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Introduction

hen I wrote the first edition of Grant Writing For Dummies in 2001, a lot

of my grant professional colleagues thought I was giving away “our”

secrets. However, I have never felt that way. I just wanted everyone
who had an interest in finding grantfunding opportunities and writing grant
proposals to have access to a handy reference tool filled with expert-driven insight
and information. (If I didn’t know anything about this process, I would certainly
look to a leading reference tool to teach me.) With each new edition of this book, I
have worked diligently to provide fresh perspectives and updated information on
grant writing. With over a million readers, I am humbled at how much this book
has introduced potential grantwriters to the world of grants.

By using this book daily, you can achieve your highest goals, including winning
almost everything you submit for funding or award consideration. You can even
build your funding success rate. And, if you want to dive even further into grant
writing with me, you may want to consider enrolling in one of my online classes
or sponsoring one of my virtual grantwriting training sessions.

About This Book

The structure of Grant Writing For Dummies, 7th Edition, is designed to help you get
in and get out of the text with just the information you were looking for. Consider
this book your ultimate grantwriting reference tool. Read it in any order you want
and bookmark sections you expect to return to repeatedly.

You don’t need to read the sidebars sprinkled throughout the text. You can iden-

tify them by their gray-shaded boxes. They’re simply extra tidbits of information
that are interesting but not critical to your understanding of grant writing.
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What's New in This Edition

This new edition includes five major changes:

»

»

»

»

»

Grantmakers (mainstream and some smaller funders) have shifted from
paper grant applications to online portals only. The book reviews the portals
and talks about the writing constraints involved with online copy and paste
templates.

More grants for women in business are surfacing weekly from the website
helloalice.com. The book addresses these new opportunities and what
they mean for for-profit businesses seeking grant funding.

Technology rules. Nothing remains the same for a very long time in the online
world. From new grant-research databases to other helpful websites to assist
grantwriters in increased productivity, this edition covers it all.

There are multiple federal portals emerging for submitting grant applications,
including the Grants.gov workspace, JustGrants (USDQJ), and the ERA
Commons (NIH).

The emerging virtual world of remote working for grantwriters and the type of
equipment needed to meet, work, and train (all grant-related).

Foolish Assumptions

As I authored this book, I assumed it would serve as a desktop and online refer-
ence for

¥ Individuals seeking research and education on grantwriting sources and

approaches

9 New grantwriters looking to be guided through every step of the process,

from understanding the definition of a grant to planning, researching, writing,
and submitting

¥ Veteran grantwriters seeking to increase their funding success rates

Note: Although I address grant opportunities for individuals and small businesses,
the majority of this book focuses on winning grants on behalf of nonprofit orga-
nizations, government agencies, academic institutions, and other eligible appli-
cants in the eyes and minds of the funders.
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Icons Used in This Book

The little pictures in the margins throughout this book are designed to highlight
information that’s special and important for one reason or another. Grant Writing
For Dummies, 7th Edition, uses the following icons:

@ This icon points to pieces of information you shouldn’t forget.
REMEMBER

Wherever you see this icon, you’re sure to find a promising idea, trick, or shortcut
that can save you time and trouble.

TIP

& Make sure to read the paragraphs marked with this icon; it indicates information
that can help you avoid disasters.

WARNING

Beyond the Book

In addition to the material in the print or e-book you’re reading right now, this
product also comes with some access-anywhere goodies on the web. Check out the
free Cheat Sheet for tips on writing effective grant proposals, where to look for
grant funding, and grant research websites worth your time. To get this Cheat
Sheet, simply go to www.dummies.com and type Grant Writing For Dummies Cheat
Sheet in the Search box.

You can also go to www.dummies.com/go/grantwritingfd7e for templates you
can use to make your next grantwriting experience a little easier.

Where to Go from Here

Where you start reading this latest edition of Grant Writing For Dummies is up to
you. You can begin by perusing the table of contents and then hitting sections of
interest. Or you can head to the chapter that addresses an area of grant writing
you’re currently struggling with. If, however, you’re brand-new to the grant
research and writing game, I suggest you begin with Chapter 1, which gives you an
overview of this book’s tips and strategies for finding grantfunding opportunities
and winning grant awards.
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Getting Started
with Everything
Grants



IN THIS PART ...

Become familiar with grantwriting basics, including
funding development plans and submission
requirements.

Create a grantfunding plan.

Get familiar with the basics funders expect to seein a
grant request — and numerous ways to give your
application an edge over the competition.



IN THIS CHAPTER

» Diving into grantwriting basics

» Creating a funding development plan

» Finding foundation and government
grants

» Meeting submission requirements

» Preparing for acceptance or rejection

Chapter 1

Grantwriting Basics for
Beginners

f I had a dollar for every call and email I received from everyone and every orga-
nization wanting to pursue grant funding, I’d be super rich. I can actually recite
the response that I regretfully have to give most inquirers.

In this chapter, I give you an overview of everything grant related and encourage
you to read on through each chapter to get the full picture of every aspect of the
grantwriting journey. If you have always wanted to learn more about grant writ-
ing, want to build relationships with potential funders, learn how to connect with
your elected officials to stay in the know about federal grantfunding opportuni-
ties, and secure funding, this is the only book written to put you in the driver’s
seat on your journey. Get out your highlighters and sticky notes and let’s get
started!

Orienting Yourself on Grantseeking Basics

In order to hone your “find a grant now” skill set, you need a lot of basic informa-
tion. First things first: what a grant is not. A grant is not a way to pay off your
debts, like mortgages, student loans, government loans, or utility bills. It’s not a
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way to fund your first trip abroad. A grant also is not a way to get out of jail free.
You won’t find a grantfunder that will give you free money for personal needs.

In this section, I explain common terms and lay out the basic information you
need to know to jump on the grantseeking boat without a life preserver.

Learning common grantwriting
terminology

Basically speaking, a grant (sometimes labeled a cooperative agreement by govern-
ment funding agencies) is a monetary award of financial assistance to eligible
grant applicants. The principal purpose of the grant is to transfer dollars from a
funding agency or entity (grantor) to a recipient (grantee), who undertakes to carry
out the proposed objectives (the written implementation plans in the grant appli-
cation narrative) that they committed to when they submitted the grant applica-
tion. Here are some common grantwriting terms and their definitions:

3 Grant/cooperative agreement: The distinguishing factor between a grant
and a cooperative agreement is the degree of government (state, federal, or
local) participation or involvement during the grantee’s actual startup and
implementation of the proposed activities.

A grant award is made via a contract or agreement between the funding
agency (the grantor) and the recipient (the grantee), with the grant supporting
the activities and deliverables (implementation strategies and measurable
REMEMBER time-bound objectives or benchmarks) detailed in the proposal/application
(and finalized during the process of confirming the grant award). Reading the
grant application’s guidelines thoroughly (and multiple times) is critical to
being funded. (Refer to Part 2 for tips on finding grantfunding opportunities.)

¥ Grantor: A grantor (also known as a grantmaker or funder) is the organization
or agency that receives your funding request and decides to fund it or reject it.
Grantors include the grantmaking agencies of the federal government, tons of
state and local government agencies (including in the U.S. territories), and
more than 100,000 foundations and corporate grantmakers. Two categories
of grantors exist:

Public-sector funder: Any government grantmaker (federal, state, county,
or local unit of government) that awards grants with money that comes
from congressional allocations, federal pass-through dollars to states and
municipalities, or taxpayer dollars — the public-sector.

Private-sector funder: A foundation or corporate grantmaker (independent
of private foundation, operating foundations, corporate foundations, and
community foundations) that uses funds from private sources — investments,
contributions, donations, or grants — to fund eligible grant applicants.
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¥ Grantee: The eligible grant applicant designated to receive a grant award.
All grants require the grantee to use the funds as written (and promised) in
the grant application. The required grant award paperwork is considered a
contract between the grantor and the grantee. Up until you're awarded the
grant, you're a grant applicant; you become a grantee only if you are approved
for funding and agree to accept the award.

Be certain you are an eligible grant applicant before applying for the grant.

So, how do you get a grantor to give you a grant and make you a grantee? After
you’ve reviewed the guidelines (at least three times) for submitting an application
and made initial contact with the potential funder, you’re ready to research, write,
and submit your grant application or proposal (also known as a funding request). I fill
you in on the pieces or sections of a grant application/proposal in the section
“Looking at the components of a grant application,” later in this chapter.

Checking out different types of grants

Almost every grantfunding agency publishes specific types of funding it awards
to prospective grantseekers. When you know what you want to use grant monies
for, you can evaluate whether your request fits with the type of funding the
grantor has available. For example, if you want money for architectural fees
related to a historical preservation project, you can skip applying to a grantor
that’s only accepting grant requests for small technology-related equipment.

Look long and hard at the different categories of funding offered:

3 Annual campaigns: Grants to support annual operating expenses, infrastruc-
ture improvements, program expansion, and, in some cases, one-time-only
expenses (such as a cooling-system replacement).

3 Building/renovation funds: Grants to build a new facility or renovate an
existing facility. These projects are often referred to as bricks-and-mortar
projects. Building funds are the most difficult to secure; only a small percent-
age of foundations and corporations award grants for this type of project.

3 Capital support: Grants for equipment, buildings, construction, and endow-
ments. This type of request is a major undertaking by the applicant organiza-
tion because this type of large-scale project isn't quickly funded. An
organization often needs two to three years to secure total funding for such a
project.
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Challenge monies: Grants that act as leverage to secure additional grants
from foundations and corporations. They're awarded by grantmakers that
specifically include challenge grants or challenge funds in their grantmaking
priorities. These grants are contingent upon you raising additional funds from
other sources. Typically, a challenge grant award letter directs you to raise the
remaining funding from other grantors; however, that typically excludes
government grants.

Conferences/seminars: Grants to cover the cost of attending, planning, and/
or hosting conferences and seminars. You can use the funding to pay for all
the conference expenses, including securing a keynote speaker, traveling,
printing, advertising, and taking care of facility expenses such as meals.

Consulting services: Grants to strengthen an organization'’s capacity can be
used to retain the services of a consultant or consulting firm. For example, if
you bring in a consultant to do a long-range strategic plan or an architect to
develop plans for a historical preservation project, you can apply for a grant to
cover these types of expenses.

Continuing support/continuation: Grants additional funds to your organiza-
tion after you've already received an initial grant award from that same
grantor. These monies are intended to continue the program or project
initially funded.

Endowments: Grants to develop long-term, permanent investment income to
ensure the continuing presence and financial stability of your nonprofit
organization. If your organization is always operating in crisis-management
mode, one of your goals should be to develop an endowment fund for
long-term viability.

Fellowships: Grants to support graduate and postgraduate students in
specific fields. These funds are typically awarded to institutions and not
directly to individuals, with the exception of some international fellowship
funders.

General/operating expenses: Grants for general line-item budget expenses.
You may use these funds for salaries, fringe benefits, travel, consultants,
utilities, equipment, and other expenses necessary to support agency
operations.

Matching funds: Grants awarded with the requirement that you must match
the grant award with your own monies or with in-kind contributions.

Program development: Grants to pay for expenses related to the expansion
of existing programs or the development of new programs.

Research: Grants to support medical and educational research. Monies are
usually awarded to the institutions that employ the individuals conducting the
research.
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Scholarship funds: Grants to eligible organizations seeking to award
scholarships to eligible individuals. Remember that when funds are awarded
directly to an individual, they're considered taxable income (that is, the
recipient owes taxes on them).

Seed money: Grants awarded for a pilot program not yet in full-scale
operation. Seed money gets a program underway, but other monies are
necessary to continue the program in its expansion phase.

Technical (consulting) assistance: Grants to improve your internal program
operations as a whole (versus consulting on one specific program). Often, this
type of grant is awarded to hire an individual or firm that can provide the
needed technical assistance.

Understanding your eligibility for grants

The types of organizations or entities eligible to apply for a grant vary from

grantor to grantor. Each type of grantor — government (public) or foundation
(private) — always includes clear, published grantmaking guidelines that indicate
who or what type of entity is eligible to apply for those specific grant funds. To
access these grantmaking guidelines, simply visit the grantor’s website.

Funders typically include one or more of the following types of grant applicants in
their eligible applicant language:

»
»
»
»
»
»

»
»
»
»
»
»

State government

County government

City or township government

Federally recognized Native American tribal governments
Independent school districts

Nonprofits with and without Internal Revenue Service (IRS) 501(c)(3) (non-
profit) status

Private, public, and state-controlled institutions of higher education
Public and Native American housing authorities

For-profit businesses

For-profit organizations other than businesses

International nonprofits (called nongovernmental organizations or NGOs)

Individuals

CHAPTER 1 Grantwriting Basics for Beginners
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Always check with the funder in advance to make sure that the entity that you’re
applying for is an eligible grant applicant. For example, funders view a nonprofit
as an IRS-approved 501(c)(3) designated tax-exempt organization. Just being
incorporated as a nonprofit in your state (for United States-based grantmakers) is
not going to qualify you to apply for funds. You definitely need IRS approval in
writing.

Familiarize yourself with Grants.gov before you actually plan on applying for
funding. All federal grant applicants have to do a lot of upfront work before they
can submit an application for funding consideration.

Grants are awarded to organizations that have applied to the IRS for nonprofit
status and have received the 501(c)(3) designation as well as to units of govern-
ment (state agencies, counties, cities, towns, and villages) and government agen-
cies, including state colleges and universities. Foundation and corporate grantors
focus predominantly on nonprofit organizations and aren’t inclined to fund for-
profits. However, a few grants are given to individuals (see Chapter 7 for details).

In some instances, government agencies have set up separate 501(c)(3) nonprofit
structures in order to scoop up more private-sector (foundation and corporate)
grant awards.

Recognizing the Purpose of a Funding
Development Plan

12

©

REMEMBER

If you’re searching for funding to support an entire organization or a specific pro-
gram, the first rule in grantseeking is that you don’t write a grant request without
first completing a comprehensive planning process that involves the grant appli-
cant organization’s key stakeholders. This is the target population members (the
people your organization serves), administrative staff, and the board of directors.

Without key stakeholder input on what your target population needs and the plan
for closing the gap on these needs, you’re jumping off the cliff without a para-
chute. You must have an organized funding development plan to guide your organi-
zation in adopting priority programs and services and then identifying all potential
grantors you plan to approach with grant requests. A funding development plan
answers questions such as the following:

¥ What programs are strong and already have regular funding to keep them
going? Are they likely to be refunded?
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¥ What community needs aren't being addressed by your organization or other
organizations providing similar services?

¥ What new programs need funding and is there evidence of the needs?

¥ What opportunities exist to find new funding partners and who will be
responsible for making the initial contact with each funder?

¥ What existing grants expire soon and can you reapply or do you have to find
new funding?

When the stakeholders answer these questions, you can begin to look at the pleth-
ora of areas where grants are awarded and start prioritizing the type of funding
you need. (For more information on funding development plans, see Chapter 2.)

Connecting to Public-Sector
Grantmaking Agencies

TIP

©

REMEMBER

I receive dozens of emails and social media inquiries every week asking about
grants. Everyone wants grants; aka, everyone wants money! If you're feeling
clueless as to how to find potential funding for your organization, you simply need
to use your favorite search engine. You can search for potential sources that are
interested in what your organization needs in the way of goods and services. Get
your fingers moving on the keyboard and start searching for the monies that may
be waiting for your organization. While you’re at it, why not start with the nation’s
wealthiest relative, Uncle Sam?

Did you know that the U.S. government is one of the largest grantmaking entities?
That’s correct, Uncle Sam doles out approximately $500 billion in grant awards
annually. If you want to score big in grant awards, you may want to consider tar-
geting federal grantmaking agencies and researching their daily grant announce-
ments. After all, there are 26 grantmaking agencies giving away boatloads of
money to eligible grant applicants who have mastered writing highly competitive
grant applications.

Public government grants come in two types:

¥ A competitive grant is one where applicants compete against each other for a
limited amount of funding.

CHAPTER 1 Grantwriting Basics for Beginners 13
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¥ Aformula grant is awarded based on a predetermined formula (a set amount
of money per person) established by the funding agency. Formula grants
aren't considered competitive. For example, community action agencies are
funded formula grants, in part, through the Community Services Block Grant
(CSBG) program. These grants are awarded on a service-population-based
formula. The agencies receive these funds year after year by merely updating
the previous year’s application and resubmitting.

In the following sections, I explain what type of public-sector grant money (or
grantor) will pay you to implement your idea, project, or program.

Federal funding: Raiding Uncle Sam'’s stash

The first place to look for big pots of money is in Uncle Sam’s closet of federal
funding agencies. In Chapters 4 and 5, I explain public-sector grants and wade
through the main federal e-grant portal, Grants.gov.

Many newly established nonprofit organizations think that they should apply for
government grants before raising seed funding from local foundations and corpo-
rations. Your organization needs an established, credible track record for imple-
menting, evaluating, and prudently managing funding from smaller fish in the
sea before jumping into the federal grant application process.

To find active or current grantfunding opportunities from Uncle Sam, go to www.
grants.gov, which gives you daily funding announcements on money you can
apply for now, provided your organization is an eligible grant applicant.

State and local government funding:
Seeking public dollars closer to home

Each state receives grant monies from the feds and from tax revenues that are
funneled into and out of the state’s general funds. After taking their fair (or
unfair) share for administrative overhead, states re-grant the money to eligible
agencies and organizations in the form of competitive grants or formula grants.

You can search the Internet to find state agencies that award grants. Examples of
some of the state agencies that re-grant federal monies are agriculture, com-
merce, education, health, housing development, natural resources, and transpor-
tation. You can also contact your state legislator’s local office for assistance in
identifying grant opportunities in your state.
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TIP

There’s a wide variation in state grantmaking. It’s always best to meet with your
state-level elected officials and funding agency representatives to pave the way
for successful grantseeking.

Researching Private-Sector Grants

TIP

©

REMEMBER

Foundation and corporate grantmakers are private-sector funders. The rainfall of
private-sector grant money continues to be conservative, due to the pandemic and
an anticipated declining economic outlook, but it’s also continuously available to
grantseekers who meet this type of grantor’s area of interest.

Where can you find out more about these grants? You can locate sources by visit-
ing a Funding Information Network (FIN) location (usually at a large public
library, state university library, community foundation, or other nonprofit infor-
mation center). These sites are the only places where you can access Candid
Learning’s Foundation Directory Online for free. Otherwise, you need to subscribe at
one of the levels that best fits your grant-research needs. (To find a FIN site, visit
https://candid.org/find-us.)

If you’re targeting private-sector funders, start with local foundations and corpo-
rate grantmakers to improve your odds of receiving funds.

Identifying foundations that award grants

Private foundations typically get their monies from a single-donor source, such as
an individual, a family, or a corporation. Others raise funds from a variety of donor
sources. You can find hundreds of private foundations in the Foundation Directory
Online by Candid or by typing “list of private foundations” or “private founda-
tions” plus your state’s name into your favorite search engine.

Public foundations, on the other hand, are supported primarily through donations
from the general public. That's a no-brainer, right? Public foundations also
receive funding from foundation and corporate grants, as well as individual
donors. Again, the Foundation Directory Online by Candid website can give you loads
of information on these types of foundations. Visit https://learning.candid.
org/resources/knowledge-base/what-is—-a-foundation.

The grantseeking and grantmaking processes may differ for public and private
foundations. Always contact potential foundation funders to introduce your
organization, start to build a communications bridge, and inquire about their
grantmaking processes.
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TIP

Finding corporations that award
grants and in-kind donations

Did you know that many of the biggest businesses in the nation set 5 percent or
more of their profits aside for grants? Why is that, you ask? The reason is corporate
social responsibility and community engagement — which are the approaches that
successful businesses take when they decide to make a financial commitment to
the community where they are headquartered or where they have operating
locations.

Corporations that award grants usually have a website link labeled something like
Community, Community Relations, Community Engagement, Social Responsibil-
ity, Local Initiatives, Grants, or Corporate Giving. Use Foundation Directory Online
by Candid to view corporations with giving programs.

Corporate funding sources typically look to give funding to organizations operat-
ing in areas that they serve. Corporate funders frequently will let potential appli-
cants know their geographic range, but you can also consider what corporations
have headquarters or a major presence in your area as a source of insight.

Getting Acquainted with Grant
Submission Requirements

16

REMEMBER

One of the biggest keys in grant writing is recognizing the different application
formats that funders require you to submit. Some grantors require more informa-
tion than others. Today, at least 90 percent of funders with websites require online
e-grant applications. Others require traditional paper-written narratives, forms,
budgets, and mandatory attachments. In Chapter 23, I cover online e-grant por-
tals and submission processes.

Determine the writing format for each funding source you identify. Carefully view
each private-sector funder’s website, and if you’re still not sure about what to
write or how to write it, make a quick call or send an email to the listed contact
person. Governmental agencies have their own application kits, and you can sub-
mit applications to these agencies only at certain times in the year when there is
a specific funding deadline published.
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Looking at the components of a
grant application

A government grant or cooperative agreement application is a written funding request
you use to ask for money from a government agency. Government grant applica-
tions are specific to each of the federal grantmaking agencies. Even state agency
grant applications that are funded with federal pass-through dollars closely mir-
ror federal grant application guidelines and grantee requirements.

Each federal agency has dozens of agencies under its wing that release Notices of
Funding Availability (NOFAs), Notices of Funding Opportunity (NOFOs), Request
for Applications (RFAs), Funding Opportunity Announcements (FOAs), or Request
for Proposals (RFPs). Each NOFA, NOFO, RFA, FOA, and RFP has different funding
priorities and guidelines for what you need to write in order to submit a respon-
sive and reviewable grant application.

Government and other types of grant applications generally require that you write
narrative responses for the following sections (each of which I cover in more
depth in Part 4):

¥ Executive summary or abstract

¥ Statement of need

¥ Program design or methodology

¥ Adequacy of resources or key personnel

¥ Evaluation plan

¥ Organization background/history or organization capability
¥ Sustainability statement

¥ Budget

A foundation or corporate grant application typically takes the form of a proposal.
A proposal is a structured document that must follow each grantmaker’s specific
guidelines. Writing a proposal to a foundation or corporation requires the same
adherence to the guidelines and incorporation of relevant information as com-
pleting government grant applications.

Note: Some foundations and corporate grantmakers accept the Common Grant

Application format; see the later section, “Getting your request in the door at
foundations and corporations,” for more details on this format.
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TIP

Perusing government grant
application guidelines

Although government grant application formats vary from agency to agency and
department to department, some common threads exist in the highly detailed,
structured, military-like regimen that’s commonly referred to as an application
package. These common threads include a standard cover form, certification and
assurances forms, narrative sections, and the budget narratives and related forms.
And of course, all government grant applications require mandatory attachments
or appendixes, such as résumés of project staff and copies of your nonprofit status
determination letter from the IRS. (Head to Chapter 5 for more about the applica-
tion package.)

Always follow the pagination, order of information, and review or evaluation cri-
teria guidelines. All government grants are awarded on the basis of your meeting
point-weighted review criteria, which are written and published in each funding
agency’s grant application guidelines. (Most grants use a 100-point system.) The
review criteria tell you what the peer reviewers will base their ratings on in the
application package. With the competition being so hot and heavy for all govern-
ment grants, you want to carefully craft an award-winning narrative that scores
at a minimum of 95 points. The grant applications recommended for funding
typically score between 95 and 100 points.

Several federal grantmaking agencies issue grant applications guidelines where
their scoring rubrics often have up to 1,000 points. While this is rare, expect any-
thing and everything when it comes to federal grantseeking and award
processes.

As you read through the application guidelines, highlight all narrative writing
requirements and look for sections that tell you how the grant reviewers rate or
evaluate each section of the narrative. By formatting and writing your narrative
sections to meet the review criteria, you can edge out the competition and increase
your funding success rate. (I tell you how to prepare and write for the review cri-
teria in Chapter 11.)

Getting your request in the door at
foundations and corporations

Before you even consider approaching a foundation or corporation with a grant
request, you absolutely must research each and every potential foundation and
corporate funding source. Don’t rely solely on online grant-research databases. Let
your fingers do the typing to find each potential funder’s website. Read every link
and become highly familiar with each source. Find out the organization’s funding
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priorities, the number of grants it awards annually, and the grant request range.
Become very fluent in who they are, what they fund, when they fund, and their
mission statement.

Whenever contract information is available, be sure to go out of your way to intro-
duce your organization to the grantor before applying. It’s critical that you get a
green light before submitting your grant application. Building a relationship
before asking for a grant is the first step in this introductory process.

As a new grantseeker of a particular funder, make sure your grant request is near
the low end of the grantor’s grant range. Private-sector funders don’t want to
award mid- to high-funding award range amounts until after they test the waters
with a small grant award. After you’ve demonstrated ethics, cost-effective grants
management, and accountability to the funder, you can then ask for larger grants
in future requests.

In the past, some private-sector funders have been swamped daily with large vol-
umes of unsolicited grant proposals. To circumvent this influx of steady reading
and decision making, more and more private-sector funders have moved toward
requiring an initial letter of inquiry, which is a brief letter asking about the founda-
tion’s interest in your project. If the organization is interested, it then asks you to
submit a full grant proposal. If you fail to submit the letter of inquiry, you may
find the door closed to your unsolicited grant proposal. I give you a link to an
online letter of inquiry template at the end of Chapter 2.

Whether the private-sector funder is large or small, the attachments are a major
portion of what counts with this group of grantors. The private-sector funder may
ask for a copy of your organization’s IRS letter of tax-exemption, a board of direc-
tors roster, organizational and project budgets, a copy of the nonprofit’s tax
return, Form-990, an organizational chart, and an audited financial statement.

Your organization’s executive director or a member of your governing board’s
executive committee should build a relationship with any potential private-sector
funder before you start begging for a grant. Courtesy and protocol mean every-
thing in the private-sector funding environment, so always establish communi-
cations via email, a letter of inquiry, or a face-to-face meeting before sticking
your hand out. In Chapter 22, I give you lots of tips on how to build relationships
with potential funders.

If a board member at your organization happens to know a board member at the
foundation or corporation you're targeting for funding, board-member-to-
board-member contact can help a ton. Foundations and corporations make deci-
sions based on specific funding priorities, which change periodically, sometimes
even annually, based on the direction that the board of directors wants to take the
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foundation or corporation. Although the program staff initially reviews your grant
proposal and makes recommendations to the board of directors, the board has the
final approval or veto. Remember, board members can override staff decisions.

Making a List and Checking It Twice

(e-grant) version, always follow the funder’s instructions. I can’t stress this
enough! Here are some additional must-do’s when preparing a grant
rememser  application:

@ Whether you’re submitting a hard copy of your grant application or a digital

¥ Read the guidelines three times: one time to understand the general instruc-
tions, a second time to focus on the technical formatting requirements, and a
third time to note the narrative content requirements.

¥ Highlight all technical and content requirements.

¥ Call the funder (if permissible) to clarify any conflicting instructions and ask
questions in general.

¥ Write the grant in chronological order (the same order that the funder asks
for the information in its guidelines).

¥ Get asecond and third set of eyes to read the guidelines and check your
application document line for line. Your readers should be looking at gram-
mar, punctuation, formatting, content, clarity, connection between the
narrative sections, budget accuracy, and inclusion of all mandatory
attachments.

Don’t forget to keep a copy of your proposal documents for your own files! For
anytime access, I moved all my grant-related backup files from my computer’s
hard drive to cloud-based storage.

TIP

Tracking Your Submission Status

After you submit all your funding requests, you need to develop a tracking system
that helps you keep up with their progress and cues you when the period of silence
from grantors has been too long. Most public-and private-sector grantors specify
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a timeframe for when they will announce grant awards somewhere in the appli-
cation packet or in the published description of their application process. At the
federal and state levels, you can even enlist tracking support from your legislative
team. To do this, you can directly call or write. However, at the corporate and
foundation levels, you’re on your own (unless, of course, members of your board
of directors have friends and associates on the grantor’s board of trustees).

The old-school approach is to develop a manual or electronic tracking system to
monitor what you’ve written, who received it, and the status of your funding
request (pending, funded, or rejected). However, the new and easier way to keep
track of submitted requests is to purchase grant management or tracking soft-
ware. Look at lots of cloud-based grants management options to meet your needs.
You can find out what’s available by typing “grant management systems” into
your favorite web browser. These systems can cost thousands of dollars. However,
many offer a free trial or demonstration, so you can see whether the program suits
your needs before you buy.

Keeping track of how many grant requests you submit on an annual basis is a best
@ practice. You also want to know how many of those requests were funded. For
example, if you wrote 20 grant applications and 10 were funded (at any level),
TIP one-half or 50 percent of your requests were successful. Your success percentage
is interpreted as your funding success rate. When you’re looking for a raise or pro-
motion, or simply trying to start your own grantwriting consulting business,
everyone who has control over your future will ask you for your funding success

rate. Track it; know it!

Jumping for Joy or Starting All Over?

When you win, you celebrate, right? Well, yes, you celebrate, but you also notify
your stakeholders of your success in winning a grant award. And you prepare for
the implementation phase now that monies are on the way.

When you win a grant award, it’s important to remember to thank the funder (by
a letter, a resolution, an invitation to your board meeting to acknowledge their
monetary gift, and so on) and determine if you can issue a press release or if their
contribution is confidential.
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If your grant request wasn’t awarded, you have some critical steps to take to
determine why your funding request was denied and when you can resubmit it.
rememeer  Follow these steps (and refer to Chapter 21 for more details):

1. contact the funding agency and ask why your grant application wasn’t
recommended for funding. Ask for a review of your application or for the
reviewer’s remarks.

You may have to ask for this feedback in writing so the grantors have a paper
trail of whom they release information to and why.

2. When you know where the weakness is in your grant application, develop
a plan for rewriting.

You want to rewrite the weak sections of your narrative and ready it for
submission to other grantors and even for future resubmission to the same
grantmaking agency that rejected the first request. Grantors usually allow you
to reapply in the next funding cycle (the next year).
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IN THIS CHAPTER

» Assessing your organization’s grant
readiness

» Determining your governing board’s
grant readiness

» Creating a grantfunding plan
» Increasing your chances for success

» Managing your plan on an ongoing
basis

Chapter 2

Preparing for Successful
Grantseeking

ypically, new and/or small nonprofit organizations that want to apply for

grants are not always grant ready. Grant readiness is the foundation or

framework for successful grantseeking. In this chapter, I show you how to
determine if your organization is grant ready. In addition, I show you how to build
your governing board’s capacity, assess your organization’s capacity, create a
grantfunding plan, and most importantly, how to increase your chances for suc-
cessful grantseeking.

Grantseeking Readiness Priorities for
Nonprofits

These are the questions to ask. If you answer no, you need to work with the board
of directors to help turn any no’s into yes’s. Also, don’t panic at the amount of
no’s you end up having when you’re done with the checklist; just focus on one no
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at a time. It’s important to estimate a timeline for your anticipated grant readi-
ness. Okay, let’s get started with the questions:

1. Does your organization have a staff member or volunteer assigned to grant
writing? Remember, it's important to get at least one person trained in how to
research grants and write grant proposals. Having a consistent person
assigned to these tasks is necessary for grantseeking continuity.

2. Does your organization subscribe to grantfunding alerts about public-and
private-sector grantfunding opportunities? If you are truly serious about
scoring grant awards, you absolutely need to keep updated on the type of
available funding, what you need to write, and the deadlines for each
application.

3. Do you have all of your organizational documents in a cloud folder so they can
easily be accessible from any technology device at work, home, and elsewhere?
When you find a grantfunding opportunity that has a close deadline (such as
48 hours from your discovery of the availability of new money), can you quickly
prepare a funding request and attach the mandatory documents from your
cabin in the mountain? Oh, by the way, did you know that grant professionals
(grantwriters with experience, grit, and speedreading skills) never leave their
homes without their laptops or tablets in the event they will have to prepare a
grant application from the seating area of an airport gate, a hotel room, or the
beach? Yep, grantwriters are in high demand and if they want to keep their
jobs and clients, they must be able to be attentive, responsive, and ready to
write anytime, anywhere.

Before you apply for grant funding
(the pre-award phase)

Here are the documents that you should upload to a cloud folder (such as Dropbox,
OneDrive, Google Drive, or another one of your choice):

¥ Updated mission, vision, and value statements
¥ Current strategic plan
¥ Current organizational chart

¥ Current fact sheets and flow charts for all programs (how services are or will
be delivered)

¥ Memoranda of Understanding (MOUs) or Memoranda of Agreement (MOAs)
from a minimum of five community or regional collaborative agencies that are
committed to providing matching funding or in-kind (soft cash) contributions
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Accurate and thorough job descriptions for all program staff (filled as well as
unfilled positions)

Updated résumés and bios for current staff (limit to maximum of two pages
each)

Organizational budgets for current and next fiscal year
Current financial statements

Current financial audit report

Articles of incorporations and bylaws

Certificate of good standing from the state agency where the articles of
incorporation were filed

Most recent IRS Form-990 (nonprofit tax return form) or 990-N (for newer
nonprofits with minimal revenues during their most recent fiscal year)

Current data about your volunteers (humber of volunteers, total
hours per volunteer per year, and value of their contribution (https://
independentsector.org/value-of-volunteer-time-2021/)

Current board of directors' policies and procedures

Current board of directors’ roster/list (member names, officers identified,
terms, professional titles, affiliations, contact information, gender, and
ethnicity)

Current boilerplate document that contains organizational history, including
year founded, number and qualifications of staff, list of programs, mission,
vision, values, awards, stories and testimonials, accreditations, certifications,
and recent accomplishments

Current map of target area(s) for service delivery and demographics about the

target population (those you will serve with grant funding)

Recent evaluation reports with program service-related outcomes and/or
performance measures collected

Current logic model for every program
Current sustainability statement (must be created by the board of directors)

Evidence of capability to manage grant awards (accounting practices and
evidence of a clear audit trail for expenses paid for with grant funding)

CHAPTER 2 Preparing for Successful Grantseeking
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After you receive your first grant award
(the post-award phase)

Well, you wanted to bring more money into your organization and that’s a great
goal. However, is your organization ready to manage grant awards from small- to
mega-amounts? Here’s a checklist for evaluating your post-award grant-
management capabilities:

¥ Thorough understanding of grantfunding reporting and accounting
requirements

¥ Ability to track and report cash-match commitments by budget expense line
items

3 Ability to understand how to track and report in-kind (soft cash) contributions
by budget expense line items

Procedures required for grant award risk
management

At this point, you’re likely wondering why risk management is even necessary. To
ensure organizational ethics are in place in the event of a funder’s audit or a law-
suit filed by a disgruntled client, participant, partner agency, staff member, or
volunteer. It’s better to be safe than sorry!

¥ Liability insurance coverage for the board of directors
¥ Sexual molestation insurance rider if you are providing services to youth

¥ Drug and criminal background screening policies and practices

¥ Policy for check writing and the number of authorized signatures needed
(who can sign and countersign)

¥ Board of directors composition reflects the population you serve with grant
funding

Building your governing board’s capacity

If your board of directors has not been trained in nonprofit organizational capac-
ity building, get them trained fast. What do they need to know? Let’s take a look
at all of the areas that a new and/or small nonprofit board needs to know about:
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Boardsmanship (Robert's Rules of Order) (www.rulesonline.com)

Board member roles and responsibilities (https: //boardable.com/blog/
board-member-responsibilities/)

Teamwork and consensus building (www. forbes . com/sites/forbesnonpro
fitcouncil/2020/03/16/13-tips-for-facilitating-teamwork-
with-a-nonprofit-board-of-directors/?sh=17cd@527786e)

Responsibilities of board committees (https://boardsource.org/
resources/board-responsibilities-structures-faqgs/)

Strategic planning for sustainability (https://nonprofitinformation.com/
nonprofit-sustainability/)

How to raise funds for your nonprofit organization (https: //boardable.
com/blog/nonprofit-board-fundraising/)

Assessing your nonprofit organization’s
capacity to seek grants

It’s important to do an annual organizational self-assessment. The assessment’s
findings help you identify capacity strengths and challenges so that your organi-
zation can create capacity building goals. Here are the most important areas to
assess:

»

»

»

»

Leadership capacity: Your leadership’s ability to inspire, prioritize, make
decisions, provide direction, and know how to innovate existing static
programs into promising fundable programs.

Adaptive capacity: Your board and leaders’ ability to monitor, assess, and
respond to internal and external changes related to grantseeking and
managing grant awards.

Management capacity: Your leadership’s ability to ensure the effective and
efficient use of organizational resources, such as in-kind soft cash match for
grant awards.

Operational capacity: Your leadership’s ability to implement key organiza-
tional and programmatic functions to fulfill the written promise of a funded
grant request.
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Your grantfunding plan is really a guide and a roadmap for where the dollars will
come from for two years to support your programs. Just a few years ago, the trend
was to create three- to five-year long-range funding plans. Today, if an organiza-
tion wants to be on the cutting edge and able to roll with the economic punches,
as well as the shifts in priorities by existing funding sources, its strategy needs to
focus on two fiscal years. Yes, that’s it — 24 months.

If you have current funders that traditionally fund your organization year after
year, their decision-making processes will be shorter. For example, if you have a
track record for implementation success (carrying out the program’s goals and
activities that you committed to in writing), then there is likely a turnaround time
of six months or less from the time your organization requests funding until you
get the check in the mail.

On the other hand, if you’re planning to approach new funders, which means
building a relationship before asking, the time between the grant application’s
submission and the funding decision could be longer than 12 months. What you
thought would be awarded in this fiscal year won’t be coming into your bank
account until the next fiscal year. This means you need to track funding priorities
and decision-making timeframes so you don’t build your annual organizational
operating budget on dollars that won’t come in for 12 to 24 months.

This is a grantfunding plan for your grantseeking goals. But there are also funding
plans for securing dollars from individual contributions, special events, and mis-
cellaneous sources. Because this is Grant Writing For Dummies, I want you to focus
on developing a plan for going after grants from all types of grantors.

In the following sections, I get you acquainted with the components of a typical
grantfunding plan, show you an example of one, and give you a checklist of how
to keep your plan in tiptop shape.

Looking at the funding plan components

The grantfunding plan (created in table format) that I use the most for grantseek-
ing captures eight fields in this order (see Figure 2-1):

3 Program, Service, or Activity: This is where you list the program, service, or
activity priorities that are written in your organization'’s strategic plan.
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Funding Source: In this column, you identify the funding source(s) that you
plan to approach to support your programs, services, or activities in the
current and next fiscal years.

You can have multiple funding sources that you contact for one program.
Putting all your eggs in one basket (applying to only one funder) and then
receiving a rejection letter nine months later is not your goal. If you did that,
you would have to start all over with only three months left in the year.
Approach multiple funders for every program, service, or activity in need of
funding.

Address, Telephone, Email, and Website: By incorporating this column into
your funding plan, you have clickable links to quickly email or review the
websites of current and potential funders. Adding the mailing address
reduces your time-on-task when sending out a letter of inquiry (I provide an
example of this type of document later in this chapter). And, most important,
the phone number is handy when you need to speak with the designated
contact person for the funder.

Contact Person/Title: Research the funder's website and even call their office
to make sure that you have the correct name of the contact person and their
title. Make sure to ask how the contact person gender-identifies, if there's any
chance of confusion. Names like Chris and Pat can belong to men and
women.

Request: The amount of grant funding that you plan to request goes in this
column. Make sure to review the funder's profile for their grantmaking range.
Stay below the top of the range if you're a first-time grant applicant with the
funder.

Application Deadline/Giving Cycle: This column captures the grant applica-
tion's deadline(s) and when grants are awarded by the funder. Some funders
only accept and award grants once a year, while others may have multiple
grant application submission deadlines and giving cycles.

Assigned To: In this column, you add the name(s) of the board member(s) or
administrative-level staff that are assigned to making contact with the funder
to continue previous funding conversations or begin initial conversations with
new funders. In Chapter 22, | explain more about this process.

Status/Results: This is where you insert the status of the funding request —
for example: “Contacting in September,” “First contact meeting went well on
September 5, 2022," “Grant application submitted on September 5, 2022,” or
“Funding declined for September 2022 giving cycle; letter indicated to apply
again next year (2023); follow-up meeting requested to discuss problems with
grant application.”

CHAPTER 2 Preparing for Successful Grantseeking
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Funding Plan: ABC Nonprofit Organization

January 2, 2022-December 31, 2023

Most recent modification date:

Program, Funding Address, Telephone, Contact Req Applicat Assigned Status/Results
Service or Source Email, and Website Person/Title Deadline/Giving To
Activity Cycle
Nonprofit Mt. Morris 7777 S. 77th Rd., Branson, Dr. Bev $50,000 February 3 New funder Face-to-face meeting
Capacity Community MI 85341 Browning, Notification letters will contact scheduled for
Building Foundation No website published Program Officer be sent out September team: Board November 4, 2016.
Services info@mtmorris@gmail.com for Community 1. President
Capacity and Grant
Building Writer
Initiatives
Miracle Bank 555 W. Wonderland Dr., Mr. John $10,000 February 10 Board Conference call
Corporate Browning, AR 55555 Browning, Award letters will be Treasurer scheduled for
Giving jbrowning@mb.com Corporate sent within six weeks of and January 10 (Board
Program www.mb.com Giving Director submission date; Executive Treasurer’s wife
rejected requests will Director works at this bank).
not be notified.
After School Specifica 4243 S. State Funding Ave., Dr. Sydney $150,000 March 5 Grant Grant writer
Academic Department Specifica, MO 87878 Jones, Director per year Notification emails will writing attending new
Enhancement of Education sjones@specificadoe.mo.gov | 21st Century for three be sent by July 15. consultant applicant orientation
Services — www.spedificadoe.mo.ogv Community years specializing meeting on January
21st Century Learning in writing 28. She will report
Community Centers this specific back to the Executive
Learnings Program grant Director before
Centers grant application starting work on the
program application.
Grant Writing P.0. Box 9999, Goodyear, Ms. Aaliyah $25,000 Continuation Grant Annual funding
Training AZ 17717 Scott, Executive application due April 4. writing supporter. Needs to
Foundation ascott@gwtf.org Director This money is already consultant receive a letter of
www.gwtf.org committed to our appreciation from
organization and a the Board of
request for Year 2 of 4 Directors and be
funding. Check will be included in our
issued within four annual partnership
weeks of continuation luncheon. Board will
application submission take action at next
date. meeting.

FIGURE 2-1: An example of a funding plan.
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Updating critical funding plan information

The Status/Results column of your funding plan (refer to Figure 2-1) must be
updated continuously. After you meet with the funder and can assess their level of
interest in supporting your organization, you’ll need to change the meeting status
note to the feedback received and add the next step (for example, “Apply this
cycle,” “Wait until next year,” or “Not interested in this project”). Here are some
essential activities needed on your part to keep the funding plan a working
document:

¥ Write it down. You need to officially document your funding plan ideas.
Create funding plan templates and hand one to everyone at the meeting. This
way, all parties are onboard and writing/talking about the same things in the
same sequence.

¥ Use it. The funding plan must become a daily guide to help your organization
decide what programs or services have funding priority and how to fund them
most logically.

¥ Keep it up to date. Update your funding plan’s Status/Results column every
time you apply for grant funding or receive the results of your efforts. Record
whether you're being funded, and if so, the funding amount. If you don't
secure the money, find out why your efforts failed.

3 Review and revise it annually. Why? Both your needs and funders’ priorities
change, sometimes as often as annually. For instance, just because a lot of
money is available for programs for after-school academic programs this year
doesn’t mean that this funding area will still be the focus next year.

Your plan must change to reflect what funders want to fund. In other words,
your funding plan isn't just about what your organization wants or needs; it's
about what funders want to fund within the parameters of your organization’s
mission.

Involve both your board of directors and your administrative staff in fleshing out
the funding plan and updating it. Sit down and have a brainstorming session to
determine your funding priorities. Ask administrative staff about unmet needs,
waiting lists, or any feedback from frontline employees. Ask board members to
assess programmatic weaknesses from their viewpoint as well. When the Status/
Results column changes, update it immediately and get a copy of the modified
plan document out to all who need it as their roadmap for assignments.

Keep your funding plan flexible. Funders change their priorities often, and your
target population’s needs are likely to change as well. So be willing to review pre-
vious evaluation reports or results from funded programs and stay on top of newly
released community needs assessments. Update the funding plan by removing
and adding programs and services, and then incorporate these changes into your
revised document.
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REMEMBER

When you’re ready to start your grantfunding research, keep your funding plan
template close at hand. You’re likely to find a lot of potential funding opportuni-
ties, so reading the opportunity and then perusing the plan to make sure the
opportunity fits is a smart move. You’re searching for perfect fits between what
you need and what the funder wants to fund.

The best way to sustain a high funding success rate is to identify multiple funding
sources for each project initiative in your funding plan. Then submit your grant
proposals to all of them.

Sending out multiple proposals is standard practice as long as you tell all the
funders that you plan to approach other sources. Providing each proposal with a
simple one-page attachment labeled “Funding Sources Receiving This Request” is
the most ethical way to inform all funders of your strategy. (I provide an example
of such a document in Chapter 19.) Or you can list other sources you’ve approached
on the actual grant application, if such a section exists.

In the sections that follow, I explain what you need to know to find a broad range
of potential funding sources.

Looking for needles in a haystack

To identify as many potential grantfunding sources as possible for your organiza-
tion, you need to carefully research the primary sources of funding: the public
sector (federal, state, and local government) and the private sector (foundations
and corporations).

As you read information on each funder, you see few, if any, funders want to
receive a grant proposal without any warning from the applicant. For many, you
need to, in a sense, be invited to submit a full grant request after you’ve met each
funder’s initial contact requirements. That’s why your initial approach (your first
contact with the funder) is so important.

Review each funder’s initial approach preference using their website or funding
database subscription to find what initial contact or approach document they require.
In Chapter 6, I tell you how to find private-sector funders and mine the right
information. You can find more information regarding these documents in the
later section “Using a letter of inquiry or intent to comply with pre-application
guidelines.”
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FIGURE 2-2:
Make a chart to
track multiple
potential funders
for one program.

Focus on finding open or current grantfunding opportunities first. Then you can
print out expired notices and contact the grantmaking agency to see whether the
funding will be available again in the future.

Create a day-to-day work plan to monitor a project that will require multiple
funding requests. When you’re juggling multiple funders, developing a work plan
using a table or spreadsheet format and plotting this information, as I show in
Figure 2-2, is a good way to stay organized and on top of everything. Your work
plan is an extension of all the details plotted out in your funding plan. The work
plan is an ancillary document to track all potential funders for one program. Make
sure the funder number listed on your table matches up with the correct grant
proposal. Also, as you move through the application process, fill in the last two
columns on the right-hand side. In the status column, you can enter: writing
scheduled, writing in progress, submitted, and pending decision. For the outcome
column, you can fill in funded or rejected when you know.

Tracking Multiple Potential Funders

Funder Initial Deadline Average Anticipated Date Status Outcome
Approach Range of Notification | Submitted
Funding Date
1 E-grant Rolling Up to $5,000 90 days from
application annually submission
2 Letter proposal | June 15 & Up to $15,000 | 60 days
December 15 following
annually deadline
3 Common Grant | April 1 Up to $12,000 60 days
Application annually following
deadline

4 Letter of inquiry | 1stof each Up to $15,000 30 days from

month submission
annually
5 Online letter Rolling Up to $25,000 90 days from
of inquiry annually submission
6 E-grant December 31 Up to $10,000 90 days
application following
deadline
7 E-grant April & Up to $25,000 60 days from
application October submission
8 E-grant Quarterly Up to $1,000 45 days from
application submission
9 Letter of inquiry | May 15 Up to $2,500 45 days
annually following
deadline
10 Letter of inquiry | Rolling Up to $5,000 60 days from
annually submission

Illustration by Ryan Sneed
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Conducting a federal funding search

Thankfully, the federal government aids your federal funding search with its one-
stop grant opportunity information website, Grants.gov (www.grants. gov). Visit-
ing this site is the quickest way to conduct a federal funding search.

After you log on to Grants.gov, choose Grant Opportunities from the Search drop-
down. Then type your search terms in the Keyword(s) Search field. Sample key-
words include “after school,” “capacity building,” “rural telecommunications,”
and “prevention.” Your search should produce a list of federal grant opportunity
announcements that contain your keyword(s). Simply click each one to read the
announcement and determine whether it fits your specific funding needs.

You may want to search Grants.gov on a weekly or monthly basis because the fed-
eral government releases new grant opportunity announcements daily (except for
federal holidays). Or simply sign up for Grants.gov alerts under Manage Subscrip-
tions (in the upper-right corner of the homepage) to get free alerts by email.

Performing a foundation or corporate
funding search

When you’re ready to conduct a foundation or corporate funding search, the place
to turn to is Candid (https://candid.org/). This center’s resources and online
grant-research database (Foundation Directory Online by Candid) provide grant-
seekers, grantmakers, researchers, policymakers, the media, and the general
public with up-to-date information on grant funding and other nonprofit-related
issues.

Through the Foundation Directory Online by Candid, you can download profiles of
foundations whose interests, priorities, and types of funding support match your
funding needs. These profiles include the foundation’s address, website, contact
person, funding priorities, award range, preferred method of initial approach, and
much more. To conduct your search, you can either subscribe to the directory
(varying levels of subscriptions are available, beginning at as little as $31.58 per
month for a locked-in, two-year contract) or use Candid’s website to locate a
Funding Information Network (FIN) near you that has a subscription to the
directory.

When you start using the Candid’s resources, you see several information fields
for entering your keywords. Keep it simple. If you’re looking for money to provide
housing for the homeless, first search for “housing” and screen the results. For
the second search, type in “homeless” and again screen the results, eliminating
duplicate funders found in the first search. I use this search approach, and it yields
far more potential grant sources than typing in a search string made of two or
more words. Be sure to check the box to exclude foundations that don’t accept
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unsolicited grant proposals to save yourself considerable time and disappoint-
ment. (Refer to Chapter 6 for more about foundation and corporate grants.)

To find out more about researching foundation or corporate funding sources
located outside the United States, visit the Fundsnet Services website (http://
fundsnetservices.com). It’s accessible, free of charge, and has pages of interna-
tional funders listed.

Talking to potential funders

Some funders indicate in their grant database profiles or on their websites that a
potential grantseeker should call and speak to one of their program officers before
submitting a letter of inquiry or attempting to submit an online e-grant applica-
tion request. The purpose of this request is to circumvent any applicants that have
funding requests that do not align with their mission, values, funding priorities,
or preferred geographic areas.

In other words, funders do not want to be bothered with unnecessary paperwork
from organizations they do not intend to fund. This saves time on their part and
on your part. Don’t chase lost leaders, aka funders not interested in receiving any
form of written information from you or your organization.

If you do have an opportunity to email, call, Zoom, or meet in-person with a
potential funder, you might wonder what you should say. Here’s a few short lists
of guiding scripts for every possible form of contact with potential funders:

Contact via email:

¥ Introduce yourself and your organization to the funder.

¥ Tell the funder why you are contacting them (shared mission, previous
funding from them, Board of Director connection, attendance at one of their
technical assistance meetings or webinars, or some attention-grabbing
connection).

¥ State your problem.

¥ Give the solution.

¥ Share the amount of funding needed.

¥ Ask for permission to submit a full funding request based on their guidelines.
¥ Thank them for their time.

¥ Proofread and send the email.

¥ Follow up in five days.
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Video meeting or telephone contact:

3 Beready!

¥ Have a written script!

¥ Have a timer (or a three minute hourglass).
¥ Keep it simple!

¥ Speak with a smile!

¥ Take copious notes!
In-person meeting:

¥ Prepare a folder with relevant information on your organization.

¥ If you are going to work with a fiscal agent, make sure to include at least one
fact sheet about the fiscal agent.

¥ Take a copy of your IRS 501(c)(3) tax-exempt approval letter.
¥ Listen to the funder and take notes, if needed.

3 Do not be overzealous! Do not talk for more than three minutes at a time.

Using a letter of inquiry or intent to comply
with pre-application guidelines

Many foundations state in their published guidelines that they prefer the initial
approach to be a letter of inquiry, which is a one- to three-page letter in which you
ask about their interest in receiving a full grant proposal from your organization.
This letter allows the funder to make sure that what you’re requesting is within
its area of interest and funding award range. Nowadays, some foundation funders
require a brief letter of inquiry because they’re overwhelmed with requests for
funding and the letter is a way to weed out applicants.

Candid is one source for linking to foundation websites to view their funding
guidelines. Another way is to use your favorite Internet search engine to locate the
funder’s website. Checking a funder’s website provides you with the most current
guidelines. You may also find that some foundation funders have online inquiry
forms; others request a letter of inquiry. However, not all foundations, particu-
larly smaller local foundations, have websites. If the foundation doesn’t have a
website, be sure to get in touch with the contact person identified in the Founda-
tion Center’s foundation profile.
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Utilize the following sentence count suggestions to practice crafting your own
Letter of Intent:

3 All requests for funding must be on grant applicant letterhead, unless
otherwise specified by the grantor, which can often be the case in
electronic LOI forms and those with upload options. This introductory
format gives the funding agency a clear visual affirmation of the applicant
organization, its location, and how to contact the applicant in writing, by
telephone, or by email.

3 Call the funder to verify the gender, name, title, and address of the
contact person. After all, to make a professional impression with the letter of
inquiry, the contact person'’s information must be correct.

Verifying contact information is especially important when you're contacting a

funder whose first name is gender ambiguous, such as Terry, Pat, or Kim. Find

out whether that person is a Ms., Mrs., Mr., or Dr. Respect titles and use them
REMEMBER to reach the right person the first time.

3 In the first two sentences, introduce your organization. Tell the funding
agency who's sending the letter, your nonprofit status, and why. For example:

The Grant Writing Training Foundation is a 501(c)(3) private operating
foundation located in Arizona. As director, | am writing to invite your
organization to be a financial stakeholder in the foundation’s mission to
provide affordable training programs.

3 In the next two to four sentences, plant the seeds for your needs. Share
startling facts and statistics about the problem your organization seeks to
address with grant funds:

Annually, the foundation is approached by approximately 40 small- to
mid-size nonprofit organizations that want to host a Grant Writing Boot
Camp at their location. The typical potential site host is an intermediary
agency like the United Way or the state-level association of nonprofits.
Given this discouraging economy, board members, volunteers, and
inexperienced staff members at many organizations are all given the task
of grant writing; few, if any, have experience and most don’'t know how to
begin this massive technical process.

3 Inone sentence, note how you want the recipient to be involved. Ask for
the funding agency’s investment or partnership in your efforts to provide
specific programs and services to the target population:

Our board realizes that the foundation cannot financially afford to accept
all invitations for training partnerships; however, with your assistance, we
can at least develop a productive training schedule to meet the demand
for our programs.
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3 In no more than three sentences, show the funder your plans by writing
futuristic global goals. For the example here, I'd write something like “The
foundation’s goals are to” and then add the goals.

3 In no more than seven sentences, sell, tell, and ask directly for help. For
instance, sell the funder on the problem or need that the grant funds will
address, tell the story in plain language, and ask for grantfunding support,
including the amount of funding needed:

Other nationally accredited grantseeking and proposal-writing training
programs are often three to five days in length and charge $2,000+ per
registrant. Feedback from previous attendees at these types of workshops
(survey conducted annually for the past five years by the Foundation)
shows that the trainer is reading from a script and unable to answer critical
guestions on the spot. In addition, the elongated training timeframe is not
appealing for anyone who has to take a full week off from work at their
employer’s expense. The Grant Writing Training Foundation'’s two-day
Grant Writing Boot Camp is comprehensive, compressed, and internation-
ally accredited by several national grants industry associations. Registrants
receive 14 continuing education units, a Grant Writing For Dummies
reference book, and a notebook full of writing exercises and resources.
Our board is asking you to consider underwriting at least 10 Boot Camps
next year at a cost of $20,000 each (20 registrants will attend each of the
ten two-day sessions free of charge).

3 Inone sentence, ask for technical assistance if the funder can’t fund
your project. Some needs your organization identifies may be instructional
rather than monetary. For example, you may ask the funder to show you how
to do a specific task, and then you can combine that knowledge with the
resources that you have:

If you cannot consider awarding grant funds at this time, the board is
asking for technical assistance in connecting with state-level nonprofit
associations, councils, and foundations that may be potential site hosts.

3 In one sentence, show hope in your closing. Sign off with “Waiting to hear
from you,” “Hopefully,” or some other impactful closing.

3 Inone line of type, make sure the CEO signs the letter of inquiry. This
step shows that the top administrator for your organization is aware of your
request for grant funding.

3 Remember to proofread the letter yourself, as well as have someone
else provide input on the content and character of the letter.

I include a template for a letter of inquiry at www.dummies.com/go/grant
writingfdTe.

TIP
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Using a letter of intent

Some government grantmaking agencies and a handful of foundations request a
letter of intent (a document that states you intend to apply for a grant in an open/
active funding cycle). Just about all the funders that request a letter of intent have
their own specific online format.

You can find an example of the letter of intent format (predominantly requested
from federal grantmaking agencies) at the U.S. Department of Justice website
(www . justice.gov/ovw/page/file/1107796/download). It is one of 26 federal
grantmaking agencies. This file is a PDF download of a one-page letter of intent’s
suggested content.

Waiting Patiently for Next Steps

After you have communicated with a potential funder, if the foundation’s director
or program officer does not invite you to submit a letter of inquiry or grant appli-
cation on behalf of your nonprofit organization, wait at least 3-4 weeks after the
encounter. At that time, you can pick up the telephone and call to inquire if it’s
okay to submit a letter of inquiry or a grant application and ask for the suggested
grant request range. Make sure to confirm which one of your programs they are
most interested in reading more about.

If the potential funder says they are not able to support your nonprofit organiza-
tion at this time, politely thank them and ask if it’s okay to circle back to them in
the next funding cycle or the next fiscal year. Count to ten and start the initial
contact process with the next funder in your funding plan. This is a rinse and
repeat process until you hit the jackpot and are invited to submit a request for
funding.
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IN THIS CHAPTER

» Convincing funders with facts

» Writing about the project in need of
funding

» Crafting a story with facts

» Including the right supporting
documents

Chapter 3

Understanding
Grantmaking Entities
Expectations

ost private and public sector funding sources all have funding-request

guidelines for your perusal on the Internet. I’'m nudging you to use and

stick to these guidelines — they’re the golden key to opening doors for
funding consideration. In this chapter, I help you understand grant-related terms
and guide you through how to tell and sell your story to potential funders. (Think
of this chapter as a warm-up to the heavy lifting you do when you write your
funding request proposal. More about that in Part 4.)

Delivering the Information
Funders Ask For

Potential funding sources for your well-deserved grant award have been trying
hard to help grantseekers, including you, understand what they want to read in an
award-winning grant proposal. Although the funders’ guidelines may vary in how
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they order the requested information or word the headings/subheadings, in the
end they all want to see commonly organized, written presentations of
information.

Shift your focus from the excitement of finding grantfunding opportunities for
your organization to gearing up to write the following blocks of information:

¥ Factual information about your organization and its qualifications as a
potential grantee

3 Compelling information about the specific project (12-month implementation
timeframe) or program (multi-year implementation timeframe) for which
you're seeking funding

¥ Planning-savvy narrative about what you intend to do with the money if you
receive it

As you read through each section of the funder’s guidelines, make sure you under-
stand how the funder defines its terms. You need to consider whether you can
interpret what the funder’s asking for in more than one way in order to avoid
accidentally giving the wrong info.

What do you do if you don’t understand what the funder really wants? Make a call
or send an email, of course. When in doubt, ask! When confused, ask!

In the following sections, I review the basic facts you’re required to provide on
most grant applications. I also give you an overview of the project details funders
expect you to provide, and I offer suggestions on how to win over the application
reviewers, also known as decision makers. After all, you do want to get funded,
right?

Providing the facts about your organization

Any funding source you approach will have questions about the grant applicant
organization’s legal name and structure, such as nonprofit, unit of government
(village, town, township, city, county, or state government agency), association,
or membership-based organization. Although the wording may vary slightly from
one application to another, the cover documents (if applicable) and narratives of
grant applications generally ask for the same basic information. Understanding
exactly what the application is asking for and knowing how to reply in the right
language is critical.
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Don’t hesitate to call or email the funding source for assistance if you have ques-
tions about any portion of the application. Asking a funder for help won’t hurt
your chances of getting a grant. In fact, doing so may even help because you’re
filling in online text boxes that have limited space. This means that you have to hit
the funder’s expectation target with your written responses in each of the text
boxes. Calling or emailing with queries is another way to connect on a higher level
with potential funder communications.

If you’re trying to enter your responses into an online electronic (e-grant) appli-
cation, pay special attention to any word, character, or space limitations and stay
within those limits. Also, don’t try to copy and paste any graphics or other non-
transferable formatting like bullets, underlining, italics, or bold font from your
word-processing application into an e-grant application template. I tell you more
about e-grants in Chapter 23.

The basic applicant information requested by all funders includes the following:

3 Legal name of the grant applicant: Be sure to list your organization’s legal
name here. For charitable organizations, associations, and foundations, the
legal name is the one that appears on the organization’s IRS 501(c)(3) or 501(c)
(6) letter of nonprofit determination. (If you're not sure, 501(c)(3) is the
charitable designation, and 501(c)(6) is the association or membership
designation.) For cities, townships, villages, county units of government, and
public schools, which have a different classification of nonprofit status, the
legal name is the incorporated name.

3 Type of grant applicant: Check the box that best describes your
organization’s forming structure. For example, you can choose from state
agency, county, municipal, township, interstate, intermunicipal, special district,
independent school district, public college or university, Native American tribe,
nonprofit, individual, private, profit-making organization, and other (which you
have to specify). If the grant applicant is a nongovernmental organization
(NGO), indicate that early on in your funding request. You may be asked for
proof of registration as an NGO with your country’s approval officials. Read
more about NGOs at www . state.gov/non-governmental-organizations—
ngos—-in-the-united-states/.

Is your organization a type of applicant that isn't eligible? Search for a partner
(government agency or nonprofit) that can be the lead grant application
responder. Doing so gets dollars into the front door of your organization
because you're incorporated into the funding request as a subcontracting
partner.
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Year the grant applicant organization was founded: Enter the year your
organization was incorporated or created. Often, the year of incorporation
differs from the creation date because many nonprofit founders start
providing programs and services first and seek incorporation several years
later. You need to explain any such discrepancy in your opening narrative,
which is the background/history narrative section.

Current grant applicant operating budget: Supply the organization’s
12-month operating budget total for the current fiscal year. Note that some
funders also request the operating budget for the time period that the grant
would cover. Always comply with whatever information is requested.

When it comes to money, be sure to supply information that portrays the
truth and nothing but the truth.

Grant applicant organization’s employer identification number (EIN) or
taxpayer identification number (TIN): This portion of the form asks for the
seven-digit EIN/TIN assigned to your organization by the IRS. The EIN/TIN is
also called a taxpayer reporting number. You can find the EIN/TIN on your IRS
letter of nonprofit determination or by calling your organization’s financial
person/department.

Grant applicant organization’s fiscal year: Indicate the 12-month time-
frame that your organization considers to be its operating, or fiscal, year. The
fiscal year is defined by the organization’s bylaws and can correspond with the
calendar year or some other period, such as July 1 to June 30.

Grant applicant organization’s contact person information: Name the
primary contact in your organization for grant or cooperative agreement
negotiations, questions, and written correspondence. This person should be
your executive director, board of directors’ president, or program director —
not the grantwriter. Why? Because you, the grantwriter, have no legal or
financial authority to act as the contact person. Communications clearly need
to be with the governing body or the authorized executive-level staff.

Grant applicant organization’s address: Provide the current street and/or
mailing address for the applicant organization.

Potential funders view a post office box address as a red flag because these
addresses tend to be used by grassroots nonprofits and fly-by-night (here
today, gone tomorrow) grant applicants. Stick with a street address on your
grant application.

Grant applicant organization’s telephone/fax/email information: List the
contact person’s telephone and fax numbers (with area code) as well as an
email address. Some nonprofit organizations use online fax services, such as
eFax (www.efax.com).
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3 Grant applicant organization’s website address: Organizations seeking
grant funds are wise to have a website that funders can refer to that includes
an overview of the organization.

If you’re applying to a federal funder, you also need to provide the following
information:

3 D-U-N-S number: Federal grantmaking agencies require that all grant
applicants have a D-U-N-S number that lets others more easily recognize and
learn about their organizations. The D-U-N-S number is a nine-digit identifica-
tion sequence that provides a unique identifier of a single business entity
while linking corporate family structures together. You can register for a
unigue D-U-N-S number by visiting the Grants.gov website (www . grants. gov/
web/grants/applicants/organization-registration/step-1-obtain-
duns-number . html) and following the on-screen instructions.

You'll need to register with SAM.gov (sam. gov/content/home) to have your
D-U-N-S fully integrated for government grant identification purposes.

3 Grant applicant’s congressional districts: On a federal grant application,
you need to list all the congressional districts in which your organization is
located and your grant-funded services will be implemented (www . govtrack .
us/congress/members/map). You can also get this information by calling the
public library or surfing the Internet to locate your legislator's website, which
will contain their district numbers.

