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Grant Writing 101Grant Writing 101

Chiquita BoardChiquita Board
March 28, 2009March 28, 2009

TodayToday’’s s funderfunder

Foundations, Corporations, United Foundations, Corporations, United 
Way, City, County, Federal, etc.Way, City, County, Federal, etc.

Staff turnoverStaff turnover-- the folks you used the folks you used 
to know are goneto know are gone
Different ways of thinkingDifferent ways of thinking-- new new 
modelsmodels
FundersFunders are more responsive than are more responsive than 
ever to their customersever to their customers”” and and 
constituentsconstituents
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The old daysThe old days

Need statement Need statement –– justification for justification for 
why your organization existswhy your organization exists
Mission Mission –– what your organization  what your organization  
does or what itdoes or what it’’s all abouts all about
Goals Goals –– what an organization hopes what an organization hopes 
to achieve over a given period of to achieve over a given period of 
time time 
Objectives Objectives –– numbers that quantify numbers that quantify 
your goals your goals 

The old daysThe old days

Getting money used to be more about . . .Getting money used to be more about . . .

What you doWhat you do-- education, crime education, crime 
prevention, job training, health careprevention, job training, health care

Your historyYour history-- ““WeWe’’re the oldest shelter in re the oldest shelter in 
the city. . .the city. . .””

WhoWho’’s on your boards on your board-- brokers between brokers between 
the organization and the organization and funderfunder
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““Hey, what the heck is this Hey, what the heck is this 
stuff?stuff?””

ReportsReports

Logic modelsLogic models

Feasibility studies and business plansFeasibility studies and business plans

Tracking and evaluationTracking and evaluation

““I thought itI thought it’’s just about doing good s just about doing good 
work?work?””

A new way of thinkingA new way of thinking

The business methodThe business method

FundersFunders are investors who are are investors who are 
shopping for outcomes.  Highlight shopping for outcomes.  Highlight 
other things you continue to do well.other things you continue to do well.

Profits (business) = Outcomes Profits (business) = Outcomes 
(organizations)(organizations)
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PARTS OF A PROPOSALPARTS OF A PROPOSAL
Transmittal LetterTransmittal Letter
Title PageTitle Page
AbstractAbstract
Table of ContentsTable of Contents
Project Description Project Description 
––PurposesPurposes
--GoalsGoals
--ObjectivesObjectives

TimetableTimetable
BudgetBudget
EvaluationEvaluation
--For BrevityFor Brevity
--For ClarityFor Clarity
--For AccuracyFor Accuracy

Before you beginBefore you begin……..

  Read and reread the Read and reread the 
Request for Proposals Request for Proposals 
(RFP) carefully!(RFP) carefully!
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OrganizeOrganize
––Organize your Organize your 
proposal according proposal according 
to the RFP. to the RFP. 

Use Plain Use Plain EnglishEnglish
Describe exactly what will Describe exactly what will 
happen and be realistichappen and be realistic
Write conciselyWrite concisely
Write sentences beginning with a Write sentences beginning with a 
noun as a subject, followed by an noun as a subject, followed by an 
action verbaction verb
Delete all unnecessary wordsDelete all unnecessary words
DonDon’’t use jargon or ACRONYMSt use jargon or ACRONYMS
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Getting Started – Planning

Assess your field.  Do you want to go it alone or are there 
opportunities for collaborating with a more experienced 
grantee?

Check out the competition; see which other projects in your 
field are being funded. Search the relevant databases

(http://www.nsf.gov/awardsearch/index.jsp)

(http://crisp.cit.nih.gov).

Evaluate yourself: How do your strengths match up with the 
topics you uncovered in your database search? Can you 
capitalize on your expertise and fill in any gaps with 
mentors, consultants or collaborators?

Figure out what resources and support your organization has 
and what other support you'll need. 

More Planning

See if your proposal matches any 
specific initiatives at the relevant 
granting agencies.

Call a Program Officer for an opinion of 
your idea.

