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Boot Camp for the New (and not so new) Grant Writer

Grant Writing for the 
Grantphobic

GETTING STARTED…

Day 1 Morning:
• What to know before even looking for a grant.
• Ten things to keep in your bag of tricks.
• Where to look for money.
• How to build relationships with funders.
• Overview of parts of a grant
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GETTING STARTED…

Day 1 Afternoon:
• Overview of parts of a grant (continued)
• Reading a grant application
• Key elements of most grants and proposals
• Key word focusing
• Internet resources
• Time planning and sequencing

KEEPING GOING…

Day 2 Morning
• Budgets
• Writing practice (teams)
Afternoon
• Attachments and support letters
• Reviewing and submission
• Follow up and “What now?”



3/23/2021

3

WRITING A GRANT IS LIKE 
GOING TO A REALLY BAD 

COLLEGE – GIVE THEM 
EXACTLY WHAT THEY WANT 

ON THE FINAL!

BEFORE WE BEGIN…

• Matching mission, programs, and money

• Assessing organizational capacity

• Realistically assessing time and due dates

• Do we really understand what is available, 
and what is being asked?
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RELATIONSHIPS

BREAKOUT 1
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COMMUNITY RESOURCE MAPPING

• Who do we know?
• Who do we need to know?
• Who do we know that knows them?
• Why would they want to know us?
• What homework would we need to do?

TYPES OF GRANTS

• Federal

• State

• Corporate

• Foundations

• Organizational

• Community
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GATHER YE GRANT STUFF, WHILE YE MAY…
Organizational Info

• IRS Determination Letter

• Employer Identification 
Number

• List of board members

• Resumes of key staff

• Agency strategic plans

• Service statistics

• Agency financial 
information

• Payroll expense formulas

• Policies on grant submission in 
your agency

• Most recent audit

• IRS 990

• DUNS number

• SAM (System for Award 
Management) Registration 
number*

• Grants.gov registration*

*Federal grants

HANDY INFORMATION…

• County profiles
• Educational information
• Local needs assessments
• Annual reports for key partners
• Salary studies
• Copies of grants from previous grantees
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PARTS OF A GRANT 
PROPOSAL

…THEY’RE ALL THE SAME 
AND 

THEY’RE ALL DIFFERENT

BASIC GRANT PARTS

• Face Sheet
• Cover letter
• Proposal Summary (Executive Summary, Abstract)
• Introduction
• Problem Statement (Needs Assessment, Evidence of Need)
• Program Description
• Goals and Objectives (Methods)
• Evaluation
• Sustainability
• Cultural Competence
• Budget/Budget Narrative
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COVER LETTER

• Write to an individual if possible. Research the 
“program officer” or contact. Spell their name 
correctly!

• BRIEF project description.
• Three budget figures: total cost, your 

commitment (match – either cash or in kind), 
and total funds requested.

• Indicate the contact person, address, phone, 
email.

PROPOSAL SUMMARY

• Probably required by the funder.

• It will probably be the first thing they read.

• It may be all that gets read!

• Gate keeping: A grant may not be funded on the basis of the 
summary, but it may be ruled out.

• Establishes a frame for your proposal.

• Acts as a mini proposal.

• Pick up all major elements of the proposal.

• This may be the “tie breaker”.

• Highlight the money-mission match.

A mini summary of your proposal. Also called an 
Executive Summary.
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PROPOSAL SUMMARY

• WHO? WHAT? WHY? WHEN? WHERE? HOW?

• Be consistent. Don't introduce new information at this point. Only use information that has already appeared in 
some part of your proposal. 

• Use these questions to flesh out your summary: 

• What is your organization's identity and mission? 

• What are the proposed programs' title, purpose, and target population?

• Describe the specific need that will be addressed and the objectives to be achieved. 

• Why is the project important? 

• What will the project or proposal accomplish by the end of the time period specified? 

• Why should your organization do this program (as opposed to any other organization)? 

• How much will the total project cost? How much are you requesting from this funder? 

• Make sure the summary is brief...no more than one page. 

PROPOSAL SUMMARY: KEY CHECK

• Belongs at the beginning of the proposal
• Identifies the applicant
• At least one sentence on credibility
• At least one sentence on the problem
• At least one sentence on objectives
• Total cost, funds already obtained, 

amount requested in this proposal
• Brief, clear, INTERESTING!
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INTRODUCTION –
ESTABLISHING CREDIBILITY

• How you got started
• How long have you been here?
• Unique aspects of your agency
• Accomplishments
• Success with related projects
• Support you have received from other organizations
• START A CREDIBILITY FILE

Why should we give money to you?