Knowing and developing ties with representatives in Washington, D.C., and at
your state capital is critical. You always need friends in high places. (See
Chapter 4 for more on connecting to government officials.)

Writing about the project in need
of funding

Filling in all the blanks on paper or electronic grant application and cooperative
agreement cover forms and budget forms is critical. Leaving any fields related to
applicant agency and project details blank makes you look nonresponsive, and
this impression alone may stop a reviewer from reading your document any
further.

Luckily, most electronic grants and letters of inquiry are programmed to alert you
to missing information and won’t let you upload the document until you supply
the missing information. Just in case, though, I use the following sections to
highlight the blanks you must pay particular attention to so the reviewer doesn’t
lose interest in your organization.
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Project name

List your project name on the cover letter, the cover form, and any other funder-
requested documents. A project name enhances the storytelling (personalized)
approach necessary in today’s highly competitive grantseeking arena.

Project names should be memorable, but stay away from long ones. Here’s a great
example for a project name: Project R2.A.L.S.E. What does it stand for? Researching
Realistic Academic Indicators for Student Evaluations. And that’s just one possi-
bility. Whatever you do, use your imagination and don’t use a name that translates
into an offensive abbreviation or acronym.

Organization’s mission

When funders ask for the grant applicant organization’s mission statement, they
want to see the vision-driving string of words that communicates to the world
your organization’s purpose. Be sure to limit your mission statement to a single
sentence.

Purpose of the request

Compose a short, one-sentence statement about why you’re approaching this
particular funding source. Does its mission align with your organization’s? Has it
funded your organization previously? For example, “The purpose of this request
is to seek your initial and ongoing funding to conduct research on emerging stu-
dent evaluation indicators other than standardized testing and letter grades.”

Give dates for the project

Provide the proposed starting and ending dates of the project. You don’t have to
figure exact days; just express the project dates according to month and year.
Don’t forget to give the project a start date that’s at least six months into the
future; funders need time to review and make decisions about who receives grant
awards. Many funders specify when (month/year) they anticipate announcing
awards. If a timeframe is specified in the application materials, target your start
date to correspond with it.

Amount requested

Enter the amount you’re requesting from the funder (round off to the nearest
dollar).
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Do your homework by reading the funder’s instructions — they usually contain a
funding range minimum and maximum along with the grant award amount num-
ber. For example, “In order to contract with K-12 educators (from the K-12 Edu-
cations for Academic Scoring Change Association) and research other ways to
evaluate the academic success of K-12 students, the Georgetown Education Asso-
ciation is seeking $200,000 for a 24-month educational policy-changing
program.”

Total project cost

Include the total cost of the proposed project. Double- and triple-check to make
sure the number you enter here matches the total cost of the project listed in the
budget narrative and on the budget forms. (For more about budgets, check out
Chapter 18.) For example, “The total project cost is $200,000.”

Geographic area served

Describe the location of your project in this order: city, county, state. You can even
narrow your target-population area down to census tract numbers, specific names
of neighborhoods, or congressional districts. (Some funding is designated for spe-
cific geographic regions within a state.) For example, “The geographic area is the
District of Columbia. The 179 census tracts impacted are listed in Attachment 1.”

Signatures

Most federal government applications are submitted online through one of the
feds’ e-grant portals, Grants.gov, so you type the requested contact information
for the authorized contact person for your organization into a signature field box
instead of submitting an original signature. Even foundations and corporations
are using typed names for e-grant signature boxes.

If you end up submitting a paper/hard copy of your grant application (which will
likely only happen with small foundations that have not embraced e-grant tech-
nology), all signatures should be in blue ink. Using this color makes differentiat-
ing the original document from the copied documents easy for the funder.

Storytelling with facts

Over the years, the field of grant writing has shifted from technical “just the facts
and nothing more” writing to a kinder, friendlier way of cozying up to the grant-
maker’s decision-making staff. Now, if you want to secure a grant, you must put
life, personality, and compassion into your request. This type of writing approach
is referred to as storytelling.
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Here, I give you some great tips on the type of information to include in each

@ section of your funding request and how to turn the ordinary into the extraordi-

nary in each narrative section you’re likely to see in any funder’s grant application

TIP format (I provide more in-depth advice and examples for these narrative sections
in Part 4):

3 Background/history of the grant applicant organization: Write with
passion about your organization: its founding date, its purpose, its mission,
and its location. Include quaint, not-so-common information about the
founder and their reason for creating a nonprofit organization.

If you're writing about a unit of municipal government (city, town, township,
village, hamlet, or county subdivision of government), include trivia on how
the community was named, started, incorporated, and so forth. Also, include
information on any major grant-topic-related accomplishments the grant
applicant organization has achieved.

3 Current programs and activities: Write with excitement about the current
initiatives the grant applicant organization is involved in. List in chronological
order all the organization’s programs and activities.

Include specific program names, dates started, and outcomes-to-date, such as
the number of participants who have received services and the benefits they
gained because of their involvement in the program.

3 Description/demographics of your constituency: Write with accuracy about
the population the grant applicant organization provides services to. Include
age range, gender, ethnicity, economic status, educational level, and other
characteristic descriptors. The funder needs to know whom you serve and
what's special about your target population.

Include a case scenario, a story about how a participant has encountered
multiple life barriers and is now on a waiting list to be served by the grant
applicant organization.

3 Description of community: Write with innate knowledge about your
community’s makeup where the grant applicant organization is located or
where its services will be provided. Describe the community by providing a
combination of city and county information. This section is about the virtual
picture of your community — facts and statistics — not trivia, which belongs in
the background section.

Use compelling words and colorful (but true!) descriptions; funders don't want
to read a book report about your town. Don't just copy and paste census
information from the Internet. Where you do use statistics, incorporate them
into tables, graphics, and figures.
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Cite your sources, and don't use statistics that are more than five years old.
Copying and pasting information you find on the Internet is okay as long as
you include a reference citation (footnote by copying the website address
where you found the information). Just make sure your online sources are
reliable. Never cite anything you find on Wikipedia (https://en.wikipedia.
org/wiki/Wikipedia:Wikipedia_is_not_a_reliable_source#:~:
text=Wikipedia%20is%20not%20a%20rel iable%20source%20for%20
citations%20elsewhere%2@on, progress#2C%200r%20 just%20plain%20
wrong.&text=Wikipedia%2@general 1y%20uses%20reliable%2@secondary,
vet%20data%20 from%20primary%20@source).

Description of work with partnership agencies: Write about the grant
applicant organization’s demonstrated partnership experiences with commu-
nity, regional, state, and national partners. Create a table with header rows for
partners and their roles with the grant applicant organization. You can even
add a third column to the table for years of affiliation.

You can't copy and paste tables or other graphics into online e-grant tem-
plates. You can only include them if the funder allows you to upload word-
processing files or PDFs. Chapter 23 includes more tips on e-grants.

Add shading to the table's header row and to each column. Just be sure to
keep it legible and not distracting.

Proposed initiative: Write with certainty about what the grant applicant
organization plans to do with the grant or cooperative agreement award.
State the intentions simply and directly in one or two sentences.

Write something like “The purpose of this request is to secure the necessary
financial infusion to conduct extensive research to fulfill the mission of Project
RZA.IS.E”

Statement of need: Write with compassion about the problem the grant
applicant organization will combat with the awarded funds.

Use gripping words to relay the gloom, doom, drama, and trauma of your
situation and why your organization needs the requested funds. Be honest,
cite hard data that demonstrates your need, and don't just use anecdotal
observations.

Program design/plan of action: Write with the knowledge of demonstrated
best practices about the process you'll implement to solve the problem or
need. Incorporate evidence-based practices (proven intervention/prevention
best practices models, which you can find on the Internet); by doing so, you
demonstrate to the funder that you're relying on proven research to design
your program. You let the funder know that you've taken steps to avoid
reinventing the wheel. (No funder wants to pay for a clueless process of
discovery when the intervention process has been perfected elsewhere.)
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Goals: In futuristic and global terms, create numbered project goals.

Detail where the target population will be when the grant funds have been
expended.

SMART objectives: These specific, measurable, attainable, realistic, and
time-bound objectives show the funder how you'll measure the program’s
success.

Write percentage-driven benchmarks for your target population or
program that are achievable within the grant period (including annual
benchmarks for multiyear requests).

Activities/strategies: Write about the proposed activities, tasks, or
strategies you'llimplement to reach your goals.

Put this information into table format and shade each row and column
differently (but don’t use too many colors).

Timeline: Incorporate target dates for your objectives and activities/
strategies. Note when the objectives will happen and when the activities
will start and end. A timeline presented in a table looks great to readers.
This timeline chart or table is often referred to as a Gantt or implementation
chart. When the applications indicate required elements in the timeline, be
sure to include every required element in your final timeline chart.

Shade your rows and columns if the funder allows graphics; otherwise, just
include the information in narrative format.

Impact on problem: Write about how the grant applicant organization’s
proposed action will reduce the problems discussed in the statement of
need.

Note how similar interventions or preventions in other locales demon-
strated impact and resolution of the problem(s).

Project significance: Write about the impact the grant applicant organiza-
tion's project will have on the target population from a wide viewpoint.

more directly to the grant reader/decision maker. Project significance can
be stated in a brief paragraph.

@ Write this section in italics. When you incorporate italics, you're speaking

TIP
Systemic change: Write about how the program the grant applicant
organization plans to develop with funding support will positively change
society or improve rigid and antiquated systems.

Use futuristic, hopeful language.

Performance evaluation plan: Write about who will conduct the perfor-
mance evaluation, what it will cover, and the timeframe for evaluation
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activities. Keep in mind that the collection of frequent and unbiased
feedback from members of the grant’s target population is critical to an
accurate performance evaluation.

If the funder’s format allows graphics, create tables that incorporate the
previously written SMART objectives (see the earlier bullet) and how they
will be measured. Otherwise, present this information in narrative format.

Dissemination of evaluation findings: Write about who will receive a
copy of the evaluation findings. Dissemination of evaluation materials is
important for reporting to current funders and can sway future funding
sources when you attach them to grant applications and cooperative
agreements.

Propose to disseminate findings beyond your local areas. For example,
present the findings at a national conference or regional round table
where other organizations will benefit from your experiences and results.

Key personnel/staffing: Write with familiarity about the staff, contracted
consultants, and volunteers needed to carry out the program or project. For
each position, indicate what percentage of the person’s time will be allocated
to the project and which budget — cash match, in-kind, or requested — their
salary will come from. (Cash match refers to cash your organization has
available to allocate to the grant-funded program, when funded.)

Format position titles and time allocated to the projects in bold.

Management plan/organizational structure/administration: Write with
confidence about who will report to whom and where the built-in assurances
of administrative and financial responsibility will be established. Be sure to
add your financial staff to the management plan. Funders want to see that
your organization has strong financial accounting and stewardship practices
in place.

Incorporate this information into a narrative paragraph.

Sustainability: Write with accountability about how the grant applicant
organization will continue some or most of the grant-funded program
components after the initial grantfunding timeframe has ended.

Tell funders about the funding plan your board of directors and administra-
tive staff or development office staff have in place. Let them know that you'll
be working hard to identify continuation funding for their starting grant
investments.

Adequacy of resources: Write with confirmation about any financial,
physical, and personnel resources the grant applicant organization already
owns or has access to that can be used for program activities.

Use dashes to list the resources.
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Making Sure You Have the Mandatory
Attachments Before You Start Writing

WARNING

Virtually all grant applications require a few standard attachments that provide
additional information about the grant applicant organization. These attachments
follow the grant or cooperative agreement narrative. The following list outlines
some of the things you’ll likely attach to your grant request. Keep in mind that
each funder has its own instructions on how to order these attachments, so the

order here isn’t necessarily standard.

Funders are often very specific with regard to attachments. Many accept only
the attachments they specifically list. If the funding source’s guidelines indicate
that the funder accepts no attachments or that submitting any material
besides the grant application results in the application not being reviewed, omit

the standard attachments covered in this list:

»

»

»

»

»

»

Budget summary/cost summary: Fill in the blanks on a standard worksheet
listing line items and expense amounts as required by the grant guidelines or
directions. (Head to Chapter 18 for more about budgets and financial stuff.)

Budget detail/budget narrative/cost justification: Write a detailed
narrative on each proposed expense.

Up-to-date financial statement: Attach a copy of the grant applicant
organization’s most recent financial statement. Whether audited or unau-
dited, the financial statement should explain any findings of concern.

Proof of tax-exempt status (if applicable): Proof is a copy of the grant
applicant organization’s 501(c)(3) letter of nonprofit determination from the
IRS, with the date on which a certifying agency recognized the status.

Board of directors with affiliations: This attachment lists the names and
board positions of the organization’s governing body along with their position
within the community (board of directors, city council members, village
trustees, and so on). This document also should mention the lengths of their
board terms and amount of time remaining to be served.

Letters of commitment: A /etter of commitment comes from a partner
organization and states that the partner is committed to providing leveraging
assets to your grant-funded program when funded. Partner organizations can
commit to providing cash, facilities, technical assistance, equipment, supplies
and materials, or loaned staff. Ask for letters of commitment from affiliates
early in the writing process, and include at least three such letters with all
grant applications you send out.
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Memorandum of Agreement (MOA) and Memorandum of Understanding
(MOU): The names for these requested documents can be interchangeable
depending on the type of funding agency. Typically, they're multipage formal
contracts between the grant applicant and its program implementation
partners. These documents detail the role of each party in the agreement and
include their specific committed tasks when the funding is awarded.

Annual report: Include an annual report (brochure, booklet, or newsletter).

Other documentation: Submit one-page summaries or complete résumés of
key program personnel, as the funding source prefers. Also, if your organiza-
tion has Memoranda of Agreement or Memoranda of Understanding signed
by partner or collaborating agencies, attach these documents last. (Go to
Chapter 10 for more information on these documents.)

CHAPTER 3 Understanding Grantmaking Entities Expectations
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IN THIS PART ...

Begin your search for public-sector funds with your local
or state government. Aim for bigger bucks by applying
for funds from one of the 26 federal grantmaking
agencies. Create a grantfunding plan.

Become best friends with the main federal e-grant
portal, Grants.gov, in order to find critical funding
opportunities and submit applications.

Explore online grant databases to identify private-sector
funding opportunities and figure out whether your
organization fits a funder’s organizational, geographic,
and programming criteria so you don't pursue an
opportunity that's not realistic.

Understand the types of legitimate individual and
for-profit business grants available. Dispel infomercial-
based myths, and discover what's really out there for
you or your organization.

Peruse grants for academia and fellowships to identify
funders for research projects in higher education.

Locate the grants set aside for organizations that
provide programs and/or services outside the United
States and follow the rules of the international funder
you're applying to.



IN THIS CHAPTER

» Taking a 360 degree look at nearby
public funding

» Stepping into the world of federal
grantmaking agencies and Grants.gov

» Raising your odds of funding by
communicating with elected officials

Chapter 4

Venturing into
Public-Sector Grants

n this chapter, I take you on a journey down the government’s grantmaking

highway, which starts in Congress and ends in your state, county, town, village,

or city. I also reveal how to get your elected officials to support your grantseek-
ing efforts.

Before we get started, let me set the record straight when it comes to government
money: There is no such thing as a “free” grant or “free money.” Every grant
award comes with strings attached. Either you have to spend your own money
first (reimbursement grant) and submit receipts to get grant funds, or you have to
file reams of electronic paperwork to generate an electronic funds transfer into
your organization’s bank account.

Looking for Local Funding First

Washington, D.C., is a funding epicenter for U.S. government grantmaking agen-
cies. Congress creates legislation and then votes to allocate funding to hundreds
of grantmaking programs annually. This funding then trickles down to your state
capital. (Note that there are plentiful opportunities for nonprofits and units of
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local government to apply directly to a federal funding agency for a grant, provid-
ing they are eligible grant applicants.)

Federal dollars trickle down in three forms:

3 Formula: This money is paid based on a preset head-count (enrollments and
population) formula.

¥ Entitlement: State agencies get these monies because federal legislation
entitles them to receive it every fiscal year.

An entitlement grant is one in which funds are provided to specific grantees
on the basis of a formula, prescribed in legislation or regulation, rather than
on the basis of an individual project. The formula is usually based on such
factors as population, enrollment, per-capita income, or a specific need.
Entitlement grants often result in pass-through grants to municipalities and
nonprofits.

3 Competitive grant or cooperative agreement awards: The state, munici-
pality, nonprofit, or other grant applicant with the best grant application wins
this money.

Some states and U.S. territories post all their federal pass-through funding and
re-granting opportunities on one website. (Re-granting and pass-through refers to
grants made from the monies a state or territory has received from the federal
government.) In addition, some states and territories develop their own grant
programs funded entirely through state dollars. If you’re fortunate enough to live
in a state or territory that does so, check out their website for a mailing list. You
may be able to sign up for email grant notice alerts from their Capitol-based
agencies.

However, most states or territories don’t post these announcements where they
are easy to find, so you have to be a really great Internet detective to find the mon-
ies in your state or territory (not to mention in Washington, D.C.). You need to surf
a bit each day to catch all the new postings for grantfunding opportunities. When
I'm searching for state grants in Washington state, I use Google and type in
“grants, state of Washington agencies”. The results are a list of state agencies in
Washington state that have grantfunding opportunities posted on their websites.

Most state and territory grants usually award less money and require just as much
paperwork as federal grants. But the odds of winning a grant are better at the state
level than at the federal level. It’s a no-brainer: The main reason you face better
odds is that fewer grant applicants are competing for the state-level monies.

The next sections reveal how to find grant monies available at the state and local
government levels.
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Finding out where the money is in your
state or territory

To find grant opportunities at the state level:

¥ Visit your state government or territory website. If you search the state
site and can't find a listing of all the state’s grant opportunities, call the
governor's office and ask to be directed to the various agencies that give
grants. Only track grantfunding opportunities from the agency that adminis-
ters the federal programming for the type of funding that your organization is
seeking. For example, a charter school will track state Department of
Education grant alerts. A substance abuse prevention agency will track state
Department of Health and/or Human Services grant alerts.

3 Email or call each appropriate state agency. Contact the agencies responsi-
ble for carrying out legislative funding mandates relevant to your own funding
needs and be sure to get on their mailing lists for grantfunding opportunity
alerts.

When you receive an alert about a state or territory grantfunding opportunity
you’re interested in applying for, look for the link that connects you to the grant
application summary and download the complete grant application (including

guidelines). Look for the following information:

3 Type of application: Is it an electronic or a print application? For example, the
majority of grant applications are submitted electronically via online e-grant
portals; some state agencies can still only accept hard copies.

3 Due date: Make sure the due date is manageable and gives you enough time
to collect topic-related information and write the application. A reasonable
amount of time is 30 days from the date the grantfunding announcement is
published or issued via email and the actual due date of the application.

3 Who's eligible to apply: Every grant competition has a section listing the
types of grant applicants eligible to apply for funds (Chapter 1 gives you a list
of eligible grant applicants). If your organization’s forming structure (local
education agency, nonprofit, and so forth) isn't listed, consider partnering with
an eligible applicant. (Head to Chapters 9, 10, and 11 for more on finding the
right grantseeking partners.) You may also want to contact the funding agency
to clarify any non-published eligible applicants because your organization may
be eligible to apply after all.

3 The number of grants to be awarded: You may have to call the funding
agency's contact person to find out the number of available grants; this
information often isn't included in state grant application guidelines.
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Unless you're the only organization delivering highly specialized services/
programs and have no competitors, don't apply for competitive grant funds
where fewer than three awards will be made statewide. The fewer the
number of grant awards, the worse the odds are for winning an award.

All grant applicants have a fair chance of winning a state or territory agency grant
award if a sufficient number of awards are available. I always ask how many
grants will be awarded so I know how many ways the money will be divided. This
information helps me develop a more competitive project budget — staying con-
servative and on the low end of the average grant range. (Browse Chapter 18 for
pointers on putting together a winning budget section in your grant or coopera-
tive agreement proposal.)

Looking for pass-through funding

At the local government level (county, town, village, township, hamlet, and city),
look for public monies at the County Board of Commissioners, local Area Agencies
on Aging, the Mayor’s Office on Neighborhoods (or a similar Federal Community
Development Block Grant administrator), regional housing authorities (they sub-
grant for neighborhood-based services), your county-based department of social
services, and more. All these agencies receive direct funding from state agencies
and federal pass-through funding for re-granting purposes at the local level
(more on pass-through funding in the following section).

Because not all funding opportunities are posted on websites that are easy to find,
you want to develop connections with agency representatives to find out the inside
scoop. Also, ask questions of local elected officials and track down these publicly
available grant funds. Be aggressive in asking questions about what funds are
available, who can apply, and who the contract person is for the agency re-
granting the monies.

Analyzing the Types of Federal
Funding Available

60

Federal government grant monies come in two forms:

¥ Direct grants: You apply directly to the federal government. There is no
intermediary agency.
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¥ Pass-through grants: Your state applies to the federal government for a
grant. After receiving the grant, the state then passes the federal monies on to
applicants.

Pass-through monies are still considered federal monies even though they're
distributed by state agencies.

Whether in the form of direct or pass-through grants, federal monies are also
classified as either competitive or formula.

In this section, I give you the scoop on the pros and cons of direct and pass-
through grants, and I share the details you need to know about competitive and
formula grants. Note: Some of the terms in this section may seem to overlap with
the kinds of allocations listed earlier in the chapter, but that’s just because the
government ran out of unique names to use (that’s my theory and I’m sticking to
it). The grants in this section are different entities from those earlier terms.

Discovering direct grants

The advantages to applying for a direct grant award or cooperative agreement,
which comes straight from the federal government, include the following:

¥ Direct grants have no middlemen and none of the extra layers of red
tape added by intermediary grantmaking agencies. You apply directly to
the federal government for a grant in response to an announcement of the
availability of funds.

3 When you compete for a direct grant, you communicate directly with a
program officer in a division of a federal agency. This interaction means
one-on-one attention, so be sure to review the application guidelines thor-
oughly and then compile all your questions. You can email or call the grant-
making agency’s contact person for clarification and answers. Doing so
upfront clears the way for the topic research and the grantwriting process.

Avoid being a nuisance! Don't call and make small talk. Have your questions
ready before approaching the agency contact and ask if the individual prefers
to have questions emailed. Be prepared to take copious notes. If you feel you
still lack a clear answer about how to proceed, ask again.

Some federal agencies have a deadline for submitting questions via email or
by phone; read the grant application guidelines to make sure you can still
make the call or email contact. If the window has passed, look at the agency’s
website for a link to frequently asked questions (FAQs). Others have probably
asked the same questions you have, and the agency may have posted the
answer for the general public to review. Also, remember to check daily for
modifications to the initially posted grant applications guidelines.
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FIGURE 4-1:

How to figure out
differences
among types of
federal grants.

Once you identify funding opportunities that you want to track, you can sign up
for Grants.gov grants and receive email notifications when the application cycle
opens for forecasted funding. In order to subscribe to those notifications, you
need to register for an individual account (login and password required). Then just
click Subscribe in the upper-right corner of the funding opportunities Synop-
sis tab.

Many federal agencies host a technical assistance call or webcast in which poten-
tial applicants can participate. In this forum, program staff members responsible
for the grant application typically provide an overview of the application notice,
highlighting key points of information, and then open the call to questions from
potential applicants. These discussions provide a great opportunity to hear from
program officers, ask questions, and learn from the questions of other applicants.
You can find the date, time, and access information for any webinar in the full
Notice of Funding Availability (NOFA) announcement, Request for Proposal (RFP),
Funding Opportunity Announcement (FOA), or Request for Application (RFA), as
well as on the funding agency’s program-specific website. It’s important to par-
ticipate in these webinars to hear the full scope of what’s expected in a grant
application recommended for funding.

Look for a link to the Full Announcement on the Related Documents tab in the
View Grant Opportunity page (the same link you clicked to view the Synopsis).
Figure 4-1 shows you what to expect when you’re on the Grants.gov site, perusing
a NOFA, RFP, FOA, or RFA.

—_ GRANTS.GOV"™

HoAE u SEARCH GRANTS ~ APPLICANTS GRANTORS SYSTEM TO.SYSTEM

GRANTS.OOV | Search Graces

SEARCH

SEARCH GRANTS L]
BASIC SEARCH CRITERIA:
) SORT BY: Pusiat Dess (Mescemdng) v|| Update Sot DATE RANGE: | All Avow e indat

¥ PowlecDate | Close Date

Source: https://www.dummies.com/business/nonprofits/grants/
how-to-figure-out-di fferences—among-types-of-federal-grants/
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WARNING

TIP

The one major disadvantage to applying for a direct grant award is that they’re
tough to win. You compete with other grant applicants from the 50 states and all
the U.S. territories. If the feds are only planning to award money to ten grant
applicants, your chances are slim — even with a stellar funding request. You may
even be competing with state agencies, which further narrows your chances.
Urban and rural poverty pockets receive first priority for most social-services-
related program funding (such as housing, education, and health and human ser-
vices) and other grantmaking areas earmarked for social-issue hot spots. If you
aren’t proposing services in one of these high-needs geographic funding areas,
your chances of winning a federal grant from a competition that gives 5 to
25 extra review points to high-needs, census-data-supported geographic areas
are reduced to almost nothing. Not all funding programs have these types of ser-
vice priorities.

Using the eligible applicant criteria
to track the funding stream

Pass-through grants have two advantages:

3 When you apply for pass-through grant funds at the state level, you
compete against other grant applicants in your state only. As a result, you
encounter considerably less competition than at the federal, direct grant-
seeking level.

3 When you're making an appearance before the state agency program
staff, you can get info on previously funded grants. Under the Freedom of
Information Act (FOIA), all government agencies must provide requested
public information to the requestor (you, the public), so don't feel like you're
being a bother. Make sure the list contains the grant recipients and award
amounts. And ask for a copy of a successful grant application from a previous
competition. Knowing how winners write can boost your chances.

You can use the FOIA to obtain information about all types of grants funded
by any government agency.

The only disadvantage to applying for pass-through grants is that the grant
awards are often smaller than those for a direct grant. The legislation determines
the award allocation. So, it’s a trade-off: Pass-through awards are smaller, but
they’re also easier to win.

Pass-through grant awards can be significantly smaller than direct grant awards
because the state takes money off the top of each federal grant to cover adminis-
trative costs. Then the amount that’s left must be divided geographically and
politically. For example, grants may go to certain areas of a state or territory
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because those areas haven’t won many grant awards recently. The money may go
to other areas because that district’s state senator or representative has a lot of
power and influence with a state agency. Like it or not, politics can have a major
influence over grantmaking.

Knowing the difference between
competitive and formula grants

To win a competitive grant or cooperative agreement, you must compete with other
grant applicants for a limited amount of money. A team of peer reviewers (experts
and laypeople who apply to read and score grant applications) looks at your appli-
cation and decides how many points you receive for each narrative section in the
body of the grant request. The applications with the highest scores are recom-
mended for funding. (See Chapter 11 for details on the peer review process for
grant applications.)

A formula grant (a fill-in-the-blanks, no-brainer form), on the other hand, is
money disbursed by a state agency or municipality to a grant applicant based on a
preset standard or formula.

A great example of formula monies is a grant program administered by the
U.S. Department of Justice. The Justice Assistance Grant (JAG) Program (not to be
confused with the military’s Judge Advocate General Program) is the leading
source of federal justice funding to state and local jurisdictions. The program pro-
vides monies to states, territories, tribes, and local governments, which they in
turn use to support program areas including law enforcement, prosecution and
courts, prevention and education, corrections and community corrections, drug
treatment and enforcement, planning, evaluation, technology improvement, and
crime victim and witness programs. All JAG allocations are calculated by the
Bureau of Justice Statistics (BJS) based on the statutory JAG formula and displayed
on the JAG website each fiscal year.

Learning your way around Grants.gov

Every day you can receive a free email alert from Grants.gov announcing grant-
funding opportunities from any of the federal grantmaking agencies. Just log on
and subscribe. Simply choose one or more agencies and wait 24 hours to start
cruising through the daily list of federal grant announcements.

Here’'s how Grants.gov can help you find federal grant monies for your
organization:
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»

»

»

You can search for current and past grantfunding opportunities. Log on
daily and check for postings in your area of interest. A subject search (for
example, “housing,” “legal services,” or “after-school programs”) is the easiest
way to narrow down specific grant competitions in your project or program
area. | like to use the Newest Opportunities tab on the homepage. It allows you
to double-check for federal funding availability alerts you may have missed.

You can register for notification of grant opportunities. Subscribe to a
daily email alert. Look for the Manage Subscriptions link at the upper right of
the homepage.

You can browse through the Applicants tab (at the top of the homepage) to
look at all sorts of materials. For example, you can learn about the Grants.gov
workspace, apply for grants, track your application, or click one of the resource
links for grant eligibility, individual and organization registrations, applicant tools
and tips, applicant FAQs, submitting UTF-8 special characters in your upload
filenames, Adobe software compatibility, and encountering error messages.

You can also apply for grants directly through Grants.gov after you’ve reviewed
the Apply for Grants link under the Applicants tab and completed the registration
process.

You must be registered in order to upload your grant application documents to
Grants.gov.

After registering, you can do the following:

»

»

»

»

Prepare to apply for grants. Click the link provided for a grant and read the
full announcement. If it fits your organization, you can download the grant
application package.

Access active grant application packages. In addition to the required forms,
you can also access lists of FAQs regarding each grant. Usually, these ques-
tions originate at the funding agency’s technical assistance call or webcast (see
the earlier section “Discovering direct grants” for more on these discussions).

Download, complete, and submit grant application packages online
through the e-grant system portal. Grants.gov gives you links to download
the grant application forms or complete the forms online. You can also submit
your entire grant application online, including uploading your narrative and
attachments in the requested formats.

Check the status of an application submitted via Grants.gov. After you
submit your grant application package, you can check back frequently to see
whether your request has been accepted or rejected.

For more on federal grant application packages, turn to Chapter 5.
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FIGURE 4-2:
Search for grants.

Understanding forecasted funding
announcements

When you’re searching for grantfunding opportunities on Grants.gov, you will see
that there are four types of Opportunity Status listings:

¥ Forecasted: A forecasted grantfunding opportunity is a planned or projected
funding opportunity from a federal agency. The agency is giving you advance
notice that a funding opportunity is on the way. There is not a guarantee that
the forecasted funding opportunity will materialize into a posted funding
opportunity. You can track forecasted opportunities by subscribing to any
changes made to a specific opportunity. Figure 4-2 shows what a grant search
screen looks like for forecasted funding opportunities.

3 Posted: A published funding opportunity seeking eligible grant applicants to
apply for federal funding.

¥ Closed: A published funding opportunity that has ended. No more grant
applications will be accepted until the opportunity opens again (typically,
annually around the same time).

¥ Archived: Once a funding opportunity is closed or deleted, the Grants.gov
workspace continues to be available to allow applicants to reuse their form
data to populate forms in other workspaces.
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Source: https://www.grants.gov/web/grants/search-grants.html
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Enlisting Political Advocates

TIP

TIP

Searching or applying for federal grant monies without emailing or calling staff at
your elected legislators’ offices doesn’t make much sense. Getting to know these
critical contacts on Capitol Hill and in your state capital can make the difference
between finding out about funding opportunities before NOFAs are published and
hearing about them with everyone else. Time is always of the essence, so why not
get some strong-armed advocacy from your elected representatives?

After you’ve called your elected officials’ office(s), ask their staff members to

3 Keep you posted on future grant opportunities (no matter what your
funding status is): Get in the information loop for state and federal monies.

¥ Look for discretionary grant award opportunities near the end of the
state or federal fiscal year: Some state or territory fiscal years end June 30;
others end September 30. The federal fiscal year ends on September 30. At
these times, leftover monies are quickly dispensed before they have to be
returned to the state legislatures or to Congress.

Representatives are elected to serve on your behalf in the national and state capi-
tals, so use your leverage. Make a telephone call or send an email to the local or
regional office for your state’s congressional legislators. During your initial phone
call or email, ask for a meeting or simply state your funding needs. Tell legislators
that your organization critically needs their support in identifying federal funding.

Here are some pointers on when to make these critical contacts with elected
officials:

3 When you first realize that you're going to apply for a federal or state
grantfunding opportunity: It's critical to let your elected officials, both state
and federal, know that you're submitting a grant application so that they can
provide you with an introduction to the grant program'’s staff, giving you a
direct dial-in number for queries. Your elected officials can also track the
status of your grant application after it has been submitted to let you know
when the application is under review by the program staff. Their processes for
tracking your application will vary from state to state.

3 When you need to request letters of commitment from elected officials:
For federal grant applications, ask representatives to send their letters directly
to the federally appointed official who has jurisdiction over the funding
agency (for example, the secretary of education, secretary of labor, and so
forth). For state and local government agency grant applications, attach the
letter to your grant application package.

CHAPTER 4 Venturing into Public-Sector Grants 67



68

3 When you've uploaded or mailed the grant application: Send a full copy of
the application to your elected officials (national and state, depending on
where you're submitting your application) along with a note that you'd like for
them to work hard to get this request funded.

3 When you find out that your application for funding was rejected: Your
elected officials can find out why the application was shot down — often
faster than you can. And right or wrong, sometimes political clout counts
enough to move a request from the rejection pile to the funding pile. (Note,
though, that government funding agencies are required to provide written
feedback to applicants rejected for funding.)

BENEFITTING FROM EARMARKS AND
NON-COMPETITIVE FUNDING

An earmark is a legislative provision that directs approved funds to be spent on specific
projects, or that direct specific exemptions from taxes or mandated fees. Federal ear-
marks are also referred to as pork barrel spending, when a member of Congress seeks
to fund projects in their own state or district but will not seek these monies for anyone
else’s constituency. Okay, if it sounds like a pig, it's a pig, right? Earmarks are useful tools
for majority-party leaders in Congress. For instance, a member of Congress from a rural
district might ask for a larger space for the local Big Brothers Big Sisters club.

How can earmarks help you and your federal grantfunding needs? Funds for your com-
munity that are designated as earmarks are not subject to submitting a competitive
grant application and waiting to see if your application is recommended for funding.
The types of projects that can be funded with earmarks are infrastructure, community
programs, university research, health care-related, and other local initiatives. Yes, with a
high level of Congressional communications activated on your part, your projects in
need of funding can be included in a federal budget line item tagged as an earmark for
your Congressional district.

It's important to remember that earmarks come and go with each federal election and
the political party in majority for four or more years. Do your homework and find out
who represents you in Congress. Ask yourself, are they in the majority ruling party in
the House and/or Senate? If yes, start making calls to your Congressional team'’s staff
members. Ask about an earmark. Ask what you need to do or write or submit to be con-
sidered for an earmark. Do not give up and do not be discouraged. One telephone call
will not do the job. You must be persistent!
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Also, work to engage elected officials in becoming oriented to your organization’s
needs. How? Host an annual legislative event (a breakfast, lunch, or dinner) where
you present an overview of your organization and a wish list for programs and
services. Make sure to use a slide-show presentation and give each attendee an
information packet covering your presentation content. Your only agenda item is
convincing elected officials or their staff members that your organization has the
most need for government funding.

Some elected officials have a policy of not providing letters of support, advocating,

or communicating with nonprofits. While one elected official in your area may not
be available, you should still go ahead and contact others.
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IN THIS CHAPTER

» Getting familiar with Grants.gov

» Applying for federal grants
» Checking out other e-grant portals

» Perusing standard federal grant
application forms

Chapter 5

Navigating the Federal
Grant Submission
Portals

REMEMBER

stablished in 2002, Grants.gov is the federal government’s e-government

initiative operating under the governance of the Office of Management and

Budget. It provides a centralized location for grantseekers to find and apply
for federal funding opportunities. Through it you can find information on the
more than 1,000 grant programs available through the federal grantmaking
agencies.

In this chapter, I take you on a guided tour of the Grants.gov homepage and give
you some pointers on getting your organization registered to apply for federal
grants and cooperative agreements. I also lead you through those confusing grant
application forms and the downloading and uploading processes for the entire
grant application.

Grants.gov has ongoing maintenance days that may coincide with the day you
plan to submit your grant application. Monitor all alerts for maintenance starting
ten days prior to your application’s submission deadline. When you’re ready to
submit your application, follow the online directions, and don’t procrastinate
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until the last minute to upload your application, you’ll breeze through the once-
stormy waters of federal e-grant applications.

Navigating the Grants.gov Website

The Grants.gov homepage at www.grants.gov is your gateway to everything you
need to know to find federal grants, apply for federal grants, and follow up on
submitted federal grant applications. The page looks simple on first glance, but in
reality it can be a bit confusing. So even though the information in this section
may seem somewhat repetitive after you actually visit the Grants.gov website, I
still want to take you on a guided tour.

Here’s a breakdown of each key topic area tab on Grants.gov and what you can
expect to find when you click them:

3 HOME: On this tab, you find a link to download the Grants.gov mobile
application for searching and submitting on the go. Other clickable icons
include Search Grants, Get Started, Grant Policies, Grant-Making Agencies,
Prevent Scams, Community Blog, Twitter Feed, YouTube Videos, User Guide,
and Support Center. Note: Grants.gov changes its homepage icon lineup
frequently, so you may have to search for these links or icons.

3> LEARN GRANTS: On this tab, you find the Grants Learning Center where you
see links for Grants 101, Grant Policies, Grant Eligibility, Grant Terms, Grant
Agencies, Grant Systems, Grant Programs, Grant Careers, Grant Reporting,
Grant Fraud, and Grant Events.

3> SEARCH GRANTS: This tab takes you to a new Grants.gov web page where
you can not only view snippets of current grantfunding opportunities but also
type in basic search criteria: keyword, opportunity number, or the Catalog of
Federal Domestic Assistance (CFDA) number (now housed athttps://sam.
gov/content/home in their homepage directory under Assistance Listings).
You can also search grantfunding opportunities that are forecasted (might not
have reach posted status), posted (currently available to apply for), closed (no
longer accepting grant applications), and archived (very old grantfunding
announcements). The other search boxes are for the type of grant, by eligible
applicant, by category, and by funding agency.

3> APPLICANTS: On this tab, there are eight categories of information: Check
Your Eligibility, Get Registered, Apply for Grants, Track Your Application, Adobe
Compatibility, Applicant Training, Applicant FAQs, and Manage Subscriptions.
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»

»
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GRANTORS: This tab and its links allow staff at the federal grantmaking
agencies to register and post opportunities on Grants.gov, access training
materials to assist the agencies in navigating Grants.gov, find FAQs, and get
help.

SYSTEM-TO-SYSTEM: This tab provides applicants and agencies with the
information necessary to link Grants.gov functionality with existing systems
within their own organizations.

FORMS: Here you can access a variety of federal forms — including
government-wide and agency-specific forms — currently used for creating
grant application packages at Grants.gov. (For information about federal grant
application forms, head to the related section later in this chapter.)

CONNECT: On this tab, you can manage your Grants.gov subscriptions, join
the system’s social media pages, get help with the Grants.gov mobile applica-
tion, and peruse the Grants.gov newsletter archive.

SUPPORT: This tab takes you to Applicant Support, Grantor Support, Find
Help and Learn, About the Program, Grants.gov Notices and Releases, and
Feedback.

Understanding Grant Applicant Eligibility

Many types of organizations are eligible to apply for government funding oppor-
tunities. Typically, most grant applicant organizations fall into the following
categories:

»

»

»

»

»

Government organizations: State, territory, local, city or township, special
districts, and Native American tribes (federally and non-federally recognized).

Education organizations: Independent school districts, public and state-
controlled institutions of higher education, and private institutions of higher
education.

Public housing organizations: Public housing authorities and Native
American housing authorities.

Nonprofit organizations: Nonprofit organizations with or without 501(c)(3)
status.

For-profit organizations: Any for-profit group other than small businesses.
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¥ Small businesses: The U.S. Small Business Administration (SBA) has estab-
lished size standards for small businesses. Check out the standards at Grants.
gov or the SBA's website, www . sba . gov. (For details on SBA grants, see
Chapter 7.)

¥ Individuals: Individuals can submit grant applications on their own behalf,
and not on behalf of a company, organization, institution, or government. If
you're registered as an individual, you're allowed to apply only to funding
opportunities that are open to individuals.

3 Foreign applicants: The authorizing legislation for each grantmaking
program determines if foreign applicants can apply for funding. Before
applying, foreign applicants should thoroughly review the IRS website (www .
irs.gov) and search for their most recent guidance for Aliens and
International Taxpayers.

Registering on Grants.gov

74

To apply for a grant, you and/or your organization have to register on Grants.gov.
This registration process can take three to five business days, or as long as two
weeks if you don’t complete all the steps in a timely manner. The following sec-
tions explain how to register as an organization (which is most common) and as
an individual.

Registering as an organization

An organization registration is for an individual who is responsible for submitting a
grant on behalf of a company; state, local, or tribal government; academic or
research institution; nonprofit; or any other institution.

In order to get your organization registered to submit grant applications on the
Grants.gov system, you need to follow these steps:

1 . Obtain a D-U-N-S number.

D-U-N-S stands for Data Universal Number System; a D-U-N-S number is a
common tracking number for doing business with the government (federal,
state, and local). All D-U-N-S numbers are provided by Dun & Bradstreet. Call
866-705-5711 or access the Dun & Bradstreet website athttp: //fedgov.
dnb . com/webform. (Refer to Chapter 3 for more on the D-U-N-S number.)
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TIP

Before you apply for a D-U-N-S number, ask your grant administrator or CFO
whether your organization already has one. You can also search online for an
existing D-U-N-S number athttp://fedgov.dnb.com/webform/CCRSearch.
do. Select your country or territory from the pull-down menu, click Continue,
then choose Continue to Government Update to start your search.

Register with the System for Award Management (SAM) at www.sam.gov.

Grants.gov uses SAM.gov to establish roles and IDs for electronic grant
applicants. SAM registration is not completed on the Grants.gov website. Once
the SAM registration is complete, you need to return to Grants.gov to continue
your registration process. If your organization already has an Employer
Identification Number (EIN), your SAM registration will take seven to ten
business days to process. If you're just applying for your EIN, you can get an
EIN immediately by applying online atwww. irs.gov/Businesses/
Small-Businesses—&-Sel f-Employed/Apply-for—-an-Employer—
Identification-Number—(EIN)-Online.

The information requested at SAM.gov is similar to what your organization
submits in its annual IRS tax return, such as name of organization, address,
contact person, and contact person’s information. You also have to upload the
organization’s banking information (the bank’s tracking number and the
organization’s bank account number) to facilitate electronic banking between
the government and your organization. You didn't think they still sent the
check in the mail, did you?

Create a username and password with the Grants.gov credential
provider.

You can create your own username and set a password on the Grants.gov and
SAM.gov websites. After you complete all your SAM.gov information, you get
directed back to Grants.gov to complete your registration with the access-point
information. This is a same-day process.

On SAM.gov, you'll find some new terms, namely MPIN and TPIN. An MPIN, or
Marketing Partner ID Number, is a personal code consisting of nine characters;
it's mandatory if you want to use SAM.gov. TPIN stands for Trading Partner
Identification Number; it's a confidential number assigned to organizations
that currently are or intend to become federal contractors. Check out this
online user guide for how to register with SAM.gov: (www . grants.gov/help/
html/help/Register/RegisterWithSAM.htm).

Obtain AOR Authorization.

If you're not the E-Business Point of Contact (E-Biz POC) at your organization,
have that person log in to Grants.gov to confirm you as an Authorized
Organization Representative (AOR). Only an AOR can log on and conduct
business or grant-related transactions with the federal government. Your
organization may have more than one AOR, or the AOR and E-Biz POC may be
one and the same.
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An AOR can log in using the username and password obtained in Step 3 to
track their AOR status and see whether they have been approved by the
E-Biz POC.

Logging in as an applicant is instantaneous, but you have to wait to become an
AOR until your organization'’s E-Biz POC logs in and approves you as an
AOR. Watch your email from SAM.gov and Grants.gov!

Grants.gov variations for
individual applicants

By adding an individual applicant profile, you become able to apply for grants as a
specific person and not on behalf of an organization. If you work on grant applica-
tions on behalf of a company; state, local or tribal government; academic institu-
tion; or other type of organization, you are not an individual applicant. Individuals
do not need a Unique Entity Identifier (UEI) (www.grants.gov/help/html/help/
index.htm#t=Register%2FObtainDUNSNumber .htm) to add a profile and submit
applications. The system will generate a default value in that field where
applicable.

With this different eligibility also comes several differences in the user experience
with Grants.gov. Since you will be the only person working on the application, you
do not need to perform organization or role management functions.

The Grants.gov Online Help frequently refers to the specific roles and access levels
throughout the help articles in order to explain who can take which actions when.
As an individual applicant, the core actions for applying and submitting applica-
tions are the same as performed by organization applicants, but there are minor
steps that you will not need to take since you do not apply for grants as a team or
manage other users’ access to applications.

Viewing Tutorials in the Grants.gov
Workspace

76

The Grants.gov workspace is the standard way for organizations or individuals to
apply for federal grants in Grants.gov. The workspace allows a grant team to
simultaneously access and edit different forms within an application. Plus, the
forms can be filled out online or offline — your choice.

PART 2 Researching Grantfunding Opportunities


http://www.grants.gov/help/html/help/index.htm#t=Register%2FObtainDUNSNumber.htm
http://www.grants.gov/help/html/help/index.htm#t=Register%2FObtainDUNSNumber.htm

The Grants.gov workspace also allows applicants and organizations to tailor their
application workflow. Learn more about how to start working in the workspace
under the Applicants tab on the Grants.gov homepage. Figure 5-1 shows the first
view of the workspace overview.

GRANTS GOV i ) Worksps

WORKSPACE OVERVIEW

Get Started on Your Workspace Application

Workspace is the standard way for onganizations or individuals to apply for federal grants in Grants.gov, Werkspace allows
a grant team to simultanecusly acoess and edit different forms withan an application. Plus, the forms can be filled out
online or offline — your choice.

Grants.gov Workspace also allows applicants and organizations to tailor thesr apphcation workflow. Here are three
approaches that applicants can take when completing a Werkspace application:

Basic Intermediate Advanced
+ Best for organizations with + Best for organizations with + Best for organizations with
1-2 registered Grants.gov 35 registered Grants.gov axtemal Grants.gov users,
users users such as consultants
+ Applicabion forms arg + Applhcant teams arg + Workspace Owner
FIGURE 5-1: — ame downloaded and emailed to typically comprised of an manages form acoess
- collaborators before being ADR who submits, as well as
uploaded back to the a Workspace Ovmer who + Workspace Owner adds
Get started on workspace oversees form completion subforms
your Workspace LEARN MORE » LEARN MORE > LEARN MORE »

application.

Source: https://www.grants. gov/web/grants/applicants/workspace-overview.html

Accessing Application Package
Instructions

All the federal grant application forms you need are available through the Grants.
gov website. These easy steps help you find and submit an application:

1. Preview and download your grant application package.

To download this package, log on to the Grants.gov homepage and click the
Applicants tab. At the Apply for Grants link, you need the FON or the Catalog of
Federal Domestic Assistance (CFDA) number to download your grant applica-
tion package. Once you are on the Synopsis tab in the NOFO, click Related
Documents to see any files available for downloading. There will be a ZIP file
and a separate PDF file. You can access the grant application package forms
from the Package tab in the synopsis.

2. Review, fill in, and complete the online application package forms.

The mandatory forms can be previewed before you download them from the
Package tab. While the forms for each federal funding agency may differ, these
are the standard mandatory forms: Application for Federal Assistance (SF-424),
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Project Abstract Summary, Disclosure of Lobbying Activities (SF-LLL), Budget
Information for Non-Construction Programs (SF-424A), Budget Narrative
Attachment Form, Project Narrative Attachment Form, and Key Contacts.

The application package consists of front-and-back forms required by the
@ grantfunding agency. This package, as Grants.gov labels it, doesn’t refer to your

grant application narrative or mandatory internal attachments or appendixes,
REMEMBER but instead, to a series of federal forms to be filled out in the Grants.gov online

workspace.
3. Submit the completed grant application.

After you enter all the necessary information online and upload all your
mandatory internal attachments and narrative documents in the PDF format,
you're ready to submit your grantfunding request to the Grants.gov

workspace.
After the submission is complete, a confirmation screen appears with a Grants.
@ gov tracking number (at the bottom of the screen) as well as the official date
and time of the submission. Record this tracking number so you can refer to it
TP if you need to contact Grants.gov or give it to your congressional officials for

tracking your grant application after submission.
4. Track the status of your submitted grant application package.

After submitting your grant application, you can check the status by clicking
the Track My Application link under the Applicants tab on the Grants.gov
homepage. From there, enter your application’s tracking number.

Your application status can be marked as any of the following:
Received: Grants.gov has received the application but not yet validated it.

Validated: Grants.gov has validated the application, which is now available
for the agency to download.

Received by the agency: The funding agency has confirmed receipt of the
application package.

Agency tracking number assigned: The funding agency has assigned the
application an internal tracking number. (However, keep in mind that not
all agencies assign tracking numbers.)

Rejected with errors: Because of errors, Grants.gov can't process your
application. You'll receive information by email on how to address the
errors and resubmit the application.

You also get email updates from Grants.gov as the status of your application
changes.

TIP
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Reviewing Some of the Mandatory
Government Grant Application Forms

TIP

Each federal agency has its own standard grant application forms and its own
guidelines for filling out the forms. Some agencies have fewer than 10 forms; oth-
ers have more than 20. Underestimating the importance of the mandatory forms
and the importance of filling them out properly may result in your grant applica-
tion being disqualified on a technical error.

When filling in any form, always read the instructions that come with the online
grant application guidelines first. Look for the checklist provided in every grant
application announcement. This checklist tells you what to provide in your appli-
cation, including mandatory forms, narrative sections, and attachments or
appendixes.

Most federal grantmaking agencies make exceptions to the standard Grants.gov
application upload requirement and allow grant applicants to submit a paper
application instead, although the agency may require that you request and receive
approval to submit a paper application before the submission deadline. The check-
list becomes even more important for hard-copy submissions, however, because
you must assemble the forms, narrative, attachments, and appendixes in a spe-
cific order. Otherwise, your application may be rejected on receipt. If you can sub-
mit digitally, it is, by far, the best way to know it’s over and done with. The paper
submission process is cumbersome and a lot more stressful.

The cover form is the top page of all federal grant applications. It’s what the feds
see when they open your application package. For years, the application cover
form has been known as the Application for Federal Assistance Cover Form. The
current cover form — SF-424 — is five pages when printed out. It has 21 sections
that cover the basic who, what, when, where, and why of your project and agency,
with instructions for responding to each field, and ends with a federal debt delin-
quency explanation page. I tell you everything you need to know about filling out
the SF-424 in Chapter 5.

The following sections provide an overview of the rest of the most common fed-
eral grant application forms: budget forms, assurance forms, and lobbying disclo-
sure forms. Many state funding agencies use similar forms; the required forms are
listed in the grant guidelines for each funding competition. These forms are listed
in the order in which you’re most likely to see them in grant application
guidelines.
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Budget information forms

One form you have to fill out is a three-page, six-section set of federal budget
forms often referred to as SF-424A (non-constructions programs) and SF-424C
(constructions programs). You can download these forms at www.grants.gov/
web/grants/forms.html. The six sections of this Non-Constructions Programs
Budget Information form set are labeled Sections A through F:

¥ Section A is where you lay out your budget summary (your federal grant
request and your nonfederal matching monies).

Make sure the totals in your budget worksheet and budget narrative match
the total in your SF-424A or C.
TP 3 Section B is for detailing the budget categories line item by line item.
& When you get to Section B, you especially want to have read the instructions
for these forms, because each agency differs in how it wants you to fill in the

columns for multiyear federal funding requests.
WARNING

3 Section Cis where you list the source of your nonfederal monies (called
nonfederal resources).

¥ Section D asks you to forecast your first-year grantfunding needs (referred to
as forecasted cash needs).

¥ Section E is where you tell the federal government the total amount of grant
funds needed in the second through fifth years of your project. However, fill in
this section only if the grant award is for multiple years.

¥ Section F is where you explain any amounts requested in the federal portion
of your budget that are unusual or unclear to someone (such as a federal
grant reader/peer reviewer) outside your agency. In this section, you also
explain your already-negotiated indirect cost rate (contact the Office of
Management and Budget, www . whitehouse. gov/omb, to start this lengthy
process well before you plan to apply for federal grant funding). Finally,
Section F is also where you can add any other explanations or comments to
explain your rather large or mysterious budget.

Chapter 18 gives you greater insight into the budget line-item preparation process.

Assurances forms

The federal government wants assurances that your organization — the grant
applicant — can meet all governmental funding expectations. And it gets these
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©

REMEMBER

TIP

assurances from SF-424B (non-construction programs) and SF-424C (construc-
tion programs). This online form lets you add your electronic signature and
submit.

If you have questions regarding this form, contact the awarding agency. Also, note
that some federal awarding agencies may require you to certify to additional
assurances; if that’s the case, they’ll let you know how to proceed.

The assurances cover your legal authority to (among other things)

3 Apply for grants

3 Address your commitment to record-keeping

¥ Provide safeguards for conflict of interest

¥ Protect the meeting timeframe established in your grant application

3 Comply with multiple federal laws regarding fairness and equity for program
staff and participants

By signing the assurances and other required forms, you are conveying to the
government funding agency that your organization will comply with all applicable
requirements of all other federal laws, executive orders, regulations, and policies
governing this program.

Disclosure of lobbying activity form: SF-LLL

If you hired a lobbyist to make sure more federal or state dollars come your way,
you must fill out the Disclosure of Lobbying Activities form, or SF-LLL. (Read the
funding agency’s guidelines though, because often this form is optional.)

A lobbyist is an individual or a firm that spends a lot of time on Capitol Hill or at
your state capitol schmoozing with elected officials. Lobbyists work for for-profit
and nonprofit agencies. They’re on a (paid) mission to convince legislators to vote
one way or another to benefit their client agencies. Lobbyists apply a lot of pres-
sure, and a lot of money flows as a result.

If you’re looking for any other federal grant application forms, this is the website

to find them: www.grants.gov/web/grants/forms/sf-424-mandatory—-family.
html.
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CHECKING OUT OTHER E-GRANT PORTALS
FOR FEDERAL GRANTMAKING AGENCIES

Some federal agencies have their own e-grant upload portals separate from Grants.gov.
The process varies from agency to agency, so read the grant application guidelines care-
fully to look for the submission process. Here are a few examples:

® Department of Justice (DOJ): Although you generally submit competitive/
discretionary grant applications through Grants.gov, you must submit formula
grants, congressional earmarks, and continuation grants through DOJ's Office of
Justice Program’s Grants Management System (GMS), called JustGrants. For detailed
instructions and tips on applying through GMS, refer to the GMS online training tool
athttps://justicegrants.usdoj.gov/about.

® National Science Foundation (NSF): To apply for a grant from the NSF, you must
register with FastLane, a portal that allows individuals and organizations to interact
directly with the NSF regarding proposals, funding awards, and more. FastLane is
available from the NSF homepage at www.nsf . gov or directly atwww . fastlane.
nsf.gov. FastLane can be tricky for new users. Make sure to spend time learning
how to use the system before your grant application is due.

® Department of Health and Human Services: The Office of Extramural Research
requires grant applicants to register with the eRA Systems in their ASSIST system.
This system can facilitate preparing and submitting grant applications to this
agency. To learn more about the eRA Systems, visit their portal athttps://
era.nih.gov/applicants.
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IN THIS CHAPTER

» Opening the door to finding
private-sector funding opportunities

» Utilizing grant-research databases
» Adhering to the funder's criteria

» Prioritizing your potential
funder’s list

Chapter 6

Researching Potential
Private-Sector Funders

he earlier chapters in this part focus on grantmaking agencies in the public

sector. In this chapter, I take a look at the other segment of funding possi-

bilities: private-sector grantmakers. Private-sector funding comes from
foundations and corporations. This philanthropic well represents corporate and
foundation grantmakers whose endowments (the funds that start each giving
entity) came from individuals, families, other foundations, and for-profit corpo-
rations or businesses.

These funders are plentiful at the local, state, national, and international levels.
How do you find foundation and corporate funders and determine what they like
to fund? In this chapter, I take you on a deep dive research exploration to
find out.
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Finding Foundations and Corporations
with Grantmaking Programs
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REMEMBER

TIP

TIP

Conducting a thorough Internet search is the best way to find private-sector
grantfunding opportunities. I can’t shout loudly enough about the importance of
reading grant-research database funder profiles (which provide an overview of
what they fund, how to make the initial contact, and whom to contact) and then
searching the Internet for every bit of information you can find on each funder
before emailing, writing, or calling to ask questions or introduce your organiza-
tion. If you don’t do this homework, I guarantee you’re never going to access the
road that leads to building an initial and lasting relationship with potential
funders. Don’t be a time waster by trying to skip protocol — unless of course you
actually want to commit grantseeking suicide (this means never receiving a grant
award from funders that typically do fund projects or programs like the one you’re
planning to propose to them)!

Understanding the time and effort required

How do you set up your search? Start by writing down every possible descriptor of
your project and its target population (who will benefit or be served). Then begin
researching those keywords and fishing for clues in the resulting links. Some-
times the links returned by the search engine can be misleading, so you have to
click through to see whether your hit is a relevant funding lead for your project.

Some grant-research databases require time-consuming profile inspections;
many of the search returns will not be a good match for your project or program.
Other databases with different algorithms have higher levels of matching profiles.
You need to decide, based on cost and your available time, which database works
best for you. Finding the right funders can take from 2-4 hours to 30 days working
on one profile per day.

It’s also a good idea to start flushing out your program description and objectives
even before having a specific grantfunding opportunity available. This also helps
you to further hone your keyword search skills when you’ve got a document that
you can extract keywords from.

More is more! Not all potential funders become actual funders, and you don’t want
to spend 9 to 12 months counting on yeses from only one or two funders only to
have them respond with a no. If you need up to $25,000, you must search for at
least 5 potential funders. For up to $50,000, search for at least 10 possible funders,
and for needs of up to $100,000, search for 20 potential funders. For amounts of
more than $100,000, be sure to have at least 25 to 30 names on your list of possi-
ble funders.
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Subscribing to helpful funding
alert resources

After doing Internet searches, the next best tactic is to subscribe to e-newsletters
that contain private-sector funding alerts. These give you the inside scoop on
what private-sector funders are currently funding. My favorite e-newsletters are
the Philanthropy News Digest (http://philanthropynewsdigest.org) and the RFP
Bulletin (http://philanthropynewsdigest.org/rfps), both of which are pro-

duced by Candid.

Here are some additional ways to set yourself apart from the grantseeking bunch:

3 Review each funder’s online resource materials to help you tailor your
grant application to the funder’s current interest area. I'm talking grant

application guidelines and an annual report (which contains financial informa-

tion on the funder and usually a section on previous grants funded).

3 Look for lists of previous grantees on the funder’s website. This list can
tell you how much the funder funds, whether grants have been awarded in
your geographic area, and whom the funder has invested grant monies in
(look for grantees similar to your own grant applicant organization).

3 Email each funder to inquire about grantwriting guideline updates that
may not be posted on the funder’s website yet. It's always possible they
exist; asking never hurts. Be sure to keep your email focused on guideline

updates, though. Don't ask for money or write endless paragraphs about your

organization.

3 Follow to a T all the directions provided by the funding source on how to

apply for grants. If you get one item wrong, your proposal can be disquali-
fied, even if everything else is golden.

& I’d be remiss if I didn’t mention some pitfalls to avoid when grantseeking:

WARNING

3 Don't rely on outdated websites for current contact information. Don't
use anything older than one year (scroll down to the bottom of a website's
homepage to see the date it was last updated). Current information is crucial
because funders don't forward snail mail or email when a key contact person
is no longer working for them. With snail mail, if you address your funding
request to the wrong person, you simply get it back stamped return to sender.
With email, you may get a message that this person is no longer with the
funder, or you may not get any notice. So, although you think you've initiated
the first step to build a relationship with a program officer or foundation
director, your email is hanging out unread in some dormant email system.
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Save embarrassment by calling for the current contact person, the correct
spelling of the person’s name, and the correct position title. Most importantly,
ask how the person prefers to be addressed: Mr., Mrs., or Ms. Double-
checking the email address doesn't hurt, either.

3 Don't look for national funders before you start to contact local funders.
Look for money at home first. Check sources in your own community and
county. You have a better chance of getting your first grant award from a
funder that already knows about your organization.

3 Don't call the funding source with a dozen questions before you read
their grant application guidelines. Be sure you know a bit more about the
funder. If you have new questions about instructions or information not
found in the grant application guidelines, feel free to call. However, don't call
repeatedly with questions that the guidelines answer.

If you decide to call, make sure to jot down some notes about the call and the
person you speak with. Write down their name and title, the date and time of
the call, and what you discussed. Having a contact at the funder’s office can
help if your grant application is rejected and you want the inside scoop

on why.

3 Don't write a grant application or proposal without having completed
extensive research about the funder’s grantmaking priorities. Know what
your targeted funders fund — their grantmaking priorities — and only submit
requests that meet their current interests.

3 Don't broadcast your funding sources to colleagues working for other
nonprofits. Keep in mind that you're competing for funding. Learn to
treasure, or keep quiet about, your findings, lest others apply as well and
lessen your chances of winning.

Scouring GuideStar for Foundation
Funders

Did you know that 90 percent of U.S. foundations don’t have websites? Candid’s
GuideStar (www.guidestar.org/) is a multifunctional nonprofit profile digital
warehouse that provides limited free access as well as subscription-based access
to a multitude of information on all nonprofits that file Form-990s and
Form-990-N tax returns with the Internal Revenue Service.
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I use GuideStar for two purposes:

3 When | am approached by a potential new client for my consulting services, |
quickly open up the GuideStar website, log in, and search for their profile.
Why? | want to make sure they have claimed their profile in GuideStar. This
nonprofit warehousing website collects the tax returns of nonprofits and
creates skeleton profiles within its nonprofit research directory. Every
nonprofit with an active 501(c)(3) is housed in the GuideStar database. | can
review the most recent tax returns, employer identification numbers (EINs),
and a bit of financial information about the client.

¥ Another way to use GuideStar is to search for foundation and corporate
grantmakers that have filed their 501(c)(3) tax returns with the IRS. What
information can you glean by looking at a potential funder’s tax return? Well,
for one, when a potential funder does not have a website and you can't locate
any way to contact the funder, GuideStar has the key to scouring for this
information. Type the name of the foundation; if more than one foundation
exists with the same name, use the drop-down search box on the left to select
the state for the potential funder (your state). This will narrow down any
duplicate names across the states. Scroll down the screen and look for the
annual Form-990 links and click the most current year's tax return filed by the
foundation. You are mining for gold nuggets that will lead you to local family
foundations that award grants but are not visible in any grant-research
database. This is also known as backdoor research.

What to Look for in a Foundation’s
Form-990

A foundation’s Form-990 can reveal lots of information. Look for the following
information to start:

¥ Mailing address and telephone number of the foundation’s primary contact.
You can find this on Page 1 at the top before the Part 1 Analysis of Revenue
and Expenses.

Why? With no website or public profile in a grant-research database, you need
to find out who to conduct more research on so you can email or call the
primary contact for the foundation.
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NAVIGATING IRS FORM-990

When | want to know everything about the financial picture of a specific private-sector
funder, | look at the funder's IRS Form-990 (nonprofit tax return) to see all its assets, the
major grants it awarded, and the contact information for its board members in the
event that | need to ask one of them to be an advocate for my funding request.

When you view a funder's Form-990, pay attention to these key sections:

® Part I: Summary: This section includes the name, address, and telephone number
of the funder (handy information to have if the funder doesn’t have a website or con-
tact information listed in a funding directory). Part | also notes the funder's mission
or most significant activities, governance, revenues, expenses, and net assets or fund
balances. (Here's a hint: If you don't see the mission on page 1, check page 2.)

® Part Vil: Compensation of Officers, Directors, Trustees, Key Employees,
Highest Compensated Employees, and Independent Contractors: This section
includes the names and titles of the funder’s officers, information that's helpful to
have if you need to locate a specific officer or if the contact person listed on page 1
is a third party such as a bank trust officer, fiscal agent, CPA, or attorney. In the lat-
ter case, you can send your funding request to one of the funder's officers instead
of sending it to the third-party contact.

® Part IX: Statement of Functional Expenses: This section lists the total grants
awarded to governments, organizations, and individuals. Knowing this information
provides insight into the funder's overall giving ability. If the funder's total awards
for the previous fiscal year were $100,000, you wouldn't want to ask for $90,000 in
your request. Such a request isn't practical given the funder's funding capacity and
would likely result in a rejection letter.

¥ Total net assets of fund balances at the end of the year (Part lll, Line 6 on Page
3 orin close proximity).

Why? If the foundation's total net assets are under $1,000,000 move on and
look for another private foundation in your community or county or state. A
foundation does not do a lot of grantmaking until they exceed $1 million in
net assets.

¥ Entity that prepared the IRS Form-990 tax return form (Part VII-A on Page 5 or
in close proximity).

Why? This point person or business that prepared the books (accounting) for
the foundation will be listed along with a telephone number and mailing
address. If you can't reach anyone using the Page 1 contact information, reach
out to the entity that prepared the foundation’s tax return.
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¥ Names and addresses of officers, directors, trustees, foundation managers,
highly paid employees, and contractors (Part VIIl on Page 6 or in close
proximity).