Look at the receipt dates for new 
applications.  Give yourself plenty of 
time to prepare your application, 
probably three to six months.
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USE CHARTSUSE CHARTS
Clear work planClear work plan
Goals, objectives, activities to Goals, objectives, activities to 
accomplish objectives, benchmarks accomplish objectives, benchmarks 
to measure, timelineto measure, timeline

ObjectiveObjective: Teachers and students : Teachers and students 
will become more computer literate.will become more computer literate.

Classroom Classroom 
TeachersTeachers

April 2006April 2006All trained All trained 
teachers will teachers will 
have 25% have 25% 
lessons lessons 
incorporating incorporating 
technologytechnology

Teachers will Teachers will 
redesign redesign 
curriculum to curriculum to 
include include 
technologytechnology

Vice PrincipalVice PrincipalFebruary February 
20062006

50% teachers 50% teachers 
technology technology 
trainingtraining

Computer Computer 
classes for classes for 
teachersteachers

Head of Audio Head of Audio 
Visual ServicesVisual Services

November November 
20052005

Teacher Teacher 
computer ratio computer ratio 
–– 4:14:1
Student Student 
computer ratio computer ratio 
–– 6:16:1

Buying new Buying new 
computers for computers for 
each classroomeach classroom

RESPONSIBLE RESPONSIBLE 
PARTYPARTY

TIMELINETIMELINEBENCHBENCH
MARKSMARKS

ACTIVITIESACTIVITIES
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OutcomeOutcome: After Year 1, at least : After Year 1, at least 
75% of teachers and students will 75% of teachers and students will 
display at least an intermediate display at least an intermediate 
level of computer literacy.level of computer literacy.

MeasureMeasure: Student and teacher: Student and teacher
results from the ACT skills test results from the ACT skills test 
requiring performance of requiring performance of 
various tasks on a computer.various tasks on a computer.

BUDGET PREPARATIONBUDGET PREPARATION
Show the Show the funderfunder the ROI the ROI 
(return on investment)(return on investment)
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Use Cost Efficient Use Cost Efficient 
TechniquesTechniques

Meet via Live MeetingsMeet via Live Meetings
Collaborate with colleagues Collaborate with colleagues –– Live MeetingLive Meeting
Mentor participants Mentor participants –– Live Meeting, emailLive Meeting, email
Disseminate project results Disseminate project results –– Live Meeting, Live Meeting, 
DimDimDimDim videoconferences, articles, news videoconferences, articles, news 
releases, website postings, conference, classes, releases, website postings, conference, classes, 
virtual field trips, recruitment, email noticesvirtual field trips, recruitment, email notices

STEP 1STEP 1
Calculate all details of salaries and Calculate all details of salaries and 
benefitsbenefits
Consult finance officerConsult finance officer
As a rule of thumb for calculating your As a rule of thumb for calculating your 
costs, figure salaries will be 60 to 80% costs, figure salaries will be 60 to 80% 
of the total request. Evaluation and of the total request. Evaluation and 
dissemination will be 10 to 15% of the dissemination will be 10 to 15% of the 
total. Make sure your PItotal. Make sure your PI’’s salary takes s salary takes 
into account any mandatory cap or into account any mandatory cap or 
other granting agency rules. other granting agency rules. 



10

STEP 2STEP 2
Calculate additional costsCalculate additional costs
Consult finance officerConsult finance officer
As a new investigator, you should As a new investigator, you should 
request a relatively modest budget.  request a relatively modest budget.  
Be cost efficient Be cost efficient –– but donbut don’’t make t make 
your budget so low that you cannot your budget so low that you cannot 
do the work proposed if you are do the work proposed if you are 
funded. funded. 