INTRODUCTION: KEY CHECK

• Clearly established who is applying for 
funds

• Describes applicant’s purpose, goals
• Describes agency programs
• Describes clients or constituents
• Provides evidence of accomplishments
• Offers supports/endorsements
• Leads logically to problem statement
• Brief, free of jargon, INTERESTING!
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PROBLEM STATEMENT

• What is the NEED the proposal will address?
• What is the NEED from the clients’ perspective?
• Need must be related to your mission and purpose.
• Support the needs with statistics, research, expert 

opinion, and trends.
• May use stories backed up with facts.
• Reasonable size and scope.
• Provide a sense of urgency.
• Ask the “SO WHAT?” question.

This is why we need the money. Also called Needs 
Assessment or Statement of Need

REFLECTING DIVERSITY, EQUITY AND 
INCLUSION: CULTURAL COMPETENCE

• Assess and address your own biases.

• Assess your organization’s policies and procedures.

• Include representation in writing, governance, and 
implementation.

• Clearly define the target population – is this what they want, 
need, will use?

• Engage service recipients in planning, assessing, and evaluating 
programs. 

Nothing about us, without us.
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FRAMING THE PROBLEM

It should avoid circular reasoning, a common error in grant 

proposals. The Foundation Center defines circular reasoning 

as the presentation of the absence of your solution as that 

actual problem. Then your solution is offered as the way to 

solve the problem. For example, "The problem is that we have 

no senior center in our community. Building a senior center will 

solve the problem." 

PROBLEM STATEMENT: KEY CHECK

• Relates to the purposes and goals of the 
organization

• Reasonable scope
• Supported by statistics, authority
• Framed from client perspective
• Is not the “lack of a method”
• Makes the problem seem real to reader. 



3/23/2021

13

PROJECT PROPOSAL

• Follow directions.
• Answer their questions.
• Sometimes included with goals and objectives.
• Also may be the umbrella term for objective, methods, evaluation, 

sustainability.
• How you intend to address the problem.
• Use of evidence-based practices and proven approaches.
• Includes description of staffing, consumer involvement, cultural 

competence, and other items from the application instructions.

The meat and potatoes. Also called project 
design or project approach.

PROJECT PROPOSAL: KEY CHECK

• Follows the instructions and includes all information required.
• Demonstrates that the project will make a meaningful difference.
• Based on a proven approach.
• Is reasonable and easy to understand.
• Is culturally competent and appropriate for the intended audience.
• Fits the reason for the request for proposals.
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GOALS V. OBJECTIVES

GOALS
Broad meaning
General intentions
Intangible
Abstract
Cannot be validated “as is”
Expressed positively

OBJECTIVES
Narrow meaning
Precise intentions
Tangible
Concrete
Cannot validated “as is”
May be expressed negatively

WHICH OF THESE IS A GOAL?
A. Lose 40 pounds so my belt doesn’t pinch 

because I have an in-person meeting in two 
weeks.

B. Improve health, appearance, and overall 
wellbeing. 

• A goal is a broad statement of what you wish to 
accomplish and is usually expressed positively.

• May also be referred to as an outcome.

• Does NOT describe how.

• Linked to needs assessment/problem.
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GOALS AND OBJECTIVES

• A goal is a broad statement of what you wish to accomplish and is 
usually expressed positively.

• May also be referred to as an outcome.
• Does NOT describe how.
• Linked to needs assessment/problem.

What we aim to do and how we will know we’ve done it.

SMART OBJECTIVES
Specific – ask the five W’s: who, what, where, 
why, when, which
Measurable – be able to track progress
Attainable – make it ambitious but not 
outrageous
Realistic – ensure this aligns with the project and 
your organization
Time-Bound – nothing gets done without a 
deadline!
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SPECIFIC MEASURABLE ATTAINABLE RELEVANT TIME-BOUND

Make sure your 
objectives are focused 
and identify a tangible 
outcome. Without the 
specifics, your 
objective (and 
ultimately your goal) 
runs the risk of being 
too vague to achieve. 
Being more specific 
helps you identify what 
you want to 
accomplish. 

You should have some 
clear definition of 
success. This will help 
you evaluate your 
progress and 
accomplishments. This 
component often 
answers how much or 
how many and 
highlights how you’ll 
know you’ve achieved 
your objective (and 
ultimately your goal!)

Your objective should 
be challenging but still 
reasonable to achieve. 
Reflecting on this 
component can reveal 
any potential barriers 
that you may need to 
overcome to realize 
success. Outline the 
steps you’re planning 
to take to achieve your 
objective. 