Why? Once you know who is on the board, you can look to see if they have
profiles on LinkedIn. This is the time to request a connection. The reason to
type in the connection request box should be to “learn more about the XYZ
Foundation and establish a connection with a director for the purpose of
ongoing communications.” Yes, this really works!

¥ Supplementary information (Part XV on Page 11 or in close proximity).

Why? This section of the Form-990 contains the foundation’s Grants and
Contributions Paid During the Year or Approved for Future Payment. Do / have
your attention? If you are not sure what the foundation’s grantmaking range is,
you can glean the list of the nonprofits that received grants from the founda-
tion (name, address, and geographic location), the purpose of the grant or
contributions, and the amount.

because you're a first-time grant applicant with this funder. In future years,
after you have built a relationship based on accountability and due diligence
REMEMBER financial reporting to the funder, you can increase the amount you request.

@ Your request for funding should fall slightly above the lowest grant award

Weighing the Usefulness of Free versus
Paid Grant-Research Websites

When you’re seeking grants in the private sector, you have tons of websites to
screen. This section gives you my favorite websites. Using these resources is a
must and saves lots of time.

Using Candid’s online grant-research
database

In the United States, the largest database for corporate and foundation funding
sources is that of the Foundation Directory Online by Candid at https://fconline.
foundationcenter.org/. The Foundation Center became part of Candid in 2019
and made some operational changes to enable Candid to take the lead in the
partnership.
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Paid online subscriptions

The Foundation Directory Online by Candid has three subscription levels: Essential
(110,000+ grantmaker profiles), Professional (240,000+ expanded grantmaker
profiles, key decision makers, keyword search including 990s and 990-PFs, and a
lot more), and Enterprise (for foundations, academic institutions, and large
organizations that require unlimited access for staff and the public). If you decide
to pay for a subscription, you get access to detailed information on foundation and
corporate funders at your fingertips when you need it — at home or at work. The
pages of info you pull up on these funders are referred to as grantmaker profiles.
Subscriptions to the Foundation Directory Online start at about $32 and go as high
as nearly $200 a month. These subscription rates are for one licensed user. Adding
more users will increase your monthly rate. I suggest that you call them if your
organization is interested in an Enterprise-level subscription

After you become a paid subscriber to the Foundation Directory Online, you can start
your funder research in three different ways, depending on your subscription
level:

3 Grantmakers (available at all subscription levels): This type of search, at a
minimum, allows you to search by the following:

Grantmaker name

Grantmaker location (state, county, city, metro area, and ZIP code)
Fields of interest

Types of support

Geographic focus

Trustees, officers, and donors

Type of grantmaker
Total giving
Keyword
Searching by grantmaker is easy and productive. With this search, | usually
find at least 10 to 20 potential private-sector funding sources for each project

I'm working on.
TIP

3 Companies (available at subscription levels higher than Essential): This
search option allows you to search corporate grantmakers (businesses that
have developed corporate giving programs). When you can't find funders in
the Foundation-Only section, searching for grant opportunities in the
Companies section is a good idea.
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»

Grants (available at all subscription levels): This option allows you to
search by the following:

Grantmaker name
Grantmaker state
Recipient name
Recipient state/county
Recipient city
Recipient type
Subjects

Types of support
Keyword

Using other online grant-research
databases

Although the Foundation Directory Online is one of my preferred databases
because of the size of its grantmaker and grantmaking collection, I also use
other online funding resources. Here’s a brief list of the others I use, free and

subscription-based:

3 www.instrumentl.com/: Instrumentl, a subscription-based grant-research

»

»

database, contains thousands of grantmaker profiles, including foundations,
corporations, city, county, and state government, and federal government
grantfunding opportunities. Subscription fees are available after you complete
a 14-day trial subscription. It's great for setting up project-specific searches
that populate right before your eyes. Their algorithms make grant-research
time almost instantaneous. | have my subscription set up to get weekly
reminders of application due dates for each of my projects.

www . fundsnetservices.com: Fundsnet Services, a free-access grant-
research database, is well- organized into descriptive clickable links. When you
pull up the Fundsnet Services homepage, you find grants listed by each state,
as well as state government websites where you can search for additional
grant -funding opportunities.

https://grantstation.com/: GrantStation, a subscription-based grant-
research database, provides grantfunding announcements for nonprofits,
educational institutions, government agencies, religious organizations, and
independent grant professionals. This website provides membership benefits
and key grantseeking trends.
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»

If you're looking for multinational companies that may award grants, visit
https://money.cnn.com/magazines/fortune/global500/2013/full_
list/?i1d=G500_sp_£full for Fortune’s Global 500 list, which provides access
to a full list of the global corporate rankings and the search options of the
Fortune 500 list. Use the search box to locate companies by country. Each
company is searchable by clicking their name. The next screen shows you a
brief overview of the company and its headquarters location, telephone
number, and website address. Use this information to continue further
Internet research. Once you're on the company’s website, search for “corpo-
rate philanthropy” or “community engagement” or “social responsibility.”
Information found on one of these links will give you details about how the
company supports nonprofits in the communities where they have a
presence — such as an operating location, branch under a different name, or
their actual headquarters. Reach out to the contact person listed for addi-
tional information and to find out about their foundation or corporate giving
program.

www .christianvolunteering.org: This website has a free online directory
for churches, ministries, and other grantseekers looking for monies to start
or expand religiously affiliated programs and projects. You can type in a
foundation name or select the type of foundation, their funding interests, and
start the search. This site lists more than 10,000 church and ministry grant-
makers that fund a range of programs, including building projects, program
support, equipment, renovations, youth programs, capital campaigns,
outreach ministries, general operating support, mission trips, and seed
money.

Scoring a Match to the Funder’s
Grantmaking Criteria

92

REMEMBER

After you locate information on a foundation or corporate funding source, you
need to quickly scan its profile to determine whether you have a perfect match. A
perfect match means that you fit the funder’s organizational, geographic, and pro-
gramming criteria and that the funder provides the kind of funding you need in an
amount to make an approach worthwhile.

You can’t persuade a funder to change its award guidelines or funding priorities;
you’re the one who has to do the changing to fit the funder’s funding criteria.
If you can’t change your program or project, that particular funding source isn’t
the best one for you. In that case, simply keep looking for a better match.
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WARNING

REMEMBER

Every resource that lists funding sources presents the information on the funder
in a generalized profile format. When you look at a funder’s profile, you can scan
some specific information fields to determine whether reading about this partic-
ular funding source is worth your time. Focus on the following fields:

»

»

»

»

Limitations: Look at the limitations field first. Your organization may be
eliminated before it can even get to the starting gate. Does the wording in this
section eliminate your program or project? If so, move on to the next funder's
profile. If not, move on to the next critical information field.

Typical limitations you may see listed in the grantmaker’s online profile
include

Specific geographic giving area (countries, states, and counties)
Restrictions on whom it funds and what it funds

Most mainstream foundation funders don't award grants for religious
purposes, to individuals, or for capital projects (building construction or
renovation or major equipment purchases).

Purpose and activities: Every foundation and corporate giver has a purpose
statement, located at the beginning of the funding profile. Does the funding
source’s purpose statement reflect your organization’s values? Do any of the
activities that the funder prefers to fund match activities that your organiza-
tion is or will be undertaking? If not, read no further. Move on to another
funder’s information profile. If you can identify with this funder's purpose,
move on to the next critical information field.

Fields of interest: Does the program area that you're seeking grant funds for
match with any of the funding source’s fields of interest?

Keep in mind that the language you use to describe your program may not be
the language the funder uses to list its fields of interest. Think of your
program area in broad terms and generic categories. For example, say you
need grant funding for a program that will tutor and mentor at-risk elemen-
tary school students after school and on the weekends. You probably won't
find terms/phrases such as tutoring, mentoring, at-risk, or after-school in the
funder's fields of interest entry. Rather, you may find terms such as education
(K-12), elementary education, public education, private education, and youth
programs and services. The second list is broader than the first.

Types of support: What types of activities does this funder pay for? If you're
trying to erect a new building and the funder lists only general operating
support, conferences, and seed money under types of support, this funding
source isn't the one you want to approach with a construction project.
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@ Even if this funder isn't willing to support the type of activity you're currently
seeking funds for, save the funder’s information if you think it may be willing
TIP to support some other aspect of your organization.

3 Previous grants or grantees: Have any previous grants been funded in your
state? Have any previous grants been for projects similar to yours or in your
project area? Getting a funder to award grant monies in a state where it hasn't
previously awarded grants is difficult. If a funder has a track record for previous
grants in your state or previous grants for projects similar to yours, the door is
open to receive your funding request. (You can search by location of founda-
tion or geographic limitations to help narrow your search.) However, if these
aren't the circumstances you face, you may have to email or call the funder to
determine whether proceeding with a funding request is worth your time.

3 Amounts of grants previously funded: Does your guesstimated project
budget fit into the range of prior grant awards? Use the funder’s prior
grantmaking amounts to gauge where your request should fall.

You never want to request a grant amount that exceeds the top grant
awarded by the funder — that strategy’s a bit too risky. If you're looking for
$100,000 and the largest grant awarded was $5,000, you need to find multiple

REMEMBER funders for your project. Also, if you are a first-time grant applicant, it's best to
ask at the low end of the funder’s giving range.

Knowing Whom to Contact First

After you identify the potential private funders that are the best fit for your pro-
gram, follow these steps:

1 . Contact each funding source (via email, letter, or phone call) and ask to
be included in the funder’'s mailing list.

Doing so normally means that you get annual reports, grantmaking guidelines,
research, and other information that keeps you up to date. Armed with this
information, you're ready to take the next step.

You can also use this contact point to inquire whether the funding-request
guidelines listed on the organization’s website are current.

TIP 2. Organize your potential foundation and corporate sources by the
application due dates.

This step is critical because some private-sector funders have only once-yearly
competitions. You may be a few weeks or many months away from the annual
date for grant submissions. After all your hard work, you don’t want to miss an
opportunity to get a grant funded because you submitted your application late.
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TIP

Sorting by due date helps you anticipate how much work you'll have in any
given month. Be as organized as possible to maximize your chances of getting
the grants you want. Grant-management software can be extremely helpful for
organizing (see the nearby sidebar for advice on what to look for in this type of
software).

Subscribe to a cloud-based file storage service. You can create electronic
folders for each funder. You should have massive amounts of information at
this point and keeping everything in order is crucial. If something that you want
to keep is not in a downloadable file format, consider copying the information
from web pages and pasting them into a word-processing program. This way,
you can save them into the folder in readable and manageable formats.

3. When you're ready to write, focus first on the proposals and applications
that have due dates in 60 days or less.

Get busy! Check out Part 4 for all the details on completing an outstanding
application.

MAKING WRITING AND TRACKING EASIER
WITH SOFTWARE

A grantwriting management software program allows you to keep track of the entire
grant application process, including preplanning steps, partner information, funder
information, due dates for fiscal and evaluation reports, and grant closeout.
Commercial software programs are available to capture any and all segments of the
grantseeking process.

You can search for “grant writing management software” using your favorite search
engine to get links to everything on the current market or peruse this website (www .
g2.com/categories/grant-management/free) to review the Top Free Grant
Management Software recommendations. The best characteristics to look for in any
grantwriting management software are the ability to

® \Write grant proposals and track proposal submissions in the same software. Using
one software or cloud-based grants management system (subscription-based)
helps you keep track of the information you're collecting on potential funders, as
well as set up alerts to grant application due dates and other critical to-do’s.

® Set alerts for reports due or funding source decision-making dates so you can call
or email the funder to see whether it has a decision on your request yet.

® Manage grant-related reports, including tracking financial expenditures.
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IN THIS CHAPTER
» Understanding who awards grants to
individuals

» Finding legitimate grants for business
startups

» Qualifying your research and
development efforts for federal
grants

» Unearthing business-expansion
monies

Chapter [ 4

Finding Legitimate
Grants for Individuals
and Businesses

et me get this out of the way right off the bat: There are no grants for indi-

viduals or businesses to pay off old debts. If you’re looking for a grant to fund

your startup, it’'ll take you months and miracles to locate legitimate websites
for these types of grants.

This chapter sets the record straight. Yes, selected types of grants are available for
individuals and businesses. But they aren’t as plentiful as you’d think, and you
have to be able to hone and use your detective skills on the Internet to find legit-
imate grantfunding opportunities. I get you started in the following pages.

As is the case with all types of grant monies — whether given by a foundation,
corporation, or government grantmaking agency — strings are attached. From
eligibility strings to usage strings to default strings, you have to fill out paperwork
rememser  from the start to the finish. And remember, if you receive a grant award as an
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individual, you’ll owe Uncle Sam on April 15. Save some of that award money as
soon as you receive it!

Sorting Through Who Awards Grants to
Individuals and for What Purposes

Practically every grant-research database you read about in Chapter 6 lists grant-
funding opportunities for individuals. When you are setting up your keywords,
type in “individual” to cue the algorithms to search for funders that award grants
to individuals.

Commonly awarded grants for individuals include the following:

3 College scholarships and student loans: The former category doesn't
require repayment, but the latter does. Both college scholarships and student
loans are awarded to specific financial institutions in the individual's name.
Take a look at the College Board's Search for Scholarships website (https://
bigfuture.collegeboard.org/pay-for-college) for resources. Take your
time, take notes, and take advantage of this highly credible website with
safe links.

3 Fellowships: This grant type requires no repayment and may be taxable.
However, fellowships are often restricted to specific institutions or fields of
study. Some foundations award fellowships directly to individuals; others
award them to specific colleges or universities. Type “fellowships directory”
into your favorite Internet search engine to find industry-specific resources.

When you're searching, try using the Boolean indicators (the plus and minus
signs). When you place these signs in front of your keyword searches, this
narrows down the algorithms in grant-research databases to give you exactly
TIP what you are looking for. For example, Fellowships +Medical searches for

fellowships with the word “medical” in them, and +Fellowships +Humanities
-Medical searches for humanities-related fellowships without the word “medical
in the name. These precision searches direct you to the best set of results.

"

¥ Specific funder-directed assistance grants: These grants are available
for patient-access programs, discount prescription medication programs,
global humanitarian support, and more. For example, the Medicine
Assistance Tool has an extensive list of assistance programs athttps://
medicineassistancetool.org/; click the Enter Your Medications link. On
the next page, enter any medication that you need help purchasing in the
Searcy by Medicine box to access the list of participating prescription discount
programs.

98  PART 2 Researching Grantfunding Opportunities


https://bigfuture.collegeboard.org/pay-for-college
https://bigfuture.collegeboard.org/pay-for-college
https://medicineassistancetool.org/;
https://medicineassistancetool.org/;

¥ Research grants: This grant type is reserved for educational and scientific
research projects. Research grants are awarded by both government and
private-sector funders. In the health arena, for example, the National
Institutes of Health (NIH) and the National Science Foundation (NSF) are the
foremost federal funders of research grants to individuals. The Open
Education website (https://oedb.org/ilibrarian/100_places_to_find_
funding_your_research/) also lists 100 Places to Find Funding For Your
Research. Just scroll down the homepage to see the list under the General
listing.

¥ First-time homebuyer grants: Just about every state offers these grants,
which are earmarked to help eligible individuals and families purchase a first
home with a reduced down payment. Most often, these monies originate
from the U.S. Department of Housing and Urban Development (HUD) and are
passed down through your state’s housing authority or agency. That agency
then subgrants (aka, re-grants) these monies to regional and local housing
assistance programs. To find a link to HUD-funding homebuyer grants and
resources in your state, go tohttp://portal .hud.gov/hudportal/
HUD?src=/program_offices/administration/grants/grantssrc and
review the list of organizations and agencies to find the contacts in your state.

because you can mark the funder’s web page as a bookmark in your browser or
print the page to a PDF file and store it in a cloud-based folder. Then you can start
TIP the process of contacting each funder to obtain specific guidelines and due dates.
Use this search string: “Individuals can apply for this grant.” You can also change
the search string to something like this: “Individual artists can apply.” Either
way, be prepared to read and screen all the results to find what you’re looking for.

‘ The easiest and fastest way to search for individual grants is to use the Internet

before you need the funds. This is especially true for fellowships and research
grants. Contact the funders for qualification details that may not be posted on

rememser  their websites. Then be sure to fill out all the required forms completely and
accurately.

@ Competition for individual grants is heavy, so start your search at least one year

Locating Credible Grants for Your
Startup Business

I'd love to tell you that grants rain down on every square inch of the country to
help you start your new business, but I can’t, because they don’t. Finding the
monies to start a new business has always been an elusive and disappointing
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TIP

process. But don’t let that get you down. In the following sections, I tell you where
to look for private funding and how to apply for government funding.

Competing against others for coveted
startup funding

Some grants exist, both nationally and internationally, that can help you jump-
start your new business. Where are they, and how the heck do you find them? Start
by typing “business plan competitions” into your favorite search engine.

What is a business plan competition, you ask? It's when leading universities and
other institutional-type funders put out a call for the best business plan models.
(In other words, if you enter one of these competitions, you’re competing against
graduate and postgraduate students.) A panel of business experts reviews each
plan and selects the winner(s). The prize can be $300,000 or higher for some
competitions.

Visit the www.alphagamma.eu website annually to find updates on small busi-
nesses grants. Go to https://www.alphagamma.eu/entrepreneurship/business-
plan-competitions-2021/ and scroll down to review available business plan
competitions.

Here are a few more websites to check out for business grants:

¥ Ultimate List of U.S. Small Business Grants (https://bench.co/blog/
operations/small-business—-grants/)

¥ Best Small Business Grants for Free Money (https: //www. fundera.com/
blog/small-business-grants)

¥ Small Business Grants to Jumpstart Your Plans (https: //money . usnews.
com/money/personal-finance/earning/articles/small-business—
grants-to-jumpstart-your-plans)

Search the Internet weekly for reliable updated listings and emerging
competitions. Be diligent because the early bird gets the worm — or the grand
prize to start a new business!

Also, remember to look in your own backyard (well, not literally). Look in your
community and at state agencies that may have funds set aside for small business
seed monies. For starters, check out these free resources:
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3 Small Business Development Center Directory (https://americassbdc.
org/find-your-sbdc/)

¥ U.S. Economic Development Agency Directory (https://eda.gov/
resources/directory/)

3 American Chamber of Commerce Directory (https://www.uschamber .com/
amcham-directory)

I stumbled across Hello Alice (https://helloalice.com/) during the pandemic
when I needed funding to stay in business. I was pleasantly surprised at this
website’s weekly emails announcing new grant funding for women entrepreneurs.
There is a small membership fee to join Hello Alice; however, the bucket-full of
emerging grant opportunities for women, men, people of color, U.S. veterans, the
LGBTQ+ community, people with disabilities, and all other entrepreneurs that
aspire to make change is worth the cost.

Reviewing research grants from Uncle
Sam to fund your work

The U.S. Small Business Administration’s website at www . sba . gov. There you find
this sentence under their Grants header: “SBA provides limited small business
grants and grants to states and eligible community organizations to promote
entrepreneurship.”

The SBA has grant programs for research and development and management and
technical assistance. The SBA’s 7(j) Management and Technical Assistance
Program is for capable small businesses in federal Regions I — X (www. fema.gov/
about/organization/regions) interested in providing management, technical
assistance, and guidance to eligible small businesses.

For businesses doing specific types of research, the homepage has a link on the
bottom-right side called Research Grants for Small Business. When you see
the list of federal grantmaking agencies that award grants to businesses, click
the agency name link to continue your research. You can also move over to Grants.
gov to search for that specific agency’s grantfunding opportunities, current and
past. (See Chapter 5 for help navigating Grants.gov.)

The SBIR and STTR programs (www.sbir.gov)

The Small Business Innovation Research (SBIR) and Small Business Technology
Transfer (STTR) programs (www.sbir.gov/about) are highly competitive pro-
grams that encourage domestic small businesses to engage in Federal Research/
Research and Development (R/R&D) with the potential for commercialization.
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Through a competitive awards-based program, SBIR and STTR enable small busi-
nesses to explore their technological potential and provide the incentive to profit
from its commercialization.

By including qualified small businesses in the nation’s R&D arena, high-tech
innovation is stimulated, and the United States gains entrepreneurial spirit as it
meets its specific research and development needs.

Central to the STTR program is the partnership between small businesses and
nonprofit research institutions. The STTR program requires the small business to
formally collaborate with a research institution in Phase I and Phase II. STTR’s
most important role is to bridge the gap between performance of basic science and
commercialization of resulting innovations.

The program’s goals are to support scientific excellence and technological inno-
vation through the investment of federal research funds in critical American pri-
orities to build a strong national economy.

The SBIR program is structured in three phases:

3 Phase I. The objective of Phase | is to establish the technical merit, feasibility,
and commercial potential of the proposed R/R&D efforts and to determine
the quality of performance of the small business awardee organization prior
to providing further federal support in Phase Il. SBIR/STTR Phase | awards are
generally $50,000 — $250,000 for 6 months (SBIR) or 1 year (STTR).

3 Phase Il. The objective of Phase Il is to continue the R/R&D efforts initiated in
Phase I. Funding is based on the results achieved in Phase | and the scientific
and technical merit and commercial potential of the project proposed in
Phase II. Typically, only Phase | awardees are eligible for a Phase Il award.
SBIR/STTR Phase Il awards are generally $750,000 for 2 years.

3 Phase lll. The objective of Phase Ill, where appropriate, is for the small
business to pursue commercialization objectives resulting from the Phase I/1l
R/R&D activities. The SBIR/STTR programs do not fund Phase lIl. At some
federal agencies, Phase lll may involve follow-on non-SBIR/STTR funded R&D
or production contracts for products, processes, or services intended for use
by the U.S. government.

Currently, 11 federal agencies participate in the SBIR program and five of those
agencies also participate in the STTR program. Each agency administers its own
individual program within guidelines established by Congress. These agencies
designate R&D topics in their solicitations and accept proposals from small busi-
nesses. Awards are made on a competitive basis after proposal evaluation.
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Applying for SBIR and STTR grants

The U.S. SBA serves as the coordinating agency for the SBIR program. It directs the
agency’s implementation of SBIR, reviews their progress, and reports annually to
Congress on its operation. SBA is also the information link to the SBIR program. If
you want to apply for an SBA grant, monitor the SBA’s website for announcements
about technical assistance workshops and conferences around the country. I also
recommend fine-tuning your email subscription on Grants.gov by typing “SBIR”
and “STTR” in the keyword search for identifying grantfunding opportunity
announcements. Doing so allows you to limit your daily email funding alert to
only SBIR and STTR grant announcements.

Every state has an SBIR/STTR contact person appointed by the governor’s office.
After you find an SBIR/STTR grantfunding opportunity on Grants.gov, you must
take two steps immediately, because the deadline for researching and writing your
grant application will be less than 60 days. Here’s what to do:

1. Download and print out the application announcement.

This announcement provides information on what will be funded and
how to apply.

2. call your governor's office to locate the state’s SBIR/STTR contact person.

This individual can connect you with experts in your research and develop-
ment field who can help strategize your approach for federal funding. The staff
can't write your application for you (that's your job), but they can tell you what
the government is interested in funding and the best way to present your
specific information in a competitive research and development grant
application.

Management and technical assistance

If your business isn’t specialized, federal and state government agencies provide
financial assistance programs that help small business owners obtain loans and
venture capital financing from commercial lenders. The SBA offers businesses
training, executive education, and one-on-one consulting in a wide range of
activities, and the opportunity to participate in courses in the following areas:

3 Accounting
¥ Marketing
¥ Strategic and operational planning

¥ Financial analysis

¥ Business development
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¥ Contract management
3 Compliance

¥ Various business-related software

To be eligible for this program, a small business must be one or more of the
following:

¥ Located in areas of high unemployment or low income
3 Owned by low-income individuals

¥ Certified as an 8(a) participant, HUBZone small business, or economically-
disadvantaged women-owned small business

Here is a link to the SBA’s 7(j) Program fact sheet: www.sba.gov/brand/assets/
sba/resource-partners/7j-fact-sheet-2019.pdf.

Digging for Business-Expansion Monies

104

Foundations and corporations don’t provide grants to help you expand your busi-
ness (or to help you start your business or pay off existing bills). You may want to
consider a loan from your bank as an alternative source of funding. Or you may
prefer to check out the business-expansion funding available through both fed-
eral and state governments. The following sections delve into these opportunities
in more detail.

Circling back to research and development
funding opportunities

Good news: The Small Business Technology Transfer program (STTR) and Small
Business Innovation Research (SBIR) grant program I introduce you to earlier in
the chapter also offer business research expansion grants.

Basically, if you’re awarded an STTR or SBIR grant, you may be eligible for a Phase
IT award to expand Phase I results. (Phase I is the initial startup payout, which I
cover earlier in this chapter.) During this period, the research and development
work is performed, and the developer begins to consider commercial potential.
Only Phase I award winners get Phase II consideration.
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Phase III is the period during which Phase II innovation moves from the labora-
tory into the marketplace. No STTR or SBIR funds support this phase. The small
business must find funding in the private sector or other non-STTR/SBIR federal
agency funding.

Tracking down other business-expansion
funding opportunities

Every state has some type of economic stimulus fund to help with business and
industry expansions. Turn to your state’s department of commerce as a starting
point in your grant-information search. (Some states have changed this historical
agency’s name to something different, so use this easy interactive map web page
to locate your state’s commerce agency: www.commerce.gov/about—-commerce/
services.)

When you call or email your state agency to discuss your business’s expansion
needs, make sure to include the name of your business, its products or services,
the county in which you’re located, and why you need to expand (what’s the driv-
ing force behind growing larger?). Don’t waste time with long-winded statements
meant to impress. Even if you hit a dead end (meaning you find no funding),
thank the recipient of your call or email for their time. After all, you can always
use a friend in state government!
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IN THIS CHAPTER

» Delving into the world of research
grants

» Understanding grantfunding
terminology

» Finding appropriate fellowship
awards

» Finding federal monies for your
program or research project

» Crafting information that funders will
want to read and fund

Chapter 8

Finding Grants for
Academia and
Fellowships

or the post-secondary non-tenured faculty around the world, this is the

chapter you’ve been asking for in past Grant Writing for Dummies editions. I

listened to your needs and checked them off, one by one! I’ve taught non-
credit courses in higher education for decades, so I know the pressure on tenure-
track faculty members to secure grant monies in order to support their research
as well as score another notch on the steep climb to being tenured.

For those of you who are new entrants into the world of college and university
teaching, this chapter defines some commonly used terminology that you’ll likely
hear other faculty use. Let’s delve more in to finding grants for academia pur-
poses. This chapter addresses how to fulfill your chain of command’s expectations
for bringing in department-level grant awards.
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Having to chase grant funding has historically been a pursuit among academic as
well as non-academic institutions in order to fund faculty projects and research
activities. Research and writing are essential skills of tenure-track facility in order
to continue their employment in higher education institutions. They are pushed to
go after funding for sponsored programs for monetary support to start or con-
tinue their work. Grant funding also contributes to the overall financial health of
an institution.

Reviewing Terminology That You
Need to Know

WARNING

To begin, sponsored programs or projects are activities that are sponsored or funded
by an external organization, such as a federal, state, private organization or foun-
dation. Within this realm, you’ll encounter the following terms that you should be
familiar with:

3 Deliverables: Documents and information that you are expected to report to
your faculty supervisor and funders, such as a final technical report. These
deliverables should always be tied to your grant request and what you
promised to do if the grant was awarded.

3 Financial accountability and/or reporting: The money awarded to your
institution must be managed by your institution, and the funds must be
separately budgeted and accounted for.

3 Principal investigator (PI): If you are the grant applicant, you are also the
PI. As the PI, you are directly responsible for executing the project within any
administrative constraints imposed by the sponsor (funder) and the university
or college.

¥ Specific scope of work or set of specific aims: When you are applying for
research grants, it's important to include your hypothesis, the methodology
for proving it, and the benefit of the research findings to your institution and
the world of academia.

¥ Specific period of performance: The length of the grant award. Research
grants tend to be funded for multiple years in order to test the grant appli-
cant's hypothesis and incorporate a longitudinal study.

Because the funds you plan to apply for will be awarded to the institution that
employs you, there is always a process of approval required before you can reach
out to a potential sponsor or funder. Extramurally sponsored projects are made to
your institution in its corporate name. Awards of funds for sponsored projects are
awards made to your institution and commitments under grant agreements are
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commitments of the institution. Any work performed by a faculty member of the
institution under a project must be considered as work performed for the institu-
tion. This is not your money to spend as you see fit. There are policies and proto-
cols that must be followed throughout the entire process — from deciding to
apply for a sponsorship to accepting the funding and finally fulfilling the scope of
work. Be sure you know and understand these policies well before you attempt to
secure a grant.

at all times. Circumventing any policies could put your position in jeopardy. Ask,

As a faculty member on the tenure-track, you must follow institutional protocol
read, and follow the guidelines for seeking sponsored program grants.

WARNING

Finding Sponsored Program Grants

A sponsored program is any externally funded activity that has a defined scope of
work or set of objectives that provides a basis for the sponsor’s expectations. Gen-
erally a sponsored program involves a written agreement representing the volun-
tary transfer of money or property by a sponsor in exchange for specifically
enumerated performance of services, often including rights and access to results
of this performance, as well as some formal financial or technical reporting by the
recipient as to the actual use of money or property provided.

Sponsored program funding comes from a range of external sources (called spon-
sors), including government agencies, major corporations, and foundations.
Funders issue various types of solicitations announcing the availability of funding
to support projects within specific areas of interest.

Federal agencies

Start by accessing the individual federal agencies listed here to find information
about funding opportunities available through the various arms of the federal
government:

¥ Department of Agriculture (www . usda.gov) (USDA)

¥ Department of Commerce (www . commerce . gov) (DOC)

¥ National Institute of Standards and Technology (www.nist.gov) (NIST)

¥ National Oceanic and Atmospheric Administration (www . noaa . gov) (NOAA)

¥ Department of Defense (www . defense . gov) (DOD)
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Air Force Office of Scientific Research (www.afrl.af.mil/AFOSR/) (AFOSR)
Army Corps of Engineers(www . usace .army.mil) (ACOE)

Army Medical Research and Development Command (https://mrdc.amedd.
army.mil) (USAMRMC)

Army Research Laboratory (www.arl.army.mil) (ARL)

Defense Advanced Research Projects Agency (www . darpa.mil/) (DARPA)
Office of Naval Research (www.onr .navy.mil/) (ONR)

Department of Education (www.ed.gov/) (ED)

Department of Energy (www . energy .gov/) (DOE)

U.S. Office of Scientific and Technical Information (www.ost1i . gov) (OSTI)

Department of Health and Human Services (www . hhs . gov/grants/index.
html) (HHS)

Administration for Children and Families (www.acf.hhs.gov/grants) (ACF)
Agency for Health Care Research and Quality (www .ahrq.gov/) (AHRQ)
Centers for Disease Control and Prevention (www . cdc . gov/) (CDC)

Food and Drug Administration (www . fda.gov/) (FDA)

Health Resources and Services Administration (www . hrsa.gov/) (HRSA)
National Institutes of Health (www.nih.gov/) (NIH)

Department of the Interior (www.doi . gov/) (DOI)

Department of Justice (www . justice.gov/) (DOJ)

Department of Labor (www.dol.gov/) (DOL)

Department of State (www.state.gov/) (DOS)

Bureau of Educational and Cultural Affairs (https://exchanges.state.
gov/) (ECA)

Fulbright Program (https://eca.state.gov/fulbright)
Department of Transportation (www . transportation.gov/) (DOT)

EPA: Grant and Cooperative Agreement Desk Top Resource for Non-Profit
Recipients (www . epa.gov/grants)

Institute of Museum and Library Services (www . imls.gov/) (IMLS)

National Aeronautics and Space Administration (www . nasa.gov/) (NASA)
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¥ National Archives and Records Administration (www . archives.gov/grants)
(NARA)

¥ National Endowment for the Arts (www.arts.gov/) (NEA)

¥ National Endowment for the Humanities (www. neh.gov/) (NEH)

¥ National Science Foundation (www.nsf.gov/) (NSF)

¥ Occupational Safety and Health Administration (www . osha.gov/) (OSHA)

¥ United States Agency for International Development (www.usaid.gov/)
(USAID)

¥ United States Institute of Peace (www.usip.org/) (USIP)

Major corporations funding
sponsored programs

National and international corporations and industries that manufacture products
are seeking to have faculty researchers propose sponsored programs that will
improve their products or spawn new products based on the outcome of the
research. Here’s a shortlist of a few of the major corporations that fund sponsored
program research.

¥ Mitsubishi Research Institute

¥ Google

3 Uber Advanced Technologies Group
¥ Ford Smart Mobility

3 Chevron Corporation

¥ Biogen

Foundations funding sponsored programs

Many foundations also support sponsored programs. This list is a small example
of the hundreds of funders interested in supporting post-secondary faculty
research programs.

9 National Trust for Historic Preservation

¥ Gladys Krieble Delmas Foundation
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¥ Arctic Institute of North America

¥ Russell Sage Foundation

¥ Association of Southeastern Biologists
¥ Mind and Life Institute

¥ American Psychological Foundation

¥ Max and Victoria Dreyfus Foundation

Accessing sponsored program funding
databases

Most post-secondary institutions create internal databases with funding links for
sponsored programs. However, if your institution does not have this service, there
are several subscription-based external funding databases.

Internal institutional databases

If you use your search engine to look for funding for sponsored programs, try this
search string for best results: “funding databases for sponsored programs”. This
results in a plethora of funding databases for institutional research from every
major university in the United States. These web portals are open to the public.
Take some time to explore 10 to 20 of the links in your research return list.

External subscription-based databases

The following list describes some of the most common subscription-based
databases:

¥ ExLibris Pivot-RP: (https://exlibrisgroup.com/products/pivot—
funding-opportunities-and-profiles/) This is a subscription-based
grant-research database (check with your institution’s research office to see if
they have a subscription before you venture out on your own and ante up
some hard-earned bucks). Pivot touts itself as the most comprehensive and
trusted source of global funding information. You can save searched and track
funding opportunities. You can also find collaborators from other universities
and colleges.

¥ SPIN: (https://spin.infoedglobal.com/Authorize/Login) This is the
world's largest database of sponsored funding opportunities. Check the
drop-down box to see if your institution appears in the list. Again, before you
try to access SPIN, check with your research department to see if your
organization has a subscription.
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¥ External Free Database; GuideStar by Candid (www.guidestar.org/
nonprofit-directory/education-research.aspx) has an Education and
Research category in their directory of Charities and Nonprofit Organizations.
This free-access database has over 5,000 entries for colleges and universities
and nearly 9,000 entries for research institutes.

3 Private Funding for Arts and Humanities: The University of lowa provides a
free-access web page under their Division of Sponsored Programs (https://
dsp.research.uiowa.edu/private-funding-arts-humanities). Thereis
an extensive alphabetized list of private organizations and associations that
fund research in arts and humanities. The university also has two additional
lists of funders to explore: International and Miscellaneous Interests.

Finding fellowship funding opportunities

Fellowships are short-term programs that can last for several years but are gen-
erally limited to a few months. Unlike internships, fellowships generally come
with paid stipends. In some cases, recipients of fellowships enjoy additional ben-
efits like healthcare, housing, or student loan repayment. Fellowships can be
awarded, administered, and funded by universities and colleges, corporations,
nonprofits, foundations, media groups, and government entities. Here are a few
websites to peruse fellowship opportunities.

¥ ProFellow: (www.profellow.com) This website has a free database of more
than 1,300 funding awards for graduate study and professional development.

3 Bowdoin College Student Fellowships and Research: (www . bowdoin.edu/
student-fellowships/national-fellowships/databases/searchable—
databases-national-fellowship.html) This website lists opportunities
and search databases housed by U.S. universities.

Most professional associations per discipline have fellowship and grant listings as
well.

You will likely be interviewed by more than one person. Practice makes perfect.
Dress appropriately, reread your application repeatedly, keep up on current
events, give short answers, pay attention to your body language and speech, and
most importantly, be yourself!
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GETTING TO THE INTERVIEW PROCESS

Be prepared for the types of questions asked on a fellowship application and in an
interview. Here are a few:

® \What can you tell me about yourself?

® What is your major?

® Why did you choose it?

® \What motivated you to apply?

® \What do you think will be the best and most challenging parts of your fellowship
experience?

® \What do you think makes your application stand out?
® Why do you deserve this fellowship opportunity?

® \What do you consider to be your greatest strength?
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Chapter 9

Identifying Funds for
Nongovernmental
Organizations (NGOs)

his chapter is for you if your organization plans to provide programs or

services in a country other than the United States. It helps you determine if

you can qualify for international grants, points you to where you can find
international funding opportunities, and gives you the inside scoop on how to
improve your odds of getting funded.

Read no further if you’re writing grants for a U.S.-based nonprofit organization
with no programs or activities in other countries. You shouldn’t approach funders

outside the United States, because funding agencies in other countries have spe-
warning  cific funding priorities related to programs in their countries of interest.
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Acquiring NGO Status

TIP

WARNING

Nonprofit organizations that provide programs and services in an international
arena rather than a U.S. arena are considered to be nongovernmental organizations
(NGOs). If you have (or will have) nonprofit programs or activities outside the
United States, you must do one of the following to apply for NGO status:

¥ File for NGO status in every country your organization currently operates or
plans to operate in.

¥ Register with each individual country’s national taxation authority, or what-
ever such an agency is called in the country in which you're providing services.

After you receive approvals, you can use your NGO approval letter when seeking
grant funding in each specific country.

Get your organizational information together in advance to speed up the NGO
approval process. Each country will likely want to see a written description of your
organization’s purpose and programs, and maybe even multiyear financial data.
Visit the International Center for Non-For-Profit Law (ICNL) website (www.icnl.
org) and search for forming an NGO. You’ll find information on the legal docu-
ments required in several countries and how to file them. Please remember,
becoming an NGO can be a very time-consuming and lengthy process. If you find
a grantfunding opportunity and you have yet to apply for your NGO status, you
will likely not meet the current year’s grant application deadline. Be patient!

After you have your NGO approval letters from each country in hand, make mul-
tiple copies or scan them into an electronic file. If you lose a letter or mistakenly
send your only copy with a grant proposal, it may take months or years to obtain
another official copy.

Finding NGOs-Related Funding Sources

If your organization provides services in another country, you may be wondering
where to look for grant opportunities to keep those programs running. One place
to look is the U.S. government. You can also find out about opportunities from
formal networks of grantmakers outside the United States, such as the European
Foundation Centre and Imagine Canada. I tell you more about these international
funding source resources in the following sections.
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The U.S. government

Perhaps the first place to look for grant money to fund an international project is
the U.S. Agency for International Development (www.usaid.gov). This federal
grantmaking agency awards grants and contracts to organizations providing
international programming in the following areas:

¥ Agriculture and food security

3 Democracy, human rights, and governance
¥ Economic growth and trade

¥ Education

3 Environment and global climate change

¥ Gender equality and women’s empowerment
¥ Global health

¥ Science, technology, and innovation

¥ Water and sanitation

¥ Working in crises and conflict

Other federal agencies that fund internationally include, but are not limited to, the
following:

¥ Centers for Disease Control and Prevention
¥ Department of Commerce

¥ Department of State

¥ Fish and Wildlife Service

¥ National Institutes of Health

9 National Science Foundation

To find grantfunding opportunities available from federal agencies for interna-
tional projects, head to www.grants. gov, click the Search Grants button at the top

of the page, and type “international” into the Keyword(s) search box.

TIP
The Open Philanthropy website (www.openphilanthropy.org/giving/grants)
allows you to browse and search for grants by entering a search term. I entered
“international” and over 50 foundations were identified that provide grant fund-
ing for international projects.

CHAPTER 9 Identifying Funds for Nongovernmental Organizations (NGOs) 117


http://www.usaid.gov
http://www.grants.gov
https://www.openphilanthropy.org/giving/grants

18

REMEMBER

The European Foundation Centre

The European Foundation Centre (EFC) is an association of foundations and cor-
porate funders with members from across Europe and around the world. Founded
in 1989, the EFC represents members in more than 30 countries. The EFC doesn’t
give out grants, but it does provide some valuable information for organizations
seeking international funding.

To find funders through the EFC, visit its website, www.efc . be. There you can find
links to members via the Membership tab (click on Who Are Our Members?). When
you click a country, you’re taken to a list of grantmakers in that country. Then you
can see individual names of foundations. Click one of these links to review more
about the foundation’s grantmaking processes and to find contact information.
All this information is available for free.

Always email each funder to determine how to approach them with a funding
request. Ask if the funder wants a letter of inquiry (see Chapter 2) and/or a short
proposal (Part 4 covers all you need to know about writing a grant proposal). Also
ask whether the funder has an electronic (e-grant) application process. In fact,
most funders have moved to online portals for the submissions process. Most
importantly, ask what language is preferred for submitting grant documents.

International grantmakers have much stricter protocols for contacting their
offices, getting grant application information, and submitting grant requests.
Also, not all their websites or materials are printed in English. Make sure you can
read and speak their native language; if you can’t, you might be able to get away
with installing a web browser add-on tool to translate web pages to English. For
example, Chrome can translate a web page. When you find a website that is not
written in your native language, look for the Translate option at the top of your
browser or web page. You can choose the language that you want the text trans-
lated into.

Imagine Canada

Imagine Canada is a national charitable organization whose cause is Canada’s
charities and nonprofits. It operates Grant Connect (grantconnect.ca), the new
name for the organization’s Canadian Directory to Foundations and Corporations.
Grant Connect is a subscription-based online database with information on every
Canadian grantmaking foundation and hundreds of corporate community-
investment programs, plus government funding programs and American founda-
tions willing to fund Canadian charities.
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TIP

On the high end, a premium subscription for advanced research is about $138 per
month for up to 20 users. On the low end, it costs about $33 per month for a two-
user essential subscription.

Knowing What Non-U.S. Funders Expect
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TIP

TIP

Most international funders (independent foundations and corporations) require
that you contact them via email or through their Contact Us page on their web-
sites. It’s critical that you establish funder relationships based on their published
initial contact protocol. Some may query you about your project, asking about
location, population served, and what you intend to request from them.

Because the foundation landscape in Europe and the rest of the world is varied, the
grant eligibility requirements and monetary awards from one country to the next
also differ, making adherence to the procedures laid out by each foundation
crucial. If you don’t follow the rules, you don’t get the grant — it’s that simple! In
the following sections, I cover some of the basic differences.

A helpful place to learn more about international NGO language is www.uneval.
org. You can use this site to get acquainted with global performance measure
standards and more.

Adapting to submission differences

Do your homework before approaching a funder for support. Being prepared is the
key to successful grantseeking. Here are a few of the most important steps to take
in advance:

1. Find out the funder's preferred language before you start writing.

A Spanish funder may prefer to see applications in English as opposed to
Spanish, for example.

If the preferred language isn't English, you may want to consider using a
translating service after you've written your letter of inquiry or grant applica-
tion in English. The quickest way to find a translating service is to conduct a
general Internet search. Just type in “Spanish translator” or whatever language
you need. This type of search finds translators for any language. Asking for
references from the translators you find is always a good idea; that way, you
get an idea of their work.
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WARNING

2.

Follow the recommended method of initial approach, which should be
spelled out in the foundation summary you find during your research.

Unless you're directed otherwise, your first contact should be a well-written
letter of inquiry (see Chapter 2 for instructions).

Even when English is the preferred language, keep in mind that using the
appropriate version of English is one of the adjustments you have to make
when approaching European- and Canadian-based funding sources. Program
may become programme, organization may become organisation, and center
may become centre, just to name a few of the most common spelling
differences.

Understand your lack of a competitive grant application advantage if
your organization lacks fee-for-service revenues.

Your organization will be in competition with organizations that have some
form of fee-for-service income and that are familiar with the accountability
measurements required by international funders.

Preparing a non-U.S. dollar budget

When you’re preparing the budget section of your international funding request,
write it first (in draft form, of course) using U.S. currency for all the monetary
figures. Then prepare a budget page and budget narrative detail using the cur-
rency of the grantmaker’s country. (For more about preparing budgets, see

Chapter 18.)

The following are just a few of the various monetary conversion websites out
there, so let your fingers do the typing to convert U.S. dollars (USD) to British

pounds, Euros, or any other type of currency desired:

¥ http://finance.yahoo.com/currency-converter

¥ wwwil.oanda.com/currency/converter/

¥ www.x-rates.com/calculator.html

Make sure your conversion is accurate, or you may be shortchanged if you win the

grant.
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IN THIS PART ...

Identify the best-fit and no-go public-sector grantmaking
agencies for your funding needs. Establish partnerships
with organizations willing to commit in writing to help
your organization better deliver the services funded by
the grant.

Take a journey into the minds of government grant peer
reviewers to get a firm understanding of how they read
and score your grant applications. Find out how to rack
up peer review points with government funding
agencies.

Embrace the fact that telling your story is the best way to
win grant monies and discover three simple ways to add
life to your statement of need.



IN THIS CHAPTER

» Recognizing red flags in NOFAs

» Writing to meet the peer reviewers'
expectations

» Convincing other agencies to take a
stakeholder’s seat in your grant
application

Chapter 10

Finding Federal Grant
Opportunities That Fit
Your Needs

ost grantwriters start their grantwriting endeavors by writing proposals

for foundation and corporate grants. This is definitely the easier route

for most grantwriters, new or veteran. However, sooner or later you’ll
need to start exploring bigger pots of money. These bigger pots are typically found
in grantfunding opportunities at the federal level, which means you need to get
comfortable reading federal grant application guidelines. This includes reading
every word in a Notice of Funding Availability (NOFA), searching for and high-
lighting the technical requirements for your grant application, and asking the
right crew of potential partners to support your grant applications submission.

All federal funding agencies publish guidelines that spell out the type of grant or
cooperative agreement application that they expect grant applicants to submit
(called the NOFA language). The guidelines and the review points assigned to each
section of the narrative guide you in what to write. Your content will be scored by
peer reviewers. The higher your score, the higher your chances of winning.
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the topic and writing your federal grant application. Then highlight the manda-
tory requirements throughout the document so that you can easily refer back to
rememeer  them and make sure you’ve covered them all.

@ You must read and reread every sentence of a NOFA before you start researching

In this chapter, I cover everything you need to know to decide whether your
organization should apply for a federal grantfunding opportunity once you scru-
tinize the NOFA details and determine your organization’s capability to manage a
grant-funded program.

Dissecting the Notice of Funding
Availability (Over and Over Again)

Suppose you receive an email alert about a grant or cooperative agreement oppor -
tunity from a federal grantfunding agency, and you think that you have a chance
to win the grant. But you don’t know where to start or whether the grant’s really
worth going for. In this section, I walk you through the essentials of determining
whether this competition is right for your organization. I also give you a quick
lesson in what I call Grantlish — the art of talking about grants — so you have a
better understanding of the review criteria language and terms.

importance of reading and following directions with no deviation from the fund-
ing agency’s guidelines. When I download and open a NOFA from Grants.gov, I
rememser  read the entire notice a minimum of four times:

@ Winning a coveted government grant award means you must understand the

1. Thefirst time, look for the list of eligible applicants who can apply for the
funding.

2. Onthesecond pass, skim the basics, such as the name of the funding
agency, the deadlines, the number of grants to be awarded, and the
range of the grant awards.

3. The third time, zero in on the application’s formatting requirements,
such as page limits, margins, and font types and sizes.

4. on the fourth and final pass, seek out the peer review criteria.

The peer review criteria is the point-based rating system a government agency
uses to decide — section by section — whether your grant or cooperative
agreement application cuts the mustard and is recommended for funding.
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Figuring out who can apply

Before you look at the details of the funding announcement to see what’s being
offered, you must determine whether your organization is eligible for the compe-
tition and, if so, whether it’s ready to start competing. The following sections help
you do both of these things.

Verifying your eligibility

Are you eligible for that NOFA you just came across? Before you conclude that the
grant or cooperative agreement matches your needs, check out the eligibility par-
agraph in the funding synopsis or full announcement to make sure your organiza-
tion is eligible to apply for these federal funds. Otherwise, you’ll waste a lot of
time working on an application that will no doubt be rejected.

Here’s a sampling of what you see when you look under the Eligible Applicants
section of the synopsis or full announcement:

¥ Nonprofits having a 501(c)(3) status with the IRS, other than institutions of
higher education

¥ Nonprofits that don't have a 501(c)(3) status with the IRS, other than institu-
tions of higher education

¥ For-profit organizations other than small businesses
¥ Small businesses
¥ Native American tribal governments (federally recognized)

¥ Native American tribal organizations (other than federally recognized tribal
governments)

¥ Public housing authorities/Native American housing authorities
¥ Independent school districts

¥ Private institutions of higher education

¥ Public and state-controlled institutions of higher education

¥ State governments

¥ County governments

¥ Special district governments

¥ City or township governments
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great! If not, don’t give up; look for a potential partnering organization that’s eli-
gible to apply and then contact that organization as soon as possible to see whether

TIP it’s interested in being the grant applicant and fiscal agent. What’s your role in
this situation? You're considered a subcontracted and funded partner agency.
Remember, you don’t have to be the grant applicant to secure a portion of the
grant funds. Partnering with another organization as a subcontractor can be an
excellent strategy for building financial sustainability.

‘ If your organization’s structure is listed under the eligible applicant section,

ence in managing large amounts of electronic reporting processes, then applying
for Uncle Sam’s money — at this time — may not be the best move on your part.

warning  Why? It takes all staff onboard and willing to assist with any new programs. In
addition, you may have to hire new staff on Day 1 of the proposed program start
date; however, the feds won’t be transferring any money from the big bank
account in Washington D.C. to your local bank account upfront. If your organiza-
tion’s finances are limited, you need money in the bank to support early-on pro-
gram startup expenses until your reimbursement or other type of payment
arrangement comes in.

‘ If your organization has not won previous federal grant awards and has no experi-

Making sure you're ready to take on a massive
research and writing project

After you’re sure of your eligibility, ask yourself whether your organization is
ready to start competing for a specific grant award opportunity. You also need to
decide whether you are able to fulfill the grant program’s purpose after the orga-
nization is funded. When you click the full grantfunding announcement link
(found in the synopsis), look for the purpose of funding or description of funding
statement (usually a paragraph in length), which tells you exactly what the fund-
ing agency plans to fund.

Here are some examples of funding statement purposes:

3 National Endowment for the Humanities: This notice solicits applications
for the National Digital Newspaper Program (NDNP). NDNP is a partnership
between NEH and the Library of Congress (LC) to create a national digital
resource of historically significant newspapers published between 1690 and
1963, from all 56 states and U.S. jurisdictions. This searchable database will be
permanently maintained by LC and will be freely accessible online (see
Chronicling America: Historic American Newspapers). An accompanying
national newspaper directory of bibliographic and holdings information on
the website directs users to newspaper titles available in all types of formats.
During the course of its partnership with NEH, LC will also digitize and
contribute a significant number of newspaper pages drawn from its own
collections to the NDNP database.
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3 Environmental Protection Agency: Applications will be evaluated based on
the extent to which the applicant demonstrates: a vision for the cleanup,
reuse, and redevelopment of brownfield sites and a strategy for leveraging
resources to help accomplish the vision; the environmental, social, health, and
economic needs and benefits of the target area; strong community engage-
ment; reasonable costs and eligible tasks and appropriate use of grant
funding; the capacity for managing and successfully implementing the
cooperative agreement; and other factors.

3 Department of Education: The Project SAFE grant program is intended to
improve students’ safety and well-being by providing resources to local
educational agencies (LEAs) that adopt and implement strategies to prevent
the spread of the Novel Coronavirus Disease 2019 (COVID-19) consistent with
guidance from the Centers for Disease Control and Prevention (CDC) and that
are financially penalized for doing so by their state educational agency (SEA)
or other state entity.

3 Department of Agriculture: The USDA SBIR program focuses on transform-
ing scientific discovery into products and services with commercial potential
and/or societal benefit. Unlike fundamental research, the USDA SBIR program
supports small businesses in the creation of innovative, disruptive technolo-
gies and enables the application of research advancements from conception
into the market. Different from most other investors, the USDA SBIR program
funds early or “seed” stage research and development that has commercial
potential. The program provides equity-free funding and entrepreneurial
support at the earliest stages of company and technology development.

If, after reading through your selected federal funding opportunity’s purpose of
funding statement, you find that one or more of its purposes fits your organiza-
tion’s long-range plan for program development or expansion, you have a green
flag. (Head to the next section for more on identifying go and no-go points.)

If your organization has no experience in any of the mentioned programming
areas and you just want to apply for easy money, be aware that your capacity to
fulfill the purpose on receipt of funding may be limited. This situation definitely
signals a red flag.

Using a checklist to determine whether
you should apply for a grant

Grants.gov is the go-to resource for finding the most current federal grantfunding
opportunities. (Refer to Chapter 5 for more information on Grants.gov.) To start
receiving free email alerts, go to the Grants.gov homepage and click the Connect
tab (top right). Then select Manage Subscriptions. Scroll down to Custom Email
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Notifications and enter your email. If you think you have a lot of email now, just
wait until you start receiving the Grants.gov daily “here’s the money” list. It’s
detailed and filled with clickable web addresses where you can go to read full
funding announcements — not just a few lines of detail. This site is the beginning
of your journey to read about each grant program’s application guidelines and the
peer review criteria that determine whether you win or lose.

When you receive the email from Grants.gov, you see a listing of potential grant-
funding announcements. Here’s an example of an entry:

Notice of Funding Opportunity (NOFO) for the Department’s Fiscal Year 2021
Comprehensive Housing Counseling Grant Program

Department of Housing and Urban Development

The email listing also includes a link to the web address where you can click
through to read the synopsis (summary) of the NOFA and click through again to
read the full application document. In the synopsis, you can quickly cruise through
the summary of the announcement to look for information that can best be called
red stop flags and green go flags. A red flag means “Warning, do not apply!” Take
these steps when you’re cruising through the summary:

1. Look for the number of grants to be awarded.

The number of awards is one of the first flags. You have virtually no chance at
winning a highly competitive grant award when the number of grants awarded
is in the single digits (meaning only one to nine awards will be made). How can
you stand a chance of winning one of these limited awards when you're
competing with grant applicants from 50 states, several U.S. territories, and
possibly any one of nearly 600 federally recognized tribal organizations?

What number of awards can you consider to be a green “get ready to apply”
flag? If the funder is awarding at least 40 grants for general competitions (open
to a very large list of potential grant applicants) and at least 10 grants for a
limited competition (open to a small number of industry-specific grant
applicants, such as museums or libraries), then you're good to go.

Here's an example of how this information will look in a federal agency’'s NOFA:
Expected Number of Awards: 25
2. Determine the grant application deadline.
For example, you may see application deadline information that looks like this:
Original Closing Date for Applications: February 7, 2022

Current Closing Date for Applications: February 7, 2022
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If the original closing date and current closing date are different, it's because
some aspects of this NOFA have likely been changed based on funding agency
updates. This would be a red flag because it means you would need to read
the updated set of grant application guidelines to see the specific changes. Any
change may affect your grant application narrative, due date, required
attachments, or state agency sign-offs. (Sometimes a federal funding agency
requires you to submit your grant application package to a state agency for
review and sign-off before it'll accept your application.)

Most competitive NOFAs give the grantwriter at least 30 days — often more —
from the date of publication on Grants.gov. If this announcement were
published on February 1 and marked as due February 7, that's a sign the feds
already know whom they want to award this grant to, which is why the
turnaround time for the grant application due date is so short.

The following NOFA example is a luxury timeline for any grantwriter because
there are more than 30 days between the NOFA's first publication and the
closing (due) date. If your organization is eligible and you're planning to apply
for these grant monies, such a timeline is a definite green flag.

Posted Date: January 14, 2021

Creation Date: December 8, 2021

Original Closing Date for Applications: February 7, 2022
Current Closing Date for Applications: February 7, 2022

Many times, funding agency staff find errors in the first publication of the
NOFA or interested grant applicants start emailing and calling the funding
agency's program officer with questions because there is a bit of confusion or
lack of clarity in the first NOFA release. When this happens, the funding agency
publishes modifications or addendums. This is labeled as an update in the
synopsis and usually all the changes within the guidelines document are
highlighted to reduce confusion. If you miss modifications made midway
through the grantwriting process, your application will not score high peer
review points because it won't match the most recent updates. Check Grants.
gov daily for these unexpected changes and be ready to redirect your writing
or modify your project budget well before the grant application deadline. You
can also sign up to be alerted for modification updates.

If you're going to research and write a winning government grant application,
you need time on your side. Any deadline that's 30 or more days from the date
of the grantfunding opportunity announcement is definitely appealing. Less
than 30 days is not so appealing.
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If you're making your first attempt at applying for a government grant, look for
a closing date that allows you at least 30 days for researching and writing.
Having less than three weeks to write your first federal grant may be over-
whelming unless you can devote 100 percent of your work time to the grant.
Normal writing time for a federal grant is 40 to 100 hours, and research can
add another 20 to 40 hours. So give yourself ample time — even if you're a
veteran grantwriter.

3. Find out the total estimated funding available for grant awards.

Say the estimated total program funding noted in a funding announcement is
$9,750,000 million. The NOFA further states the award ceiling (maximum grant
award for one grant applicant) and award floor (minimum grant award for one
grant applicant). Here's a green-flag example:

Estimated Total Program Funding: $9,750,000 million
Award Ceiling: $400,000
Award Floor: $0 (zero dollars)

Ready to put the preceding steps into practice? Take a look at Figure 10-1, which
shows a Grants.gov NOFA. If you follow Step 1, you notice that there will be
25 grant awards. So far, this NOFA is a go!

When you have no obvious red flags and several green flags (meaning you have at
least 30 days to research and write your federal grant application and at least ten
grants will be awarded), you can start eyeballing the full application document.

Scanning for standard terms

All federal grant and cooperative agreement announcements use two types of
terms: general and program-specific. General terms are words or phrases that
appear in all funding announcements. Program-specific terms are words or phrases
used in connection with a particular program. Knowing both types of terms and
using them correctly throughout your grant application increases your review cri-
teria points and therefore the likelihood that your application will be recom-
mended for funding.

Getting the gist of general terms

Knowing general terms can help you understand what any funding agency is talk-
ing about in the grant or cooperative agreement announcement. If you’ve only
been schooled in oranges, and the funding agency writes its entire announcement
in apples, you’ll be lost if you don’t understand the key terms used.
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FIGURE 10-1:
Asample of a
NOFA.

12/8/21, 11:35 AM GRANTS.GOV - Search Opportunities - View Grant Opportunity

.,*"'M““u, SP-22-001 « Back | Link
H Harm Reduction Program Grant
‘\,m Department of Health and Human Services [ ][ ]

Substance Abuse and Mental Health
Services Adminis

swopsis || i i ]

Print Synopsis Details

©)

— General Information

Notice
Funding Opportunity Number: SP-22-001

Funding Opportunity Title: Harm

Program
Grant

Opportunity Category: Discretionary

Category Explanation:
Expected Number of Awards: 25

CFDA Number(s): 93.243 --
Substance
Abuse and
Mental
Health
Services
Projects of
Regional and
National
Significance

Cost Sharing or Matching Requirement: No

Document Type: Grants Version:
Posted Date:
Last Updated Date:

Reduction Original Closing Date for Applications:

Current Closing Date for Applications:

Opportunity Category Explanation: Archive Date:
Funding Instrument Type: Grant Estimated Total Program Funding:
Category of Funding Activity: Health Award Ceiling:

Award Floor:

Synopsis 1
Dec 08, 2021
Dec 08, 2021

Feb 07,
2022

Feb 07,
2022

Mar 09, 2022
$9,750,000
$400,000

$0

— Eligibility

clarification)

behavioral health organizations.

Eligible Applicants: Others (see text field entitled "Additional Information on Eligibility" for

Additional Information on Eligibility: Eligible applicants are States; local, Tribal, and territorial governments; Tribal
organizations; non-profit community-based organizations; and primary and

Source: https://www.grants.gov/web/grants/view—opportunity.html 2oppId=334991
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—Additional Information

Agency Name: Substance Abuse and Mental Health Services Adminis
Description:

The purpose of the program is to support community-based overdose prevention
programs, syringe services programs, and other harm reduction services. Funding will
be used to enhance overdose and other types of prevention activities to help control
the spread of infectious diseases and the consequences of such diseases for
individuals with, or at risk of developing substance use disorders (SUD), support
distribution of opioid overdose reversal medication to individuals at risk of overdose,
build connections for individuals at risk for, or with, a SUD to overdose education,
counseling, and health education, refer individuals to treatment for infectious diseases,
such as HIV, sexually transmitted infections (STls), and viral hepatitis, and encourage
such individuals to take steps to reduce the negative personal and public health
impacts of substance use or misuse. This will include supporting capacity
development to strengthen harm reduction programs as part of the continuum of
care. Recipients will also establish processes, protocols, and mechanisms for referral
to appropriate treatment and recovery support services. Grantees will also provide
overdose prevention education to their target populations regarding the consumption
of substances including but not limited to opioids and their synthetic analogs. Funds
may also be used to help address the stigma often associated with risky behaviors
and participation in harm reduction activities.

Link to Additional Information: samhsa.gov/grants/harm-reduction

Grantor Contact Information: If you have difficulty accessing the full announcement electronically, please contact:
Office of Financial Resources, Division of Grants Management Substance Abuse and
Mental Health Services Administration
(240) 276-1400

FOACSAP@samhsa.hhs.gov

FIGURE 10-1:
(Continued)

Some key general terms you may encounter in grant announcements include the
following:
REMEMBER
3 Budget period: The interval of time by which a grant program defines its

funding cycle. The cycle can range from one year to multiple years. For
example, a large percentage of federal grants start on the first day of the
federal fiscal year, October 1; the budget period for grants awarded on
October 1 ends on September 30 of the following year.

3 Nonprofit organization: Typically defined according to what the tax code
classifies as a “charitable” or 501(c)(3) organization.

¥ Project period: The total time a project is approved for support, including any
extensions. This time period can range from 12 months to 60 months (or longer).

¥ Third party: Any individual, organization, or business entity (different from
your partners) that isn't the direct recipient of grant funds but will subcontract
with the grantee to act as its fiscal agent and carry out specified activities in
the plan of operation.

¥ Third-party arrangement: An arrangement in which the fiscal agent is the
third party in the grant or cooperative agreement application. (See the nearby
sidebar titled “Understanding how third-party arrangements work.”)
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Seeking out program-specific terms

Every government program, both federal and state, has its own terms and defini-
tions. These program-specific terms appear in the full grant application guide-
lines. See Chapter 8 for terminology such as deliverables, principal investigator,
and other program-specific terms.

Each government agency provides its own definitions of the terms in the grant-
funding opportunity announcement (see the earlier section “Figuring out who can
apply”). Use the same terms as those published in the announcement when you
write your grant application. By using each agency’s terms and its definitions, you
meet the basic requirement of the review criteria — showing that you understand
the fed’s language.

UNDERSTANDING HOW THIRD-PARTY
ARRANGEMENTS WORK

Check out this example of a third-party arrangement: Say you find a competition that
fits your organization, which is a zoological society located in an urban area. However,
under the eligibility section of this grant opportunity, only zoological society consor-
tiums that jointly cover more than three states can apply for these funds.

Using your regional and national zoological society networking list, you contact several
similar organizations in your region to ask whether they're aware of the available fund-
ing and whether they want to form a consortium with your society. Depending on which
society has the strongest credentials (years in operation, size of property, annual visitor
count, number of exotic animals, and so on), your society or another society with more
impressive credentials may take the lead as the grant applicant.

When one of your collaborative partners indicates that they will commit to supporting
your proposed projects, it's critical that you create a Memorandum of Understanding
(MOU) or Memorandum of Agreement (MOA) to capture their proposed contributions.
MOUs and MOAs are formal written documents describing a cooperative relationship
between two or more parties wishing to work together on a project. What is the differ-
ence between an MOU and MOA? An MOU is a legal document, and an MOA is a coop-
erative agreement. Federal grantmakers require MOUs, while foundations request
MOA:s.

When you have a working MOU or MOA, you're ready to start negotiating your piece of

the financial pie — a place in the contractual section of the budget summary and detail.
In other words, your society is on its way to becoming a third-party contractor.
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Scrutinizing the Review Criteria
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When you click the link to access the full announcement in a grantfunding oppor-
tunity announcement (the synopsis), you see the full-blown grant application
guidelines document, usually as a PDF file. Scroll down in the document to look
for the Review Criteria section. (This section is also often called the Evaluation Cri-
teria section.)

Understanding the review criteria can help you determine whether the grantfund-
ing opportunity is one you should invest time and effort in pursuing. After all, if
you can’t fully meet key criteria, you have no reason to go after the grant or coop-
erative agreement. Likewise, if you can meet all the criteria, following the guide-
lines closely gives you a much better chance of receiving the points needed for
recommendation.

The Review Criteria section of the document cuts to the chase by showing you how
each section of the grant application narrative is rated. This section tells you — to
the letter — exactly what the peer reviewers expect to read in a winning grant
application. It also tells you the total number of possible points a winning narra-
tive section can earn during the peer review process. (For more details about peer
reviews and the points they award, see Chapter 11.)

