to revise the
project when it’s not working,
and whether a final evaluation
will be shared with others.




A
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The writer will prepare a check-

list to ensure that all attach-
ments are included with the
application.







CHAPTER 6

The Five Core Components
of Every Grant Proposal

Most grant proposals, whether reactive or proactive, contain five core sections:

® An abstract or executive summary

¢ The statement of need or problem

¢ The project description

e An evaluation plan

e A budget

Though there may be additional sections, it is critical that a serious grantwriter master these compo-
nents—learn the expected content, where to find information, and how to craft a clear, concise response.

The first three of the five core components are illustrated with sections from one grant proposal. It was
written in response to a federal RFP that seeks to support organizations classified by their states as local
workforce development boards with experience providing skills development to help unemployed people
find and retain jobs. The federal government further wants the applicants to use a portion of their grant
award to regrant to small faith- and community-based organizations (FBCOs). Although this sample pro-
posal would be classified as reactive, you will see many of the same key components in many foundation

guidelines that you approach proactively.

Executive Summary or Abstract

The executive summary (also called an abstract) can range in length from one paragraph to one or two
pages. Each funder will have specific length requirements for this section.

The executive summary is your reader’s first impression of the work. To make a good impression and
leave the reader eager to read the body of the proposal, craft this section carefully. Pull out the most salient
information and highlight the strength of your project and organization. Tell the reader up front what you
are going to do and what you want the grantmaker to do.

The primary points in the executive summary will succinctly cover the other four basic sections of the
grant proposal. Discuss the need or problem, the approach you will take or other key information from the
project description, how you'll evaluate the program, and what it will cost. You'll also introduce your

organization, state your grant request, and discuss how the project meets the grantmaker’s stated goals.



62 I THE COMPLETE BOOK OF GRANT WRITING

Always write the abstract or executive summary last. That way, you can pull information from the pro-
posal narrative and highlight only the most critical items. It is presented here first because it is the first

thing the grantmaker reads. A sample executive summary follows:

Sample: Executive Summary

The applicant is introduced. A mandate contained in the

The statement additionally RFP is that grant money can-

speaks directly to the federal not be used to assist sex

grant focus on FBCOs. offenders or violent criminals
in becoming employed.

This statement summarizes
the need for services.

The organization’s status as a
participant in a regional initia-
tive is noted.

local branch of the state’s
workforce development board,
as these agencies are the only
ones qualified to seek grant
funding for this offering.

The grantee will be ESS, the t

The number of individuals who -
can be served with grant funds
and the total grant request
from the budget is provided.

The writer briefly highlights key
services from the project
description and confirms that
the model for service has been
tried and proved successful. A

Summarizes the planned out-
comes and method of evalua-
tion for the proposed project.

Briefly confirms grant eligibili-
ty requirement that ESS will
regrant funds to relevant local
faith- and community-based
organizations reserving only a
portion of the funds for over-
sight.
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Statement of Need or Problem

Once, the “statement of need” was just that. If your target popula-
tion was poorer, had more illness or more school failure, or lived in
more substandard housing than another program’s target popula-
tion, you could prove the greatest need for grant money. Those with
the greatest need were often first to receive grant funding.

Today, this section is most often called the “statement of the
problem,” and it is where the proposing organization clearly identi-
fies the problem as it exists in its community. In its analysis, the
grantmaker will be looking for those programs that hold the most

promise for addressing the problem.
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Six Things a Grantmaker Looks
for During Proposal Analysis

-Does the proposal fit within the funder’s

strategic objectives?

-Is the plan of work reasonable given the

proposed time frame, staffing, and budget?

- Are the characteristics that are important to

the funder, such as model of practice,
demonstrated in the proposal?

- Are the goals, objectives, and work plans

aligned and clear?

-Is the proposed work a good fit with the

applicant’s mission and expertise?

-Does the proposal seek funding in an

It’s a subtle but important distinction. Grantwriters who con-

tinue to approach grantwriting with the old thinking tend to write amount appropriate to the funder?

grants that sound like the organization is entitled to the money
because it has the most need for money. Consequently, they often do not present the most creative or

innovative solutions to problems.

Dealing with Awkward Narrative Order

Can you imagine having a conversation with a stranger in which you spend an hour telling them why you
plan to do something before you ever tell them what you're going to do? It seems odd, but that’s exactly
the order of information in most grant outlines. First you tell them why, then you tell them what.

Once you get used to it, it becomes a natural way to approach grantwriting. As discussed earlier, grant-
making follows certain trends. Years ago, it was appropriate to have the need statement come first because
it was the most important criteria for judging which organizations and projects were most necessary to a
community and which communities had the most need for funding. Today, the statement of need comes
first precisely because identifying a problem is the first step in problem-solving models. The grantwriter
must demonstrate a thorough understanding of the problem and later in the narrative connect the solu-
tion (project plan) back to the problem statement.

Grants often are given for the most pressing issues, but as funders have grown more sophisticated, they are
responding to those issues with the most creative and need-responsive programs. In these cases, the depth of

need, while still a consideration, becomes secondary to the strength and responsiveness of the program.

Introducing the Organization

To further complicate things, try to imagine telling both why—and what—before you tell the person lis-
tening who you are! Because the order of grant proposal sections listed in RFPs tends to leave organiza-
tional descriptions for the end of the proposal, it may appear that you should wait until the end to tell the
reader about your organization. Savvy grantwriters get around this by introducing the organization in the

first one or two sentences of the problem or need statement.
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The introduction should be very brief and should be necessary to the statement of need or problem. For
instance, you could provide a descriptive phrase as in the following: “The Central Media Group, a collab-
orative of public access radio, television, and print media, serves the population of Conroy, Nevada.” In
instances such as that illustrated by the sample proposal, because there are very few qualified applicants,

it instead introduced the location of the applicant and the service population.

*TIP* Using Data
In many cases, the RFP will dictate what sorts of information the
Do not use the need section to discuss the funder wants about the community in the statement of need, for
needs of the applicant organization. Use it to instance, poverty rates, high school graduation rates, number of
discuss the needs of the community in which minority families, or percentages of people affected by a medical

the organization works.

condition. In other cases, the funder leaves open which data you

will present to make the case.

Context is important. If your community problem is a high incidence of poverty in an isolated neigh-
borhood, your antipoverty project will, of course, focus on the isolated neighborhood. If you intend,
instead, to pilot an anti-poverty effort in a place of need, but not necessarily the greatest need, you might
select a more economically diverse neighborhood that promises a greater likelihood of success. In the
latter case, you should also describe why you selected that neighborhood over another.

Data include both numbers (hard data) and testimony or input from participants (soft data). Hard data
are not difficult to find. Census data are collected and updated every ten years and often can be updated
from local sources. Practically every business and nonprofit organization now collects data. The difficulty
comes in sifting through the wealth of information to find the right data to support your case.

Use the most current data you can find. If the data are critical to making your case, but are not current,
consider having them updated by a local university or market research firm. With outdated data you risk
appearing as if you are behind the curve, developing a response to a problem that may already have
changed. For instance, in the early 1990s, the nation’s unemployment rate was around 2 percent, and
many nonprofits tried to help businesses recruit and retain scarce employees by offering training programs,
mentoring initiatives, and similar development efforts. The 2000 census data still indicate a relatively low
unemployment rate, but today’s newspaper headlines tell an entirely new story. In the past five years, the
unemployment rate has risen rapidly, particularly in communities that have a large number of manufac-
turers. Today, a nonprofit organization could best help these communities by designing programs to retrain
displaced workers or to attract new employers to the region.

When you use sources outside your organization for data, you must cite those sources either with foot-
notes or within the narrative as in “according to the local health department...”

The primary purpose of the needs or problem statement is to lay the foundation for the case you are

building for funding. Use data as your primary tool to state your case.
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Sample: Statement of Need

The author introduces the com-
munity in which the project would
be implemented and cites the
resource (2000 Census) for data.

This statement is risky. If unem-
ployment for average citizens is
on the rise, there is apt to be
even greater difficulty putting
exoffenders into jobs.

It's a good idea for grantwriters
to subscribe to a local newspa-
per and clip articles that contain
updated data about local prob-
lems.

A

This would be an argument for
providing training to potential
workers currently living in the
area.

This example points to a com-
munity in economic transition.

The author cites an expert
source rather than the writing
team’s opinion.

This is state-level data that likely
reflect the local situation.

“One-stop” is a term familiar to
the proposal reader.

The data in this statement come
from the probation department,
a collaborator to the project.
Nonetheless, the grantwriter
should have cited the source.
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These individuals and organi-
zations identified a community
problem and have been work-
ing together for two years to
solve it—long before the RFP
came along. This fact demon-
strates broad-based communi-
ty support for the initiative, a
factor that is critical to suc-
cess. It also demonstrates
that this collaborative is not
developing programs simply to
respond to RFPs.

These data are provided, again,
by a collaborator to the project.
The source should be cited.

Project Description

The project description is the heart of your grant proposal. In it, you will describe the purpose of your
project, present the strategies you have selected, and lay out your plan of work. The project plan comes
from a team of organizational staff, and sometimes collaborators, who determine a course of action that

addresses the problem or need and accept organizational responsibility for implementing the effort.

Responding to the Stated Need
Each section of the grant proposal narrative should build from the previous section and lay the ground-
work for the next. The project description, then, must derive from the problem or need statement and set
up the evaluation plan.

Make deliberate links throughout the narrative, describing the project plan with references to the state-
ment of need or problem. Begin these statements with “because,” as in “because there are x number of arrests
in the pilot neighborhood for domestic assault, our nonprofit organization plans to collaborate with an organ-

ization that provides communication training, anger management, and dispute resolution workshops.”

Strategies

Within the narrative, you will describe the strategies the organization (and its collaborators, if relevant)
has selected to approach the problem or remediate the need. You will want to cite when the strategies are
proven effective as the grantwriter in the sample does when he or she suggests that the exoffenders will
use a process similar to the proven SEED model to develop job skills and move workers from entry-level

jobs to more highly skilled and higher-paying jobs.
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Alternately, the team may have designed an entirely new approach to an old problem. In this case,
describe the strategies they plan to use, why they were selected, and the ways in which the approach can
be replicated elsewhere if it proves successful. In the sample, if the SEED model did not exist, you might
write, “EES has established a new model for moving individuals from unemployment to full employment

)

in good-paying jobs. The model involves a series of three certification levels...” and go on to describe the
method involved in employee certification as well as the employer interest in the model.

Following is a brief section of the project description from the sample grant proposal, which describes
the methodology the organization will use to select subgrantees, the faith- and community-based organi-

zations that will receive grants and report to ESS:

This is an established model
understandable to the reader.

Sample: Project Description

A larger organization like ESS
cannot provide the one-to-one
assistance that the smaller
faith-based and community-
based organizations can.

A

The regrant awards will provide

a mix of services that the appli-

* cant stated in the last section
were needed by exoffenders.

-« ESS will develop grants con-
tracts with all subawardees to
ensure that it can report to the
federal government.

This statement describes how
faith- and community-based
organizations will learn of the
funding opportunity.

A

Many small FBCOs have no
experience applying for federal
grants, so they will require assis-
+ tance in this. The workshop
must also explain reporting
requirements so the FBCOs
know exactly what they are com-
mitting to before they apply.

Components of a Project Plan
Most project plans include a narrative explanation of how the project will be implemented and several
specific sections, which may be placed into a table, written as narrative, or sometimes a combination of
both. They include, depending on the proposal instructions, some combination of the following:

e Goals of the project

e Objectives

® Planned outcomes

e Action steps

e Timelines

e Resources needed

e Evaluation indicators
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Goals: What Will You Accomplish?

A goal is a broad statement about what you hope to accomplish with the project. It need not be measur-
able. The goal is not a restatement of the nonprofit organization’s mission but should be a means of
bringing the mission to life.

The purpose of your project should derive from your problem statement and be translated into a pri-
mary goal for the project. In the case of reactive grantseeking, you must have the same purpose as that
stated in the RFP. When you are seeking grants proactively, the purpose of your project must further the
mission and goals of the nonprofit applicant and match the programmatic goals of the potential funder.

State the purpose of your project in your goal(s).

Objectives: Steps to Meeting the Goals
Objectives are the means by which the organization will meet its goal(s) for the project. Objectives must
be measurable or provable. Though it goes against writing rules, you can think of your goal statements as

sentences beginning with the infinitive “to” and objectives as beginning with the word “by,” as in “to

Objectives and Outcomes—
What’s the Difference?

In general, objectives tell how many or how
much. How many people will attend a seminar
or participate in the project? If your objective is
to have thirty people attend a seminar, you are
successful if thirty or more attend.

But so what? What will they learn? How will
their new knowledge change their behavior or
habits or lives? The outcome statement answers
the question, “So what?” An outcome of the
project to help high school graduates prepare
for good jobs would be that, when they leave
school, they will go into employment or they'll
stay in the community.

accomplish A by doing a, b, ¢, and d.”

Objectives form the framework for your evaluation plan. You can
and will be held accountable for each of your objectives whether or
not your project achieves its goal or its outcome. Your evaluation
plan will be easier to write if you spend time writing careful, under-

standable, measurable, and achievable objectives.

Outcomes: What Will Change?
Outcomes are statements that tell what will change as a result of
your program. Qutcomes must be stated as measurable, as in “the
project will reduce recidivism by 50 percent.”

Outcomes are most often used to describe changes in the partic-
ipants or the environment. If you plan for outcomes, the project
will generally be more successful as every contributor will have in

mind the change that they are attempting to make.
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Following is a brief section of the project description from the sample grant, containing its goals,

objectives, and outcomes:

Sample: Project Description

The goal is a broad statement
of purpose derived from the
problem statement:

Be sure that all objectives can
be measured or proved through
documentation.

The services referenced have
been identified in the proposal
narrative.

A

A

The grantmaker indicates in the
RFP that it wishes the WDB
applicants to carefully monitor
the work of the FBCOs. It is
appropriate, therefore, to make
an objective of hiring a person
to concentrate on this activity.

The grantseeker expects that not
all participants will be success-
ful. They will recruit three hun-
dred, help find employment for
250, and expect two hundred to
continue employment. It is
important to be realistic when
assessing potential outcomes.

The outcome tells what will be dif-
ferent by the end of the grant peri-
od. It is more specific than the
goal and must be measurable.

Action Steps: How Will You Achieve the Objectives?

Most goals have several objectives, and most objectives have several action steps. Action steps are the

things that an organization will do in order to achieve its objective. While they may be written into the

narrative description of the strategy, they may also be included and summarized within a timeline or a

table of goals and objectives. Action steps, especially when incorporated into a timeline, help focus the

nonprofit on what it needs to do next after the grant is made and it is ready to implement the project.

Timelines: When and Who?

Most funders request a timeline for implementing your project. Include in the timeline the specific steps

you'll take to achieve the objectives (action steps), the deadline for accomplishing the steps, and the

person or organization responsible for accomplishing each task.
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The timeline must correspond to the time limitations of the grant. If you are funded for one year, the

timeline must cover the entire year. If the proposal is for a project that will continue for more than one

year, you should include a detailed timeline for year one and a less detailed project timeline for later years.

A regular evaluation review should also be included in the timeline, As the project unfolds, the nonprofit

should look regularly at the evaluation criteria to determine if they are on track or if something needs to

be strengthened or changed.

The timeline that includes the action steps from the sample grant follows:

Sample: Timeline

Timeline must correspond to

funding timeframe: eighteen
months in this case. \

These are the action steps. \j

The first step is to hire a staff
person to oversee the regranti-
ng process and to supervise
the subawardees.

Y

These are the essential func-
tions of the project and will
have to be continuous in order
to achieve the promised
objectives.

This refers to Employment
Service System, the applicant
organization.

These internal steps indicate
to the grantmaker that the
applicant organization is led by

A

The ERC will coordinate the
employment component. Note
that the ERC is not yet estab-
lished as its development is
one step in the timeline.

The timeline extends months T
from notice of funding.

an intergovernmental group.
This goes back to the eligibility
criteria for applicants.

This task will be accomplished
by the Recidivism Reduction
Team rather than by the appli-
cant organization. However,
the applicant (ESS) retains
responsibility, in the grantmak-
er's view, for all components of
the workplan, including those
that are assigned to collabo-
rating organizations.
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Putting it All Together
Goals, objectives, outcomes, and action steps are related and can be placed into hierarchal order to express

their relationship as the following outline illustrates.

Goal: Broad statement of purpose
Objective 1: measurable statement describing how the goal will be met

Action step 1.a. Time frame Responsibility

Action step 1.b. Time frame Responsibility

Action step 1.c. Time frame Responsibility
Objective 2:

Action step 2.a. Time frame Responsibility

Action step 2.b. Time frame Responsibility

Action step 2.c. Time frame Responsibility

Outcome: Describes what will be different as a result of achieving the objectives.

Sample Project Description Narrative

Tables illustrating goals, objectives, outcomes, and timelines are just a part of the project description. You
must fully explain what you intend to do. In the sample grant, the overall approach was broken into sev-
eral components, including developing business partners, making subgrants to FBCOs, providing inreach
to individuals before they are released from jail or prison, and developing and implementing the employ-
ment model.

The following excerpt from the sample grant describes the resources and services that will be delivered

under the terms of the grant proposal, an integral part of a narrative project description.
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Sample: Project Description

Points to an existing and suc-
cessful model that has worked
to employ hard-to-place and
hard-to-advance individuals.

Describes coordinating the
small organizations into a sys-
temic approach to helping
exoffenders become self-sup-
porting and successful.

This describes existing
resources and sets up the next
paragraph that explains how
gaps in existing services can
be filled by small organiza-
tions that are funded by
regrants.

*TIP*

Foundations, like governments, are challenged
to account for the impact resulting from their
grantmaking. With all the billions of dollars
invested in communities, what has changed?
Many have responded to the challenge by tight-
ening their funding strategies. They still want to
fund change and change agents, but they also
look at the propensity for success—projects that
follow proven models or proposed new models
with promise for replication.

Evaluation Plan

The Language of Evaluators

Few grantwriters or nonprofit staff are professional evaluators, and
most struggle a bit when it comes to writing an evaluation plan. It
may seem a little technical, but all you need are analytical skills and

an understanding of evaluation language.
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A few words you’ll need to know include:

e Baseline: The measure against which the evaluator will measure change; the current measure or
status. Baseline measures are often described in the need or problem statement.

e Context: The environmental factors affecting a project and its chances of success.

e Formative: Evaluation of the implementation of a project (also called a process evaluation).

e Impacts: The ways in which the outcomes create societal change over time.

e Implementation: The plans and activities required to move the project from concept to reality.

e Indicator: An agreed-on measure of change. Indicators for determining whether or not a neighbor-
hood has been improved through a project might be reduced arrests, increased housing prices, com-
munity participation at a neighborhood event, or cleaner streets.

e Inputs: The resources necessary to implement a project or take a logical step in the process.

e Logic Model: A flow chart that defines issues to be addressed and illustrates how inputs and actions
interact to produce outcomes and impacts. (See chapter 7 for a sample logic model.)

¢ Longitudinal: A study of change over time, usually a year or longer.

e QOutcomes: Measurable results of a project; the change in the environment or people who participate
in the project.

e Qutputs: The tangible products of activities; e.g., reports, programs, capital projects.

e Pre- and Post-: Measures status or numbers before and after an activity as in pre- and post-tests or
pre- and post-surveys.

e Qualitative Evaluation: Measures the qualities within the project’s objectives and/or outcomes. It is
more concerned with an examination of processes, meanings, properties, or characteristics that are
not easily quantified in terms of measurements. How well did people learn a topic? What are people’s
opinions of the project? What stories have they told? Qualitative evaluations collect soft data, that
is, data that may be expressed in numbers, as in results from an opinion survey, that are based on
experience and thought instead of on facts.

e Quantitative Evaluation: Measures quantity within project objectives or outcomes. It is more con-
cerned with numerical data analysis. How many people attended? How many completed a class? How
much are people earning? How much lower are blood sugar levels? Quantitative evaluations collect
hard data, or the facts without interpretation.

e Summative: Evaluation of the outcomes of the project (also called an outcomes evaluation).

An evaluation should be designed so that it gets to the heart of
*TIP*

the matter: how will you know if the organization has achieved its

planned objectives? How will you know if there’s an outcome or
A good resource for a grant-related glossary is

the Nonprofit Good Practice Guide from the

Johnson Center for Philanthropy and Nonprofit
can replicate a successful project or take another path if a project Leadership at www.npgoodpractice.org.

result from the project? What does the organization hope to learn

from the project? How will it share what it learned so that others

has not achieved what it set out to achieve?
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You’ve probably heard the old saying that nothing you learn from is wasted. That’s true of grant-funded
programs, too. Even if a grant fails to achieve its goals and outcomes, when the grantor and grantee learn
from the effort, it is not a failed grant. A grant fails only if the nonprofit organization fails to deliver on
its objectives or fails to implement the project as it agreed to do in the grant contract.

Your work plan forms the basis for your evaluation plan. Look at your objectives and ask how you’ll

know if you’ve achieved them. How will you measure whether or

*TIP* not they’ve been achieved? Look too at your outcomes and ask how

you'll know the results from your project. If you cannot determine

In a nutshell, an evaluation should prove what a method to evaluate your success, you could consider consulting

you have accomplished and capture what you with a professional evaluator at a local university or research center,

have learned during the project implementation.

or you may just need to take a closer look at your work plan and ask

yourself if the objectives and outcomes are truly measurable.

Internal or Third-party Evaluation?
An internal evaluation is one performed by the nonprofit applicant; an external evaluation is one per-
formed by a professional evaluator who is not on the staff of the applicant organization.

In the case of reactive grantseeking, the RFP will often dictate whether you use an internal or third-
party evaluation, and sometimes a foundation grantmaker will want to learn something specific from your
project and will ask for a third-party evaluation to capture those lessons. For instance, when a grantmaker
is doing a cluster evaluation (a collective evaluation of similar projects) it might assign its own evaluator
to your project.

When it is not predetermined, the format you select depends on what the organization wants to learn
and needs to prove through the project. Even complex projects can be assessed internally when the ques-
tions and data necessary to evaluate success are straightforward and clear from the inception of the project.

You probably don’t need an external evaluator to come in and tell you whether or not a project to teach
non-English speaking residents how to balance their checkbooks was a success. You could design and carry
out your own evaluation with pre- and post-tests of checkbook balancing skills, surveys of participant satis-

faction, and/or self reports from participants regarding how many opened a checking account after the class.

Types of Third-party Evaluations
Third-party evaluators are experts that you should bring in when your project evaluation is mandated,
when the evaluation is complex and/or lengthy, or when you are implementing a demonstration project
designed to test a theory or service model.
Third-party evaluators can design and carry out the following types of evaluation studies:
e Scientific: Relies on quantifiable data with rigorous and replicable analytical methods.
e Experimental: Related to the scientific approach but is more rigorous; includes the use of a control
group, double-blind studies, and/or longitudinal study over many years.
e Impressionistic: The most simple (and least expensive) evaluation; essentially an informed opinion
provided by a knowledgeable observer. It does not include quantifiable data.

e Anthropological: Primarily uses extensive stakeholder interviews to capture important lessons.
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Sample Evaluation Plan When to Bring i Evaluat
In the sample grant proposal from ESS used throughout this en fo Bring 'n an Evaluator

chapter, the grantwriter merely reiterated the measurable objec- . . . .
If you will be using an outside evaluator, involve

tives stated in the program description and used them as a plan for him/her in the project as early as you can—

an internal evaluation process. This is possible when objectives are during the project design process if possible. An
clearly measurable at the outset. evaluator can save your organization extra work,
The sample that follows is from a different proposal and provides such as collecting unanticipated data, and help

you establish procedures that keep the project
on track and develop processes by which you
can gauge progress and change direction if an
activity is not yielding sufficient results.

an example of a planned third-party evaluation. Note that the
writer identifies the evaluator and provides a list of questions that

the evaluator will address with a comprehensive approach to

project evaluation.
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Sample: Evaluation Plan

All Safe Schools-Healthy

Students grant-funded projects
will be evaluated by a profes-
sional under contract with the
federal government. Each indi-
vidual project must also have a
local evaluator to help the
grantee gather and report nec-

essary data to the national
evaluator and help the grantee
stay on course for achieving
the objectives of the project.

This line is taken verbatim
from the RFP, which requires
applicants to make a state-
ment about their willingness
to participate in a national
evaluation.

The applicant has worked with
an evaluator in the development
of the proposal and this section
and can describe her creden-
tials as an evaluator.

Much of the project plan is
built around increasing assets
and reducing deficits. The
Search Institute information,
then, is critical to determining
the effects of the
community/student interaction
aspects of the project plan.

In this case, to “operationalize”
means to make the qualities
measurable with indicators for
progress.
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A

While agreeing to participate
in the national evaluation and
identifying a local evaluator
were important parts of the
RFP, a full and formal evalua-
tion plan is not necessary at
this point. Nonetheless, the
grantwriter needs to be sure
that the right questions (i.e.,
what do we want to learn) get
incorporated in the proposal
planning
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Budget and Budget Narrative

The grant proposal budget lays out the costs (expenses) and income (revenue) for the project you are
proposing.

The budget is interdependent with the project description: that is, everything described in the plan of
work that costs money must be called out within a line item in the budget, and everything that is in the
budget within a line item must be described in the plan of work. The budget narrative (also called budget
justification) should clarify what is included in each line item using language, where possible, that
matches the project description narrative. For example, if you discuss hiring consultants in the project
description, don’t call them independent contractors in the budget narrative.

The grantwriter does not and should not have to develop a budget by him or herself. The grantwriter,
however, should have input into the budget as he or she is the person most familiar with the plan of work.
Work closely with the finance officer, the executive director, and any collaborators to compile a list of

expenses and revenues that are necessary to implement and carry out the project.

