WRITING COMPETITIVE GRANT PROPOSALS

National Network of Grantmakers (NNG) Common Grant Application format  

This is the most commonly used and widely accepted proposal writing format for U.S.-based foundations. The NNG Common Grant Application format cannot be used to submit proposals to international funding sources.

Part I: Grant Application Cover Sheet
Date of application: 

Grant applicant: 

Year organization was founded:

Address: 

Telephone number:

Fax number:

Contact person and title: 

Grant request: 

Period grant will cover:

Type of request (general support, start-up, technical assistance, etc.): 

Total project budget: 

Current organizational budget: 

Starting date of fiscal year: 

Summarize the organization's mission (two to three sentences)

Summary of project or grant request (two to three sentences)

Part II: Narrative
(maximum of five pages)

A. Introduction and Background of Organization (incorporating the following points): 

1. Briefly, describe your organization's history and major accomplishments. 

2. Describe your current programs and activities. 

3. Who is your constituency (be specific about demographics such as race, class, gender, ethnicity, age, sexual orientation, and people with disabilities)? How are they actively involved in your work, and how do they benefit from this program or your organization? 

4. If you are a grassroots group, describe your community. If you are a state, regional, or national organization, describe your work with local groups, if applicable, and how other regional or national organizations are involved.

B. Describe Your Request (incorporating the following points): 

1. If other than general operating support, describe the program for which you seek funding, why you decided to pursue this project, and whether it is a new or ongoing part of your organization. 

2. What are the goals, objectives, and activities/strategies involved in this request? Describe your specific activities/strategies using a timeline over the course of this request. 

3. Describe systemic or social change you are trying to achieve. How will this grant make a difference for the applicant organization?

Part III. Attachments/Requirements
A. Evaluation. 

1. Briefly describe your plan for evaluating the success of the project or your organization's work. What questions will be addressed? Who will be involved in evaluating this work, staff, board, constituents, community, and consultants? How will the evaluation results be used?

B. Organizational Structure/Administration. 

1. Briefly describe how your organization works. What are the responsibilities of board, staff, and volunteers? In addition, if a membership organization, define criteria for membership. Are there dues? 

2. Who will be involved in carrying out the plans outlined in this request? Include a brief paragraph summarizing the qualifications of key individuals involved. 

3. Provide a list of your board of directors with related demographic information. 

4. How is the board selected, who selects them, and how often? 

5. Include an organizational chart showing decision-making structure.

C. Finances. 

1. Most recent, completed full-year organization financial statement (expenses, revenue, and balance sheet), audited, if available. 

2. Organization's current and annual operating budget 

3. Current project budget, other than general support 

4. Projected operating budget for upcoming year (see attached format). 

5. List individually other funding sources for this request. Include amounts and whether received, committed, or projected/pending. 

6. Describe your plans for future fund-raising. 

D. Other Supporting Material. 

1. Letters of support/commitment (up to three). 

2. Recent newsletter, articles, newspaper clippings, evaluations, or reviews (up to three). 

3. Recent annual report. 

4. Video tapes. 

Check with the funder to see if these items are accepted.

Organization history and major accomplishments section
The History section provides information about who, what, and where types of questions that funders will have about the applicant organization.  The funder is looking for answers to the following questions:

 In the Accomplishments section the funder is looking for answers to the following questions:

- If the applicant organization is experienced, what strategic planning goals were developed, and how many of the goals have been reached? 

- Has the applicant organization received any awards or recognition from governmental units or other community organizations? 

- Have any of the applicant organization's clients or patients achieved notable success because of programs or services provided by the applicant organization? 

Current Programs and activities section
In the Current Programs and Activities section of the grant proposal, organizational strengths are presented in appealing and short information-packed paragraphs that capture the current picture of the applicant organization’s operations.

- What are the applicant organization’s current programs and activities? 

- Do the programs and activities show growth from when they first started until now? 

- Are any of the programs and activities grant-funded? If so, by whom, and what is the level of funding support?
Constituency or target population served section

In the Constituency or Target Population Served section of the grant proposal, information or demographics about the constituency or target population are presented briefly and include detailed bullets, tables, charts, or small paragraphs. In this section the funder is looking for answers to the following questions:

- Who is the applicant organization’s target population (another term for constituency)? 