Finding the Right Collaborators

134

The right partners can be essential in a winning government grant application.
Some funding guidelines give favorable consideration (and thus more review cri-
teria points) to applicants who can get cash or in-kind contributions from partner
organizations. Moreover, partnering with another organization may open the
door to government funding for which your organization isn’t directly eligible to

apply.

Identifying the right leveraging and
implementation partners

The old method of grantseeking was to identify a ton of community partners (any
agency with letterhead) who would agree to write a generic — and somewhat
weak — letter of support. The new and improved way to create partnerships is
with collaborative partners who agree to provide letters of commitment to support
your grant application.
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Collaborative partners are government, health, education, faith-based, business
and industry, social, and human services agencies at the local, regional, and state
levels that commit in writing (via letters of commitment) to use their resources to
help your organization better deliver the services funded by a grant. These
organizations are signing on for the long haul to help your organization imple-
ment the grant-funded activities. Collaborative partners also help draft and then
sign detailed Memoranda of Understanding (MOU) or Memoranda of Agreement
(MOA) — working agreements that spell out the scope of services that both par-
ties (you and the partner agency) will perform.

Federal funding agencies prefer that partnerships are documented in letters of
commitment — MOUs or MOAs — rather than their weaker cousin, which are let-
ters of support.

As you can imagine, involving your organization in a partnership has pros and
cons. On the pros side, partnerships have the potential to do all of the following:

¥ Create new opportunities
¥ Initiate trust at the local level
¥ Expand your organization's marketing/target-population area

¥ Expand your public image (via links to your organization or services on the
partner's website and mentions in the partner’'s press releases related to the
grant-funded program)

3 Help maximize your financial assets to a grantmaker by adding external
leveraging and/or matching resources

¥ Increase your competitive advantage in the grantseeking arena

¥ Provide access to broader financial and human resources

The cons of partnerships are mostly related to what the partners expect. They
expect all of the following:

3 Anpiece of the grant pie

3 An equal voice and vote in group decisions

¥ Reciprocal benefits from your organization — letters of commitment,
expeditious signing of future MOUs for upcoming grant submissions, grant
alert sharing, and more
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When looking for a collaborative partner, look for an agency that already serves all
or part of your target population. For example, a faith-based group may not be a
good partner if you’re trying to secure funding for a sex-education program for
adolescents. A better match may be an agency that focuses on sexual and repro-
ductive health, such as Planned Parenthood. Also, make sure to select partners
that have a history and background in your specific grant application area for each
grant or cooperative agreement you plan to pursue.

As a successful grantwriter having brought in more than $750 million in awards,
I’m often asked “How many partners do we need?” I have a solid rule that I apply
to that question: I believe the magic number is ten or more partners. Because the
partners you select must fit the project topic/funding area, your list of ten will
change with each grant application.

Partners will tire of writing letters of commitment multiple times per year, so try
to switch out partners from time to time to invite some new players to your grant-
seeking game. Types of partners include (but are not limited to) the following:

¥ Referral partners (agencies that refer clients to your organization and
agencies that your organization refers its clients to as well)

¥ Public-sector partners (state, county, city, and other government agencies that
have representatives assigned to your governing body or any advisory boards
or committees)

3 Business partners (any type of business that has a vested interest in your
clientele, such as banks, potential client employers, retail establishments, and
for-profit employment agencies)

¥ Professional sector partners (for example, law firms, accounting firms, and
professional associations that can provide adult mentors)

It’s okay to have multiple partners from any one of the categories. Of course, the
number of partners for each grant application depends on the project and the
organizations needed to provide complementary services or funding.

Not having any partners can be detrimental to your grant application during the
peer review process. I'm a federal peer reviewer, and when I come across a grant
or cooperative agreement application with fewer than ten partners listed — or
even worse, no partners listed — I deduct at least five review points from the
program design section. A loss of five or more points in any section can result in
your application not making the cut for funding. The typical make-or-break score
is 95 points — that is, if you fail to score a minimum of 95 out of 100 possible
points on your funding request, you won’t be recommended for federal funding
support. Heads up, as there are grant applications that score from 95 to 97 points
but do not make the final cut for a grant award. Why? Politics and heavily-
supported competitors.
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Getting in-kind and cash commitments
from partners

Before you meet with a prospective partner, prepare a fact sheet on the grant pro-
gram’s purpose and goals. Email a copy to each agency you plan to invite onto
your team. This way, before you meet face to face, the other agency can start
thinking of ways to collaborate with your organization.

At your first meeting, ask for at least one of the following contributions:

3 Cash-match monies: A commitment of actual cash in the form of a contribu-
tion toward your proposed program’s expenses

¥ In-kind contributions: Donated personnel, office space, training space,
transportation assistance, supplies, materials, printing services for classroom
training use, and other needed items

If you receive a commitment for cash or in-kind contributions before you even
write your grant application, you’ve already chalked up points with reviewers. In
the eyes of those who hand out the grant money, having one or more partners
gives you a huge advantage over any grantseeking organization without partners
because partners mean that community resources will be maximized to benefit
the target population.

After you have a committed partner, you’re ready for the official MOU or
MOA. Some funding agencies request that you attach the MOU or MOA as an
appendix to the funding request. Other funding agencies simply require that the
documents be on file with your organization and that they be accessible by the
funding agency if monies are awarded. Remember to reference the MOU partner-
ship in your grant application narrative when it isn’t a required document in the
funder’s guidelines.

An MOU or MOA should be treated like a legal document and should not be devel-

oped by a grantwriter. Assign this task to your organization’s executive director or
legal staff; don’t take it on yourself.
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Chapter 11

Winning with Peer
Review Scoring Factors

onsider the grantwriting process: You open your email to find the daily alert

from Grants.gov or another funding alert subscription database. As you

scroll through the alerts, you find a notice that looks perfect for your orga-
nization. You quickly click the handy link to read the Notice of Funding Availability
(NOFA) synopsis. Wow, you may be on to something here. Now you click through
again to read the full grant application announcement. Yes, your organization
qualifies to apply for this funding. Yes, your organization is ready (capable) to
take on this challenge with the intent of finishing first. And finally, you see that
55 grants will be awarded. Jackpot! Go! Green flag! The competition will be stiff,
but at least your organization has a chance at winning some of Uncle Sam’s
money. You even have all your collaborative partners onboard, and a third-party
evaluator has stepped up to write the evaluation plan section of the grant applica-
tion’s narrative. (Chapter 10 explains partnerships and a section called
“Considering the Use of Third-Party Evaluators” is included later in this chapter.)
The stars are aligning for this grant application to really happen.
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Now that everything’s falling into place, you’re ready to start writing your grant
application narrative. This chapter provides an overview of what’s required based
on standard government agency review criteria (I get into specifics for each part
of the application in Part 4). Remember that writing to meet a grant application’s
review criteria is as important as identifying the right funding source and prepar-
ing your response.

In general, the basics of review criteria apply to all types of grant guidelines.
Because government guidelines are the most rigid, I use them as my example
throughout this chapter. Trust me: You can write anything if you can write gov-
ernment grant applications. Let me say that again — you can write anything if you
can write government grant applications!

Complying with the Technical
Review Requirements

140
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WARNING

When you first submit a grant application to a federal agency for funding consid-
eration, your application goes through a technical review process (or simply pre-
review). This pre-review includes checking to see whether you’ve completed and
signed all the required forms. The pre-review process also verifies your compli-
ance with formatting instructions and checks the page length of your narrative
and all other documents. Many government grant and cooperative agreement
applications have narrative length restrictions, such as no more than 20 double-
spaced pages. A couple of the federal grantmaking agencies have even cut their
page limits down to 10 pages. We can collectively celebrate when all of the
26 grantmaking agencies replicate this less is more approach.

The narrative is the body or main event in your grant application. It’s where you
write about your organization’s history and capability as a grant applicant, the
statement of need for grant funding, and the program design (plan of action) for
planning and implementing the grant-funded program. In addition, the narrative
of a grant application also contains writing sections for the program’s manage-
ment plan (key personnel responsibilities, and task descriptions), the evaluation
plan, the sustainability statement, and the budget details and summary.

If you fail to pass one of the pre-review mandatory checks, your application
doesn’t move from the pre-review phase to the peer review phase.

When you first read a grant or cooperative agreement opportunity announcement
(refer to Chapter 10 for more on these announcements), some basic information
points can give you clues about how to set up your word-processing software to
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correctly format the narrative. As you read through the formatting instructions,
pay attention to the following information. The quicker you find this often buried
information in the Notice of Funding Availability (NOFA), the sooner you can get
started with the writing process.

3 The line spacing required: This can be single or double. Either way, it
matters. Search the announcement for the word “single” or “double” to quickly
find the line-spacing requirements. This approach is the easiest way to find
and note line-spacing requirements.

3 The font type and size you must use: Search the announcement for the
word “font” to quickly find the font type and size requirements. Not all grants
require a specified font, but many do.

3 How page limits and page numbers are handled: Most grant application
narratives have page limits. The limitations may apply only to the narrative or
they may apply to the narrative plus all the mandatory or required attach-
ments. Typically, extra narrative-supporting charts, résumés, letters of
commitment, and other documents are considered a part of the attachments.
When they're included in the page count, it can be stressful for the grant-
writer. Page numbering can also present due diligence moments. The
pagination requirements can begin with the first form and end with the last
page in the appendixes or can apply only to the narrative section of the
request. Some funding agencies also require that you write an abstract (read
more about how to create an abstract in Chapter 13). Keep in mind that
e-grant applications (where the entire grant application is filled out online)
have character limits as opposed to pagination requirements found in a
hard-copy grant application.

In addition to the formatting requirements, the instructions may include specific
program requirements. To be sure of the requirements, check the funding
announcement before preparing your application.

Always read the grant application guidelines and then be sure to follow the
instructions for forms and formatting to the letter.

FORMATTING WHEN YOU AREN'T
GIVEN SPECS

For the roughly 10 percent of government funding agency announcements that don't
specify font type and size requirements for writing the grant application’s narrative,

| recommend you call the program officer and ask about the preferred formatting.
This way, you can't go wrong and you eliminate guessing and stressing.
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Understanding the Importance of
the Peer Review Process
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TIP

After you pass the technical review process (and I know you will!), your applica-
tion goes to a peer review panel to begin the peer review process.

A peer review panel usually includes at least three experts from around the country
who work in the field that the grant competition is directed to. It’s called a peer
review because you’re accepted or rejected by your peers, not by a government
program officer. Each reviewer gives a numerical score to each application
reviewed. In most instances, the scoring of your entire grant application package
is based on a total of 100 points, and typically your grant application needs to
score in the high 90s in order to be recommended for the grant award. Explana-
tory statements on a formal rating form support the numerical score; for each
section of the application’s review criteria (criteria that was published in the
Grants.gov announcement), reviewers describe your application’s major strengths
and weaknesses.

Peer reviewers can be fickle about what they like and dislike. Be careful not to
deviate from any of the grant application guideline’s headings, subheadings, bul-
lets, or specific word-for-word narrative section headings. Read and retype to
guide the peer reviewers through their part of the application’s evaluation process.

You may wonder what happens if two peer reviewers were to rate you highly
(95 points or higher) and the third reviewer rates you below the cutoff score for an
award. After each reviewer independently scores your application, all three get
together (over the telephone or in person) and discuss and defend their scores.
The general rule is that all three reviewers must come within ten points of each
other in order for an application to go one way or the other; often, after discus-
sion, application scores change, sometimes in your favor and sometimes not.

Knowing how much to write in your
narrative sections

Most government grant application narratives are weighted for a total of 100 pos-
sible points. The most comprehensive writing section of any grant application
narrative is usually the program design section because this is where you write
your goals, measurable objectives, implementation strategies, and timelines; cre-
ate a logic model; develop the management plan; and comply with any additional
information requested by the funding agency. (See the later section “Incorporat-
ing national models in your program implementation strategies” and Chapter 16
for more on this important section.)
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Some government agencies assign more than 100 points to the narrative sections
of grant applications. Read every word in the guidelines so you know what to
shoot for. You may need to write extra response sections to be considered eligible
for the additional review points (see the next section for more details).

In the example that follows in this section, note that the largest point section is
the program design, management plan, and evaluation methodologies section,
which weighs in at 50 points. Because program design is worth 50 percent of the
entire grant application’s scoring schematic of 100 points, you want to take more
time to research and write this section of your grant application narrative. If the
funding agency’s formatting instructions tell you that the grant application nar-
rative can’t exceed 20 single-spaced pages, you want to earmark 50 percent of the
20 pages (so 10 pages) for the program design and methodologies section.

When you know the maximum number of pages that you’re allowed to write for
the entire grant application narrative, you can take the total points (100 points)
and divide them by the points for each section. Translate this number into a per-
centage, and you know how many pages you need to write in each narrative sec-
tion to fulfill the peer reviewers’ expectations.

In the following list, I note the maximum number of pages you should write in each
narrative section based on a 20-page limit. I also provide you with some of the
questions that peer reviewers keep in mind when reading your application. Remem-
ber, the total possible peer review score for your grant application is 100 points.
(Note: The point values I include are fairly typical, but the values vary from appli-
cation to application, as do the section headings.) Here’s how it breaks down:

3 Statement of need — 20 points (20 percent of 20 pages equals 4 pages for
this section): Does the application specify those issues that this project will
address from the list of issues facing the target population? Overall, is this
project likely to successfully address the issues identified? Will the target
population be involved in the design and implementation of the project? Does
the project meet the objectives of the funding and provide sufficient justifica-
tion for funding the proposal? (See Chapter 15 for more about the state-
ment of need.)

3 Program design, management plan, and evaluation methodologies —
50 points (50 percent of 20 pages equals 10 pages for this section): What
are the goals and measurable objectives for the project? Are they aligned with
the purpose of the funding as articulated in the grant announcement? Are the
proposed program activities likely to achieve the stated goals and objectives?
Is the scope and duration of the program adequate to achieve the proposed
outcomes? Have collaborative partners been included in the planning of the
program design, and will they remain involved in the project's implementa-
tion? Is the appropriate research base used to support the proposed
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interventions? Is the logic model comprehensive? Does the applicant provide
an impact statement? Are the evaluation designs and methodologies ade-
quate to measure the extent to which program indicators and outcomes are
being met? Is there evidence of strong and adequate project management,
including key staff and their functions, timelines, accounting procedures,
reporting, and collaborative efforts with the partner organizations? (See
Chapters 16 and 17 for more on these specific details.)

3 Applicant capability — 20 points (20 percent of 20 pages equals 4 pages
for this section): How long has the grant applicant been in operation? Does
the grant applicant have sufficient human and financial resources to imple-
ment the project successfully? Does the grant applicant have previous
experience and expertise in working with the proposed target population
and/or delivering similar services? Has the grant applicant managed federal
grants previously? What were the outcomes of these previously funded
programs (number served, measurable benchmarks achieved, and other
statistical indicators demonstrating implementation success)? What is the
grant applicant’s organizational structure? Is the board of directors hands-on
and involved in providing management and financial oversight to administra-
tive staff? Are there clear lines of accountability in the organizational chart?

3 Budget and sustainability — 10 points (10 percent of 20 pages equals
2 pages for this section): Is there an appropriate amount of money allocated
to each key activity/task? Is the total budget allocation adequate to reach
project goals? Can the applicant sustain the grant-funded program after the
funding period has ended? What percent of the applicant’s total project cost is
in-kind (non-cash) from the applicant? What percent is in-kind from collabora-
tive partners? What percent is cash match from the applicant? What percent is
cash match from collaborative partners? (See Chapter 18 for more on
presenting your budget.)

Deploying analyzation acumen to
meet the scoring process

You can get an edge on the competition by meeting the funding agency’s funding
priority for a specific grant competition. Funders often identify one or more prior-

ity target populations, geographic areas, or performance criteria and award a
TIP funding preference to applications that document that they meet that preference.

For example, when NASA issues a NOFA for classroom-based space exploration
education and summer camps, it may include an opportunity for grant applicants
to earn an extra five or ten funding priority (read: bonus) points if their program
will be located in the Alaska and Pacific Rim regions. If NASA receives 400 appli-
cations and plans to award only 20 grants, the grant applicants who write the
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best-of-the-best narratives and also meet the funding priority will be at the top
of the point list for funding recommendation. Because of funding priority, a nor-
mal 100-point application (the best peer review rating possible without the fund-
ing opportunity) may be given an extra 10 points, for a total of 110 peer review
points — a huge advantage over not-so-competitive grant applications.

Writing to the Peer Review Requirements

©

REMEMBER

Before you start writing, read all guidelines for government grant applications and
cooperative agreements. Then read them again. In fact, I suggest you read them
four times, focusing on different aspects with each review:

1. The first time through the guidelines, concentrate on the list of appli-
cants eligible for funding.

2. During your second read, check for due dates, number of awards, and
average size of grants.

3. The third time, look at the technical requirements.

By technical requirements, | mean whether the grant competition requires that
you submit your grant application to a state agency for preapproval before the
final submission due date or that you use a specific font or adhere to line
spacing and margin-formatting requirements. Also, pay attention to the
maximum pages allowed for the grant narrative sections. Also of importance,
submitting your grant application package to Grants.gov requires adhering to
the system’s permittable file types. The Grants.gov workspace requires PDF
uploads. Your grant application package will not make it to the peer review
scoring process if you fail to upload it in the requested format.

4, During the fourth review, read for narrative content requirements.

The following sections walk you through the narrative content requirements
for government funding applications (grants and cooperative agreements) so
you can understand what you should look for in content requirements.

Your government funding request should contain a lot of words and phrases that
you glean from the grant application guidelines in the section detailing the pur-
pose of the grant funding. Plan to use these terms in almost every section of your
grant narrative; doing so shows that you’re familiar with the guidelines and that
your program is in line with the grant.
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Researching, writing, and validating
a compelling statement of need

One of the major sections in government grant application narratives is the state-
ment of need, which is usually an explanation of the problem you hope to address
if you receive the grant. Normally, when you’re writing a grant or cooperative
agreement application, this section is worth at least 20 of the possible 100 points
a review committee can grant.

The statement of need is the place to write about not only your own research find-
ings on the target population but also facts and figures garnered from regional
and national research. (See the “Validating Needs and Implementation Strate-
gies” section later in this chapter for details on how to gather all the information
you need before you start writing this part of your application.) To win all the
points allocated to this section, follow these tips:

3 Be as comprehensive as possible in describing the needs you want to
address. Be sure to address what the problem is, when it started, and how
you know it's a problem.

3 Always include results from recent community needs assessments.
Doing so shows the funder that you're basing your statement of need on valid
findings about your target population or community.

3 Describe service gaps in the current service delivery system, particularly
those that will be addressed with additional funding support. If your
organization has a waiting list of clients who can’t be served because of its
limited capacity, this is a service gap.

3 Don't talk in generalities. Use current facts, statistics, quotes, and citations.

¥ Cite all your sources and stay current. Don't use anything older than five
years.

3 Show that you know what you're talking about. You can do so by compar-
ing your problems to similar problems in other communities of your size.

In your statement of need, weave a story about the large black hole of gloom and
doom if that’s what you see based on the facts. You’re not exaggerating with the
information you include in this section; you’re simply writing to meet the review
criteria, and you’re addressing each point covered in the program’s or agency’s
goals. (For more on communicating your needs, see Chapter 15.)
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Incorporating national models in your
program implementation strategies

Another major section in a funding request narrative is what’s often referred to as
the program design. In this section, you lay out your strategy (or your program) for
addressing the problem(s) presented in your statement of need. In grant applica-
tions and cooperative agreement narratives, this section is usually weighted more
heavily than any other section of the narrative (anywhere from 25 to 40 points).
In order to receive the most points possible, the program design must be sound
and must contain program elements directly linked to the achievement of project
objectives. Therefore, you need to write in a way that uses the language of the
government agency’s own objectives.

In other words, the program design section includes your proposed project’s goals
and objectives, which should reflect those of the funder’s purpose. Always give
back to the reviewers the same language used in the application for grant review
criteria.

Also, always write measurable objectives that state who will be affected (at-risk
students), what the change will be (an increase of at least 20 percent), and by
when (at the end of one year). Language concerning a timeframe is optional in the
objectives only when the grant application guidelines ask for a separate timeline
section.

The objectives or measurements stated in a grant announcement are like a big
finger pointing in the direction you need to write in order to win a grant. The
objectives shout out, “Write me, write me!” For more about goals and objectives,
head to Chapter 16.

Demonstrating accountability with
an evaluation plan

A sound evaluation plan, the next major part of your program design narrative, is
essential to winning big review points. In some grant applications, the evaluation
section is included as a component of the program design section; in others, it’s a
stand-alone section. Regardless of where it’s placed, this section is usually
weighted between 5 and 20 points.

Typically, an evaluation plan focuses on two main questions:

¥ Was the program implemented effectively? (This is the process evaluation.)

¥ Did the program achieve its intended objectives and outcomes? (This is the
outcome evaluation.)
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The evaluation plan should answer the following questions:

¥ What qualitative and quantitative measures will you collect data on?

¥ What data collection tools will you use to measure qualitative and quantitative
data?

¥ How frequently will you measure the data?
3 How will you use the data collected?

3 How often will you implement corrective actions when the data shows that
you're falling short of your measurable objectives in any area?

¥ Who will conduct the evaluation?

3 How will the results of your evaluation be shared with stakeholders?

If you brought in a third-party evaluator during the planning stages of your proj-
ect or service, they are automatically a member of the narrative-writing team. The
evaluator can write the entire evaluation plan section because they should be an
expert in gleaning a program design and quickly developing research-driven
evaluation plans. Head to the later “Considering the Use of Third-Party Evalua-
tors” section for more details on working with these folks.

Proving your organization’s capability to
manage a grant-funded project

The project management and overall organizational capability section of your
grant application or cooperative agreement narrative typically carries double-digit
peer review points (usually 10 to 20). If you’re not capable of carrying out and
managing a federal grant award, that inability will show up in this section in one
way or another. In a well-constructed project management statement, you cite your
organization’s capability and relevant experience in developing and operating
programs that deal with problems similar to those addressed by the proposed
project or service. You should also cite the organization’s experience in operating
programs in cooperation with other community organizations, including collab-
orative partners.

Also remember to identify your program’s executive leaders in the project man-
agement section. Briefly describe their involvement in the proposed project or
service and provide assurance of their commitment to the successful implemen-
tation of that project or service.
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Keep in mind that all key personnel (the people responsible for the project’s
implementation) should have extensive experience in programs and services like
the one you’re proposing. You score more points during the review process if you
can name actual staff members and show their titles and credentials instead of
relying on the standard “yet to be hired” statement. Note: Don’t forget to identify
your third-party evaluator upfront; be prepared to include a copy of their full
résumé in your appendixes, if requested.

To advance your claims regarding project management, include documentation
that briefly summarizes similar projects undertaken by your organization and
note the extent to which your objectives were achieved. Also, record and justify the
priority this project or service will have within your organization, including the
facilities and resources available to carry out your plans. If you have volunteers,
mentioning them (how many, what they do, and the value of their contribution to
your organization) in this section is helpful. You can determine the value of a vol-
unteer hour on the website https://independentsector.org/volunteer_time.

Losing even one or two points in the project management section can hurt you
when the total score is tallied.

Developing an expense-driven budget

Your budget forms and detailed narrative must show the grant reviewer that your
costs are reasonable, allowable, and worth the result you seek. The budget section
is usually worth the remaining review criteria points (five to ten), although not all
funders score the budget as part of the review process.

With your budget narrative, most government grants and cooperative agreements
ask you to provide a detailed budget worksheet for each year of the project period.
You also need to include an explanation of the basis for computation of all costs.
(See Chapter 18 for more about budget presentation.)

Add up your budget, and then add it up again. Make sure each expense is directly
related to an activity necessary to reach the project’s objectives. Don’t introduce
any costs here that you haven’t addressed in your main application narrative.

When you read the guidelines for preparing the budget, look closely for any lan-
guage about construction costs. Most government grants don’t cover new con-
struction, but they do allow program-related renovations.

When in doubt about the guidelines and how they relate to your budget, call and
ask the government agency’s grants management officer. Then follow up with an
email to create a paper trail for future reference. This contact — even if it seems
trivial — can establish a relationship that may be beneficial in getting your grant
funded.
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Validating Needs and Implementation
Strategies
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You probably know a lot about the population you want to serve with your hoped-
for grant monies. And if you're at the grantwriting stage for a program, you’re
probably pretty well versed in what you want to accomplish and how you plan to
go about putting the program in place. But to write an award-winning applica-
tion, you need to beef up your facts with even more facts.

Knowing the grant or cooperative agreement’s intent or focus sets the direction
for the type of research you must do in order to write a high-scoring, competitive
grant application. For example, if the monies are intended to fund a new economic
development initiative for small businesses in Atlanta, you need to research dem-
ographics on the needs of small businesses in the county and city. You can get
information about small business demographics by state by typing keywords into
your favorite Internet search engine or by using some of the resources available on
your state’s Small Business Development Center website. When I typed “statistics
on Atlanta small businesses”, links came back for multiple websites with recent
reports on small businesses located in Atlanta.

I always create an online electronic folder for my research data so I have it at my
fingertips when I’m not at my home office’s computer, and I recommend that you
do the same. Having access to critically needed information from all forms of
mobile technology is the best plan when you may take your work home from the
office and you need access to files. I use OneDrive (www.microsoft.com/en-us/
microsoft-365/onedrive/online-cloud-storage) and have the mobile applica-
tion downloaded on my smartphone, tablet, and laptops. Remember, when you’re
on a grant application deadline, all your work may not be done during traditional
work hours or in your traditional workspace.

Google Scholar (http://scholar.google.com) is a great resource for finding
publications if you’re affiliated with a university. In addition, you’ll also have
access to enormous publication databases.

Publications produced by the government agencies that award grants are another
good source for facts and figures. You can obtain these valuable resources from
each government agency’s information clearinghouse. Check out agency websites
for links labeled Resources or Publications. You may encounter any of the follow-
ing publications, which can be of great help:
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3 Bulletins: These documents summarize recent findings from government
program initiatives. Designed for use as references, they may contain graphics
such as tables, charts, graphs, and photographs. You can re-create some of
the most current and relevant graphics in your statement of need or pro-
gram design.

¥ Fact sheets: Fact sheets highlight, in one to two pages, key points and
sources of further information on government programs and initiatives. You
can cite the most recent facts (never more than five years old) in your
statement of need.

¥ Journals: These publications highlight innovative programs or contain articles
on critical issues and trends. You can cite some of the model programs at the
beginning of your program design section to show how you're modeling your
project on a successful program. You can also use any critical issues or trends
covered in journals in your statement of need.

3 Reports: These documents contain comprehensive research and evaluation
findings; provide detailed descriptions of innovative programs implemented at
the national, state, and local levels; and present statistical analysis, trends, or
other data on selected topics. Reports may include explanations of case studies,
field studies, and other strategies used for assessing program success and
replication. Some reports provide training curricula and lesson plans as well.

¥ Summaries: Summaries describe key research and evaluation findings that
may affect future policies and practices. Summaries highlight funded pro-
grams implemented at the national, state, or local level that may serve as
models for other jurisdictions. These publications usually include appendixes,
lists of resources, and additional readings.

You can cite research on evaluation findings in your statement of need. Cite inno-
vative programs considered models in your program design section to build the
basis for proposing your own program model.

I save every research-oriented publication I can get my hands on to my OneDrive
cloud storage space by subject category. As new reports are published, I replace
the older reports so that I’'m working on my grant applications with the most cur-
rent research findings. Grantwriting is so much easier when you have the infor-
mation you need (and the information you didn’t even know you needed) at your
fingertips. The Internet makes it easy to bookmark a favorite website.

With so many ways to save your files, putting everything on your computer’s hard
drive is not a wise idea. Hard drives fail, and when they do, you’re just plain out of
luck. You’ve lost a significant amount of research findings that cannot be easily
replaced. Even depending on external drives for your research files can be devas-
tating when your drives are damaged. I have yet to have a cloud drive disappear.
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I want to have my files stored in a place where they can be retrieved by any type
of technology. Because I use cloud drives, a locked-up computer will not send me
into a frenzy of stress.

Considering the Use of Third-Party
Evaluators

Writing an application for a federal grant or cooperative agreement requires
making new friends in your community — not only collaborative partners (see
Chapter 10) but also community specialists such as evaluators. You can always
score more review points by using a third-party evaluator — basically a person or
organization that operates objectively and gives you factual, third-party feedback
on your grant-funded goals and objectives.

As a frequent federal grant reviewer, I’'m more likely to award more review points
for the evaluation plan when a third-party evaluator is proposed. Even though
evaluators are typically paid from grant funds, I know that they will call the situ-
ations as they see them when helping grant applicants develop data collection
tools, collect and interpret data, and compile comprehensive evaluation reports
for funders and other stakeholders. (I cover the evaluation process in depth in
Chapter 16.)

The following folks make excellent third-party evaluators:

e 3 Evaluation consultants: These people normally have years of experience in
the field of evaluation. You can often find evaluation consultants by calling
your local community foundation. Community foundations often use evalua-
tion consultants to assist in evaluating their own programs.

3 Retired college or university faculty: Often, these individuals have partici-
pated in the grantwriting process and have even helped their college or
university development offices design evaluations for government grant
applications.

3 Retired government personnel who worked in an administrative
capacity in a finance department: These individuals usually have years’
worth of work experience in internal reporting requirements for major
organizations or government agencies.
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As far as timing’s concerned, the best time to bring in an evaluator is when you’re
sitting down with your staff and your collaborative partners to plan what you’ll
propose in the grant or cooperative agreement application.

Running an online search for third-party evaluators is also helpful, but you may
not locate an evaluator close to home. Using an evaluator who doesn’t live in your
city or town is okay as long as they are familiar with the area, but keep in mind
rememser  that hiring an evaluator from outside your region may increase the cost of the
evaluation if site visits are necessary to plan and conduct the evaluation.

Getting Invited to Join a Peer Review Team

Before you start writing your grant application narrative, I want to share an
insider secret with you about how to connect mentally and skill-wise to the peer
review process: You can search for and sign up to become a government
peer reviewer, also known as a grant reader. Yes, you! Simply type “call for peer
reviewer” into your favorite search engine or look directly on the federal funding
agency’s website.

Desirable peer reviewer characteristics include the following:

¥ Formal education in the grantfunding topic area
¥ Volunteer experience in the grantfunding topic area

¥ Work experience in the grantfunding topic area
Here are the benefits of participating in the government peer review process:

3 You gain valuable insight into the peer review process. You experience
firsthand how applications for a particular funder are evaluated and scored.
Plus, you get to see how other grantwriters state their cases, incorporate
compelling graphics, and present research-based evidence of their need for
the grant funding and how that funding will impact their target populations.

3 You have the opportunity to network with other peer reviewers from
throughout the United States and its territories. Today, most peer reviews
are done online via a password-protected portal managed by the grantfund-
ing agency. My typical peer review assignments have required that | review
10 to 12 grant applications online and enter the strengths and weaknesses of
each narrative section into the online text box windows. After I've completed
my set of assigned grant applications, | notify the peer review manager. This
person checks on the progress of the other peer reviewers assigned to the
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same set of grant applications as | reviewed. When the entire team is ready,
the peer review manager schedules a conference call (lasting from two to four
hours) for the consensus discussion. This team peer review process (where
you must come to a consensus on the final scoring for each application) is
when you are acquainted with many types of connected individuals.

By connected individuals, | mean people who are experts in the grantfunding
field. These same people can become your best friends when you need a
third-party evaluator (or a referral for one) or when you need a copy of a
successful grant application they've written for a particular funding agency.

You get paid! At the federal government level, compensation is about $125
per grant application reviewed, or more depending on the agency’s budget for
the peer review process. At the state government agency level, the compensa-
tion is typically not as much as Uncle Sam'’s lucrative offer. Most often, state
grantmaking agencies set a flat rate for reviewing 10 to 20 grant applications.
If you don't have a full-time day job working as a grantwriter for an employer,
taking on state agency grant reviews may not be financially worth the effort
required by grantwriting consultants. I've been paid as low as $750 for
reviewing 15 applications to as high as $2,500 for reviewing 20 applications
and spending six hours in multiple “change in the peer review process"” types
of calls. At best, it's not always the smoothest process for the reviewer, but the
experience you gain is worth a pot of gold!

Sometimes, if the peer review database is already full, you may not be contacted
for months — even a year or longer. But don’t give up! Continue to email the
agency’s peer reviewer database contact person and indicate your enthusiasm
about being invited to participate in the peer review process. You may have to
update your résumé and the peer review application every year, so make a note on
your annual calendar now.

A federal agency constantly looking for peer reviewers is the U.S. Department of
Justice Bureau of Justice Assistance.
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IN THIS CHAPTER

» Making your words speak to funders

» Incorporating real-life examples to
capture attention

» Spinning a spellbinding program
design

» Winning peer review points by
writing to the criteria

Chapter 12

Resuscitating Your
Writing

he old-school style of grant writing was cut and dried; actually, it was

boring! Page after page of term-paper paragraphs with few injections of

case statements (stories about the target population in need) and not many
eye-catching, easy-to-read sentences. However, when it comes to writing com-
petitive grant applications today, most funders want brevity, real-life examples,
and alignment between what they fund and your project in need of funding.
Foundations and corporations are more receptive to this type of writing than
government agencies. There are a lot of easy writing spin tips that can help you
breeze through writing online e-grant applications, as well as paper funding
submissions.

So, do you need an advanced degree in creative writing? No! Do you need to hire a
spin master? Well, it might help to reduce your stress, but what you really need is
this book and, most importantly, this chapter. In it I share with you some vivid
words and phrases that are sure to jump-start your creative side. This chapter is
where I share the best of the best from Bev with my faithful readers. I think you’ll
find yourself returning to these pages over and over — every time you write. Sit
back and get ready to discover the real definition of wordsmithing or magnetizing
writing.
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Putting a Heartbeat in Your Writing

If you’ve read other chapters in this book, you know that I give you tons of action
steps for every point in the grantseeking and grantwriting processes. But for this
chapter, I want you to throw out your “get to the point” ideas about writing.
Reprogram your brain with passion, creativity, and emotion — the qualities that
equate to the art of storytelling, which is the new way to present your organiza-
tion’s case (needs) to funders and win grant funding. Make every sentence one

that contributes to the big picture — why you need the funding.

be typed into tiny text boxes, you can still add life or put a heartbeat in your writ-

@ Even with today’s online grantmakers, who require your application submissions

ing. You won’t be wasting spaces or characters. You will be writing within the
rememser  parameters for characters and spaces. However, your words can and will come to

life by following the tips in this chapter!

At first, being creative and pulling words from the outer limits of your mind seems
difficult and awkward. But you did it as a child, and you can do it again. Give your-
self some time to practice this storytelling approach, and in no time you’ll be
writing like the pros! To help you settle into the writing process, the next sections

offer you three easy-to-follow steps.

Step 1: Describing specifics about who,

what, and where

Some grantseekers spend pages writing about what they need but then include
only one paragraph to take the readers on a virtual tour of the community where
the grant funds will have an impact. A better strategy is to present a basic “this is
who we are” paragraph to explain to the funder’s decision-making staff the who,

what, and where about your organization.

that money comes, in part, from the heart of funding decision makers and, in

@ Be brief, but make every paragraph of your grant application count. Remember

part, from the logical thinking process. In Chapter 6, I give you the definition of
rRememeer  private-sector funders. In Chapters 4 and 5, I write about government agencies

that award grants.

Here’s a compelling example that describes the who, what, and where of a non-
profit organization. Use it to kick-start your journey of exploring creative writing

and using words that work.

156  PART 3 Maximizing Your Chances of Winning a Grant Award



TIP

©

REMEMBER

Applicant Organization: Founded in 2020 by Kevin and Pat Jones, Michael's Heart
is a 501(c)(3) nonprofit focused on helping parents that lose a child unexpectedly
understand the importance of organ donations. Michael's Heart is a small 501 (c)(3)
nonprofit organization based in St. Lake City, Utah. We named our organization
after our deceased son, Michael, whose life was abruptly ended while he was riding
his bicycle to deliver newspapers to customers on his route. A hit-and-run driver
left Michael lying dead. Little did we know that our devastating sorrow would result
in donating our son's heart to another child who would not have lived more than
three more days without a heart transplant.

Typing a very brief but magnetizing paragraph into an online e-grant application
field requires creative writing. As William Shakespeare said, brevity is the soul of
wit. This example is 114 words, 500 characters, or 692 characters with spaces.
Remember, the space and character allowance may be small. If you’re going to
submit a Microsoft Word or Adobe PDF document, you can certainly add more
information about your organization. Chapter 14 covers how to write lengthier
replies to describe your organization to funders.

Ultimately, you want to write to meet the funder’s guidelines while spinning a
story about the organization, where it’s located, and whom it serves.

Step 2: Presenting the need with validation

Most applications have a specific section for the need statement, also called a case
statement. Note that a case statement is not the same as a case study. Case state-
ments and need statements are one in the same; I discuss this in depth in
Chapter 15.

If the sun is shining and everything is fine inside and outside your organization,
you really don’t need any grant monies, right? That’s how the grant readers view
what you write. If you write only about the good things happening, you don’t have
justification or need for outside funding. I know it may be difficult if you’re a
positive person by nature, but when writing an application, you need to do the
following:

¥ Focus on the gaps in existing programs and services within your organization.

¥ Research and write about the community’s gaps or needs to amplify what's
missing in the targeted area.

¥ Be prepared to tell and support with recent statistics just how dire the
situation is for your target population.

CHAPTER 12 Resuscitating Your Writing 157



Head to Chapter 15 for a tour of how to write your statement of need with doom,
gloom, drama, and trauma.

Here is an example of a brief statement of need for another type of grant applicant:

The most recent data available from the 2020 American Community Survey (ACS)
identifies the above urban communities within St. Louis as high-poverty, meaning
the area poverty exceeds 30 percent; it is made up of 48 contiguous census tracts
within the St. Louis Metropolitan Area.

The 2020 ACS 5-year estimate shows a poverty rate of 43.06 percent in the target
community, which far exceeds the overall rates for the communities in our census
tracts for St. Louis County (33.97 percent) and the State of Missouri (15.50 percent).
In 2013, the U.S. Census poverty rates for all 115 counties in Missouri showed that
St. Louis City (SLC) had the second highest rate in the state, behind only Pemiscot
County (which has only 17,650 residents). SLC has a two-year recidivism rate of
37.9 percent (calculated on June 30, 2020, the most recent rate available), com-
pared with the state rate of 35.5 percent. (MO Sentencing Advisory Commission,
August 2019).

The Bureau of Prisons is estimating an endless flow of 3,000 offenders to be
released in SLC annually. This high volume of releasees in one concentrated area
already permeated with high crime, unemployment, domestic violence abuse, and
recidivism rates will take its toll on our service area. These numbers justify the
need for a long-term recidivism reduction program. Without immediate interven-
tion, helpless family members, neighbors, and the public-at-large will be in danger
of uncountable acts of crime.

This example is only 226 words and 1,411 characters with spaces. This can be
trimmed to meet more stringent e-grant application requirements.

TIP
When you write about your unfortunate situation, don’t go overboard. To be safe,
select a dozen or so terms from the following lists to build a compelling justifica-
tion for why your organization needs grant funding:

Alienate, abandon, abashment, abbreviated, abortive, adjudicate, aghast, aimless

Backbone, backfire, barren, baseless, benign, besiege, betray, beyond, bland, blast,
blatant, bottom, boundary

Capitulate, categorical, ceaseless, censor, challenge, cheapen, choke, clash,
close-minded, collateral, commonplace, compound, concealed

Danger, deadly, decadence, decay, decline, defection, demoralize, depressive,
despairing

Economical, eject, elongated, emaciated, emergency, endless, endure, entangle
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The next group of words calls out to grant readers consciously and subconsciously.
Use these words to grab and keep the attention of grant readers:
Fade, fallacy, fallible, faltering, fault, feckless, fend, feverish, fictitious, final
Germane, glaring, gloom, glum, gradual, grasping, grave, gulf, gut

Habitually, hallow, halfhearted, hamper, haphazard, harbor, harden, hardly,
harrowing, harshly

Icy, idleness, immoral, impassible, immutable, impenetrable, imperfect, impractical
Jagged, jolt, judicious, jurisdiction, justification, juxtaposed
Keen, kick, kill, knifelike, knock-down-and-drag-out

Lacerated, lackadaisical, lambaste, lapse, lash, latitude, levity

Your words must come to life and create a story that is worthy of a competitive
grant award. The following strong words can give you the winning edge
every time:

Madness, maggot, makeshift, malign, mandate, matchless, migratory

Nameless, near-at-hand, neglectful, never-ending, nonetheless

Object, oftentimes, ominous, once and again, one-sidedness, outcry

Painful, pallid, paradigm, parallel, paralyze, paramount, pariah, partiality, precari-
ous, propensity

Quagmire, queasy, quit, quizzical

Rabid, ration, rattle, ravage, recluse, reevaluate, relinquish, remedy, remiss

Writing with words that bring life and attention means you have to start and keep
thinking outside of the box. Granted, this strategy isn’t the way you usually load
up your paragraphs with words, but you’re ready to start winning all your grant
requests:

Sacrifice, safety, sanction, scant, scatter, search, seedy, seemingly, separation,
seriously, shallow

Tacit, tantamount, tarnish, temperate, thwart, tight-fisted, timeworn
Unaccompanied, unadvisable, unbiased, indescribable, unthinkable

Vacancy, vacillating, vague, value, vanish, variance, vegetate

Waive, wallop, waning, watchful, weakling, weary

Yearning, yielding, yonder

Zealous, zenith
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WARNING

Don’t underestimate the power of the written word. Using powerful words to
paint a picture of where the problem is geographically located is especially impor-
tant when you’re approaching potential funders who aren’t located in or near your
community. However, when you use new words in a grant application, make sure
you know the meanings and connotations of them so you don’t end up using them
incorrectly.

Don’t be shy about using an online thesaurus to bring your thoughts to life in a
way that conveys true and serious need. You can also find synonyms and ant-
onyms online. Most word-processing programs come with a thesaurus as well.

A thesaurus is a wonderful tool to help you expand your vocabulary and ultimately
become a better writer, but if you’re new to vocabulary expansion, be careful to
avoid words that most people aren’t familiar with. In an attempt to sound smart,
your writing style may be viewed as confusing and convoluted by potential funders.

Step 3: Incorporating a case study

Think about the people who your organization has served. Who are they? Why did
they need intervention services? What was their life story? You can incorporate
real-life stories of gloom, doom, drama, and trauma into your statement of need.
Just remember to change the name and don’t embellish their situation. A case
study reminds funders that their dollars will impact someone’s life.

Here is an example of a case study:

One of our clients, Jeffrey, lost his father when he was 16 years old. His widowed
mother had a total of five children under the age of 18 and a full-time professional-
level job. She worked five days a week, often working on Saturday’s for over-time
compensation. Jeffrey was left alone a lot. He started roaming the streets looking
for anything but the four walls he lived his life in, day in and out. Unfortunately,
Jeffrey was recruited by a neighborhood gang the summer after his father died.
The gang promised him expensive athletic shoes, gold chains, and money in his
pocket to help his mom support a household total of six. Jeffrey’s initiation into the
gang was to steal a car. That's all he had to do — break into the car and drive itto a
nearby warehouse where the gang would break the car down for parts. It sounded
so easy. Jeffery knew he was fast, smart, and could make money by joining the
gang. Well, Jeffrey’s story did not end well. He was caught and sent to adult court
where he was sentenced to ten years in prison. Our recidivism reduction team
started working with Jeffrey six months before he was scheduled for release from
prison. That was five years ago. Today, Jeffrey has a two-year apprenticeship
degree from community college, he earns $40 an hour, and he works 40 to

50 hours a week. Jeffrey owns his own condo and drives a reliable used car. As a
part of our program, he was also required to start a savings account. In his spare
time, Jeffrey volunteers as a peer support facilitator to our juvenile offenders.
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Case studies go from bad to good to great. They show potential funders that you
have a successful program model. Personalizing your grant application’s need
statement with a case study can help you score the maximum peer review points
on your statement of need.

Racking Up Peer Review Points
in the Program Design

©
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In some foundation and government grantwriting formats, the program design
requests a purpose of this request statement. This is one sentence that precedes your
goals, objectives, implementations strategies, and the rest of the program design
narrative. (You can read specifics about the program design in Chapter 16.)

One sentence may not seem to be enough, but remember that this sentence is the
bridge between the statement of need and the full program design text.

Starting with the purpose of this
request statement

In most grantwriting application formats, the program design must be written
after one or two first-priority narrative sections. These sections are the organiza-
tional capability component and the statement of need. By now, the grant readers
need a mental regrouping to remind them of the purpose of your grant request.
This applies to foundation and government grant applications. One-sentence
purpose statements look like this:

Government requesting language: The purpose of this grant application is to
request federal funding support for the St. Louis Recidivism Reduction Project
(located in St. Louis County, Missouri).

Foundation requesting language: The purpose of this proposal is to invite the
ABC Foundation to become a change-making stakeholder of the St. Louis
Recidivism Reduction Project in St. Louis County, Missouri.

In these examples, can you see how just changing a few of the words softens the
request to foundations? The government purpose statement is straightforward.
The foundation purpose statement is worded as an invitation for a funder to come
onboard as a change-making stakeholder of the St. Louis Recidivism Reduction
Project.
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Aligning your goals and SMART objectives
with the purpose of the funding

Remember, you want to win grants from Day 1 as a grantwriter. To do so, you need
to write your objectives using the SMART structure, which means that your objec-
tives are Specific, Measurable, Attainable, Realistic, and Time-bound. To do this,
begin by carefully reviewing the funder’s mission and funding priorities. Look at
funding program-specific information on their websites. Bookmark these pages
because you’ll be looking at them multiple times when you create your grant
application’s goals and objectives.

Everything you write in your grant application must align with the purpose of the
funding (government and foundation).

Here is a purpose statement from a U.S. Department of Justice Notice of Funding
Availability (NOFA):

Second Chance Act Technology-Based Career Training Program for
Incarcerated Adults and Juveniles

Overview (found at the beginning of the NOFA)

The Second Chance Act of 2008 provides a comprehensive response to the
increasing number of incarcerated adults and juveniles who are released from
prison, jail, and juvenile residential facilities and returning to communities. There
are currently over 2.2 million individuals serving time in our federal and state
prisons, and millions of people cycling through local jails every year. Ninety-five
percent of all people incarcerated today will eventually be released and will return
to communities. Programs funded under the Second Chance Act help ensure that
the transition individuals make from prison and jail to the community is successful
and promotes public safety. Securing employment can facilitate successful reentry
for people leaving correctional facilities. However, there are many barriers people
with criminal records encounter as they attempt to reenter both the community
and the workforce. Improving employment outcomes for this population can
contribute to recidivism reduction and increased public safety. The Second Chance
Act authorizes federal awards to states, units of local government, territories, and
federally recognized Native American tribes to provide technology-based career
training to persons confined in state prisons, local jails, tribal jails, and juvenile
residential facilities. This program supports training for technology-related jobs
and the continuum of reentry transition planning, including education, training,
support services, and building connections to local employers that will enable
participants to secure employment prerelease.
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Goals, Objectives, and Deliverables (use the table of contents in the NOFA to
peruse this language)

The goal of this program is to increase the post-release employability of the
incarcerated population in technology-based jobs.

The objective of the program is to establish and provide career training programs
for incarcerated adults and juveniles during the 6- to 36-month period before
release from a prison, jail, or juvenile facility with connections to follow-up services
after release in the community.

Training components should be relevant to specific technology-related needs of
in-demand jobs within the geographic area to which the individuals will be
returning. Each participant should receive an individualized reentry plan that
addresses post-release transition services, including employment support services.

When you’re writing your goal for this grant application, extract Uncle Sam’s
language and keep the goal statement to one sentence. Remember, label your sen-
tence Goal.

Goal: Provide post-release technology-based job training in five southern
Mississippi confinement facilities for formerly incarcerated adults and juveniles
released and returning to the targeted communities.

Next, look in the NOFA for clues about objectives or measurements. This is what I
found in the NOFA that I'm using for this example:

For the objective: The objective of the program is to establish and provide career
training programs for incarcerated adults and juveniles during the 6- to 36-month
period before release from a prison, jail, or juvenile facility with connections to
follow-up services after release in the community.

For the measurements: | searched for “measurements” to locate this language in
the NOFA (yes, you have to view the NOFA with an eagle eye!) and found a link to a
document with the performance measures for this grant program:

The performance measures for this Second Chance Act program were established
to indicate to what extent grant activities meet the following objectives:

1. Partner and work with a technology career partner to provide evidence-
based reentry services to offenders.

2. Develop a technology career-specific curriculum for offenders.
3. Train instructors to teach curriculum in technology career fields.

4. Reduce recidivism.
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that your objectives are specific, measurable, attainable, realistic, and time-
bound. Winning-minded grantwriters look at the initial objective and the perfor-
TIP mance measures and create the following objectives in their grant applications:

‘ Write your objectives using the SMART structure, which, as a reminder, means

SMART objective 1: By the end of Year 1, increase career partners engaged in
the project by 50 percent or more as demonstrated by the number of partners
involved in southern Mississippi workforce development programs targeting
ex-offenders currently (baseline) and the number of new partnerships created
during the planning year.

SMART objective 2: By the end of Year 1, increase the content and competencies
of the region’s current state-designed technology curriculum by 80 percent as
demonstrated by the number of national technology training standards added

to the community college and trade school curricula in southern Mississippi.

SMART objective 3: By the end of Year 1, increase the number of instructors
trained to teach the new rigorous curriculum in technology career fields by

90 percent as demonstrated by comparisons of the number of teachers currently
certified to teach the outdated technology curriculum in the region and the
number completing the 12-week, 20-hours-per-week training program and
recertified by the Mississippi Department of Education.

SMART objective 4: By the end of Year 3, decrease recidivism among the targeted
population enrolled in the Second Change Act Technology Careers Program in
southern Mississippi by 20 percent as demonstrated by tracking incarceration
reentry rates for the experimental group compared to the control group in the
same region.

Closing the deal by showing the long-term
impact of the funder’s investment

Use words and phrases such as external, internal, local fundraising, creating future
funding partners, inviting more external funding sources to the organization’s table of
partners, seeking to identify more investors in our stakeholders, and continuing grant-
funded activities after the funding is gone.

These words and phrases don’t just point to something; they rocket off the page
and say, “We’re planning for the future and asking for your help, and we have a
plan for keeping this program alive after we spend your money.”

All types of funders want assurances that when you finish spending their money,
the show or program will go on. No funder wants the efforts supported by its

investment to suddenly shut down at the end of the funding period.
REMEMBER
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In your program design and evaluation section, you must write a paragraph to
address the funder’s concerns about continuity, which arise during the funding
request review stage. In fact, most grant applications include a question or a sec-
tion on the sustainability of the project, where you must outline your plan for
maintaining the project after grant funding ends. If this information isn’t explic-
itly requested, be sure to include it anyway.

This paragraph from the St. Louis Recidivism Reduction Project lays out the orga-
nization’s financial plan for its project’s future:

The Second Chance Support Center (SCSC) has been successful in securing grants
and contracts to support recidivism reduction programs. In 2020, the SCSC was
awarded $13 million from the U.S. Department of Housing and Urban Renewal for
the Second Chance transitional housing facility and supportive services to residents
and their families. This grant will cover five years of construction and operating
support. This grant application seeks funding for three years of entrepreneurial
training which will immensely benefit the clients served by the SCSC. On comple-
tion of this anticipated grant award, our organization will have formed a Grants
Advisory Committee and identified ongoing funding support for all aspects of
programming funded with the Second Chance Act grant, including the proposed
entrepreneurial program. In addition, several local philanthropists have requested
one-on-one presentations from City Council members. One of our sustainability
goals includes starting an endowment fund to perpetuate the SCSC for this
community.
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Following the
Funder’s
Guidelines



IN THIS PART ...

Pull together all the critical preliminary support

documents — cover letters, abstracts, tables of contents,
forms, and more — to ensure you don't forget any of the
smaller yet still relevant pieces of your grant application.

Write about your organization’s background and
capabilities in a way that presents your target population
and programs or services offered in a clear,
straightforward, and statistically framed manner.

Make grant reviewers grasp the dire need of your
organization by using statistics, case studies, and visuals
to craft a compelling statement of need.

Build a solid program design with goals and objectives
that meet (and exceed!) the peer reviewer's and
program officer's expectations. This section is the heart
and soul of your grant application, so make it sing!

Clarify who's going to implement the project if it receives
funding and how your organization plans to
demonstrate accountability.

Calculate the budget, making sure it matches the monies
requested, dollar for dollar. Remember that every action
requires an expenditure.



IN THIS CHAPTER

» Knowing how to prepare what a
funder requires

» Drafting a cover letter
» Diving into forms

» Creating the abstract and table of
contents

Chapter 13
Preparing Preliminary
Documents

his chapter covers critical and standard information-gathering forms and

other pre-narrative sections you can expect to see in your grant applica-

tions. Remember that every type of funding source has different grant pro-
posal formatting and submission requirements. With so many types of funding
applications floating around, determining what goes where can be confusing.
That’s why I explain it all in this chapter.

Along with a deep dive into general funder requirements, the chapter also dis-
cusses cover letters. Cover letters are no longer a standard requirement of grant
applications, but some private-sector funders (that is, foundations and corpora-
tions) still require that a formal cover letter accompany a paper grant proposal.
What do you write in these cover letters? How long should they be, and should
they be formal or informal? What do you do if you have to fill out a cover form
(something many private-sector and all public sector-grantmakers require)?
I answer all these questions in this chapter.
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Complying with Mandatory Application
Package Requirements

WARNING

Not sure what to include in your application? Don’t stress. I break down the stan-
dard ingredients for you right here by order of typical appearance. I also clarify
when each preliminary document is required.

Always read each funding agency’s guidelines and give the funder exactly what it
asks for in the instructions. Never, ever deviate. Also, do not alter any PDF-
formatted forms if at all possible. Changing the forms because you need more
space on a typing line or changing the font in a form can result in automatic rejec-
tion. Make sure that all PDF forms are filled in accurately and uploaded in the
funder’s required PDF version.

These upfront components (the items that come before the grant application nar-
rative) should be in this order — although, remember, not every piece applies in
every case:

3 Cover letter: Only for foundation and corporate requests that ask you to
include a cover letter.

3 Common grant application form: Only for foundation and corporate
requests when the funder doesn't have its own specific application form or
format and instructs you to submit a common grant application form.

3 Application for Federal Assistance: Always for federal grant applications
and sometimes requested by state agencies. Most often referred to as SF-424
(SF stands for Standard Form).

3 Abstract or executive summary: Appropriate for all types of funders and
typically required.

3 Table of contents: Most often requested in federal and state grant applica-
tions. Not every government agency requires a table of contents.

Drafting a Cover Letter (If Requested)

170

Thanks to the increasing number of funders that now require e-grants (electronic
online submissions in the funder’s template), I only include cover letters for
foundation and corporate funders that request one in their published guidelines.
(Government funders rarely, if ever, ask for a cover letter anymore.) Read more
about e-grants in Chapter 23.
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TIP

If you have to supply a cover letter, make sure it’s brief and to the point. When a
funder opens your request for assistance, the cover letter provides the first inkling
of how well you understand the person you addressed the letter to — the funder.
Avoid merely regurgitating the information in your grant request.

Write the cover letter last, after you’ve completed the entire funding request and
are in a reflective mood. As you consider your great achievement (the finished
funding request), let the creative, right side of your brain kick in and connect your
feelings of accomplishment to the person who will help make your plans come true.

Follow these handy tips when you write your own cover letters (and check out the
cover letter example in Figure 13-1):

»

»

»

»

»

Use the date that you'll send the complete grant application to the
funding source. You want to create documents that are consistent, so the
dates on cover letters and accompanying cover forms should be the same.

Open with the contact person’s name and title, followed by the funding
source name, address, city, state, and ZIP code. Remember to double-
check the contact information with a telephone call or email to the funder.
You can also search via the Internet for the correct information.

Greet the contact person with “Dear” plus the personal title (as in Mr.,
Ms., Mrs., or Messrs.), followed by the last name. This greeting is your first
point of introduction to a potential funder, so you need to use a personal title.
Call to make sure the personal title you're using is correct. | once used “Ms.”
for a female program director who preferred to be addressed with “Miss.” The
request was denied because | didn't do my homework on her correct personal
title. In addition, some people use gender-neutral titles. When in doubt, call
and ask the receptionist for the funder how to address the contact person.

Keep the first paragraph short and focused. Start by introducing your
organization (use its legal name). Then introduce yourself and give your job title
(executive director, development officer, and so forth). Finally, get to the point.
Tell the funder how much money you're requesting and why your organization
needs it. Write a sentence or two about what your organization does.

Write a second paragraph that’s brief and to the point. Include no more
than three sentences stating your organization’s corporate structure status
and the date it was founded. Then tell the funder your organization’s purpose
and how it aligns with the funder’s mission or funding priority. Validate your
existence by adding at least one sentence that includes research-based
evidence showing there’s a need for what your organization does.

CHAPTER 13 Preparing Preliminary Documents

171



FIGURE 13-1:

A fully developed
cover letter
leaves the funder
feeling connected
to the applicant.

Rule Ruli| Ruli| Ruld/ Ruli| Rule

Thum! | Thum! | Thum! | Thum' | Thumb

of Thumb

Small Business Book Series

428 Joslyn Castle Drive
Omaha, NE 92203

December 1, 2016

Mrs. Jennifer S. Randall

Trust Administrator

The John B. and Beverly A. Browning Trust
123456 W. Social Security Lane

Medicare, IA 45678

Dear Mrs. Randall:

| am writing on behalf of the Rule Of Thumb for Business (ROTB) based in Omaha, Nebraska. As the Secretary of the
Board of Directors, our Executive Committee has authorized me to submit a grant proposal to the Trust requesting
$5,000. This generous gift from the Trust will allow us to purchase additional online marketing services to promote
our Small Business Book Series. A 2014 report published by the American Small Print Books Association showed that
marketing small print books rigorously online (our books are 125 pages or less) can generate 10 times the sales as
other non-social media venues. With over one million small businesses (under 500 employees), there is a high
demand for our book topics.

Founded in 2012, ROTB is an IRS-recognized 501(c)(3) nonprofit corporation. Our mission is to provide topics of
interest and relevance to small businesses to help them to get started and stay in business. When Mrs. Browning
started her family’s trust, she had already published 39 books. Her 40th book was titled A Guide to Sustainability for
Small Business, and it targets the same market as ROTB.

In summary, an ongoing partnership with the Trust would indirectly benefit small businesses nationwide. With limited
market presence, ROTB has the ability to promote Mrs. Browning’s book as well to generate additional income for
the Trust.

Awaiting your response,

Bew

Beverly A. Browning
Secretary, ROTB Board of Directors

ATTACHMENTS

Illustration by Ryan Sneed

172 PART 4 Following the Funder’s Guidelines



3 Wrap up your cover letter with a summarizing paragraph. Share a closing
thought or reflection about what this funding partnership can mean for the
future of your project’s target audience.

¥ Use a creative closing, such as “"Awaiting your response,” “With great hope,” or
something else that fits your project’s theme/topic area. Sounding both
thankful and optimistic as you close your request for funds is important.

3 Sign your first name only; doing so invites an informal, long-term
relationship. Below your signature, type your first name, middle initial, last
name, and job title.

@ The executive director or board president is the appropriate signatory.

3 At the bottom of the letter, include the note “ATTACHMENTS" or
“ENCLOSURES.” This note indicates that a grant proposal is included in the
same packet. The capital letters signal that the grant proposal is important.

You can access an easy-to-use grant cover letter template at www.dummies.com/
go/grantwritingfdTe.

TIP

Shuffling Through Funder
Information Requests

REMEMBER

No one group of funders uses the same formatting templates or online e-grant
text entry forms. So, in the following list, I give you the most commonly requested
information fields that you can expect to see with the majority of funders:

3 Organization name, tax-exempt status, year organization was founded,
date of application, address, telephone number, fax number, director,
and contact person and title: These items give the funding source straight
information about your eligibility to apply for funds.

¥ Grant request: The funding source wants to know how much money you're
asking for before it even reads the full proposal. The amount listed here is the
first clue to the funder that you're counting on it to provide a specific percent-
age of your project support.

This figure doesn't mean that you're requesting the total amount needed from just
@ one funder; you still send your customized common grant application proposal

package to other funders willing to accept this format. Having more than one
REMEMBER potential funder lined up increases your chances of receiving the full amount needed.
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¥ Period grant will cover: Most foundation and corporate funders award grant
monies for only one year. Some fund you for multiple years, but they don't
represent the norm among private-sector funders.

¥ Type of request: Typically, the funders want to know whether you're request-
ing general support (money to pay the day-to-day bills), startup funds (you're
just beginning operations), technical assistance (training, accounting aid, or
some other type of specialized consulting), and so on. See Chapter 1 for your
grant language choices when it comes to the type of funds requested.

¥ Project title: | personally like every funding request to have a project or
program title. A title gives your request personality. Remember to use a
consistent title. It should be the same from the cover letter to the cover form
to the grant proposal.

3 Total project budget: The amount you enter here is the total cost to imple-
ment your program. Include the value of your in-kind and cash contributions
in addition to the amount needed from the funder. (Go to Chapter 18 for
budget terms and definitions.)

¥ Start date of fiscal year: The date your organization’s financial year begins.
For example, your fiscal year may begin on January 1, July 1, September 1, or
in any month. Check with your financial staff to determine your start date.

¥ Total organizational budget: This amount is your organization’s total
operating budget for the current fiscal year.

3 Summarize the organization’s mission: The word summarize is key here. If
you have a long mission statement, give the abbreviated version. Remember
that the entire cover form usually fits on one page.

3 Summary of project or grant request: Don't fill out this field until you've
written the grant application narrative. Then cut and paste into this section
the sentences that most effectively summarize your project. This field typically
TIP includes one sentence that provides a brief overview of your project. For
example, “The purpose of this project is to provide 2,000 Haitian families

displaced by back-to-back hurricanes and tropical storms with temporary
housing, food, and medical care.”

Knowing What the Feds Want in a
Form (SF-424)

The electronic Application for Federal Assistance Form (also known as SF-424 and
available at www.grants.gov/web/grants/forms.html) asks for four pages of
information. Here, I walk you through the sections you can expect to see when
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REMEMBER

FIGURE 13-2:
Accessing the
grant application
package.

Q

TIP

you’re filling in the SF-424 online. Better yet, I tell you exactly what the govern-
ment wants you to include. (Note that mandatory fields are outlined in red in the
digital version of this form.)

Each federal grantmaking agency may use a variation of SF-424. Always use the
funding agency’s link for the specific form.

You can view the full instructions for filling in the Application for Federal Assis-
tance (SF-424) on the Grants.gov website in every synopsis under the Package tab,
as shown in Figure 13-2.

VIEW GRANT OPPORTUNITY

e, PAR-21-339 «Back | Link
C Limited Competition: NCATS Clinical and Translational Science Award (CTSA) Program Research

» Education Grants Programs (R25 - Clinical Trial Not Allowed) m

Department of Health and Human Services
National Institutes of Health

synopsis || VERSIONHISTORY | RELATED pocuments [EIGIY-S

Print Package List 0
Select Grant Opportunity Package

PLEASE READ BEFORE APPLYING!
If'you view and complete your application package using Grants.gov downloadable PDF forms, you MUST have Adobe Reader installed. You may receive a validation error using incompatible
versions of Adobe Reader. To prevent a validation error, it is now recommended you uninstall any earlier versions of Adobe Reader and install the latest compatible version of Adobe Reader.

If more than one parson is working on the PDF forms, ALL applicants must ba using the same Adebe Readsr version. Click for more information on Adobe Reader Compatibility.

Opportunity Package(s) Currently Available for this Funding Opportunity:

CFDA Competition ID Competiticn Titie Opporunity Package ID Opening Date Ciosing Date Actions.

Use for due dales on of afler = prem— — "
FORMS-F Moy 36, 2020 PKGO0268876 121261202 09/13/2024 Preview | Apply

Source: https://www.grants. gov/web/grants/forms/sf-424-individual-family.html

If any of the SF-424 instructions use the term require, you must enter the requested
information. Leaving this section blank will disqualify your grant application
from funding consideration.

Here’s a brief glimpse of the form’s information fields on the SF-424 (see
https://apply@7.grants.gov/apply/forms/readonly/SF424_4_0-V4.0.pdf):

¥ Item 1 - Type of Submission: Your options are Preapplication, Application, or
Changed/Corrected Application.

3 Item 2 - Type of Applicant: Here you must select from New, Continuation, or
Revision.

¥ Items 3, 4, and 5: Completed by the government.

¥ Items 6 and 7: For state use only.
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»

»

»

»

»

»

»

»

»

Item 8 - Applicant Information: Fill in each of the text boxes in this section.
You're required to enter the legal name of the applicant that will undertake
the assistance activity. This is the organization that has registered with the
Central Contractor Registry (CCR). You can get information on registering with
CCR from Grants.gov.