Learning the Language
As in developing an evaluation plan, there is a vocabulary that the grantwriter needs to understand to read
an RFP or guidelines and to write a budget narrative. Terms include:
e In-kind Support: Portions of the budget that are offered by the applicant in the form of existing prod-
ucts, space, equipment, and similar items.
® Multi-year Requests: Multi-year requests are grant proposals for more than one year. Such proposals
must have a budget that spans the project period and provides annual breakdowns of costs.
e Indirect Costs/Charges: Costs a nonprofit can add to the budget to help cover the grant’s manage-
ment functions (e.g., the portion of accounting, supervision, etc. related to the project) are called
indirect costs/charges. The federal government is now requiring that many of its applicants have a

preapproved percentage for indirect costs. If not, they are disallowing this line item.

How Much Can You Request?

Most RFPs contain a ceiling amount on the grants they intend to fund—the amount that the grantor
believes it will take to do the job as they envision it. For instance, an RFP may state that the government
estimates making forty grants with a ceiling of $200,000 on each grant. A tip—this doesn’t mean you
should ask for precisely $200,000, but that you should ask for an amount of money less than or equal to
$200,000 that will enable you to fulfill your obligations under the grant contract.

When you seek grants proactively, the amount you can ask for is far less clear. Examine annual reports,
grantmaker guidelines, 990s, and directories of grantmakers for guidance on this. Look for the average
amount of grant awards in the program area; find out if the foundation makes many small grants or a few
large ones. If the documents do not yield the information you need, be sure to add a question about

funding parameters into your preproposal interview.
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There are other considerations in determining what you can request:

e [s the foundation willing to fund a project all by itself or does it want you to seek funding from a
variety of sources? The latter situation is most often the case, and some foundations even put a for-
mula on it, indicating, for instance, that you may not receive more than one-third or one-quarter of
the necessary funds from them.

e How much is your organization willing to commit? Some grant

opportunities require matching funds. In order to qualify for Return on Investment

grant funds, the organization must commit a percentage of the
project costs from its own coffers or other sources. And, The way a foundation might examine a project
whether a match is required or not, it always looks great to see budget is similar to how a business might look
that the nonprofit grantseeker is so committed to the project | for a return on its investment. On one hand, a
project budget should be realistic; on the other
hand, the total costs should appear reason-
able. If, for example, the per-person service
costs appear quite high, you should prepare to

that they are also investing scarce dollars into its launch.

Meeting Funder Instructions for Budget Formats explain why and how this investment will pay

Every proper budget has two sides: expenses and revenues. Only dividends; for example, if the foundation
occasionally, as in the case of some RFPs that offer grants without invests $10,000 per person in prevention serv-
matching dollars or other commitment by the nonprofit, can a ices, participants and their communities will

benefit by saving $20,000 in treatment costs
that they would otherwise incur without the
investment in prevention.

grantwriter focus exclusively on the expense side of the budget.

Every foundation funder wants to know both the expense line item

allocation and who else is helping to fund the effort.

Some grantmakers will define in their guidelines what sorts of
expenses are allowable and what sorts are not. For instance, lobbying is not an allowable activity or
expense for private foundations. Some will not fund capital purchases, so you cannot, for instance, pur-
chase a computer or a van to use in the project. Others will not fund operations, so you must make sure
that nonproject-related overhead such as electricity, gas, rent, and similar expenses are allocated as in-
kind contributions to the project and will come from the organizational budget to the project budget.

Further, some grantmakers require that you create a project budget that matches their format; others
allow you to present it in your own organizational style. Whether the grantmaker requires you to use it, a
sample format, if available, will tell you a lot about what a foundation considers acceptable expenses and
what its funder is looking for in terms of revenues. The following is a sample budget format from a

common grant application:
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Sample: Foundation Budget Form

Fiscal years do not necessarily
correspond with calendar years.
They are any twelve-month peri-
od for which the nonprofit
organization budgets its
resources and audits its books. |

The funder recognizes that a
capital budget has different
line items than those provided
for a project budget.

Enter the project duration
(e.g., six months, one year,

You will add a description of
each line item and an expla-
nation for calculating the total
in the budget narrative.

three years, etc.)

Use column one to indicate
the portion of funds that will

When the project is complex
enough to warrant an outside
evaluator, this cost most often
is charged to the grant.

You would only include the
amount that you know will be
earned from this particular
project, not the amount that
the applicant earns annually
from events or publications.
These project revenue
amounts would fall into the
pending column, as they have
not yet been earned.

This is a project budget. All
expenses and all revenues
should describe only those
items, spaces, people, and
other resources necessary to
achieve the objectives and out-
comes in the project proposal.
An organizational budget is a
separate document that the
applicant would attach to its
grant proposal.

A

A

A

be requested of the grantmak-
er and column two to indicate
expenses that will come from
other sources (other grants,
the organization itself, etc.).

The nonprofit applicant should
have a formula for calculating

the percentage of salary that
is allocated to fringe benefits,
such as health insurance,
401(k), and similar items.

These are fees specific to the

project and will be spent under
contracts with providers, so the
nonprofit does not incur the
ongoing expense of hiring a
staff person and providing ben-
efits. This option is often a
good one for grant-funded pro-
grams because the organization
can use expert services without
a long-term commitment.

T

Pending means that the
organization has applied for
funding but has not heard yet
whether it received a grant or
not. Committed funds, of
course, are those that are con-
firmed, if not already in hand.
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Balancing Your Budget

Just as with any budget, the expenses and revenues must match up. You cannot, for instance, raise $60,000

in grant funds to launch a project that will cost $20,000. Guessing at revenues can be even more difficult

than estimating expenses. If you cannot be reasonably certain that you can raise the necessary funds to

launch a project (from the pending grant and other grants, collaborators, program income, or organiza-

tional budget), take another look at the project costs to see if it would still be feasible to implement it with

less money or wait to implement the project (holding any secured grant funds) until you raise all the nec-

essary funding. Do not, under any circumstances, plan deficits by starting a $20,000 project with a $5,000

grant. Wait until you have raised the money you need to do it right. If that means you end up returning

the $5,000 grant because you can’t raise all the money you need,

then that’s what you must do.

Writing the Budget Narrative
The budget narrative (or justification) explains the calculation you
used to figure costs and describes what is included in each line item
(e.g., for the staffing costs line item: how many staff will be funded,
for how long, and how much will they be paid?). Although the
project description should have established why all costs are neces-
sary to implement the grant, do not be afraid to add this detail to
the budget narrative as well.

The budget narrative should also cover the source of revenues
and the calculations used to provide any estimates of revenue. For
instance, if you expect that an event will generate $10,000 that you

can use to support a project, you should say that you can safely esti-

Two Things Grantmakers Look for
in Budgets

Is there a correlation between the budget and
the project description? For example, are there
line items in the budget not mentioned in the
project description and vice versa?

Does the scope of the budget seem both rea-
sonable and sufficient? Grantmakers don’t want
to risk over-funding a project; neither do they
want to risk project failure because the budget
did not adequately estimate critical costs.

mate a $10,000 revenue because in years past that event has always raised at least that amount.

The following sample budget narrative comes from the ESS grant proposal used as a sample throughout

this chapter. Although the grantseeker was not required to produce income or match funding, it does have

contributions from other sources to dedicate to the project.
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Sample: Budget Narrative

Headings in the justification
should correspond to the
headings in the line item
budget.

The state funding for addition-
al personnel is attributed as
an in-kind contribution to the
overall project costs.

Some funders require that
their grantees travel to a con-
ference of others funded for
the same project and that the
cost of travel be included in
the budget.

When you do not have a fixed
cost, estimate the cost and
say that it's an estimate.

This line item is not fully
described, rather it's implied
that supplies include paper,
ink, pens, etc.

This statement reiterates the
services for which ESS will con-
tract with FBCOs to provide.

Indirect costs contribute to the
overall costs of operating ESS.

The applicant will use
$10,000 of the grant award to
contract with an auditor and
to contract with people to pro-
vide a grantseekers workshop
to local FBCOs. The remainder
of grant funds must, under
federal mandate, be provided
as regrants to FBCOs.




CHAPTER {

Beyond the Basics

Though the five core components described in Chapter 6 are required in most grant proposals, grant-
makers can and do often ask for more information. The sections in this chapter describe the most fre-
quently encountered requests for additional narrative information:

e Collaboration/partnership agencies and their roles

® Interagency agreements

e Staffing qualifications

® Management plans

e Similar projects/agencies

¢ Constituent involvement

e Review of literature

e Sustainability plans

¢ Organizational history

® Logic models

Collaboration/Partnership Agencies and Their Roles

A section on collaborations or partner agencies is always a part of RFPs that mandate a collaborative
project and is often a part of grantmaker guidelines. Thus, any time you collaborate with another organi-
zation, you should describe that organization, its mission, and the services it will provide to the project.

Grantmakers value collaboratives, but not those convened for convenience sake. The collaborative
should make sense—the two (or more) organizations that work together should bring diverse skills and
abilities. Their shared expertise should strengthen the program design and improve its chances of success.
For instance, in the Safe Schools-Healthy Students proposal in the previous chapter, the school district is
using two very different mental health services. Were they not different, the mental health service would
be redundant, fiscally irresponsible, and confusing for participants.

To write this section well, gather brochures of the different collaborating organizations to describe their

history and capacity. You should also interview a staff member from each collaborating organization and
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ask them to describe four reasons or benefits they expect from being part of the project. Their roles in the
project should be clear in the project description section. You might also consider using this section to dis-

cuss how the different organizations will work together to form a whole from the sum of their parts.

Sample: Collaborative Organizations and Their Roles

This statement was written to a
local grantmaker. If you were
describing a collaborative to a
grantmaker who is unfamiliar
with your community, it would
be a good idea to add more
about the longevity of each of
the collaborating agencies,
their capacity to deliver on the
work plan, and to highlight
some of their achievements.

—

This passage discusses the
necessity of each collaborator

Y

and the role it plays in the

project.

FTE is a standard abbreviation
for “full time equivalent” B

Interagency Agreements

Federal and state governments are increasingly requesting interagency agreements among collaborating
organizations, particularly when the collaboration is a requirement for funding. Interagency agreements
are formal documents similar to contracts, though they are not reviewed by an attorney before submitting
them with a grant proposal. Like management plans, the agreement should outline the manner in which
the organizations will work together, how they will resolve disputes, communication among the organiza-
tions, and which will be responsible for oversight of grant funds and staff. All members of the collabora-
tive should read and sign the interagency agreement before it is submitted.

The following sample was attached to the same proposal that illustrates management plans in this
chapter. The two are similar, but the interagency agreement is a formal document that ensures that all the
collaborating agencies understand the goals of the project and agree to abide by rules for operating that

they have developed jointly.
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This portion of the agreement
restates the objectives from
the proposal to ensure that all
the organizations have read
and agreed to those objectives
and are prepared to carry out
their roles.

A

This immediately states the
responsibility for grant money.
This responsibility must be
assigned to only one of the
collaborating organizations.

Large grant funds are general-
ly allocated to a separate fund
within the fiscal organization
to ensure that the money is
not inadvertently spent on
anything that does not relate
to the project objectives and
is not approved by the grantor.

The grant will make possible
the purchase of such equip-
ment. This makes it clear to
whom the equipment will
belong after the grant period.

A

All the collaborators must
agree to be part of the local
and national evaluation and to
share data (while protecting
privacy) regarding their work
on the project.

There must be an agreement
beforehand for how disputes
will be resolved.




86 I THE COMPLETE BOOK OF GRANT WRITING

This provides an alternative
for a collaborating agency to
dispute the lead agency’s han-
dling of finances.

All partners must sign the
interagency agreement. Their
signatures indicate that they
have jointly planned the project

and agree to the terms that will
be in the grant agreement.

This narrative was written by
the leader of Archer Circle both
because it was a requirement
of the grantor and because it
further assured his understand-
ing of the proposed project.

This statement describes the
way the two organizations will
work together with the same
population

Archer Circle has seen the
budget and is now stating in
writing what services the dis-
trict will purchase with the
grant funds allocated. Later, if
Archer Circle is asked to do A
more or to provide other serv-
ices, it can make the case for
additional funding, which
would come from the school
district’s general budget. If it
came from grant funds, it
would have to be preapproved
by the grantmaker.
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The third collaborator, the
police department, is not a

<< party to this separate agree-

provider.

ment between the district and
the mental health service

Staff Qualifications

Highlighting the qualifications of nonprofit leaders is especially critical when writing a proposal to a non-
local grantmaker. If you are both grantwriter and leader of one of the applicant organizations, approach
this as you might a brief resume for you and key staff members. If you are writing this section on behalf of
others, ask for their resumes and take highlights from those documents to construct the section. You might
also interview the individual leaders to expand on points you want to make about their qualities and qual-
ifications. While you should not inflate people’s experience or expertise, you cannot be modest either.
Leaders who have passion and commitment to the mission of their organization help the organization
weather difficulties, which is an especially important quality when launching a new project.

When you are proposing a new project and plan to hire staff to fill leadership positions, the applicant
organization should prepare a job description. Use that job description as the basis for your description of

the responsibilities and qualifications the organization will look for in its new employee.
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Sample: Staff Qualifications

The name has been changed.

This executive director is a
nationally recognized expert in
the field of community media,
a selling point that may pro- [
vide the grantmaker a greater
assurance of the project’s suc-
cess. In fact, when this grant
proposal was funded, the only
condition was that the grant-
maker wanted to be notified if
the leader left the organization
before completing the project
implementation.

This statement provides some
indication that the organization| >

has staff capacity to imple- |5,
ment the proposed project.

It is important to discuss the
racial/ethnic composition of
staff, especially if the target

population is ethnically -
diverse.

This passage briefly defines
job responsibilities for a per-
son not yet hired.

Often, you are asked to
describe the person who will
lead the project long before
they are hired. In this case, | >
the writer should have better
defined the educational and
experiential qualifications

the organization would look Technology Services i 1t
for when hiring its project echnology Services is a pa
coordinator. of the applicant organization.

Management Plans

Management plans describe the existing structure of an organization and responsibility assignments; in other
words, a narrative and detailed organizational chart. If you are proposing a collaborative project, it also
describes the way the organizations will work together, who will manage staff members, and who will manage
the finances and make payments to the others. A management plan can also include information about

project implementation (a timeline with responsibilities defined), and an organizational reporting chart.
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The staff of the individual
organizations will work togeth-
er with different reporting
structures and systems. The
collaborative must determine
prior to getting a grant how
they will manage staff and
what they will do in the case
of disputes.

The lead organization will
serve as fiscal agent for the
grant. It must manage both
the money and its dispersal to
collaborating organizations
and often the implementation
of the project. The fiscal agent
has primary reporting respon-
sibilities to the grantor.

It’s important to the grantor
and this community that the
collaborating organizations
have a presence in this area
rather than coming in, providing
services, and leaving for home
offices in other communities.

This paragraph discusses
agreed-on qualifications for
staff of both organizations.

This describes how collabora-
tors will ensure ongoing and
open communications.

A

A

This subsection states an
agreement between collabora-
tors to be culturally competent
in a diverse community and to
ensure that they will work
together to resolve and
address language barriers.
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Similar Programs/Agencies

In many communities, several organizations offer similar services and/or target the same population. In the
latter case, grantmakers prefer to see collaboration—or at the very least, cooperation—among service
providers working with the same population. In fact, it’s likely that the population would prefer not to
have three or more different staff people from different organizations to work with.

Working in the same community with another organization that provides similar services can be
harmful to the grantseeking efforts of both, as this appears to be duplication. For instance, many cities
have numerous summer camp programs for core-city children. They tout the advantages of getting chil-
dren out of the hot and sometimes dangerous city and into nature for three days or a week, and they put
different emphases on their various strengths: some are faith-based, some provide education or conserva-

tion training, others include challenge courses, and still others provide mentors to keep kids from getting

involved in illegal activities at home. While each has its own value,

Duplication think about how you would feel if you were paying taxes to support

several camps that were providing similar services to similar and
Duplication of services is a red flag for many sometimes identical populations. That’s the way grantmakers may
grantmakers. While exact duplication is rare, it | fee] too—torn between selecting one good program over another
is often difficult for the grant reviewer to discern
differences among service providers. The worst
case is when a grantmaker receives multiple

proposals promising what appears to be the
same set of services in the same area. Avoid | You must use this section of the proposal to highlight your differ-

good program, yet determined that they cannot and should not
attempt to support them all.

If your organization could be seen as having duplicate services,

this situation by describing the service land- ences from them and to underscore your organizational strengths.

scape and your organization’s place within it. Do not ignore the fact that there is competition, but don’t dwell on

it, either. You don’t want the grantmaker to assume that you don’t
even know about other organizations doing similar work. It’s best if leadership from competing organiza-
tions have discussed similar problems and possible collaboration. If they have, report reasons why they

have determined that collaboration is not a viable option in this case.
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In the first sample, the agency is one-of-a—kind.
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A

This statement not only assures
the grantor that there are no
competitors, but takes the
opportunity to offer statements
about the uniqueness and
strength of the organization.

The second sample comes from a grant for a camping program, of which there are several programs with

similar populations and services.

A

This sentence names the com-
petition within the region.

This paragraph describes how
this camp is different and how
it will be further differentiated
with new programs.

Constituent Involvement

Stakeholders are all the agencies, leaders, members of the target population, staff, and others who will be

affected by a program or initiative. When a grantmaker asks about constituent involvement, it is asking

whom you brought in to the project design and/or whom you will work with to design and deploy an eval-

uation. They expect the “who” to include members of the group that will benefit or be most affected by

your project.

Sometimes, nonprofit organizations don’t ask first. Sometimes, they want to pilot something they

believe will work and get input later. While this is common practice, it makes this particular section dif-

ficult to write.
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This is how one organization that did not seek specific information from the target population handled

the question:

Sample: Constituent Involvement

The collaborating organiza-
tions have implied constituent
involvement. A

Another response for an organization that did a great deal of information gathering follows:

The writer gives specific dates.

The number of participants
indicates an interest on behalf
of the target population.

The residents of the target
neighborhood have told the
project designers what they +
want. The project design

should reflect that input.

Review of Literature

Grant opportunities in the areas of medicine/health care, science, and/or new technology often require a
section called review of literature. You will rarely encounter this section in a foundation grantmaker’s
guidelines unless they are focused on a research, technical, or scientific project. The grantmaker that
requests this information is testing the applicant to determine its level of expertise and its familiarity with
current research in the field. If the section is requested in a federal government grant, one or more of the
grant reviewers will be an expert in the field. RFPs that have a review of literature often require your
project have a principal investigator (PI), as the person leading the project. His or her credentials are
important to the success of the grant proposal.

When you are called on to write a review of the literature, you must locate and read all available work
and be sure that it is as current as possible. Structure the narrative response to discuss both how the liter-
ature supports your approach and how it does not. When the literature does not support your approach,

you must also address why your organization is determined to take an alternate approach.
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Sample: Review of Literature
It is not critical that the writer

cite sources here because all
* the research on the issue
agrees.

The research supports that
something must be done
about lead hazards in homes,
supporting the statement of
need.

A

The writer claims that the
review of literature yielded few
relevant results.

A

The writer makes an offer to
become a test site that would
assist in building the body of
literature available to other
community efforts—a way for
others to learn from this col-
laborative’s lessons.

Sustainability Plans

Most grantmakers now include a question regarding the long-term sustainability of new initiatives and
projects or for organizations as a whole. Grantmakers receive far more proposals than they can ever hope
to fund in a given year, regardless of their assets, so they hesitate to launch even more efforts that they will
have to sustain through grants from their foundation. The long-range sustainability should be integral to

the project design and should be called out in this section of a proposal.

Sample: Long-Term Strategies for Funding

The organization has ongoing

operational support that is not
threatened.

The proposed project will cost
+ $150,000 annually and is not
a part of the organization’s
budget.

The organization’s plan for
sustainability is to market its
efforts to for-profit businesses
that have a business interest

A

in the work.
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In the next example, the organization is applying for a one-year grant to launch a program. Its sustain-

ability plan indicates where money will come from to sustain the ongoing operations of the project:

Sample: Long-Term Strategies for Funding

The organization describes the
stability of its annual sources
of revenue to assure the grant-
maker that it will have a
means to incorporate ongoing
program costs into its budget.

The organization has calculat-
ed ongoing costs. This is a
good practice to incorporate L
into the grantwriting planning
process.

The gppligant believes that >
funding will come from several
sources rather than relying on
funding from one foundation.

The remainder of the seed

funding is assumed to come T
from the grant if this proposal
is successfully funded.

Note that the sources of fund-
ing remain the same, but the
amounts change over time as
the project gains strength and
supporters.

Y




BEYOND THE BASICS

Organizational History

This is generally the easiest section of any grant proposal because it usually exists in brochures, past grant
applications, and many other places, including institutional memory of staff. Once written, it can be cut
and pasted into other grant applications with only minor updates. Each time you reuse this section, be sure
that you revise it so that it speaks to the qualities of greatest interest to the potential funder. Focus this
section on the mission and strengths of the organization, and use the section to highlight recent accom-
plishments such as a successful project or an award made to a program or staff member. As with staff qual-

ifications, this is not a time to be modest, but don’t overstate the case, either.

| 95



96 I THE COMPLETE BOOK OF GRANT WRITING

Sample: Organizational History

The introduction provides
information about longevity
and structure.

Until this section, the proposal
has centered on goals for the
project or initiative it is propos-
ing for funding. Now it focuses
on broader organizational goals
that are a part of most organi-
zations’ strategic plans.

Although you are probably
eager to tell of all the organi-
zation’s accomplishments, try

to keep this section brief. A
page or less is desirable.

This highlights only the most
recent accomplishments.

Focus on organizational T
capacity and structure.




BEYOND THE BASICS

Logic Models

Logic models are a means to present an integrated project and evaluation plan. They are often selected by
applicants as the best means to illustrate the synergy between the two plans. Nationally, most United Way
organizations require proposals for funding to include a logic model.

Writing a logic model is not difficult, but they often intimidate nonprofit leaders because they require a

vocabulary lesson to explain the sections.
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e Inputs are the resources (money, time, equipment, etc.) the organization needs to undertake the

activities.

e Qutputs are the measurable/tangible effects of the activities.

e Qutcomes are the changes that will come about because of the project and its activities. They are

defined as initial (immediate), intermediate (within the year), and long-term (possibly after the grant

period).

e Indicators are the data the organization will use to determine whether it met the planned outcomes

of the project.

Sample: Logic Model

All the activities are planned to
increase the number of people
who live free from violence in
their homes, neighborhood,
school, and workplace.

The writer defines the grant-
maker's program area and the
goal within the program that
this project will help the grant-
maker achieve.

A

The project is only relevant to
the grantmaker’s goal if it
achieves its long-term out-
comes

Quality is defined in the pro-
posal as being those tips
leading to a suspect or person
of interest.
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The data source indicates
what measures the organiza-
tion will use to gather the indi-|

cators. The collection method
indicates whether the organi-
zation will use surveys,
reports, or other means to
gather the data needed.

Y

All initial, intermediate, and
long-term outcomes are
brought into a second chart
and further explained.




CHAPTER 3

The Grantwriting Craft

Searching for grant sources, identifying appropriate alliances, talking with funders, totaling budget line
items, while important, do not overshadow the need for a grantwriter to write, and write well. Central to
writing well are knowing your audience and keeping in mind throughout the writing process what the
audience wants and needs to know; secondary, but also important, are the grammatical, structural, and sty-

listic aspects of writing.

Write It Well

Many people have pet peeves about certain uses of grammar, trite sayings, or current jargon. One might
be bothered by a split infinitive (inserting an adverb between “to” and a verb as in “to boldly go”); another
might think, “If I read the phrase ‘a seat at the table’ one more time...”; and still another might be weary
of the overuse of “youth” to describe teenagers or adolescents or the use of “impact” as a verb.

Every writer should keep his or her potential audience in mind during the writing process. Therefore,
it is important to make yourself aware of unintentional habits that creep into your writing from the oral
language. To your ear, it may sound perfectly acceptable to use phrases and words that people use all the
time, but writing is a more formal mode of communication and merits your attention to correct usage.
Keep stylebooks, writing manuals, grammar textbooks, and a dictionary close to your computer for fre-
quent use. When your work is corrected by a professor or an editor, learn from your mistakes. Commit the
error to memory so you don’t repeat it.

When you write a grant, write simply and straightforwardly. State the ideas and concepts clearly, using
shorter sentences, and selecting, when there are options, easily understandable words. Your writing won’t
have more authority because you use bigger words. It will have authority because you have a deep under-
standing of your topic. Remember, grant reviewers read several proposals a day. The easier yours is to read,
the more quickly they can grasp the concepts and, ultimately, the more positive their response to the pro-
posal will be. Good writing won’t sell a bad program, but many good programs have gone unfunded

because the proposal was poorly written.
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Tips from a Program Officer

- Set out the primary point of a proposal sec-
tion in the first paragraph. Help the reader
understand why you are making the sup-
porting points.

-Don’t make the program officer read
through pages and pages before you get to
your request. Tell the reader what you want
up front.

Explain Acronyms and Terms

On first reference, spell out the name of the organization, project,
or other item followed by the acronym in parentheses. Thereafter,
try to write out the entire name once per page. Unless the acronym
or abbreviation is commonly used and understood by the reader, try
to use them minimally. No reader likes to have to turn back three
pages later to recall what you mean by “BISCR.” Use shortened
versions of the formal name rather than alphabet soup. For
instance, Keller School District can be called alternately by its full
name, by KSD, and by “the district.”

If there are terms specific to the nonprofit be sure to explain

what is meant by each term. For example, “transfer” means to move something from one point to another,

but it has a specific meaning to inventors. Similarly “advanced manufacturing” has a specific meaning to

*TIP*

If you select an acronym to name your project,
try to select one that is a word and is, therefore,
memorable to the reader. For instance, a plan-
ning committee called its technology on wheels
project the MML for mobile media laboratory.
Later, they changed the name to MoLLIE, for
Mobile Learning Lab for Information Education.
While the actual words used to create the
acronym are longer than the original, the
acronym MoLLIE is memorable to participants
and funders alike.

manufacturers, but means little to a lay audience. And, while “dig-
ital divide” is fairly well understood by most readers, you may have

to describe what it means in your community.

Use the Active Voice
Good writers always use active voice construction and slip out of
the active voice only for deliberate effect, as in the line from Death
of a Salesman when Willie Loman’s neighbor says, “attention must
be paid.” If you take nothing else away from this chapter but
adopting the use the active voice in your writing, you will come
away with improved skills for writing more readable and interesting
proposals.