This is about getting 
real with yourself and 
ensuring what you’re 
trying to achieve is 
worthwhile to do. 
Determining if this is 
aligned to your values 
helps you focus. This 
helps you answer the 
“why?” and “so what?”

Every objective needs 
a target date, 
something that 
motivates you to apply 
the focus and discipline 
necessary to achieve it. 
This answers the 
“when?”
It’s important to set a 
realistic time frame to 
achieve your objective 
to ensure you don’t get 
discouraged!

Adapted from the Canadian Management Centre

SS M A R T

THESE AREN’T OBJECTIVES…

• To provide…
• To establish…
• To create…
OBJECTIVES
• Tell who
• Is going to do what
• When
• How much
• How it is going to be measured
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GOALS/OBJECTIVES: KEY CHECK

• Goals broad and congruent with project and mission of agency 
and funder

• Objectives are problem-related and connect to outcomes of 
your program

• Does not describe a method
• States time frames
• Described in numerical terms if possible

CREATE SMART OBJECTIVES FOR THIS GOAL:

Improve health, appearance, and overall wellbeing.
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METHODS

• Closely tie your methods to the proposed program's objectives and need statement. 

• Link your methods to the resources you are requesting in the proposal budget. 

• Explain the rationale for choosing these methods by including research, expert 
opinion, and your own past experience. 

• Delineate the facilities and capital equipment that will be used in the project. 

• Layer activity phases so that the program is moved toward the desired results. Include 
a timeline. 

• Include a discussion about who will be served and how they will be chosen 

• Write this section as though the reader will be any person who knows nothing about 
your nonprofit or the program you're proposing. This is not "dumbing" it down, but 
making it crystal clear.

How we will get the work done.

METHODS: KEY CHECK
• Do the methods derive logically from the need 

statement and your goals and objectives? 
• Have you accurately presented the program 

activities you will be undertaking? 
• Did you explain why you chose these methods or 

activities? 
• Is there a timeline that makes sense? 
• Have you made it clear who will perform specific 

activities? 
• Given the resources you expect to have, are 

these activities feasible? 
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If they’re 
logical, why 
don’t they 
make sense?

LOGIC MODELS

•A depiction of a program/project showing what 
the program will do and what it is to accomplish.

•A series of “if-then” relationships that, if 
implemented as intended, lead to the desired 
outcomes 

•The core of program planning and evaluation
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INPUTS OUTPUTS OUTCOMES
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H
E
A
D
A
C
H
E

Feel betterGet pills Take pills

Situation INPUTS OUTPUTS OUTCOMES

Family Members

Budget

Car

Camping 
Equipment

Drive to state park

Set up camp

Cook, play, talk, 
laugh, hike

Family members 
learn about each 

other; family 
bonds; family has 

a good time

INPUTS OUTPUTS OUTCOMES
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Resources

The inputs 
dedicated 
to or 
consumed 
by the 
program

Activities

The actions 
that the 
program 
takes to  
achieve 
desired 
outcomes

Outputs

The 
measurable 
products of a 
program’s 
activities

Outcomes

The benefits 
to clients, 
communities, 
systems, or 
organizations

Program Goal: overall aim or intended impact

How? Why? So what?

Resources Activities

Certain 
resources 
are needed 
to run your 
program

IF you have 
access to 
them, THEN 
you can 
accomplish 
your 
activities

IF you can 
accomplish 
these 
activities 
THEN you 
will have 
delivered 
the services 
you planned

IF you have 
delivered the 
services as 
planned 
THEN there 
will be 
benefits for 
clients, 
communities, 
systems or 
organizations

Outputs Outcomes
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Resources
Primary Care Clinic 
Coordinator

Community Health 
Director

Staff therapist

Staff pediatrician

Medical providers 
(nurses)

Money for supplies

Activities
Training

•Develop curriculum

•Two one-hour 
didactic trainings to 
medical providers in 
behavioral health 
assessment

•One-on-one training 
to medical providers 
on behavioral health 

Outreach

•Order supplies for 
well-child packets

•Make up packets

•Distribute to parents 
at end of each visit

Outputs

Training

# of two-hour trainings 
held

# of one-on-one 
trainings held

# of medical providers 
trained

Outreach

# of parents/children 
receiving packets

Outcomes
• Medical providers 

demonstrate accurate 
behavioral health 
assessment, education 
and prevention activities

• More children receive 
high-quality behavioral 
health assessment, 
education and prevention 
activities during well-child 
visits

• Parents/children are more 
knowledgeable about 
behavioral health and 
caring for children’s 
behavioral health needs

• Reduced incidence of 
adverse behavioral health 
events in children at the 
community health center

Program Goal: To improve the behavioral health of low-income children who receive primary care in a community health center

• OUTPUTS:  
•Are the direct products of program activities and may include types, levels and 
targets of services delivered by the program.  An output is often a specific count of an 
amount of a service provided.