Item 9 — Type of Applicant: Click on the drop-down boxes to select your
type of applicant. There are three options plus Other.

Item 10 - Name of Federal Agency: This will automatically populate when
you are in a specific NOFO. The information will be filled in for you.

Item 11 - Catalog of Federal Domestic Assistance Number/Title: Here you
enter the Catalog of Federal Domestic Assistance number and title of the
program under which assistance is requested, as found in the program
announcement, if applicable.

Item 12 - Funding Opportunity Number/Title: Here you're required to
enter the Funding Opportunity Number and title of the opportunity under
which assistance is requested, as found in the program announcement.

Item 13 - Competition Identification Number/Title: Here you enter the
competition identification number and title of the competition under which
assistance is requested, if applicable.

Item 14 - Areas Affected by Project: This data element is intended for use
only by programs for which the area(s) affected are likely to be different from
the place(s) of performance reported on the SF-424 Project/Performance Site
Location(s) Form. Add an attachment to enter additional areas, if needed.

Item 15 - Descriptive Title of Applicant’s Project: Here you're required to
enter a brief descriptive title of the project. If appropriate, attach a map showing
project location (for example, construction or real property projects). For
pre-applications, you're required to attach a summary description of the project.

Item 16 - Congressional Districts Office: The actual form abbreviates Office
as “Of.” Here you're required to enter all district(s) affected by the program or
project. Enter this in the following format: two-character state abbreviation, a
hyphen, and the three-character district number. For example, CA-005 for the
California 5th District, CA-012 for the California 12th District, or NC-103 for the
North Carolina 103rd District. If all congressional districts in a state are
affected, enter “all” for the district number (for example, MD-all for all
congressional districts in Maryland). If nationwide — all districts within all
states are affected — enter “US-all.” If the program/project is outside the
United States, enter 00-000.
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This optional data element is intended for use only by programs for which the
area(s) affected are likely to be different than place(s) of performance
reported on the SF-424 Project/Performance Site Location(s) Form. Attach an
additional list of program/project congressional districts, if needed.

Item 17 - Proposed Project Start and End Dates: Here you're required to
enter the proposed start date and end date of the project.

Item 18 - Estimated Funding: Here you're required to enter the amount
requested or to be contributed during the first funding/budget period by each
contributor. The value of in-kind contributions should be included on appro-
priate lines, as applicable. If the action will result in a dollar change to an
existing award, indicate only the amount of the change. For decreases,
enclose the amounts in parentheses.

Item 19 - Is Application Subject to Review by State Under Executive
Order 12372 Process: Here, you're required to contact the State Single Point
of Contact (SPOC) for Federal Executive Order 12372 to determine whether
the application is subject to the state intergovernmental review process.
Select the appropriate box. If “a.” is selected, enter the date the application
was submitted to the state. Use this link to determine if your state has

a SPOC: www . whitehouse.gov/wp—content/uploads/2020/04/
SPOC-4-13-20.pdf.

Item 20 - Is the Applicant Delinquent on Any Federal Debit: Here, you're
required to select the appropriate box. This question applies to the applicant
organization, not the person who signs as the authorized representative.
Categories of federal debt include, but may not be limited to, delinquent
audit disallowances, loans, and taxes. If yes, include an explanation in an
attachment.

Item 21 - Authorized Representative: This final section is where the
authorized representative of your organization must sign and date. You're
required to enter the first and last name, prefix, middle name, and suffix. Also,
enter the contact person'’s title, telephone number, email, and fax number.
Note: A copy of the governing body’s authorization for you to sign this
application as the official representative must be on file in the applicant's
office. (Certain federal agencies may require that this authorization be
submitted as part of the application.)

CHAPTER 13 Preparing Preliminary Documents 177


http://www.whitehouse.gov/wp-content/uploads/2020/04/SPOC-4-13-20.pdf
http://www.whitehouse.gov/wp-content/uploads/2020/04/SPOC-4-13-20.pdf

Saving the Abstract or Executive
Summary Narrative for Last
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©

REMEMBER

TIP

The abstract or executive summary is a brief, page-limited overview of what the
grant reviewer will find in the full grant application. Brevity is important (this
section should be no longer than one page unless the guidelines indicate the need
for a two-page summary). I recommend writing (or assembling) your abstract or
summary dfter you’ve written the entire grant application narrative because by
then you should have all the wordy explanations out of your system. (Note: Federal
applications often specify a word or line limit for abstracts.)

Always follow the funder’s guidelines regarding word or line limits and the struc-
ture of the abstract or executive summary.

If no specific structure is requested, you can create an abstract or executive sum-
mary like the one in Figure 13-3 by pulling the most significant sentences from
each key writing section in the grant narrative and doing a quick cut-and-paste.
Take key sentences from the following areas and keep them in the same order in
the abstract or executive summary as they appear in the narrative:

3 Proposed initiative: Here you enter the name of your project or program
and the full name of the funding competition you're applying to for grant
consideration.

3 Introduction of target population: Copy and paste a sentence or two about
whom you're planning to target and serve with grant monies.

3 Goals: Copy and paste your goals from the project design section of your
proposal narrative.

3 Program measurements and performance targets (also known as
objectives): Copy and paste your objectives and performance targets from
the program design section of your proposal narrative.

3 Plan of action: Copy and paste the key activities that comprise the program'’s
implementation process.

You can find a template version of the abstract or executive summary at www.
dummies.com/go/grantwritingfdTe.
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FIGURE 13-3:
The abstract or
executive
summary draws
critical details
from different
parts of the
narrative.

Abstract

0JJDP FY 2016 Comprehensive Anti-Gang Strategies and Programs
Grant Application — CFDA 16.544
Submitted by: Leadership Training Institute - Hempstead, New York

Proposed Initiative: Long Island Comprehensive Gang Model

Target Population: Comprehensive anti-gang strategies are critically needed in Nassau (pop. 1,357,429)" and
Suffolk (pop. 1,518,475)% Counties (a.k.a. Long Island), New York. The communities of Hempstead, Roosevelt, Freeport,
and Westbury/New Castle in Nassau County, and Huntington Station, Wyandanch, Central Islip, and Brentwood in
Suffolk Counties are under violent and continuous attack by 5,000 members that reside on Long Island.?

Goals: Goal 1 - Provide opportunities to youth at high-risk of gang involvement. Goal 2 - Involve key stakeholders in
connecting high-risk youth to community-based social interventions. Goal 3 - Catalyze cross-agency organizational
change and development.

Leadership Training Institute (LTI) is adopting 0JJDP’s Comprehensive Gang Model.

Program Measurements and Performance Targets:
SMART Objective 1a: By the end of the model’s implementation period, the number of enrolled youth completing
program requirements will increase by 70% or more.
Resulting 0JJDP Performance Target

2 Percent completed.
SMART Objective 1b: By the end of the model’s implementation period, the number of enrolled youth who will have
completed an evidence-based program/practice will increase by 70% or more.
Resulting 0JJDP Performance Target

< Percent exposed to evidence-based model.
SMART Objective 2a: By the end of the model’s implementation period, the number of stakeholders engaged in the
Steering Committee/Policy Group (currently known as the Building For Success Partnership) will increase by 60% or
more.
Resulting 0JJDP Performance Targets

< Number of planning or training events held.

< Percentage of program policies changed and/or rescinded.
SMART Objective 3a: By the end of the model’s implementation period, the number of policies changed or rescinded
to address local gang problems will increase by 25% or more.
Resulting 0JJDP Performance Target

2 Number of program policies changed and/or rescinded.
SMART Objective 3b: By the end of the model’s implementation period, the number of 0JJDP-involved (training and
technical assistance recipients) agencies reporting improvements in operations will increase by 25% or more.
Resulting 0JJDP Performance Target

< Percentage of organizations reporting improvements in operations based on training and technical

assistance.

Plan of Action: The Long Island Comprehensive Gang Model will have three strategies. They include:
1. Opportunities Provision
2. Social Intervention
3. Organizational Change and Development

! http://quickfacts.census.gov/qfd/states/36/36059.html
Zhttp://quickfacts.census.gov/qfd/states/36/36103.html
% National Drug Intelligence Center to 2016

Illustration by Ryan Sneed
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Crafting the Table of Contents
When Required

REMEMBER

FIGURE 13-4:

A sample table of
contents for a
federal grant
application.

Whether you include a table of contents depends on the grant application guide-
lines. Rigidly structured guidelines typically call for a table of contents, particu-
larly if the narrative is long (more than ten pages) or if you’re asked to provide
several attachments or appendixes.

The table of contents shouldn’t include the abstract or executive summary because
those parts almost always precede the table of contents. Exceptions to this rule are
applications from state or federal agencies that stipulate a format in which the
table of contents comes before the abstract or executive summary. Grant guide-
lines and writing formats vary from one agency to another and even within
departments in an agency, so be sure to read the grant application guidelines
carefully and follow the format listed in the reviewer’s criteria (see Chapters 10
and 11 for details on review criteria).

Figure 13-4 provides you with an example of a federal grant application table of
contents.

U.S. Department of Justice
Law Enforcement Training — Discretionary Funds — CFDA 12.345

Table of Contents
Submitted by: Grant Writing Training Foundation — Goodyear.

Grant Application Narrative Sections Page
Need for the Project 1-3
Foundation for Implementation 4-8
Quality of the Project Design 9-19
Quality of the Management Plan 20-22
Quality of the SLC Project Evaluation 23-24
Appendices 25-44

Appendix 1: Letters of Commitment
Appendix 2: Organizational Chart
Appendix 3: Resumes of Key Personnel
Appendix 4: Copy of IRS Nonprofit Status
Appendix 5: Nonprofit Survey
Mandatory Assurances and Certifications 45-50

Illustration by Ryan Sneed
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@ Keep the following points in mind regarding your application’s table of contents:
REMEMBER ¥ The reader expects to see sections and subsections of the grant applica-
tion listed.
¥ Appendixes must be listed and numbered.

¥ Federally mandated or state-mandated forms and attachments or appendixes
must be listed as well. (Including mandated forms in your table of contents
lets the government know that you included them in the application. If a form
disappears during the review process, at least the grant reviewer can affirm
that it was included in the original application.)

Visit www.dummies.com/go/grantwritingfd7e for a helpful table of contents
template.

TIP
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IN THIS CHAPTER

» Obeying the funder’s instructions

» Demonstrating organizational
capability and presenting your
current programs

» Presenting validated facts about your
target population

» Understanding the importance of
developing collaborative
partnerships

Chapter 14

Developing the
Organizational History
and Capability
Boilerplate Narrative

hether your organization is a first-time grant applicant or a veteran

proposal writing machine, you must write current and relevant

boilerplate information about the organization in the organization
background/history section of the narrative. (A boilerplate is information that has
minimal changes from year to year.) The section of the grant application narrative
that houses this information, whether upfront, in the middle, or at the end, com-
municates who the grant applicant organization is, where it’s located, and what
services and programs it provides. This section also includes information on your
organization’s primary community partners — agencies that support your mis-
sion, programs, and services by collaborating with you to strengthen your
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TIP

financial, physical, and program-related assets. How much you write for this sec-
tion depends on each funder and its specific guidelines (content and page or char-
acter limitations) for what and how much it wants to see.

In this chapter, you find out how to incorporate your organization’s background,
programs, and affiliations into compelling introductory paragraphs that introduce
the organization to potential funders. These opening sections convince the grant-
funding decision makers that your organization is financially and operationally
capable to receive and manage grant monies.

A little trivia and a lot of facts create the kind of reader interest every successful
grantwriter shoots for. The longer you can keep readers’ attention, the better your
chances are of getting recommended for a grant award.

Iinclude a full-length grant application at www . dummies . com/go/grantwritingfdTe;
be sure to check it out before you write.

Adhering to the Funder’s Guidelines

184

In most cases, the funding source’s narrative-writing instructions point you in
the right direction for what to include in the capability section of the application.
Some funders title this section organizational background or history. Others label it
grant applicant capability or organizational capability. Regardless of what the funder
calls this section, when introducing your organization, be sure to divide the infor-
mation into different parts for easy digestion by the grant reviewer.

For example, you may include these different parts: background (history and
accomplishments), programs and activities (current services), constituency
demographics (information about your service population), and community
affiliations (local, regional, and state partners).

Remember, federal grant application guidelines require extensive, detailed
responses; therefore, the writing guidelines are very long as well. Here are some
examples of the types of narrative section writing instructions you may see in
your application guidelines:

3 Community foundation example: Organization Background: Provide the
history of the organization, its broader purposes, and services to the
community.

3 Federal example: U.S. Department of Labor — Veteran's Employment and
Training Service Grant Program: Organizational Capability and Experience —
You must describe in your application your organization’s ability to manage
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the operational, administrative, programmatic, and financial reporting
requirements specified within this funding announcement. You must describe
key staff skills, experience, history, knowledge, qualifications, capabilities, and
office locations, and provide an organizational chart.

You must also address your capacity for timely implementation of the
program, programmatic reporting, and participant tracking. You must fully
describe how the proposed program can or will outlast the federal funding
being provided under this grant. You must describe in your application a
diverse funding base or illustrate an organizational strategic plan that will lead
to the attainment of financial resources beyond those secured through the
grant. If you have previously operated a veterans’ employment and training
program, then you must include the performance outcomes from your last, or
most recent (if the grant is active), fourth quarter Technical Performance
Report (TPR) and the planned goals for that grant.

If you lack prior experience with implementing these types of grants, you are
required to provide program outcomes from other similar programs you have
operated. You must describe specific outcomes previously achieved against
set targets within these related programs, such as number of enroliments,
number of participants who entered employment, cost per placement into
employment, benefits secured, and coalitions.

For new grantees that may not have past experience operating an employ-
ment and training program, it is important to have detailed information on
the specific ability to manage these types of programs.

Creating Organizational Capabilities
as a Grant Applicant

When writing the organizational capability section of your application, you need
to give the grant reader just enough information about your organization’s expe-
rience and accomplishments to pique their interest and keep them reading word
for word. Remember that you’re just introducing yourself — this isn’t the place to
discuss the money you need or the problems you have. In a federal grant applica-
tion, you’ll lose peer review points if you don’t respond to every mandatory
requirement for each section of the narrative and budget. Chapter 11 explains the
federal peer review process and how to write to the requirements for what peer
reviewers want to read.
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TIP

Although you’re shooting for clarity and precision, in order to get your grant
application funded, you must be able to make the mundane interesting to the
grant reader. Your narrative must be magnetizing to all who read it, from your
community partners to potential funders. After years of experimenting, I’'m thor-
oughly convinced that telling and selling your organization’s story is critical when
funders are at the point of making a decision to fund or not to fund. You must
write to hit them where their hearts and their minds are!

The first two sections that follow describe how to write the organizational capa-
bility section for private-sector funders. The last section explains how to write the
same section for public-sector funders.

Stating the history, mission, values,
and geographic logistics

The grant reader wants to see the following in the first few sentences:

¥ The full legal name of your organization.
¥ The year the organization was founded, by whom, and for what purpose.

If you don't know the appropriate answers, ask a longtime employee or board
member. Sometimes, you can also find the history of an organization in its
annual report or in an anniversary issue of its newsletter. Keep researching
and asking others until you strike gold.

¥ The location of the organization’s headquarters and any other operating sites
(name, city, county, state).

¥ The mission statement (who the grant applicant organization is now) and the
vision statement (what the organization will become).

In the example that follows, I make the text inviting by putting a face on the orga-
nization’s history. (See Chapter 12 for pointers on resuscitating your writing.)

The Grant Writing Training Foundation was founded in 2007 by Dr. Beverly

A. Browning in Buckeye (Maricopa County), Arizona. Dr. Browning's vision for this
5011(3) foundation emerged when she was managing a for-profit consulting
business that wanted to offer more affordable training for nonprofits and units of
government. Her vision unfolded in the mission statement of the Foundation:
Provide affordable and relevant training in grantseeking, proposal writing, and
nonprofit and financial capacity building. The Foundation'’s vision is to leave a
legacy of teaching and reaching those who desire to elevate their proposal writing
skills. Dr. Browning has over 45 years of experience in the nonprofit sector. The
most important achievements for the Grant Writing Training Foundation include
the following:
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Donated 20 percent or more of annual proceeds to training-site hosts and
other charitable causes.

Provided new computers or grant-related textbooks at venues to at least
one of the attendees annually since 2007.

Facilitated low-cost training to over 1,000 nonprofit site hosts since its
founding.

Presenting key milestones in
organizational development

Complete the organizational capability section by writing about important mile-
stones in the organization’s history that relate to the activities covered in the
grant application. Write a brief introductory paragraph before you begin listing
the milestones.

every last miscellaneous award and achievement. If you’re seeking grant funds for
a new after-school program, for example, don’t mention unrelated accomplish-

warning  ments, such as the school football team’s winning record or the cabinet full of
medals from the swim team. Taking the grant reader down a dead-end road with
unrelated information is a fatal flaw, and it can result in your application not
being read or funded.

‘ Even though your organization may have dozens of milestones, don’t include

voice to make the list more inviting. Your organization’s milestones narrative may

Use bulleted, abbreviated statements to share the top milestones. And use a casual
look something like this:

TIP

The Grant Writing Training Foundation currently offers a full menu of grant-related
and small business capacity-building training programs to nonprofits throughout
the United States, including foundations, community service organizations, colleges
and universities, and government agencies. Current training programs include but
are not limited to:

Grant Writing Boot Camp (2007 to current: 400 sessions)

Grant Writing Boot Camp Express (2010 to current: 150 sessions)

Nonprofit Board of Directors Boot Camp (2012 to current: 150 sessions)

Small Biz Boot Camp (2012 to current: 50 sessions)
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When writing the organizational capabilities section, I like to use customized bul-
lets to draw attention to the grant applicant’s attributes. For example, you can use
a dollar sign or a red heart to point to the Grant Writing Training Foundation’s
accomplishments.

If your organization is new (just starting up), list the background of the founders
and your governing board members along with the planned milestones from your
strategic plan. Chapter 2 gives you more information on the strategic plan.

Shifting gears for government grants

Strong, emotional writing works best with foundation and corporate grant appli-
cations, but you need to adopt a different writing style for government applica-
tions. When you describe your organization’s history in a government grant
application, follow these tips to rack up the review points (see Chapters 10 and 11
for more on review points):

¥ Use a compelling but concise writing style; remember to only write what's
asked for — no more, no less.

¥ Stick with the cold, hard facts.

3 Don't write the history and accomplishments section in the first person (using
pronouns such as /, our, and my). Instead, use the third-person writing
approach. When you write in third person, you're writing as if you're on the
outside of the grant applicant organization and looking in with a third-party
perspective. Your reference to your organization must be from a formal and
straightforward approach. Here are two examples that allow you to compare
first- and third-person writing styles:

First person: Our organization was founded in 2007 and is located in
Arizona’s Sonoran Desert (Phoenix MSA), Arizona. Last year, we provided
more than 100 capacity-building training programs for nonprofits through-
out the world.

Third person: The Grant Writing Training Foundation, founded in 2007, is

located in Goodyear (Maricopa County), Arizona. Last year, its founder and
director provided over 100 virtual training programs for nonprofit organi-

zations and NGOs throughout the United States, Canada, and Europe.
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Sorting Out Relevant Programs
and Activities

Use the program section of your opening narrative to write about the day-to-day
happenings at your organization. Describe the programs that you currently pro-
vide to your constituency (also called the target population), not what you plan to
provide when your grant request is funded. (You can read more about target popu-
lations in the next section.)

If you work for a smaller organization, you probably have only one or two pro-
grams. However, keep in mind that having fewer programs doesn’t decrease your
chances of winning a grant award. Grants are available for organizations of all
sizes and shapes. Remember, it’s all in the writing.

@ In the program section, the grant reader is looking for you to briefly

REMEMBER ¥ Give the name of the program and state how long it has existed (focus on
long-lasting and successful programs).

¥ Tell whom the program serves (youth, adults, women, seniors, veterans,
people with physical or cognitive disabilities, or whomever).

¥ Describe how the target population benefits from the program.

Following is a comprehensive list of current programs for a human services non-
profit organization. This is taken from an actual grant application that was funded
by a federal agency:

¥ Behavioral Heath Outreach Program:
Family violence services
Family support services
Therapeutic visitation services
Children currently in state custody
Children transitioning home from foster care and their families
Youth with juvenile court involvement
Parents who are seeking reunification with their children

Parents in need of parenting assessment, parent education, and marriage
and/or couples

Counseling
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Children and parents in need of signs of abuse education or anger
management/conflict resolution skills

Sex abuse education, child abuse education
Youth needing positive role models through mentoring services
3 Mid-Cumberland Relative Caregiver Program:
Grandparents and relatives caring for minor children
Children and teen social skills groups
Youth needing positive role models through mentoring services
Parenting education groups
3 Community Prevention Initiative Program:
Youth needing positive role models through mentoring services
Youth with juvenile court involvement
Children and teen social skills groups
Tennessee Commission on Children and Youth
Social skills groups for high-risk youth
¥ Lottery for education and after-school programs:
Middle-school students in need of academic enrichment and tutoring
¥ 21st-Century Community Learning Center Program
Adult and youth therapeutic groups
3 Metro Government of Nashville Juvenile Court Program:
High-risk youth with juvenile court involvement

Therapeutic groups for youth suspected of alcohol, drug, and tobacco use

Don’t make the mistake of pulling the language for this section from a previously
& written grant (such as last year’s failed attempt). Always use fresh, up-to-date
programs and activities information. Grant readers are very intuitive and can pick

warnING  Up on outdated, out-of-place information.
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Presenting and Validating Your Target
Population for Services
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TIP

TIP

The target population section is the place to write about the people you serve. If
you’re serving certain organizations, you write about the organizations. If you're
writing a grant for an animal shelter, you write about the animals.

Give just enough detail to aid the reader in understanding whom your operating
dollars benefit — community members who are poor, adults who are unemployed,
youths who have dropped out of high school, people who are homeless, or those
with a terminal illness, for instance. To make this section as accurate as possible,
do your homework. Pull old evaluation reports from previously funded grants and
review reports given to your board members — both types of documents should
detail exactly who benefits from your organization’s services.

In the target population section, the grant reader wants to see

¥ Characteristics of your target population (age range, gender, ethnicity,
education level, and income level). Clearly define your target population. You
must convey to funders that you're serving a constituency that falls within
their funding parameters. Also, be sure to cite the source of your
demographics.

3 Numbers served by each program (make a table that covers the past five years).

3 Changes in the target population that may relate to why you're asking for
grant funds.

When you write the target population section, use words describing the popula-
tion that tell your story with accuracy and emotion. (Chapter 12 has tips on how to
resuscitate your writing to win grants.)

In the following example from a Federal Mentoring Children of Prisoners’ grant
application, I introduce the grant reviewer to a faith-based nonprofit organization
serving inner-city residents. Because I want the reader to understand the importance
of the funding request, I use italics to make phrases stick in the reviewer’s mind.

Usually, I advise grantwriters to refrain from putting any language from the
statement of need in the section of the proposal narrative that contains a
description of the organization. However, I break this rule when I’'m writing about
projects serving children — specifically, a target population under the age of 18.
For children’s services programs, I drop hints of need every chance I can. This
strategy helps reach out and touch the hearts of the grant readers, whether foun-
dation, corporate, state, or federal.
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Conditions and Characteristics of Youth and Families Affected: According to a 2020
needs assessment conducted by Prison Families of New York, Inc., children of
prisoners:

Blame themselves for their parent’s incarceration (one in five children
witnessed their mother's arrest)

Are embarrassed about their peers finding out about their parent’s
incarceration

Have difficulty dealing with the loss of a parent to the prison system
Fail to address their emotional hurt and often act out
Lack anyone who encourages them to achieve life success

Are deeply negatively impacted by the separation (demonstrated in lower
self-esteem and loss of personal and cultural identity)

Are in critical need of an adult mentor who can help them express their feelings
about the incarcerated parent

Almost 58 percent of mothers and almost 59 percent of fathers in state prisons
report never having a visit with their children since they entered prison. African
American children are 7.5 times more likely to have a parent in prison than white
children. Latino children are 2.5 times more likely than white children to have an
incarcerated parent. The incarceration of a primary caretaker is traumatic and
disruptive for children. Children of incarcerated mothers often move at least once
and live with at least two different caretakers while their mothers are in prison.
When a parent is incarcerated, children may face dramatically changed family
conditions, particularly if the incarcerated parent was the sole or primary caregiver.

Including High Stakes Partners
to Boost Your Credibility

192

Your grant guidelines may call for your partnership information to appear at the
beginning of the narrative, before the history and accomplishments. However, the
partnerships can just as easily be placed after the statement of needs or as an
attachment. Read your grant application directions carefully before you start
writing. The great thing about modern technology, however, is that little tool
called cut-and-paste. You can move anything anywhere after it’s written.
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If your application guidelines require a separate partnership section, you can and
should still have a one- or two-line boilerplate about how many partners your
rememser  Organization has in the organizational capacity narrative section.

In the partnerships section of your organization description narrative, write about
your organization’s local, regional, and national collaborative partnerships. What
organizations do you team with to provide your program’s services? What organi-
zations have asked you to write letters of commitment for their grant applica-
tions? What groups have historically supported you? If you find that this section
of your narrative is a bit slim, Chapter 10 gives you more information about estab-
lishing community partners to give your grant application the competitive edge.

Partners are like friends: You get to know them inside and out, and you comple-
ment each other in the delivery of like or unlike services. For example, say you
operate a group home for adults with cognitive and physical disabilities. In that
case, you need to depend on the Get ’Em There Transportation Service to take your
clients to and from medical appointments.

When writing about your partnerships, list the partner’s full name and its role in
relation to your organization. Whether you’re writing a corporate or foundation
funding request or a government funding request, the information you provide in

REMEMBER ~ YOUr narrative on partnerships is the same: who and where the partner is and
what role the partner plays.

As you write about your partnerships, don’t include an organization that you’re

& considering partnering with without first talking to a representative about what

you’re doing and asking permission to include the organization in your proposal.

warning [t doesn’t reflect well on you if the funder calls your “partner” and that organiza-
tion has no clue who you are and no knowledge of a partnership.

When reviewing the partnership section of your funding application, the grant
reader looks for evidence of:

¥ Collaborative efforts with multiple partners to maximize the use of grant
funds by coordinating services to the target population (see the preceding
section for the lowdown on target populations)

¥ Partners that commit cash to reduce the amount of grant funding you need
(known as cash contributors)

¥ Partners that contribute personnel, space, equipment, supplies, and other
valuable items to reduce the amount of grant funding needed (known as
in-kind contributors)

¥ Evidence that your partners are committed in writing courtesy of signed
Memoranda of Understanding (MOU) and/or letters of commitment
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In the following example, I briefly introduce a grant applicant’s partners and their
roles in helping the applicant organization coordinate its services. Note: Mention
partners who contribute cash simply as cash contributors in your narrative. (See
Chapter 18 for how to incorporate matching funds from your organization and its
partners into the project budget summary and narrative detail.)

The Northern Arizona Association for the Blind formed the Building Your Vision
Partnership in 2019. Current cash contributors include: Sunrise Village Triathlons,
Coconino County Center for the Visually Impaired, and Peak Performance. Each of
these partners contributed $5,000 toward general operating expenses. Partners
that have contributed in-kind (non-cash gifts) include: March for More ($10,000 in
technical assistance) and Sight Right ($5,000 in donated assistive technology
equipment).

If you prefer, you can present your partner organizations, their partnership roles,
and the values of their contributions in a table rather than a paragraph, as shown
in Table 14-1. After all, sprinkling graphics and tables throughout your narrative
gives the grant reader a break from reading straight text. Remember that grant
readers may have to read dozens of grant requests each week. You can give them
a much-needed respite from standard sentences and win them over by using a
table effectively.

When I’m writing a short (five pages or less) proposal for corporation or founda-
tion funding sources, I don’t create a table to spotlight the grant applicant orga-
nization’s partnerships unless I have sufficient room on the second page to
accommodate the entire table. Remember, you have four subsections to squeeze
into five pages. Revert to using a narrative or a bulleted list to describe your part-
nerships when a table format puts you over the page limit.

The indication of financial support in the partner’s section can be broken out into
the inclusion of a few sentences or at least one sentence on the history of the
organization’s fundraising totals and revenue management total. The list of part-
ners may be better positioned in a section on partners in the program narrative
itself rather than the history and capability. It’s often included in program narra-
tives specifically in a funder’s requested information on partners and less so in
the history/capability section. The most important thing to remember here is to
always follow the funder’s guidelines when writing your narrative. Wherever the
funder asks about the partners, write about them under that specific question.
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TABLE 14-1

Sample Partnership Table

Partner Role

Arizona State University Cooperative
Extension

Life-skills classes for current and former gang members

Six Towns Community Center

Training and employment services for current and former gang
members

Girl Scouts of Coconino County, Inc.

Gender-based programs for female children of current and former
gang members

Coconino County Housing Authority

Affordable and safe housing, parole violation alert system, as well as
family in crisis alert system

Coconino County Hispanic Civic
Association

Cultural programs to instill a sense of heritage and pride in Hispanic
participants

City of Flagstaff Police Department

Parole violation alert system; coordination with Project IMPACT, and
participant crisis alert system

Coconino County Public Schools

Educational and vocational programs for current and former gang
members

Impact University, Department of
Psychology

Interns to mentor and to support project goals for participants

Incorporated Village of Kayenta

Technical assistance with linkages

Leadership Training Innovations

Grant applicant and lead agency

Coconino County Department of
Public Health

Health care services and coordinated case management systems for
participants with health issues or wishing to have tattoos removed

Coconino County Youth Board

Technical assistance throughout project funding period

Coconino County Council on the
Aging

Volunteers for mentoring current and former gang members
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IN THIS CHAPTER

» Building in validating statistics

» Incorporating a real client's case
study

» Using graphics when the funder’s
submission format can support them

Chapter 15

Validating Your Needs
with a Compelling
Narrative

REMEMBER

our statement of need (also referred to as a problem statement or needs state-

ment) tells the grant reviewer that you know what you’re talking about. It

oozes gloom, doom, drama, and trauma (my four favorite words). You use
your statement of need to get your point across in the most effective, attention-
drawing, memorable way you can. How do you do that? By writing from your heart
(where your emotional center lies) and by telling the story of how bad things
really are for your target population. Transport the grant reviewer into the setting
of the problem so they can make positive decisions about funding your grant pro-
posal or application.

Gather the facts, read them, feel them in your heart, and formulate them in your
mind. Then think about how you’d feel if you were reading those compelling or
startling statistics, events, life stories, situations, and so forth about yourself,
your family, or your close friends. Keep those feelings fresh, and you’re ready to
write a compelling statement of need!
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TIP

This chapter explains how to fill your statement of need with engaging informa-
tion and visuals that help drive the point home in a way that makes your grant
application stand out from the pack.

You may find this chapter particularly helpful if you’ve been casting your line into
the grantwriting competition pool and receiving multiple rejection notices. Odds
are your grant requests have been flat, to the point, and significantly lacking in
tables and charts. Even if you’re submitting mostly e-grant applications (which I
cover in Chapters 6 and 23), you can still beef up your content with a compelling
format for your statement of need. The magic is in the storytelling and the visuals.
Trust me. I use a storytelling approach, and 90 percent of everything I write for
my clients gets funded.

Convincing Funders of Your Need

198

REMEMBER

WARNING

When you’re writing your statement of need for grant funding, remember this:
Grant writing has progressed from rote and boring to individual/personality-
packed/engrossing/exciting. Like all great stories, your presentation of what’s
wrong with this picture must be compelling, magnetizing, tear-jerking, and
believable. But it must also be supported with facts. In the next sections, I tell you
how to build your case and then how to tug on the grant reviewer’s heartstrings —
because they are the one deciding whether your request gets approved or rejected
for funding.

Researching recent and relevant
information

Every good statement of need is like a well-written story. And every well-written
story is filled with compelling details that bring the narrative to life in the reader’s
mind. To write your story, you need to gather all the available data from your
organization’s previous grant evaluations, which may show gaps that still existed
when the grant funds were expended.

You may have to play detective to find copies of old grant applications. Whether
these applications were funded or not, they still contain critical statistics and
other statement of need information.

Only look at applications written in the last two to three years; anything older is
too outdated for your current funding request.
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TIP

Start off by looking for current demographics (numbers to support your statement
of need) on your services, programs, and target population (the folks or animals
that your grant, when funded, will impact). Get permission to look at case man-
agement files; these files can provide rich details and even quotations regarding
clients’ needs and service barriers when they came to you for help. Also, look at
minutes from board of directors meetings and annual reports (usually gathered by
the program staff and presented to the board in the first quarter of your organiza-
tion’s fiscal year).

After you review your organization’s materials, conduct an Internet search in
hopes of finding the following problem-related information:

¥ Local and state-level data on the scope (size, demographics, and so on) of the
problem. The websites of city-, county-, and state-level human service; public
health; police and corrections departments; area universities; research and
policy think tanks; and advocacy coalitions are excellent sources for this type
of information. Look for congressional testimonies related to your subject
area, research findings by experts and graduate students, and newly issued
press releases from government agencies or government watchdogs.

¥ Similar problem area trends in other communities with characteristics like
yours (rural or urban, increases or declines in population).

3 Solutions to the issue (even though you don't present solutions in the
statement of need section of your proposal).

To find up-to-date and relevant information, I recommend running a general
Internet search. A general search results in hundreds of local, regional, and
national government website links. This approach is much easier than trying to
find the Internet address for a specific information site. For example, if your orga-
nization works with local businesses to help them expand their facilities and relo-
cate to your new state-of-the-art industrial park, you can enter the phrase
“economic development statistics for [your state or county]” in your favorite
search engine. You can also use the U.S. Census, Bureau of Labor Statistics, Depart-
ment of Agriculture, and major research foundations like the Robert Wood Johnson
Foundation’s County Rankings or the Annie E. Casey Foundation’s Kids Count data.

When I'm visualizing and writing my statements of need, I like to have a OneDrive
folder with files of current problem-related information in front of me for review.
Ilook at information provided by the grant application organization and study my
own Internet research findings. I sort all this information by topic (for example,
rural development, community development, economic development, trends in
industrial parks, business growth trends, and more). To expedite locating or vali-
dating the information used after the grant application has been submitted,
I store all website addresses in my Favorites folder under the project’s or client’s
name in addition to OneDrive.
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TIP

The more information you have on your topic, the more easily you can write a
winning statement of need. With the right preparation, you aren’t grasping for
straws or generalizing; instead, you’re able to give the grant reader true, hard,
grant-getting facts. And by including recent (no more than five years old) cita-
tions for data sources and names of noteworthy researchers, you show the grant
reader that your information is accurate and reputable. Finally, I recommend that
you establish a six-month project timeline to gather all the data. Your process
must be systematic and seriously undertaken — and certainly not left until the
applications are nearing their due dates.

Incorporating real-life information
about your target population

The grant reviewer reads your statement of need with the following questions
in mind:

3 How and when did you identify the problem?

3 Do you have a thorough understanding of the problem at the local, regional,
and national levels?

¥ Do you cite statistics and research conducted by your organization and others
that support the statement of need? Is this information current? (See the
preceding section for guidance on finding up-to-date data.)

In a foundation or corporate funding request, your statement of need should be
one typed, single-spaced page unless the funder requests a specific page count/
limit or has character/space limitations for each section of the grant proposal
narrative. In a government grant or cooperative request, the statement of need
can be anywhere from two to ten typed single-spaced or double-spaced pages,
depending on the number of pages allowed for this section of the grant application
narrative.

For government grant applications, I use a pages-to-points formula. Here’s an
example using a 20-page maximum page-limit scenario: If the total pages you
can write in the narrative is 20 pages (100 percent of the total point or percentage
value for the peer reviewers) and the peer review points for the statement of need
is 15 points (or 15 percent), you multiply 15 percent x 20 pages and your result is
3 pages. This means that your statement of need should be exactly — on point —
three pages. Some grant applications will have more than 100 percent for a total
weight; adjust your calculations accordingly.
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TIP

TIP

Write each paragraph in your statement of need so that it builds on the paragraph
before it. Making your ideas connect and flow is important because each new par-
agraph is a step forward. Each new paragraph adds excitement and urgency, just
like a good fiction or nonfiction storyline. If these steps sound like those used to
write a bestselling story, you’re right on target. You write your winning grant
proposal the same way you would write a bestseller!

In my statements of need, I love to use words and phrases that carry a lot of
weight, such as economically distressed, orphaned, abandoned, socially isolated, politi-
cally disenfranchised, disconnected from the community, underemployed or unemployed,
chronically homeless, taken for granted, throwaways, and disrespected. Are you getting
a picture of the problem? Do you have your tissue out because your eyes are full of
tears? This type of writing works well in both public- and private-sector grant
narratives.

Don’t hide key words or phrases in ordinary text. Elevate your grant writing by
using bold type and italics (minimally but effectively, and only when allowed by
the funder’s format) to make a word or phrase stand out. Personally, I like to call
attention to important text with italics. When you use italics in the right places to
emphasize the right words, it’s as if you’re talking one-on-one with the grant
reader. Using this approach to tug one’s heartstrings may result in your applica-
tion landing in the funded pile.

Building a strong case study

If you’re lucky enough to have access to actual client files or case management
staff, you can survey them for information about a specific client or member of the
target population that sought services from your organization. Being able to
incorporate a compelling story about a real client who was in need and came to
your agency or organization can put the icing on the storytelling cake.

Opening your statement of need with an engaging story is guaranteed to keep the
grant reader on the edge of their seat and interested in reading more.

Your case study should include information that addresses the following topics:

¥ Details of the applicant and the problem'’s background

¥ Information about the people being served and how those services are
rendered

¥ The environment in which the organization operates, the number of people
served, and who they are

¥ How dire the problem is (supported by a cited reference)
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What follows is a grant-winning statement of need that shows how to make this
section walk, talk, tell, and sell the case for grant funding; it builds on the case
statement above. This example incorporates a compelling case study:

»

Detail of the applicant and the problem'’s background: Josiah was only six years
old when one of our street outreach workers found him shivering next to a
dumpster in the alley behind our facility. His hair was matted and lice-infested.
Josiah was only able to tell us his first name. When Mary Jane, our senior social
worker, cleaned him up and applied lice removal shampoo to his hair, he was able
to talk a bit more about his separation from his family. Josiah’s mom died after he
was born. His father was left with eight children to care for in a one-bedroom
apartment. One night, Josiah's father did not come home. After several days of
trying to survive, the children had to fend for themselves for food and discarded
clothing found in curbside trash bags. We knew that we had to call Children’s
Protective Services (CPS) and the police department. Protocol was rigid, even
though we are an adoption agency. One of our mental health counselors, Sarah,
was also a licensed foster parent and had 10 years of experience in taking in
abandoned children. After Josiah was questioned about his father by the police,
CPS came to pick him up. Sarah intervened and asked if she and Jake (her hus-
band) could be Josiah's foster parents.

CPS agreed because before Sarah joined our agency, she was Director of Social
Services for CPS. Everyone knew her and marveled at the fact that Sarah and Jake
had taken in over 100 abandoned children throughout the years. It was settled;
Josiah would go home with Sarah. Well, it's been 12 years since that day and here's
an update on Josiah. When he was 12 years old, Sarah and Jake adopted Josiah as
their son. He is now 18 years old and will graduate from high school with honors
next month. Along the way, our agency was able to provide supportive youth
development programs for Josiah. He learned about positive peer relationships, as
well as how to use the ChildFind system to locate his siblings, who he has visited in
their foster families. He was also able to find out that his Dad died of a heart attack
while riding on the bus to his second job. He was buried in an unknown pauper’s
grave. Josiah's story is not unique or the worst tear jerker we have to share. There
are many more children like Josiah who did not have happy endings. Now that we've
introduced you to Josiah, you should know the meaning of his name, God has healed.

Information about the people being served and how those services are
rendered: Josiah’s story is not unique, and it's not the first one we've heard
that highlights a child's traumatic experiences. Since our doors have opened,
we have processed more than 5,000 abandoned children’s cases. Not all of
them are as lucky as Josiah. Over 2,500 remained in foster care until they aged
out. The other half were adopted, either by their foster parents or by couples
on the waiting list for a baby that gave up and took an older child home to
raise as their own. We've handled 50 multi-sibling adoptions. The problem of
abandoned children is not new. Parents abandon their children at the rate of
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20 percent of live births in the United States. More than 7,000 children are
abandoned each year (United Nations, 2021).The foster care system is in
overload. Child Protective Services is understaffed and overwhelmed. Our
agency is the only free adoption nonprofit in a 500-mile radius. People who
complete the foster parents training program and meet home inspection
requirements are not entering into the world of a get rich quick scheme. The
state meagerly compensates these families. Our agency provides the bells
and whistles (toys, field trips, youth development programs, and one-on-one
mentoring). We also work with our foster parents planning to adopt to help
them meet the qualifications of non-kin adoption policies. Without our
services, these kids would be shuttled from one foster home to another. This
is not our plan!

The environment in which the organization operates and who they are: The
Southwest Children's Place operates in Maricopa County, located in central Arizona.
At one time or another, each member of our staff has either worked for CPS, a
private fee-based adoption agency, or in family court. Our agency contracts with
over 20 local and regional youth-serving agencies to provide camping and field trip
experiences to children placed into one of our foster care homes. Our services are
made possible by 20 dedicated licensed counselors (social workers and mental
health professionals) who specialize in trauma-informed care for adolescents and
licensed foster parents.

How dire the problem really is: Without your support, our general operating
funds will quickly be used to serve a waitlist of 200 abandoned children still living
out-of-sight on the predator-laden streets throughout the Pacific Southwest. Their
safety and physical and mental health is threatened daily. Here's what our
extensive research has revealed, by age group, about the children we cannot serve:

Infancy and toddlerhood: Children in this stage of development under-
stand little, if anything, about abandonment. However, they are aware of
the emotional climate of the family. For the remaining parent, it is impor-
tant to cuddle and care for the infant or toddler warmly, frequently, and
consistently. The parent-child relationship continues to be central to the
child’s sense of security and independence. When both parents are
missing, at this early state of their child’s development, physical and mental
health issues begin to emerge.

Preschool-age: Preschoolers tend to have a limited and mistaken percep-
tion of abandonment. They are highly self-centered with a strict sense of
right and wrong. So, when bad things happen to them, they usually blame
themselves by assuming they did something wrong. Children this age often
interpret the departure of a parent as a personal rejection. Youngsters are
likely to deny the reality of the abandonment and wish intently for the
parent to return. They can also regress to behaviors such as thumb

CHAPTER 15 Validating Your Needs with a Compelling Narrative 203



204

sucking, bed wetting, temper tantrums, and clinging to a favorite blanket or
toy. They also fear abandonment by the other parent. They generally
become afraid of the dark and of being alone.

School age: By the time children reach the early school years, ages 6 to 9,
they can no longer deny the reality of the abandonment. They are
extremely aware of the pervasive pain and sadness. Boys, especially,
mourn the loss of their fathers, and their anger is frequently directed at
their mothers. Crying, daydreaming, and problems with friends and in
school are common abandonment behaviors in children of this age.

In the age group of 9 to 12, adolescents usually react to abandonment with
anger. They may also resent the additional household duties expected of
them. There is also a significant disruption in the child's ability to learn.
Anxiety, restlessness, inability to concentrate, and intrusive thoughts about
the abandonment take a toll and can lead to a drop in school performance
and difficulties with classmates.

Feelings of sadness, loneliness, guilt, lack of self-worth, and self-blame are
common in 9 to 12-year-olds. They also tend to have concerns about family
life, worry about finances, and feel they are a drain on the remaining parent's
resources.

In children ages 13 to 18, the feelings are usually the same as with the
younger groups except more pronounced. They become concerned about
their own futures. Truancy is high, school performance is low, and they
have a distorted view of themselves. In this population there is a high
incidence of drug and alcohol abuse and aggressive behavior.

We cannot change the parents that abandoned their children; however, we can get
these children off of our streets and placed into a loving and caring foster home.
Our adoption rate for children that have been fostered by individuals and families
trained and supported by our organization is 90 percent. The children still out
there and barely hanging on need our help and we need your help to change the
future for abandoned children in the Pacific Southwest.

You know you've written a convincing and compelling statement of need when you
get out your hanky to dab away a few tears after rereading your masterpiece!

If you have a summary of a needs survey or letters from organizations document-
@ ing that the demands for your services are greater than your resources to deliver
the services, attach these documents to your application. Always reference such
TIP attachments in the narrative so grant readers can refer to them and get their full
effect while reading the statement of need. These supporting documents allow a
grant reader to verify the actual need for grant funding. (See Chapter 19 for guid-

ance on how to organize your attachments.)
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Using Graphics When Allowed
by the Funder

FIGURE 15-1:

Use a comparison
table to compare
target
populations.

Presenting the problems in a way that doesn’t bore the grant reader is important;
reading nothing but sentences filled with demographics can get dull and confus-
ing, and grant readers have a hard time awarding money when they’re asleep.
Luckily, graphics offer visual relief from chunks of text.

Charts, tables, and maps break up text and make the grant reader linger longer on
a page. Why is that good news for you? Because the longer someone reflects on
your particular problem, the better your chances for receiving funding.

I like to use comparison tables and maps to wow my grant readers, as I explain in
the following sections.

Understanding when and how to
use informative graphics

Tables and other informative graphics are a great way to drive home a point about
the target population and keep the reader interested.

A comparison table shows how your target population area compares to a similar
area in the same targeted region. For example, Figure 15-1 shows a table that
compares Nassau County against Suffolk County for total population by major
communities and total population under the age of 18 years old. The table shows
that there is a clear need for intervention in Nassau County.

Total % of Population
Population < Age 18

Targeted Community:
Nassau County

Hempstead 52,526

Roosevelt

15,854

32.3%

Freeport

43,144

46.4%

Westbury/New Castle
Region

Suffolk County

Huntington Station

Comparison Community:

14,263

29,910

33.6%

17.2%

Wyandanch

10,546

12.8%

Central Islip

31,950

20.5%

Brentwood

53,917

11.8%
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FIGURE 15-2:
Amapina
manageable size
introduces your
service area to
the funder.

Q

TIP

Head to www.dummies.com/go/grantwritingfd7e for a comparison table
template.

Use more than one type of visual element if you have a lot of demographics on
your target population. Mixing up your graphics is a great way to make your state-
ment of need emit fireworks for the reader (and decision maker). You can always
search the Internet for chart types and how to create them, and don’t forget that
a lot of spreadsheet programs also create graphs and tables of data.

Maps of the proposed service area are also great graphics tools to use in your
statement of need. Maps tell the reader where your services will be targeted or
how far the problem area spans. Maps are easy to find on the Internet and are
available in color and black and white. You can use a map as a graphic insert, as in
Figure 15-2, or as a watermark that appears in the background of your text.

Illustration by Ryan Sneed

If you use a map as a graphic insert, keep it contained to half a page or less. You
can also add an arrow to point to the exact location of a county or town/city within
a specific state or just shade the county if it’s marked off like the map of New York
is in Figure 15-2.

Look for maps that show the service area related to your problem or need. For
instance, if the service area is statewide, use a state map; if the service area is
regional, use a regional map. Also, remember that federal grantmaking agencies
often have online links to maps related to housing, crime, gang activity, and more.
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WARNING

Dressing up your narrative text
when allowed

The preceding section points out the types of graphics you may use in your state-
ment of need; this section shows you how to successfully use those graphics. Con-
sider the following:

»
»
»

»

»

»

WARNING

»

Limit your graphics to one per page or less.
Reserve tables for large amounts of information.

Use bar graphs and pie charts when you want to communicate age ranges by
groups, income by groups, and numerical breakdowns of target population
indicators.

When you use statistics or a figure created by someone else, always cite the
source. You can insert a credit line directly below each graphic, or you can
insert footnotes. In some funding documents in which the formatting
guidelines bar the use of footnotes, you can create endnotes or a reference

page.

Failing to cite the sources of statistics can cause your request to lose peer
review points or to be denied funding support. If the funding agency doesn't
have specific instructions on reference citations, you can find all sorts of
examples of various citation styles in writing stylebooks, online, or at the
library.

When the funder limits the number of pages you have to develop your
narrative, you must improvise when it comes to sneaking in much-needed
graphics. Try wrapping text around a graphic or typing text over a watermark
graphic. And remember, in most e-grant formats, graphics of any kind are not
allowed.

Stay away from using photographs (including photo collages) of your actual
clients. Without a permission to publish or a use-publicly sign-off statement
from each person in the picture, you're liable to violate or breach a client's
confidentiality.

Don't overdo it with colors in your graphics. If you opt for a shaded header
row in a table, don't shade every row or column.
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IN THIS CHAPTER

» Reminding funders why they're
reading your application

» Writing your goals and SMART
objectives

» Creating accountability that links
throughout the rest of your narrative

» Developing a logic model to connect
the dots

» Proving accountability with an
evaluation plan

Chapter 16

Incorporating Best
Practices to Build the
Program Design
Narrative

he program design section of the grant application is by far the most impor-

tant narrative section in your grant proposal. It’s the section that divides

the “I don’t have a clue” grantwriters from the “I have this in the bag”
grantwriters. The coaching and examples in this chapter show you how to write
an award-winning program design section that’s all about your vision — as in the
positive changes you’ll bring about when your proposal wins that grant award!
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Reviewing the Components of a Good
Program Design Section

210

The program design section is where you roll out all the promising details about
what will happen when the bucks are in place to actually create, implement, and
evaluate your grant-funded program. The program design narrative shows funders
that you have a well-documented project implementation and evaluation plan.

istic and include the following main ingredients in this order:

@ To write a successful program design section, you need to be optimistic yet real-

REMEMBER

»

»

»

»

»

»

A purpose statement: A one-sentence, direct explanation of why you're
seeking funds.

Goals: Where your program or constituency aims to be when the grant funds
are used up. There are two types of goals: outcome-focused and SMART. | give
you examples of both later in this chapter.

SMART objectives: Specific, measurable, attainable, realistic, and time-bound
benchmarks or specific steps that lead to the accomplishment of your goals.

(I describe SMART objectives in the later “Plotting Goals and SMART
Objectives” section.)

An implementation plan with process objectives and timelines: A plan
listing the activities (process objectives) required to meet and exceed your
measurable objectives and when they'll be implemented.

A logic model with an impact objective: Your logic model lays out a graphic
roadmap with inputs, strategies, outputs, and outcomes. Adding an impact
objective reflects the long-term benefit (seven to ten years) you believe your
program will have on your target population and/or community.

Evaluation: Shows how you'll track the progress of the project's objectives,
what data collection tools you'll use to gather information about the project,
and who will conduct the evaluation. This section screams accountability!

Some grant applications may ask you to include evaluation plans separately, in a
section following the program design or even in an attachment. However, many
public- and private-sector funders are realizing the importance of having you, the
grant applicant, integrate your evaluation plan into the program design.

Your entire program design must give the grant reviewers a detailed explanation
of the big picture. In other words, you must lay out each section as though you
were placing the pieces into a large puzzle. The large puzzle is your program
design, and the pieces are each of the elements in the preceding list.
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Starting with a Purpose Statement

TIP

As the first part of your program design narrative, the purpose statement tells the
grant reader why you’re asking for grant monies. You have two types of purpose
statements to choose from: direct and indirect.

A direct purpose statement includes the amount of the requested grant award.
Remember that even when you mention a dollar amount, the purpose statement
shouldn’t exceed one sentence. Get to the point and tell the grant reader the
purpose of the grant request and the amount of funds needed. Use the following
example as a guide for writing your own direct purpose statement:

The Grant Writing Training Foundation is seeking your initial and ongoing financial
support in the amount of $40,000 for its five-day public health-focused Grant
Writing Boot Camp in Johannesburg, South Africa.

An indirect purpose statement simply tells the reader the purpose of the grant
request — a program or project in need of funding. The example that follows
shows you how an indirect purpose statement should read:

The purpose of this request is to seek grant funding to conduct a five-day
Johannesburg NIH campus-based residential grantwriting training program for
Ministers of Public Health from 23 African countries.

I prefer to use a direct purpose statement in foundation and corporate funding
requests because it more efficiently gets to the point for the reader who will make
the final funding decisions. However, I use the indirect purpose statement for
government grant proposals because government grant peer reviewers don’t
make those same final decisions; an agency staff person with authority over the
grantmaking initiative does. Therefore, no actual amount of monies requested
should appear in the purpose statement of government funding requests.

Plotting Goals and SMART Objectives

The first road-mapping tools in your program design narrative are goals (intent)
and objectives (what, how much, when, for whom, and how your measurements
will be proven). Your program’s goals address the big-picture success of your
program, and the objectives are the measurable ways (or benchmarks) you plan
to reach those goals. Funding agencies view measurable steps as signs of
accountability — showing how their money will make an impact on the problem
and your organization’s capability to solve the problem.
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REMEMBER
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REMEMBER

TIP

Always provide objectives for each goal and each year for which you’re requesting
funds for an activity.

The following sections help you differentiate between goals and objectives, craft
goals worthy of funding, and design objectives that fit within the three classic
types. Whether you’re new to grant writing or you’ve submitted a few grant appli-
cations in your day, I strongly suggest you review the first of these sections. After
multiple year-long stints as a grant application peer reviewer, I rated applications
from school districts, colleges and universities, and nonprofit organizations that
had received grant awards for years, and they all were very weak in the goals and
objectives section. Most important, grant reviewers rarely recommend applica-
tions for funding that have weak goals and objectives. Write smartly to score well.

Understanding the difference between
types of goals and objectives

To keep the terms goal and objective straight, think of goal first and remember that
it’s the thing(s) you’re attempting to accomplish. A goal is where you are when
you’re done implementing the activities associated with your measurable objec-
tives. Grant application narratives must have goals to show the funder that you
have a vision for solving the problem.

Alot of things have changed since I first started writing Grant Writing For Dummies
(roll your mind back to 2001). Back then, I trained everyone in my grantwriting
classes that goals are never measurable. However, over the past two decades,
there has been a shift among some public-sector (government) and private-
sector (foundation and corporation) funders. Some of these grantmakers are now
asking for measurable goals. I know, it’s a bit confusing to all grantwriters. To alle-
viate any confusion, I provide definitions and examples of a traditional goal and a
SMART goal. Recall that SMART stands for specific, measurable, attainable, real-
istic, and time-bound.

Okay, so what about an objective? An objective is simply a major milestone or
checkpoint or benchmark on your route to reaching a goal. It’s a place where you
can say (and report to a funder, if necessary), “We’ve come this far, and we have
this far remaining before we reach the goal.” Award-winning objectives are spe-
cific, measurable, attainable, realistic, and time-bound (SMART); they also serve
to keep goals realistic.

When writing a government grant request, develop your goals by using the
funder’s goals for the funding initiative. Always follow the funders’ directions as
to what type of goal they want to see in grant applications — nonmeasurable or
measurable. Then create measurable objectives to track all the funding initiative’s
intended outcomes (also known as performance measures). Everything you need to
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TIP

cue you on how many goals and how many objectives to write is there in the grant
application guidelines. On the other end of the spectrum, when you’re writing a
proposal to a foundation or corporation, you have nothing to tip you off to what
the funder wants to see or fund in terms of funder goals and objectives. In those
cases, keep it light and usually write one or two nonmeasurable goals. And each
goal should always have one or two measurable or SMART objectives.

That said, when I am writing, I don’t have a magic number for goals and objec-
tives. Just be sure your organization’s goals are based on the vision of where you
want the program or target population to be when the grant period is over.

Your goals need to align with the goals of the funding. This verbiage will be pro-
vided on the funder’s website or in its grant application guidelines.

Following the funder’s directions to write
the right types of goals

There are two types of goals: nonmeasurable and measurable. Always read the
funder’s guidelines carefully and write the types of goals that it asks for. When
you’re in the process of writing any type of goal, be sure to write clear, concise,
one-sentence statements. Nonmeasurable goals should be action-oriented and
full of verbs (see Chapter 12 for more on choosing impactful words). Measurable
goals are written much like SMART objectives.

I always start my nonmeasurable goals with the word provide until I get into a
rhythm. After I have the magic nonmeasurable goal-language machine going, I
venture out and use other starting action words such as develop, plan, educate, cre-
ate, build, empower, engage, and so forth. Nonmeasurable goals truly mirror SMART
objectives.

To be sure you’ve written effective and well-constructed goal statements of any
type, ask yourself the following questions:

¥ Did | follow the funder’s guidelines for writing the right type of goal (nonmea-
surable or measurable)?

¥ Did | use one sentence?
¥ Is the sentence clear and concise?

3 Do my goals align with the funder’s priority areas and program-specific goals
for awarding grants?

¥ Does the grant reader know who the target population is and where the
monies are needed (geographic impact area)?
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WARNING

Q

TIP

Following are examples of both types of goals (nonmeasurable and measurable).
I advise only using one goal-writing format in your grant application. In other
words, don’t mix nonmeasurable and measurable goals. Write one or the other —
depending on the funder’s specific guidelines for what it wants to see in your
narrative.

Here are some examples of nonmeasurable goals:

Goal: Provide elderly disabled residents with supervised physical fitness activities
offered inside of their gated community.

Goal: Develop an obesity awareness campaign targeting Latino families residing in
Denver, Colorado.

Goal: Create a women's business center incubator in Goodyear, Arizona, to train
recent parolees from the state prison system in micro-enterprise
entrepreneurship.

Here are some examples of SMART (specific, measurable, attainable, realistic, and
time-bound) goals:

SMART Goal: By the second quarter of Year 1, elderly disabled residents will
increase their levels of physical activity in multilevel community-based exercise
sessions by 25 percent as measured by pre- and post-declining health indicators.

SMART Goal: By the third quarter of Year 1, create and carry out 13 weekly obesity
awareness campaigns targeting 50 percent or more of Latino families residing in
Denver, Colorado, as measured by the number of broadcast media PSAs in
Spanish.

SMART Goal: By the end of Year 1, complete 100 percent of the women'’s business
center incubator in Goodyear, Arizona, to facilitate micro-enterprise entrepreneur-
ship training programs targeting recent parolees from the state prison system as
measured by the number of building inspections passed, the number of months to
complete the facility, and the number of post-parole agreements with regional
correctional facilities.

If the funding decision maker can’t look at your goals and figure out from them
what your entire program is about, you’ve failed to write clearly stated goals —
measurable or nonmeasurable.

When you start writing your program design, remember to incorporate key words
and phrases from the grant announcement’s purpose of funding statement. Dur-
ing the grant review process, this strategy helps peer reviewers make a clear con-
nection between the purpose of the grant and your statement of need and program
design — which should fit like a soft leather glove to the announcement language.
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TIP

This approach of parroting the funding agency’s own words results in receiving
high review points — starting you down the road to getting a funding award! Just
make sure your target population fits the one described in the purpose of funding
statement.

Recognizing and writing types of objectives
requested by funders

Successful grant writing requires you to understand the three types of objectives
(also known as milestones or benchmarks) and to know when to use them:

3> SMART objectives: Measurable steps or benchmarks to reach a stated goal
3 Process objectives: Activities or tasks

3 Impact objectives: Benefits to end users that continue after the grant
funding has ended

Using the right objective at the right time can help you rack up peer review points,
which can also help you win big bucks for your program. (See Chapter 11 for fur-
ther insight on the review process.)

SMART goals (explained earlier in this chapter) do not mix with SMART objec-
tives. Why? When funders require SMART goals, they simply want goals written
like SMART objectives. There will be a measurement term, like increased or
decreased, without any time-bound or timeframe language. These types of meas-
urable objectives are merely performance indicators. I give you some examples
later in this chapter.

Although you should definitely provide at least one objective for each goal and
year of your funding request, some program designs have more than one objective
for each goal. If this setup is the case with your design, make sure that you num-
ber and alphabetize the objectives (for example, 1a, 1b, 1c, and so on) to eliminate
confusion for the reviewer.

Creating SMART objectives

How do you recognize a SMART objective? It’s an objective that shows how the goal
will be accomplished. Always create SMART objectives for your programs or proj-
ects. They’re the most common type of objectives funders ask for in their grant
application guidelines.

When writing your own SMART objectives, use phrases that imply some sort of
measurable change, such as to increase or to decrease. For example, you can write

CHAPTER 16 Incorporating Best Practices to Build the Program Design Narrative 215



about an increase of 50 percent in the number of organizations receiving project
services by the end of Year 1.

@ The easiest way to write measurable objectives is to use the SMART acronym:

e ¥ S:ls the objective specific rather than abstract? The objective must point out
who will benefit (students, patients, clients, or whatever applies) and specify
what will be measured (behavior, participation, and so forth).

¥ M: s the objective measurable? Can it be tracked easily with valid measure-
ment tools, such as surveys, pre- and post-needs assessments, and more? Use
measure-indicating words such as increase, decrease, reduce, improve, lower, or
raise. Also include a percentage benchmark. You can't write, “By the end of
Year 1, hire 10 teachers,” because that doesn't specifically illustrate a measur-
able benefit to your target population.

3 A:ls the objective attainable? Can your organization really pull off the
objective within the timeframe of the grant award?

¥ R:Is the objective realistic? Can the measurement actually be reached for the
target population in the given timeframe?

3 T:Is the objective time-bound? Can your organization accomplish all the
required tasks to achieve the objective in the given timeframe? Make sure
your objective contains a time-bound phrase, such as by the end of Year 1, or
the first semester, the second quarter, the grantfunding period, or whatever time
segment your project will occur in.

The following are some sample SMART objectives for Goal 1, a nonmeasurable
goal, in the examples in the earlier section “Following the funder’s directions to
write the right types of goals,” (“Provide elderly disabled residents with super-
vised physical fitness activities offered inside of their gated community”):

SMART Objective 1a: By the end of Year 1, increase the number of residents
inquiring about fitness events in the community room by 25 percent or more as
demonstrated by pre-grant and post-grant award comparisons of incidences of
interest among the target population.

SMART Objective 1b: By the end of Year 1, increase the number of residents
participating in one or more fitness activities by 25 percent or more as demon-
strated by pre-grant and post-grant event attendance records.

SMART Objective 1c: By the end of Year 2, increase the number of residents
participating in two or more fitness activities by 50 percent or more over Year 1 as
demonstrated by a comparison of Year 1 and Year 2 event attendance records.
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TIP

In order to accurately measure any percentage increases for your target popula-
tion (like measurements built into the example objectives), you need to know the
baseline numbers (the starting point) for each type of measurement. For example,
if the home has 300 elderly residents, how many are participating in fitness activ-
ities at the time you’re writing the grant request? You need a starting point in
order to establish a reasonable (attainable) measurement. If you don’t have base-
line data, write that in the program design narrative. Explain to the funder that
your data collection will include a pre- and post-assessment of the high-risk
indicators to demonstrate that your intervention/implementation strategies will/
did work.

If the program you’re requesting funding for is new, you may not have baseline
data to help guide the development of SMART objective targets (such as the per-
centage of charge you estimate will occur). In this case, be sure to build baseline
assessments into the program enrollment process whenever possible.

Why do I like to include the term or more in my SMART objective statements?
Because if you meet or exceed conservative objectives, you’ll look like a superhero
in the eyes of the funder. On the other hand, if you set overly ambitious objectives
and fail to meet them, you’ll look like someone who didn’t know how to collect
baseline numbers or indicators for each SMART objective, and you probably won’t
be re-funded by that funder.

Producing process objectives

Process objectives are the implementation-related activities or tasks needed to
reach your goals and meet or exceed your SMART objectives for your grant-funded
program. For effective process objectives, write about the actual, chronological
activities that need to occur from the time you receive grant funding until the
monies have been spent.

The best way to present your process objectives is in a table format. Make sure to
follow the funder’s guidelines when setting up your timeline segments (which I
explain in the upcoming section “Providing a Comprehensive Implementation
Plan”). I like to use quarters; however, some funders ask for monthly timelines
for all activities.

When writing process objectives, quantify your activities in numbers rather than
percentages or words.

Following are two sample process objectives:

Process Objective 1: Marketing outreach to 300 elderly residents.

Process Objective 2: Enroll 75 elderly residents in one or more fitness activities.
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Identifying impact objectives

Impact objectives demonstrate the achievement of the goal of the project or pro-
gram when you or anyone else steps into the future and then looks back at what
was accomplished and the differences that were made. In other words, what will
the grant’s impact on your target population be in three to five years?

If you come across a grant application in which the funding agency asks you to
write about benefits to participants, respond by using impact objectives. Benefits to
participants are really presumptions of how the funded program’s intervention
will change your participants. For example, you can write about changes in the
target population’s attitude about learning and achieving.

Impact objectives are easy to identify because they’re written in past tense. They’re
futuristic glimpses into the past, your vision for what the program’s future impact
may be. Unlike process objectives, you don’t have any common words to cue your
writing. The funder is just looking for signs of significant change — change
brought on by the interventions that the funder made possible.

Here is an example of an effective impact objective:
Impact Objective: Residents who participated in Year 1 of the fitness activities

have reported lower incidence of hypertension and a reduction in chronic disease
progression.

Providing a Comprehensive
Implementation Plan

218

A timeline or Gantt chart tells the grant reader when major project milestones will
begin and end during the grant’s funding period (which is usually a 12-month
period). The timeline also includes information about who’s accountable for each
activity and how you’ll evaluate the program’s accomplishments during that period.