Active voice has a subject; passive voice doesn’t. Note the dif-

ference between the following:

e Active: ABC Nonprofit served three hundred children in 2005.

e Passive: Three hundred children received services in 2005.

Taking the actor out of the sentence is not just poor and dull writing, it can also have a psychological

effect on the reader. If your proposal is written in passive voice, the reader may get the impression that

service is magical, that the nonprofit is unnecessary.

Many nonprofit leaders speak and write in passive voice. While they are often accountable for their

mistakes, they rarely take credit for their accomplishments, and, as a result, they often hesitate to make

themselves or their organization the subject of their sentences.

A grant proposal is not the place to be modest. Your mission is to convince the funder that the organ-

ization is strong, its staff is capable, and that the nonprofit has a track record of success. Your organization

and its staff take the actions in your project—make them the actors in your sentences.
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First or Third Person?

The choice of first or third person narration is entirely the author’s. First person narration uses “we” state-
ments about the applicant. Third person refers to the applicant organization as an “it.” The first person
narration is friendlier and, therefore, perhaps less appropriate for a formal application to an unknown
reader. On the other hand, as you develop relationships with local grantmakers, the third person may
begin to feel too distancing or stiff. Either way, be sure that you are consistent in your usage throughout

the proposal.

Speak with Authority

A good writer knows his or her subject matter. The writer must become an expert, not just in proposal
writing, but in the subject, whether that topic is new cancer research, K-12 education, technology, coun-
seling, or law enforcement. Depending on your background and ability to learn and absorb quickly, you

may have to leave some grantwriting, such as that for medical research, to subject experts.

Will/Would
Use “will” in grant proposals, as in “ABC nonprofit will train tutors,” or “DEF nonprofit will convene a
meeting.” The auxiliary verb “would” implies that the organization’s action is conditional, that it will per-
form the action if, and only if, it receives grant money. Thus, it further implies a lack of staff commitment
to the project.

Further, many grantmakers pull the objectives in your proposal verbatim to place into a grant agree-

ment (contract). The use of “will” statements translate well into the contract, as in “ABC will serve three

hundred children by December 2008.”

Political Correctness
Politically correct terms change, so you must stay current and use the latest terms in your grant proposals.
Once again, be sensitive to your reading audience.

Since people of Mexican, Korean, or African descent are fast becoming the majority ethnicities in com-
munities, it is no longer accurate to use the collective “minority” race/ethnicity. Instead, use “people of
color.”

Try to use the actual country of origin when writing about segments of the population (e.g., Mexican
American, Korean American, or people of Mexican descent.) If you group people within segments, the
current politically correct terms are Latino/Latina or Hispanic, Asian (“Oriental” should only be used to
describe furniture from the East), African American, and American Indian (a recent change from Native
American).

Try to be gender inclusive. Use “he/she” for the singular subject or revise the sentence to use the plural
“they.”

When referring to individuals who are blind, deaf, or physically/mentally challenged, emphasize the
person over the disability, as in “people with disabilities” or, even more in vogue, “people with different

abilities.” Don’t sensationalize with phrases such as “afflicted with,” “suffering from,” or “victimized by.”



102 |

THE COMPLETE BOOK OF GRANT WRITING

Check Spelling, Grammar, and Punctuation

A writer becomes too close to a piece of work to be a good editor or proofreader; however, proofing and

editing are critical functions. Ask someone who’s never seen your proposal to read it just for spelling,

grammar, and punctuation errors. Review their work to identify the errors you make frequently and then cor-

rect them permanently. Do not rely on your computer to proofread the work. It cannot identify your intent

and will let pass words that are improperly used if they are spelled correctly. You may have meant to say “the

organization is providing a full complement of services,” but inadvertently used “compliment” instead.

Ten Essential Qualities
of Grantwriters

B WN -

. Strong writing skills

. Analytical and/or systems thinker

. Ability to meet deadlines

. Ability to follow instructions and pay close

attention to detail

. Analytical and intuitive reader (can read

between the lines)

6. Skilled negotiator and facilitator

. Knowledge and understanding of community

and people

. Knowledge and understanding of change

theory

. Empathy for reading audience
10.

Accepts criticism well, doesn’t personalize
document feedback

Cover Letters and Abstracts—Write them Last

The last two things you should write before submitting a proposal
are the executive summary or abstract and a cover letter. In many
cases, this is where you make your first impression—and the con-
cise writing required in these sections can be tough to do. If you
wait until you’ve written all the other sections, you'll be better able
to select the key points you need to bring out in the cover letter and
abstract.

Some grantmakers, especially government agencies, throw out
cover letters; other grantmakers require them as part of the proposal
package. When they are required, cover letters serve two purposes:
first they offer a summary of the project and a means to make the
request up front, and second, but even more importantly, they offer
the grantseeker a chance to thank the potential funder for their

review.



Sample: Cover Letter
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The letter begins by focusing
on the reader rather than the
writer, and it opens with a
thank you. This is preferable
over “ am enclosing...,” which
focuses on the writer first.

A

Although this name has been
changed, it can be helpful to
name all your projects with a
name or acronym that is
memorable.

Twenty-Two Foundation focuses
funding on programs that
serve young people and
education. A request for
capital must emphasize the
ways in which the building and
equipment will fulfill the
foundation’s goals for
improving educational out-
comes for young urbanites.

This sentence states the
requested grant amount.

The grant request is not ear-
marked for any one specific
activity or piece of equipment
the CMC is purchasing. A nam-
ing opportunity provides the
foundation with a way, if it
chooses, to emphasize its
program focus to the future
visitors. This foundation might
elect to have the CMC call its
educational TVStudio the
“Twenty-Two Storefront,” to help
build public awareness of its
priorities.

This sentence offers to follow-
up if needed.
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Teamwork—Reviewing Your Proposal

It’s critical to put together a grant proposal review team for every proposal you write. Representatives of
organizations that will be performing the work described in the proposal must read and approve the work
plan and any later changes to the work plan.

As you gain experience and success in grantwriting, often leaders of organizations with whom you are
working will tell you they trust your judgment and skill. It may be true and nice to hear, but you cannot
allow the flattery to turn into a shortcut. If you are unsure whether nonprofit leaders are taking the time,
ask them to initial each page so you can be sure they’ve signed off on the proposal.

Though they won’t be a part of the project design team, two other types of readers are critical: a third-
party grant review person and a proofreader. The third-party reviewer should be someone entirely unfa-
miliar with the organizations and project. Give him or her the review criteria or rubric and the latest
proposal draft and ask that they read and score the proposal. Ask for feedback on how they think you can
strengthen the proposal. You should see this reviewer as representative of your reading audience, the grant
reviewers. If the reader points out a flaw and you disagree, don’t argue your point. You wouldn’t have a
chance to do that with a grant reviewer, would you? Instead, take in all the criticism and work diligently
to strengthen your proposal. There’s no place in professional proposal writing for a fragile ego. Get over it,
and get on with it.

Finally, have a trusted person (an English major or someone known for their technical skill) proofread
your final draft. This person, too, should come fresh to the process so their eyes catch your errors and help

you make the proposal the best it can be.

Review Criteria

RFPs released by the government contain selection criteria and scoring parameters that will be used by
the panel of independent reviewers. As you saw in the outline of the Safe Schools-Healthy Students grant
in chapter 5, each section was assigned a point value so the writer knew what to emphasize in the pro-
posal. Scoring grant proposals is subjective. In fact, you will often find that if you request reader comment
sheets after a failed federal grant proposal (see chapter 12), that no two reviewers agree. One may award
you nineteen points out of twenty on the need section while another awards only twelve.

In an effort to make the scoring more objective, some federal grants contain a rubric—a scale that helps
them identify which range of scores they should award based on the content of the application. The rubric
will be available to grantwriters as well. Use it during both the planning and writing process and provide
it to your third-party reader. The following is a sample rubric for a Community Technology Center (CTC)

grant, a federal grant program to address and correct the digital divide in many U.S. communities.



Sample: Rubric
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Before the grant reviewer reads the rest of the proposal,
he or she must telephone the staff person to discuss eli-
gibility. If the two find that the organization is ineligible,
the proposal will not be read. The proposal writer must be
sure to cover these eligibility criteria within the first para-
graph of the proposal.

Each section has a total point
value of five or ten points. The

range of scores reflects the
scoring guidelines for both
point values.

The writer must convince readers that the organization has a history of
success and has adequate staff and resources to carry out the pro-
posed project. Note the question about mission: if the project does not
fit the mission of the organization, this may raise a red flag that the
organization is chasing grant money. If, for instance, an applicant is a
church offering computer training in the basement on Wednesday
afternoons, the proposal writer must explain how the project fits into
the overall church mission

The writer must demonstrate that there is reason beyond the wishes of
the organization to propose this project—either the literature says that
this sort of project is successful in similar circumstances or members
of the target population have indicated a strong need and desire for
the service.

The writer must identify similar projects and tell

how this organization’s project will be different.
After identifying other technology projects, the
writer will have to explain how this project
rounds out the offerings in the community.

Is the project replicable elsewhere? Can others learn from your
mistakes and successes?

Presentation

Completeness

Your grant application must be complete with all required attachments. If the RFP or guidelines do not

provide a checklist of application components, create one of your own and check against it as you collate

your grant package to ensure that everything is in order. The following is a grant application package

checklist from a national foundation. Many others require the same or similar attachments:
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Sample: Grant Application Checklist

An Employer Identification
Number (EIN) is similar to a
social security number for an
individual.

Federal grants ask for your
Employer Identification
Number (EIN) rather than this
letter, which they use to verify
your IRS 501(c)(3) status.
This funder wants both. Ea

The cover letter for this funder _+
must include the specific
information listed.
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Typography

Always follow the outline exactly as provided in the grantmaker’s guidelines or REP. Number or letter
your sections as they appear (e.g., 1, 2, 3, I, II, I, A, B, C, etc.). Number subheadings exactly as they
appear. If instructions appear in bullet form under a heading, identify them with callouts in bold and/or
italic type so the reader is sure that you are responding to every question.

Shorten the instructions into identifiable headings and subheadings. For instance, the instructions
might say, “Identify the need in your community for a technology center.” You can shorten the heading
to “Statement of Need” or “Need for Project.” Pull the salient information from the question. “How have
you involved constituents in the development of your project?” becomes the subheading “Constituent
Involvement.”

Unless you are instructed otherwise, use the typeface considered most readable: twelve point size in a
simple serif font such as Times or Palatino for the body of the narrative. You may use sans serif typeface
for headings and subheadings as a way to help clarify and call out section changes.

Page margins are often prescribed by the grantmaker; when they are not, a standard is one inch on all
sides. If you are allowed to bind a document in a three-ring binder or folder, expand the left-side margin
by half an inch to accommodate the paper punch.

REPs from the government will instruct you whether to use single or double spacing between lines. If
there are no instructions regarding line spacing, you may single space. Try to leave a line space between
paragraphs rather than indenting each paragraph, and definitely add a line space between the end of one

subheading and the beginning of another within the document.

Page Counts Often Count

Again, you must follow instructions. Most foundations take the position that your high school English
teacher may have had: the proposal needs to be as long as it takes to make your points well. Even so, be
courteous. Foundation staff and trustees are no more eager than you are to read a voluminous, highly tech-
nical tome. Try to limit your concept paper to ten or fewer pages. Grant proposals are not the most
exciting reading experience anyway, so make them succinct.

REPs, on the other hand, often have hard and fast rules for page counts and, increasingly, since the
advent of eGrants (the electronic submission process established by the government), even word or char-
acter counts. If you do not adhere to the page counts, they may throw away your entire application. At
the very least, if they require ten pages and you send twelve, they’ll take two off and throw them away.
You'll lose points for the sections that are missing, and even if your earlier sections score 100 percent, it

will likely not be enough to achieve a strong score against the competition.

Paper Selection

Once upon a time grants were always submitted on stationery-quality paper. When you submit on paper
today, however, copy stock is perfectly acceptable except when you are writing about environmental
protection. In those instances, be sure to select and print on paper that has a recycled symbol. The use of
recycled paper in other instances, though not mandated, says something about the organization’s values,

so you might consider using environmental standards for all your office supplies.
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Use 8% x 11-inch paper stock. If more than half your narrative is composed of lengthy charts that must
be printed landscape to capture the information (such as a logic model) consider creating your entire
document in landscape. Though the length of the lines on the page may annoy a reader, it’s possible that

continually shifting the grant package to read different pages will be equally or more so.

Pagination

Always include a header or, more preferable, a footer, with the page number of the narrative. When
requested for longer grant applications, you may even have to number appendix documents successively,
so run copies of existing documents such as the audit through your printer in order to print just the footer
on them. This also enables a table of contents for longer grant applications.

Include the name of the organization, the project name, and the location of the nonprofit applicant in
the footer. Here’s a horror story: years ago, two nonprofits in two different states applied for the same fed-
eral grant. Both nonprofits were called “The Bridge.” One of the organizations scored high on its applica-
tion and was awarded funding; the other was not. Someone made a mistake, however, and sent a grant
agreement and first check to the wrong Bridge. When the successful applicant learned of the error, its staff
were told that it was too late. The government had no appeal process and had expended its grant funds
for the program. Your lesson: be sure that every page of your narrative contains identifying information so

your project, nonprofit, and location are easy to find.

Binders and Dividers

Unless you are instructed otherwise, do not use binders, tabs for sections, or any other presentation mate-
rial simply to make your proposal look better. Binder clips or staples are best. If you are sending to a foun-
dation, use a paper clip so the staff can easily take apart your proposal to make additional copies if they
need them. The federal government prefers staples to keep grant proposals whole and separate from others
sent to the same reviewers. If your project is too long to be captured by a desk stapler, take it to a shipping
or copy center and ask to use their power stapler. These tools will securely bind fifty or more pages into

one document.

Color, Photos, and Graphics

In general, avoid beautifying your proposal. Beautification items are any photos, color type, bindery mate-
rials, or any other thing that is not necessary to present the proposal content clearly and concisely. If an
organizational structure or a process plan is more understandable in a graphic, absolutely use a graph or
illustration. When you do, reduce the content of your narrative, both to make space for the graphic and
to justify the use of an illustration over a narrative explanation.

Color type is an unnecessary expense in toner or copying. Even lines in graphs can be printed as
grayscale or patterns to separate one from another and make a chart more readable. If you are attaching
an existing color document, such as a four-color program brochure or annual report, be sure to attach one
to every copy of the proposal unless otherwise instructed. (Sometimes a foundation will request one set of
attachments and several copies of the proposal.)

Do use charts to create timelines, goal and objective lists, or other items that are made more readable



THE GRANTWRITING CRAFT I 109

and understandable by their use. Leave them in black and white

Style Tips

and use bold, italics, and underscoring to separate information. A

few notes about charts: .ty )
- Do not use the word “feel,” as in “we feel this

. ) . . .
Sometimes a table does not transfer into an online submission. is the right approach” Replace it with

Be sure to save your document with charts in Adobe PDF “pelieve.”

format to preserve the chart parameters. -Do not use “hope”” as in “the outcomes we
e [f the RFP says the document must be double-spaced, you must hope to accomplish...” Replace it with “plan.”

also double-space information in all charts unless additional | -In third person, an organization or business is

instructions indicate this is unnecessary. an “it” The possessive form of “it” has no

apostrophe.
. - Cut the fat from your sentences. Replace “due
Copies

to the fact that,” with “because.”

Most grantmakers will instruct you on the number of copies to
g W et you " P - Avoid old fashioned sounding prepositions

deliver. Federal grants require one original and various numbers of such as “upon? as in “upon request” Use “on”

copies. Follow the instructions. Be sure that your original is clearly Also avoid strings of redundant prepositions
the original: support letters are on original stationery (often color) such as “inside of”

from the organizations, cover letters are submitted on original sta- - Go “which” hunting in your document. Replace
tionery, and all attachments are off the press. Use blue ink for all “which” with “that” in restrictive clauses.

signatures on original cover sheets and assurances and support let-

ters. The blue will copy as black and set the original apart from the
copies. Finally, just to be sure, attach a sticky note or sticker to the front page or cover letter of the doc-
ument, taking care not to cover essential information, indicating “original.” If you do so, use the word
“copy” on all copies in the same place that you marked the original.

If you do not have the tools at your office to make collated copies, you will save time by going to a copy
center and running them on a machine that will. Collating is time consuming and susceptible to human
error. Don’t trust copy machines either. Check through all your copies to be sure that all pages are included
and in order. Send the number of copies requested in the RFP.

Some foundations state the number of copies they would like in their guidelines, but many do not. Call
the foundation and ask before you deliver the original submission. Many only want one, but a lack of infor-

mation is not an excuse for assuming.

Filling out Forms

Completion of requisite forms always seems to be the last thing a grantwriter does before submitting the
proposal. Don’t make this mistake. While there are many forms that require only a signature (after
reading, of course) by the director and/or board chair of the applicant organization, many others require
detailed information. Although some information may have to wait until the last minute (i.e., final budget
totals), you should at least be familiar with the information you will need to complete the form. Trying to
gather such things as the Employer Identification Number at the last minute can make you crazy and

maybe even cause you to miss your deadline.
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Cover Sheets
Most grantmakers require, at minimum, a cover sheet that contains important information about the
applicant organization. Foundations generally have their own formats, though some will use the form from

the regional association of grantmakers’ common grant application.
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The following is a sample cover sheet from a family foundation with instructions for its completion:

Sample: Foundation Cover Sheet

A

A

Enter the legal name and the
dba (doing business as) if the
organization is known by
another name.

This is the operating budget
of the entire organization.

In some instances you will
enter the name of the project
coordinator if relevant.

It is a good idea to name the
project with a memorable title
or acronym.

Divide the amount of the
request by the total project
cost.

A

This grantmaker has a shorter
application process for small
grants.

The request for this data on the
organization and its beneficiar-
ies indicates that diversity is
valued by this foundation.
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The federal government’s cover sheet is called a standard form 424 or “SF424.” The request for infor-
mation on SF424 may vary with department and occasionally for different grant programs from the same

department, but is always accompanied by several pages of instructions for its completion.
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SF424s come with an RFP package or are downloadable at www.grants.gov. Following is a sample 424:

Sample: SF424 Cover Sheet

T

Dun and Bradstreet number is
entered here. (Apply for one,
if needed, at www.dnb.com.)

Complete only one of these

two boxes. Programs are usu-
ally non-construction.

Enter date application is mailed.|

A

A

A

- | Leave blank. |

| Mr./Mrs./Ms., etc. |

This number is assigned by the
IRS and is proof of the organi-
zation’s nonprofit designation.

Check this box for second- or

third-year renewals.

‘CFDA number from RFP I

From RFP

—>

Insert budget totals below.

State single point of contact

information.

Revisions are allowed in rare
cases such as invention devel-
opment. Six months must
pass between applications.

—| A list provides code letters for
universities, public entities, and
types of nonprofit organizations.

e.g. Department of Justice,
Department of Health and
Human Services, etc.

4"The project name goes here.

Call your representative’s office
+to find out in which district the
organization and project are
located.
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Budget Forms

Budget forms vary by funder. The federal government provides two such forms—one for construction proj-
ects (SF424B) and one for all other projects (SF424A). Grant proposals use SF424A; the proper use of
SF424B is very narrow as the federal government does not send RFPs for construction projects. A sample

SF424A budget form follows.

Sample: SF424 Budget Form

Complete both pages before
summarizing here.

See instructions for
code numbers.

CFDA number from RFP

Often totals are automatic,
but check to be sure.

Total columns above.

—
L

Percentage allowed
may be predetermined.
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All other sources of

income are listed here.

Divide grant award into
appropriate payments.
If purchasing necessary
equipment, your first-

quarter payment may
be higher than the others.

For projects lasting two
years or more.

Leave blank if a twelve-

month project.




116 I THE COMPLETE BOOK OF GRANT WRITING

Assurances

Assurances are necessary in all federal grants. They are narrative documents citing laws, guidelines, and

other rules for doing business with the federal government. In other words, they are the preface to con-

tracts you will sign if you are successful in grantseeking. Assurances are part of the application package or

can be downloaded at www.grants.gov. Print the assurances and have the director of the applicant organ-

ization sign them. There is usually nothing to complete except the name of the organization and date of

signature. In a few cases, you must attach a short narrative. For example, school districts must assure that

the project proposed will be available to all students and attach a document stating efforts they will

making to provide access, for instance, to students who are blind.

Attachments

Foundations require a few attachments and allow a few others. Most often, foundations require:

e A copy of the current IRS determination letter indicating 501(c)(3) tax-exempt status. Nonprofit

Fitting Information into
the Spaces Provided

Until recently, forms that accompanied grant
applications were only available as hard copies
or noninteractive Adobe PDF files that had to be
printed and completed by hand. Many
grantwriters retained typewriters so the forms
would look professional when they were sub-
mitted. Most forms are now available as inter-
active PDFs or Microsoft Word documents, so
they can be completed, changed, and reprinted
from your computer. When you do encounter
one that requires printout before completion,
you may have to print legibly by hand or locate
a typewriter at your local library. Be sure to take
several copies of each form to allow for errors.

organizations keep this letter and copy it dozens of times. It must be
kept in a safe but convenient place. Never send your original letter.

e List of Board of Directors with affiliations. Affiliations of
board members are important. Do you have a board with
known fundraisers or civic leaders? Does the composition of
the board include representatives of the target population? Is
the board diverse?

e Organization’s current annual operating budget, including
expenses and revenue. This is different from the project
budget and can be several pages long.

e Most recent annual financial statement (independently
audited, if available; if not available, attach Form 990). If the
most recent audit is more than three years old, attach it with
a more recent Form 990 tax statement. Do not assume, how-
ever, that a 990 can be substituted for an audited financial
statement in all cases. Call your program officer to clarify.

e Letters of support should verify project need and collaboration
with other organizations, but are optional attachments except

in the case of letters from collaborating agencies.

Though not mandated, you may also attach annual reports of the organization, program brochures,

organizational charts, or other pertinent information. If you mention a report (such as an evaluation of a

past project) or other document in the narrative, but choose not to attach it, be sure that you can provide

it if it is requested by the grants officer.
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Submitting Your Proposal
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The federal government has established eGrants, which allows you to complete and upload all forms and

narrative sections of your proposal. It also affords you one more day to finalize the proposal because you

do not need to ship the document the day before the deadline. Regardless of how well you plan, you will

likely encounter proposal projects that push against the deadline, and you’ll be grateful for another few

hours. With eGrants, you still must pay the cost of shipping or mailing all original and signed forms, but

after the deadline date. When you submit by eGrants you will be assigned an application number. Put the

number on the mailing envelope and ship the documentation within a week of the deadline for applica-

tion. The day after you submit to eGrants, you may elect to download your application back from eGrants

and will receive the entire collated document with all forms (minus signatures).

Many foundations now also accept (and some mandate) e-applications. Check their websites and guide-

lines for specific information concerning instructions, deadlines, and troubleshooting.

If you are submitting a paper application, you can deliver it in
person, select an overnight shipping service, or use the United
States Postal Service (USPS). Choose the option that ensures your
proposal will arrive before the deadline date and time. Some appli-
cations provide a “submit by” date, others provide a “received by”
date. If you are to submit by a certain date, you must retain proof of
the date through a USPS date stamp or computerized shipping
receipt. If the application must be received by a certain date, you
should probably select an overnight shipping service that provides
a tracking number so you have proof that the proposal arrived by
the deadline. Though it’s good advice to ship two or three days
before the deadline, it’'s more likely that you will be shipping pro-
posals the night before they are due and, therefore, will require a
guarantee of overnight delivery.

If you are submitting a grant to a local foundation, deliver it in
person or mail it through the postal system.

A note on delivery: the federal government checks incoming

*TIP*

Sometimes you pay extra for a “by 10 a.m.
delivery guarantee from an overnight service.
Use your tracking number online to see if it was
delivered by 10 a.m. You will often find that the
proposal arrives much later. It sometimes even
bumps up against the 5:00 p.m. EST deadline.
Be sure to take your receipt and proof from the
website to the shipper if you choose to ask them
for a refund of overpayment or for a plan for
backing up their guarantee next time. The dol-
lars spent for an early delivery are peanuts com-
pared with the lost opportunity for grant funding
on a proposal that arrives late.

mail for contaminants and other dangerous items. If you use the USPS, be sure to send it a few days in

advance of the deadline to allow for this process.
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Summary Tips for Writing Grant Proposals

No uninspired or ineffective program was ever funded because the proposal was well written; however, good programs
have an extra edge if the proposal is clear, concise, and easy to read. Remember, reviewers often read dozens of pro-
posals in a day. You can make yours more memorable if you:

1.

Use the Active Voice: Passive voice gives readers the impression that service magically occurs (e.g., services
were received by forty individuals”). Avoid a tendency to be modest or self-effacing on behalf of the organiza-
tion, and use active voice construction (e.g., “xyz nonprofit organization served forty people last year.)

. Explain Acronyms and Terms: Never assume that the reader knows the same acronyms or buzzwords that are

common to your organization or field of interest. (e.g., HUD, R&D).

. Form Alliances with Others: Collaboration is key, but it must be based on the best and most cost-effective way

to address the issue. Never collaborate simply for the sake of seeking funding.

. Keep Your Research and Data Up-to-date: Statistics can inform the proposal reader, but may be deadly when

the reader knows more than you do or when your idea is based on decade-old information about your popula-
tion. The same is true about your research—perhaps your idea has already been put to the test.

. Follow Instructions and/or Format: If the funder has “need” as the first point, he or she wants you to address

need first. Also read questions and instructions carefully. Often the funder mandates spacing (single/double),
font, type size, and margin and page limits. Any deviation from the instructions may result in your proposal being
tossed out before review.

. Develop Strong Goals, Objectives, Outcomes, Action Steps, and Timelines: Be sure to frame objectives and out-

comes as measurable. Be realistic in what you expect the program to do and in what period of time.

7. Write Your Abstract or Summary Last: Use the narrative to identify key points you want to bring out in the abstract.

10.

11.

12.

13.