•INTERMEDIATE OUTCOMES:
•Are specific changes in a program participants’ behavior, knowledge, skills, status and 
level of functioning and are attainable in a shorter time period. These can also be 
changes in the organization, community, or system and obtainable in a shorter amount 
of time.

•END OUTCOMES:
•Specify a change that has occurred in the organization, communities, or systems that 
is significant, lasting, and as a result of the program.
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SUSTAINABILITY

• No funder likes to think that their grant will only fund a project for a 
short time. Before investing in your project, your funder will want to 
know your plans for carrying the project into the future, with or 
without this particular funder's help. 
• Make sure that your future funding section provides a solid and 
specific blueprint of how your agency intends to raise the money to 
continue operating its programs and continuing to serve its clients 
and community.

When the money runs out…
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BUGETS:  SHOW ME THE MONEY…
Direct Costs for Grants 

Direct costs for your grant are perhaps the most important component in your grant’s budget. They 
represent the funds you are seeking from the funding source. The costs described below are considered 
direct costs. 

Personnel: If your program requires that you cover staff costs, you will include that salary under the 
category “personnel”. If you are hiring new staff, determining the actual salary can be tricky. One place 
to start is by checking with similar organizations to find out what they are paying program employees. 
State whether wages are based on annual salary or hourly wage If hourly, show the breakdown of hours 
and weeks. Such as: $10.00 per hour X 40 hours per week X 52 weeks = $20,800) 

Fringe Benefits: Fringe benefits are those taxes and benefits that the employer must pay for an employee. 
They are primarily based upon gross salary and average about 21% to 29%. Fringe benefits that are 
required by law include FICA (Social Security and Medicare), FUTA (Federal Unemployment 
Taxes/Insurance), SUTA or SUI (State Unemployment Taxes/Insurance), and Worker’s Compensation (on-
the-job accident insurance). Other benefits include medical insurance and paid sick leave. When listing 
fringe benefits in your budget, be sure to note “Standard Government Fringe Benefits Package as 
Required by Law,” in case a reviewer does not know what fringe benefits include. 

BUDGET 
Travel: Many times travel can be included in the proposal’s budget. While travel expenses are a 

heavily scrutinized item, there are ways to get them approved. Make sure to provide clear 
formulas and documentation for why travel is necessary. Include the cost for a plane ticket, the 
cost of a hotel per night and the number of nights you will be staying, and a food allowance. Be 
sure and use realistic but conservative figures and avoid using round numbers, such as use $1,280 
instead of $1,000. 

Equipment: Funding sources often scrutinize the purchase of equipment. To help them understand 
equipment costs, provide them with documentation of the program need for the equipment. 
Equipment costs should be well defined and include specifications. For example, you might 
include a high–speed copier system to be used to reproduce reports and other documents for 
committees, staff members, and volunteers. You should explain how the copier will help you in 
administering the program. 

Supplies: Funding sources qualify or define supplies differently. Always check with the funding source 
before proceeding with this section. It is also important to explain how the supplies will assist in 
running the program. It is also helpful to break down supplies into categories such as general office 
supplies, educational and training supplies, and computer supplies.
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BUDGET
In-Kind Contributions: In-kind contributions are goods or services that are donated to the 

organization. These services/contributions can oftentimes be used as “match” by many funding 
sources. 

Examples of in-kind contributions include: 

• volunteers 

• use of a building and utilities 

• advertising 

• transportation 

• pro-bono professional services 

The value of these services or goods is estimated based on their “market value.” For example, a 
volunteer working in an unskilled position would be calculated at minimum wage dollar value. 
To indicate this in a budget, you might include a formula such as: 5 volunteers X $5.15 hourly X 5 
hours per week X 36 weeks = $4,635 In-kind contributions can impress reviewers as they present 
evidence of community support for the program. 

ADDITIONS

• Letters of support
• Assurances
• Board resolutions
• Supporting documentation
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DON’T RELAX!

• Be sure to submit on time and by the prescribed method.
• Organize your research for later use.
• Write thank you emails to people who wrote letters of support.
• Email the project officer and let them know it was submitted –

and say thanks!
• Set a follow up date for reviewing the proposal with your team.

Philip D. Atkins, PhD, LICDC, OCPC
drphil@mhrbuc.org