When you develop a project timeline, keep in mind that the grant reader wants to
see answers to the following questions:
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3 What are the key tasks or activities that will be carried out to implement the
program successfully?

¥ Did the grant applicant include all tasks, from the day funding is announced or
awarded to the last day of the project’s funding timeframe?

¥ Can each task realistically begin and end in the proposed timeframe?
¥ Are evaluation activities included in the timeline chart?

¥ Who is responsible for seeing that each activity is implemented and
completed?

You can use your word-processing software to create a simple timeline chart. Just
be sure not to overdo it with color; use no more than four shading selections (and
don’t use red or black shading unless you change the font color to white).

Because I never know how many disruptions and malfunctions I’ll encounter in
implementing a grant-funded program, I prefer to set up my activity start and
stop dates in quarterly increments. However, if you have total control over the
activities, you can use monthly increments to show when they begin and end.

The sample activity timeline chart in Figure 16-1 clearly shows what the program
plans to accomplish, when it plans to accomplish it, and who is responsible for
seeing the activities (process objectives) through the completion phase.

You can access a timeline chart template at www.dummies.com/go/grant
writingfdTe.

For programs that request funding for multiple years, you need to include extra
timelines in the grant application showing each year’s activities and the quarterly
timeframes for each activity. You can either create a multiyear timeline chart on
one page that breaks down the four quarters for each year (do so in landscape for-
mat to make room for all the information) or create a separate timeline chart for
each year. Figure 16-1 shows Year 1 for the fitness program. Years 2 and 3 would
take another two pages of table charts. Whether you choose to set up a multiyear
landscape table chart or individual year charts that take up two or more pages
depends on the funder’s page limitations.
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FIGURE 16-1:

An example of a
timeline of
activities.

Brentwood Highlands Fitness Program Timeline Chart, Year 1

Activities/Milestones Year 1 Key
July 1 - June 30 Person/Group
1 2nd 30 4t Responsible
Qtr. Qtr. Qtr. Qtr.
Community Association governing body for @b Community
Brentwood Highlands formally accepts the grant Association
award by resolution adoption Board of
Directors
Creation of fitness activity preference survey ks Activity Director
Distribution of fitness interest and past activity &b Block section
involvement survey via delivery to every occupied captains
mobile home in the park’s six block sections
Free-of-charge community cookout to collect @b Community
surveys and tour the new fitness facility volunteers
Activity Director
Use survey data to identify fitness activity leaders @b Activity Director
from within and outside of the community
Meet with interested fitness activity leaders to kS Activity Director
discuss their day/time/interest preferences
Use survey data to develop list of indoor and @b Activity Director
outdoor classes and events to be offered weekly
Email blast activity schedule to all residents (those &b Activity Director
residing in the park and winter visitors who arrive e-Newsletter
by October 1 annually) Coordinator
Classes and other activities begin @b
Develop retention incentives for all fitness activities ke Activity Director
Develop evaluation forms for residents to rate ks Grand Canyon
instructors and activities (type, time, day, intensity) University
Evaluation Intern
Administer evaluation forms halfway through each @ 3 @b Activity Director
class and again at the end
Monitor class enrollment records to track residents 3 3 @b Activity Director
in more than one class
Ongoing process and outcome monitoring and £ 3 3 Grand Canyon
correction actions as needed University
Evaluation Intern
Winter visitor season-end fitness awards (most ) Activity Director
inches lost, most weight lost, most classes taken,
and most health risk indicators reduced)
Final reports to stakeholders (funders, Community @ Activity Director
Association Board, and park residents)
Grant close-out 30 Activity Director

Confirming Narrative Content
Connectivity in Your Logic Model
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Illustration by Ryan Sneed

The logic model is a graphic blueprint of the key elements of a proposed program.
It looks at inputs, activities, outputs, outcomes, and impacts. If you live and work
in the world of grants, avoiding the logic model is difficult. Just about every type
of funder seems to want you to include a logic model in the program design of

your grant application narrative.
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Here’s what the columns of your logic model graphic should contain:

¥ Inputs: These are the human, financial, and physical resources dedicated to
your grant-funded program. These resources include money, staff and staff
time, volunteers and volunteer time, facilities, equipment, supplies, and
community partners. (See Chapter 17 for information on personnel and
organization resources.)

¥ Strategies: These are what your program uses to organize the inputs. Using
effective strategies helps the program to fulfill its mission. Basically, the
funder wants a recap of your goals; | copy and paste the goals | wrote in the
program design into this column of the logic model. Simplify your SMART goal
(if that type of goal is required by the funder) and take out any measurement
language.

3 Outputs: These are the direct results of your program’s implementation
activities. They're actually written as indicators of productivity. Outputs usually
start with the phrase number of and reflect how you'll quantitatively track your
program activities. You can extract output language from your objectives
narrative (found earlier in your program design) and from your evaluation
narrative as well.

3 Short-, intermediate-, and long-term outcomes: These are the benchmarks
or measurements for your target population during and after program
activities. For the outcomes, you can simply reuse your SMART objectives or
SMART goals — extracting the measurements language only (see the earlier
section “Plotting Goals and SMART Objectives”). Some funders want to see
short-term outcomes (3-month SMART objective measurements), and others
want to see intermediate outcomes (6-month SMART objective measure-
ments). All funders want to see long-term outcomes (12 months or longer
SMART objective measurements).

3 Long-term impact or impact statement: Funders want to know what
long-term outcomes or impact (changes in systems and processes after the
funding is expended) you anticipate for your target population.

Figure 16-2 shows the basic structure for the logic model with intermediate and
long-term SMART objectives. Keep in mind, though, that this is only one example
of how funders may instruct you to prepare your logic model form.

I provide a template of the logic model format at www.dummies.com/go/
grantwritingfdTe.
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Brentwood Highlands Fitness Program Logic Model

Outcomes
Inputs Strategies Outputs Intermediate-Term Long-Term
(6 Months) (12 Months)

*Grant funding Goal: Provide # of surveys distributed Increase the number of Increase the number of
*Grant applicant elderly disabled | # of surveys returned residents inquiring about | residents inquiring about
in-kind match Brentwood # of residents touring the new facility community room fitness community room fitness
*Facilities (indoor Highland # of activity leaders identified events by 12.5% or more events by 25% or more
fitness room and residents with # of classes offered (inside and outside) as demonstrated by as demonstrated by
outdoor aquatic and | supervised # of days classes offered pre-grant and post-grant pre-grant and post-grant

trail walking area)
*Collaborative

physical fitness
activities offered

# of residents enrolling in one class
# of residents enrolling in more than one

award comparisons of
incidences of interest

award comparisons of
incidences of interest

partner(s) inside of their class among the target among the target
-Association Board | gated # of residents completing activity leader population. population.
-Volunteers community. evaluation forms
-Staff # of residents retained (halfway and atthe | Increase the number of Increase the number
*Equipment end) residents participating of residents participating
*Materials and # of residents receiving awards (by type in one or more fitness in one or more fitness
supplies of award) activities by 12.5% or activities by 25% or more
# of residents indicating interestin Year 2 | more as demonstrated by | as demonstrated by
Fitness Program pre-grant and post-grant pre-grant and post-grant
event attendance records. | event attendance
records.
Impact Statement Brentwood Highland residents who participated in Year 1 of the fitness activities have reported lower incidences of

hypertension and reduction in chronic disease progression.

FIGURE 16-2: The logic model depicts your organization’s planned work and intended results for a given project.
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If you have a multiple-year program, you need to have multiple-year logic mod-
els. Each year’s model should show a set of inputs, activities, outputs, outcomes,
and impacts on its own page. Also, if the funder has its own logic model format,
forms, or different components, follow those.

The logic model isn’t a process you can pick up overnight. But reviewing the
online materials at the W.K. Kellogg website (www.wkkf.org) can help with the
learning curve. Search the Internet for “logic model development guide” and
download the W.K. Kellogg Foundation Logic Model Development Guide from the Show
All Results menu. I suggest printing it out and using it as a desktop reference.

Writing the Evaluation Plan for Your
Program Design

TIP

The most important part of grant writing is the initial step of deciding which
grants to pursue, but evaluating your project after it has been funded is a close
second. The evaluation plan in the program design section of the grant narrative
explains to the potential funder how you plan to evaluate the success of your
project.

The evaluation plan includes

3 Areview of your program’s objectives and how you'll know whether
you met them

¥ The type of information you'll collect to use in the evaluation
3 How often you will collect the information
3 Who will collect the information

3 Who will analyze the information and report the results

To introduce you to the evaluation process, I explain evaluation terms and the
types of evaluations your organization can perform in the following sections.
I also show you how to put together an evaluation plan for your program design
and how to write a dissemination plan.

The W.K. Kellogg Foundation has published a handbook describing how to actually
go about conducting an evaluation. You can view or download the handbook on the
foundation’s website (www.wkk f.org) by searching for evaluation handbook.
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Making sense of evaluation plan
terminology

Before you can write an evaluation plan, you need to have a basic understanding of
the commonly used terms. The terms in the following sections are ones you should
be familiar with and use when writing your evaluation plan for the program design.

Data collection and analysis

You collect data in order to find out whether you’re achieving the objectives you
describe in the project design section of your grant narrative. You analyze the data
to determine whether you met your goals. Both the data collection and analysis
processes must be objective, no matter what the findings reveal.

Data is the information about your project gathered using measurement tools.
Measurement tools can include surveys, pre- and post-questionnaires or tests, and
oral interviews.

Data analysis occurs when you examine the information that you collect with the
measurement tools. What you’re looking for is whether the data produces infor-
mation relevant to determining the progress of your project. If it isn’t, you need
to go back and design new measurement tools.

UNDERSTANDING EVALUATION
STANDARDS

Evaluation standards are acceptable ways to measure various components of your proj-
ect. The American National Standards Institute approved the following four nationally
used standards in the 1990s. The entire evaluation process should incorporate these
standards if you want funders and others in your field to accept your findings as valid:

® Accuracy standards are how you plan to show that your evaluation will reveal and
convey technically adequate or sufficient information about your project.

® Feasibility standards are how you plan to ensure that your evaluation procedures
will be realistic, prudent, diplomatic, and frugal.

® Propriety standards are how you plan to show that your evaluation will be con-
ducted legally, ethically, and with due regard for the welfare of those involved in the
evaluation as well as those affected by its results.

e Utility standards are how you plan to evaluate the information needs of the proj-
ect's participants or end users.
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Evaluators

The evaluator or evaluation team is the individual or group of people you select to
determine whether your project succeeded or failed in meeting its goals.

Even if your project failed miserably (for example, your objectives said that, on
average, 75 percent of the participants would gain one full grade point, but only
25 percent did so), you and your stakeholders, including the funders, need to
know what went wrong and how the outcome could be reversed. Sometimes in
this failed scenario, your funding source will actually give you a second grant to
fix the problem, which equates to another chance to succeed. But you get the sec-
ond chance only if your evaluation team is objective and accurate.

A third-party evaluator is an individual or company outside your program that
designs and conducts your project’s evaluation. (See “Taking the third-party
evaluation route” later in this chapter for more information.) Remember to
include an expense line in your project’s budget to compensate the third-party
evaluator for its services. The standard amount to set aside for evaluation is
15 percent of your total project budget. (See Chapter 18 for more about budgets.)

An internal evaluation occurs when you decide not to hire an outsider to conduct
your evaluation and instead choose to gather stakeholders to assess the effective-
ness of your program (see the later section “Keeping the evaluation process
in-house”).

You shouldn’t evaluate your own project. You can be a part of the evaluation team
if you decide to conduct an internal evaluation. However, refrain from coaching or
coercing other evaluation team members (your co-workers, board members, vol-
unteers, community members, or project participants). Everyone on the evalua-
tion team needs to be able to talk openly about their perceptions of the data
findings. Focus on being impartial.

Types of evaluations

There are two basic types of evaluations—formative and summative. This section
discusses both.

A formative evaluation occurs when you sit down with the project’s stakeholders
(community members, participants, and staff) and develop a list of questions the
funders may ask about your project when determining whether the funding was
well placed and used. Looking at several aspects of the project design (goals,
objectives, and activities), stakeholders generate questions about how the project
can become more effective or efficient. The formative process continues from the
time you receive grant funding to the completion of the grant timeframe. In light
of this ongoing process, you should set a frequency for when the data will be col-
lected to answer the questions you have posed.
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Some funders give you due dates for evaluation and financial reports. Others leave
the reporting frequency up to the grant applicant or grantee. If the latter is the
case, [ recommend giving quarterly reports — at a minimum — to all your funders.
When you report quarterly, you find flaws or weaknesses in your program’s
implementation strategies quickly and have time to correct them — well within
the funding period.

Always have progress reports or raw data (information collected but not compiled
into summary form or typed in a formal report) on hand for funder queries or
visits.

If you can’t make improvements to your project (that is, if your students just
aren’t improving their grade-point averages as quickly as you anticipated in your
program design narrative), a formative evaluation may not be the right approach
to measure the success of your project; instead, focus on using a summative
evaluation.

The summative evaluation (also called an outcome evaluation) occurs near or at the
end of the period for which you were funded. This type of evaluation should
answer the following questions in a narrative format:

¥ What did you accomplish?
¥ How many participants were impacted and in what ways?
3 What overall difference did your project make?

¥ s this project worth funding again?

Qualitative versus quantitative

Qualitative evaluation describes the approach you take when you want to under-
stand the quality of your project’s implementation process. You can use surveys
and focus groups to determine the quality of the service delivery process, staff
development training, partnership involvement, and other components of your
program.

Quantitative evaluation (tracking the numbers) describes the approach you take to
measure the progress of your SMART objectives. Did you reach your short-, inter-
mediate-, and long-term outcomes as presented in the logic model (see the ear-
lier related section)?

I like to collect data on both qualitative and quantitative approaches in order to
analyze the progress and impact of the implementation process.
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Keeping the evaluation process in-house

When you plan to conduct an internal evaluation — meaning you aren’t hiring an
outsider to assist with or conduct the evaluation of your project — the best option
is to propose a stakeholder’s evaluation in the evaluation plan of your program
design. In a stakeholder’s evaluation, you don’t need to identify the evaluators until
you know your project is funded. You can then identify select stakeholders from
your target population, board of directors, and community partners to sit on the
evaluation team.

The easiest way to identify your project’s stakeholders is to ask yourself the fol-
lowing question: “Who has a vested interest in our project and will be impacted by
the project’s success?” The outcome of the project definitely matters to your board
of directors, if you have one, as well as to the staff assigned to work on the project.
However, it matters most to the project’s target population, which is why you
should seriously consider inviting some of them onto the evaluation team.

A clue as to when you may need to propose a stakeholder’s evaluation can be found
in the grant application’s budget instructions. If the budget instructions for the
grant or cooperative agreement don’t include a specific line item for evaluation or
contracted services, and if your program implementation costs will require all the
available grant funding, I suggest you consider a stakeholder’s evaluation. It’s less
costly and keeps the entire evaluation process local and manageable. For example,
suppose your organization proposes to operate a homeless shelter for veterans
returning from overseas combat. The grantor requires that all proposed homeless
prevention plans originate from the feedback collected at public meetings. At your
public meetings, have a sign-in sheet that captures each attendee’s name, mailing
address, telephone number, and email address, as well as whether the person is a
veteran or has a family member who’s a veteran or on active duty. Each and every
citizen who attends your public meeting and provides input on the need for hous-
ing for homeless veterans is a potential candidate for the evaluation team.

Be creative and bring together people who have different perspectives. Some-
times, opposing views bring out additional needs that weren’t identified during
the public meetings; having one or two devil’s advocates on any team, including
the evaluation team, can be good for flushing out the real needs and forcing team
members to rethink their positions. The number of people you have on your
stakeholder’s evaluation team doesn’t matter as long as everyone’s point of view
is welcomed, considered, and incorporated into your final intervention or preven-
tion methodology for serving the target population.

Do you have board members who have wanted to work with your organization in
a more hands-on way but who you’re afraid will try to micromanage the program?
Placing them on the evaluation team is an ideal way to divert their energy. They
can really help shape the outcome of your grant-funded program — a program
that may very well be the most important part of your organization.
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When it comes to an internal evaluation team, you’re not looking for groupthink.
You want independent-minded people who can bring objective ideas to the table,
giving you a credible evaluation process for your funded project. Also, remember
that if you use your staff for the evaluation, they’ll need time to oversee the data
collection, interpretation, and reporting processes. In other words, the evaluation
process will cost money and/or time whether you decide to use internal or exter-
nal evaluators.

Taking the third-party evaluation route

If you decide to bring in an outsider to conduct your evaluation, that person is
referred to as a third-party evaluator in the grant narrative. Even though outside
evaluators are costly (some need up to 15 percent of your total project budget to
conduct the evaluation), the right outside evaluator can bring credibility and vis-
ibility to your project, which in turn attracts continued funding.

The grant application’s budget instructions often provide clues that you need an out-
side evaluator. If the budget instructions discuss evaluation costs and ask you to pro-
vide information on third-party evaluators, plan to bring in an outside evaluator.

To find a qualified evaluator, first ask other organizations in your community that
provide programs similar to yours about evaluators they’ve used. Their evaluator
may have been a university research department, a college faculty member, or a
retired government employee with expertise in the project area. However, be
aware that you may have to look outside your home area for an evaluator.

You must choose an individual or organization that has experience in developing
evaluation plans, creating monitoring guidelines that track the progress of a proj-
ect’s objectives, and conducting both simple and complex evaluations in the proj-
ect’s focus area.

During your telephone conversation or meeting with the prospective evaluator,
work through a list of prepared questions and write down the evaluator’s answers.
You may have to decide from among several possible candidates, and having the
answers on paper will help you review and make your decision. Keep in mind that
the evaluator will need sufficient information about the program’s design to
respond intelligently to your questions.

Start off with the following questions:

3 What methodology will you use to understand the day-to-day operations of
my project?

9 How much time will the work take, and how much will it cost?
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3 How many on-site days can you provide in order to meet with project
personnel and talk to representatives from the target population?

¥ Are you willing to meet with my board of directors to provide progress reports
on the evaluation?

3 Atwhat points will you give me written evaluation reports?

Brainstorm with your staff to come up with even more questions. Selecting an
evaluator is an important part of your project, and falling short in writing this part
of the narrative can result in being denied funding.

After you select an evaluator, see whether that organization or person can help
you write the evaluation plan for the grant narrative. Of course, you may have to
pay a fee for the evaluator’s time, but the money is well spent if you’re going after
a multimillion-dollar, multiyear grant with heavy competition. (When fewer than
ten grants will be awarded nationwide in a major grant competition, that’s what I
call heavy.) And make sure you write this same evaluator into your budget to bring
that person or group back for the full evaluation process when you have a funding
award. (See Chapter 18 for more on how to incorporate the cost for post-grant
award evaluation into your project budget.)

Writing the evaluation plan

After you decide whether to conduct an internal stakeholder or external
third-party evaluation, the next step is to start writing or incorporating your
evaluation plan into the program design section of the grant application narrative.
The evaluation plan goes at the end of the program design narrative if it’s not a
stand-alone section. The funder’s formatting guidelines usually determine the
length of each narrative section in the grant proposal. The program design is
usually the largest section, so write succinctly but include sufficient details for the
funder to see you have a comprehensive evaluation plan.

Your evaluation plan must always be written to address the funding agency’s
guidelines. A comprehensive evaluation plan includes a narrative on how the pro-
gram will be evaluated (qualitatively, quantitatively, or both). It also tells the fun-
der what type of data will be collected; who will be collecting, analyzing, and
interpreting the data; and the frequency for the data collection process. Don’t
forget to add detail about each target population included in the evaluation pro-
cess and tell how information or data will be collected from them (by way of sur-
vey, questionnaire, visual observation, and more).
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Most importantly, make sure all data to be collected is connected to determining
your progress toward achieving your measurable objectives, which are presented
earlier in the project design section of your application. And remember that your
evaluation plan must be specific to your program goals and objectives.

Examples of evaluation plans abound online. If you do an Internet search for
“sample evaluation plan” you find that just about every type of funder (founda-
tion and government) has posted outlines and full narrative sections of its best or
preferred type of evaluation plans. Don’t forget to use the Kellogg Foundation’s
website to search for and use its Logic Model Development Process information.

The evaluation plan also needs to include information about how you’ll share your
evaluation findings with other organizations interested in replicating a successful
model program. This sharing process is called dissemination. The dissemination plan,
which is usually a paragraph or two, is written at the end of the evaluation plan.

Worried about giving away too many secrets? Don’t be. When you receive a grant
award, the funders expect you to share your findings with other organizations and
associations. With government grants, everything you do — information and pro-
gram activities — is subject to public access. Foundation and corporate funders
want to maximize their investments, which means you’re obligated to dissemi-
nate your evaluation findings. Practically all funders ask for your dissemination
plans in their grant application guidelines.

When you write your dissemination narrative, include information on what you’ll
share and how you’ll share it. List conferences, forums, website postings, and
printed documents mailed out (and to whom they’ll be mailed).

When you’re writing your grant applications, always, always follow the guidelines
provided for preparing your narrative sections. In foundation funding requests,
the dissemination plan can be short and to the point. However, in government
funding requests, you may be instructed to write multiple pages on the dissemi-
nation process. Carefully reading and following the funding agency’s guidelines
can be the difference between a funded project and a rejected one.
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» Presenting your grant project’s
management team

» Using staff with high-level credentials
and/or experience

» Including overall management
capability information

» Incorporating the sustainability plan

» Offering up cash and in-kind
leveraging resources for matching
funds

» Demonstrating federal compliance in
the personnel section

Chapter 17

Preparing Project
Management Plans and
Sustainability Narratives

fter you tell the funding organization why you need its financial booster
shot in your statement of need (see Chapter 15) and your project’s imple-
mentation plan (see Chapter 16), you need to explain who’s going to man-
age the grant-funded program and how the grant applicant organizations intend
to sustain activities funded by the grant award. In this chapter, I show you how to
write about existing and incoming staff in a way that convinces funders that you
have the right personnel to manage their awarded monies. I also show you how to
put together winning project-management profiles, an additional organizational
resources narrative, and a federally guided approach to selecting diverse project
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personnel. Finally, I guide you on how to craft the sustainability plan. Hint: You
are not the creator of this plan.

You gain credibility when you outline the key personnel, organizational resources,
and your equity process in hiring. Some funders call this section of the narrative
key personnel, adequacy of resources, or equal employment opportunity statement.
Regardless of the name, this narrative can range in length from one page to sev-
eral pages. Developing narrative language that meets the requirements laid out in
the funding source’s grant application guidelines is important. Otherwise, the
funder will likely reject your application for grant funding. Also, no funder wants
to think that their significant investment in your organization will end when the
grant money runs out. You need to be able to write about Plan B.

Presenting the Project Management
Team'’s Credentials

232
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Just for fun, pretend for a moment that I'm your grant reviewer. I've already read
the key opening sections to your application narrative, and now I’m almost con-
vinced that your organization is worthy of the funding agency’s award allocation.
At this point, I just need to be taken to the finish line. In other words, before I can
make a confident decision (fund this or reject this), I need to know who’s in charge
of your organization and the proposed project and who’s going to carry out the
day-to-day direct services. From a funder’s perspective, I want written validation
that competent administrators will manage the grant monies and highly qualified
staff and/or contractors will manage the actual project’s implementation, evalu-
ation, and final reporting processes.

You select and assign grant-funded personnel in one of two ways: by reassigning
an existing staff person to the grant-funded project or by hiring someone after
the project is funded. When you’re writing about to-be-hired personnel, you don’t
know the specific qualifications of each individual, but you should know and be
able to write about the minimum job specifications of those who will carry certain
responsibilities.

Whatever specifics you include about your project management team, you’ll be
held accountable by the funder. For instance, if the funder’s minimum qualifica-
tions for the project director or coordinator is a master’s degree and your organi-
zation hires an individual with only a bachelor’s degree, you aren’t fulfilling the
written promise that you made in your funding request. You must be conscien-
tious about the qualifications required and the project team members selected or
hired to fill the positions.
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No matter how you assign project personnel, selecting individuals with project-
specific qualifications can help you win a big grant award. And when you’ve iden-
tified qualified personnel for your project, your project’s personnel profiles are a
lot easier to write.

As a regular grant peer reviewer, I can tell you that even if the rest of your grant
narrative is perfect, you can easily lose peer review points if your project person-
nel aren’t up to snuff. On a point scale of 100, projects scoring in the mid- to high
90s are recommended for grant awards, so losing even a few points can be fatal.
Ninety-point projects just don’t cut it anymore! (See Chapter 11 for more about the
point system and review criteria.)

Before you start writing about staffing, resources, and equity in hiring, sit down
with existing staff members or your human resources director and go over the
project narrative you’ve already written. Look at your program design narrative
and the implementation chart (see Chapter 16) to see what personnel you’ve com-
mitted to carry out the proposed activities. Highlight the job titles and any other
information that gives you a clue as to how many staff members you need to
implement the grant-funded project.

When compiling information for the project’s personnel profile section, be sure to
identify the following:

3 A project administrator (or project manager): This individual provides
management oversight. In some organizations, this is the executive director
or deputy director. This person should be able to allocate up to five hours per
week of their work time to making sure the project meets its grant-funded
conditions. The project administrator (along with the project director — see
the next point) usually attends meetings with the project's community
partners. (Chapter 14 covers establishing partnerships with other organiza-
tions in your community.)

3 The personnel necessary to carry out the project on a day-to-day basis:
This entry usually means selecting a project director or coordinator who's
responsible for the program’s implementation and coordination. This
individual reports directly to the project administrator. Identify a project
director who has relevant and extensive experience in the same area as the
project. In addition, for research projects, another day-to-day individual is the
principal investigator (Pl). This individual is responsible for the management
and integrity of the program design as well as the direction and oversight of
compliance, financial, and collaborative partnerships.
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3 All remaining personnel who will be paid from the project’'s grant-funded

Each project differs when it comes to the personnel needed to carry out activities,
so spend some time with your human resources department to determine how
much part-time/full-time equivalency should be dedicated to each staff role. See

budget: Work with your financial or business manager to review the project
design and determine 100 percent of the staffing necessary to implement the
project if funded. List all other personnel who will be hired for or assigned to
the project in the adequacy of resources or management plan narrative of
your grant application. This section of the narrative connects directly to your
project budget. You'll either have direct costs or indirect costs. (More about
the budget in Chapter 18.)

rememeer  the later section “The basic profile” for more on full-time equivalency.

The process of choosing personnel isn’t the time to do a favor for your out-

& of-work, unqualified friend or relative! Not only do they have the potential to drag

your project down, but they also drag down your funding request because
warning  decision-making readers shudder when they see unqualified personnel on a proj-

ect they’re considering funding.

Articulating Qualifications

After you choose your staff, you can begin writing your personnel narrative. The
grant reviewer looks for the key personnel narrative to answer the following

questions:

»

»

»

»

»

What are the project administrator's qualifications? Is the time allocated
sufficient? Who will report to the administrator? Is the line of account-
ability clear?

What are the project director’s or coordinator’s qualifications? Is the time
allocated sufficient? Who will report to the project director or coordinator? Is
the line of accountability clear?

Which project personnel will carry out the day-to-day activities? Is the time
allocated sufficient for each position? Who will project personnel report to? Is
the line of accountability clear?

Do the personnel members have extensive experience in the project's focus
area? What percentage of personnel have extensive experience?

What percentage of each position will be charged to the grant budget?
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¥ What percentage — if any — of all personnel costs will be cash match (cash
that you have on hand and available to match the grant award for grants that
require matching funds in order to receive the award) on the part of the grant
applicant? (See Chapter 18 for further clarification on cash match and other
budget-related terms.)

Keep in mind that you absolutely must follow the funding agency’s guidelines
when it comes to writing about your project personnel. Your actual key personnel
narrative may look entirely different from my examples in the following
sections.

The basic profile

For a basic personnel profile, write about what makes each person qualified for
their proposed position. Give information on relevant work background, awards,
acknowledgments, and special recognitions. Follow this text with educational
information. End with a final sentence to blow the readers away — impress them
with one more fact that qualifies the individual for the proposed position. If indi-
viduals filling some or all of the budgeted positions have yet to be hired, write a
short description of the desired qualifications.

Unless the funding agency has page limitations for this section of the funding
request, write one paragraph for each budgeted personnel position. (Refer to the
next section, “The profile with page limitations,” to determine what to do when
you have to watch how much you write.) This recommendation remains the same
whether personnel costs will be charged to the grant or whether they’ll be covered
by your organization’s cash match.

In the following example, I present the narrative language on the proposed direc-
tor. Notice that I use boldface to highlight the individual’s name, position, and
expertise and that I use future tense. I want to plant the idea that this funding will
be awarded and the proposed staffing-related tasks will occur. I also use the des-
ignation FTE, which stands for full-time equivalent (40 hours per week). (An indi-
vidual assigned to a project at 0.5 FTE works on it 20 hours per week; 0.10 is
4 hours per week, and so on.) Typically, you won’t need to include an explanation
of FTE, but you should spell out the abbreviation the first time you use it.

Key Personnel

Project Administrator (0.05 FTE cash match): Dr. Anne Mitchell will be responsi-
ble for administering the grant-funded project. Dr. Mitchell is the founder
and executive director of the Ready for the World Foundation and has
functioned in this position since 2007. She was the visionary who believed there
was a need for a forward-thinking nonprofit in a historically static (little change in
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decades) community environment. Dr. Mitchell has 43 years of corporate manage-
ment experience and 10 years of nonprofit management experience. She founded
and managed the Women'’s Business Incubator in Burton, Michigan, for which she
was awarded the Clairol Corporation’s Entrepreneur of the Year award. She will
report directly to the organization’s board of directors. Dr. Mitchell is a bright ray of
sunshine; everything she’s involved in blossoms quickly and fully AND is sustaining.

Sometimes the expertise is in the team as a whole. However, in this example,
Dr. Mitchell has the necessary qualities to fulfill this position all by herself.

The profile with page limitations

If your funding request has page limitations and you can’t write at least one full
paragraph on all project staff members, you can include a brief list of key person-
nel, including volunteers, in the grant application narrative and note their respon-
sibilities. Also, feel free to attach to the narrative more detailed information about
your key personnel if the funder’s guidelines allow attachments.

The following is an example of how to develop a list of key personnel:

Project Director (1.0 FTE grant-funded): The organization will conduct a nation-
wide search for a project director who can lead this project to a successful
conclusion. The individual hired will be qualified to carry out the following
responsibilities:

Assist the board of directors in fulfilling the organization’s mission

Have knowledge of the organization’s target population

Effectively carry out the grant-funded project's implementation plan

Establish an annual program events calendar

Identify qualified additional staff

Secure new community partners

Promote the programs via public forums

Evaluate the effectiveness of community outreach and program services

This position will report to the project administrator.

Volunteer Coordinator (1.0 FTE cash match): One full-time volunteer coordinator
will be assigned to this grant-funded project. Discretionary funds have been awarded
from the organization’s Regional Bank Association account to pay the salary and
fringe benefits for this position. The volunteer coordinator will be responsible for
recruiting, screening, training, and supervising adult mentors for our clients. This
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position requires ten years of volunteer coordination experience in either a paid or
volunteer setting. The person assigned to this position must have a positive disposi-
tion, exhibit excellent analytical abilities, and demonstrate management-level skills.
The Volunteer Coordinator will report directly to the Project Director.

INCLUDING THE PRINCIPAL INVESTIGATOR
IN SCIENTIFIC OR RESEARCH GRANTS

In federal grant applications for scientific or research requests, you're asked to provide
a biographical sketch for the principal investigator. In some cases, the principal investigo-
tor is similar to the project director (see the section “The profile for personnel paid by
cash match”) but usually holds a doctorate degree in the project's specialty field.

The form for a biographical sketch can change from agency to agency. The most com-
mon information fields found on the form are

® Name: Type in the first, middle, and last name of your principal investigator.
® Position title: Type in the project-assigned position title.

® User name: If you already have an agency log-in for the online e-grant portal entry,
type it in this box.

® Education/training: List the colleges attended and locations, beginning with the
baccalaureate degree. Fill in the degree column, the year earned or awarded, and
the field of study for each institution of higher education attended.

® Personal statement: Write about the purpose of the proposed research and how
it relates to the principal investigator's experience.

® Positions and honors: List, in chronological order, previous work or job positions,
ending with the present position. List any honors, including present membership
on any federal government public advisory committees.

® Selected peer-reviewed publications (in chronological order): List any publica-
tions in which work has been published and read or reviewed by professional peers.

® Research support: List all ongoing or completed (past three years) research proj-
ects (both federally and non-federally supported).

Typically, biographical sketches range from five to seven pages, including its finished
length after you add all the requested information. Government grant applications are
often formatted for you to insert a page number at the bottom of the page, and the bio-
graphical sketch is no different. When you see the cue at the bottom of a form page,
read and reread the funding guidelines to see whether your narrative and all accompa-
nying forms must be numbered in sequential order.
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The profile for personnel
paid by cash match

When you can provide personnel at no cost to the grant, you look great in the eyes
of the grant reviewer. And when you look great, you score more points. For exam-
ple, you may include the project director’s salary in the grant proposal budget, but
the project administrator’s time will be cash match, so it won’t be charged to the
grant proposal budget. This setup shows the funder that you’re focusing on the
best use of grant funds and that you want to put the money toward providing ser-
vices to the target population.

Grant reviewers are looking for answers to some hard-and-fast questions critical
to the success of your project. Even if you aren’t asking for grant funds to cover
personnel, you still include a brief paragraph on the key personnel and include the
résumeé of the project director in the application’s attachments.

When you have a volunteer advisory council, write a paragraph about the volun-
teers’ individual commitments and how often the council will meet. In other
words, you want to show that they have a vested interest in seeing your project
succeed!

Connecting Accountability and
Responsibility to the Implementation

Process

238
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In addition to knowing who will be working on the project you’re seeking funds
for, the granting agency wants to know who reports to whom for your project. The
funder wants to make sure that you understand the responsibility inherent in
accepting the grant monies. You acknowledge these facts in the management plan
and the statement of fiscal agency responsibility.

If you’re writing to foundations and corporations, some funders may ask for a
separate narrative section on the management plan. If they don’t, you can include
it in the section for key personnel. However, state and federal funders usually ask
for a qualification of key personnel section and a management plan; these sec-
tions are to be written separately and labeled clearly.
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FIGURE 17-1:
A sample
management
plan table.
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Q
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Writing the management plan

The management plan tells the grant reviewer who’s accountable to whom. It
clearly shows where the buck stops when questions arise from the funder. You can
integrate the management plan into the key personnel descriptions (as I did in the
personnel list earlier in this chapter), or you can develop a separate graphic like
the one in Figure 17-1.

The Ready for the World Future Forward Initiative
Position (# of personnel) FTE Reports To Funded By
Program administrator (1) 0.05 Board of directors Cash match
Program director (1) 1.0 Program administrator Grant
Volunteer coordinator (1) 1.0 Program director Cash match
Illustration by Ryan Sneed

I like to show the management plan in black and white — no color graphics except
a lightly shaded title row. The funder wants to see the position name, FTE alloca-
tion (which I explain earlier in the chapter), line of accountability (who reports to
whom), and how the position will be funded (grant budget, cash match from
funding applicant, or in-kind contribution). I prefer to list the project personnel
in order of ranking, beginning with the highest administrative position and end-
ing with volunteers, if any.

In your plan, the number in parentheses behind each position title indicates the
number of individuals hired for each title position. For example, in Figure 17-1,
the (1) behind each listed position tells you that The Ready for the World Future
Forward Initiative will have one program administrator, one program director,
and one volunteer coordinator.

In an e-grant application format, you can only type this information in straight,
plan narrative form. No graphics are allowed in most cases. You can access a cus-
tomizable management plan template at www.dummies.com/go/grantwritingfd7e.

When the funder’s management plan guidelines call for something that’s not
applicable or necessary to your project, write a response to indicate why that par-
ticular something isn’t attached or discussed further in your application.

Unless it isn’t possible due to formatting guidelines, always include a project
organizational chart in the management plan — space permitting. A chart ampli-
fies your key personnel narrative section and gives the grant peer reviewer a visual
break from reading line after line of typed text. If the grant application’s guide-
lines limit the number of pages you can write in the narrative and don’t specifi-
cally request an organizational chart, leave it out; the organizational chart doesn’t
adequately capture position responsibilities or qualifications to serve as the entire
management plan section on its own.
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Acknowledging your fiscal responsibility

The management plan should also include a statement of fiscal agency responsibility.
This concise, one-paragraph written statement by the chief financial officer (CFO)
of the applicant organization attests to the fact that the agency will take on the
responsibility of accepting the grant award, managing the grant award monies, and
preparing and submitting financial and evaluation reports. Basically, it’s just one

more affirmation to the funder of the grant applicant’s internal accountability.

The statement of fiscal agency responsibility is presented depending on the type

of funder:

»

»

For foundation and corporate funding requests: Written on the grant
applicant agency's letterhead, signed by the CFO, and attached to the applica-
tion and/or in the body of the grant application narrative in the grant applicant
capability section. Read Chapter 14 for more on this section of the narrative.

For government grant requests: Included at the end of the
management plan.

Make sure to include the following accountability information in your statement
of fiscal agency responsibility:

REMEMBER

»
»

»

»
»

»
»

Legal name and corporate structures.

The year in which your organization was founded and whether it has any
special recognitions, such as an award from the mayor’s office or a certificate
of recognition from a state agency or another nonprofit organization.

Whether your organization will be the fiscal agent. (If not, provide information
on the fiscal agent and tell the funder why you're using another organization
to act as your fiscal agent.)

Who will monitor your fiscal activities.

A generic statement about your finances being managed prudently and
effectively. (This statement sounds good, and it works to convince funders
that you have a solid financial grip on handling all incoming revenues.)

Who conducts your financial audits and the frequency of those audits.

The amounts and sources of funds you've received from grant awards.
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The following example shows you how a good statement of fiscal agency respon-
sibility reads:

The Ready for the World Future Forward Initiative (RWFFI), founded in 2007, is a
public nonprofit charitable organization under IRS subsection 501(c)(3). RWFFl is the
grant applicant and fiscal agent for this funding request. Finances are managed
prudently and cost-effectively. Fiscal activities are monitored monthly by a CPA and
reported to the board of directors within 30 days of receipt of accounting summary
records. All financials are audited annually by CPAs, and audits to date have revealed
no unfavorable findings. RWFFI has reported an income growth of 125% annually
since its founding. Total revenues in 2020 were $2,257,000.

Offering Up Cash and In-Kind Leveraging
Resources for Matching Funds

In government grants, you have to address something that’s usually called
adequacy of resources. In the adequacy of resources section, the funder looks at
your organization’s available resources — both the human and financial
resources — and decides whether they’re sufficient to successfully implement
and support the project. In other words, it’s a combination of the management
plan and a portion of fiscal capabilities from your organizational background and
capability narrative. (Note: You may be asked to address adequacy of resources
solely in the budget section of your grant application; I fill you in on the budget
section in Chapter 18.)

A graphic table is a great way to profile your resources for the funder; when you
use a table rather than a narrative, you can show everything in one graphic.
Figure 17-2 gives you an example of how to represent your adequacy of resources
information. I like to use a three-column table with the following headers:

¥ Resources: Record all the resources (monetary and in-kind) that will be
available to help you implement a funded project successfully. If any collab-
orative partners are providing cash match or in-kind contributions, | list the
partner agencies and what they'll be contributing to the funded project.

3 Cash Committed: Type in the actual cash committed to the funded project.

¥ In-Kind Value: Type in the value of the in-kind donations from each partner.
(You can find detailed explanations for in-kind donations in Chapter 18.)
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FIGURE 17-2:
An adequacy of
resources table.

Q

TIP

REMEMBER

Resource Cash Committed In-Kind Value
Ready for the World Future Forward Initiative discretionary grant from $500,000
the Regional Bank Association
25,000-square-foot training facility — fair market value based on the $4,500,000
most recent appraisal conducted by the Exodus Nonprofit Facilities
Appraisal Corporation
Volunteers (100 adult mentors) valued at $22.14 per hour* x 20 hours per $2,214,000
week x 50 weeks (closed for 2 weeks during the Winter holiday season)
Total resources to support funding request $500,000 $6,714,000

*independentsector.org; 2012 (latest available) research on the value of volunteer time

Illustration by Ryan Sneed

I also include an adequacy of resources table template at http://www.dummies.
com/go/grantwritingfdTe.

If you choose to write a resources narrative rather than create a table, keep your
narrative to one detailed paragraph.

When you use volunteers as resources, be sure to use the most current official
research on the value of a volunteer. This hourly value amount changes every two
years, and you can find a national and a state-by-state value. The Independent
Sector’s website (www. independentsector.org/volunteer_time) has a table for
the national hourly value and for each state’s hourly value.

Demonstrating Federal Compliance
in the Personnel Selection

TIP

242

Equity is created when you manage a program in such a way that no one is excluded.
All the individuals hired with grant funds and all the members of the target popu-
lation (those people the grant funds will help) must be given equal access to pro-
gram opportunities — to be participants (target population) and to be hired (your
project staff) without discrimination.

You show equity by opening your project to all who apply, providing they meet
objective eligibility criteria. Funders want assurances that you won’t violate fed-
eral or state antidiscrimination laws.

Federal and state funders mandate a grant application section on equity. Founda-
tions and corporations usually don’t have anything on equity in their guidelines,
but including a paragraph on the subject to show your awareness of the issue
doesn’t hurt.

PART 4 Following the Funder’s Guidelines


http://www.dummies.com/go/grantwritingfd7e
http://www.dummies.com/go/grantwritingfd7e
http://www.independentsector.org/volunteer_time

When evaluating the statement of equity, the grant reader asks the following key
questions:

¥ Does the grant applicant propose to assign or hire project personnel who
reflect the demographics of the community and target population to be
served under the grant funding?

¥ Does the grant applicant embrace a sense of fairness to all human beings?
@ Use these quick-and-easy tips for writing the equity section without stress:

e 3 Ask human resources for help. Some grant application guidelines require
that your equity statement actually cite the federal and state legislation that
your organization adheres to in its hiring practices. Your human resources
department can give you information on the acts you need to cite.

¥ Address equitable access for everyone. The equity statement should
include personnel (including the selection of volunteers for the project) and
project participants.

¥ Be straightforward and make a statement. Writing that discrimination will
not be tolerated is important. Cite the federal and state antidiscrimination
laws to which your organization will adhere.

The following example received high peer review points (see Chapter 11 for more
on the peer review). Notice how the example addresses the makeup of program
personnel and how the personnel will be recruited as well as makes a statement
regarding discrimination and fair employment practices:

The Ready for the World Future Forward Initiative will assign and/or hire staffing
for the grant-funded project. All staff and volunteers having direct contact with
clients will reflect the target population’s demographics, culture, and have a
demonstrated cultural competency of the individuals served. All staff and volun-
teers will complete a 16-hour cultural diversity training provided by Model State
University. Following the training, staff will participate in role plays, trading the
roles of mentee and mentor. The role plays will be observed and videotaped for
affirmation of cultural competency.

It is the policy of the Ready for the World Future Forward Initiative not to engage in
discrimination or harassment against any person irrespective of gender, race,
color, disability, political opinion, sexual orientation, age, religion, or social or ethnic
origin. The center will comply with all federal and state nondiscrimination, equal
opportunity, and affirmative action laws, orders, and regulations.
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The federal government requires that all nondiscrimination forms be signed in
the application submission package. Frankly, as a matter of best practices, all
businesses (nonprofit and for-profit) should have these policies whether they
apply for grants or not.

Writing the Sustainability Statement

244

A sustainability plan is a roadmap for achieving long-term goals. It documents
strategies to continue your programs, activities, and partnerships beyond the
grant award-funding cycle. Remember, the federal government only awards
funding that supplements, not supplants. By this, [ mean that as the grant appli-
cant organization, you must have some existing and planned resources to keep the
doors open and keep programs up and running, in part or total.

Sustainability is an important component to address early in your organization’s
strategic planning and program development stages. The statement you are asked
to write in grant proposals must come organically from your governing board’s
sustainability plan.

Using the board’s sustainability plan

First, and foremost, the grantwriter cannot create the language in the sustain-
ability statement from a vacuum. The burden falls on the board of directors to
create a sustainability plan (www.ruralhealthinfo.org/sustainability). The
board’s plan must address the following organizational factors:

¥ Adaptability of your programs

¥ Coalitions and partnerships that will contribute to your organization’s
sustainability

¥ Specific communication approaches to brand your plan for longevity

¥ Funding and financial support (this is what the funder wants to hear about in
your grant request)

¥ Organizational capacity when funding falls short

¥ Program evaluation (how will the rigorous monitoring and tracking proce-
dures put into place when grants are awarded remain in place when the grant
funds have been depleted)
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¥ Political support (federal grant applications will not be awarded year after year
without strong political support)

¥ Strategic planning (the sustainability plan must be incorporated into the grant
applicant organization'’s strategic plan)

Crafting a sustainability statement

As the grantwriter, you will undoubtedly be faced with the task of writing a sus-
tainability statement in most grant applications. Bottom line: the sustainability
statement spells out how your project will survive in the long term. It assures the
funder that resources spent on the grant-funded project will be the foundation for
continuing grant-funded programs with other resources — internal and external.

Here is an example of how a funder will request information about your sustain-
ability plan:

Applicants are required to submit a program sustainability plan that will describe
how the grant-funded program will be continued after the grant funding has
ended.

This is what I write in my proposals for funding to address the sustainability plan:

On completion of the grant funding, the Grant Writing Training Foundation will
follow the steps in the board-developed sustainability plan. These steps include:

3 Continuing to seek new financial stakeholders starting in month six of the
funding cycle

3 Working with finance staff to develop a reduced services model that can
operate successfully under our next fiscal year's anticipated revenues

¥ Developing a scaling-down plan that enables our organization to continue
providing services to a smaller target population

3 Using the interest on the endowment fund our board established in 2007 to
prevent the cessation of services funded with your grant award

You don’t need to attach or write the entire sustainability plan document. You
simply need to show potential funders that there is a plan in place and explain
how the program will continue after their grant award has been expended.
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IN THIS CHAPTER

» Defining the guts in your budget
request

» Ildentifying matching funds

» Eyeballing your budget from a
funder’s perspective

» Plotting expenses for multiple-year
funding requests

» Opting to use a fiscal sponsor

Chapter 18

Creating a Budget That
Includes All the Funding
You Need

any grant applicants create the budget section first, but it’s actually one

of the last sections you should tackle. After all, you can’t develop an

accurate budget for your grant request until you know all the costs
involved in the funded project’s implementation. Where do these cost clues come
from? The program design narrative (which I fill you in on in Chapter 16).

I also find it extremely beneficial if you can develop your budget information in
tandem instead of tackling it when your proposal narrative is complete. If you’re
working hand-in-hand with your finance staff or board treasurer or program
administrator, you can work side-by-side in creating a budget during the narra-
tive writing process.
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Your budget is connected directly to your project’s goals, objectives, and imple-
mentation activities. In order to achieve the goals and objectives, a series of
implementation activities (also known as process objectives) must occur. The line

rememser  items in your budget are the costs of carrying out the activities that lead to the
achievement of your goals and objectives; these costs can include salaries, fringe
benefits, travel, equipment, contracted services, construction, supplies, and more.
Translation: Dollars are linked to activities and their resulting costs.

This chapter walks you through the budget preparation process for grant applica-
tions. It also tells you what the funder’s expectations are when it comes to reading
(or scrutinizing) your budget section.

Understanding Budget Section Basics

Most of the terms associated with the budget section of grant applications and
cooperative agreements are everyday terms — no big deal. But when you thor-
oughly understand each section of the budget, you transform from the “I’m not so
sure” grantwriter to the “I know how to do this” grantwriter who’s ready to tackle
the backside of the grantwriting mountain. As you start the final climb down,
don’t forget your enthusiasm (and don’t forget to breathe)!

Your budget section contains two main parts, allocation and budget detail
narrative:

3 Allocation: The dollar amount you assign to each line item. The budget
summary is the short listing of each line-item expense category and the sum
total for the category. At the bottom of it are the total expenses for all the line
items listed in the summary. When a funder asks for a budget summary, it
wants to see only a graphic table (created by you) or a completed short form
(provided by the funder) with your main budget line-item categories and the
total amounts for each category. Funders usually don't want to see narrative
detail within a budget summary.

For example, if you're requesting funding for a staff position only, the two
columns in your graphic table are Line Item (left-hand column) and Cost
(right-hand column). The first line item is Personnel, and the second line item
is Fringe Benefits. These two line items are flush left in the left-hand column.
The total project budget, also flush left in the last row of the right-hand
column, is the sum of these Personnel and Fringe Benefits columns.
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3 Budget detail narrative: Funders require a detailed written explanation or
narrative of how you plan to spend their monies if they choose to fund your
project. So they typically request your budget detail narrative (also referred to
as your budget justification or just budget narrative). In the budget detail
narrative, you explain and justify the assumptions or calculations you used to
arrive at the figures in your budget summary. The budget detail narrative
section isn't the place to spring surprises on the funder. You should have
already discussed anything that shows up here in the program design section
of the grant application. (See Chapter 16 for guidance on crafting an award-
winning program design section.) Of course, always read the funder’s
guidelines and explanations for what should be included in each line-item
explanation.

As far as the order of your budget documents goes, the budget detail narrative sec-
tion (the paragraphs that explain the details behind each expense) usually follows
the budget summary (the overview of each line-item category and the total
expense). Before you start working on the budget detail narrative, however, you
need to research the funding source’s preference for developing this section of
your grant application. Some funders want only the budget summary, but others
require the summary and detail narrative.

The organization I write about in the later budget detail narrative example (and
that I use throughout this section) is a unit of municipal government — the City
of Oz — that has existed since the late 1800s. The city needs additional money to
create an energy-efficiency initiative that will save on utility expenses at city hall.

Don’t forget to keep a copy of your proposal documents for your own files! For
anytime access, I moved all my grant-related backup files from my computer’s
hard drive to cloud-based storage.

Personnel

The personnel portion of the budget summary and budget detail narrative is where
you indicate the costs of project staff and fringe benefits that will be paid from the
grant funds and from your other resources. If your organization plans to assign
existing staff to the grant-funded project but not draw the staff salaries from the
grant monies, you need to create an in-kind contribution column to show the
funder how you plan to support the costs of the project’s personnel.
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Funding for your project’s personnel will either be requested from the funding
agency or come as a cash match from your organization (the grant applicant):

3 Cash match refers to paid human resources or paid ongoing expenses for
your organization allocated to the grant-funded program but not paid with
monies from the grant funder. A cash match for personnel means that your
organization isn't planning to request the salary and fringe benefit expenses
from the funder; your organization’s operating budget will continue to pay for
these expenses or one of your partnering agencies will plan to provide the
funding needed to cover some of your implementation costs.

3 In-kind contributions refer to the donation or allocation of equipment,
materials, and labor allocated to the grant-funded program but not requested
from the funder. | discuss in-kind contributions in more detail in the section
“In-kind contributions (soft cash match)” later in this chapter.

3 Requested refers to the funds you need to obtain from outside your
organization — from the funding agency.

I recommend using FTE (which stands for Full Time Equivalent) throughout your
budget forms. FTE is based on a full-time work schedule of 30 to 40 hours per
week, depending on how an organization defines full time. For the following bud-
get detail narrative example, I use 40 hours per week for a full-time employee: A
1.0 FTE is 40 hours per week; a 0.75 FTE is 30 hours per week; a 0.5 FTE is 20 hours
per week; and a 0.25 FTE is 10 hours per week.

The federal government has published this definition for full-time employment:
If an employee works an average of 30 hours a week or 130 hours a month or more,
that employee is considered full-time.

Because fringe benefits vary from organization to organization and from state to
state, you need to check with your human resources department to find out your
organization’s fringe benefit calculation. This figure is always a double-digit per-
centage multiplied by the total salaries for the grant-funded and in-kind
personnel.

Following is an example of the personnel budget detail narrative from the City of
0z’s grant application:
Personnel Budget Detail Narrative

Personnel: One 0.5 FTE facilities manager will be assigned to the grant-
management duties and project oversight tasks. The operation manager’'s
full-time salary is $90,000 annually. 0.5 FTE equals $45,000.

Total Personnel Expenses: $45,000
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FIGURE 18-1:

The personnel
section of a
budget summary.

Cash Match: $45,000

In-Kind Contributions: $0

Requested: $0

Fringe Benefits Budget Detail Narrative

Fringe benefits are calculated at 40 percent of total salaries; fringe benefits include
medical, dental, vision, short-term disability, worker's compensation insurance,
unemployment insurance, and employer’s FICA match for each salaried position.

Total Fringe Benefit Expenses: $45,000 x 40 percent equals $18,000
Cash Match: $18,000
In-Kind Contributions: $0

Requested: $0

I want to emphasize that you shouldn’t include cash-match or in-kind dollar
amounts in the Requested line item of the budget summary or in the Requested
line-item detail narrative. Your cash-match and in-kind items should appear in a
separate column. Figure 18-1 shows an example from the City of Oz Project.

City of 0z Energy Efficiency Initiative
Budget Summary for Personnel and Fringe Benefit Expenses

Line Item Requested | Cash Match | In-Kind Contributions | Total Line-ltem Expenses
Salaries $0 $45,000 $0 $45,000
Fringe Benefits $0 $18,000 $0 $18,000
Totals $0 $63,000 $0 $63,000

Illustration by Ryan Sneed

Travel

If you plan to reimburse project personnel for local travel, traditionally referred to
as mileage reimbursement, include this expense in the travel line item of the budget
summary and in the budget detail narrative. Be sure to use the current Internal
Revenue Service mileage reimbursement rate in your calculations. Also, if you
plan to send project personnel to out-of-town or out-of-state training or confer-
ences during the course of the project, you need to ask for nonlocal travel expenses.

Your travel explanation in the budget detail narrative needs to include the number
of trips planned and the number of persons for each trip as well as the conference
or training program name, location, purpose, and cost. Don’t forget to include the
cost of lodging, meals, transportation to the events, and ground travel.
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TIP

When reviewing the budget-related portions of the grant guidelines, you’re likely
to come across the term per diem. In this context, per diem refers to the daily
allowance your organization gives employees to spend on meals and incidentals
during their travel. Federal grant applications may have per diem limits, such as
$105 per day.

Keep in mind that setting a per diem amount may backfire when you or another
employee travels to an area, such as Hawaii, the East Coast, or the West Coast,
with a higher cost of living than the norm. Before you finalize your budget line
items, contact the funding agency to see whether you can use higher per diem
amounts for higher-cost locales.

If you want to set a per diem for your project but aren’t sure what a reasonable
amount is, you can check the federal per diem rates for your state at the General
Services Administration website at www.gsa.gov/portal /content/104877. Enter
the current year, state, city, or ZIP code in the information input boxes to find
hotel and other per diem amounts for the area.

Here’s a portion of the travel budget detail narrative from the City of 0z’s grant
application. Notice that the purpose of the travel is clearly explained for the fun-
der. The funds requested are clearly not for “luxurious” travel amenities:

Travel Budget Detail Narrative

Travel (Out of State): Grant funding will enable our facilities manager to travel to
six metropolitan southwest cities to meet with their facility environment directors
and financial staff to determine the most cost-effective fiscal and management
process to start this initiative. The following cities will be polled for their processes:
Phoenix and Tucson (AZ), Albuquerque and Las Cruces (NM), Salt Lake City (UT),
and Palm Springs (CA). Airfare from OZ (commuter airport) to each city is $600
(coach fare) times six flights. Each trip will be a one-day turnaround site visit. No
money for meals or ground transportation will be needed.

Total Travel Expenses: $3,600
Cash Match: $0
In-Kind Contributions: $0

Requested: $3,600

Figure 18-2 shows you one way of graphically presenting the budget information
for the City of Oz Project example.
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FIGURE 18-2:

The travel section
of a budget
summary.

WARNING

TIP

City of 0z Energy Efficiency Initiative Budget Summary for Travel Expenses

Line Item | Requested | Cash Match | In-Kind Contributions | Total Line-ltem Expenses
Travel $3,600 $0 $0 $3,600
Totals $3,600 $0 $0 $3,600

Illustration by Ryan Sneed

Be conservative yet accurate in calculating travel expenses. No funder wants to see
its money pay for junkets or extended vacations. Looking for conferences in exotic
places raises a red flag that can get your proposal tossed out during the review
stages. (See the later “Plotting Ethical Expenses” section for more info about the
right dollar amounts to include.)

Equipment

The equipment line item of the budget summary and budget detail narrative is
where you ask for grant monies to purchase a major piece of equipment, such as a
computer, printer, or other critically needed operational equipment.

You can use government funds to purchase equipment when current equipment
either doesn’t exist or is unable to perform the necessary tasks required by the
grant. Equipment purchased with government grant funds must be used 100 per-
cent of the time for the grant-funded project.

Do your homework before requesting grant monies to cover capital (big-ticket)
equipment. Sometimes, you’re better off asking a local retailer or wholesaler to
donate a big-ticket piece of equipment rather than bogging down the grant budget
by adding it to your line items. (Head to Chapter 22 for help on asking for such
donations.) Also, think about leasing capital equipment. Funders who don’t allow
you to use grant funds to purchase equipment may allow you to lease it instead. At
the end of the lease, you have the option to purchase the equipment. Of course,
you also need the funds to do so. Luckily, a lot of vendors have end-of-lease buy-
outs for $1.

Here’s an example of the equipment budget detail narrative for the City of Oz
Project:
Equipment Budget Detail Narrative

Equipment: The City of Oz will purchase heating and cooling leak-detection
equipment. This equipment is highly specialized and comes with user training. The
facility manager's staff will use the equipment in teams to check for heating and
cooling leaks throughout city hall.

Total Equipment Expenses: $80,000
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Cash Match: $0
In-Kind Contributions: $0
Requested: $80,000

Figure 18-3 shows you how to graphically represent your equipment expenses in
an equipment budget summary. The table contains information from the City of

Oz Project.
City of 0z Energy Efficiency Initiative Budget Summary for Equipment Expenses
FIGURE 18-3: Line ltem | Requested | Cash Match | In-Kind Contributions | Total Line-ltem Expenses
The equipment | Equipment $80,000 $0 $0 $80,000
section of 8 rorals $80,000 $0 $0 $80,000
budget summary.
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Illustration by Ryan Sneed

Supplies

The materials and supplies needed for the daily implementation of the project go
on the supplies line of the budget summary and in the budget detail narrative.
Examples include office supplies, program supplies, maintenance supplies, train-
ing supplies, operational supplies, and so forth.

The following is an example of the supplies budget detail narrative for the City of
Oz Project:
Supplies Budget Detail Narrative

Supplies: Grant funds will purchase weather stripping, sealant, plastic sheeting,
and other energy-saving supplies for all city hall windows and doors. City hall has
130 windows and 16 doors. The anticipated cost of these supplies is $97,000. The
city has an additional $60,000 worth of these types of supplies already in inventory
and will use these items first before initiating a purchase.

Total Supplies Expenses: $157,000
Cash Match: $0
In-Kind Contributions: $60,000

Requested: $97,000
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FIGURE 18-4:

The supplies
section of a
budget summary.

WARNING

Figure 18-4 shows a budget summary for the City of Oz Project. It shows the funds
needed from the grantor or funding agency, the cash match (which is $0), in-kind
contributions (which are $60,000 for this example because the city has supplies
on hand), and the total line item for supplies.

City of 0z Energy Efficiency Initiative Budget Summary for Supplies Expenses

Line Item | Requested | Cash Match | In-Kind Contributions | Total Line-ltem Expenses
Supplies $97,000 $0 $60,000 $157,000

Totals $97,000 $0 $60,000 $157,000

Ilustration by Ryan Sneed

Contractual

The contractual line of the budget summary and budget detail narrative is where you
list the money needed to hire anyone for the project who isn’t a member of the staff
(staff expenses are listed under the personnel section of the budget that I cover ear-
lier in this chapter). For example, you may plan to hire a construction contractor to
build or renovate a room or building; an evaluation specialist to work on that portion
of the application; or a trainer to work with your staff, clients, or board members.

In some smaller nonprofit organizations, personnel hired with grant funds are
considered contracted services because the term of employment is dependent on
continued grant funding. The pro side of categorizing personnel as contractual is
that doing so eliminates having project personnel file for unemployment com-
pensation when they have to leave because the funding is up. The con side is that
some really qualified individuals may want more of a commitment and may not
remain with your project for the duration of the grant period. Also, constantly
changing personnel can be a problem when it comes to the evaluation process.
(Chapter 16 covers evaluation responsibilities.)

Here’s an example of the contractual budget detail narrative for the City of Oz
Project:

Contractual Budget Detail Narrative

Contractual: The City of Oz will create a “request for bid” document to identify a
solar energy vendor. The city council has requested that 100 percent of city hall be
heated and cooled with solar panels. The city has collected several estimates for
this work. The most cost-effective bid specifications are $542,000 for 50 panels.
This price includes installation and a 10-year warranty with guaranteed replace-
ment at no additional charge to the city.

Total Contractual Expenses: $542,000
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FIGURE 18-5:

The contractual
line of a budget
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summary.

Cash Match: $0
In-Kind Contributions: $0
Requested: $542,000

To see a contractual budget summary for the City of Oz Project, check out
Figure 18-5.

City of 0z Energy Efficiency Initiative Budget Summary for Contractual Expenses

Line Item |Requested|Cash Match|In-Kind Contributions | Total Line-ltem Expenses
Contractual | $542,000 $0 $0 $542,000
Totals $542,000 $0 $0 $542,000

Illustration by Ryan Sneed

Construction

When you write a grant that’s exclusively seeking funds for construction (also
known as building funds), you don’t need to bother with a budget summary and a
budget detail narrative. Just insert a copy of the bid, which is the written document
submitted to you by the construction company that lists all the costs involved in
the project. Shortcuts are nice!

Other

You may need to include this section in your budget summary and in the budget
detail narrative if you have items that don’t fit into any of the other categories.
List items by major type and show, in the budget detail narrative, how you arrived
at the total sum requested. Typical expenses that fall under the Other category are
as follows:

¥ Internet

¥ Janitorial services

¥ Rent

3 Reproduction (printing)
¥ Security services

¥ Stipends or honorariums for speakers or special project participants
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ACCOUNTING FOR VOLUNTEERS' TIME

For decades, volunteers have rolled up their sleeves and stepped in to serve their com-
munities. Volunteers are most often used where staffing shortages or gaps occur due to
funding shortfalls. Nonprofits and for-profits that use volunteers in their organizations
treat those volunteers as personnel; they have scheduled hours, they sign in and out of
shifts, and they have job descriptions on file in personnel or human resources depart-
ments. Volunteers don't receive paychecks or contracted services fees for their volun-
teer work commitment; however, they're considered workforce or workplace
contributors.

For federal and out-of-state foundation and corporate requests, use the national hourly
rate to calculate the total value of volunteer hours. The national hourly rate is the num-
ber of volunteers on your project multiplied by their average hours each, annually. For
state funding agencies as well as foundations and corporations in your state, use the
hourly amount listed for your state to calculate the value of your project's volunteers.

Visithttps://independentsector.org/value-of-volunteer-time-2021/ to
access a state-by-state list of the dollar value for volunteer hours. Note that this is
updated from time to time (in terms of years), so you may have to search for “value of
volunteer time” if this link is no longer working.

¥ Telephone
¥ Utilities
¥ Vehicles

¥ Volunteers (check out the nearby sidebar for help calculating the value of
volunteer hours)

¥ Testing fees (for evaluations and other outcomes testing)

For the City of Oz Project, there are no additional expenses for the Other line item.

Distinguishing between direct
and indirect costs

Direct costs are expenses for most of the services and products mentioned in the
previous sections — everything from the budget categories you’ve already listed.
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TIP

Direct costs and the category’s corresponding line item are typically only allowed
in government grants or contracts where you actually see direct costs (and indi-
rect costs) in the application guidelines and on the preprinted budget forms.

Indirect costs — often called overhead — cover services and products essential to
your overall organization that are consumed in some small degree by the project.
Some indirect costs include things such as the telephone bill, rent payments,
maintenance costs, and insurance premiums.

Indirect costs are usually calculated as a percentage of total direct costs. They can
range from as little as 5 percent for a small nonprofit organization to as much as
66 percent for a major university. Your agency may already have an approved
indirect cost rate from a state or federal agency, in which case the information is
probably on file in the business manager’s office. If your agency’s business man-
ager doesn’t have that information, contact the U.S. Office of Management and
Budget or your state’s fiscal agency. (Note that to recover indirect costs related to
federal awards, you likely have to negotiate an indirect cost rate, or ICR, with the
federal agency providing the majority of the funding. When this ICR is approved,
it’s referred to as a negotiated indirect cost rate agreement or NICRA.)

Another option that is much easier than applying for an indirect cost rate from the
feds is to use the De Minimis rate. This is a flat 10 percent indirect cost rate that you
may elect to use in federal grant applications. For more on the De Minimis Indirect
Cost Rate, visit https://fawiki.fws.gov/pages/viewpage.action?pageld=
212686717.