. Check Your Budget: Does everything add up? Are costs realistic and reasonable?
. Plan for Letters of Support: Educate your supporters on how to write a letter of support, or write their letters

yourself and ask for their signatures. Plan well in advance of your deadline to gather these letters.

Know Your Audience: Will the grant proposal be reviewed by peers? If so, what would you want to know if you
were reading? Will it be reviewed by government officials or foundation trustees? Learn everything you can
about foundations and their trustees, and, if possible, about government departments or readers. Read annual
reports from foundations to learn more about the staff and trustees. Meet with potential funders whenever you
can.

Watch Trends in Funding: For several years, collaboration has been a mandatory eligibility criterion. They still
are valued, but emerging issues, like a recent focus by many funders on professional development, can take you
by surprise. Also watch for trends in funding particular types of programs or organizations (e.g., “Audience
Engagement” strategies for arts organizations) and be first to develop programs that meet your local need and
fill the requirement.

Enlist Draft Reviewers: Hand off the final draft with the criteria or rubric the decision makers will use to eval-
uate your proposal. Ask your own reviewers to make suggestions for strengthening the proposal. The writer is
too close to the work to evaluate the program in the same critical manner a reviewer will.

Be Proactive: Rather than solely responding to RFPs, plan strong programs, identify what works, whose help you
need, and what it will take to implement your plan. Then go seek funding for your program. If it’s likely to work,
there’s likely to be a funder out there just waiting to hear your solution.




CHAPTER 9

Individualizing Your Proposals
by Type of Project

When you undertake proactive grantseeking, you will find that different foundations are interested not
just in different program areas, but in different types of support. For instance, many foundations will not
fund operations or debt retirement. Some funders may fund faith-based initiatives but will not fund proj-
ects that include religious conversion activities. These limitations and preferences must shape your
approach to the individual funders: if one does not provide capital funding, perhaps it would consider
funding a new project you are planning in your new building; if another isn’t interested in seed funding
for a new project, perhaps it would entertain a sustainability effort later.

Each of the following types of projects includes a definition, a description of potential funding sources,
some strategies for presenting the proposal, and a sample grant proposal (or partial proposal):

e Capital grant

e Challenge grant

e Capacity-building grant

e Sustainability grant

® Demonstration project

e Operations

e Special populations project

Capital Grants

What Is It?

Capital refers to tangible goods—equipment or buildings. In a capital grant proposal, nonprofit organizations
may request funding to purchase computers for all staff, to erect a broadcast tower or a new office building,
to buy transportation vans or buses, or to purchase a suite of dialysis machines. Remember, however, that
many foundations do not fund the purchase of equipment, like computers, unless the equipment is necessary

to implement a program. In other words, they are interested in funding what you will do with the computers.
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When a nonprofit organization is purchasing, constructing, or renovating a building, or when it must
make large and costly purchases of equipment, it often will undertake a “capital campaign.” A capital cam-
paign is an organized attempt to raise a large sum of money (often multimillions) from hundreds of donors.

Generally, a grant writer will not run a capital campaign but will write grants for the foundation divi-
sion of the campaign. There are fund-raising consultant organizations that specialize in managing large

capital campaigns.

Appropriate Funding Sources
Capital campaigns are often organized by size of donation and type of donor, with foundations generally
accounting for approximately half to two-thirds of the overall budget. They are often staged so that a
number of donors have committed a significant amount toward the goal before the campaign goes public
for broader support. At some point after you raise funds from foundations and major donors, the campaign
fund-raising targets will include board members and staff of the organizations and the general public when
there is broad public benefit from the construction project (for example, an arena, hospital, or art
museum). The federal government rarely funds capital construction projects and allows capital purchases
only when they are necessary to implement a project plan. State government will sometimes fund civic
improvement projects, but this is something that is negotiated between legislators, governors, and civic
leaders and does not require a grant proposal.

There is at least one large, national foundation that funds capital campaigns throughout the U.S.; how-
ever, like others, it requires that most capital funding first come from the city or region in which the

project will be based or constructed.

Strategies

Strategies for raising capital vary by the size of the goal. For instance, if a nonprofit is raising a few thou-
sand dollars to purchase computers and accessories, it may be able to raise the money with just a few well-
placed requests of local foundations or supportive wealthy individuals.

Large capital campaigns, however, can run the course of several years—both to complete the project
and to raise all the necessary funding. Often, a nonprofit organization hires a consulting firm or a project
manager to plan and oversee the campaign and to keep up the staff’s spirits during the long fund-raising
process.

Writing grant proposals for capital projects around which there will be a campaign is somewhat easier
than writing project proposals because several things are completed already: a case statement that can be
modified to complete the need section of the proposal, as well as goals and outcomes for the capital project
itself. The evaluation, too, is relatively simple. A capital construction project would be considered suc-
cessful if the project were completed on time and within budget. You should note, however, that founda-
tions are increasingly reluctant to fund capital campaigns that do not also have objectives and planned
outcomes for enhanced projects or expanded services that will be enabled by a construction project. The
“if we build it they will come” method of capital planning has a long list of failures. Sustainability mat-
ters! Funders are also looking more closely at building needs assessments and utility plans that include ade-

quate revenue to sustain increased services in a new space.
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Most foundations do not fund endowments; however, they may want to see that your organization is
planning for the future and expect you to have an endowment or restricted fund to support maintenance
as a line item in your capital budget. While that foundation may not earmark its donation for the endow-
ment, perhaps a wealthy local individual will, and it sends the message that you are planning ahead so you
can maintain and operate a new facility. When funds are raised for an endowment, the nonprofit can
establish an operations or maintenance endowment (often held in perpetuity by a community foundation)
and draw from the fund’s income to help defray annual operating costs.

Another foundation hot button in capital campaigns is planning for access by people with disabilities.
If you are constructing a two-story building, you must budget for an elevator and include railings in rest-
rooms or aisles, not only because this is often required by law, but because foundations want to see that

you are available to everyone who might need your services.
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Sample: Capital Grant Proposal

This capital campaign will attract
foundation funding and funding
from area manufacturers and
business leaders who have a
special interest in training future
employees and strengthening
the local economy.

Write out the name of the *
organization on first refer-
ence; thereafter, use the
acronym, but also write out
the name occasionally.

Neighborhood improvement
is a focus for a community
foundation, the audience for

this proposal.

A Renaissance Zone is a
neighborhood targeted for
improvement that is offering
tax abatements or incentives
to new developments or
commercial improvements.

Y
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A

The need statement provides
several reasons for selecting the
site because the neighborhood is
a focus of this funder. When the
applicant goes to another poten-
tial funder with a stronger inter-
est in job training or economic
development, it would strengthen
this need section with more evi-
dence of the need for targeted
skills and use research on local
economic trends to emphasize
those funders’ interests.

In a grant proposal to a fun-
der that emphasizes environ-
mental issues, the entire
proposal would be restruc-
tured to emphasize these
outcomes.
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Y

The applicant provides a
simple timeline indicating
major events and bench-
marks of the campaign.

Again, the proposal empha-
sizes an area of interest to
the community foundation.

Note that neighborhood resi-
dents are not included on
the advisory group, but they
are included in the con-
stituent involvement section
of the proposal.

While there are other educa-
tional programs in the area,
the applicant sets this proj-
ect apart by pointing out
how it differs from others,
and where it doesn't, by
claiming collaboration rather
than competition with those
programs.
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In the case of very large insti-
tutions, most staff are key per-
sonnel, so the writer focuses
instead on the institutional his-
tory and capacity rather than
any one individual.

Long-term strategies for fund-
ing is another way of asking
for a sustainability plan.

This discussion provides some
evidence that the college will
not rely on grant funds.

A

The applicant provides a sec-
ond evaluation of the
planned outcomes for the
construction project. This
evaluation will help the appli-
cant judge how well this proj-
ect meets the specific goals
of the community foundation
funder.
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This section asks what
the applicant will do with
an evaluation. When an
evaluation is shared with
others, it enables them to
learn from your lessons.

Constituent involvement
in an evaluation is even
more important to a
social service project
than to a capital one.

Y

The revenue indicates a
good mix of public and pri-
vate money.

This statement indicates that

budgets are rounded esti-

mates. Applicants try to esti-

mate slightly high so they
are not caught having to
raise additional money for
cost overruns.
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A

The building will likely be
named for the lead gift
donor.

A

This section of the proposal
asks, “if you do not receive
the full amount of your
request, which aspect of the
project would you prioritize
for funding?” The response
in this case indicates that
whatever the amount of the
gift, it will go to the overall
fund. There are not priority
funding requests; a less-than
gift would simply mean that
the college must ask another
funder to increase its gift or
find additional funders to
make up the difference
between the planned income
and that granted.

A

Once written, the history can
be revised slightly for use
with other grantmaking
audiences for this project.
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Rather than attaching an
organizational chart for the
entire college, the applicant
provides information relevant
only to this project.

Challenge Grants

What Is It?

Though the two terms are often used interchangeably, there are subtle differences between challenge and
matching grants. A challenge grant is made by a foundation to assist the nonprofit in raising funds from
other sources. Challenges are often made either at the beginning or the end of capital campaigns to help
launch or close out the effort. A challenge grant is given most often in a 1:1 or 2:1 ratio. Before the non-
profit can receive its grant award, it must demonstrate that it has donations from the other funding sources
in the amounts mandated.

In the case of a match grant, the foundation agrees to meet what you raise within a given time and up
to a specific amount.

A match requirement is entirely different from a matching grant. Federal grants often have a match
requirement, meaning, for instance, that if the nonprofit must provide a 10 percent match, it can ask for
$200,000 in grant funds only with the guaranteed offer of $20,000 of its own funds or those of its partners.
Sometimes a match can be made of in-kind donations, which include space, equipment, etc., but most

often, grants require cash matches.

Appropriate Funding Sources

Some national foundations issue challenge grants to stimulate giving from local sources to projects that
address their goals. For instance, one major national funder makes a multimillion grant for teen centers in
urban areas provided that local donors grant several million among them for an operating endowment.
Another example is a national foundation that focuses on health issues. It often offers challenge grants to

launch a health initiative designed to raise local money and, more importantly, local awareness about an
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important issue such as smoking, lead-based paint, or HIV/AIDS.

Many of your local foundations will consider challenge grant requests. There is little risk on their part,
since if the applicant does not raise the challenge, the foundation does not pay out the grant funds.

The federal government has match requirements on many of its grant opportunities, but generally does

not offer challenge grants.

Strategies

A challenge grant can either be requested or assigned. Because some funders are extremely reluctant to be
the only funder for a project, they may push the applicant organization to find other funders by offering a
challenge grant. When and if other funders come to the project, you will get your award. It’s a better
strategy, if you think this may be the case, to simply request a challenge grant. In this way, you demon-
strate to the first potential funder that you understand that more funding sources are necessary and you
are willing to do the work needed to educate and excite potential funders about your project.

In the following sample challenge grant application, the public access station is located in a blue-collar
suburb (a bedroom community) that has few major donors and a population that has not historically sup-
ported large capital campaigns. The foundation is located near the suburb. The staff of the foundation
know the composition and giving history of the bedroom community and the struggle the nonprofit will

face in raising necessary funds.
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Sample: Challenge Grant Proposal

This project is also a capital >
one, but, in this case, the
organization took out a loan
to fund construction and is
asking the community to

fund only the interior layout
and design. The local founda-
tion may be the only major
donor to the project; there-
fore, the necessity to stimu-
late giving by the public.

This introduction does not
summarize the major sec-
tions of the proposal or state
up front what the applicant is
requesting. A cover sheet
required by the donor
requests summary informa-
tion, so the grantwriter is free
to introduce the project and
applicant rather than creat-
ing an introductory abstract.

The applicant requests a
challenge grant to spur giving
from a community that his-
torically has not been com-
posed of philanthropists.
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This grantor asks for the
audience for all projects. It's
another way of asking about
the target population, stake-
holders, or constituency.

The organization makes a
point of addressing the
needs and interests of vari-
ous ethnic groups that com-
prise the community.

A

The applicant makes a point
of telling how it will sustain
operations in the larger facility.
This also demonstrates its will-
ingness to work with other
local nonprofit organizations.
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The writer makes a negative
(no collaboration on the con-
struction project) into a posi-
tive (ongoing relationships
with area nonprofit organiza-
tions).

This section does not speak
to consumer involvement in
the design of the building
because there wasn't any. If
there had been community
input, the grantwriter could
make a stronger case for
funding.

Y
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Capacity-building Grants

What Is It?
A capacity-building grant expands the ability of a nonprofit to provide its services. Nonprofit applicants
usually have to convince a funder that they have the expertise and capacity to be successful at imple-
menting their grant-funded project. However, in some cases, it makes sense to look for ways to build
capacity of the nonprofit: when demand for services exceeds the ability of the organization to provide
those services; when a new project requires a skill or expertise that the organization doesn’t have; or when
the nonprofit has an opportunity to grow but is held back for lack of human, financial, or capital resources.
Sometimes a foundation will add capacity building (and often the funding for it) into a project grant

to help ensure its success.

Appropriate Funding Sources

Capacity-building grants are usually provided by local foundations who know the need of the community
and the strength of the nonprofit organizations that serve the community. Sometimes, national founda-
tions launch an initiative to build capacity among several organizations in different locations. For
instance, one foundation strengthened community foundations by providing funding to encourage trustees
to do site visits with staff. Another selected a city that was economically decimated and racially divided
and provided minigrants to help sustain and strengthen the city’s smallest nonprofit organizations, and a
third provided research on building audiences for arts and cultural programs, which it shared with those

organizations through the use of reports and consultants.

| 133
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Though they are not called so, many federal grants could be classified as capacity-building grants in that

they often enable nonprofit or public services to do more or do better.

Strategies

You can approach capacity-building fund-raising proactively or reactively, though you must sift through
REPs to find the one that is right for the organization and community it serves. It’s best to discuss with
local foundations a new, emerging need or a growing need and your organization’s plan to expand to meet
the need. They will likely invite you to submit a proposal. Most are more interested in strengthening

existing nonprofits than in starting additional ones.
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Sample: Capacity-Building Grant Proposal

Departments in small com-
munities usually share
resources and usually go out
together on calls. It's their
way of building their own
capacities, so it is a strong
case to make for this depart-
ment.

A

Goals are selected from
those provided in the FEMA
RFP.

A

the FEMA grants referenced
9/11. Fire departments that
understand what went wrong
on that day when so many
rescuers were lost should ref-
erence the date to justify
their selection of equipment.

+ The enabling legislation for

The generator is important to
this community and is on a
FEMA list of approved pur-
chases.

After 9/11 FEMA found that many fire depart-
ments, especially those in smaller communi-
ties, had out-of-date and damaged equipment
and had not purchased with tax dollars equip-
ment that would help them perform rescues or
protect their lives at the response site.
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The community has changed,
but the firefighters’ equip-
ment has not.




INDIVIDUALIZING YOUR PROPOSALS BY TYPE OF PROJECT I 137

A

FEMA grants were available
regardless of financial need,
but went first to the commu-
nities with the greatest need.
It was important to empha-
size that this department’s
needs were urgent.

A

In this section, the
grantwriter justifies the
expense of equipment by
pointing out that it will be
shared with six other depart-
ments and that the benefits
to those communities would
outweigh the cost of the
investment.

After 2002 when FEMA first
offered these funding oppor-
tunities, it began offering any
department additional fund-
ing so they could hire a pro-
fessional grantwriter for their
narrative applications. The
reimbursement was available
even to fire departments that
did not receive grant fund-
ing. This situation is
extremely rare.
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Sustainability Grants

What Is It?

Most grant applications ask how you will sustain a project after funding ends. To reply to this, you need a
plan for raising revenues from memberships, fees for service, partnerships, and fund-raising efforts to con-
tinue the project without grant funds. On rare occasions, you can apply for a grant to carry you over the
period between start-up funds and self-sufficiency—to develop and carry out the sustainability plan you

should have developed prior to receiving the start-up grant.

Appropriate Funding Sources

Local foundations are the most likely sources for sustainability grants as they are most aware of a project’s
success and most invested in seeing it continue. If your community does not have local foundations, seek
grants from smaller state or regional foundations that have similar goals and have previously made grants

in your community.

Strategies

Of course you would never try to get start-up funding for a project that will require grant funds forever.
(Nor would you be successful if you did try.) Often, however, start-up funding is not enough to implement
a project and get it to the point that it can support itself. If the project has proved very successful during
its start up and pilot, you can develop a list of new funders (try not to return to the start-up funders) and
make the case for why they should help you sustain the project for a few more years. You must, as a part
of the grant, develop a strong plan that demonstrates how you will spend that time weaning the project

from grant funding.



INDIVIDUALIZING YOUR PROPOSALS BY TYPE OF PROJECT I 139

Sample: Sustainability Grant Proposal

MoLLIE has been in the
schools without cost to the
schools. In other words, the
nonprofit CMC has made an
error in judgment in thinking
that the schools would sub-
sequently find the money to
pay a fee for service. It is
now asking a local founda-
tion to overlook that error
and help keep the program
going while it implements a
process that helps schools
take over increased costs of

i paying for the service.

This is a request for a three-
year grant with different
amounts of funding each
year. If it is awarded, year
two and three funding will be
contingent on the organiza-
tion having met and reported
on year one and two objec-
tives.
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Its original plan was submit-
ted to the federal govern- *
ment, which provided money
to launch the project.

A project requesting sustain-
ability funding must have
exceeded expectations and
be highly valued by partici-
pants.

The applicant has a broader
plan in place to build up the
schools’ abilities to pay for
services.

Many of the schools where
MoLLIE is needed most are
those facing severe budget
constraints.
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A three-year request merits a
three-year timeline.

A
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Evaluation is linked to the
goals and objectives of the
grant.
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<——|
The organization has applied
to several other local funders
and potential partners but

has few commitments prior
to making this application

A

Note the budget justification
explaining each line item in

both the expenses and rev-

enues.
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A strength in this proposal is
that the applicant is investing
its own resources into sus-
taining the MoLLIE project.

Y

Earned revenues will be
applied directly to the project
and will not go into the
CMC’s general budget.
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Demonstration Projects

What Is 1t?

A demonstration project proves or disproves a theory held by the nonprofit applicant and/or the grant-
maker. Demonstration projects are funded to enable new types of services and corresponding research and

evaluation needed to prove the theory. They are sought by applicants eager to attempt something new.

Appropriate Funding Sources

Most demonstration project grant opportunities come in the form of requests for proposals from govern-
ment departments or government agencies and from some large foundations that have launched initia-
tives they are testing in different communities. A nonprofit organization seeking demonstration project
funding proactively would look first to the larger foundations that see themselves as learning organizations

and have demonstrated through past grantmaking their willingness to take risks.

Strategies
Perhaps no other type of RFP generates more responses that are simply chasing grant dollars than demon-
stration opportunities. Too often, small nonprofit organizations don’t really understand what they are get-
ting in to and see an RFP as an opportunity to build their funding base. For instance, the sample grant that
follows is a response to an RFP requiring communities to establish a roundtable of juvenile justice and
other social service programs for girl offenders, to have the members discuss the issues surrounding girls at
risk of offending, and to develop a community plan for addressing those issues. The originator, in this case,
the state Family Independence Agency (FIA), received numerous proposals to launch actual programs for
girls and only a few that focused on the research and convening aspects of the program.

The best strategy to write a successful demonstration project is to carefully analyze the RFP or guide-
lines and to discuss with staff and other organizational leaders the match between the project described in

the RFP and the organization’s mission and goals.
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Sample: Demonstration Project Grant Proposal

One of the primary purposes
of the project, once funded,
will be to gather data that
will define the problem. This
section of the grant seeks
information that will provide
a case for funding research
in this particular community
and a baseline against which
to measure programs that
arise after the study period.

Studies show that girls do
not get as much individual
attention when programs are
for both genders.

The grantwriter requested
specific data from the county
juvenile justice department. |5

Such data will prove helpful
to the study and subsequent

program design. >

The data were provided by
the agency offering the grant.
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Although the grantor proba-
bly knows this, it helps to
have the applicant state it. If
you don’t acknowledge a
problem, it’s difficult to cor-
rect.

Grantwriter cites research to
support the premise that
girls’ programs should be
developed separately from

those for boys.

The nonprofit volunteers are
to develop a system

response.
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—

Though program funding is a
later question, it makes
sense to write about it earlier
in the proposal.
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The grantwriter assigns
responsibility for each objec-
tive. It is critically important
that everyone involved read
and approve these objectives.

A
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The planned report will serve

a broader purpose than sim-
ply reporting the fact finding
of the community team.

The writer need not state how

the evaluation will be done,
but can leave that to a profes-
sional evaluator. Instead, the
writer identifies the questions
that an evaluation should
answer to prove that the
organization has achieved its
project objectives.

Operations Grants
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What
Is It?

This is what this grant, if suc-
cessful, will fund. It will not

+ provide funding for programs

that arise from the study.

Operational funding supports the general purposes of an organization including it: rent, utilities, salaries,
supplies, and similar budgetary items. It is also called general support and core funding.

Use of these funds can be broader than that of program funding. Use of funds is unrestricted so the
grantee can use funding strategically in the way they think best. Though operations funding is often used
to support the operations of the organization, it can also be used for emergency program funding, strategic

planning, or for a quick response to a new opportunity.

Appropriate Funding Sources
Federal government grants do not fund operations. Similarly, large or remote foundations do not fund
operations of nonprofits unless they are located in the same community as the foundation and that foun-
dation has a financial stake in the community, or the foundation has a stake in the nonprofit as a corner-
stone organization needed to achieve its program objectives.

Most often, the only source for operational funding is a local foundation that sees your nonprofit as pro-

viding essential and valued services.

Strategies

For years, operational funding was the most difficult to get from grants. Nonprofit organizations had to
devise new projects in order to appeal to grantmakers’ interests in innovation. These new projects were
difficult to sustain regardless of their outcomes. In recent years, many foundations have reconsidered their
position and now look at a community’s nonprofit infrastructure and have determined to keep key com-
ponents of that structure strong. As grantwriter, it is your job to determine which funders in your commu-

nity are willing to provide operations grants and under what circumstances.

The following sample is written by a public-broadcast station to a corporate foundation:
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Sample: Operations Grant Proposal

The foundation values

education, so the writer sets
this channel apart from others g
with information about
its educational shows.

The writer has skipped over
the need section. The need
should never be about the

organization, but about the A
audience or target population.

The writer indicates that the
station asks local foundations
for a small percentage of

annual support. The communi

ty demonstrates its value for
the station with ongoing
funds.
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The grantwriter focuses on the
organizational background to
convince the grantmakers that
this is one of the important
pieces of the nonprofit infra-
structure in this region.

A
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Special Populations

What Is It?

Some grantmaker programs (and sometimes, an entire foundation) focus funding on programs that address
the needs of specific population segments: people with physical or mental disabilities or with a certain ill-
ness or condition, women and girls, gay and lesbian people, exoffenders, the recently unemployed, senior

citizens, or teenagers.

Appropriate Funding Sources
There are a handful of RFPs issued annually from governments and foundations that seek to fund projects
for segments of the population that have a great unmet need for services.

There are also a handful of foundations in the nation that are established to address the needs of a pop-
ulation segment: primarily women and girls. If your organization is also focused on one specific population
segment, you need to identify the funders in that subset of foundations. If you have just one program
(rather than an entire organization) focusing on the population segment, you may apply to one of these

special population funders if their goals and eligibility criteria fit that of your program.
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Strategies

Communities that have existing collaborations centered around the needs of population segments (e.g.,
exoffenders), are best positioned to be successful in responding to an RFP. It rarely works to establish such
a collaboration simply to respond to the request. If the commitment and need exists, there are probably
local organizations talking together to find ways to respond.

Do not adjust a program simply to fit into a foundation’s or RFP’s focus for funding, but only to respond
to an existing need. For example, if you operate a recreation center for teens, you might have established
a program or hours of operation for teens in wheelchairs, or a special night of the week in which only girls
attend and work with a woman trainer or coach. These programs may be fundable by a special population
funder for people with disabilities or for women and girls. Be aware, however, that if you mix together your
populations (e.g., boys and girls) a special populations funder is not likely to fund your project because it’s

not specific to the needs of their target population.

The following sample focuses on the need to improve the representation of women in journalism and was

submitted to a foundation focused exclusively on funding projects for women and girls:
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Sample: Special Populations Grant Proposal

The applicant has done
research on where women are

underrepresented in one field
of work and shares the find-
ings of the research with the
funder.

The grantwriter should have
given a specific number of

participants. The funder will
likely ask during the due
diligence process.

The program will be available

only to young women, which is
a criteria of the foundation.

The project involves the
community.
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Though the grantseeker doesn’t
(and need not) say, it’s likely
that having your own news
stories air on television locally,
and possibly elsewhere, will
build self-esteem, addressing
a prevalent problem among
young women.

A

The budget is reasonable for a
three- or four-month project.
Only in a minigrant such as
this one is it acceptable to
present only the cost side of a
~—————— | budget.







CHAPTER 10

Grantwriting in Different Fields
of Nonprofit Practice

The nonprofit field includes diverse organizations from arts and cultural practices to services for people
who are homeless or hungry. There are nuances within each discipline that require slightly different
approaches and/or focus. This chapter provides sample grants as learning tools from the following fields:

e Arts organizations

e Medical service organizations

e Educational institutions

¢ Technology organizations

e Social/human services

® Local government and services

e Faith-based organizations

e Environmental organizations

e Economic development
We purposely provide a range of sample grants: some were successfully funded, some were not. All are,
like the humans who wrote them, flawed in some way. For your edification, comments will point out both

the strengths and weaknesses of these proposals.

Arts Organizations

Whether they focus on visual or performing arts, arts organizations combine to make up the cultural fabric of a

community—the museums, dance, theatre, and music programs that educate, entertain, and enrich people’s lives.

Strategies

Most arts organizations are not self-sustaining solely through admissions or contracts, and therefore require grants to
continue their annual programs, educational programs, and to support new shows. Often arts organizations, especially
those in urban areas, seek and receive both operational and special funding from local foundations. The National

Endowment for the Arts and state agencies dedicated to the arts are also sources of funding for special projects.
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Sample: Arts Organization Grant Proposal

There is a relatively recent
movement among arts organi-
zations and funders to engage
new audiences. Classic arts
events had been losing audi-
ence (and, thus, revenue) and
needed to develop plans for
better reaching new
attendees.

