Basic Steps to Successful Grant Writing

Dr. Mary Ann Kotras
Community Development Specialist

Communities In Schools of Georgia

Which comes first—the chicken (funding sources) or the egg (your idea)?

WRITING THE PROPOSAL


Structure, Concise Writing, Reasonable Budget

1.  Statement of Need 

A compelling reason why the proposal is needed or should be funded

      Demographics of your county and school

      Significance of the project

2.  Define your project

· Decide on the purpose of your project

· Outline broad goal(s) and specific, measurable objectives to meet those goals

Examples of goals: 

(a) to reduce the rate of absenteeism and dropout rates of students at the alternative school;

(b) to increase the number of students who return to the regular classroom;

(c) to reduce the number of middle and high school student tribunal referrals to the alternative school;

(d) to decrease the number of new or repeat contacts with the juvenile justice system; 

(e) to increase the number of positive interactions between parent/guardian and child

Examples of specific measurable objectives

(a) conduct individual, group and family counseling annually for 100 youth and their families

(b) provide weekly mentoring/tutoring sessions for 35 high risk students per semester

(c) implement a series of 12 parent workshops to improve communications with children

(d) offer parent-child interactive dyads for 10 families per month

(e) decrease the number of tribunal referrals by 25%

(f) increase the number of students who return to the regular classroom by 30%

      3.   Identify who will benefit; define your target population; 

(example:  all students enrolled in the alternative school and their families: middle school boys; high school girls)  If your population is limited or specific to one population, be prepared to discuss your reasons for choosing one group. 

4. Outline and description of activities:  what are you going to do, how are you going to do it, who are the key staff and personnel and what are their roles

Provide an overview of what you are going to do 

5. Previous accomplishments that relate to the proposal:  what experience do you have working with this population, working on projects, previous grant awards, managing a grant, etc.

6. Method of evaluation:  how are you going to measure that you have accomplished your specific objectives and reached your goals?

7. Project timeline:  start and finish dates for each step, schedule of activities

Example:  recruit outreach workers (May-June, 2003)


     develop questionnaires (June-July, 2003)


     conduct weekly counseling sessions (August, 2003-May, 2004)

8. Other funding sources:  matching funds, in-kind donations

9. Sustainability and continuation plan:  how are you going to continue this program after the current funding source is gone; what other means do you have available to sustain this program on an ongoing basis?

10. Budget

Projected costs of conducting the proposed project must be reasonable and well-planned; be prepared to be flexible if funder cuts budget

Be specific about each category as to how the money will be used; budget narrative should be detailed



Example:  Staff travel for home visits:  $1,176



($0.28/mile x 7 visits/week x 20 miles/trip x 30 weeks)



     Coordinator salary
;  $30,000




(40 hours/week x 52 weeks)




FICA/MICA :  $2,295 (.0765% of salary)




Benefits:  $1,440 per year insurance premium




Total salary package:  $33,735

11. Letters of support, memorandums of agreement, authorized signatures

Get approval or support BEFORE you begin to write your proposal.  Have your letters of support written early in the grant writing process.  Memorandums of understanding or agreement are more specific in nature and outline what the person or organization is committing.  

Narratives Need to Satisfy these Questions

What do we want?

What need or problem will be addressed and why?

Who will be receiving the program services and activities?

What specific objectives will be accomplished?

What activities will be conducted to address these objectives?

How will the results be measured?

How are we going to sustain this project?

Who are we and why do we qualify to address this problem?

FUNDING SOURCES

Identify the right funding source, contacting funding sources

· Foundations

· Federal vs. state vs. regional vs. local

· Websites (see attached examples)

· Public libraries

· Local agencies (health department, DFCS, mental health board, Family Connection, Communities In Schools; DJJ)

· Publications

If necessary, make contact with the funder for clarification and to determine if your proposal meets their requirement.  Request additional information, application packet, budget amounts (funding floor or ceiling)

Follow proposal guidelines

Read the guidelines carefully and follow them closely.  

When is the grant due?  What is the submission deadline?

Who is eligible to receive this funding?

What is the proposal format? (margins, font size, spacing, page numbers, binding, number of copies)

What are the budget limits?  What are budget constraints?  

What are the funding goals and priorities?  Does my proposal match what the funder is looking for?

Who may I contact for further information? 

When will I be notified? 

 May I receive feedback about the proposal if it is rejected?

Final Comments

Is your proposal feasible?  Can you do what you say you are going to do?

Do you have the time to (a) write the proposal and (b) manage the project if it is funded?