On another note, I've actually written federal grant applications with 50 percent
indirect cost rates built in. This scenario means that if the application is funded
and the direct costs total $500,000, another $250,000 gets tacked on for indirect
costs. (Those are your taxes at work!) Additionally, many government grants limit
or cap the indirect rate that can be charged for the project. Make sure to read the
budget guidance carefully so that you adhere to any restrictions.

If you apply for a government grant and your organization has an indirect cost
rate of 20 percent, you can choose not to ask for the entire 20 percent from the
funding agency. Instead, because you want to look good and capable of managing
a grant, you can ask for 10 percent from the funding agency and make up the other
10 percent as an in-kind contribution. (See the later section “Digging Up Match-
ing Funds” for more.)

The following is an example of an indirect costs narrative. Note that the $86,712
requested for indirect costs covers project-related expenses for existing window
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TIP

and door energy-efficiency-related maintenance and repairs, utilities, office
space for the facilities staff, and custodial costs:

The City of Oz has been approved for an indirect cost rate of 12 percent by the
U.S. Office of Management and Budget. This approval was granted in 2017 when
we applied for and received our first U.S. Department of Energy grant to study the
use of a wind-driven energy system. Indirect charges are calculated for the total
government funds requested or $722,600 - $542,000 [contractual expenses] =
$180,600 x 12 percent, or $21,672.

The reason I subtracted contractual expenses from the indirect cost calculations is
because when you contract with outside consultants, your organization (the grant
applicant) does not have indirect costs related to other entities’ businesses.

Federal government guidelines don’t allow a grant applicant to include the cost of
contractual expenses in the indirect cost rate calculations.

Entire budget summary

When you tally up the total amount of federal funds requested, you add the total
direct costs to the total indirect costs. Then you calculate in your matching funds,
which results in the total project budget:

Total Direct Costs (Federal Request): $722,600

Total Eligible Indirect Costs: $21,672

Total Federal Request: $744,272

Cash Match: $63,000

In-Kind Contributions: $60,000

Total Project Budget: $867,272

Figure 18-6 shows you how the entire budget summary for the City of Oz Project
example looks when it’s pulled together.

Visit www.dummies.com/go/grantwritingfd7e to access a budget summary
template.
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Activity Number Federal Non-Federal Federal Non-Federal Total
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FIGURE 18-6: The City of Oz Project’s entire federal grant application budget summary.
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Digging Up Matching Funds

TIP

TIP

If you're applying for consideration with a funder that requires matching funds,
then this is the section for you. Push your fears aside and rev your engine, because
finding matching funds is about to become a lot easier. First of all, read the grant
application instructions regarding matching funds. Ask yourself how this funder
defines matching funds. Can the match be an in-kind contribution, also referred to
as soft cash, or are you required to identify actual cash (called a hard match) for the
match?

In my travels across the country, I'm amazed at the feedback I get about how dif-
ficult it is for grant applicants to come up with required matching amounts in
order to qualify for some state and federal grants. I’'ve put together the following
information to assist you in finding those much-sought-after matching funds.

When you’re writing a grant application that requires matching funds, always
show five separate columns in your foundation and/or corporate budget summary
table (the feds no longer use this type of budget entry formatting on their revised
budget forms) and explain the source of matching funds in your budget detail
narrative. Follow these guidelines for the summary table:

¥ Create your first column to list specific line-item categories.

¥ Create a second column to input the amount of grant or contract funds
requested for each line-item expense.

¥ Create a third column to enter the cash match for each line-item expense.

¥ Create a fourth column to enter the in-kind contributions for each line-item
expense. If you have no in-kind funds, mark the amount as $0.

¥ Create a fifth column for the total of columns one through four.

This setup is used in Figures 18-1 through 18-5.

In-kind contributions (soft cash match)

The in-kind part of the budget summary and budget detail narrative is where you
list the value of human and material resources your organization will make avail-
able to the grant-funded project (meaning you aren’t asking the funder for all the
resources needed to implement the project).

When a grant application requires matching funds, every dollar requested from

the funding source must be matched with a specified percent of your own monies.
The funder’s guidelines tell you whether the match is 10, 20, or 50 percent. If the
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funding agency requires a 50 percent match (very high, but it often happens this
way), if your organization requests $400,000 it must match with $200,000 in
cash and/or in-kind contributions (the funder’s guidelines will tell you if in-kind
contributions are allowed for meeting its matching funds requirements).

Following are line items where you may be able to pull out soft matching funds or
in-kind contributions:

REMEMBER
3 Construction: Eligible construction is any aspect of infrastructure work that

will be donated by trade professionals or volunteers.

3 Contractual: Eligible sources are contracted consultants who will lend their
expertise and time to the project after it's funded but whose expenses may
not be requested from the grant funder.

3 Equipment: Eligible equipment must be existing and you must document fair
market value for each item.

¥ Indirect charges: Eligible indirect charges can be a line-item request in the
grant budget; however, if you're struggling to identify matching funds, use
indirect charges as a matching contribution to be absorbed by your project.

Indirect charges range from 5 percent to 66 percent of the budget subtotal
and are allowable in federal grant applications only. In some rare instances,
foundations permit indirect charges as well, but they usually set a percentage
cap, such as 10 percent of the total budget. Make sure you know and follow
each specific funder's directions for how to include and calculate indirect
charges.

3 Miscellaneous: Other eligible sources include utilities and telephone
expenses related to implementing the project but that aren’t allowable line
items in the funding request; printing, copying, postage, and evaluation
expenses not included in contractual or supplies; and any other costs your
project will incur that haven't been requested from the funder.

3 Supplies: Eligible supplies must be on hand from existing inventory.

¥ Travel expenses: Eligible travel must be grant-related for key or ancillary
personnel, and money for the expenses can't be requested from the grant
funder.

Cash match (money on hand allocated
for cash-matching funds)

Inventory your cash on hand and work with your finance person or business man-
ager to determine how much of the cash on hand can be used as cash match for
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WARNING

the project, if funded. Remember that your cash match must be connected to
grant-funded activities and related expenses:

»

»

»

»

»

Equipment: Equipment purchased by your organization with its own money
that's connected to the grant-funded project.

Fringe benefits: Eligible fringe benefits for administrative, clerical, contracted,
and facilities personnel are prorated based on the actual amount of time
these staff members will contribute to funder-supported activities. Your
organization pays these benefits.

Personnel: Personnel who will provide direct or indirect services for the
grant-funded activities but who won't be charged to the project’s budget
expenditures as a line-item request to the funder. So, on a prorated basis,
administrative, clerical, contracted, and facilities personnel (including custodial
staff) can all be used as cash match line items. Salary for these personnel
must be paid by your organization in order to count as cash match.

Supplies: Supplies purchased by your organization with its own money and
connected to the grant-funded project.

Travel: Travel that your organization will pay for from its own funds con-
nected to the grant-funded project.

When you’re trying to find available money for a cash match, some places to look
to first are

»

»

»
»

A specialized allocation (when your chief financial officer transfers cash from
the general operating funds account into a specially allocated account to be
used for cash matching funds).

Other state or federal grant funds. You can't use existing federal grant funds
to match new/incoming federal grant funds; check with the funding agency for
specific restrictions on matching funds.

Private-sector grants for portions of the project.

Your general operating funds (unrestricted monies to pay the day-to-day
operating expenses of your organization).

Be sure to check with the funding agency to which you’re applying to make sure
that these types of matching funds are allowed.
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Plotting Ethical Expenses
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REMEMBER

WARNING

Completing a project budget can be an individual effort or a team effort. Either
way you go about it, however, developing thorough and accurate project budgets
to present to funders involves more than just putting numbers down in a line and
adding them together. Many factors affect how much you ask for in grant funding.

When a grant is awarded, it’s awarded in good faith and based on both your bud-
get request and the funding source’s grantmaking capacity. So, your first goal in
developing the budget section of your application narrative is to fine-tune your
budget request to reflect the actual costs of your program needs. Your second goal
is to get your program funded in full, of course!

Gathering accurate cost figures

Not sure what kind of budget numbers to put down? Can’t figure out how much
you’ll have to pay a program director? Unclear how much you’ll have to spend on
a copy machine? I have an easy solution: Use your telephone. Call the United Way
in your area, for example, to find out its salary ranges for program directors, pro-
gram coordinators, clerical support, accounting clerks, and other staff positions.
Call vendors for specification sheets on equipment. It’s amazing how quickly you
can find answers by asking people in the know!

The Internet has a wealth of information on nonprofit organizations, including
salary surveys. Run a quick Internet search, using your favorite search engine, for
nonprofit salary surveys.

Network with other organizations in your community to locate purchasing coop-
eratives. With these co-ops, multiple agencies get together to place orders for like
items in bulk, thus receiving a bulk purchase discount. All the members of the
cooperative benefit by reducing their overall operating costs. Take notes and cre-
ate a cooperative purchasing information file so you know whom to call or email
for future cost-sharing opportunities.

Funders often call applicants to get more information on a line item. So be
prepared!

Including all possible program income

If you anticipate having any program income at all, you must list a projected
amount at the end of your budget summary table and subtract it from the total
project costs; doing so means you need less money in grant funds. Examples of
possible program income include the following:
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¥ Interest: You may earn interest on endowment funds you're allowed to use
annually to assist with program costs.

3 Membership or program fees: A public library has late fees that add to its
overall program income, for example. Likewise, a program may charge
participants a small fee to enroll in program classes or services.

¥ Special events revenue: You may be planning to hold a fundraising auction
or raffle to collect additional monies for field trips, equipment, or other items
or activities in the project’s design.

3 Ticket sales for planned events: You may work within a performing arts
organization that puts on three plays at the local community theater, and
patrons purchase tickets to see your troupe perform.

¥ Tuition: You may receive payment or reimbursement from a state or local
agency for aiding a specific population. Your grant request may be for monies
to develop additional programs, but you must account for the monies you
already take in.

Not reporting your income is unethical. Just think about the dozens, hundreds, or
thousands of proposals a funder receives daily, weekly, and monthly. Ninety per-
cent of the time, the funding source must send out letters to grantseekers regret-
fully stating that not enough funds are available to fund all the requests received.
If you choose to omit the fact that you expect program income and greedily ask for
the whole ball of wax, you’re taking thousands of dollars out of the funder’s
annual grantmaking budget. Your excess could have funded another grant, per-
haps for a struggling startup agency with no other resources. From an ethical
standpoint, asking for grant funds means taking a private oath never to ask for
more than you actually need.

Managing expenditures to the penny

Asking for too much isn’t looked upon favorably by any funding source. In fact,
giving leftover money back at the end of the grant period may mean you can’t go
back to that funder, ever. No funder wants money back. Why? The funder has
already worked the grant award or allocation into its annual giving budgets.
Returned money is a hassle, from accounting to reallocation, if the funder has a
specific amount of grant funds it awards annually.

To top it off, giving grant award money back may send one or more of these sig-
nals to funders:

3 Your organization (the grant applicant) didn't submit an accurate budget
request — you overshot some of the line items and now you have more
money than you know what to do with!
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¥ You aren’t creative enough to find a way to use the leftover monies in your
project to better serve the target population.

¥ You failed to carry out all the proposed activities and had leftover monies.

Meet with your board of directors or project advisory council to brainstorm how
you can (legally) spend the monies on project-related needs.

voidable reason for not spending the grant funds as planned. Contacting the pro-
gram officer as soon as possible when such issues arise is much better than having
rememeer 0 send a check back at the end.

@ Funders are often willing to work with you if you truly have a legitimate or una-

Projecting Multiyear Expenses for
Grant-Funded Programs

When you’re planning to construct a building or purchase specific items of equip-
ment, engineers or vendors can usually give you bids that are very close to the
actual cost of the construction or equipment you’ll need. However, when you’re
seeking funding for personnel or line items with prices that fluctuate, take care to
account for inflation when preparing your budget.

In a multiyear request, your line items should increase by at least 5 percent
annually.

REMEMBER . .
Here’s how to create an award-winning multiyear budget summary table:

3 Column 1: Type your line-item categories (listed at the beginning of
this chapter).
3 Column 2: Type your Year 1 in-kind contributions by category.
3 Column 3: Type your Year 1 cash contributions by category.
3 Column 4: Type your Year 1 amounts requested from the funder by category.
3 Column 5: Type your Year 2 in-kind contributions by category.
3 Column 6: Type your Year 2 cash contributions by category.

3 Column 7: Type your Year 2 amounts requested from the funder by category.

Continue this sequence for all remaining years in your multiyear budget support
request. Only run your total at the bottom of each column, vertically. Don’t run
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horizontal totals (at the end of rows); it’s too confusing for the funder to nail
down the actual costs and requests for any specific year. Search the Internet to
find examples of multiple-year budgets.

Building Credibility When You're a
New Nonprofit

If your organization is a new nonprofit, you can increase your chances of winning
a grant award by applying through a fiscal sponsor. A fiscal sponsor is usually a
veteran agency with a long and successful track record in winning and managing
grants; of course, the sponsor must have 501(c)(3) nonprofit status awarded by
the IRS.

The role of a fiscal sponsor is to act as an umbrella organization for newer non-
profit organizations that have little or no experience in winning and managing
grant awards. Your new organization is the grant applicant, and the established
agency is the fiscal sponsor. It acts as the fiduciary (financial) agent for your grant
monies. In other words, your fiscal sponsor is responsible for depositing the mon-
ies in a separate account and for creating procedures for your organization to
access the grant monies.

Why would you use a fiscal sponsor instead of applying directly for grant funds
yourself? Because some foundations and corporate givers don’t award grant mon-
ies to nonprofit organizations that haven’t completed the IRS advanced ruling
period — typically a 36-month timeframe during which the IRS is monitoring
your nonprofit-related activities and finances to make sure you’re fulfilling the
mission, purpose, and activities stated on your nonprofit status application (Form
1023). No funder wants to award substantial grant monies (more than $10,000) to
a nonprofit in the advanced ruling period. Note: Government agencies don’t have
advanced ruling period-related requirements.

When selecting a fiscal sponsor, try the following avenues:

¥ Find a well-established nonprofit organization with a successful track record in
financial management.

¥ Ask your local banker to make a recommendation for a suitable fiscal
sponsor.
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¥ Look for community-based foundations set up to act as umbrella manage-
ment structures for new and struggling nonprofit organizations.

¥ Choose a sponsor you're on good terms with and one you have open lines of
communication with. Otherwise, your grant monies may be slow in trickling
down.

Creating a written agreement between you and your fiscal sponsor regarding how
you’ll use and access the money is essential to prevent any misunderstandings.

When it comes to your relationship with your fiscal sponsor, keep the following
points in mind:

¥ The fiscal sponsor is responsible if your organization mismanages the money.
¥ The fiscal sponsor is responsible if the fiscal sponsor mismanages the money.

¥ If an audit for financial expenditures is in order, the funding source can audit
the fiscal sponsor, and the fiscal sponsor can audit your organization.

Sometimes a fiscal sponsor wants you to include expenses for accounting services
or grant management in the Other section of your budget summary and in the
budget detail narrative. This practice is acceptable to funding sources.

If your fiscal sponsor indicates that it will provide the fiscal management services
at no cost, mention this point at the end of your budget detail narrative. Also pres-
ent the fact upfront, in the grant applicant credibility section of the narrative (see
Chapter 14 for more details).

The following is an example introduction of an organization that plans to use a
fiscal sponsor:

The Finding Evidence of Extinct Ocean Species Initiative (FEEOSI) will use the
Entertainment Industry Foundation as its fiscal sponsor. Although our organization
is a recognized nonprofit organization in the state of Maine and approved by the
IRS for nonprofit tax-exempt status, the FEEOSI has never managed a grant in
excess of $1,000,000. Our board's executive committee has met with the financial
manager at the Ocean Exploration Institute Foundation and has obtained a written
fiscal agent agreement. For this request, the grant applicant is FEEOSI; however,
the fiscal agent will be the Ocean Exploration Institute Foundation. We have
attached a profile of the foundation as well as its signed fiscal agent agreement. IRS
letters of nonprofit determination for both organizations are attached.
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Following Up



IN THIS PART ...

Wrap up your submission by checking that you've met all
the funder's requirements, proofreading the entire
application (or having a second set of eyes proof it for
you), compiling necessary attachments in the proper
order, and sending off your baby according to the
funder’s submission protocol.

Organize all the records of your grant application with
the help of cloud-based file-storage services. Figure out
how best to follow up on your request based on whether
you appealed to a public or private funder.

Prepare to officially accept a grant award via a resolution
signed by the leadership of your organization’s board of
directors. Learn from a failed grant application by
requesting the peer reviewer’s notes from federal
reviewers or by convening a stakeholders’ meeting to
brainstorm following a corporation or foundation’s
rejection notice.

Use a corporate request letter to ask Fortune 500
companies and smaller corporations for matching funds
or donations of equipment and supplies. Make initial
contact with corporate funders.



IN THIS CHAPTER

» Confirming the contents of your
grant application package

» Scanning for potentially fatal errors
and correcting them

» Assembling the mandatory
attachments

» Submitting your funding request in a
timely manner

Chapter 19

Checking Off the
Mandatory
Requirements for
Compliance

efore you can call your application a done deal, you need to look at what

goes into finalizing your grant application package. Putting on the finishing

touches is so important because if you fail to adhere to the funder’s packag-
ing (meaning how it wants to receive your grant application) and formatting
guidelines, you may lose technical review points (I fill you in on this peer review
in Chapter 11). And if you lose sacred review points, your grant application may be
eliminated before it starts the race for a competitive monetary award. This chapter
tells you the final steps you must take before submitting your grant application
for funding consideration.
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TIP

Practically all government grant applications and even a few foundations and cor-
porations are now using an application package or online upload checklist — a list
of everything you need to prepare and submit a complete application package. Use
this checklist to make sure you include each section of the grant application the
funder expects to find when its program staff opens your submission. Some
funders even ask you to include the checklist in the funding application package.
Read carefully for instructions on where to place the checklist in the final appli-
cation package.

Not all private-sector funders (foundations and corporations) have these easy-
to-follow checklists. If you’re working on a project for a funder that doesn’t pro-
vide a handy checklist, I suggest you create your own. Based on what you read in
the funder’s instructions, type your own list showing the order of the application
materials. In other words, what’s the first document the funder needs to read
when opening your funding package? Continue the list until you have a completed
listing for the forms, narrative sections, and attachments. (Be sure to hash out the
recommended length for each section or for the entire narrative.) Creating your
own checklist gives you peace of mind and cues you as to when the funding pack-
age is complete and ready for submission to the funder. While you may have gone
over your checklist at least twice to make sure you have not missed any mandatory
components, take the time to review the checklist one more time. Yes, that’s a
total of three eyeball scrolls on your checklist!

In the following sections, I outline the information peer reviewers expect to find
in your application.

Make sure you follow the order that the funder presents in the checklist, which
may not be the same as the order I present here.

You can also find this checklist at www.dummies.com/go/grantwritingfdTe.

Cover materials

The cover materials are the first things grant reviewers see when they pick up
your application, so make sure each part listed here is finished, well done, and in
its proper place.

3 A cover letter, if required, typed on the grant applicant organization’s
letterhead and signed by the president of the board or the executive director
(See Chapter 5).
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All pre-narrative forms in place, with empty information fields filled in with
the requested information. Examples of pre-narrative forms include cover
page fill-in-the-blank forms and federal grant application cover forms (SF-424A
and SF-424B) (See Chapter 5).

The abstract or executive summary, which typically has page or word limits,
appears on a separate page. This section is merely a brief overview of the
application’s contents and should be placed before the grant proposal
narrative (See Chapter 13).

An executive summary is the same as an abstract; it just has a different title.
The executive summary or abstract is frequently used in government grant
applications, and some regional grantmaking forums have designed applica-
tions that call for an executive summary. Private-sector funders usually ask for
an executive summary.

The table of contents, which is required by most federal and state grant
applications (See Chapter 13).

Organization history and capability

The section about your organization’s history and capability, which is part of your
grant application narrative, introduces the funding agency to your organization
and what it does. This section is a formal “this is who we are” type of written
introduction (go to Chapter 14 for more about building your organization’s cred-
ibility as a grant applicant). Double-check what you’ve written in this section,

making sure you address the following points:

3 History of the organization: Why it was founded and how long it has been
around. Mention the organization’s purpose and mission statement as well.

3 Major accomplishments relevant to the proposed grant-funded project:

Successful capital campaigns, major grant awards, award-winning programs,
and successful outcomes for your target populations.

3 Current programs and activities relevant to the proposed grant-funded
project: A simple list of what you do in chronological order with the newest
programs and activities listed first and the oldest ones listed last.

3 Target population demographics that mirror the types of populations
the funder wants to support in its current funding cycle: A brief look at
your service population over the past five years.

3 Collaborations with local, regional, and statewide nonprofit and for-
profit partners: The who's who in your stakeholder group.
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@ If you refer to any attachments in the introduction, keep a running list of attached
documents so you can double-check that they’re in place before submitting the

TP application.

Statement of need

Make sure your statement of need touches on the following topics:

¥ Evidence of the problem within the community in critical need of
grant funding

¥ How the problem looks from national, regional, and local perspectives

¥ The current national and local research that proves the existence of the
problem

¥ The gloom, doom, drama, and trauma that justify the need for grant funds

If you refer the reader to any attachments, list them for double-checking later.
Check out Chapter 15 for the scoop on how to convey a hopeless situation for your
statement of need.

Take another look at the first two narrative sections in your funding request. If
you didn’t include at least one or two graphics, go back and look for key pieces of
information you can present in a table or chart; even a simple map of your location

TIP helps give the grant reviewer’s eyes a visual break.

For funders with e-grant portals that require online text box entries, you will not
be able to use graphics, bullets, bold, underlining, or italics. Every word counts!

REMEMBER

Program design

The program design is the real meat of your grant application. Consequently, mak-
ing sure you’ve hit all the right points in it is crucial. Check that your program
design contains the following (and refer to Chapter 16 for more details on this
section):

3 One concise statement expressing the purpose of the program: What the
program will do for your target population

3 Goals that shadow the funder’s specific funding goals: Nonmeasurable or
measurable statements that create the vision for what the funding will do for
your target population
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3 SMART or outcome objectives written in quantifiable terms: Specific,
measurable, attainable, realistic, and time-bound commitments to show the
steps to achieving your goals

3 Process objectives: A list of activities (tasks) that will occur when the grant
funding is awarded (timelines)

3 Impact objectives expressed in terms of their benefits to end recipients:
The “step away for five years and look back” statements

3 The logic model graphic (see Chapter 16), which helps the grant reader
connect the dots between goals and objectives: The roadmap for lazy
readers that is included in the narrative or as an attachment and is a “one page
tells the story” document with input, strategy, output, and outcome columns

¥ The timeframe for starting and ending all proposed grant-funded
activities: The timeline table that connects the process objectives to when
they will start and end during the grantfunding timeframe

3 Integration of the evaluation plan into the overall program design or
plan of operation: Accountability language to demonstrate your process for
tracking the SMART or outcome objectives and to show funders that all your
performance measurements will be monitored and reported

3 Adissemination plan: How you'll get the news out about how your grant-
funded program succeeded and share your success with other grantseekers
and organizational stakeholders

¥ A sustainability plan: How your organization will keep all or a portion of the
grant-funded program running when the grantfunding cycle has ended

Did you refer the reader to any attachments or appendixes? If so, remember to add
them to your running list so you can check them later.

Evaluation and dissemination

If the funder requires you to submit a separate evaluation section with your appli-
cation, make sure yours addresses the following information points:

3 The methods your organization will use to evaluate the progress of your
objectives: Surveys, pre- and post-documentation, observation, and more.
See Chapter 16 for more about the evaluation process, which is a part of the
plan of action.

3 How you plan to share (or disseminate) your findings with others:
Funders expect their grantees to share the outcomes of grant-funded
programs with the public-at-large. Have a plan and write it down in concise,
action-focused sentences.
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If you refer the reader to any attachments, add them to your attachments checklist
for double-checking later.

Management plan, assets, and your
equity statement

In this portion of your application, make sure you provide details on the following
elements of your program:

3 Key personnel, including each person’s qualifications and the amount of
time they will allocate to the project: Experience and education should
match position assigned in the grant-funded project. Make sure you include
who each person reports to and thereby demonstrate accountability at every
level in your management plan.

3 Resources that your organization and its partners bring to the program:
Technical assistance, financial, facilities, executives on loan, and more.

3 A demonstration of equity (fairness/equal opportunity for all) in hiring
staff and recruiting program participants: Proving you can find qualified
personnel and follow federal and state equal opportunity legislation.

If you refer to any attachments, don’t forget to add them to the attachment
checklist.

REMEMEER  Head to Chapter 17 for more on how to present your fiscal, human, and physical

assets and show fairness.

Sustainability plan

Remember, funders do not want to see your organization’s entire multi-page plan
as an attachment or in the appendixes. You need to be familiar enough with the
plan so that you can break down the most important goals for sustainability and
include a believable paragraph to convince peer reviewers or program officers that
sustainability will happen at the end of their funding award.

Acknowledge that a plan exists; that it was created and approved by the board of
directors. Summarize the plan in fewer than five sentences. That’s it!
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Budget summary and narrative detail

The budget portion of your application is where you must be as accurate as possi-
ble. After all, money’s a pretty serious thing — especially to the funder handing it
over! Be sure to do the following:

3 Double-check your budget summary totals and make sure your format-
ting follows the guidelines. Are you supposed to round to the nearest
dollar? Are you supposed to omit decimal points?

3 Write a detailed narrative to support the budget summary’s line-item
amounts. You need to defend every line item. For further information on
connecting the information in your budget to the plan of action, refer to
Chapter 18.

As you’ve done for the other sections of your application, note references to any
attachments so you can ensure the attachments are in place.

Avoiding Editing Red Flags

Even after seven editions of Grant Writing For Dummies and more than $750 million
in funded grant and contract awards, I absolutely can’t see my own blatant writ-
ing errors! Don’t be surprised if you experience the same thing. After putting so
much time and energy into your application, your eyes and brain may be too
strained or fried to spot fatal writing or formatting errors. Unfortunately, the
individuals who review and evaluate your grant application (program officers and
peer reviewers) are trained — like hawks with trifocals and magnifying glasses —
to find your mistakes. And when they do, your application is at high risk of not
being funded. That’s why recruiting a fresh pair of eyes is so important for mak-
ing sure your writing, formatting, and adherence to the funder’s guidelines are
spot on.

To get the most from your final edit, you have three options:

¥ Finish your funding proposal early (five to six days before it's due) and
lay it aside for 24 hours before rereading. Taking a break from your text
allows you to look at it with fresh eyes and spot mistakes you may not have
noticed if you'd kept chugging along nonstop.

3 Have a colleague proof and edit all your work. Be sure to pick someone
who doesn't feel intimidated or shy about marking up your mistakes. Give this
person a copy of the guidelines you followed. After all, it's very easy to miss a
narrative section response.
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3 Secure the services of a professional proofreader or editor. Remember to
give any outside eyes a copy of the grant application’s guidelines. Your hired
helper needs to know the purpose of the funding, the funder’s instructions for
writing and formatting the narrative, and the required supporting documents.
You can locate professional editors by searching the Internet and typing in
professional editor for grant applications.

For the last two options, you may need to allow a little more than three or four
days, so don’t wait until you finish the application to pick a path. Figure out ahead
of time what you’re going to do so you can line up the resources you choose to
work with and then build the needed time into your deadline schedule.

Whether you choose to proofread your application yourself or hire someone to do
it for you, always run the spell-check feature on your word-processing program.
Doing so takes only a few minutes, but fixing spelling errors early in the proof-
reading game saves you time later on, when you may be working to fix more
prominent errors.

If you decide to proofread your own grant application, just toss it in the wastebas-
ket now! No, I’'m not kidding. Get some help! Here’s a list of the types of bloopers
and blunders that grantwriters often make and never seem to find until it’s too
late:

3 Nonmeasurable goals: When the funder’s guidelines require measurable or
SMART goals and you fail to incorporate specific, measurable, attainable,
realistic, and time-bound language into your goals, you won't be funded.

3 Nonmeasurable objectives: Failing to write SMART objectives is one of the
most common reasons proposals lose peer review points and end up being
eliminated for funding consideration.

3 Narrative section headings and subheadings that aren’t the same as the
funder’s review criteria headings: If the funding agency has specific
formatting guidelines for headings and subheadings and you omit these, the
peer reviewer won't be able to find the corresponding information for each
narrative section.

3 Unpaginated (unnumbered) pages in the narrative: If peer reviewers have
to match the last sentence on the previous page with the rest of the sentence
on the next page because you leave off the page numbers, your application
won't be recommended for funding.

3 No sequential pagination from the cover form to the last attached or
appended item when the funder has requested total document pagina-
tion: Some funding agencies publish specific paginating guidelines that
require first page to last page sequential pagination. If you don't follow the
instructions, your application won't be funded.
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Different font types and sizes when the funder instructs you to use only
one particular font type and size: Government funding agencies typically
publish formatting guidelines that include a font type and size. If you use a
different font from the published required font, your application won't be
funded.

Incorrect spacing between sentences when the funder indicates a
specific spacing: Funders will publish the line-spacing requirements (single-
or double-spaced) in their grant application guidelines. These are mandatory
formatting instructions that must be followed.

Orphan lines, headings, or subheadings left hanging alone at the bottom
of a page: For visual continuity, bump orphan lines to the next page. Also,
always check the bottoms of your pages for stand-alone lines of text.
Reformat accordingly.

Blatant spelling errors or misused words (for example, using there rather
than their, hour rather than our, and so forth): Use a hard-copy dictionary
and a thesaurus or your word-processing program'’s spelling and grammar
check options to ensure you've used the correct words.

Omitted heading or subheading responses that you believe don’t apply
to your organization: Be sure to type “Not Applicable” under the heading or
subheading or in the information field box.

Grammatical, punctuation, and sentence-structure errors: When a grant
reader (program officer or peer reviewer) starts finding these types of
mistakes, they want to start reading your application over again from the
beginning to look for more mistakes and reasons not to recommend your
application for funding consideration. Don't give them this opportunity!

Character and spacing errors: When you're copying and pasting word-
processing text into online e-grant information fields, if you fail to count the
words or characters or spaces and characters combined, your application
section won't upload into the funder’s portal. You'll get multiple error warn-
ings that can cause you to miss the grant application deadline (not just the day
it's due, but the time limit for submission).

Check out Chapter 11 for more about the importance of formatting your applica-
tion properly.

Different funders have different rules. You can win the grantseeking game if you
read and adhere to each funder’s specific formatting rules.
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The attachments to your grant narrative go in a specific order. For most government
grant applications, the attachments are compiled in the same order you refer to them
in the narrative. So, read through the narrative from beginning to end and put your
attachments in that order. Each attachment should be numbered in the narrative —
for example, attachment 1, attachment 2, and so on. Make sure you type the attachment
number on each attachment (I like to put it in the upper-right corner).

Only include additional information in attachments if the funder permits them —
otherwise, you’ve wasted your time because the additional material won’t be read
or considered. Some funders may even disqualify your application for unrequested
attachments.

The types of attachments you may need to include generally fall into two catego-
ries: capability-related documents and financial documents. However, you may
also need to provide supporting documentation. I help you figure it all out in the
next sections.

Capability-related documents

A funding agency may request lengthy information on your organization’s struc-
ture and administration processes. If you don’t have sufficient space in your grant
application narrative, you can refer the grant reader to the attachments.

Make sure to follow the funder’s guidelines for what should be included in the
attachments. See Chapter 17 for the personnel information that can be expanded
on in the attachments:

3 What are the responsibilities of the board, staff, volunteers, and (if a
membership organization) the members? Write a brief paragraph giving
the reader a one- or two-sentence description of each group’s responsibilities.
Sometimes for a new, nonprofit organization, | insert a copy of the bylaws to
fulfill this attachment requirement.

3 How are these groups (the board, the staff, and so on) representative of
the communities with which you work? What are the general demograph-
ics of the organization? | usually provide a board roster that includes each
board member’'s name, address, occupation, gender, ethnicity, and term on
the board. | also attach a list of key staff members and give gender and
ethnicity information for each individual. Your board and staff should be
reflective of the target population served by your organization.
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3 Who will be involved in carrying out the plans outlined in this request?
Include a brief paragraph summarizing the qualifications of key individuals
involved. For this attachment requirement, | put in one-page résumés for each
key staff person.

3 How will the project be organized? Include an organizational chart showing
the decision-making structure (see Chapter 17). Make sure the chart is up to
date and includes a box for volunteers (if your organization uses any). Titles
are more important than names, especially given that the staff may change
over the duration of the grant's funding period.

Financial documents

The attachments in the finance section should cover or include specifically what
the funder is asking for in the grant application guidelines. Here are some typical

financial-related attachments:

3 The organization’s current annual operating budget: Show your current
and next fiscal year's operating budget; detail the line-item expenses for the
grant reader.

3 The current project budget: Be realistic here. Develop a budget that clearly
shows you've budgeted adequately to achieve the program goals and
objectives.

¥ Alist of other funding sources for this request (foundations ask for this
information): Include the name of each funder, the amount requested, the
date you sent the grant proposal, and the status of your request (whether the
request has been funded or rejected or is pending). | like to use a four-column
table to present this information in an easy-to-read format. See Figure 19-1
for an example.

You can find a template to help you create your potential funding sources
table at www.dummies.com/go/grantwritingfdTe.

¥ The financial statement for the most recent complete year (expenses,
revenue, and balance sheet): Use the audited version, if available. If your
organization has one of those 20-pound financial reports, pull out the
comments and breakout budgets for each department and just attach the
overall organization expenses and revenue along with the balance sheet.

¥ A copy of your IRS 501(c)(3) letter: If you don't have 501(c)(3) status, check
with the funder to see whether it's willing to fund through your fiscal sponsor
(I talk about fiscal sponsors in Chapter 18). You may need to submit additional

information and add information on your fiscal sponsor to the portion of your

grant narrative that introduces your organization. Another possibility is that
the funder may be willing to exercise expenditure responsibility.
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Funding Sources Receiving This Request

Potential Funder Amount Date Status
Requested | Request Sent

US Environmental Protection $50,000 April 2016 Pending
Agency
Green Building Foundation $100,000 January 2016 Pending

US Department of Agriculture $250,000 November 2016 Funded

Save a Tree Foundation $50,000 December 2016 Funded

Illustration by Ryan Sneed

Refer to Chapter 18 for details on the budget information that goes directly into
grant applications.

Supporting documentation

Other miscellaneous materials funders may request include letters of commit-
ment (up to three). Having some handwritten letters of commitment from your
constituency is okay; handwritten letters have a lot of impact on the reader. And
don’t correct spelling or grammar errors; they make the letters more authentic.

Additional relevant materials include your most recent annual report (an original,
not a photocopy), recent newsletters sent out by your organization, newspaper
clippings about your programs (make sure they’re dated), and previous evalua-
tions or reviews (up to three). Don’t go into overkill with too many non-relevant
attachments. When in doubt, call and ask the funder!

Finally, this section is the one where I put the supporting documentation I’ve
referenced throughout the grant application narrative that doesn’t fit in any of the
other attachment sections. As always, only include items the funder requests.

Meeting Submission Requirements

282

You have likely labored for upward of 20 hours or more on your grant application
narrative, the forms, and the other mandatory attachments. Don’t exhale yet! It’s
time to get ready to submit your prize funding-request package. Read the submis-
sion requirements two or three times and highlight any technical requirements
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such as special packaging, the date and time the application is due, and the num-
ber of copies needed if you’re mailing your application to the funding agency.

Paying attention to submission protocol

These days, most government agencies prefer to receive grant applications digi-
tally. What does that mean for you? That you must upload all your documents,
likely in PDF format, via a federal e-portal such as Grants.gov. Most word-
processing programs have an option to save a document as a PDF; look in the File
menu and look for a Save As or Download As option.

Make sure your Adobe Reader PDF software is compatible with the federal govern-
ment’s version by logging onto the e-portal website and looking for frequently
asked questions or submission guidelines.

If you’re applying to one of the few government agencies that still accepts hard-
copy submissions, review the government grant application guidelines for guid-
ance on how to secure and submit your final grant application package (the cover
forms, assurances, certifications, budget forms, narrative, and required attach-
ments). Usually, you’re instructed not to staple or spiral bind the finished docu-
ment. Practically all government funding agencies need numerous copies for the
peer review process, and it’s easier to make copies of a document that hasn’t been
stapled together or bound. Even if an agency’s grant guidelines tell you to send
one original and two copies, the funder will still make additional copies for the
review process.

For hard-copy submissions, anything other than a simple black metal binder clip
looks (and is) wasteful. Unless instructed otherwise, stick with what’s unobtru-
sive and effective. Also, don’t create fancy graphics-filled covers; no one asks for
them and no one looks at them!

Targeting private-sector funders? The split is about 80-20, with the majority pre-
ferring e-grant submissions via e-grant application portals and others requiring
paper copies submitted by regular mail services.

Uploading applications on time

If a foundation or corporate funding source sets a deadline, your application must
reach the funding source by that time. Similarly, government agencies make no
exceptions for late grant applications. If the grant application is due on a specific
date, you should be uploading on Grants.gov at least 72 hours before the due date
and time (be on alert for the time zone listed in the grant application guidelines).
All the pleading, whining, and cajoling in the world, including calls to the funder
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from your congressional representatives, won’t make a difference if your applica-
tion is late. Only a natural disaster is a valid excuse.

Clicking Submit without panicking

The Grants.gov website is the main gateway for federal e-grants — and one of the
most comprehensive e-grants systems. Chapter 5 covers Grants.gov in detail, but
I guide you through uploading your completed application to the site right here.

Grants.gov has upgraded their e-grant submission portal’s name to a workspace.
Review the provided application summary that pops up after you click the button
to confirm that your application will be submitted to the program you want to

apply for.

An application can be submitted through the workspace by clicking the Sign and
Submit button on the Manage Workspace page, under the Forms tab. This action
will submit your application to the federal grantmaking agency if completed
successfully.

The Sign and Submit button can be found in the Workspace Actions box. The but-
ton will be visible and activated for Workspace Participants with the Authorized
Organization Representative (AOR) role (authorized individual to submit a grant
application on behalf of a grant applicant) under the following circumstances:

¥ The application package is not closed

¥ The workspace does not have an alert message highlighting a submission
issue

¥ The forms selected for submission are in the Passed status
¥ The workspace has an active System Award Management (SAM) registration

¥ The application package’s Open Date is today or in the past

If one of these circumstances is not met, then the Sign and Submit button will be
inactive.

If there are no locked forms, or you clicked the Continue button to override locked
forms, you will see the Sign and Submit confirmation pop-up window.

You are asked the question, “Is this a changed/corrected application?” and you
have the option to select Yes or No. If an application is being resubmitted using
the same workspace, the Yes option will be selected by default and the grant
tracking number from the previous submission will be listed.
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Answering Yes to the question will associate the new submission with the
previous grant tracking number. Answering No will not associate the submission
with any other application. For more on related submissions, read the
“Related Submissions” help article at www.grants.gov/help/html/help/
Applicants/CheckApplicationStatus/RelatedSubmissions.htm.

To continue to submit the application package, click the Sign and Submit
button to complete the process. Otherwise, click the Cancel button. Note: If
you receive an error during the submission process or the PDF confirmation page
fails to open in your Internet browser, see the “Resolving Problems and Errors”
help article at www.grants.gov/help/html/help/ManageWorkspaces/Resolving
ProblemsAndErrors.htm.

Retain the Grants.gov application tracking number that you receive in the appli-
cation submission confirmation screen. This tracking number is also emailed to
you upon submission. If the agency assigns an agency-specific tracking number,
you may receive an email with a second tracking number from the agency that is
offering the grant.

The Track My Application section (found on the Applicants tab of the homepage)
of the site lets you log into Grants.gov to determine whether you’ve registered
successfully with Grants.gov, check the status of your grant application submis-
sions, and manage your applicant profile. Visit www.grants.gov/applicants/
track-my-application.html.
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» Maintaining connections with
funders

Chapter 20

Knowing What to Do
after Submitting Your
Application

ou clicked the Submit button, but you’re not done yet. Now you have to face

a number of cleanup questions: How can you store these documents where

you will have access 24 hours a day, seven days a week in the event a prob-
lem arises and you need to view the submitted application document and submit
a clarification or a missing attachment? In this chapter, I show you how to deal
with all the housekeeping issues you need to take care of after you submit a grant
application.

Keeping Accessible Copies of
Electronic Files

You have multiple options for storing your electronic files. Using cloud-based
storage services is more secure than printing out your notes and other documents
and putting them in a file for later reference. Cloud-based services are encrypted
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and easy to access from any of your mobile devices. Some are free up to a maxi-
mum storage level; after that, there’s a small fee, which varies from provider to
provider. I've used each of these cloud-based storage options for electronic files,
and all are compatible with both PCs and Macs:

3 Dropbox (www.dropbox.com): | like the folder-sharing options of this service
and the feature that allows me to see when one of my clients is accessing a
shared project folder to retrieve or deposit information. A small window pops
up on the lower-right corner of my computer screen to give me the heads-up
on any actions in the folder.

¥ Google Drive (http://drive.google.com): This service has file storage and
synchronization capabilities. Documents can be shared, and Google Drive has
collaborative editing options. You need a Google account to use this service,
but signing up is free.

3 Onehub (www.onehub.com): After you subscribe to this collaborative file-
sharing cloud-based storage service, you can add Onehub Sync to your
desktop and keep all your files handy. There is also a mobile application to
add and view files away from your office or home.

¥ Microsoft OneDrive (http://onedrive. live.com): | use this service on my
Windows-equipped computers. It works the same as Dropbox and Google
Drive.

Note: New cloud-based storage services are emerging on a regular basis, so keep
checking to see what’s out there and what best fits your needs.

Staying Connected to Your Stakeholders

Remember, before you write a grant request, you should convene your staff, vol-
unteers, community partners, and other interested parties to help your organiza-
tion develop the plan of action (covered in Chapter 16) and provide the information
for the statement of need (see Chapter 15). (If you need more information, Chap-
ter 10 covers your work with stakeholders and how to involve them in the plan-
ning phase of your grant proposals.) After you turn in your grant request, you
need to bring the stakeholders back together for a debriefing in which you pass on
the key information in the following sections.
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Providing updates on what's been
completed and what to expect next

A few days after the grant application deadline, send thank-you notes electroni-
cally or in paper to your key partners. Concurrently, schedule a debriefing confer-
ence call or face-to-face meeting online or in your office with your program-level
staff, board members, community partners, and any advisory board members who
were involved in the planning process of developing the grant application’s focus.
Follow these debriefing steps:

1. Reviewthe group’s efforts and explain how the information they contrib-
uted in the grant-planning meetings was included in the final grant
application.

2. Giveeach person or agency a complete electronic and/or paper copy of
the final grant request.

Redact any personnel salaries before distributing. This can be done easily
within Adobe Acrobat Pro, which you should have installed for grant work

anyway.
3. Answer questions and propose some what-if questions to find out

whether the stakeholders understand their roles and responsibilities if
and when the grant application is funded.

Consider asking the following questions, in addition to others appropriate for
your project:

What if we're funded for less than we ask for?

What if we're not funded at all?

What if the needs of our constituents change before we're funded?

4. Pprovidea general overview of the process from here and when the
funder will make a decision.

Even though you may have worked as a group when putting together the narrative
information, people present at the debriefing meeting may not have been present
at the meeting for the document’s final draft review, where your stakeholders
were given a chance to critique and/or approve the final document for submission
to funders. Some feelings may be hurt when a writing contributor sees massive
changes in the final document. Remind anyone who seems upset of the ultimate
goal: to get funded and help a segment of the community.
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Keeping your partners in the
information loop

Give your collaborative partners a list of the funding sources and contact people.
Someone on your team may know a foundation trustee or a corporate giving offi-
cer personally. And sometimes a simple telephone call or an email to a connected
friend can make the difference between getting funded and not getting funded.

Share other critical information with your partners, too, such as the following:

¥ Timelines for funder decisions

¥ A master list of partners with contact information (make sure that you have
clearance from all partners before distributing their information)

¥ Other projects or programs your organization is planning (this info opens the
door for future partnering opportunities)

What can partners do for you as a result of the sharing process? They can commit
seed monies to begin program implementation on a small scale. Partners who
know your needs can unexpectedly make donations of needed equipment, pro-
gram space, or other items and services. Partners can also give you leads on other
funding sources for the project. They can also recommend an internal staff person
or an affiliate colleague for your board of directors.

Always strive for increased involvement from the team leaders at your partnering
organizations.

REMEMBER

Tracking the Status of Your Submitted
Application

You submitted your grant application. You know the funder received it, but you
don’t know whether anyone has actually looked at it yet or how to find that out.
This section gives you the post-submission protocol of when and whom to call to
check on your application’s status and when to just chill out and wait for notifi-
cation. The rules are different based on the type of funding source, so the next
sections look at each type individually. Remember, if you are a freelance grant-
writer, the tracking process is the client’s responsibility.
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THE WAITING IS THE HARDEST PART

How much patience do you need to have when you're waiting for communication from
a funding source? It depends on the funding source:

® Federal: Expect to wait three to eight months from the date you turn in the
request. The length of time between when you submit the grant application and
when the funder decides on funding varies from agency to agency. If you submitted
your application in the spring, expect it to be funded no later than September 30
(the end of the federal fiscal year).

® State: Expect to wait up to nine months from the date of submission. Some state
agencies have rather quick turnarounds on decision making, while others take
much longer.

® Foundation: Expect to wait a minimum of three to six months and as long as 18
months from the date of submission.

® Corporate: Expect to wait a minimum of three to six months from the date the
request was submitted.

Requesting that elected officials track
your application’s progress

As soon as you send your grant application off to a state funding agency or upload
it via a federal e-grant portal, start the tracking process.

Now’s the time to use those great political contacts you’ve made in your state’s
capital and in Washington, DC. (Head to Chapter 4 for guidance on alerting your
elected officials to your needs.) Because the money you’re requesting comes from
public funds, keep these political dos and don’ts in mind:

3 Do email a copy of the abstract or executive summary along with the Form
424-A and the Grants.gov application control center number to your elected
officials.

¥ Do email the funding agency head (state or federal) any letters of support
from elected officials that were written too late to submit with your grant
application. Often, your elected officials’ offices will email their letters of
support directly to the secretary of the federal funding agency (a cabinet
appointee appointed by the president and approved by Congress).
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3 Do email or call your senators’ or representative’s local and Washington, DC,
offices to remind them that you need their assistance in tracking the grant
application.

¥ Don't scream at or threaten elected officials. You really need their influence to
help you get this and future grants funded.

¥ Don’t count on getting your grant funded just because you ask your elected
officials to get involved in the tracking process. Using the elected official
tracking process helps, but it does not guarantee a grant award!

You get a grant award notification

At the state level, you receive a funding award letter or email when your project is
selected for funding. Monies are transferred electronically into your organization’s
bank account. Some monies are awarded and transferred in advance; other monies
are released on a reimbursement basis.

At the federal level, you may receive a telephone call or email from one of your
elected officials in Washington, DC, who notifies you of your funding award and
issues the official press release to your local newspaper. If your official doesn’t
contact you, you can expect to receive an email from the Office of Management
and Budget, known as the OMB. In some instances, the press release from elected
officials is published before the grant applicant organization has been notified by
the feds.

If you agree to a lesser amount, you need to rewrite your goals, objectives, and
timelines to match the reduced funding. Here’s my logic: If you’re going to receive
less grant money, your promised program design (goals, objectives, and time-
lines) shouldn’t remain at the same level as a fully funded program. Reduce your
promises by serving fewer members of the target population. Decrease your
objectives to take the heat off of having to hit 80 percent or higher. Do less with
less — that’s the rule! (See Chapter 16 for details on setting up goals, objectives,
and timelines.)

You receive a standard form rejection
email or letter
At both the state and federal levels, you receive a rejection letter when your project

is denied funding. No call, no advance warning, just a cold, very disappointing
rejection letter or email.
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If you’re not funded, request a copy of the peer reviewers’ comments using the
language of the Freedom of Information Act, the law that entitles you to such
public information. Some federal agencies send you the peer review results auto-
matically. In other instances, you may have to call a federal program officer to
request the peer review comments. If you don’t receive these comments within
90 days of receiving your rejection notice, use the Freedom of Information Act to
request them. And don’t forget to check out Chapter 21 for more on what to do
after your grant request gets denied. (For full details and advice on how to make a
Freedom of Information Act request, visit www. foia.gov.)

Following up on foundation and corporate
grant requests

Some foundation and corporate funders use their websites to post information on
procedures for grant proposal awards and declines. If you can’t locate the funder’s
guidelines, it’s okay to email or call the funder for more information on your
funding application’s status. However, wait three to six months after your sub-
mission date to make this call or to send an email because the board of directors
for these private-sector funders often don’t meet monthly and often have a lot on
the agenda to cover when they do meet. This meeting schedule often delays the
grantfunding announcements.

These funders want you to be involved in the process that eventually leads to
either your success or your failure. Communicating with funders is a key to get-
ting your project or program funded — and if not this project, the next one!

You can expect major (large) foundation and corporate funders to notify you that

¥ The status of your request is pending.
¥ Your request has been rejected for funding.

¥ Your request has been awarded funding.

Note: Of all funding sources, corporate funders and smaller foundations (fewer
than five on the staff) are the most likely to fail to notify you when your grant
request is rejected. Fifty percent of the time, communication from a corporate
funder or small foundation means you have a check in the mail.
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Round one: Determining whether your request is
under review

When you submit a foundation or corporate grant application, you may soon
receive an email letting you know your application has been received. For exam-
ple, you may receive something that sounds like the following:

We recently received your request for funding. Our board of trustees meets four
times per year. Our next meeting for your area is scheduled for June. If we need
additional information, someone from our office will contact you via email or
telephone. After we have had the opportunity to fully review your proposal, you
will be advised of the board’s decision.

A response like this one means you’re in the running for the money. Don’t call this
funder; someone will let you know when it has a decision.

The least-desired communication from a funder tells you that your grant applica-
tion was received and that the funder isn’t considering it for a grant or other type
of funding award. Here’s an example:

Your recently submitted grant proposal was reviewed by our program staff and
then forwarded to our board of directors. The board met on December 1 and
reviewed over 200 grant proposals seeking foundation funding. Regretfully, your
grant proposal was not selected by the board for funding consideration. There
simply was not enough money to fund every great funding request.

another grant request for at least one year. This is a standard funder policy. Most
corporate and foundation rejection letters are sent to you within 90 to 120 days of
rememeer  the funder’s receipt of your grant request.

@ Sometimes, a rejection letter comes with a further stipulation that you not submit

Round two: Finding out whether you're funded

After your first positive communication from the funder indicating that your
request is under review, expect a letter within several months (some come in
90 days; other funders can take up to 18 months) that tells you the outcome of the
funder’s review. The most desired letter from a funder includes information on
the amount of your funding award and how to begin the process of transferring
funds. Consider this example:

The board of directors for the Maybe Foundation met on October 31 to review
your grant proposal. I'm pleased to notify you that the board is awarding $15,000
to your Youth Development Leadership Camp. We ask that the money be spent
exclusively to ensure that the goals and objectives of your project will be achieved.
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WARNING

The grant will be paid to you in one lump-sum payment and processing will begin
as soon as the grant agreement is signed and returned to us. On behalf of the
board, | wish you every success.

Many foundation and corporate funders, as well as state and federal funders,
require that grant agreements (contracts signed by the grantee and the grantor
indicating that you’ll spend the money as promised in your funding request) be in
place before the funder releases the money. This step is standard procedure. Fail-
ing to sign a grant agreement means no grant. However, always have your legal
department or attorney examine the language before you sign on the dotted line
as a precaution. Call the funder if you have questions.

The least-desired letter, however, is a rejection letter stating that although your
proposal was recommended for funding, no funds are available in this fiscal year
to fund your project. The preceding section shows an example of a typical rejec-
tion letter (for an application that wasn’t even considered for funding). Read on to
find out how to proceed after you’ve been rejected.

Round three: Following up after a rejection

When your project is denied funding by a foundation or corporate funder, your
options for what to do next are similar to your options when dealing with a state
or federal funding agency (see “You receive a standard form rejection email or
letter” earlier in this chapter).

First, contact the funder to determine why your grant proposal was rejected. Then
ask for a face-to-face meeting if the funder is located within driving distance. If
meeting in person isn’t a viable option, ask for the best time to discuss the weak-
nesses in your funding request with a program officer over the phone. This step
gives you the opportunity to learn from the experience and to evaluate whether to
attempt another submission the following year.

When you consider the time spent researching and writing your grant proposal,
you owe it to yourself to find out why you failed. You can’t correct narrative weak-
nesses based on the feedback from a standard form rejection letter or notice —
you have to talk to a real person.

Never become argumentative with a foundation or corporate funder about your

grant proposal’s rejection. After all, you may want to submit another grant pro-
posal to the funder in the future. Remember to say thank you for all feedback.
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Chapter 21
Winning or Losing:
What's Next?

ave you heard the saying, “It’s not over until the fat lady sings?” Well in

the world of grantseeking, it’s not over until you know the fate of your

grant request and have carried out the post-notification tasks. I have seen
many grantwriters, administrators, and boards of directors drop the ball after
finding out that a request for funding was rejected. When I fail, I want to have a
major meltdown and just cry. However, there is no time for a pity party or speed-
ing through a box of tissues. Grantwriters must decide on (or at least have a thor-
ough process for) a win or lose communications plan. This chapter guides you
through the steps you should take — win or lose.

Handling Funding Status Communications
from Grantmakers

When the word finally reaches you that your grant proposal has been selected for
funding, shout, do a happy dance, call colleagues and community partners, and
plan a celebration! But then get ready to hunker down and begin the post-award
process. First and foremost, your governing body needs to know so they can enter
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a resolution to accept the grant award. Next, you need to let the granting agency
know that you accept the monies. Most important, you need to know how to report
the windfall to your external stakeholders and set up a process for managing the
money if you don’t already have one in place.

Drafting a resolution

Any agency with a board of directors (such as a nonprofit, school district, or hos-
pital) or trustees, or any government agency with a decision-making body (such
as a city council, town board, or county board of supervisors) may be required to
adopt resolutions to apply for and accept grant funds after an official letter has
been received announcing a forthcoming award. Even if the funding source
includes a check with the award announcement letter (foundations and corpora-
tions occasionally do this), government organizations need a formal resolution
before the check is deposited. Make sure to check with the funding agency and
your governing body to see if any of these resolutions are required, if they are on
file, and if they must be attached to your grant application or signed grant
agreement.

The resolution should include the name of the agency receiving the grant funds,
the name of the funding agency, the amount of the funding awarded, and the
intended use of the funding. Here’s an example:

The Lively Minds Institute hereby resolves to accept $100,000 from the
International Association of Advanced Brainiacs for the 2021-2025 Five-Year
Institutional Support Initiative. These funds shall be used exclusively for this
project. Approved unanimously by the What Do You Know Institute’s board of
directors on 11/30/2020.

Signed by Billy Bravo, Founder and Executive Director, Lively Minds Institute
The funder absolutely needs to see the original signature on the resolution, so

either mail the original resolution or email a scan of the original resolution to the
funding source. Be sure to keep a copy for your own files as well.

Accepting the award

During the post-award process, you must inform the funding source that you
accept its offer of funding before you can share the good news with the world. The
following steps secure your role as the grant recipient:
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1. Notify all your administrators, including the chief financial officer (CFO),
of the award.

2. Addtheitem “Accept grant funds” to the agenda of your board of
directors’ next meeting.

3. Prepare an overview of the grant request document for board review
prior to the meeting.

In the overview, include the purpose, objectives, timelines for program
implementation, project budget, and a copy of the official award letter from
the funding source.

4, Prepare a brief oral presentation to give to the board and draft the
resolution language.

The resolution is to accept the grant award. See the next section for more on
drafting resolutions.

5. grant agreement forms need to be signed, have these documents ready
for the board.

6. Prepare a press release (provided the funder doesn’t want anonymity) for
board approval.

As | note in Chapter 20, your senator or representative may take care of the
press release if your grant is government funded. Before you make any
in-house press release public, verify whether the funder (specifically, founda-
tions and corporations) requires prior approval. Many funders stipulate that
they must approve grantee press releases before a release is officially issued.

7. createor purchase a certificate of appreciation for foundation and
corporate funders and get it signed by your board officers.

Your CEO or board president can also write a formal letter of thanks. Skip this
step if you're dealing with government agencies.

8. Meet with the CFO to discuss fiscal accountability, including creating a
clear or single audit trail.

See the later section “Reviewing post-award guidelines for help with financial
reporting” for more on these audits.

Tackling the grant-management process

What is grant management? First, it’s making sure you keep all the promises you
wrote in the program design narrative of your grant application (see Chapter 16 for
details on the program design section). Second, it’s handling all the funder’s report-
ing requirements. Sometimes the grantwriter assumes this responsibility; other
times, these tasks are divvied up between the grant program manager or project
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director and the person who makes the financial decisions for your organization
(the CFO or business manager). In smaller organizations, the CFO may be a book-
keeper working in concert with an executive director. In larger organizations, entire
departments may handle the finances, including fiscal reporting.

The grant program manager or project director is the person responsible for oversee-
ing the implementation of the grant-funded activities. This person brings the
program design narrative in the grant proposal to life. They are responsible for
ensuring that all the tasks (process objectives) outlined in the program design’s
timeline table are accomplished on time.

Other tasks for the grant program manager or grant project director include the
following:

3 Meeting with collaborative partners to let them know the grant request was
funded and working with them to plot out the action steps needed
from partners

¥ Meeting with the human resources department to start the recruitment,
screening, and hiring or reassigning of the grant-funded project’s staff

3 Meeting with the third-party evaluator (if applicable) to begin strategizing the
monitoring and evaluating process for the SMART and promised outcomes
(which | cover in Chapter 16)

¥ Orienting project staff to the purpose of the grant-funded project and giving
them a copy of the program design narrative so that they can see how the
project should unfold during the implementation process

¥ Sharing the evaluation process with the project staff and the collaborative
partners so that everyone knows what will be monitored, how the data will be
collected and reported, and the role of each stakeholder in the feedback
process

¥ Making sure that staff adheres to all task/activity timelines, and developing a
corrective action plan to assure that the SMART or outcome objectives will be
met before the end of the grantfunding period if the timelines go off-track

3 Working with the CFO or business manager to compile interim and final
financial reports for the funder (see the next section)

¥ Preparing an end-of-project report for all stakeholders, including the board of
directors and collaborative partners
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Reviewing post-award guidelines for help
with financial reporting

In federal grants, the Office of Management and Budget (OMB) works cooperatively
with funding agencies to establish government-wide grant-management policies
and guidelines. These guidelines are published in circulars and common rules. At
the federal level, these documents are first introduced in the Federal Register (www .
federalregister.gov), the daily journal of the United States Government.

Table 21-1 lists the most commonly used federal grant-management OMB circu-

lars. The circular numbers are the keys to locating the document on the OMB web-
site. To explore the circulars yourself, visit www.whitehouse.gov/omb/circulars.

Office of Management and Budget Circulars

Circular Number Applicable Agencies

Cost Principles

A-21 Education institutions
A-87 State, local, and Native American tribal governments
A-122 Nonprofit organizations

Administrative
Requirements

A-102 State and local governments

A-110 Institutions of higher education, hospitals, and other
nonprofit organizations

Audit Requirements

A-133 State and local governments and nonprofit
organizations

At the state funding level, the funding agency provides you with the funding stip-
ulations, including the regulations for accessing, spending, reporting, and closing
out grant funds.

Foundation and corporate funders give you their funding stipulations and/or reg-
ulations, if any, when the funds are awarded. Other than asking you to sign a grant
agreement (a contract indicating that you’ll use the awarded funds as promised in
your grant application), most private-sector funders don’t have a ton of regula-
tions and usually spell out any stipulations in the grant agreement.
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As you read the circulars and guidelines, you may come across some unfamiliar
terms. Fiscal accountability is the obligation to ensure that the funds granted are
used correctly. Fiscal accountability lies with the entity responsible for managing
the grant funds — usually, that’s the grant applicant, but in some instances it’s
the fiscal sponsor. (Chapter 18 explores what it means to be a fiscal sponsor for a
nonprofit organization.)

Fiscal accountability means establishing an audit trail. A clear or single audit trail is
an arrangement that allows any auditor, whether internal or from the funding
source, to track the grant monies from the money-in stage to the money-out
stage without finding that grant funds have been commingled with other
organizational funds.

Review the grant agreement from the funder. Many require that any grant funds
received should be deposited into a separate account and tracked individually by
using accounting practices that enable tracking by date, by expenditure, and by
line-item allocation against the approved project budget (which is the budget that
was approved by the funding source). However, not all funders require separate
accounting.

Handling Multiple Grant Awards

302

Suppose you’ve applied for grants with 20 potential funding sources. One of the
20 funding sources funds you in full. The money has been deposited, and your
project is up and running. But more mail comes in, and guess what? Your project
has received two more grants, totaling an amount equal to the full funding request.
You must have written one fabulous narrative!

If your project is overfunded, here’s what to do:

¥ Immediately contact each funder and explain your predicament.

¥ Ask the funders’ permission to keep the funds and expand your project’s
design.

¥ Ask the funders’ permission to carry grant monies over into another
fiscal year.

The worst-case scenario is that all funding sources except for the first funder ask
you to return the additional funding. The best-case scenario is that you’re allowed
to keep the funding and create a bigger and better project or program.
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The best way to avoid the predicament of having too much money is to write a
letter to each outstanding funding source (sources that haven’t communicated
with you on their decisions to fund your grant requests) immediately after you
know that you have full funding. Be honest and quick. It’s the right and ethical
thing to do — even though having too much money sounds like a good thing.
(Chapter 18 talks more about the ethical approach to grantseeking.)

Failing to Get a Grant Award

TIP

Failed efforts in the grantwriting field are upsetting, but remember that they
don’t signal the end of your grantwriting career. After all, just because a grant
proposal isn’t funded doesn’t mean it doesn’t have some salvageable parts. This
section helps you look at why your application failed and then plan how to fix it.

Requesting peer review comments when
your government application is rejected

If your grant application was rejected by a state or federal funding agency, you’re
entitled to review the grant reviewer’s comments under the Freedom of Informa-
tion Act (FOIA). Unfortunately, if you’re rejected by a foundation or corporate
giving entity, you probably won’t receive any reviewer’s comments, and you can’t
use the FOIA to get them. (Chapter 20 covers the type of communication you can
expect from a foundation or corporation when you aren’t funded.)

Government agencies, especially federal ones, typically send a summary sheet
with the section scores and an overview of strengths and weaknesses of each
application section. If you receive a rejection notice from a state or federal funding
agency that doesn’t include such a summary, or if the summary doesn’t give you
enough information, write a letter requesting the peer reviewers’ comments (each
federal grant application usually has three peer reviewers). When you use the
FOIA, you receive the federal peer reviewers’ actual written comments and scores
(the points they bestowed on each narrative section in your grant application).
(For more information on the federal peer review process, head to Chapter 11.)

In order to invoke the FOIA, your letter should include the following information,

at a minimum, to assist the funding agency in locating your requested
documents:

3 The name of the federal funding agency from which you're seeking the
information: This name must be in the address section of the letter and on
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your envelope. You can also email your letter to the granting agency's contact
person. You can usually find the contact person’s email address in the grant
application announcement or on the funding agency’s website.

3 The application identification code: At the federal level, when your applica-
tion is uploaded to the Grants.gov system, you'll receive an email notice that it
has been received by the agency. This notice contains an identifying number
for tracking your grant application. If you don't receive this notice or lose the
email, you can log in to Grants.gov and click the Applicants tab to see the
drop-down list. Click How to Apply for Grants and then choose the Track
Application option. When you click this link, you see the information shown in
Figure 21-1.

HELP | REGISTER | LOGIN

GRANTS.GOV* rant Opportunities sywor

HOME LEARN GRANTS SEARCH GRANTS | APPLICANTS®  GRANTORS SYSTEM-TO-SYSTEM FORMS CONNECT SUPPORT
GRANTS.GOV ) Applicants ) Track My Appiication

TRACK MY APPLICATION

GRANT APPLICATIONS

» How to Apply for Grants

» Track My Application
APPLICANT RESOURCES
» Workspace Overview

» Applicant Eligibiity

» Organizalion Registration
» Applicant Registration

» Applicant Training

» Applicant FAQs e . Help: Support Center
» Adabe Software Compatibilily Track and check the status of your submitted applications Contit e C1ants. Gow Support Center 10
get help from a representative.
» Submitting UTF-8 Special Characters, - 3
» Encountering Error Messages To track Grants.gov submissions, enter up te five Grants.gov tracking numbers, one per Email ug: ol sUppariBGrants gov o visit our
——————————————————line and click the "Track" button. (Example format: GRANT99999999) Support page.
FIGURE 21-1:
Please note, this only that an application retrieved by the awarding ag Thereafter in the process, the awarding agency reviews and
The Track My processes the applications independent of Grants.gov, and they o not report the stalus to Grants.gov.
Application
Package on
Grants.gov.