The grant reviewer will likely
wonder why the *
“Goals/Vision” section focus-

es on detail about the part-
ners rather than simply focus-
ing on Crescent Theatre.

The reason for the detail
about Crescent Theatre’s col-
laborators is becoming clearer
here.
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The grantwriter lists no objec-
tives, nor is it clear what the
~—— | grantmaker is being asked to
fund.
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This audience is likely familiar
with APAP, but the grantwriter

should have spelled it out on

first reference.

The plan’s narrative timeline is
rather difficult to follow. A
chart in addition to the narra-

tive would have aided the
grant reviewer.

The examples help the reader
understand the rather complex
relationship between the arts
and community improvement
organizations.

Funders who focus grantmak-
ing in the arts have a section
on artistry that is not found in
more general grant application
outlines.

Planned outcomes should
have been set forth clearly in

the planning process section
of the grant.
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Clearly, the grant RFP or
guidelines focus on planning
for an artist in residence proj-
ect. This proposal would not
be a strong response to an
RFP seeking to fund the actual
artist in residence because
neither that person nor a criti-
cal staff member, the audi-
ence-engagement specialist,
have yet been identified.

There is little comment on the
capacity of the collaborating
organization to fulfill its roles
in this project. The grantwriter
has assumed that because
this is a local funder, it would
be familiar with all the organi-
zations mentioned. In doing
s0, he or she has lost the
opportunity to market the dis-
tinctive qualities of the collab-
orating organizations.

A learning history is a specific
type of evaluation used by
organizations that are
attempting a new effort in
which learning is equally, if not
more, important than out-
comes.

The statement “using both
qualitative and quantitative
methods” is very vague about
the evaluation methodology.
However, the questions that
follow form a framework for
developing the methodology.
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Medical Service Organizations

Hospitals, clinics, health departments, and a number of healthcare and health-related programs all require
funding to purchase expensive equipment, to perform research, to operate programs for the under- and

uninsured, and to deploy special initiatives focused on specific health concerns.

Strategies

Grantwriting for the medical community can be highly specialized, especially when the writer needs to
become an expert in the science of medicine in order to write a response to an RFP. Medical programs
receive funding from local foundations and from the government. A few large, national foundations fund
demonstration projects in various communities that are focused on major national health concerns such

as smoking, lead paint hazards, asthma, HIV/AIDS, and many others.

In the following sample, the grantseeker met with the trustees of this non-staffed foundation prior to sub-
mitting. In the meeting, the grantseekers learned more about the grantmaker’s interests and highlighted

those findings in the grantseeking letter.
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Sample: Medical Service Grant Proposal

This is an acceptable form of
address because of the
writer's personal relationship
with the funder.

The letter reminds the funder
l that this proposal is not unex-

pected.

The first paragraph of the let-
ter corresponds to the first
section of a grant and focuses
on the need for service.

A
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This statement provides a brief|
statement of goals for the 4
grant.

This statement provides a
baseline so the organization

can measure progress toward
its new objective.

|—|_>

The paragraph defines, albeit
briefly, the objectives of the
proposed project.

Educational Institutions

Educational institutions include public and private K-12 school districts, intermediate school districts
(ISDs), college and universities, charter schools, and special educational programs and institutions. (Note:
When examining eligibility, both school districts and ISDs are defined by government funders as Local

Educational Associations or LEAs.)

Strategies
State and federal governments make grants to schools, though the amount and the programs can change
dramatically with government administrations. Some states offer formula grants, meaning that they
expend money based on enrollment, level of poverty, etc. to all districts in the state. Formula grants do
not require an application, but are listed in grant opportunities on state websites. To be considered for
non-formula, competitive grants, districts must submit a proposal.

Many foundations are reluctant to fund public schools because they see that as the role of government

and taxpayers. Educational organizations need to be highly strategic to approach foundations.
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Sample: Education Grant Proposal

The first paragraph sets the
stage and introduces the loca-
tion of the project.

A

Charter schools are a move-
ment by some to push public
schools into competing for
student enroliment in their
districts.

The list indicates the ways that
the charter school will differ
from the existing public
schools.

A
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One of the barriers to charter
school enrollment is the
necessity for parents to drive [,
their children to school rather
than use school buses.

The school will be designed to
appeal to parents as well as
their children.

Since the timeline is written
into the narrative, the writer
has underscored dates to help
the reader navigate.

Traditional education shies
away from character educa-
tion, leaving it to parents. It is

necessary to have parent
involvement in the design of
this component.
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A

A

This criteria answers the
state’s need for data on stu-

< dent performance.

See chapter 7 for guidance
in writing the staff qualifica-
tions portion of a grant pro-
posal.

Though there is an assurance
form to sign, the grantseeker
must also write a narrative
about policies that protect

equality.

A

The community is not ethni-
cally diverse, so the lottery
system should have no sig-
nificant impact on the ethnic
composition of the student
body.
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The grantseeker claims that
most of the population, lack-
ing choice, are already educa- l

tionally disadvantaged.

This is a rare request for infor-
mation asking the respondent
to describe the way that *
schools and families will work

together to educate students.
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One of the philosophies of
the school principal is that
homework erodes family time
and can sometimes reduce
the quality of family time if it
creates arguments. Her
school, then, wants to afford
as much family togetherness
time as possible.

A

The grantwriter should indi-
cate how the school will get
* a building—do they have

money to purchase or con-
struct? If not, where will the
funds come from?
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Charter schools are often
founded to follow a specific
approach to education. The *

grantmaker, therefore, wants
to know which school of
thought the charter will follow.

This number indicates a state
cost-center code >
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Technology Organizations

Technology organizations focus on providing equitable access to equipment and training in a community,
or “closing the digital divide.” They include media centers, Internet providers, computer services, and

others.

Strategies

Under the Clinton administration, federal and state grants were available for efforts to improve access to
technology in rural and central urban areas because, historically, for-profit providers had supplied infra-
structure such as Internet cabling first (and sometimes only) in areas that would produce revenues and
profits for the company. These grant opportunities have been phased out as more and more people now
have access to technology.

Without specific technology grants, organizations that are not technology providers and that need com-
puters and other high-tech equipment often must include funds for such purchases as part of a project
grant request and indicate the necessity of the purchase to achieving the project objectives. Technology
organizations often collaborate with other nonprofit organizations, enhancing their efforts and sharing

responsibilities for creative programs.
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Sample: Technology Grant Proposal

Though there is no problem
statement section, the
grantseeker indicates the
need for choosing this
approach.

This sentence states the
number of program +

participants.

This statement explains the
acronym on the first reference

This is a measurable outcome.

Y
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There is no way to measure
the goal stated in the RFP (to
engage college age students
in the democratic process)
within the timeframe of the
grant (October through
November 2004), other than
to do a longitudinal study of
participants’ voting behavior.
It might have been a mis-
take, however, to plan an
evaluation that fell outside
the grant period, as there
would not be a way for the
grantmaker to hold the
grantee accountable for eval-
uating the project. The
grantwriter should have
assumed that, given the
funding timeframe, “engage-
ment” meant on election day
only.

A

It would fill an important
need to put bilingual poll
workers in precincts where
many people are not fluent in
English.

A
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This ensures equitable access

by students.

This is also called
“outputs.”

Y
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This section asks the respondent
to identify potential barriers to
implementing its project and
describe what it will do if prob-
lems arise. It also asks the
respondent to provide a rationale
for why it selected this approach.

A
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Although the reviewers of this
proposal agreed that the eval-
uation plan was responsive to
the goals it set for this pro-
gram and that the results
would be of interest to the
funder, they nonetheless
reduced the score for this pro-
posal section and denied the
funding request.

The timeline clearly identifies
tasks and assigns responsibili-
ties for those tasks.

Y
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This question is frequently
asked in government grants;
most grant contracts encour-
age or mandate the use of a
separate account for grant
funds to ensure that funds are
spent on the items listed in
the grant budget.

Y
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Social/Human Services

Social and human service organizations run the gamut from services for homeless or hungry people to
mental health counseling services and everything in between. In other words, most nonprofit organiza-
tions, in some way or another, deliver human services. The nonprofit infrastructure exists primarily to

make people’s lives better.

Strategies

Federal and state governments have departments of health and human services; however, a grantseeker
should not limit the investigation of grant opportunities to those coming from those departments. Most
grantmakers—including many that are public charities themselves—make grants to social/human service

organizations that otherwise meet their eligibility requirements and goals.
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Sample: Social/Human Services Grant Proposal

Note the differences in this
outline beginning with a pur-
pose statement followed by an
introduction. Grant guidelines
and RFPs all have different
outlines that you must follow.

Because this is a capital
grant, this section focuses on
introducing the organization
and its history of service; if it +
were a program proposal, it
would focus on describing the
program and briefly introduce
the organization.
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The grantwriter summarizes the
key accomplishments of the
organization to illustrate its
value within the community.

A

<—_|
This acronym, community

development block grants, is a
term familiar to the grantor.

The introduction has explained
the need for HRS to launch a
capital campaign. This section,
then, can be used for the
important function of explain-
ing the community need for
HRS.

A




184 I THE COMPLETE BOOK OF GRANT WRITING

The potential funder is a local
one concerned with the eco-
nomic prosperity of the entire A
community. The grantwriter

has tied in these interests
without stretching beyond

credibility.

In addition to a focus on
human service issues, this
funder also focuses
environmental programming
on projects that preserve
natural lands. The funder
understands that improving a
city may help reduce the
trend of leaving it and, thus,
creating a demand for devel-
opment on natural lands.
Again, the grantwriter has
tied in other interests of the
funder without overly
stretching the point.

A

All quantitative objectives
must be measurable.

The qualitative vision
for the outcomes of this
project are not
measurable, and over-
promising may
compromise the
credibility of this
proposal.
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makes the case
that it has been
almost ten years
since it last sought
capital funding.

The organization

A

This reinforces the statements
that the organization not only
rarely seeks funding, but will
be more self-sustaining after
the capital campaign.
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Local Government and Services

Local governments can be both grantmakers and grantseekers. Many municipal services, such as police,
fire, and city sanitation departments and others qualify for federal funding. And specific municipal initia-
tives can qualify for federal and state grants. Large national foundations may have RFP initiatives that
offer grants to cities to launch programs and/or offer a cash award to exemplary efforts on a specific issue

such as downtown revitalization.

Strategies
For many years, cities became regrantors through federal Community Development Block Grants
(CDBG), enabling those cities to fund projects they believed important to the continued growth and
development of the city. Each city developed its own eligibility criteria and goals. Some cities also quali-
fied for a subset of CDBG grants called Local Law Enforcement Block Grants (LLEBG) to fund neighbor-
hood watch programs, crime prevention services, and special efforts by their police department. At this
time, there is serious discussion on eliminating CDBG funding from the federal budget.

Few foundations make grants for city services, though some local foundations will fund special initia-

tives by the departments.
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Sample: Government Service Grant Proposal

CDBG and LLEBG
grant proposals must
include performance
measures so that the
city can report out-
comes to the federal
government in the
manner requested.

A

The city has
established
program areas,
called
“strategies,” for
its LLEBG and
CDBG funds.

Milestones are benchmarks established
to gauge progress and gather data for
reporting to the federal government.

A
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Milestones often decrease in
number with each activity
rather than stay the same as
in this sample. For instance, if
the project proposed employ-
ment training, “recruitment”
(the first step) might be a
high number, “completes

training” a lower number, and
“successfully employed” a still
lower number.

Because the police depart-

ment has previously received
this grant, it is a good idea to
summarize its success in
using past grant funds. This
summary does not take the
place of a formal progress
report, which in the case of
LLEBG and CDBG grants is
due quarterly.
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Neighborhood asso-
ciations are also
qualified to receive
Local Law
Enforcement Block
Grant funds for
crime prevention ini-
tiatives. The police
department must,
therefore, indicate a
collaborative rela-
tionship with these
organizations, which
might otherwise be
seen by

the grantmaker as
competitors for

-« these grant funds.

This may raise questions in
the grantmaker’s mind
about how well these col-
laborative problem-solving

A

responses will work.

Faith-Based Organizations

Faith-based organizations include houses of worship (churches, synagogues, mosques, etc.) and all the
programs operated by them. They also include parochial schools and other organizations that exist to

promote their religious beliefs and credos.

Strategies

Until the early 2000s, faith-based organizations, especially smaller groups, often did not qualify for federal
grants since they lacked the capacity and infrastructure necessary to evaluate their programs and report
progress in the manner prescribed by the government. Currently, there is a federal initiative to improve
faith-based organizations’ access to and qualifications for federal money, though it is often as subawardees
under a larger organization that can coordinate their efforts and oversee reporting. Additionally, some fed-
eral grant programs award extra scoring points to faith-based organizations.

Some foundations exist with the express purpose of funding like-minded faith-based organizations (e.g.,
Jewish Relief Fund, Catholic Charities, etc.). Many private and community foundations expressly prohibit
funding for religious purposes; that is, while they may, for instance, fund a church to provide daycare for
neighborhood children, they will not do so if the children must attend a service or study scripture as a part

of the program.
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Sample: Faith-Based Grant Proposal Summary

The cover sheet indicates
eligibility for this grant and | —>
provides contact information.

Goals and outcomes are
provided as a part of the
executive summary.

Y

The organization offers, as a
contribution to the project, the t
salary of its existing outreach

worker.
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A summary of the project
plan includes a brief
description of how the
organization will work with
people who have language
or cultural differences.

A

Each of the primary
sections of the proposal
~&— have been summarized
in the executive
summary.

Environmental Organizations

Environmental protection agencies exist to protect natural lands, animal and plant species, water
resources, air quality, or all of the above through advocacy, research, education, and preservation pro-

grams.

Strategies

Foundations may focus their environmental program funding on preserving or improving one aspect of the
environment and/or on one programmatic strategy. It is, therefore, critical that grantwriters for environ-
mental organizations carefully read grantmakers’ guidelines to ensure that goals for programs are a good
match and involve the same aspect of environmental protection. Local and national foundations often have

environmental protection program areas, and grants are available from both state and federal programs.
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Sample: Environmental Grant Proposal

This is a project being under-
taken by a collaborative of
organizations in a geographic
region.

Y

While the writer refers to the
following as “objectives” of
GLEAN, they are not objectives
because they are not measur-
able. This list should not be
included in the Need section
of the proposal.

This statement identifies the
value of the region as a loca- A
tion for the project’s focus.

This statement identifies the
need in the specific

community.
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“Approach” is another term
for “project description.”

A

This list identifies data
resources.

A
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The writer provides more *
detail here and makes the
project objectives measurable.

This passage proposes a plan
to inform citizens, a priority
goal of the project and a pri- *
mary need of the community.

Project plans should always
link back to the needs or
problem statement.
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A

This is bordering on alphabet
soup. The grantwriter should
have written out all the

names again here.

Economic Development

Economic development organizations offer job training and seeking programs, job retention
and business location initiatives, regional planning and initiatives, business development, and
more.

Strategies
Economic development efforts are often a result of collaborations rather than programs offered by just one
organization. As such, they often appeal to local foundations, particularly corporate foundations and cor-
porate giving programs, and to city and state government funders.

The sample that follows is a concept paper. This is similar to a preproposal or letter of inquiry, but is
less formal. Generally, use a concept paper to capture results of collaborator discussions. After all the
organizations agree to the outline of the project, you can reframe the concept paper as a preproposal or

letter of inquiry for a foundation.
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Sample: Economic Development Concept Paper

Because this is a concept
paper, it can attempt to cap-
ture the reader’s interest with *
an arresting opening para-
graph.

This acknowledges that there
can be many reasons why a
person is not earning enough
to support a family.
Acknowledging a problem is
the first step to solving it.

Y

The writer is able to create his
or her own subheadings
because a concept paper
need not follow a prescribed
outline.

This is not a “one size fits all”
solution and will appeal to
funders who like to invest in
innovative, sometimes risky,
new initiatives.

The project will use existing

resources through a referral
system provided at a central
intake site.
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The project may be costly;
the grantwriter should point
out the cost of continued
welfare in comparison to the
cost of the project.

A

The project has identified at
least two employers interest-
ed in participating.

A
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This describes the
network of services that
will be established to
ensure participant
success.

Y

Americans with
Disabilities Act should

be spelled out.

Y

This may not remain true
if unemployment rises.
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The writer identifies all the
~«—— beneficiaries from the
proposed project.







CHAPTER 11

While You Wait

Contrary to the old saying, from a grantwriting perspective, waiting is not the hardest part. Writing is.
From the potential grantee’s perspective, perhaps it’s true that waiting is difficult, particularly if you do not
have a date for review of proposals or decision making. At the absolute earliest, you can expect a decision
one month after application, but generally it takes from two to six months to learn of the outcome of your
pending proposals. In the interim, there’s work to do for both the grantseeker and the grantmaker. Maybe

a look at the work of a grantmaker will make the time pass more quickly.

Due Diligence

Due diligence is a term commonly used by grantmakers to describe the process of investigating the appli-
cant organization, and its capacity for delivering its objectives, prior to recommending its proposal for
funding. The government performs due diligence when a staff person checks to be sure your organization
is eligible under the enabling legislation, that it has honorable financial standing (Dun & Bradstreet
report), and that it does not otherwise have outstanding issues with the grantmaker (e.g., has defaulted on
a previous grant or has not submitted final reports for a previous grant).

Foundation grants officers are responsible for performing due diligence on all proposals they are poten-
tially bringing forward to their board of trustees for determination. Foundation due diligence often
involves face-to-face meetings with the potential grantee in the foundation office or at the applicant’s site
(a site visit), requests for additional information, and a number of background checks on financial or IRS
reports. In addition, a grants officer may seek information from collaborators and from others in the com-
munity.

Grants officers play a dual, and sometimes conflicting role, as both sentries and stewards of the founda-
tion assets. On the sentry side, the grants officer performs an investigation similar to those performed prior
to investments in real estate or other tangibles in the business world. Grants officers use the investigative
process to ensure that the organization is legitimate and to analyze the risk of the potential foundation
investment. The grants officer takes on the steward role once he or she brings forward a proposal to his or

her board of trustees with a recommendation for funding; he or she becomes an advocate for the grant
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proposal and applicant organization. Remember, the questions a program officer asks during the due
diligence process are not intended to put you on the spot; rather, they are intended to provide the officer
all the ammunition he or she needs to make a case for funding your proposal.

It is important for grantwriters and executive directors to prepare for the due diligence process. During
the process, the grants officer must clarify the proposal and find answers to a number of questions about
the applicant, many of which were not asked in the grant proposal. Such questions may include the fol-

lowing:

Organizational Stability and Sustainability
e Does the organization have the capacity to do as it promises?
e Are there red flags in the organization’s financials that indicate potentially serious problems?
e Is the organization’s governance strong and appropriately involved?

e [s there a long-range strategic plan that incorporates the proposed activities?

Track Record
e Has the organization been successful in achieving prior objectives?
e [s the organization respected both in its community and among its peers?

e Can the organization provide documentation of outcomes from prior projects?

Partners
® Does the organization have documented support from partners critical to the project?

e Does the organization have a reputation for collaborating with others?

Program
e What is the organization’s capacity to identify and respond to community needs?
e [s service delivery appropriate and respectful?

® Do programs align with the mission of the organization?

Site Visits

The government does not perform site visits. Foundation grants officers, especially those that are not
headquartered in your community, often do. A site visit is a meeting at the applicant’s office and/or pro-
gram site during which the foundation grants officer asks questions and, ideally, sees first-hand the activ-

ities or need for programs you have described in your proposal.

Preparing for Site Visits
A good grants officer will have read your proposal ahead of time, let you know if there is anyone in par-
ticular other than the primary contact with whom he or she wants to meet, let you know how long he/she

can stay, and come in with a list (often mental) of points to discuss in relation to your proposal.



Make sure that you plan your site visit activities so that there is
time for the grants officer not only to get his or her questions
answered, but to meet with the people (e.g., finance officer) who
can best answer the questions. It is generally a good idea to have
the CEO of the applicant at the meeting and, when appropriate,
the organization’s board chair. Plan your activities strategically.
While the babies at the facility might be compelling and cute, if
your project is about the adult care portion of your program, spend
your site visit time there.

It is critical that the CEQO, board chair, financial officer, and any
other staff present at the site visit have read and understand the
grant proposal. They should read it again within the days prior to
the site visit, and, to the extent possible, anticipate questions the
grants officer will ask. If they have questions or issues with the
proposal, they should have a meeting before the site visit so they
are speaking with one voice. If the grantwriter is not a staff member
of the applicant organization, it is not appropriate for that person
to attend a site visit meeting. Instead, the grantwriter should attend

a premeeting to help prepare the staff of the organization for the
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Tips for Site Visits

- Reread your proposal in the days prior to the
site visit.

-Have a premeeting with all attendees other
than the grants officer to address any out-
standing questions.

- Provide simple refreshments. Grants officers
are not swayed by lavish meals and cannot
accept gifts; in fact, such things may make
them suspicious.

- If possible, schedule the site visit at a time that
your program site is active with program par-
ticipants.

- Keep the tour of your facilities brief.

- Prepare requested documentation in advance.

- Answer questions candidly.

- Relax. A nervous host makes guests uncom-
fortable.

- Follow up within days of the meeting with a

simple thank you note and/or with additional
information if requested.

visit.

Following Up

Sometimes a grants officer will ask a question that requires further research or additional information that is
not immediately available. Send replies to those questions or additional documentation as soon as possible
after the site visit, preferably within forty-eight hours. Even if the grants officer indicates that he or she will
not be back in the office for a week, the postmark will indicate that your response was timely. Enclose a thank
you note with the information and a brief reminder of the questions to which you are responding.

If the grants officer did not request additional information, follow up with a simple written thank you note.

Reporting Interim Progress or Setbacks

In the interim between submitting a proposal and learning of the funding decision, share your good news
and don’t try to hide the bad. For example, if you are raising funds from multiple sources and during your
proposal review you are notified of an award by another funder, share this success with your grants officer.
Also notify the grants officer of any major negative events that have occurred during the review process.
If, for instance, your financial officer has been arrested for embezzlement from his or her church or your
organization, you must inform your grants officer immediately. While the grants officer may decide to
delay bringing your proposal forward for decision making, this delay is far preferable to the alternative.
Going before trustees without all the information needed can make both you and your grants officer look
bad in front of the trustees. This will result not only in a denial of funding for the current proposal, but

likely in a denial of future proposals.
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Why Does It Take So Darn Long
to Get an Answer?

While every foundation is different, there are a
number of common activities that dictate a
longer timeline than anyone would like. Most
foundations have studied their process in an
effort to streamline their systems and get to yes
(or no) more quickly, but a four- to six-month
decision timeline is common.

If trustees are the final decision makers,
timelines revolve around their meetings. If the
board meets only twice a year, that means there
are six months between decisions. Grants offi-
cers, in between meetings, must prepare their
board packets and have them printed, proof-
read, and submitted to the board a few weeks
prior to the meeting, a process that often takes
at least one month.

Add to that the time involved in the due dili-
gence process, site visits, and writing up often
complex recommendation documents. Further,
grants officers may be working on several pro-
posals at once and simultaneously performing
other functions essential to their jobs, such as
ongoing grant follow-up and reporting,
research, internal projects and meetings, and
community-related meetings often requiring
travel. You can see that it can easily take sev-
eral months, if not longer, to shape and write
the recommendation for your proposal.
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Recycling Grant Proposals

Remember, few funders want to be the only ones investing grant
dollars in your project. Even the federal government likes to see
that the applicant organization is committed to raising local dol-
lars to launch or continue an important project. Thus, until the
project and/or nonprofit organization is financially stable and sus-
tainable, the grantseeker’s work is not finished.

You should be doing two things: revising your project proposal to
meet the requirements of other funders and looking beyond the
obvious sources for some more creative match-ups.

As you have seen from the sample grant proposals in this book,
there are many similar sections in the proposal: there’s always a
need or problem statement, a project description, evaluation,
budget, and abstract. There are often similar additional questions
such as the constituent involvement in the project design and/or
evaluation, the history of the organization, management structure,
and key personnel. So, why not just print out and send the same
proposal to numerous funders?

Not a good idea.

Even if you are sending a proposal to funders that all use a
common grant application from their regional association of grant-
makers (RA), you will want to modify each proposal to appeal to
each different audience of grant reviewers. Think about it this
way—when you get a generic piece of mail that’s also sent to your
neighbors, what do you call it? Junk mail. If you have not taken the
time and effort to learn about the individual funders, it will show,
and your proposal will appear to be little more than junk mail to its
recipient.

Every good project has numerous aspects that make it a good

project: for example, you may represent a youth center with a mission to reduce delinquency in an urban

neighborhood. In addition to offering recreation, you have an after-school tutoring program, a fitness center

operating during the day for stay-at-home mothers, a book club, and an after-school cooking class just for boys.

Emphasize each aspect of the organization with its appropriate funder. One might have a goal to improve edu-

cational outcomes for urban youth—tell them about the tutoring club. Another is concerned with wellness—

tell them about your fitness program, and so on. Don’t keep information from your foundation audience.

Simply focus on what you know will interest a specific foundation.

Sections such as the organizational history are reusable with minor modifications, but sections such as

the program description with its goals, objectives, outcomes, and timelines must be rewritten for every audi-

ence so that it matches the foundation’s own goals.



While you will not adjust a budget total depending on
whom you ask, you might carve out a special niche in a
larger project that you think will interest a specific funder.
If you have a chance, discuss this with a grants officer
beforehand. If they agree, ask one to fund the educational
component of your youth center and another to under-
write the cost of equipment and a coach for your fitness
classes. If you cannot ask beforehand, be sure to include
the components as line items in the budget so the foun-
dation can choose for itself what activities it would prefer
to fund.

Finally—and critically—be sure that you check to
ensure that all mentions of any previous funder audiences

are expunged from your proposal!