- Is there more than one target population served? 

- Is this target population the primary beneficiary of the applicant organization’s mission, goals, and strategic plan? 

- What is the age range for individuals served?  

- What are the education levels of individuals served? 

Partnership Section

In this section the funder is looking for answers to the following questions:

- Who are your partners? 

- Are your partners' roles included in the overview? 

- What is the level of each partner's commitment; is its contribution monetary or in-kind? 

- Are the partners that you list past partners, current partners, or proposed partners for the grant proposal project? 

- Did all of your partners involved in the grant proposal project write letters of commitment or memorandums of understanding (MOU), and have you included these documents in your grant proposal attachments?

Needs Statement Section

When a funder starts to read the Needs Statement section, they expect to learn about the urgent funding needs of your organization, as well as about your target population’s needs. This section continues to build a solid information base for your grant proposal narrative. The funder is looking for answers to the following questions:

- What problems, needs, or issues does this grant proposal address? 

- Who is the target population? 

- Is the target population one that the grant applicant already serves or has programs in place to serve? 

- Is this a new target population? 

- Does the applicant organization present sufficient factual information about the target population’s circumstances (why they need help)? 

- Have we funded grants to solve this type of problem? 

- Is the problem too large to solve with a single-year grant award?

Program Design, or Plan of Action Section

In the Program Design section of the grant proposal, you begin with a one-sentence purpose statement. This is followed by detailed information on the project’s goals, objectives, and timelines. You end with the sustainability statement. 

This section of the grant proposal leads the funder from the purpose statement to the goals to the measurable objectives to the timeline for project activities.

The purpose statement is a one-sentence statement that tells the funder why you are writing a grant proposal to them.

The goal reflects the end toward which the efforts are directed. 

Objectives

Process objectives are those everyday tasks that propel the mission of a program. Another term for a process objective is activity. Activities or process objectives are measured by inputs or resources.  

An outcome objective states the results one hopes to attain by intervention activities

Impact Objectives are those changes in knowledge, skills, attitudes, or values, behaviors, or conditions resulting from program or project. 

Sustainability is how your organization plans to continue the grant-funded activities after the grant period is over.

Management plan

In the Management Plan section of your proposal funders look for the staffing plan and the big picture of how your organization will manage the grant-funded project.

Evaluation Plan

In the Evaluation Plan section of your grant proposal, you write detailed information on how the project's objectives will be measured by your organization. 

Budget Section

In the Budget section of the grant proposal, the funder is looking for accurate numbers and detailed expenditure narrative.

In-line items: Salaries and Fringe Benefits, Travel, Equipment, Construction, Contractual, Supplies, Other Expenses

USEFUL URL-s
1. The Foundation Center 
http://fdncenter.org
This nonprofit Web site contains links to funding directories and databases for national, regional, and international grant funding. You will also find a list of the Foundation Center’s Cooperating Collections for your state or country.
When you are on the Foundation Center’s home page, click "Finding Funders," then click "Grantmakers Websites." You can click Private Foundations, Corporate Grantmakers, Grantmaking Public Charities, or Community Foundations. On each Web page, you will see links to funder Web sites. This service is free.

2. NWFS Office of Industry and Trade 

http://www.nmfs.noaa.gov/trade/howtodogrants.htm
This government Web site gives you detailed instructions on what to write in each section of a grant proposal.

3. Non-Profit Guides 
http://www.npguides.org/guide/master2.htm#3b 
This Web site provides detailed information on how to write the project's goals and objectives and the methodology (how you will carry out the activities).

4. Environmental Protection Agency 
http://www.epa.gov/seahome/grants/src/msieopen.htm 
This Web site has a grant-writing tutorial with a great budget section sample.

5. The Louisville Institute 
http://www.louisville-institute.org/budgetguide.htm  

This nonprofit Web site gives you a complete guide for budget preparation.
6. Wyoming Community Foundation Board 
http://www.wycf.org/helpfulhints.asp 
This Web page gives you "helpful hints" for successful grant writing and follow-up.