Source: www . grants.gov/web/grants/applicants/track-my-application.html

Address your letter to the funding agency program officer listed as the contact
person in the grant application guidelines. On the envelope and at the top of your
FOIA letter or in the subject line of your email message, write “Freedom of Infor-
mation Act Request.” Save a copy of your request; you may need it in the event of
an appeal or if your original request isn’t answered.

Federal agencies are required to answer your request for information within ten

working days of receipt. If you don’t receive a reply by the end of that timeframe
(including mailing time, if applicable), you may write a follow-up email attaching
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your FOIA letter again and reminding them of the date on the letter or call the
agency to ask about the delay. Other government agencies have their own set
timeframes for replies. Calling and asking before writing your letter is the best
way to find out how long you should wait for a reply.

You can try to contact the funding agency’s program officer to request written
feedback on your failed grant application. However, if you don’t receive your feed-
back in 90 days or less via email or mail, begin to formulate your FOIA letter.

Acting fast to reuse a failed
government request

After you receive the peer review comments for a rejected public-sector grant
application (see the preceding section), use them to find out what your peers
found wrong with the application’s narrative sections. Correct the weaknesses,
and if parts of your sections were confusing or incomplete, rewrite them. If other
people helped you put the application narrative together, now’s the time to recon-
vene the grantwriting team.

If you're stuck holding a failed grant request, why are you doing all this work?
Here’s why:

¥ To get the grant ready for resubmission to the same federal or state grant
competition when it cycles again, which is usually once per federal or state
fiscal year

¥ To make sure you have a great working document for cutting, pasting, and
reworking into state, foundation, and corporate grant application formats

However, face the facts. You went to the feds or the state government because you
needed mega monies for your project. No other single funding source can fill the
gap that a federal or state grant award would have filled. Consequently, you need
to scale down your project design and project budget when you take your request
to private-sector funding sources. Base your adjustments on each funding source’s
limitations, which you uncover through research.

For example, say you asked for $850,000 to clean up contaminated soil near a city
playground in your government grant request. Of the $850,000, $150,000 is
needed for soil sampling and preparation to decrease surface level contaminants.
Look at all your line items. Which ones can be stand-alone line items? Can the
project be started in phases? If yes, then target funders to fund each specific
phase. Although this will be a much slower start-to-finish process, at least the
project will be completed and eventually benefit an entire community.
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In Chapter 4, I tell you how to find state- and federal-level grant opportunities.
Chapter 6 covers how to find out about foundation and corporate funding sources.

Dealing with failed foundation or
corporate funding requests

Program officers from local foundations are usually more than willing to discuss
the reasons a proposal was denied. However, some foundations and corporations
that fund throughout the nation explicitly state that due to the volume of grant
applications anticipated, they won’t provide feedback on declined applications.

Never, ever throw a rejected foundation or corporate grant request into your files,
walk away, and give up. Instead, do the following:

¥ Go back and do another funding search to identify a new list of foundation
and corporate funders you can approach with your grant request (see
Chapter 6 for more about private-sector funds).

3 Convene your stakeholders’ planning team to discuss the failed attempt with
the first funder or funders. Sometimes, other people in the community have
funding leads to share with you. After all, they want to see your project funded
as much as you do.

¥ Beef up your original foundation or corporate proposal to meet the require-
ments of state or federal funding opportunities. This means writing more
narrative and adding more research to support your statement of need. You
also need a new project budget based on federal or state funding limitations.

ments; the Freedom of Information Act applies only to grant applications submit-

ted to local, county, state, and federal government agencies.
REMEMBER

@ Foundations or corporate giving entities probably won’t provide reviewers’ com-
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» Soliciting for the right types of
contributions

» Establishing funder communications

» Writing a winning corporate request
letter

» Following up with the letter's
recipient

Chapter 22

Requesting Matching
Funds and Other
Goodies from Corporate
Grantmakers

any Fortune 500 corporations and smaller corporations reduce the taxes

they pay on their bottom-line profits by creating community reinvestment

programs that give away money, goods, and services to nonprofits and
units of government located in or near corporate headquarters and operating
locations. When a company’s end-of-financial-year profit is §5 million, it can
give away 5 percent of the profits in the form of deductible contributions (accord-
ing to Uncle Sam). In many regions across the country, this annual transition of
taxable to non-taxable dollars drives big bucks into small and large communities.
Grassroots nonprofits, mid- to large-size nonprofits, and units of municipal gov-
ernment can request matching funds and a myriad of program-related items.
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How can your organization get a piece of a corporation’s philanthropy pot? In this
chapter, I walk you through building long-lasting relationships with potential
corporate funders and show you quick and easy steps of using the corporate
request letter format to request funding support and other types of donations
from a corporate grantmaker.

Recognizing What Corporations and Local
Businesses Are Willing to Fund

Before you can ask for goodies from the nearest corporate giver or a local business
in your community, you first need to understand what corporations and busi-
nesses will fund. You can ask for any of the following in a corporate request letter
or a funder’s specific online e-grant request format, if the contributor has created
a formal grant application process. If they have an online template, it is most
likely referred to as a sponsorship request form. (I provide you with the format for
the corporate letter request later in this chapter.)

3 Equipment: Copy machines, computers, fax machines, printers, all-in-one
machines, assistive devices for hearing- and visually-impaired persons, new or
used vehicles, appliances, audiovisual items, phased-out specialized equip-
ment (for example, body cameras or night-vision glasses), or other new and
used items.

3 Matching funds: Cash grant awards to provide matching funds to one or
more current or pending grant requests that require a cash match. See
Chapter 18 for more information on cash match funds.

3 Materials: Training videos, curriculum packages, and project-related materi-
als (such as canvas, easels, and so on).

3 Supplies: Copy paper, printer or copy cartridges, standard office supplies, or
special project supplies. These supplies may include ink pens, paper clips,
computer software, or other age-specific or target-group-specific supplies.

¥ Professional development: Registration fees and travel-related expenses.
Most training programs and conferences require registration fees for each
attendee. In addition, the training may be offered in a nearby city or state,
which means you'll either drive (fuel expense) or travel by airplane or train
(ticket expense).

¥ Professional services: A capacity building trainer for your board of directors,
an accountant to prepare your organization's annual audit statement,
someone to evaluate your funded project, and more.
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Making Initial Contact and Building a
Relationship with Corporate Funders

In Chapter 1, I tell you about the importance of building relationships with poten-
tial funders. Here, I go into specific to-do’s for contacting potential funders.

Building Relationships with Major
Corporations and Business Funders

I can’t write this enough: Prepare, prepare, prepare! If you don’t prepare and cul-
tivate the relationship before asking for money, you and your organization have a
double loss when it comes to winning grants from newly identified potential cor-
porate and local business funders.

In order to build a relationship with a potential business sector funder, you need
to start by researching corporate funding sources thoroughly. Chapter 6 is all
about how to find corporate funders.

When you’ve thoroughly researched funding sources, you’re ready to review all
the language in the funder’s profile to find its initial contact information. Typi-
cally, funders will state one of two possible initial contact preferences: a phone
call or a letter of inquiry. Calling to introduce yourself and your organization or
ask for a face-to-face meeting is preferable, but the funder may prefer that you
write an email instead — and if that’s the funder’s preference, you should honor
that request. Video chats are a great option for a quick call and a face-to-face
meeting via your computer screen.

If you contact your funder by email, follow these steps:

1. Introduce yourself and your organization to the funder.
2. Explain why you are contacting that funder.

For example, maybe you have a shared mission, you've gotten funding from it
in the past, maybe you know someone on its board of directors, you've
attended one of its technical assistance meetings or webinars, or you have
some other attention-grabbing connection.

w

State your problem.

4. Give the solution.
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5. state the amount of funding you need.

6. Ask for permission to submit a full funding request based on the funder’s
guidelines.

7. Thank the person you are speaking with for their time.
8. Proofread and send your official request.
9. Make sure your email includes a “please confirm receipt” request.

10. Follow up in five days.

If you’re able to make telephone calls to potential funders, here are some tips:

e 3 Write a script of what you want to say on the call. Your script should
provide the same information you would provide if you were send-
ing an email.

3 Time yourself and make sure to keep your spiel under three minutes.
Keep that timer in front of you during your phone call so you don't start to
ramble.

¥ Keep it simple. Tell them why you are asking them to support your cause.
How does what they sell or provide in services align with your organization's
types of services and programs? How does your organization’s mission align
with the potential funders?

3 Speak with a smile. It's true: When you're smiling, people can hear it.

3 Take copious notes. You may have reached out to the finance director for a
major corporation; however, the final decision for any contributions is made
by the Corporate Responsibility Officer. You need to write down the name,
email address, and telephone number of the correct person to call for funding
support.

If you get lucky and score a face-to-face meeting with a potential funder, take
advantage of that opportunity! Write a script before the meeting and practice it
over and over until you can say it naturally, without referring to your notes. Your

TIP script should communicate all the same things you would by email or over the
phone.
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Writing a Corporate Letter
Request/Letter Proposal

TIP

TIP

TIP

When you’ve completed the relationship-building process with potential funders,
including corporate giving prospects, you’ll likely be asked to write a corporate
letter request or letter proposal (one and the same).

Keep your request letter to two-pages maximum, not including your attached
supporting documentation (description of equipment, project budget, and so on).
Corporations and local business owners don’t have the time to read cumbersome
or lengthy requests. Also, make sure you use your organization’s letterhead and
that the letterhead includes your organization’s name, address, telephone and fax
numbers, email address, and website address. (If the letterhead doesn’t include
this information, simply add it to the end of your letter.)

The following steps explain how to construct your letter and what it should con-
tain; check out Figure 22-1 for a complete example of a corporate request letter:

1 . Record the date.

Use the current date if you're mailing or emailing the letter immediately;
otherwise, postdate your letter to match the actual mailing date. If you stagger
the mailing for multiple letters, be sure to change the date on each letter
before mailing it.

Give the corporation or local business plenty of time to respond to your
request. Send your letter three to six months before you need the item or
money so the recipient has enough time to consider your request (and ideally
say yes).

2. If you're mailing a letter rather than emailing one, write the opening
address for the letter’s recipient, including their name, job title, the
company’s name, and the complete mailing address.

Be sure to use the correct personal title (Ms., Mr., Messrs., and so on) or
professional title (Dr., the Honorable, and so on). Call or email the company to
double-check the gender of the contact person, the proper job title, and the
company’s current mailing address.

3. Usea professional salutation before the recipient’s title and surname.

| use the word Dear. If you know the recipient personally, you can use their first
name after the salutation, rather than the more formal title and last name.
Because this letter is business correspondence, follow the salutation with a
colon, not a comma.
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4. start your letter with three bulleted introductory sentences.

One approach to these initial bullets is opening with accurate, startling facts
about your target population or the beneficiaries of the goods or services
you're requesting. (Check out the example in Figure 22-1 for this approach, and
head to Chapter 15 for info on how to research target populations.) Another
approach is to try stirring the memory of the reader and quickly connecting
them to a past event that they or a loved one experienced personally. If you go
this route, make sure the memory-jogger starts out sad but ends happily.

5. Introduce your nonprofit organization or unit of government in the next
few sentences.

You don't have to include your organization’s geographic location because
that info is elsewhere in your letter. However, you do need to share your
organization’s structure (nonprofit, membership association, or private

REMEMBER operating foundation) and target population. Provide enough detail on your
organization to put the recipient at ease about giving to your agency for the
first time. (Browse Chapter 14 for suggestions on how to profile your
organization for a funder or donor.)

6. state your problem in the next few sentences.

Tell the recipient what's wrong at your organization that requires you to seek
outside funding support, equipment, supplies, or consulting assistance. Give
sufficient information on the problem to answer all the recipient's questions
about why assistance is needed. (See Chapter 15 for more tips on writing a
winning statement of need.)

7. In one sentence, ask for the money (specify the amount), services (list the
services), or equipment (give the piece of equipment’'s name — the name
most commonly used by the company) you need.

Tell the recipient why you need the requested item(s). (Note that asking for
money is very similar to drafting a purpose statement, so head to Chapter 16
for advice on how to write one.)

8. Inonetothree sentences, explain the measurable objectives the dona-
tion will help you achieve.

This section is your chance to show the recipient that you plan to take steps to
prove your organization lived up to its end of the donation. See Chapter 16 for
help crafting futuristic goals and SMART objectives.
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9. In one or two sentences, tell the recipient why you chose their company
and point to your knowledge of the organization.

Use the Internet to do your homework on the recipient's organization. First,

@ read all the press releases on its website. Then search the web for the corpora-
tion’s or local business's name to see what outside information surfaces. Look
TIP for the positives and share, in writing, your knowledge of any awards or

accolades. If you know the name of the CEO or business owner, also look for
their profile on LinkedIn (www. 1inkedin.com/). Send a message to connect
with them. This way, when you make a call or meet with them, they will be
familiar with you. Heads up: if you don't have a personal profile on LinkedIn,
now is the time to create one. These instructions will help you get started:
www . linkedin.com/help/linkedin/answer/2964/signing-up-to-join-
linkedin?lang=en.

10

Tell the recipient that if their company helps your organization, the
contribution will mean much more than the money, goods, services, or
equipment donated.

Stroke the recipient's ego by explaining how a donation from their organization
makes you partners in promoting community change.

11

Close your letter with a sentence that tells the recipient whom to contact
with further questions and when you need to have the funds, goods, or
services in place.

& Don't forget to provide this deadline for the giver's decision making. Otherwise,
you may receive a response to your request long after you actually need the

donation.
WARNING

12

Say goodbye.

I usually use one of these phrases: “Sincerely,” “Hopefully,” “Awaiting Your
Response,” “Praying for Support”. . . you get the idea.

13. When mailing a hard-copy letter, space down three lines and type the
name and title of the administrator authorized by your board of directors
to sign legal documents. When emailing the letter, simply add your email
signature box with all your contact information.

Although the letter that you're mailing isn't a legal document, it is a formal
request and should be signed by the individual authorized to sign other types
of accountability documents for your organization. Make sure to give your
letter, in draft form, to the official signatory for review and approval before
showing up at their door with a finished letter.
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TIP

14. you're attaching any supporting documents, type the word Attachment

and the number of documents after the administrator’s typed name and
signature.

I recommend including the following basic attachments to give your letter's
recipient an in-depth look at your organization'’s internal components and
nonprofit status:

A total project budget

Your organization’s most recent financial statement
A brochure listing your programs and activities
Your IRS nonprofit letter

A catalog page that features the item you're requesting (if applicable)

15. At the end of your hard-copy letter, add a handwritten postscript (P.S.) of

no more than three sentences that appeals to the reader’s emotions.

The handwritten postscript is your last chance to get the recipient to identify
with your organization’s values. Recipients who can relate to your need
because of personal experience will be the first ones to respond favorably to
your request. The postscript is important because it takes the recipient from
the typed wording in your letter directly to your handwriting. This level of
personalization gives your letter the edge over any others the recipient may
receive. (If you want to add some winning words to your postscript to impart
the importance of your request, you can find several options in Chapter 13.)

If you’re planning to send letters to multiple recipients, you’re welcome to
use the corporate request letter template I provide at www.dummies.com/go/

grantwritingfdTe.

When a board member personally knows the recipient of a letter, give the fin-
@ ished letter to that board member and ask them to cross out the typed salutation
and write in the recipient’s first name. For example, in Figure 22-1, you can
TP cross out “Dr. Browning” and replace it with “Bev.” Doing so shows Bev, the
recipient, that someone at the requesting organization knows her personally.
Just make sure the board member is the official signatory so Bev knows who’s

calling her Bev!
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FIGURE 22-1:

This sample
corporate request
letter tells how
the receiver can
help a nonprofit
program with a
donation.

Action for Women Institute
5555 E. Milky Way Lane
San Luis, NM 44444
Voice: 555-555-1212, Fax: 555-555-1214
Email: executivedirector@awi.org
Website: www.awi.org

October 1, 2022

Dr. Bev Browning
Founder and Director
Women's Support Foundation
777777 North 7th Street

0z, Wonderland 77777

Dear Dr. Browning:

2 Overthe pastdecade, women have increased their political visibility as frontrunners in state and national
campaigns for office by 75% over the 1990s. (Emily’s List, 2016)

< 50% of women running for an elected office with their state legislature DO NOT win their campaigns due to a lack
of know-how about how to run a campaign and insufficient financial backing. (New Mexico List, 2016)

S 40% of women who campaign successfully are elected for only one term and lack the internal and external support
mechanisms to successfully run for another term. (Action for Women Institute, 2016 Survey of Elected Female Officials)

The Action for Women Institute (AWI) was founded in 2000 by Hillary Roswell Cromfield, a local corporate CEO and
mother of five female local elected officials. She served as campaign manager for each of her daughters and
experiencing the ongoing obstacles her daughters encountered led her to found AWI with the funds from a second
mortgage on her family’s childhood ranch. AWI’s mission is to support women in politics with no strings attached. This
support includes training in circulating and validating petitions for office; launching a campaign; rounding up the right
volunteers; securing financial support; accepting office with grace; and planning for additional terms in office.

Our staff meets daily with women who want to run for public office; however, with no finances or solid plan for executing
their dreams of public service, they come to AWI seeking anything and everything. AWI’s resources are limited to
contributions and a few small grants under $5,000. There is a critical (no, dire) need to secure funding support in order to
change the landscape of male-majority politics in city councils, county commissions, state legislatures, and most
importantly, in Congress! We have highly capable women on the waiting list for our support services.

AWl is requesting $50,000 per year for five years from the Women’s Support Foundation. This generous gift will enable us
to assist 25 women annually to fulfill their plans to become elected officials. In addition, we will train mentors to assist the
potential legislators from our growing waiting list in exploring public office as a career option. Most importantly, 50% of
the women trained will likely be elected (based on past tracking of AWI's impact). We are asking the Women's Support
Foundation to become our initial and ongoing financial partner because your founder, former Supreme Court Justice
Sandra Night 0’Connell, was one of the first contributors and mentors for our program in 2000. Re-involving Sandra would
give AWI the public acknowledgement needed to support our mission and branding in the world of philanthropy.

| can meet with you at any time and cordially invite you to be my guest at one of our monthly “Women in Politics” forums.
We are excited about the possibilities of opening up more training programs before June 2023. Thank you, in advance,
for expediting your funding decision.

Many women are awaiting your positive response,

Hillary Roswell Cromfield

Hillary Roswell Cromfield, Founder
Attachments (3)

P.S. “Any woman who-understands the prodlems of running a home will be nearer to-
understanding the problems of running a counitry.” —Mowgowet Thatcher

Illustration by Ryan Sneed
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Following Up with Potential
Corporate Funders
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REMEMBER

After you send your letter requesting funds, goods, or services, wait 90 to 120
calendar days and then call the individual to whom you addressed the letter. Ask
the person whether they received your request and offer to answer any questions.
This important courtesy can speed up the recipient’s decision to help your
organization. In some instances, the funder may, in fact, follow up with you in as
little as 30 days. If not, please wait and be patient.

If a member of your board of directors handwrote the salutation and signed the
letter (as suggested in the preceding section), they need to make the follow-up
call because they have a personal relationship with the recipient. This action can
increase your chances of receiving what you ask for in your corporate request let-
ter because a more personal connection is being made between the executives.

Always express gratitude for contributions at any level. Write a thank-you letter
and have your board president sign it. Also, ask someone at your organization to
invite the donor or representatives of their corporation to public events, grand
openings, ribbon cuttings, and more. Essentially, invite the donor to witness
firsthand the impact of their organization’s contribution on your group and on
your target population. Such actions show the donor that your organization really
does want a long-term partnership, not just a donation.
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IN THIS PART ...

Step up your e-grant application process and learn how
to avoid critical text-entry errors in online grant
application portals.

Discover how to make grant writing your career.

Focus on continuing to build your professional stature as
a grantwriting professional.



IN THIS CHAPTER

» Tackling e-grants

» Checking and rechecking the funder’s
submission requirements

Chapter 23
Ten e-Grant Tips

oday, e-grants are the norm for most funders. Unfortunately, grantwriters

and others working in e-grant limitations tend to have the misconception

that e-grants are a piece of cake. The reality is that e-grants aren’t any
harder or easier to write than other formats. In an e-grant, you often can’t even
see all of the application’s instructions or text box limitations until you complete
a full login and start populating information in the text boxes.

In this chapter, I give you some tips to stay on top of the e-grants game and
reduce common errors (and stress!) when the grant application submission time
rolls around.

Log In and Set Up a Password Immediately
for Online Submissions

The first step in writing an e-grant application is to log in so you can see what the
requirements are. Read over all the questions and note how many characters
you’re allotted for your answers. Then, as you work on your application offline,
you can make sure that all your answers fit. (The last thing you want to do is try
to write your grant application on the fly in the online system.)
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Make a note of your password and keep it someplace safe where you’ll be able to
find it if you forget. (Some web browsers will also store your passwords for you.)
rememeer  Also, set your online calendar alert with the due date so you don’t forget.

Fill In Routine Organizational Information

The first step in most e-grant applications is to provide routine information about
your organization. Before you log in again, assemble all the following:

»
»
»
»
»
»
»
»
»

Your organization's name

The year for IRS 501(c)(3) incorporation

Your organization’s physical address

Your organization’s mailing address

The name of the contact person and that person'’s job title

The contact person's telephone and fax numbers and email address
Your organization's employer identification number (EIN)

Your organization’s D-U-N-S number

A copy of your most recent annual operating budget

you don’t have some of the requested information on hand and ready to enter into

@ The organizational information fields required can differ from funder to funder. If

the online e-grant application template, start looking at previous grant applica-

rememser  tions and have these files open on your screen with all possible organizational
contract information. This is also the time to purchase a second monitor. I ended
up purchasing a gaming monitor and I can have eight windows open at one time
and still see all of them. It’s 30 inches wide. I love having all of the windows in
front of me so I can jump from one to another with just a click of the mouse.
Regretfully, the monitor is not a touchscreen.

Review the Entire Online
Application Template

Now that you have access to the online grant application template, it’s likely that
you’ll be viewing one page of instructions at a time from a multipage grant appli-
cation template (a set of questions that you must fill in the answer for online). In
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some e-grant systems, you can’t advance to the next screen until you fill in the
requested information on the current screen. In other e-grant systems, you can
advance and see every page remaining in the online template without entering
anything.

Review as much of the e-grant application template as possible. Take notes on the
information you need to assemble to complete the rest of your grant application.

If you can’t advance to the next screen or page until you fill in the information on
the current page, stop and log out. Call the funder to see if you can get a Word or
PDF copy of the entire blank application template via email.

Copy and Re-Create the Template in a
Word-Processing Program

REMEMBER

When you access the first page of the e-grant application template, copy and paste
what you see on the screen onto a blank word-processing page. Save your word-
processing file early and often, in case your power goes out or the computer
freezes up. When you’ve copied and pasted everything required in the online
e-grant template, log out and get ready for the next step.

If you’re timed out of the grant application website, you can always log back in.
Any information that you’ve entered and saved will remain intact.

Adhere to Writing Limitations in Online
Grant e-Portals

TIP

Look at the instructions for each information field box. There will likely be limits
on the number of words, characters with spaces, or characters with no spaces that
you can enter. As you type your responses in the same word-processing document,
monitor or track what you’re typing so you can make sure you’re fitting within the
space allowed.

Stop your writing at about 50 characters or characters with spaces less than what’s
allowed. That way, you have a little wiggle room. Also, check with the funder’s
staff via a phone call or email to see if your understanding of the formatting
requirements (spaces and characters) is correct.
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Convey without Traditional Graphics

When you work in an e-grant application template, you can’t insert graphics.
You're going to have to ditch your use of tables, maps, charts, and figures. In the
coveted space that you’re allowed to respond, everything will need to be in narra-
tive format. The first few times you create your narrative for this type of limited
uploading environment, it may be challenging to communicate your point with
words alone. But after you have a few e-grant applications under your belt, you’ll
know the true meaning of the term plain and simple.

Convey without Traditional Formatting

TIP

All the e-grant submission systems I’ve worked with haven’t been so good about
special formatting — stuff like bold, italics, underlining, and different font colors.
You just have to settle for plain text. Typically, the font doesn’t matter either,
because when you paste it into the e-grant system, it’s all the same.

Convert your text into RTF format before pasting it back into the online applica-
tion. This will prevent formatting issues that can come up with Microsoft Word
and the HTML interface. You can do this by saving your text into a simple text-
editing app such as TextEdit or Notepad.

Recheck the Funder's Website Daily for
Modifications to the Guidelines

Just like the federal funding agencies that post endless modifications and amend-
ments to their initially posted grant application package, foundations and corpo-
rations that use e-grant application systems can also post changes. If you’re
registered and you’ve started your grant application by entering the organiza-
tional information, you’ll likely receive an email notification of any changes that
are made. Still, I recommend you develop the habit of logging on every day to look
for notes or changes posted and follow their instructions accordingly. That way,
you don’t have to change your narrative content or find out that you’re missing
another required financial document at the last minute.
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Confirm the Due Date Time and Time Zone

This snafu happened to a colleague of mine. She planned to enter her e-grant
application text and submit it the same day it was due. The deadline was published
as 12 a.m. on Saturday, May 1. In her mind, she thought she had until Saturday
night before midnight. But the deadline was actually Friday night. It took some
frantic weekend communications to get the funder (someone she knew) to extend
the portal’s submission system to accept her grant application on Saturday morn-
ing. You may not be that lucky, so always double-check with the funder on the due
date time and time zone. Your funder could be located out of state across three
time zones. If you want to be even safer, plan to submit your application a couple
days before the deadline, to reduce your chance of problems.

Hit Submit

You're ready to submit your online e-grant application. Sweat is pouring down
your forehead and you’re letting every doubt possible enter your mind. Did I?
Should I? What if? If you’ve followed the funder’s instructions, read and reread and
reread (yes, read your text three times or more) your entries and edited them,
you’re ready to hit Submit. Just do it!

Make sure to look for a receipt confirmation in your email or in the viewing win-
dow after you submit, indicating that the application was received by the funder.
If the confirmation appears in your viewing window, take a screen shot and add
the photo to the grant application folder inside of the client’s folder. Yes, always
keep everything!

What's next? Either onto the next grant application or a well-deserved per-
sonal day!
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» Building your professional skills

» Getting help early on

» Networking for success

Chapter 24

Ten Steps to Making
Grant Writing Your
Career

ractically every grantwriter dreams about quitting their full-time job with

an employer and jumping into the self-employment arena to become a

grantwriting consultant. But dreaming about something and actually doing
it are miles (sometimes years) apart. The good news is, with the right tools, you
can make it happen! In this chapter, I show you how to build your professional
skills and launch a successful career as a freelance grantwriter.

Get Trained

Even if you have work or volunteer experience as a grantwriter, there’s always
more to learn in this field. Our learning process, as grantwriters, is lifelong. Never,
ever stop learning how to increase your grantwriting acumen.

When I made the leap into freelance grant writing, I was already writing award-
winning grant applications as a consultant, but my clients keep asking for specific
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credentials or evidence of training in grant writing. At first, I was stymied. But I
quickly discovered a national training company that presented its multiday grant-
writing workshops around the country. So, after paying the fee, I flew to Michi-
gan’s upper peninsula for a five-day training program. I was so bored having to
listen to information that I already knew, but I also reminded myself that at the
end of those five days, I would have a coveted certificate of completion from a
credible and reputable training corporation. It worked, and today I’m a grantwrit-
ing consultant with over 40 years of success behind me and some good years of
consulting ahead as well.

These are the training options I recommend:

¥ ed2go (www.ed2go.com): In this site’s search box, type “grant writing”. You'll
see multiple options for courses to take. One of the courses | recommend if
you're thinking about launching your skill set into the consulting arena is
“Becoming a Grant Writing Consultant”. By the time this book is published,
there will also be a six-month course for grantwriters seeking to become
certified grant professionals.

3 Alocal community college or university: Many colleges and universities
offer classroom-based and online grantwriting courses. All of my ed2go . com
courses are offered as online modules at over 3,000 colleges and universities
worldwide.

Research the Salary Ranges
for Grantwriters

326

So exactly what can a grantwriter make annually as an employee? Research con-
ducted by the Economic Research Institute (www.erieri.com/salary/job/grant—
writer/united-states) cites the annual average salary as slightly under $70,000.
The hourly rate average is $33. I can personally tell you that these rates are low in
comparison to what I’'m seeing across the grant industry. Your earnings as an
employed grantwriter are dependent on the region of the United States you work
in and the median income across the board (Census.gov) for your state. If you are
living in a territory or outside of the United States, I recommend that you look for
remote employment within the 50 states where salaries for grantwriters will be
higher. Also, remember, that when you work for an employer, you will also likely
get a fringe benefit package worth at least 30 percent of your annual salary. So,
yes, aiming for a career as a grantwriter can provide you with a decent living style.
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Determine the Fees for Your Services
as a Consultant

To answer your burning question about whether to use your grantwriting skills to
work for yourself, the answer is YES! You can earn a good income when you hang
your grant consultant’s shingle up and market your services aggressively (through
biz cards, networking, and making the rounds at every local and regional non-
profit organization) to tout your training and skills. Across the country, I don’t
know of any consultant that makes less than $75 per hour. More experienced
grantwriters charge upwards to $375 per hour. From the time that I started my
consulting business until 2018, revenues hit over $200,000 annually. The only
reason for a slowdown in my business was a declining economy for nonprofits and
the 2020 pandemic.

Stay Updated on Grant Industry Trends

In order to keep up to date on grant industry trends, you must be a part of a
national networking group or association for grantwriters. Industry trends vary
from year to year. The rate and level of grantwriting activities is dependent on the
economic indicators in the United States. When the flow of federal money that
trickles down to states and local units of government slows down, every grant-
seeking organization and agency feels the blow to their annual operating budget.

So, what else can grantwriters do in order to keep bringing home the bacon?
Watch the stock market for warning signs, stay in tune to the quarterly economic
indicators issued by the federal government, and most importantly, talk to other
grantwriters. Ask them about their salaries, rates, types of projects they are work-
ing on, what types of training and courses they are taking, and what other trends
can they share with you. Why? When you know the trends and how they might
impact your employment situation or contracted clients, you can shift your ser-
vices and reinvent yourself. I reinvent myself every year by learning new grant-
related skills, taking online courses, and reading blog posts authored by
grantwriters around the world. Stay in the know!
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Join a Professional Association
and Get Certified

There are several professional associations related to grant writing, but I
personally only recommend joining the Grant Professionals Association (www.
grantprofessionals.org), which has local chapters in most states (although you
can join no matter where you live — there are members from around the world).
The local chapters have frequent monthly professional development training pro-
grams, there are annual regional conferences, and the national association has an
annual conference with hundreds in attendance. Not only have I attended most of
their conferences, but I also have been selected as a workshop presenter for local,
regional, and national conferences.

Continue to Hone Your Research
and Writing Skills

Last year, I took a course in Boolean indicators and how to use them in an Internet
search for grant-related research. I also signed up for multiple webinars where
grantwriters and nonprofit executive directors were speakers. I learned a lot about
new research websites for data mining, learned how to venture into nonprofit
financial capacity building, added new services to my consulting roster, and made
some new grant industry friends. It’s important to be a lifelong learner. Your
brain has plenty of space for new research and writing skills!

Ask to Join a Grantwriting Team

328

If you’re wondering how to jump-start your consulting business, consider volun-
teering your skill sets by sitting on a local nonprofit organization’s grantwriting
team or in its grantwriting planning meetings. Ask to write a portion of the appli-
cation narrative or to work on gathering the critically needed research informa-
tion. This strategy will give you some experience in working with team members
on a grant application and allow you to let a potential client know of your coop-
erativeness and willingness to help that client win a grant award. Even if the client
doesn’t contract with you in the near future, still ask for a letter of recommenda-
tion on the work that you contributed to the organization.
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Get a Consulting Coach

Many veteran grantwriters (those with a decade of experience or more) offer
coaching or mentoring services. Consider looking for a virtual or face-to-face
coach to help you get started on the right track in preparing to transition from
full-time employment to part- or full-time consulting. For example, I offer a
tuition-based coaching program for up to six months for people who are interested
in becoming grantwriters and consultants. You can ask your local Grant Profes-
sionals Association chapter for a referral to members who may be interested in
offering you some sage guidance.

Use Updated Technology

I spoke to a grantwriting student of mine recently and I was perplexed at her out-
dated technology. She was not able to download some needed software to work on
grant applications that are in PDF format because her computer’s operating sys-
tem was outdated by ten years. This student is studying under me to become a
grantwriting consultant and wants to market her services to nonprofit clients.

I cannot say enough how important it is to have updated technology. What does
that mean? A laptop that increases your level of productivity and the ability to
open all types of files and work in a funder’s formatted grant application. The
ability to have video calls without having to turn off your video because your sys-
tem keeps locking up. The importance of having high-speed Wi-Fi (a gigablast
modem is required) to facilitate grantwriting training via a streaming platform.
Clients expect this when you’re working for yourself. I update my main computer
(a small 14-inch mighty laptop) every two years. I either donate the older version
or keep it as a backup. Yes, every grantwriter needs a backup computer!

Network Like a Pro

If you create a website and no one knows about it, your business can fall flat. Join-
ing a large professional network like LinkedIn (www. 1inkedin.com) can be a great
way to connect with people, especially when you’re working remotely. Here are
some other ways to network:

3 Attend Grant Professional Association meetings and conferences. You
may meet other grantwriters who have too much work or who work for
employers that are looking for intermittent outside help. When you form
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honest and sincere relationships with your peers, they may send work your
way! Just be sure to repay the favor when you've built up enough work
of your own.

3 Attend meetings of the Association of Fundraising Professionals (www.
afpnet.org). Most of their members are decision-makers for nonprofits — in
other words, potential clients.

3 Attend conferences sponsored by a state Association of Nonprofits (www.
councilofnonprofits.org/find-your-state-association). Just click on
your state in the map provided by the National Council of Nonprofits. These
associations have monthly in-person and virtual events for their members.
The events are attended mostly by nonprofit executive directors and board
members, all of whom are decision-makers when it comes to hiring or
contracting grantwriters.
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» Determining your best route for skill
building

» Taking on one or more of the skill-
building challenges

Chapter 25

Ten Ways to Continue
Being Viewed as a Grant
Professional

n this chapter, I offer ten great tips on how to continue building your grant-

writing skills to be viewed as a grant professional. A grant professional has the

ability to craft award-winning grant proposals. Such a person can quickly
research potential funding and make a match. They can position themselves as an
expert in everything grants. All the advice I offer comes from the school of hard
rocks and hard knocks. I hope my carefully thought-out list helps you avoid closed
professional doors.

Take on New Challenges

How many times have you looked at a grant application and said to yourself, “No
way. I can’t do this! It’s too difficult! There are way too many pages of instructions
to read! Goodness, the grantmaking agency wants 50 pages of single-spaced nar-
rative. The application is due in ten days!” And in your mind, the list grows. It’s
important to take on new challenges. Say “yes” to something completely outside
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your comfort zone. You’ll be surprised at what you’ll learn and how much more
confident you’ll feel. The sky is your only limit!

Volunteer Your Services

If you’re a member of a nonprofit board of directors or of its “friends of” group
(volunteers who raise funding through special events), consider volunteering your
services as a grantwriter for one or more projects. If you have a full-time day job,
you can do your volunteer work in the evenings or on the weekends. Cast your net
wide and start giving back to the community where you live.

Become a Grant Research Specialist

If you don’t want to work on your writing skill sets yet, consider working on being
the best-ever grant researcher. You can work on researching undiscovered grant-
funding opportunities and presenting them to your supervisor, employer, or cli-
ent, or you can focus on researching demographics and best practices for grant
application topics. New reports or studies are published online every day. Do you
have the most up-to-date set of information? When will you need it and can you
store it in electronic folders for future use? Work ahead, be prepared, and write
like the wind when you find new grant programs and updated research informa-
tion. Everyone in your work setting will look to you as the grant research
specialist.

Become a Peer Reviewer

332

Open your web browser, go to your favorite search engine (like Google), and type
“call for peer reviewers”. Scroll through the findings and look for state and fed-
eral grantmaking agencies that have published calls for grant application peer
reviewers. (Chapter 11 gives you more detailed information on becoming a peer
reviewer.) You'll gain so much more experience and knowledge about what it
takes to win a government grant award.
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Do Copyediting for Other Grantwriters

You can learn a lot by reading grant applications written by other grantwriters and
editing their content. Copyediting entails reading the formatting and content
guidelines published by the funder and then reading the completed grant applica-
tion narrative to see if the grantwriter’s work is in compliance. You’ll learn for-
matting and graphic techniques, pick up new research websites for your own
growing list, and contribute to your employer’s or the grantwriter’s client’s suc-
cess. This is a great way to build your own skill sets and become a successful
grantwriter.

Work with an Experienced Grantwriter

One of the most mind-opening experiences is to ask another grantwriter if you
can help them with their overage work. I work, silently, in the background for
another grantwriting consultant. Before I started working with her, I had grown
so used to only taking clients with government grantwriting projects that I com-
pletely forgot what it felt like to work on the more whimsical, less technical grant
proposals to foundation and corporate giving grantmakers. I enjoy this work —
it’s refreshing, fulfilling, and much less stress for me. Working with an experi-
enced grantwriter can help you improve and broaden your own grantwriting skills.

Attend National Professional
Development Training

Find a conference with workshops of interest to you, register, attend, and take
copious notes. If you’re working in an environment where you’re a grantwriter
and you also manage the funded grant awards, your list of potential conferences
just doubled. Check out these national conference possibilities and see what looks
interesting to you:

¥ Grant Professionals Association Annual Conference: https://
grantprofessionals.org

3 National Grants Management Association Annual Grants Training:
http://ngma.org/annual-grants-training
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Review Successful Grant
Applications Online

Search the Internet for previously funded grant applications that have been posted
online by the grantee (the organization that received the grant award). I love to
look at a mixture of grant applications that were funded by the federal govern-
ment, foundations, and corporations. Rarely will you find a high volume of grant
applications funded by state agencies posted online.

Write and Publish Articles That Require
Extensive Research

When you decide to become an author of articles that will be read by the public, you
might panic first and then hunker down and start to research your topic before you
begin the writing process. Whom can you write articles for? Your own blog (if
you don’t have a blog yet, trywww . blogger . com, https://remotebliss.com/best-
blog-hosting-sites/, or www.wordpress.com) or for other publications and
companies that continually update their websites with contributions from guest
writers.

Continue Your Formal Education

334

Across the country and around the world, there are lots of community colleges and
universities that offer degrees in nonprofit management. When I searched the
Internet for examples, I found the following (not naming the institution, just the
degree program):

¥ Masters in grantwriting, management, and evaluation

¥ Grantwriting certificate programs

LearningPath.org has a list of possibilities for master’s and doctoral degrees in
grantwriting at http://learningpath.org/articles/Grant_Writing_Degrees_
Masters_PhD_Online_Class_Info.html.
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overview, 15
capability-related documents, 280-281
capital support category, 9
case studies, 160-161, 200-204
cash-match monies, 51, 137, 250, 261-264

Catalog of Federal Domestic Assistance (CFDA)
number, 77, 176

Centers for Disease Control and Prevention (CDC),
110, 127

Central Contractor Registry (CCR), 176
challenge monies category, 10
checklist for submission, 272

chief financial officer (CFO), 240
christianvolunteering.org, 92

citing sources, 49, 146, 207

clear audit trail, 302

cloud-based storage, 288

College Board's Search for Scholarships
website, 98

college scholarships, 98

community reinvestment programs
building relationships with corporations, 309-310
following up with, 316
overview, 307-308

writing corporate letter request/letter proposal,
311-315
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Community Services Block Grant (CSBG) program, 14
Competition Identification Number/Title, 176
competitive grants, 13, 58, 64
conferences/seminars category, 10

Congressional Districts Office, 176-177

consulting services category, 10

contact person/title (grantfunding plan), 29-30

content connectivity, confirming in logic model,
220-223

continuing support/continuation category, 10
cooperative agreement, 8, 58
copyediting services, offering, 333
corporate letter request/letter proposal, 311-315
corporations
academia and, 111
community engagement from, 16
community reinvestment programs
building relationships with, 309-310
following up with, 316
making initial contact with, 309
overview, 307-308
sponsorship request form, 308

writing corporate letter request/letter
proposal, 311-315

conducting funding search on, 34-35, 84-86

determining whether request is under
review, 294

filing request for grants to, 18-20
following up on grant requests, 293-295
grants from, 16
handling rejection from to grant request, 306
waiting time for application, 291

cost figures, 264

cover letters
checking required components, 272-273
defined, 79
overview, 170-173

creativity in writing, 156-160

credibility, building, 267-268

D

data collection and analysis, 217, 224, 226

Data Universal Number System (D-U-N-S) number,
45, 74-75
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De Minimis Indirect Cost Rate, 258

Defense Advanced Research Projects Agency
(DARPA), 110

deliverables, 108

Department of Agriculture (USDA), 109, 127
Department of Commerce (DOC), 109
Department of Defense (DOD), 109
Department of Education (ED), 110, 127
Department of Energy (DOE), 110

Department of Health and Human Services (HHS),
82,110

Department of Housing and Urban Development
(HUD), 99

Department of Justice (DOJ), 39, 82, 110, 154
Department of Labor (DOL), 110
Department of State (DOS), 110
Department of the Interior (DOI), 110
Department of Transportation (DOT), 110
description of funding statement, 126

direct purpose statement, 211

Disclosure of Lobbying Activities (SF-LLL) form, 78,
81-82

dissemination plan, 225, 275-276
Dropbox, 288
Dun & Bradstreet website, 74-75

D-U-N-S (Data Universal Number System) number,
45,74-75

E

E-Biz POC (E-Business Point of Contact), 75-76
Economic Development Agency Directory, 101
Economic Research Institute, 326
ed2go, 326
eFax, 44
e-grants
checking for guidelines, 322
confirming due date time and time zone, 323
filling in organizational information, 320
formatting, 322
graphics, 207, 322
overview, 319
page limits and page numbers, 141
re-creating template in word processor, 321
reviewing online application template, 320-321



setting up for, 319-320

submitting, 323

writing limitations, 321
elected officials tracking application status, 291-292
eligibility

grantor ensuring of applicant, 11

for grants, 11-12

for Grants.gov, 73-74

NOFAs and, 125-127

partnerships and, 43, 134-137

for state funding, 59

verifying, 125-126
Employer Identification Number (EIN), 44, 75
endowments

category, 10

defined, 83
entitlement grant, 58
Environmental Protection Agency, 127

EPA: Grant and Cooperative Agreement Desk Top
Resource for Non-Profit Recipients, 110

equity statement, 242-243, 272, 276
eRA Systems, 82

ethical expenses, 264-266

European Foundation Centre (EFC), 118

evaluation consultants as third-party
evaluator, 152

evaluation plan
accountability and, 147-148
as component in application, 275-276
writing
as component of program design section, 210
data collection and analysis, 224
dissemination, 230
evaluations, 225-228
evaluators, 225, 228-229
overview, 223-224, 229-230
qualitative versus quantitative, 226
terminology, 224-226
evaluation standards, 224
executive summary narrative, 170, 177-179, 273
ExLibris Pivot-RP, 112
expenditures, 265-267
External Free Database, 113
extramurally sponsored projects, 108-109

F

fact sheets, 151
FastLane, 82
feasibility standards, 224
federal funding
for academia, 109-111
agencies, 17
competitive grants, 13, 58, 64
conducting search on, 34

cooperative agreement awards, 8, 58

direct grants, 60-63
D-U-N-S number, 45, 74-75
eligibility for, 59
entitlement grant, 58

fiscal year, 67

forecasted funding announcements, 66

formula grant, 14, 58, 64
as grantor, 8, 12
for individuals, 101-104

international grantfunding opportunities, 117

key personnel section, 238
management plan, 238
for NGOs, 117
NOFAs

criteria, 134

determining eligibility and capability,

125-130
general terms, 130-132
overview, 17, 62, 123-124
program-specific terms, 130
reading, 124
terminology, 130-133

writing requirements on, 140-141

non-competitive, 68
opportunities for, 58-59
overview, 14-15, 57-58, 60-61
partnerships and, 43, 134-137
pass-through, 60-64

SAM.gov, 45

searching for opportunities for,
59-60

style of writing for, 188
waiting time for application, 291

Index

339



Federal Register, 301

Federal Research/Research and Development
(R/R&D), 101-102

fellowships, 10, 98, 113-114
financial accountability/reporting, 108
financial documents, 52, 281-282, 301-302
first person, writing in, 188
first-time homebuyer grants, 99
fiscal responsibility, 240-241, 302
fiscal sponsor, 267-268
Food and Drug Administration (FDA), 110
forecasted cash needs, 80
forecasted funding announcements, 66
foreign applicants, 74, 119-120
form rejection letter, 292-293, 295
formative evaluation, 225-226
forms
budget information, 80-81
Budget Narrative Attachment, 78
common grant application form, 170
filling out, 79
Form-990, 87-89
Key Contacts, 78

Non-Constructions Programs Budget
Information form, 80

Project Abstract Summary, 78
Project Narrative Attachment Form, 78
SF-424,77-79, 174-177
SF-LLL, 78, 81-82
sponsorship request form, 308
uploading to Grants.gov, 79-82
formula grant, 14, 58, 64
for-profit organizations, 73
Foundation Directory Online, 89-92
foundations
academia and, 111-112
awarding grants, 15
conducting funding search on, 34-35, 84-86

determining whether request is under
review, 294

filing request for grants to, 18-20
following up on grant requests, 293-295
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Form-990, 87-89

GuideStar, 86-87

handling rejection from to grant request, 306
private and public, 15

waiting time for application, 291

free grant research websites, 89-92

Freedom of Information Act (FOIA), 63, 292,
303-305

Fulbright Program, 110
Funding Information Network (FIN), 14

Funding Opportunity Announcements (FOASs),
17,62

Funding Opportunity Number/Title, 176
funding plan, 12-13, 27-31

funding priority, 144

funding search, conducting, 34-35, 84-86, 89
Funding Source (grantfunding plan), 29-30
Fundsnet Services website, 35, 91

G
Gantt chart, 50, 218-220
General Services Administration website, 252
general/operating expenses category, 10
goals
aligning with purpose of funding, 162-164
as component of program design section, 210
measurable and nonmeasurable, 211-214
objectives versus, 212-213
omiting in application, 278
writing about, 50, 213-215
Google Drive, 288
Google Scholar, 150
governing boards
building capacity of, 26-27
sustainability plan, 244-245
government funding
for academia, 109-111
agencies, 17
competitive grants, 13, 58, 64
conducting search on, 34
cooperative agreement awards, 8, 58



direct grants, 60-63
D-U-N-S number, 45, 74-75
eligibility for, 59
entitlement grant, 58
fiscal year, 67
forecasted funding announcements, 66
formula grant, 14, 58, 64
as grantor, 8, 12
for individuals, 101-104
international grantfunding opportunities, 117
key personnel section, 238
management plan, 238
for NGOs, 117
NOFAs
criteria, 134
determining eligibility and capability, 125-130
general terms, 130-132
overview, 17, 62, 123-124
program-specific terms, 130
reading, 124
terminology, 130-133
writing requirements on, 140-141
non-competitive, 68
opportunities for, 58-59
overview, 14-15, 57-58, 60-61
partnerships and, 43, 134-137
pass-through, 60-64
SAM.gov, 45
searching for opportunities for, 59-60
style of writing for, 188
waiting time for application, 291
government organizations, 73
grant agreements, 295, 301
grant applicant
compiling attachments before writing, 52-53
eligibility
grantor ensuring of applicant, 11
for grants, 11-12
for Grants.gov, 73-74
NOFAs and, 125-127
partnerships and, 43, 134-137
for state funding, 59
verifying, 125-126

fiscal responsibility of, 240-241, 302
foreign, 74, 119-120
information required of
amount requested, 46-47
dates for project, 46
geographic area served, 47
organization’s mission, 46
overview, 41-42
project name, 46
providing facts about organization, 42-45
purpose of request, 46
signatures, 47
storytelling with facts, 47-51
total project cost, 47

writing about project in need of funding, 45-47

letter of inquiry and, 19, 36-39
overview, 9
tab on Grants.gov, 72
writing Letter of Intent, 35-39
grant application form, 170
grant award notification, 292, 294-295
Grant Connect, 118
Grant Professionals Association, 328, 333
Grant Writing Training Foundation, 245
grantees
form rejection letter, 292-293, 295
grant award notification, 292, 294-295
initial approach and, 32
overview, 8-9
grantfunding plan, 28-31
grantors

adhering to writing guidelines set by,
184-185

building relationship with, 19
communicating with, 43, 59-60, 292
community reinvestment programs
building relationships with, 309-310
following up with, 316
making initial contact with, 309
overview, 307-308
sponsorship request form, 308

writing corporate letter request/letter
proposal, 311-315
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grantors (continued)
convincing
case studies, 200-204
researching relevant information, 198-200
defined, 8
denying request, 22
dissemination and, 230
ensuring eligibility of grant applicant, 11
goals versus objectives, 212
information requests of, 173-174
information required by
amount requested, 46-47
dates for project, 46
geographic area served, 47
organization's mission, 46
overview, 41-42
project name, 46
providing facts about organization, 42-45
purpose of request, 46
signatures, 47
storytelling with facts, 47-51
total project cost, 47
writing about project in need of funding, 45-47
initial approach and, 32
overview, 8
tab on Grants.gov, 73
talking to potential, 35-36
writing about long-term impact of, 164-165
writing list of, 84
grants
accepting, 292, 294-295, 298-299
annual campaigns category, 9
building/renovation funds category, 9
capital support category, 9
cash commitments, 137
challenge monies category, 10
college scholarships, 98
competitive, 13, 58, 64
conferences/seminars category, 10
consulting services category, 10
continuing support/continuation category, 10
cooperative agreement awards and, 8, 58
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determining whether to apply for, 127-130
direct, 60-63
e-grants
checking for guidelines, 322
confirming due date time and time zone, 323
filling in organizational information, 320
formatting, 322
graphics, 207, 322
overview, 319
page limits and page numbers, 141
re-creating template in word processor, 321
reviewing online application template, 320-321
setting up for, 319-320
submitting, 323
writing limitations, 321
eligibility
grantor ensuring of applicant, 11
for grants, 11-12
for Grants.gov, 73-74
NOFAs and, 125-127
partnerships and, 43, 134-137
for state funding, 59
verifying, 125-126
endowments, 10, 83
entitlements, 58
fellowships, 10, 98, 113-114

filing request for to foundations and
corporations, 18-20

formula, 14, 58, 64
general/operating expenses category, 10
handling rejection to request, 303-306
for homebuyer, 99
in-kind contributions
finding corporations that award, 16
funding for personnel, 250
matching funds, 241-242, 261-262
receiving, 137
managing, 26, 299-300, 302-303
matching funds category, 10
for NGOs, 116-119
not for personal use, 7-8
overview, 7-12



preparing before applying for, 24-25 program-specific terms, 130

process after receiving, 26 reading, 124

program development category, 10 terminology, 130-133

for research, 10, 99, 237 writing requirements on, 140-141

research websites, 89-92 notifications from, 62

returning, 265 Opportunity Status listings, 66

reusing failed request, 305-306 organizations and, 74-76

scholarship funds, 11 overview, 71-72

seed money, 11 published funding opportunity, 66

seeking, 27 registering on, 74-76

specific funder-directed assistance grants, 98 SEARCH GRANTS tab, 72

student loans, 98 SF-LLL form, 81-82

submitting request for, 16-21 submitting application, 284-285

technical assistance, 11 SUPPORT tab, 73

types of, 9-11 SYSTEM-TO-SYSTEM tab, 73

Grants Management System (GMS), 82 tutorials on workplace, 76-77
Grants.gov understanding grant applicant eligibility, 73-74
accessing application package instructions, uploading required forms, 79-82
77-78 website, 14

APPLICANTS tab, 72 GrantStation, 91-92

applying for SBIR and STTR grants, 102 grantwriting

archived funding opportunity, 66 career in

assurances forms, 80-81 becoming peer reviewer or research

budget information forms, 80 specialist, 332

CFDA number, 73, 77 determining fees for services as

closed funding opportunity, 66 consultant, 327

conducting funding search in, 34 getting certification, 328

CONNECT tab, 73 getting consulting coach, 329

D-U-N-S number, 45, 74-75 joining professional association, 328

familiarizing oneself, 11 joining team, 328

forecasted grantfunding opportunity, 66 networking, 327, 329-330

FORMS tab, 73 overview, 325

HOME tab, 72 salary ranges, 326-327

individuals, 76 sharpening skills, 328

international grantfunding opportunities, 117 training, 325-326

LEARN GRANTS tab, 72 using updated technology, 329

navigating, 64-65, 72-73 contacting private-sector funders, 94-95

NOFAs contacting public-sector agencies, 13-15
criteria, 134 continuing formal education, 334
determining eligibility and capability, 125-130 end of process, 21-22
general terms, 130-132 fiscal responsibility, 240-241, 302
overview, 17, 62, 123-124 importance of funding development plan, 12-13
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grantwriting (continued)

importance of using updated information,
150-151

offering copyediting services, 333

overview, 7-12, 331

reviewing applications online, 334

software for, 95

terminology, 8-9

volunteering services, 332

working with experienced writer, 333

writing and publish articles, 334
guidelines

adhering to, 184-185

complying with, 170

e-grants, 322

government, 18

overview, 20, 36-38

reviewing for financial reporting, 301-302
GuideStar, 86-87, 113

H

Health Resources and Services Administration
(HRSA), 110

impact objectives, 210, 218
implementation plan, 50, 210, 218-220
Independent Sector’s website, 242
indirect purpose statement, 211
individuals
grants for
application, 98-99
federal funding, 100-104
overview, 10-11
Grants.gov and, 74, 76
SBIR and STTR programs, 101-105
UEl and, 76
initial approach
importance of, 30
international funders and, 119
making initial contact with, 309

344  Grant Writing For Dummies

in-kind contributions
finding corporations that award, 16
funding for personnel, 250
matching funds, 241-242, 261-262
receiving, 137

Inputs column (logic model), 221-222

Institute of Museum and Library Services
(IMLS), 110

institutional databases, 112
Instrumentl website, 91
internal evaluation, 225

International Center for Non-For-Profit Law
(ICNL), 116

IRS 501(c)(3) letter, 281
IRS Form-990, 87-89

J

JustGrants, 82
Justice Assistance Grant (JAG) Program, 64

K

Key Contacts form, 78

key personnel section
accountability and responsibility, 238-240
adequacy of resources section, 241-242
articulating qualifications, 234-238
basic profile, 235-236

demonstrating federal compliance in, 242-244

fiscal responsibility, 240-241, 302
overview, 231-232, 276

presenting credentials of project management

team, 232-234

profile for personnel paid by cash match, 238

profile with page limitations, 236-237
writing management plan, 239
writing sustainability statement, 244-245

L

LearningPath.org, 334
letter of inquiry, 19, 36-39
Letter of Intent, 35-39



letters of commitment, 52, 135, 282
Library of Congress (LC), 126
lobbyist, 81

logic model, 210, 220-223

Long-term impact or impact statement column
(logic model), 221-222

M

management capacity, analyzing, 27
management plan section, 143-144, 239, 272, 276
maps, including in applications, 206

matching funds category, 10

measurable goals, 211-214

measurement tools, 224

Medicine Assistance Tool, 98

Memoranda of Agreement (MOAs), 24, 53, 133,
135, 137

Memoranda of Understanding (MOUs), 24, 53,
133,135,137

mileage reimbursement, 251

N

National Aeronautics and Space Administration
(NASA), 110

National Archives and Records Administration
(NARA), 111

National Digital Newspaper Program (NDNP), 126
National Endowment for the Arts (NEA), 111

National Endowment for the Humanities (NEH),
111,126

National Grants Management Association Annual
Grants Training, 333

National Institute of Standards and Technology
(NIST), 109

National Institutes of Health (NIH), 99, 110

National Oceanic and Atmospheric Administration
(NOAA), 109

National Science Foundation (NSF), 82, 99, 111

NOFA announcement. See Notice of Funding
Availability announcement

non-competitive funding, 68
nonfederal resources, 80

nongovernmental organizations (NGOs)

acquiring status, 116

adapting to submission differences, 119-120

European Foundation Centre, 118

federal funding, 117

foreign, 74, 119-120

grants for, 116-119

Imagine Canada, 118-119

preparing budget, 120

proof or registration, 43
nonmeasurable goals, 213-214
nonprofit organizations

before applying for grant, 24-25

assessing capacity to seek grants,

building credibility of, 267-268

building governing board's capacity, 26-27

EIN number, 75
as grant applicant category, 73

grantseeking readiness priorities for, 23-27

NOFAs, 132

procedures for risk management,

receiving grant, 26

resources for, 27

writing about
background/history of, 48

boilerplate information, 42-45, 185-188

facts, 42-45
mission of, 46

27

26

project in need of funding, 45-47, 50

providing EIN and TIN, 44, 75

requesting funding amount, 46-47
Notice of Funding Availability (NOFA)

announcement
criteria, 134

determining eligibility and capability, 125-130

general terms, 130-132
overview, 17, 62, 123-124
program-specific terms, 130
reading, 124

terminology, 130-133

writing requirements on, 140-141
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(0

Occupational Safety and Health Administration
(OSHA), 111

Office of Management and Budget (OMB), 80, 258,
292, 301

Office of Naval Research (ONR), 110

Office of Scientific and Technical Information
(OSTI), 110

Onehub, 288

online subscriptions to private-sector funders,
90-91

Open Philanthropy website, 117
organizations
analyzing capacity of, 27
AOR authorization, 75-76
building credibility of, 267-268
chart of, 239
conducting funding search, 34-35, 84-86, 89
current operating budget, 44
describing programs and activities of, 189-190
D-U-N-S number, 74-75
E-Biz POC, 75-76
EIN number, 75
funding plan, 27-31
increasing chances of obtaining grant, 32-35
letter of inquiry and, 19, 36-39
Letter of Intent and, 35-39
partnerships and
eligibility, 43, 134-137
writing about, 192-195
presenting milestones of, 187-188
procedures for risk management, 26
process of seeking and receiving grants, 23-27
for-profit, 73
providing signatures, 47
proving capability of to manage project, 148-149
registering on Grants.gov as, 74-76
resources for, 27

stating history, mission, values, and geographic
logistics of, 186-187

talking to potential funders, 35-36
writing about
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background/history of, 48
boilerplate information, 42-45, 185-188
facts, 42-45
history and capacity, 273-274
mission of, 46
project in need of funding, 45-47, 50
providing EIN and TIN, 44, 75
requesting funding amount, 46-47
outcome evaluation, 147, 226
Outputs column (logic model), 221-222
overhead costs, 258

P

page limits and page numbers, 141
pagination, 278
paid grant research websites, 89-92
partnerships
communicating with, 290
gaining eligibility, 43, 134-137
writing about, 192-195
pass-through funding, 60-64
peer review process
becoming reviewer, 332

complying with technical review requirements,
140-141

defined, 64, 124

demonstrating accountability with evaluation
plan, 147-148

deploying analyzation acumen to meet scoring
process, 144-145

determining number of pages in narrative
sections, 142-144

developing expense budget, 149
Freedom of Information Act, 292
importance of, 142-145

incorporating models in program
implementation strategies, 147

joining team, 153-154
key personnel section, 233
overview, 153-154

proving organization’s capability to manage
project, 148-149



requesting comments, 303-305

researching, writing, and validating statement of
need, 146

using third-party evaluators, 152-153

validating needs and implementation strategies,
150-152

writing to requirements, 145-149
personnel profile, writing, 235-236
Philanthropy News Digest (Candid), 85
political advocates, enlisting, 67-69
pre-award and post-award phases, 24-26
preliminary documents

complying with application package

requirements, 170
cover letters
checking required components, 272-273
defined, 79
overview, 170-173

executive summary narrative, 170, 177-179, 273

funder information requests, 173-174

SF-424,77-79,174-177

table of contents, 170, 179-181, 273
pre-review process, 140-141

presenting, credentials of project management
team, 232-234

principal investigator (PI), 108, 233, 237
Private Funding for Arts and Humanities, 113
private-sector funders
for academia, 111-112
Candid and, 89
community reinvestment programs
building relationships with, 309-310
following up with, 316
making initial contact with, 309
overview, 307-308
sponsorship request form, 308

writing corporate letter request/letter
proposal, 311-315

conducting funding search, 34-35, 84-86
contacting, 94-95
corporations

academia and, 111

community engagement from, 16

conducting search on, 84-86
filing request for grants to, 18-20
grants from, 16
following up on grant requests, 293-295
foundations
academia and, 111-112
awarding grants, 15
conducting search on, 84-86
filing request for grants to, 18-20
Form-990, 87-89
GuideStar, 86-87
private and public, 15
free versus paid grant research websites, 89-92
handling rejection from to grant request, 306
matching criteria of, 92-94
online grant research databases and, 91-92
overview, 83
subscribing to resources, 85-86, 90-91
process evaluation, 147
process objectives, 210, 216-217
ProFellow, 113
profile of personnel, writing, 236-238

Program, Service, or Activity (grantfunding plan),
28,30

program design section
components of, 210

confirming content connectivity in logic model,
220-223

difference between types of goals and
objectives, 212-213

implementation plan, 218-220
incorporating models in, 147
peer review, 143-144
purpose of this request statement, 161-165
purpose statement, 211
SMART objectives
aligning with purpose of funding, 162-164
as component of program design section, 210
omiting in application, 278
overview, 50, 215-218
writing, 274-275
writing about goals, 213-215
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program design section (continued) writing about

writing evaluation plan for capability of organization, 148-149
data collection and analysis, 224 giving dates for the, 132
dissemination, 230 overview, 45-47
evaluations, 225-229 significance, 50
overview, 223-224, 229-230 sustainability, 51
qualitative versus quantitative, 226 proof of tax-exempt status (attachment), 52
terminology, 224-226 public-sector grants

program development category, 10 for academia, 109-111

Project Abstract Summary form, 78 cooperative agreement awards, 8, 58
project administrator, 233 enlisting political advocates, 67-69
project management statement, 148 government funding

Project Narrative Attachment Form, 78 for academia, 109-111

Project SAFE grant program, 127 agencies, 17

projects competitive grants, 13, 58, 64

defined, 108 conducting search on, 34

determining whether to take on, 126-127 cooperative agreement awards, 8, 58

evaluation plan for direct grants, 60-63
data collection and analysis, 224 D-U-N-S number, 45, 74-75
evaluations, 225-228 eligibility for, 59
evaluators, 225, 228-229 entitlement grant, 58
overview, 223-224, 229-230 fiscal year, 67
qualitative versus quantitative, 226 forecasted funding announcements, 66
terminology, 224-226 formula grant, 14, 58, 64

including income from, 264-265 as grantor, 8, 12

key personnel section for individuals, 101-104
accountability and responsibility, 238-240 international grantfunding opportunities, 117
adequacy of resources section, 241-242 key personnel section, 238
articulating qualifications, 234-238 management plan, 238
basic profile, 235-236 for NGOs, 117
demonstrating federal compliance in, non-competitive, 68

242-244 opportunities for, 58-59
fiscal responsibility, 240-241, 302 overview, 14-15, 57-58, 60-61
management plan, 239 partnerships and, 43, 134-137
overview, 231-232 pass-through, 60-64
presenting credentials of project management SAM.gov, 45

team, 232-234
profile for personnel paid by cash match, 238
file with limitati 236-237
profi _eWIt. . page limitations, 236-23 waiting time for application, 291
sustainability statement, 244-245

ol ‘i 143-144 239 for individuals, 101-104
mag?gegzn plan section, IR ' purpose of funding statement, 126, 161

overfunded. 302-303 purpose statement, 210-211

searching for opportunities for, 59-60
style of writing for, 188
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R

Request (grantfunding plan), 29-30

Request for Applications (RFAs), 17, 62

Request for Proposals (RFPs), 17, 62

research grants, 10, 99, 237

research specialist, becoming, 332

resolution, writing, 298

Responsibilities of board committees website, 27
retirees, as third-party evaluators, 152

RFP Bulletin (Candid), 85

risk management, procedures for, 26

S

salary ranges in grantwriting, 326-327
SAM.gov, 45, 75-76

scholarships, 11, 98

seed money, 11

set of specific aims, 108

7(j) Management and Technical Assistance
Program, 101, 104

SF-424 (Application for Federal Assistance) form
filling in, 77-79
overview, 170, 174-177

SF-424-A (Budget Information for Non-
Construction Programs), 78

SF-LLL (Disclosure of Lobbying Activities) form, 78,
81-82

Short-, intermediate-, and long-term outcomes
column (logic model), 221-222

single audit trail, 302
Small Business Administration (SBA), 74, 101

Small Business Development Center
Directory, 101

Small Business Innovation Research (SBIR)
program, 101-105

Small Business Technology Transfer (STTR)
program, 101-105

small businesses
business plan competition, 100-101
federal funding for, 101-104
grants for, 98-99, 103

SMART objectives

aligning with purpose of funding, 162-164

as component of program design section, 210

omiting in application, 278

overview, 50, 215-218
soft cash match, 261-262
specialized allocation, 263

specific funder-directed assistance grants, 98

specific period of performance, 108
specific scope of work, 108
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