Expanding Your Search
If your nonprofit still needs funding once you've
exhausted your search for appropriate funders and sent
individualized proposals to them, begin looking at less
obvious potential matches. If you have signed up to
receive notices from the federal department of education
at your school district, sign up for some other departments
too. Perhaps the department of commerce will offer a pro-
gram that funds creative internships for high school stu-
dents, the department of health and human services is
looking to establish school-based counseling centers, and
the department of agriculture is offering schools the
opportunity to write a curriculum for a comprehensive
educational program on farming and food.

The same is true for foundations. If you are writing for
a school, don’t overlook foundations that fund land or
water conservation efforts; instead, see if your school pro-
gram curriculum focusing on water resources matches the
interests of one of the foundations.

One caveat that can’t be said often enough: do not twist
your programs into pretzel shapes to fit a grantmaker’s guide-
lines. If it’s a quality project from a quality organization,

there’s a funder out there waiting for it.
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Ten Mistakes Grantseekers Make

10.

. Sending a “Dear Friend” letter to corporations and

foundations. Take the time to get the name of the con-
tact, spell it correctly, and know the gender of the
addressee.

. Sending the same form proposal to numerous corpora-

tions and foundations. Instead, take the time to find
out what the foundation will fund and what its areas of
emphasis are. Make contact before applying and ask
for guidelines or application procedures.

. Not following the application procedure, not paying

attention to guidelines, and not supplying all the infor-
mation requested. Not including requested forms such
as your 501(c)(3) letter or board roster. If you simply
cannot get the information requested, you must write
an explanation.

. Calling once a week to find out the status of your

request. When your grants officer knows, you’ll know.

. Submitting vague requests. Be specific about what you

want: money, manpower, equipment?

. Not being qualified to receive funds from the founda-

tion. If you're not a 501(c)(3) organization, and that’s
what a grantmaker requires, don’t waste your time and
the foundation’s.

. Asking for what the foundation cannot contribute. For

instance, some people will request free phone service
from SBC'’s Foundation. They cannot, by law, provide that.

. Assuming the foundations knows all about your pro-

gram, who it benefits, and how valuable it is to the com-
munity. Tell how you are involved in your community, why
the community needs this project, who will benefit, and
what your capacity is in staff and financial resources.

. Not telling the foundation your long-term plans. What

happens when funding runs out? Do you plan to carry
out the project by other means?

Giving the foundation the silent treatment. It's not
enough to say thank you when you get the check. Show
your gratitude by letting the funder know what you did
with the money and what you achieved with their
funds. Ask the funder if you may recognize their gift in
brochures or newsletters. Keep your relationships
strong by keeping your promises.

From The Institute for Conservation Leadership, Bozeman, Montana.
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Continue Your Research

Besides continuing your grant source search while you wait for a decision on your last proposal, you should
also spend your time identifying new trends in grantmaking. In the past decade or less, funders have
changed their focuses. Once government and most foundations focused almost entirely on funding proj-
ects where they were needed most. Today, while need still drives funding allocations, many funders are
looking for projects that propose creative solutions to community problems.

If you sign up to receive grant notices (www.grants.gov and www.fdncenter.org), you will begin to notice
similarities, or movements, in criteria and programs across governmental departments and among founda-
tions. For instance, the federal government began offering bonus points for faith-based organization appli-
cants in 2002, a practice that held true across most departmental offerings. They stopped around 2004 and
began a different approach to improving faith-based organizations’ competitiveness on federal grants.
Foundations began, almost collectively, to emphasize outcomes rather than objectives about a decade ago.
And collaboration has been an emphasis of many grantmakers for many years.

Try to spot these trends and prepare your organization to respond to them. For instance, if you see two RFPs
or guidelines that both ask for your plan for professional development programs for staff, you should begin con-

sidering professional development plans for your staff or build that component into the design of new projects.

When Government Administrations Change

Each presidential and congressional administration brings with it a platform of ideas for improving life in
the U.S. Grant programs offered by the federal departments generally follow suit (when Congress endorses
the president), so within a year of an administrative change, you can see grant programs changing. If the
president is elected to a second term, the grant programs change dramatically to support the ideas he pro-
posed in his campaign or the initiatives and crises to which he must direct financial resources. Programs
funded by state government also transform with changes in administration. There is nothing a nonprofit
can do to create an environment more receptive to its proposals, nor anything it can do to prevent an
environment that is not. The best thing a grantwriter can do during a change is to anticipate these shifts
and help the nonprofit position itself so that it is ready to respond to new grant opportunities.

Often throughout an administration a particular program is offered year after year, so if your proposal
fails once, it can be revised and submitted again. However, you must be aware that changes in administra-
tion and the composition of Congress can cause the end of a grant opportunity. Endeavor to get it right

the first time and no later than the second.

When Foundation Staffing, Structures, or Programs Change

Nothing in grantwriting is more disappointing than learning that your favorite grants officer is resigning
from his or her position. Some are years-long relationships and, though projects are not funded based on

this, the relationship has deepened the understanding of the nuances of your organization and its
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situation, making your job as grantseeker easier. That aside, many grants officers are caring, compas-
sionate, intelligent people, the sort of people that grantwriters—who are generally also caring, compas-
sionate, and intelligent people—enjoy meeting and getting to know.

If you lose your grants officer, be sure to meet his or her replacement, particularly if you have a grant
from the foundation at the time of the changeover. You may simply have a meeting to update them on the
progress toward your objectives or, in some cases, your former grants officer will introduce the two of you
to facilitate the transfer of responsibilities.

When a grantmaker’s program focus or grantseeking processes change, you may or may not be notified.
If a program focus changes, your existing grant will not be in jeopardy; however, you will not likely receive
funding again from that source unless you also meet the new program criteria. When processes change in
community foundations, the foundation often has a series of meetings that grantseekers can attend to hear
about the changes; when they change in private foundations, you are often left to your own devices to
approach the foundation in the correct way. Never use old guidelines to submit a grant to a funder. Always

double check the foundation’s website or request a new set of guidelines and applications for each grant.






CHAPTER 12

Yes or No

You Got the Grant!

Congratulations! Your hard work has paid off and your organization has been awarded a grant. If you are
a staff member of your organization, you’ve just begun the real work; if you've written the grant, the appli-
cant likely has a few more writing jobs for you.

If it wasn’t determined before you applied for a grant, decide immediately how you can use the
announcement of your award to the grantmaker’s and your organization’s best advantage. Receipt of the
grant means that you have an organization worth talking about.

Sometimes announcement of a successful grant award is a part of your grant contract. On occasion, par-
ticularly with corporate giving programs, the grant proposal often contains a section on how you will
acknowledge the grantmaker’s gift. Perhaps they want you to put up a permanent sign, announce the grant
award to the media, or use their name in your organizational literature. Be sure to acknowledge all gifts in
the way the donor prefers.

If you still have money to raise, use a grant award as an inducement to attract other funders. Announce
that the gift has brought you to the half-way point of a $2 million capital campaign or that it has enabled
you to purchase a van and you're looking to local funders to help you underwrite other program components.

If your grant is for operations, the press may not find it newsworthy, but you know how precious these
unrestricted funds can be. Share the news with your board and have a brief celebration with staff. In other

words, take the good news and share it!

Is Your Organization Media Ready?
You will not send out a media release for every grant you get. But you will for some, so you want to have
a strategy. Plan ahead of time how your organization will work with local media and build your relation-
ships with reporters and department leaders.

Develop a media list with fax numbers, addresses, and email addresses. When your grant award is news-
worthy, for example, if you have a project or initiative that you'll be launching soon and this grant is a

milestone in its launch, take the grant award as your cue to announce the project to the world.
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Consider a media conference and invite the grantmaker (or federal representatives if you received a fed-
eral grant) and plan a demonstration of your new project, if possible. Write a media release that states the
facts and creates excitement about the project. If you also plan a media conference, include an announce-
ment of the event in your release. Send a draft of your media release to the grantmaker so they can approve
it before you send it to media.

On page 209 is a sample news release about a grant award. Like a grant proposal, it has a format that

you can follow.



Sample: Media Release
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Indicate the person the
media can contact if they
have questions while writing
your story.

The date of release is given
to media. Sometimes the
media release is sent before-
hand and is designated “for

release on...” rather than for
immediate release.

~«———| Provide a headline.

|
The dateline includes

the city, state, and date
of release.

The first paragraph states

the news item.

Media releases typically are
double spaced.
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The third and fourth para-
graphs usually contain

quotes by leaders of the T
organizations. The grantmak-
er might also provide a
quote for you to include in
the release.

The release includes the
amount of the award.

Y




YES OR NO |213

The wording of this last paragraph describing
the funder may be provided by the foundation.
If the foundation indicates, you should credit
them for their gift in the same manner in all
communications. This credit line is generally
just a brief statement about the foundation’s
existence and mission.

A

Media releases end with
three pound marks centered
on the page.

A

Grant Agreements

A grant agreement is a contract between the grantmaker and grantee that outlines the terms of the work
to be performed, payment information, and, often, reporting requirements. The agreement can be very
technical and involved, or it can be quite straightforward and understandable. Unless both you and the
grants officer have negotiated different terms than those presented in your proposal, you will often see the
goals and objectives you set forth in your proposal reiterated in the agreement. The method and timeline
for the evaluation is also restated in the grant agreement.

When you receive a grant agreement, have a meeting with your executive director, finance officer, and
board chair, if appropriate. If you agree to the grant terms, both the executive director and sometimes the
board chair will sign the agreement and return it to the foundation with their thank you letter. It is con-
sidered bad form to cash a check for an enclosed payment before returning the signed grant agreement.

If the grant is large and complex, a good grants officer will set a time to talk with you about the founda-
tion’s expectations. If you don’t hear from the officer, call him or her and schedule a meeting. In the
meeting make sure that you are absolutely clear about conditions and reporting requirements.

In the sample below from a corporate foundation, the funder expects that within a year the organization
will have completed its challenge, made capital improvements, and progressed in its service goals. That may
still be true and you will be on track to deliver on the promises made in your proposal. But, as likely, some
circumstances may have changed in the months since you wrote the proposal; for example, a key employee
has taken a maternity leave that could delay the project. If you think you’ll need more time, ask now for

that six-month extension.
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Sample: Grant Agreement

In year two, the organization
must raise $35,000 from
businesses and individuals
to request the final payment

on the grant.

The foundation will not
accept funds raised before
that date as meeting the

challenge. >

If the staff and board agree

that they cannot meet the
challenge, they should
politely decline the entire
grant, including the first pay-
ment that was enclosed.

This is information that was
probably not promised in the
proposal, but it is generally
requested in progress
reports to the foundation.

Provide photos of the
changes to the site after the
capital campaign. —

The following list was taken
from the objectives con-
tained in the grant proposal. -
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Immediately add the report-
ing date to your calendar.

A

You Got the Grant, But...
Sometimes you get a grant, but it’s not what you asked for. Sometimes, you didn’t ask for a challenge grant,
but that’s what you got. Sometimes, you ask for a certain amount of money, and you are awarded less.

First thing to do? Be gracious. Thank the grants officer or other staff person that informs you of the
award. You can ask questions about the terms of the award (duration, conditions, etc.), but be careful that
you do not sound defensive or angry. There is no way to ask “why didn’t we get what we asked for?”
without sounding angry. Say thank you. Hold off making an announcement. Wait for the grant agreement.

When the grant agreement arrives, read it carefully. In many cases, a foundation will have reduced the
level of service they are asking for under the grant terms, or they will have established a challenge
requiring you to raise the additional funding before you can receive payment on their grant. Accept the
grant graciously unless you are fairly certain that you cannot meet the challenge.

In rare circumstances, and primarily with government grants, you may be awarded a lesser amount than
you requested, but you will be held in the grant contract to the same goals and objectives that you pro-
posed. This is a difficult situation. Review the reporting requirements contained in the grant agreement.
Government grants have increased their criteria for progress and close-out reports. So, you not only must
perform on all your goals and objectives, but you must also carve out time to gather data and write com-
prehensive reports to the government. In these situations, if the grant award is substantially less and you
are relatively sure you cannot achieve the objectives outlined in your contract, you may have to decline

the award.
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Progress Reports

Progress reports are reports made by the grantee to the grantor at various prescribed intervals during the
grant period. A final report is written at the end of the grant period. Whoever coordinates or oversees the
project implementation and day-to-day activities is the best person to write the progress report. Schedule
these reports right away so you don’t forget.

If you have not already established benchmarks, you should consider breaking annual goals into quar-
terly goals using the timeline and objectives from your grant. Benchmarks will help you report progress as

often as quarterly. The following is a sample benchmark grid for a capital campaign:

When you then write a progress report, you can see at a glance what you have promised to accomplish
each quarter and report whether or not you are on track to achieve your objectives.

Be sure to deliver complete progress reports on time. If terms must be renegotiated (e.g., you have
rethought your objective to hire a marketing coordinator as in the example above), you should call your

grants officer to see if the contract can be revised.
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Sample: Progress Report

An outline of the progress
report is provided by the
grantor, often in the grant
agreement, but sometimes
separately.

A

Restate your goal and objec-
tives from the grant proposal
or grant agreement.

Describe grant fund expendi-
tures in detail.

A




218 |

THE COMPLETE BOOK OF GRANT WRITING

It's a good practice to save
media stories about grant-
funded programs and attach
copies to your progress
reports.

This section should address
ways the organization used
the grant to raise other
funds.
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Sorry, Your Proposal Was Not Funded

Statistics indicate that you will write more proposals that fail than succeed. All grantmakers receive far

more proposals than they can fund.

Whose Fault Is 1t?
Even a proposal targeted to the right audience that exactly fits a grantmaker’s guidelines and describes
clearly and concisely an innovative response to an urgent community problem can fail to be funded. There
are reasons outside your control.

Funders may have spent their allocation to a program area for the year, or they may have just attempted

something similar to your project elsewhere. Foundations may have

made a number of long-term grants and, as a result, have less money
A Balancing Act: Encouragement

to grant overall in one year than another. The federal government !
Versus Promise

may have an unstated goal to distribute grant money in each of the

fifty states before funding additional projects, and your state has ) o
Program officers walk a fine line: they must

encourage you through the grantwriting process
but not imply that your proposal will be funded.

already gotten a grant.

Sometimes your proposal can look very promising. The staff of a

foundation might think it exactly fits their guidelines; you’ve armed
them with all the information they need to be advocates for your
proposal and the foundation has the money. Yet, the grants officer
calls after the trustee meeting to tell you your proposal has been
denied. This is difficult for the program officer. It takes only one
trustee to point out a flaw or to question an approach, and the
trustee could have more influence than the grants officer over the
board’s final decision. Often, the grants officer will try to explain
what happened to turn the decision, especially if the information
will help you in other fund-raising or with later proposals to that

foundation.

Requesting Reviewer Notes

A grants officer never knows how his or her
board will vote. They will never tell you your
funding is a guarantee; in fact, they will remind
you throughout the process that they cannot
predict an outcome. Despite that, many appli-
cants take a grant officer's encouragement as
promise. They hear what they want to hear. Be
clear in your own mind during your pre-grant
meetings with program officers that nothing is
sure until the grant check is in hand.

When you go through a competitive grants process such as those offered through government RFPs, you
can request reviewer score sheets for review. These score sheets indicate the number of points each
reviewer assigned to each section of your proposal and provides his or her comments on the section and
on the proposal as a whole.

If you can, request reviewer comments (they will be offered in the decline letter), particularly if you

intend to try again for a grant during the next cycle.
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The following is a summary of grant reviewer scores and comments from a failed Department of

Education grant for gifted and talented students:

Sample: Reviewer Comments

Note that the reviewers had a wide range of scores, but they seemed to agree that the approach—
expanding a gifted and talented teaching methodology called “differentiation” district wide—was not the
primary purpose of this grant opportunity. In addition, the information provided by the federal govern-
ment indicated that it received 140 applications for funding, and they funded fourteen projects from the
competition. Even if the proposal had scored in the nineties, it likely would not have been funded with
such stiff competition.

If the applicant intends to try again for a G/T grant, school administrators will need to agree to try a dif-
ferent program approach. However, if their commitment is truly to expanding G/T methodology throughout

the district, they should stay committed to the approach rather than change it to chase grant dollars.



If, however, the approach were not in question, the grantwriter
should take the review criteria and the comments on each section
and use it to strengthen a proposal to submit in an upcoming grant
cycle. As illustrated in the review comments, the two weakest sec-
tions overall on the grant application were project personnel and
the management plan. While the need will likely not change before
another grant cycle, the two weakest sections can easily be
strengthened with more detail or a clearer articulation of the man-

agement plan.
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If you have a grants officer who is specific in
discussing flaws in your proposal as back-
ground to explaining why it was declined, do not
take this as an invitation to fix the problem and
reapply. Some grants officers hesitate to pro-
vide specific information because it creates
unrealistic expectations that your grant will be
successful next time.

Government grant competitions may come around again year after year and, thus, create new opportu-

nities to learn from your earlier mistakes. However, if your proposal is not funded by a foundation, you

should not resubmit, especially for the same project, unless asked specifically to do so by your program

officer.






CHAPTER 13

Professional Grantwriting

Is This the Life for You?

Sometimes freelance writers develop a specialty in grantwriting to tap into the nonprofit market and
expand their clientele, sometimes fundraisers become great grantwriters while on the job, and sometimes
nonprofit leaders develop grantwriting skills to make themselves more attractive to potential employers.
Many of these people move quite naturally into full-time careers as grantwriters—spending their days (and
nights) searching for the most appropriate funding matches, nurturing relationships with community part-
ners and local funders, designing projects for reactive grantseeking, developing strategies for proactive
grantseeking, and writing grant proposals and letters of inquiry.

[s it the right career for you?

Fundraisers and Grantwriters

People who do not work with the nonprofit sector often confuse the jobs of fundraisers and grantwriters;
however, they are very different jobs for very different types of personalities. Which are you? Take this
short quiz to determine which is right for you: fundraiser or grantwriter.

Select one of the following choices:

Column One Column Two

| like meeting new people. | prefer to work alone.

| love going out in the evening. | prefer quiet evenings at home.

I’'m not at all shy. I’'m generally introspective and quiet though | can rise to
the occasion in meetings with small groups.

| dress well; grooming is important to me. | love casual Fridays when | can be myself.

| have the gift of gab. | have the gift of prose.
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Fundraisers, or “development directors,” are generally far more social than are grantwriters, and they need
to be. Though fundraisers often write proposals as a part of their work, their larger job is to cultivate relation-
ships with individual donors and to ensure continued support for the organization’s operations. If you selected
more from column one than column two, you may want to look into developing your grantwriting skills to
become the best development director you can be. If, on the other hand, you are really a writer trying to

develop a specialized skill, you should be clear that you are seeking employment as a grantwriter.

Freelancers and Employees
The bad news is that while there is a market for grantwriting skills, there is also great difficulty getting a
position when grantwriting is your only skill.

If a nonprofit organization is large enough to have a full-time fundraiser on staff, that person usually
writes grants, coordinates fund-raising events, builds relationships with community donors, and handles
public and media relations for the organization. Generally, very few nonprofit organizations hire a full-
time grantwriter. Only some of the largest nonprofits can afford both a fundraiser and a grantwriter. If you
are looking for a full-time grantwriter position, you should look for employment opportunities in larger
school districts, universities, hospitals, national-scope nonprofit organizations, or research centers.

Freelance grantwriters, on the other hand, can find work in any community that has nonprofit organ-
izations—in other words, in any community. Nonprofit organizations always need someone knowledge-
able and skilled to search for opportunities, to discuss proactive grantseeking strategies, and to write
proposals on their behalf. Freelance work requires flexibility to work through peaks and valleys of your

workload—the ability to go without sleep in the former case, and a savings account in the latter.

Specialists and Generalists

Every segment of the nonprofit sector has its own specialized vocabulary, and it is important that the
grantwriter learn that vocabulary both as a means to express the organization’s mission and goals and as a
way to communicate with the audience, particularly if the proposal judges are peers and experts in the
field. Remember, though, to explain all insider language when you are writing to an audience of general-
ists in the subject.

Some grantwriters specialize in a particular segment of the nonprofit sector, such as writing proposals for
medical research or for health services. These individuals generally have special education or a background in
the field and have learned the vocabulary and concepts necessary to develop knowledgeable, strong proposals.

Most grantwriters, however, are generalists who work with nonprofits that do not require extensive and

specialized skills and knowledge in addition to those required to be a good writer and grantseeker.

Earning Potential

Different regions of the country have different costs of living and earning potential, so it is impossible to
say what you should charge for grantwriting. In general, a full-time employed grantwriter should earn a
salary commensurate with that of other midlevel managers in the nonprofit organization. A grantwriter
may not earn the same wage as midlevel managers in regional businesses because work in the nonprofit

sector often pays less than similar work or positions in the for-profit sector.
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Freelance writers can establish their own hourly or project rates, though many have two rates—one for
business and one for nonprofit, with the nonprofit rate being slightly lower. This is one of the few instances
in which the value the market holds for a service or product does not necessarily dictate what it will pay.
Everyone in the nonprofit sector must be careful stewards of the organization’s money, ensuring that the
always scarce funds are spent on services to the target population. A survey of grantwriters nationally
indicates that fees range from $20 to $100 per hour, with $60 per hour being the most common rate. If you
are just starting out, set a rate toward the low end and work up as you prove your worth.

If you intend to write grants as a freelancer for several nonprofit organizations, you should be sensitive
to their budget issues. Try to establish a flat rate for projects so the organization can budget for your
services. Once you become experienced, you can look at an RFP and judge the amount of time it will take
to complete the project. Add about ten hours to the project budget if you are working with a new client
and need to plan time for extra meetings or reading and research. Provide the potential client with a
budget that says, “project rate will not exceed $——." It’s also a good idea to show the potential client
how they can save money by saving you time. Is there someone on the client’s staff willing to call to gather
data you need? Is the executive director willing to take on completing the forms and can the finance
director complete the budgets so that you are not drafting them for the clients’ review? When clients
receive a final invoice below your ceiling estimate, they are pleased with both themselves and you—and
they are more likely to call you again the next time they apply for grants.

On rare occasions, after you have built a clientele, one or more clients may put you on retainer. That
is, they offer a monthly fee in return for a minimum number of hours. The terms are negotiable, but you
might consider reducing your hourly rate, for instance, from $60 to $50 in return for a guaranteed $1,000
monthly income and twenty hours of work. These situations help stabilize a freelancer’s finances and

assures the nonprofit of your ongoing interest and effort.

Building Your Grantwriting Business

Breaking into the Field

Many grantwriters break in to the field of grantwriting on the job; for example, a fundraiser or executive
director who writes a grant out of necessity. If you are considering grantwriting as a consultant to non-
profits, you should probably volunteer to write a few proposals to build your skills. Your first foray into
grantwriting should be a reactive proposal in which you follow the directions and help the organization
shape a program that responds to the RFP and the needs of the target service population.

Meanwhile, explore the philanthropic landscape in your community. If you have a community founda-
tion, ask for a meeting with a program officer. Review the foundation’s guidelines and develop a list of rel-
evant questions regarding the programming of the foundation. Ask general questions such as:

e What makes a strong proposal for this foundation?

e What are your red flag topics or strategies, the things you don’t want to see?

e How does the grant review process work? Who performs due diligence? What kind of questions do

you ask?

® How can [ provide the best grantwriting service to my future clients?
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You should never have this interview with the trustee of a staffed foundation. Trustees hire staff to field
meetings from grantseekers of all kinds.

Explore publications and websites by funders, philanthropy-focused service agencies such as regional
associations of grantmakers, the Council on Foundations, and Philanthropy News Digest. Learn more
about the resources available to strengthen nonprofit organizations by accessing search engines and using
key words such as “NPO good practices.”

If your local foundations do not have a staff, do your exploration on websites and ask questions of other
grantwriters through Internet forums. One such forum is available at Philanthropy News Digest:
http://members4.boardhost.com/PNDrtalk. Join a local association of fundraisers or take college or univer-

sity classes in grantwriting, nonprofit management, and/or professional writing.

Marketing Your Skills

Word of mouth is your best sales tool. One satisfied client will refer you to his or her peers in the non-
profit sector. For a freelance writer, every job you do should generate another—either from the same
organization or from a referral from that organization. Remember, however, that the organization will only
refer you if you have done a good job for them. They will judge your performance and attitude regardless
of the outcome of your proposals (though, of course, successful funding is always better). So treat every
client like they are your only client. Keep your promises. Meet your deadlines. Be respectful of others’ ideas
and leave your ego at home on editing days.

Advertising in the newspaper or telephone yellow pages does not generally yield good results.
Grantwriting is a specialty not sought by the general public that uses these shopping tools. Instead, if one
is available, sign up with a consultant referral network established for nonprofit organizations, establish a
website of your own, and develop a brochure and business cards that you can mail to nonprofit organiza-
tions in your community. If you have a specialty, such as educational grants, contact your local or inter-
mediate school district and pay for an advertisement in an upcoming newsletter.

Finally, explore websites offering jobs in fund-raising or grantwriting. Some have separate listings of

organizations looking for consultants that may be of interest to grantwriters.

Transferable Skills

While your grantwriting skills will be in demand by the local nonprofit sector, you may also want to
market the skills you developed writing grants in the business or public sector. Often grantwriters become
very aware of the intricacies and systemic nature of social issues and can write compelling reports for gov-
ernment or funders on those issues. Businesses submit bid proposals frequently. These formats are similar
to grant proposals, so your skills could be in demand in the business sector as well. You have developed
skills in analytical reading, clear and concise writing, following directions, and meeting deadlines, among
other things, each of which is in demand in the workplace. A good grantwriter will never want for a job.

It’s more likely that, if you have freelanced for a number of years, you won’t want a “real” job.
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You may also lead workshops on grantwriting for segments of the nonprofit sector, such as grantwriting

for educators, grantwriting for healthcare workers, or grantwriting for the arts.

Client Benefits
A good business of any kind is one that provides a necessary and high-quality product or service for its cus-
tomers. Nonprofit organizations value grantwriters. A good grantwriter saves the executive director (ED)
time; he or she comes with a deep expertise that the ED does not have to replicate, and the grantwriter
offers a service that is essential to the nonprofit’s continued success.

