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– Grant Proposal Planning & Prewriting 

– Writing Logistics and Core Elements 



• Planning and Seeking vs. Chasing the $$$ 

• Mission Match--It’s a proposal, not pasta! 

 

•Collaborate and Partner. 
•Who & What Resources? 

 

•Ideas First! 
•Start Early 



 
 • Read the RFP with a highlighter. 

• Read it again with a second color. 

• Cut and paste the questions into your 
target doc. 

• Make an attachment checklist. 

• Don’t cheat on format. 

• Use the scoring/rubric. 

• Know your reader. 

• Know the required signatory level. 

• Delegate to the experts. 

 



 
 • Parts of a Grant Proposal 

– Proposal Summary 
– Introduction of the Organization 
– Problem Statement (or Needs Assessment) 
– Project Objectives (or Benefits and Results) 
– Project Methods or Design 
– Project Evaluation (Outcomes) 
– Future Funding 
– Project Budget 
– Appendices 
 



• This comes first in the packet, but it should always 
be written last.  

 

Writing Logistics and Core Elements: 
Parts of a Grant Proposal 

• Should be clear and concise, 

about 3-4 paragraphs long, and 

may be written in the form of a 

cover letter. 

• Should contain all key 

information. 
 



• Write three versions 

• 1 page 

• 1 paragraph 

• 1 sentence 
 



Writing Logistics and Core Elements: 
Parts of a Grant Proposal 

• Include a brief biography of 
board members and/or key 
staff members. 

• List the organization's goals, 
philosophy, and track record 
with other grantors.  

• Also, share the organization’s 
success stories and 
achievements. 

This is your bragging sheet, so don’t be shy! 
 



 
• Be honest, but don’t be shy. 

• Maintain an agency/department bragging 
sheet and add to it every time something 
good happens. 

 

 



Writing Logistics and Core Elements: 
Parts of a Grant Proposal 

 
• This is where some of your major research comes into 

play. (Use your resources.) 
• Include a profile of the targeted population and a 

statement of the problem your proposed project plans to 
address.  

• The needs assessment is generally written in a top down 
manner, starting first with more general information and 
then narrowing down to the specifics.  

• (Yes, the funder probably knows about  the problem, but 
they want to know that you know, too.) 

 



 
• Evidence and Data 

• Current and Relevant 

 

• Include the strengths 

 

• Identify the gaps 
 



Writing Logistics and Core Elements: 
Parts of a Grant Proposal 

 
• Objectives should be clear and describe the goal of 

the project.  
• List the expected results or benefits of the project.  
• If the funder has specific criteria for the grant, 

these should be listed here with an explanation on 
how the project will meet them. 



 
 

 

• SMART Goals 

 

• Don’t over-promise results 



 
• The goal of the program is to make students 

better learners and improve their social skills 
and personal well-being. 

 



 
• The goal of the program is 

to improve student scores, 
support students through 
learning activities, and 
improve student social 
skills and well-being. 

 



 
The goal of the program during the 2012-
13 school year is to  
1) improve student scores on 

standardized academic proficiency 
tests by 5% 

2) improve report card grades in math 
and reading by a half step 

3) support and develop student strengths 
through a minimum of three fun 
learning activities each week 

4) enhance student social skills and 
physical well-being by providing sports 
and/or creative activities each week 
and a nutritious snack daily 



Writing Logistics and Core Elements: 
Parts of a Grant Proposal 

 

 
• This is the outline of the program.  
• List the tasks to be accomplished, and available 

resources.  
• A timeline may be used here, especially when outlining 

the start-up phase of a project.  
• Tasks listed here should tie directly into the goals of the 

project.  



 
• Innovate, but keep it simple. 

• How does the project meet the funder’s goals? 

• Avoid too much why & not enough how. 

• Use visuals. 

o Timelines  

o Tables 

 



Writing Logistics and Core Elements: 
Parts of a Grant Proposal 

 

• Funders want to know how you plan to measure 
your success. 

• List the evaluative methods and criteria that will be 
used to measure the effectiveness of your project.  

• Remember, these must be realistic and measurable.  

• These should tie directly to the project methods and 
objectives. 

 



 

• True evaluation that makes sense and can be 
accomplished 

• 2 Qs 

• Why it’s called a Logic Model 



Good attendance in program classes. 

VS. 

35 parents will attend 80% of classes and 
successfully complete the parenting educational 

curriculum. 



 
Students do better in school. 

VS. 

85% of participants improve their report card 
grades by at least a half step. 



Writing Logistics and Core Elements: 
Parts of a Grant Proposal 

 

• This may or may 
not need to be 
included. If the 
funder requires 
it, it is a must. 
But even if they 
don’t, if you have 
other resources 
for this project, 
they should be 
listed here.  

 

• This is where 
your 
sustainability 
plan goes. 

 

 



 
• Sustainability plan, whether 

they ask for it or not. 

• Leverage funding, whenever 
possible. 

• Express commitment.  

• Include match whenever 
possible. 



Writing Logistics and Core Elements: 
Parts of a Grant Proposal 

 
• This section could be a course of its own. If you have 

never created a budget before, get your finance folks to 
help you develop it.  

• Expenses need to be outlined in detail, but the budget 
itself should be broken out into categories such as salaries 
and benefits, travel, supplies, equipment, administrative 
costs (if allowed), contracts, etc.   

• Be sure to check on what type of budget your funder 
wants to see and what costs are allowed or disallowed. 
The budget must be consistent with the proposed project 
activities. 

 



 
• Match the budget to your activities. 

• Equipment is for accomplishing something. 

• No fluff! 

• Check, check & recheck the math. 

• Remember: The budget is a tool to get the job 
done. 



Writing Logistics and Core Elements: 
Parts of a Grant Proposal 

 

• This is where you put your staff resumes, letters of 
support, partnership agreements, and any other 
attachments the funder may have requested. 

• Include the contents of the appendix in your index. 

• When sending hard copy, it helps to separate these 
items with cover sheets, unless there is a page 
limitation. 



 
• Triple check all attachments. 

• Submit all requested 
information.  If something isn’t 
available, explain why. (If your 
audit will be ready next month, 
say you’ll send it then, but 
submit last year’s for now.) 

• Letters of commitment vs. 
letters of support. 

 



Key Writing Logistics 

  

• Match narrative headers to the RFP. 

• Use the funder’s language. 

• Enthusiasm beats dull and dry. 

• Be compelling—use human interest. 

• Maintain a narrative thread. 

• Use Google Scholar to identify information 
sources cited.  http://Scholar.google.com 

 

 

 

 

http://scholar.google.com/


Key Writing Logistics 

  

• Use a synonym finder, not a thesaurus. 

• No jargon or deadwood! 

• Include visuals and timelines. 

• Have someone outside the project read the 
narrative. 

• Get a proofreader. Better yet, get two. 

 



 



• Thank you for participating! 

• Please fill out the survey so that we can 
improve. 

• Contact me if you have any additional 
questions or suggestions. 

 

• Sharon Skinner, MA, GPC 
– sharon.skinner@mesaaz.gov  (480) 644-4202 

Credit where credit is due: This presentation was originally co-developed and 

presented in partnership with Elizabeth Wilkinson, BA, GPC and has been 

modified to suit this event. 

mailto:sharon.skinner@mesaaz.gov