STEP 3STEP 3
Budget NarrativeBudget Narrative

Give details about expense items, Give details about expense items, 
not general guidelines, i.e., not general guidelines, i.e., ““3 reams 3 reams 
of print paper @ $7of print paper @ $7””--------notnot ““office office 
suppliessupplies””
Explain items, i.e. Program Explain items, i.e. Program 
Coordinator will be hired during the Coordinator will be hired during the 
first month of the program and first month of the program and 
receive 11 month salary the first receive 11 month salary the first 
yearyear------notnot just include a reduced just include a reduced 
salary rate.salary rate.
Use budget narrative to tell the story Use budget narrative to tell the story 
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STEP 4STEP 4
Funding SourcesFunding Sources

Several columns for funding sourcesSeveral columns for funding sources
List partner contributions, i.e. List partner contributions, i.e. 
teacher participant salaries, student teacher participant salaries, student 
WorkStudyWorkStudy, refreshments, travel, , refreshments, travel, 
printing expensesprinting expenses
Leverage other funds, i.e. previous Leverage other funds, i.e. previous 
research fundsresearch funds
List INKIND contributions, i.e. List INKIND contributions, i.e. 
OneNetOneNet

STEP 5STEP 5
Include broader impactsInclude broader impacts
Student researchers or workersStudent researchers or workers
Minority participantsMinority participants
Community partnershipsCommunity partnerships
Community benefitsCommunity benefits
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Cost per outcome example:Cost per outcome example:
Divide the cost of the inputs ($) by an Divide the cost of the inputs ($) by an 
outcome unit to calculate outcome unit to calculate costcost per outcomeper outcome
figure.  For example: figure.  For example: 
An organization describes one of its An organization describes one of its 
outcomes as educating persons 18 years outcomes as educating persons 18 years 
and older about how to become an organ and older about how to become an organ 
donor.donor.

If it requires $2,400 to educate 100 If it requires $2,400 to educate 100 
persons, then the cost per outcome is $24.persons, then the cost per outcome is $24.

$2,400/100 persons$2,400/100 persons

Final ConsiderationsFinal Considerations
Remember that you are begging for Remember that you are begging for 
money.money.
Remember that the grantor wants to give Remember that the grantor wants to give 
you his money!you his money!
Remember that you are the best person Remember that you are the best person 
for the jobfor the job
Ask for enough; ask for Ask for enough; ask for justjust enough.enough.
The grantor wants to make the best The grantor wants to make the best 
investment for his moneyinvestment for his money------and YOU are and YOU are 
stepping forward as the best investment.stepping forward as the best investment.
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StoriesStories
Use anecdotes to tell the Use anecdotes to tell the 
story or show the needstory or show the need

CONTINUE BEYOND CONTINUE BEYOND 
FUNDINGFUNDING

Sustaining Sustaining 
supportsupport
ReportsReports
Publicity Publicity 
FolderFolder

News News 
ReleasesReleases
Journal Journal 
ArticlesArticles
LettersLetters
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FundFund--Raising StrategiesRaising Strategies
Special eventsSpecial events
Campaign LettersCampaign Letters
ProductsProducts
RafflesRaffles
Golf TournamentsGolf Tournaments
Contests/GiveawaysContests/Giveaways
Program DinnersProgram Dinners
AuctionsAuctions
Candy SalesCandy Sales
Themed WalksThemed Walks
Reward CampaignsReward Campaigns

Targeted FR StrategiesTargeted FR Strategies
Private and public companiesPrivate and public companies
Individuals Individuals --direct mail, direct mail, facebookfacebook, and , and 
volunteersvolunteers
FaithFaith--based based –– Sunday worship, Sunday worship, 
information board, auxiliaries and socialsinformation board, auxiliaries and socials
Civic Groups Civic Groups –– public speaking eventspublic speaking events
Universities Universities –– School of Social Work School of Social Work 
programs; Alums; programs; Alums; AmeriCorpAmeriCorp, etc., etc.
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Other FR StrategiesOther FR Strategies
Products available on websiteProducts available on website
Estate Planning Estate Planning -- Bequests/WillsBequests/Wills
Shared Funding Models with collaborative Shared Funding Models with collaborative 
partnerspartners
Identify unrestricted program revenue Identify unrestricted program revenue 
opportunities, example, financial literacyopportunities, example, financial literacy

COLLABORATION: COLLABORATION: 
GAINING PARTNERS, SUPPORT GAINING PARTNERS, SUPPORT 

AND COMMITMENT FOR THE AND COMMITMENT FOR THE 
GRANT PROJECTGRANT PROJECT