Staff grantwriters provide their employers with several benefits. The staff grantwriter:

e Constantly scans the horizon for appropriate funding sources or RFPs

e Knows the organization and its target population well and can describe it easily

e Can advocate for the organization in contract negotiations or during the development of collaboratives

e Has good relationships with and access to the finance officer, ED, and other organization personnel

and can get reviews, work, and approvals quickly

e Can provide a funder perspective during the project design process

Freelance grantwriters offer their own set of benefits to nonprofit clients. They:
e Often are very aware of other resources in the community (possibly their other clients) and can make
suggestions for creative and workable collaborations
e Can be less expensive in that they require only per project fees and not ongoing salary or benefits

e Are more realistic (perhaps because they are less personally invested) about a proposal’s chances of success

Funder Benefits

Some funders strongly discourage the use of professional grantwriters. They believe that no one but the
leader of a nonprofit organization can better explain what a project’s goals and objectives are and how the
work plan will be carried out. They balance this view against another reality: some good ideas get lost in
poor communication.

A good grantwriter, however, can be an asset to funders. Grantwriters can write clearly and concisely,
communicating good ideas so they don’t get lost in a mass of alphabet soup and institutional jargon. More
importantly, they can remind the leaders of organizations to hear what’s actually being said in meetings,
rather than simply hearing what they want to hear. They can break the bad news to a grantseeker when

it’s clear in a meeting that the grants officer is trying nicely to dissuade them from proposing.

Grantwriting with Integrity

Relationships with Funders
Your relationships with funders and nonprofit executive directors are professional; your behavior should
be professional at all times.

While it is important for you to learn as much as you can about your reading audience, you must keep

some distance from local funders. At no time should you contact the trustee of a foundation or speak with
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a trustee about a foundation grantmaking decision, even if you encounter the person outside the founda-
tion environment and even if the trustee is your own father or mother.

Unless you are writing as a staff member, it is inappropriate to contact a program officer regarding a
grantmaking decision. If you are on staff, approach this carefully and, when you are told the reason for a
“no,” accept it with grace. If the door is still open to future proposals, ask questions about how you can
best approach the foundation with a different proposal next time.

The biggest mistake that grantees (and grantwriters if they are one and the same) make in their inter-
actions with funders is to be ungrateful. It’s surprising, but program officers will tell you that they most
often hear bitter complaints, not when a grant is not made at all, but when a proposal receives a smaller
grant award than requested. The proper response is not “well, why’d they do that?” or “how am I supposed
to raise a match for that?” or “I can’t possibly complete the project with that.” The proper response is
“thank you.” If the grant agreement then arrives and holds you to the original goals and objectives but
does not provide enough money to support those efforts, you may have to turn down the award, but again,

you can do so politely and rationally.

Chasing Dollars Versus Making Matches
Just because there’s an RFP out there and your organization qualifies does not mean you have to write a
proposal. Be sure that the project is one that you planned to do anyway or that something you have in

mind fits with only minor changes to the objectives of the funder.

Also, do not try to use grants to shore up budget shortages year

Nationally there are a few for-profit businesses
that offer to write federal grants for organiza-
tions that they never meet. The grantseeker
sends a fee and receives a federal grant pro-
posal that lays out a responsive program. The
grantseeker has only to add a few minor details
and fill in the blanks with its name. This
approach invariably fails and would call any
grantwriter’s ethics into question. A grant pro-
posal should describe a local problem and a
unique and individualized approach to solving
it. The grantwriter and grantseeking organiza-
tion should have a close relationship and open
communications.

after year. Deficit funding is a bad business practice. Remember, if
you are not able to sustain a successful program after a launch grant

ends, you probably should not have proposed it in the first place.

Fees as a Portion of Grant Funds

There are several reasons why an ethical, professional grantwriter
does not work for a portion of grant funds or does not work for a fee
contingent on the success of the application.

First, writers generally do not work “on spec.” Grantwriters are
no exception and for good cause: the success of a proposal is 100
percent dependent on the quality of the program that is being pro-
posed. The grantwriter may give the proposal an edge by making

the subject clearer and by following directions, but grantmakers

confirm that the quality of writing is rarely the reason a grant is made or not made.

Second, grant budgets should contain only those line items necessary to carry out the project. Few fun-

ders pay for grantwriting services and none would pay to reimburse the organization for program expenses
incurred prior to the grant award. Plus, most funders require, at minimum, financial reporting of grant
expenditures. If they find out that the nonprofit took a percentage off the top to pay for grantwriting serv-

ices, the organization is unlikely to ever get another award.
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Third, the grantwriter spends his or her time writing the grant, and that time is worthy of compensa-

tion whether or not the product (a grant proposal) is funded.

Fourth, and most importantly, if the grantwriter has a financial interest in the outcome of an applica-

tion, he or she is more likely to write a proposal that answers the need and interests of the funder over the

needs and interests and mission of the organization.

Grantwriting services fall under most organizations’ administrative budgets, where they have allocated

money for fund-raising, technical assistance, or consultants. A community foundation, United Way, or a

technical assistance fund of some kind may support fees to write a federal grant in rare instances, such as

the preparation of a grant proposal for a collaborative approach to
problem solving. On even more rare occasions, a local funder may
ask and pay a grantwriter to assist a key potential grantee in framing

its proposal more clearly.

The Grantwriter’s Scope of Involvement
If you are on staff or ED of the organization, of course, you will be

involved in the implementation and reporting for all grant-funded

Nonprofit organization board members cannot
benefit financially from their positions on the
board. If a grantwriter is asked to serve on a
nonprofit board of directors, he or she may be
asked to write grants as a way of performing
one of the primary duties of a board member:
raising funds. In most of these cases, the
grantwriter may not invoice for his or her work.

projects. If you are a freelance grantwriter, your scope of involve-

ment could include writing the grant, the thank you letters, media releases, and perhaps drafts of progress
reports with the project coordinator. The grantwriter who is not part of the organization, however, should
not be involved in project implementation or service delivery.

A freelance grantwriter should not write his or her services into a grant proposal. Do not create a line
item in the budget for reports you intend to write. Do not perform an evaluation of the project even if you
are qualified to evaluate. By the time the proposal is written, the writer is far too close to provide an objec-
tive view of the organization’s achievement of goals and outcomes. Do not renegotiate terms among the
collaborators, even if several of them are also clients. Do not become involved in the implementation of
a project, even if the nonprofit organization does not follow the timeline for work. This is between the
nonprofit and the grant funder.

In other words, write proposals. Do your best work on every project. Care about the role you play in
improving your community and the lives of its residents. And be emotionally and financially satisfied with
providing an important and valued service to all segments of your community. You are not only

grantwriting like a professional, you have become a professional grantwriter.
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501(c)(3)

Section of the Internal Revenue Code that designates an organization as charitable and tax-exempt. Organizations
qualifying under this section include religious, educational, charitable, amateur athletic, scientific or literary groups,
foundations, organizations testing for public safety, or organizations involved in prevention of cruelty to children or

animals.

Advocacy
The act or process of defending or maintaining a cause or proposal. An organization may have advocacy as its mis-

sion (or part of its mission) to increase public awareness of a particular issue or set of issues.

Allocation Grant

Funding set aside for a specific purpose, such as a line item in the grant budget.

Annual Report
Reports issued each year by charities to provide donors and prospective donors with information about their income,

expenditures, programs, and progress.

Anthropological Evaluation
An evaluation that uses quantifiable data sparingly. Instead, it relies on extensive stakeholder interviews to capture

important information.

Applicant

Organization that has submitted a grant request to a foundation.

Application Package

Cover sheets, forms, and directions that are included with guidelines or RFPs.

Assets
Holdings in the form of cash, stock, bonds, real estate, etc. In the case of a foundation, assets are generally invested

and the income is used to make grants.

Assurances
Forms that must be signed and submitted to the federal government stating that the organization practices equal

opportunity, has an environmental policy, or agrees to some other requirement of the granting department.

Audit
An independent examination of the accounting records and other evidence relating to a business to support the

expression of an impartial expert opinion about the reliability of the financial statements.
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Benchmark
(1) A standard of reference used for comparison. The performance of a learner is measured against a benchmark, such
as the performance of an expert.(2) A company’s use of information about other firms in the same industry used for

comparisons and to set standards and goals.

Bequest
A gift of assets made at death by an individual through a will or trust. Charities accept bequests in several forms

including specific sums or assets, a percentage of the revenue of the estate, and contingent bequests.

Block Grants
A type of grant in which the donor government may structure and design an intergovernmental program for a variety

of purposes.

Board Member

A member of an organization’s governing board. Also called Trustee.

Board of Directors
The group of volunteers with the responsibility for governance and supervision of the policies and affairs of the

organization, its committees, and its officers. It carries out the purpose of the organization.

Board of Trustees
The group of volunteers with the responsibility for governance and supervision of the policies and affairs of the

organization, its committees, and its officers. It carries out the purpose of the organization.

Bricks and Mortar

An informal term indicating grants for buildings or construction projects.

Budget
A detailed breakdown of estimated income and expenses that can be used as a tool for projecting revenue and expen-

ditures for the ensuing fiscal year.

Budget Forms
Line item list of items to be funded, including personnel, wages and fringe benefits, projected travel expenses,

training, etc. Form usually provided by grantor.

Budget Narrative
Details pertaining to the budget. Explanations and justifications of proposed expenditures, including calculations,

other sources of funding, distribution of funding, estimated or actual costs.

Bylaws

Rules that govern how an organization operates.

Capacity

The ability to perform or produce a desired output.
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Capacity Building

(1) The development of an organization’s core skills and capabilities, such as leadership, management, finance and
fund-raising, programs and evaluation, in order to build the organization’s effectiveness and sustainability. (2) The
process of assisting an individual or group to identify and address issues and gain the insights, knowledge, and expe-

rience needed to solve problems and implement change.

Capital

Funding sought to support construction or renovation of a building or its infrastructure, or equipment.

Capital Campaign

Drive to raise and collect money/funds that will finance an organization’s building or renovation project.

Case Statement

Statement of need or problem.

Catalog of Federal Domestic Assistance (CFDA)

List of government grant programs from all departments..

Certifications

See “assurances.”

CFDA Number

Identification number assigned by the federal government to its grant programs.

Challenge Grant

Money that is donated to a nonprofit if other donors contribute a predetermined or matching amount.

Charity

Nonprofit organization that operates for the purpose of helping /benefiting a certain segment of society.

Checklist
Often provided by the funder, this is a list of the components that must be included in the grant proposal. Sometimes

the checklist is submitted and sometimes it isn’t. Check instructions.

Chief Executive Officer (CEO)
Hires, supervises, and evaluates staff and serves as a liaison between staff and board. The chief executive officer and

the board serve as checks and balances for the organization. Also called Executive Director.

Cluster Evaluation

A means of determining how well a collection of projects or programs fulfills an objective.

Collaboration
A mutually beneficial and well-defined relationship entered into by two or more organizations to achieve common
goals. The relationship includes a commitment to mutual relationships and goals, a jointly developed structure and

shared responsibility, mutual authority and accountability for success, and sharing of resources and rewards.
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Collaborative Funding
A cooperative effort among funders to address a particular need or project more effectively. Collaboration can

involve information exchange, program or project review, and/or shared funding responsibility.

Community Foundation
A tax-exempt, nonprofit, autonomous, publicly supported, nonsectarian philanthropic institution with a long-term
goal of building permanent, named component funds established by many separate donors for the broad-based char-

itable benefit of the residents of a defined geographic area, typically no larger than a state.

Company-sponsored Foundation
A private foundation whose assets are derived primarily from the contributions of a for-profit business. While a com-
pany-sponsored foundation may maintain close ties with its parent company, it is an independent organization with

its own endowment and, as such, is subject to the same rules and regulations as other private foundations.

Conditional Grant

A grant in which the funding will not be released until specific conditions set by the grantmaker are met.

Conflict of Interest
A situation in which the private interests of someone involved with an organization could cause him or her to make

decisions that are not in the best interest of the organization.

Constituency

In the case of grants, most often the beneficiaries of a project or the target population.

Consultant
A professional employed on a contractual basis who has expertise in a specific field. Usually employed for a special

project such as planning or evaluating.

Corporate Foundation

This type of private foundation receives its funding from the for-profit company whose name it bears, but is legally
an independent entity. Corporations may establish foundations with initial endowments, then make periodic contri-
butions—generally based on a percentage of the company’s profit—to the foundation, or combine both methods to

provide the foundation’s resources.

Corporate Giving Program

A grantmaking program established and administered within a for-profit corporation. Corporate giving programs do
not have a separate endowment; their expense is planned as part of the company’s annual budgeting process and usu-
ally is funded with pretax income. Corporate giving programs are not subject to the same reporting requirements as

corporate foundations.

Corpus

The original gift and ongoing principal that forms the asset base from which a foundation or endowment operates.

Council on Foundations (COF)

A membership support organization that serves foundations.
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Data Universal Numbering System (DUNS)
A unique nine-character identification number provided by the commercial company Dun & Bradstreet (D&B).
Required information for federal grant applications.

Decline
Often call a “declination,” the refusal or rejection of a grant request. Some declination letters explain why the grant

was not made, but many do not.

Declining Grant
A multiyear grant that becomes smaller each year in the expectation that the recipient organization will increase its

fund-raising or income from other sources.

Deficit Funding
Funding to cover debt or an unexpected shortfall in the budget. Most foundations do not provide this kind of funding.

Demonstration Grant
A grant made to establish an innovative project or program that will serve as a model, if successful, and may be repli-

cated by others.

Determination Letters
The letters provided by the IRS stating that the organization has been determined to be a tax-exempt charitable
organization under section 501(c)(3) and ruling on its public support status under section 509(a). Many foundations

require copies of both letters to be submitted with grant proposals.

Development
A term used to define the total process of organizational or institutional fund-raising, frequently inclusive of public
relations and (in educational institutions) alumni affairs.

Direct Costs
Actual cost to operate a proposed project.

Diversity
Full participation by members of many different groups.

Donor
Individual or organization that makes a grant or contribution. Also called a Grantor or Benefactor.

Due Diligence
Investigation process done prior to certain activities, such as recommending a grant, to verify disclosures and analyze risk.

DUNS Number
See Data Universal Numbering System.

Earned Income
Money received by an organization in return for the sale of a product or rendered service.

Effectiveness
The extent to which a program has made desired changes or met its goals and objectives through the delivery of serv-
ices. Effectiveness can be judged in terms of both input and output.
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Endowment
A permanently restricted net asset, the principal of which is protected and the income from which may be spent. It
is controlled by either donor restriction or the organization’s governing board.

Ethics
(1) The moral considerations of the activities of an organization. (2) A system or code of conduct that is based on
universal moral duties and obligations that indicate how one should behave. It deals with the ability to distinguish

good from evil, right from wrong, and propriety from impropriety.

Evaluation
Assesses the effectiveness of an ongoing program in achieving its objectives. Relies on the standards of project design
to distinguish a program’s effects from those of other forces, and aims at program improvement through a modifica-

tion of current operations.

Evaluation Plan
A written document describing the overall approach or design that will be used to guide an evaluation. It includes what

will be done, how it will be done, who will do it, when it will be done, and why the evaluation is being conducted.

Executive Director
Hires, supervises, and evaluates staff and serves as a liaison between staff and board. The executive director and the
board serve as checks and balances for the organization. Also called Chief Executive Officer (CEQO).

Expenditure Responsibility

When a private foundation makes a grant to an organization that is not classified by the IRS as tax-exempt under
Section 501(c)(3), it is required by law to ensure that the funds are spent for charitable purposes and not for private
gain or political activities. Special reports on the status of the grant must be filed with the IRS.

Experimental Evaluation
This type of evaluation design uses a control group, double-blind studies, and often, longitudinal work over a period

of many years. It is related to the scientific evaluation approach but is even more rigorous.

Faith-based Organization

Nonprofit organizations affiliated with a particular church or faith, but established as a separate entity.

Family Foundation

“Family foundation” is not a legal term, and therefore, has no precise definition. Approximately two-thirds of the
private foundations in the U.S. are believed to be family managed. The Council on Foundations defines a family
foundation as a private foundation whose funds are derived from members of a single family. At least one family
member must continue to serve as an officer or board member of the foundation, and as the donor, they or their rel-
atives play a significant role in governing and/or managing the foundation throughout its life. Members decide if they
wish to categorize their private foundation as a family or independent foundation. In many cases, second- and third-
generation descendants of the original donors manage the foundation. Most family foundations concentrate their

giving locally.
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Federal Register

See Catalog of Federal Domestic Assistance

Fiduciary

An individual or entity responsible to manage assets for the benefit of others.

Financial Statements
Presentation of financial data including balance sheets, income statements, and statements of cash flow, or any sup-
porting statement that is intended to communicate an entity’s financial position at a point in time and its results of

operations for a period then ended. Also called financial reports.

Financial Sustainability

The ability of an organization to develop a strategy of growth and development that continues to function indefinitely.

Fiscal Agent
A nonprofit, tax-exempt organization that acts as a sponsor for a project or group that does not have its own tax-
exempt status. Grants are made to the fiscal agent, which manages the funds and is responsible for reporting back to

the grantor on the progress of the project.

Fiscal Management

Includes basic compliance with IRS regulations and the myriad of federal, state, and local requirements for staff and
programs. This also includes the unenforceable, but equally important, ethical practices and stewardship of resources
carried out on behalf of the public.

Form 990
The IRS form filed annually by public charities. The IRS uses this form to assess compliance with the Internal
Revenue Code. The form lists organization assets, receipts, expenditures and compensation of officers.

Form 990-PF
The IRS form filed annually by private foundations. The IRS uses this form to assess compliance with the Internal
Revenue Code. The form lists organization assets, receipts, expenditures, compensation of directors and officers, and

a list of grants awarded during the previous year.

Formative Evaluation

A type of process evaluation of new programs or services that focuses on collecting data on program operations so
that needed changes or modifications can be made to the program in the early stages. Formative evaluations are used
to provide feedback to staff about the program components that are working and those that need to be changed. Also

called process evaluation.

Foundation

An entity that is established as a nonprofit corporation or a charitable trust, with a principal purpose of making
grants to unrelated organizations or institutions or to individuals for scientific, educational, cultural, religious, or
other charitable purposes. This broad definition encompasses two foundation types: private foundations and public

foundations.
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Fund
(1) Used variously to denote the vehicle for securing contributions, the goal of a capital campaign, goals of a special
program or project, or a philanthropic foundation. (2) As a verb: To give value to a trust, as to fund with securities

or cash.

Funding Cycle
In most foundations, the period when applications are sought, accepted, and decided upon. Some donor organiza-

tions make grants at set intervals (quarterly, semiannually, etc.), while others operate under an annual cycle.

Funding Opportunity Announcement

A publicly available document by which a federal agency makes known its intentions to award discretionary grants
or cooperative agreements, usually as a result of competition for funds. Funding opportunity announcements may be
known as program announcements, notices of funding availability, solicitations, requests for proposals, or other
names depending on the agency and type of program. Funding opportunity announcements can be found at

www.Grants.gov and on the Internet at the funding agency’s or program’s website.

Funding Opportunity Number

The number that a federal agency assigns to its grant announcement. See CFDA number.

Funding Priorities
The defining of types of activities a foundation is interested in funding. These are generally set by an assessment of

community needs and a selection of goals that can reasonably be accomplished with a foundation’s resources.

Funding Round
A chronological pattern of making grants, reviewing proposals, and grantee notification. Some foundations make

grants at set intervals (quarterly, semiannually, etc.) while others operate under a continuous cycle.

Fund-raising
Overall effort by an organization to raise funding, including but not limited to grant seeking, special events, year-end

requests for support, bequests, and building relationships with major donors.

General Support Grant

A grant made to further the general purpose or work of an organization, rather than for a specific purpose or project.

Gift In-kind

A donation of goods or services rather than cash or appreciated property.

Goal

A focus of accomplishment supported by a series of objectives needed to realize it or a broadly stated subsidiary result.

Government Grants

Tax dollars that the government (usually federal or state) redistributed to communities through programs.

Grant

An award of funds to an organization or individual to undertake charitable activities.
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Grants.gov

A storefront web portal for use in electronic collection of data (forms and reports) for federal grant-making agencies
through the grants.gov site (www.grants.gov).

Grants.gov Tracking Number

A number that is used by grants.gov to identify each application it receives.

Grant Agreement
A legally binding written understanding between the grantor and grantee specifying terms for a grant’s expenditure
and reporting. Foundations may include boilerplate language that prohibits grantees from engaging in lobbying or

other advocacy activities.

Grant Application
Form that is filled out by one requesting a grant.

Grant Cycle
The schedule of when grant applications are reviewed, awards are announced, and evaluations are due.
Grant Guidelines

A statement of a foundation’s goals, priorities, criteria, and procedures for applying for a grant.

Grant Proposal

Documents (forms and narrative) written and used to apply for funding for a specific project or purpose.

Grants Officer
See Program Officer

Grantee

Organization that receives a grant.

Grantee Financial Report
A report detailing how grant funds were used by an organization. Many corporate grantmakers require this kind of
report from grantees. A financial report generally includes a listing of all expenditures from grant funds as well as an

overall organizational financial report covering revenue and expenses, assets, and liabilities.

Grantor

Organization that awards a grant.

Grantmaker

Individual or organization that makes a grant.

Grantmaking Priorities
The defining of types of activities a foundation is interested in funding. These are generally set by an assessment of

community needs and a selection of goals that can reasonably be accomplished with a foundation’s resources.

Grant Seeker

A grant applicant, or a responder to a request for proposals.
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Grantseeker Workshop
Workshops targeted to specific RFPs and sponsored by funding agencies to provide additional information about the

proposal process.

Grantseeking

The process of reviewing possible funding sources, narrowing the field of likely prospects, and applying for grants.

Grants to Individuals
These awards are given directly to individuals, not through other nonprofit organizations. Many foundations specif-
ically exclude grantmaking to individuals. In order to make grants to individuals, a private foundation must have a

program that has received formal IRS approval.

Grantwriters Workshop

Workshop held by an independent business to provide expert assistance in developing your grantwriting skills.

Grantwriting
The preparation of narrative, budget, and applications for funding.

Guidelines
A statement of a foundation’s goals, priorities, criteria, and procedures for applying for a grant.

Identity Numbers
Tax identification or other identity number made to an organization by the federal or state government.

Impact

The fundamental intended or unintended change occurring in organizations, communities, or systems as a result of
program activities. The extent to which the program has made a long-term change in the program participants or in
broader social conditions.

Impact Evaluation

A type of outcome evaluation that focuses on the broad, long-term impacts or results of program activities.

Impressionistic Evaluation
A simple method of evaluation that primarily consists of an informed opinion by a knowledgeable observer; rarely

includes quantifiable data.

Independent Foundation
A nongovernmental, nonprofit organization with funds (usually from a single source, such as an individual, family,
or corporation), managed by its own trustees or directors, that was established to maintain or aid charitable activi-

ties serving the common welfare, primarily through grantmaking.

Independent Sector

(1) Collectively, nonprofit or tax-exempt organizations that are specifically not associated with any government,
government agency, or commercial enterprise. Also referred to as third sector, nonprofit sector, social sector, and civil
society sector. (2) A coalition of foundations, corporations, and national nonprofit organizations that promotes the

values of philanthropy, volunteerism, and nonprofit initiative.
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Indirect Costs
Costs that have been incurred for common or joint objectives of a university or nonprofit organization and the spon-
sored program, and which, therefore, cannot be identified specifically in reference to a particular project, such as

building operations and maintenance, laboratory space, library service, utilities, and administrative services.

In-kind Contribution
Support, offered by an agency and partners, to a project in the form of such things as staff time, office or other space,

utilities, volunteer hours, and products. A donation of goods or services rather than cash or appreciated property.

Input

The resources used in a program.

Interagency Agreement
A written document outlining roles and responsibilities for collaborating agencies and signed by representatives of

each agency.

Intermediaries
(1) Firms that act as a link between producers and consumers in a channel of distribution. (2) Firms that make sub-

grants or regrants with grant funds.

Internal Revenue Service (IRS)
The federal agency with responsibility for regulating foundations and nonprofit organizations and their financial

activities.

Learning Organization
An organization that looks for meaningful solutions, then internalizes those solutions so that it continues to grow,
develop, and remain successful. Learning organizations incorporate ideas from many sources and involve a variety of

people in problem solving, information sharing, and celebrating success.

Lessons Learned
The process of discovering what happened and why through evaluation, then applying what is learned to improve

future performance.

Letter of Inquiry
A brief letter outlining a program and its funding needs sent to a foundation to determine if it would be interested

in the project and would like to receive a full proposal.

Letter of Intent
(1) A grantor’s letter or brief statement indicating an intention to make a specific gift. (2) A letter required by some
foundations or government agencies to state the intent of a nonprofit organization to apply for a specific grant,

usually in response to a request for proposals.

Letter of Support
Weritten by a collaborating organization, community leaders, program collaborators, and grantseeking organizations

in support of the proposed project.
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Leverage
A method of grantmaking practiced by some foundations. Leverage occurs when a small amount of money is given
with the express purpose of attracting funding from other sources or of providing the organization with the tools it

needs to raise other kinds of funds.

Leveraging Funds

Use of a foundation grant as a means of attracting grants from other sources and other types of financial support.

Lobbying

Efforts to influence legislation by influencing the opinion of legislators, legislative staff, and government administra-
tors directly involved in drafting legislative proposals. The Internal Revenue Code sets limits on lobbying by organ-
izations that are exempt from tax under Section 501(c)(3). Public charities may lobby as long as lobbying does not

become a substantial part of their activities. Private foundations may neither lobby nor fund lobbying activities.

Local Government

A local unit of government, including specifically a county, municipality, city, town, township, local public authority,
school district, special district, intrastate district, council of governments (whether or not incorporated as a nonprofit
corporation under state law), any other regional or interstate entity, or any agency or instrumentality of local gov-

ernment.

Logic Model
A systemic, visual way to present a planned program with its underlying assumptions and theoretical framework. It

is a flow chart that traces how inputs and activities interact to produce outcomes and impacts.

Longitudinal Study
An investigation or study in which a particular individual or group of individuals is followed over a substantial period of

time to discover changes that may be attributable to the influence of the treatment, or to maturation, or the environment.

Management Plan

Narrative supporting plans for managing a project.

