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How to Write Grant Proposals 

The Basics of Grant Proposals - From Summary to Budget

By Joanne Fritz, About.com Guide

Grant proposals are a part of any fundraiser's portfolio. Although grants can be from a variety of sources (such as foundations or a government entity), most require the same basic information in grant proposals. Most grantmaking organizations have their own proposal/application forms, although a few may only give you some basic guidelines. In any case, here are the most common sections of grant proposals, and the information you should include.

1. Cover Letters for Grant Proposals
You may think that writing the proposal is the most important task a grant writer has. It is, but attention to the finer points of putting together the proposal package, including the cover letter, can make or break grant proposals. 

2. Executive Summary for Grant Proposals
The summary actually comes first and helps the grantor to understand at a glance what you are seeking. At the beginning of your proposal, write a short summary of your proposal. The summary can be as short as a couple of sentences, but no longer than one page. 

3. Need Statement (may be called a statement of need or problem statement)
This is the meat of grant proposals, and where you must convince the funder that what you propose to do is important and that your organization is the right one to do it.   Assume that the reader of your proposal does not know much about the issue or subject. Explain why the issue is important, and what research you did to learn about possible solutions. 

4. Goals and Objectives for Grant Proposals
What does your organization plan to do about the problem? State what you ultimately hope to accomplish with the project (goal), and spell out the specific results or outcomes you expect to accomplish (objectives). 

5. Methods, Strategies or Program Design
Once the goals and objectives of your grant proposal are in place, you need to walk the grantor through the methods you will use to achieve those goals and objectives. You may be required to provide a logic model in this section. 

6. Evaluations for Grant Proposals
How will you assess your program's accomplishments? Funders want to know that their dollars actually did some good. So decide now how you will evaluate the impact of your project. Include what records you will keep or data you will collect, and how you will use that data. If the data collection costs money, be sure to include that cost in your budget. 

7. Other Funding or Sustainability
Have you gotten committed funds from other sources? Or have you asked other sources? Most funders do not wish to be the sole source of support for a project. Be sure to mention in-kind contributions you expect, such as meeting space or equipment. 

Is this a pilot project with a limited time-line? Or will it go into the future? If so, how do you plan to fund it? Is it sustainable over the long haul? 

8. Organizational Information
In a few paragraphs explain what your organization does, and why the funder can trust it to use the requested funds responsibly and effectively. 

Give a short history of your organization, state its mission, the population it serves, and an overview of its track record in achieving its mission. Describe or list your programs. 

Be complete in this part of your proposal even if you know the funder or have gotten grants from this grantmaker before. 

9. Budgets for Your Grant Proposals
How much will your project cost? Attach a short budget showing expected expenses and income. The expenses portion should include personnel expenses, direct project expenses, and administrative or overhead expenses. Income should include earned income and contributed income. 

.
10. Additional Materials for Your Grant Proposals

Funders are likely to want the following: 

· IRS letter proving that your organization is tax-exempt. 

· List of your board of directors and their affiliations. 

· Financial statement from your last fiscal year. 

· Budget for your current fiscal year. 

· Budget for your next fiscal year if you are within a few months of that new year. 

11. Putting it all together

Put everything together with your cover sheet and a cover letter. You may need to have your CEO and/or the Board President sign the cover sheet or letter. You do not need a fancy binder, but it should all be neatly typed and free of errors.

NEEDS STATEMENT:  The need statement of your grant proposal is where you may want to start writing your proposal since it answers the question: What is the need that my organization will address? A new book, Winning Grants Step by Step, by Carlson and O'Neal-McElrath, provides a wonderful outline to preparing an effective need statement. (Jossey-Bass, 2008,Third Edition) 

According to the authors of Winning Grants, the need statement is fundamentally important since this is where the funder will agree or not agree that the proposed project meets an important societal need. Characterized by both quantitative data and stories (qualitative data) that illustrate the need you propose to address, the need statement is really the key to unlocking the door of your grantor's interest. 

What is in a need statement? Rules of the road from Winning Grants.

· The need you address must be clearly related to your nonprofit's mission and purpose. 

· It should focus on those people you serve, rather than your organization's needs. 

· It should be well supported with evidence such as statistical facts, expert views, and trends. 

· It must be directly connected to, and substantiate, your organization's ability to respond to that need. 

· It must be easily digestible. Use the KISS principle (keep it sweet and simple). Avoid jargon and make it easy for the reader to get what you are saying. 

· It should avoid circular reasoning, a common error in grant proposals. The Foundation Center defines circular reasoning as the presentation of the absence of your solution as that actual problem. Then your solution is offered as the way to solve the problem. For example, "The problem is that we have no senior center in our community. Building a senior center will solve the problem." 

Tips for writing the need statement

Winning Grants provides these suggestions for authoring your needs statement: 

1. Use statistics that are clear and that support your argument. 

2. Use comparative statistics and research. Citing a community that did something similar to your proposal and its beneficial results makes a strong case for your proposed actions. 

3. Quote authorities on your topic. Include names and the sources so the information can be verified. 

4. Document all your data. If you collect data from the Internet, be sure the websites you reference are reputable and the links are current. 

5. Use stories but anchor those stories in the bedrock of hard data. A well-supported need statement that also includes effective stories is a winner. 

6. Provide a sense of urgency. Help the funder understand why the funding is important now. 

Goals and Objectives: The goals and objectives section of your grant proposal provides a description of what your organization hopes to accomplish with your project. It also spells out the specific results or outcomes you plan to accomplish. 

What is a goal?

A goal is a broad statement of what you wish to accomplish. Goals are broad, general, intangible, and abstract. A goal is really about the final impact or outcome that you wish to bring about. In the case of goals for a grant proposal, make sure they are linked back to your need statement. To more effectively "hook" grant reviewers, use visionary words in your goals. Try words such as decrease, deliver, develop, establish, improve, increase, produce, and provide. 

An example of a goal is: "Decrease the degree of malnutrition among young children in the southwest region of Baltimore." 

What is an objective?

A goal is only as good as the objectives that go with it. The objective represents a step toward accomplishing a goal. In contrast to the goal, an objective is narrow, precise, tangible, concrete, and can be measured. 

Beverly A. Browning, in her Grant Writing for Dummies, suggests using the S.M.A.R.T. method of writing your objectives. Make them Specific, Measurable, Attainable, Realistic, and Time-bound. 

According to Mim Carlson and Tori O'Neal-McElrath, in Winning Grants, you should keep the following in mind when preparing your objectives: 

· State your objectives in quantifiable terms. 

· State your objectives in terms of outcomes, not process. 

· Objectives should specify the result of an activity. 

· Objectives should identify the target audience or community being served. 

· Objectives need to be realistic and capable of being accomplished within the grant period. 

An example of an objective that would go with the sample goal above is: "By the end of year one, provide 125 mothers in the southwest area of Baltimore with a 2-hour training program that will provide health and nutrition information." 

Tips for writing good goals and objectives

Carlson and O'Neal-McElrath, in Winning Grants, suggest you keep the following in mind as you write your goals and objectives for your grant: 

· Tie your goals and objectives directly to your need statement. 

· Include all relevant groups and individuals in your target population. 

· Always allow plenty of time to accomplish the objectives. 

· Do not confuse your outcome objectives for methods. 

· Figure out how you will measure the change projected in each objective. If there is no way to measure an objective, it needs to be changed. 

· Don't forget to budget for the evaluation (measurement) of your objectives. 
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