Matching Grant

(1) A grant or gift made with the specification that the amount donated must be matched on a one-for-one basis or

according to some other prescribed formula. (2) A grant made in response to a challenge grant.

Matching Support
Grants made to match funds provided by another donor and paid only if the donee is able to raise additional funds

from another source.

Media

A means of communication, such as newspapers, magazines, film, telephone, radio, television, and the Internet.

Mission Statement
(1) The major criterion used by states and the IRS to determine if the organization qualifies as a nonprofit. (2) The
evaluative measure by which a nonprofit organization measures its success. (3) The goal of a nonprofit organization

and its programs and services.
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Multi-year Grant
A commitment by a foundation to provide support for more than one year (typically two to five years) contingent

upon satisfactory grantee performance.

Need Statement
Sets the stage for a proposal by describing your community, the target population, grantseeking organization and

what it does, and other relevant data that supports the need for the project.

Nongovernmental Organization (NGO)

The United Nation’s term for a nonprofit organization that is not fully funded or controlled by government and that is
promoting human well-being on a not-for-profit basis. When it exists in only one country, it will be considered a national
NGO, and when it exists in a number of countries in a region, it will be considered a regional NGO. The organization
should have a legally established constitution, a clear purpose, and visible activities with a governing body that has the

authority to speak for its members. It may or may not be affiliated with an international organization.

Nonprofit

Organizations that have tax-exempt status under Internal Revenue Code Section 501(c)(3), but are not private
foundations under Internal Revenue Code Section 509 or are among those rare operating private foundations (pri-
vate foundations that implement programs similar to public charities). These organizations are tax-exempt, and con-

tributions to them are tax deductible under such Internal Revenue Code Sections as 170, 642, 2055, and 2522.

Nonprofit Infrastructure

A collection of nonprofit organizations deemed critical to the healthy social functioning of a specified geographic area.

Nonprofit Organization (NPO)

Organizations that have tax-exempt status under Internal Revenue Code Section 501(c)(3), but are not private
foundations under Internal Revenue Code Section 509. These organizations are tax—exempt, and contributions to
them are tax deductible under such Internal Revenue Code Sections as 170, 642, 2055, and 2522. A nonprofit is
governed by a volunteer board of directors, operated for public benefit, and its business is not conducted for profit.
Organizations of this type are said to belong to the nonprofit or third sector. They are neither government (public

sector) nor business (private sector).

Nonprofit Sector

Organizations that are private, nongovernmental, and seek to serve the public good without the motivation of profit.

Nonsupplanting Funds
Funds that may not take the place of operating costs. For instance, if the organization is paying for a staff position,
it may not, if it is prohibited from supplanting, make the position a grant-funded one.

Not-for-profit Organization

Organizations that have tax-exempt status under Internal Revenue Code Section 501(c)(3), but are not private foundations
under Internal Revenue Code Section 509. These organizations are tax-exempt and contributions to them are tax
deductible under such Internal Revenue Code Sections as 170, 642, 2055, and 2522. A nonprofit is governed by a volun-
teer board of directors, operated for public benefit, and its business is not conducted for profit. Organizations of this type are

said to belong to the nonprofit or third sector. They are neither government (public sector) nor business (private sector).
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Objective

A significant step toward a goal, or a precise, measurable, time-phased result.

Operating Budgets
Budgets associated with the income-producing activities of an organization. The overall allocation of a nonprofit’s

annual resources.

Operating Foundation

Private foundations that use the bulk of their income to provide charitable services or to run charitable programs of
their own. They make few, if any, grants to outside organizations. To qualify as an operating foundation, the organi-
zation must follow specific rules in addition to the applicable rules for private foundations. The Carnegie Endowment

for International Peace and the Getty Trust are examples of operating foundations.

Operating Funds
Funds to cover the regular personnel, administrative, and other expenses for an existing program or project.

Organizational Capacity
An organization’s capability and competence as measured by its ability to fulfill its mission and programmatic objec-

tives through responsible stewardship of organizational plans and resources.

Outcome Evaluation
An evaluation used to identify the results of a program’s effort. This type of evaluation provides knowledge about the
extent to which the problems and needs that gave rise to the program still exist, ways to ameliorate adverse impacts

and enhance desirable impacts, and program design adjustments that may be indicated for the future.

Outcomes
The measurable results of a project. The positive or negative changes that occur in conditions, people, and policies

as a result of an organization’s or program’s inputs, activities, and outputs.

Output

The tangible products of a project or program activities.

Output Indicator
A measure showing the product or accomplishment of the activities of an organization or individual employee over

a specific period of time.

Partnership
Individuals or organizations working together in a side-by-side effort to accomplish a common goal with a shared

sense of purpose and responsibility for the outcome.

Pass-through Foundation
Foundations that receive monies and make distributions to donees with little or no principal remaining with the

foundation.
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Passive Grantmaking Approach
An approach taken by a foundation that does not have a strategic plan or designated areas of grantmaking interest,

but rather accepts and funds unsolicited proposals and never dictates results to grantees.

Payout Requirement
The minimum amount that a private foundation is required to expend for charitable purposes (includes grants and
necessary and reasonable administrative expenses). In general, a private foundation must pay out annually 5 percent

of the average market value of its assets.

Performance Measures
Ways to measure objectively the degree of success a program or employee has had in achieving stated objectives,

goals, and planned activities.

Philanthropy

(1) Voluntary action for the public good. (2) Love of humankind, usually expressed by an effort to enhance the well-
being of humanity through personal acts of practical kindness or by financial support of a cause or causes. (3) Any
effort to relieve human misery or suffering, improve the quality of life, encourage aid or assistance, or foster preser-

vation of values through gifts, service, or other voluntary activity.

Pilot Funding
A grant given to a project for the purpose of carrying out a trial. This will enable the outcomes to be evaluated before

any further funding or expansion of the project. Pilot projects are often for a duration of one year.

Positioning

Placement of a company, its products, or services in a market category or in relation to its competition.

Preemptory Grantmaking Approach
An approach taken by a foundation that has a rigid strategic plan and designated areas of grantmaking interest, that

never accepts or funds unsolicited proposals, and always dictates desired results to grantees.

Preliminary Proposal

A brief draft of a grant proposal used to learn if there is sufficient interest to warrant submitting a proposal.

Prescriptive Grantmaking Approach
An approach taken by a foundation that has a rigid strategic plan and designated areas of grantmaking interest, that

never accepts or funds unsolicited proposals, and always dictates desired results to grantees.

Private Foundation
Also known as private charitable foundation, it engages in giving money that comes from a wealthy person, family,

or corporation to community agencies.

Private Sector
Also known as the for-profit sector. Organizations and businesses that provide services and products based on market

demands for a fee with the intention of producing a profit for owners and shareholders.
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Proactive Grantseeking
In this book, used to describe the process of identifying appropriate matches between programs of funders and non-

profits and applying for grants.

Pro Bono

Provision of products or services at low or no cost. Also termed “pro bono publico.”

Program (or Project) Grants

Funds to support specific projects or programs as opposed to general support grants.

Program Activities
The process, tools, events, technology, and actions that are an intentional part of the program implementation.
These interventions are used to bring about intended changes or results.

Program Budgeting

Budgeting based on individual program needs as opposed to organizational needs.

Program Capacity
The degree of ability of a program to accomplish its intended purpose.

Program Evaluation

The measurement of the effectiveness of a specific project or program by a research institute and other program evaluator.

Program Officer
A staff member of a foundation or corporate giving program who may do some or all of the following: review and
analyze grant requests and process applications for the board of directors or contributions committee and develop and

manage program strategies.

Program Related Investment (PRI)
A loan or other investment (as distinguished from a grant) made by a foundation to another organization for a

project related to the foundation’s philanthropic purposes and interests.

Programs

Services, opportunities, or projects usually designed to meet a social need.

Proposal
A written application, often accompanied by supporting documents, submitted to a foundation, corporate giving pro-

gram, or government agency in requesting a grant.

Proposal Writing

The process of creating a written request or application for a grant, gift, or service.
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Public Charity

A nonprofit organization that qualifies for tax-exempt status under section 501(c)(3) of the IRS code and that
receives its financial support from a broad segment of the general public. Organizations exempt under Section
501(c)(3) must pass a public support test to be considered public charities, or they must be formed to benefit an
organization that is a public charity. Charitable organizations that are not public charities are private foundations

and are subject to more stringent regulatory and reporting requirements.

Public Foundation
Public foundations, along with community foundations, are recognized as public charities by the IRS. Although they

may provide direct charitable services to the public as other nonprofits do, their primary focus is on grantmaking.

Public Support Test

There are two public support tests, both of which are designed to ensure that a charitable organization is responsive
to the general public rather than to a limited number of people. One test, sometimes referred to as 509(a)(1) or
170(b)(1)(A)(vi) for the sections of the Internal Revenue Code where it is found, is for charities such as commu-
nity foundations that mainly rely on gifts, grants, and contributions. To be automatically classed as a public charity
under this test, organizations must show that they normally receive at least one-third of their support from the gen-
eral public (including government agencies and foundations). However, an organization that fails the automatic test
still may qualify as a public charity if its public support equals at least 10 percent of all support and it also has a variety
of other characteristics—such as a broad-based board—that make it sufficiently public. The second test, sometimes
referred to as the section 509(a)(2) test, applies to charities, such as symphony orchestras or theater groups, that get
a substantial part of their income from the sale of services that further their mission, such as the sale of tickets to
performances. These charities must pass a one-third/one-third test. That is, they must demonstrate that their sales
and contributions normally add up to at least one-third of their financial support, but their income from investments

and unrelated business activities does not exceed one-third of support.

Qualified Report

The auditors’ report, qualified or unqualified, is based on reporting standards established by the American Institute
of Certified Public Accountants (AICPA). It should state whether, in the auditors’ opinion, the financial statements
and notes fairly represent the financial position of the organization in accordance with generally accepted
accounting principles. In certain circumstances, the auditor may be unable to render an unqualified opinion on the
financial statements, in which case either a qualified or adverse opinion would be issued or the auditor may disclaim
an opinion. In a qualified report, a separate explanatory paragraph should be included as to the reasons for the qual-
ification. The SEC will generally not accept an auditors’ report, which is qualified as to either audit scope or the

accounting principles used. An audit opinion may also be modified due to going uncertainties.

Qualitative Evaluation
Mainly concerned with the properties, the state, and the character (i.e., the nature) of phenomena. It implies an emphasis

on processes and meanings that are rigorously examined, but not measured in terms of quantity, amount, or frequency.

Quantitative Evaluation
Involves the use of numerical measurement and data analysis based on statistical methods. It is an assessment process

that answers the question, “How much did we do?”
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Query Letter
A brief letter outlining an organization’s activities and its request for funding. Such letters are sent to a potential
funding agency to determine if it would be appropriate to submit a full grant proposal or application. Many funding

agencies prefer to be contacted initially in this way prior to receiving a complete proposal. See also: letter of inquiry.

Reactive Grantseeking

In this book, used to describe the process of responding to a request for proposals.

Regional Associations
Intermediary organizations that provide services to a common type of organization in a defined region. Regional asso-
ciations generally provide services such as technical assistance, professional development opportunities, and net-

working.

Regional Associations of Grantmakers
Membership organizations for foundations that provide their members with education, networking, and services, and

represent the interests and concerns of foundations with policymakers.

Request for Proposals (RFP)
A document outlining the types of project the funder is interested in funding, the criteria a potential applicant must

meet in order to qualify for the grant, and the directions for submitting your proposal.

Religious Organizations
According to the IRS, organizations that are not churches, but are typically entities whose principal purpose is the

study or advancement of religion.

Research Grants
Grants awarded to institutions to cover costs of investigation and clinical trials. Research grants for individuals are

usually referred to as fellowships.

Review Criteria/Evaluation Criteria
Guidelines or the rubric used by judges to judge the strength and value of a proposal and how that proposal will meet
the grantor’s objectives.

Review of Literature
Review of research on a topic or issue, cited, and stated to support the case for a grant application and the reason

that model of service was selected; required by federal departments and some medical funders.

RFP

See Request for Proposals.

Scholarship
Any activity of critical, systematic investigation in one or more fields and the submission of one’s findings for criti-

cism by professional peers and the public through published writings, lectures, or other modes of presentation.
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Scholarship Fund
A fund established by donors specifically interested in promoting education. Scholarships may support any level of
education and can be directed toward students attending a particular school, studying a particular field, or coming

from a geographical area.

Scientific Evaluation

An evaluation approach that relies mainly on quantifiable data with rigorous and replicable analytical methods.

Sector
A distinct part or division of the economy. We commonly divide the economy into three sectors: private (business),

public (government), and nonprofit (or voluntary) sector.

Seed Funding
Funding that assists with the establishment phase of a project. This is generally given to a small project at an early
stage of its development before the total concept has been formulated.

Seed Grant
A grant or contribution used to start a new project or organization. Seed grants may cover salaries and other oper-

ating expenses of a new project.

Self Assessment
The process of evaluating one’s own organizational or personal effectiveness. The term is sometimes recommended

for restriction to processes that are focused on quantitative and/or testing approaches.

Site Visit
A grantmaker’s visit to the physical location of an applicant or grantee to meet with the grantee’s staff, board mem-

bers, and/or clients. With current grantees, it may be used as an informal evaluation.

Staff

The personnel who carry out a specific enterprise.

Standard Form 424 (SF424) Series Forms

Standard government-wide grant application forms including: SF424 (Application for Federal Assistance cover
page); SF424A (Budget Information Non-construction Programs); SF424B (Assurances Non-construction
Programs) ;SF424C (Budget Information Construction Programs); and SF424D (Assurances Construction

Programs), plus named attachments including Project Narrative and Budget Narrative.

State
Any of the several states of the United States, the District of Columbia, the Commonwealth of Puerto Rico, any ter-

ritory or possession of the United States, or any agency or instrumentality of a state exclusive of local governments.

State Single Point of Contact (SSPC)
Person or office in your state that catalogs who has applied for what grants and assists grantwriters by responding to
questions during the application process.
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Start-up

Organizations or programs in the formative stage.

Start-up Funding
Funding that assists with the establishment phase of a project or organization. This is generally given to a small
project at an early stage of its development before the total concept has been formulated or any plan for future expan-

sion is made. The idea is to nurture a project’s beginning.

Stewardship
The guiding principle in philanthropic fund-raising is stewardship. It is defined as the philosophy and means by
which an institution exercises ethical accountability in the use of contributed resources and the philosophy and

means by which a donor exercises responsibility in the voluntary use of resources.

Summative Evaluation
An evaluation of the outcomes of the project. It is designed to present conclusions about the merit or worth of an

intervention and recommendations about whether it should be retained, altered, or eliminated.

Support Letters

Letters indicating contributions or support for grant applications.

Supplies
(1) All personal property excluding equipment, intangible property, and debt instruments. (2) Inventions of a con-

tractor conceived or first actually reduced to practice in the performance of work under a funding agreement.

Sustainability
The ability of an organization to develop a strategy of growth and development that enables it to continue to func-

tion indefinitely.

Sustainability Plan

Applicant’s plan for raising money that will continue a program after the original grant expires.

Tax-exempt
Refers to organizations that do not have to pay taxes such as federal or state corporate tax or state sales tax. Individuals

who make donations to such organizations may be able to deduct these contributions from their income tax.

Tax-exempt Organizations
Organizations that do not have to pay state and/or federal income taxes. Organizations other than churches seeking
recognition of their status as exempt under Section 501(c)(3) of the Internal Revenue Code must apply to the

Internal Revenue Service. Charities may also be exempt from state income, sales, and local property tax.

Technical Assistance Grant
A grant or in-kind contribution for management assistance to help a nonprofit organization operate more effectively.
Accounting, consulting, financial planning, fund-raising, and legal support are some common types of technical

assistance.
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Theory of Change

Highlights the underlying assumptions, beliefs, and theories about creating change.

Third Sector
A modern substitute for voluntary or nonprofit sector. It usually refers to all organizations that are not part of the
business or government sectors. It could include unions, churches, clubs, associations, fund-raising charities, self-help

groups, grant-making trusts and foundations, community organizations, pressure groups, etc.

Tipping
When a grant is made that is large enough to significantly alter the grantee’s funding base and cause it to fail the
g g g g y g g
public support test, it “tips” out of nonprofit status. This would result in the grantee’s conversion to a private foun-
dation and would be detrimental to both grantor and grantee. It would also require expenditure responsibility on the
g g q p P y

part of the grantor.

Trustee

A member of an organization’s governing board.

Ungqualified Report

The standard unqualified financial report is regarded as a clean bill of health. The auditor made no exceptions and
inserts no qualifications in the report. An unqualified opinion can only be expressed when the independent auditor
has formed the opinion on the basis of an examination made in accordance with generally accepted accounting prin-
ciples, applied in a consistent basis, and including all informative disclosures necessary to make the statements not

misleading.

Unsolicited Proposal
A proposal sent to a foundation without invitation or prior knowledge on the part of the foundation. Some founda-

tions will not accept unsolicited proposals or applications.

Vision Statement

The ideal future the organization is striving to achieve.






ONLINE RESOURCES

Primary Grant Opportunity Search Sources

e www.grants.gov (federal grants)

e www.fdncenter.org (foundation grants)

Nonprofit Support Organizations (National)

e The Alliance for Nonprofit Management www.allianceonline.org
e Center for Excellence in Nonprofits www.cen.org/site/cen

e Council on Foundations www.cof.org

e Executive Service Corps www.escus.org

¢ Independent Sector www.indepsec.org

e National Council of Nonprofit Organizations www.ncna.org

e Society for Nonprofit Organizations www.snpo.org

Support for Grantwriters

e Association of Fund-raising Professionals www.nsfre.org

e The Foundation Center www.fdncenter.org

¢ The Grantsmanship Center www.tgci.com

e Message Board (Philanthropy News Digest) http://members4.boardhost.com/PNDtalk
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A Great Grant Proposal, 42 earning potential, 224-225

abstracts, 61-62, 102 (see also executive summary) economic development, 195-199

acronyms, explain or spell out, 100 educational institutions, 166-173

arts organizations, 159-164 eGrants, 107

assurances, 116 email and program officers, 34

attachments, 116 environmental organizations, 191-195
evaluation, internal, 74

B evaluation, third-party, types of, 74

baseline, 73 anthropological, 74

budget forms, 114-115 experimental,74

impressionistic, 74

C scientific, 74

Catalog of Federal Domestic Assistance (CFDA), 5, 7 executive summary, 61-62 (see also abstract)
change, administration, 207
change, staff, structures, or programs, 207 F
client benefits, 227 faith- and community-based organizations (FCBOs), 6, 61
collaboration/partnership agencies and their roles, 83-84 faith-based organizations, 189-191
collaboration/partnership agencies and their roles, sample, 84 Federal Register, 5, 7
Community Development Block Grant (CDBG), 6 FedGrants service, 8
constituent involvement, 83, 91-92 fees, 228-229
constituent involvement, sample, 92 formative, 73
contacts in federal or state government, 23-24 forms, filling out, 109
context, 73 Forum of Regional Associations of Grantmakers, 29
Council on Foundations, 27, 29 Foundation Center, 9, 29, 56
cover letter, sample, 103 foundation RFPs, 6, 9-10
cover sheets, 110-111 foundation staffing, 30
foundations, searching for, 33
D foundations, corporate, 27
dollars vs. matches, 228 foundations, how they do business, 26
due diligence, 199-200 foundations, pass-through, 26
DUNS number, 24 foundations, private, types of, 26-27
duplication (see also similar projects/agencies), 83 family foundations, 26

new health foundations, 26
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foundations, types of, 26-27
foundations, private, 26-27
foundations, public charities, 27

freelance vs. employee, 224

funder benefits, 227

funders, relationships with, 227-228

fundraisers vs. grantwriters, 223-224

G

grant agreement, 213-215
grant, definition of, 1
grant funding, types of, 2-3
grant proposal review criteria, 104
grant proposal, budget justification (see also budget narative), 78-82
grant proposal, budget narrative (see also budget justification), 78-82
grant proposal, budget narrative, sample, 82
grant proposal, budget, 78-82
grant proposal, definition of, 1
grant proposal, evaluation plan, 72-75
grant proposal, evaluation plan, sample, 72-77
grant proposal, project description, 66-72
grant proposal, statement of need, 63-66
grant proposals, recycling, 204-206
grant proposals by type of project, 119
capacity-building, 133-137
capital, 119-128
challenge, 128-133
demonstration project, 145-151
operations, 151-154
special populations, 154-157
sustainability, 138-144
grants, rejected, 219-221
grants, who qualifies for, 1-2

grantseeker workshops, 22-23

grants, types of, 2-3
capital, 2
challenge, 3
demonstration, 3
endowment, 3
exploratory/planning, 3
general operating, 2
matching, 3
start up, 3
technical assistance, 3
grantwriter, role in responding to RFPs, 14
grantwriters, ten essential qualities of, 102

grantwriting, building a business, 225-227

I

impacts, 73

implementation, 73

Independent Sector, 29

indicator, 73

indirect costs/charges, 78

in-kind support, 78

inputs, 73

integrity, grantwriting with, 227-229
interagency agreements, 83—-87
interagency agreements, sample, 85-87
intermediate school districts (ISDs), 10

IRS 990s, 29

J

Johnson Center for Philanthropy and Nonprofit Leadership, 73

L

Learn and Serve America Community-Based Grant Program, 8
letter of inquiry (LOI), 35

letters of support, 46

local education associations (LEAs), 10

local government and services, 186189

Local Law Enforcement Block Grant (LLEBG), 6

logic models, 73, 83, 97-98

logic models, sample, 97-98

longitudinal, 73



M

management plans, 83, 88-89
management plans, sample, 89
marketing, 226

medical service organizations, 164—-166
mistakes grantseekers make, 206

multi-year requests, 78

N

nonprofit 501(c)(3) organizations, 2

Nonprofit Good Practice Guide, 73

O

organization media, 209-210
organizational history, 83, 95-96
organizational history, sample, 96
Orosz, Dr. Joel ], 42

outcomes, 73

outputs, 73

P

planning processes, proactive and reactive, 49-50
planning, community involvement, 44—45
planning, involving other organizations, 45-46
planning, sustainability, 43-44

political correctness, 101

preproposal interviews, 34-35

preproposal requirements, letters of intent, 15
preproposal, 16-17

press release, 211-213

presurveys and postsurveys, 73

pretests and posttests, 73

Proactive Grant Proposal, Twelve Principles of, 42
proactive grantseeking, ix, 3, 25-42

progress reports, 216218

proposal analysis, six things grantmakers look for in, 63

proposal outline, 56
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proposal presentation, 105-109
binders and dividers, 108
color ink, 108-109
completeness, 105
copies, 109
graphics, 108-109
page count, 107
pagination, 108
paper selection, 107-108
photos, 108-109
typography, 107
proposal, five core sections, 61
abstract or executive summary, 61-62
budget, 61
evaluation plan, 61
project description, 61
statement of need or problem, 61, 63-66
proposal, submitting, 117

proposal, tips for writing, 118

Q

qualitative evaluation, 73

quantitative evaluation, 73

R

reactive grant proposals, how to win, 67

reactive grantseeking, ix, 3, 5-24

regional associations of grantmakers (RAs), 56

request for proposals (RFP), 5-7
foundation RFPs, 6, 9-10
government RFPs, 5, 7-8
regranting RFPs, 6

review of literature, 83, 92-93

review of literature, sample, 93

RFPs, deadlines, 11, 50

RFPs, eligibility criteria, 10-11

REFPs, funding limits, 11

RFPs, match requirements, 11

RFPs, number of grants, 11

REPs, project purpose, 11
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S

scope of involvement, 229

SF424, 112-113 (see also standard form 424)

similar projects/agencies (see also duplication), 83, 90-91
similar projects/agencies (see also duplication), sample, 91
site visits, 203—-204, 205

social/human services, 180—185

specialists vs. generalists, 224

staff qualifications, 83, 87-88

staff qualifications, sample, 88

stakeholders, 44

standard form 424, 112-113 (see also SF424)

State Single Point of Contact (SSPC), 24

style tips, 109

summative evaluation, 73

sustainability plans, 83, 93-94

sustainability plans, sample, 94

T

technology organizations, 173-180
transferable skills, 226-227

W

writing tips, 83

www. smallbusiness.dnb.com, 24
www.fdncenter.org, 9, 29, 56
WWWw.grants.gov, 7
www.guidestar.org, 29

www.npgoodpractice.org, 73
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Proposal Sections

Executive Summary/Abstract 62
Statement of Need/Problem 65
Project Description 67, 69, 72
Timeline 70
Evaluation Plan 76
Foundation Budget Form 80
Budget Narrative 82
Collaborative Organizations 84
Interagency Agreement 85
Staff Qualifications 88
Management Plan 89
Similar Programs/Agencies 91
Constituent Involvement 92
Review of Literature 93
Long-Term Strategies for Funding 93, 94
Organizational History 96
Logic Model 97
Types of Grant Proposals

Capital Grant Proposal 122
Challenge Grant Proposal 130
Capacity-Building Grant Proposal 135
Sustainability Grant Proposal 139
Demonstration Project Grant Proposal 146
Operations Grant Proposal 152
Special Populations Grant Proposal 156
Arts Organization Grant Proposal 160
Medical Service Grant proposal 165
Education Grant Proposal 167
Technology Grant Proposal 174

Social/Human Services Grant Proposal 182
Government Services Grant Proposal 187
Faith-Based Organization Grant Proposal 190
Environmental Grant Proposal 192

Economic Development Concept Paper 196

Letters, Forms, and More

Grants.gov email notification 8
Grants.gov summary 9
Foundation Center email notification 10
Narrative Instructions 12
Letter of Intent 16
Preproposal 17
Grantmaker Guidelines 31,32
Letter of Inquiry 36, 38
Letter of Support 47, 48
Grantwriting Schedule of Tasks 51
Narrative Outline 54
Common Grant Application 57
Cover Letter 103
Rubric 105
Grant Application Checklist 106
Foundation Cover Sheet 111
SF424 Cover Sheet 113
SF424 Budget Sheets 114
Media Release 211
Grant Agreement 214
Progress Report 217
Reviewer Comments 220
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