Grant Writing 101

How to Avoid the Top Twenty Reasons Proposals Fail

1. Submit it on time. At the beginning of the proposal writing process, determine how you are going to submit (by regular mail? overnight delivery? hand deliver? on-line?) and when you have to have it signed, packaged and out the door. Work your timeline back from the target submission date.

2. Follow funders’ guidelines EXACTLY on proposal content, format, length, attachments, etc.

3. Organize proposals into the distinct sections described by the funder.

4. The proposed project needs to have significance for the funder.

5. Demonstrate how your project is a priority for the funder. It looks like you haven’t done your homework, if you apply for a project that is outside the scope of the foundation/ funding/agency.

6. Make sure your proposal is complete.
7. Thoroughly describe the need your project will address. Demonstrate that your organization understands the problems and the issues.

8.  Make sure your organization has the capacity to successfully implement the project and manage the grant before applying.

9. Clearly explain how the project will be carried out.

10. Make sure your budget matches the project you are proposing. Include all appropriate expenses. Too low can be as bad as too high.

10.1  Double check to make sure the numbers add up properly. If you change a number in budget, make sure you change it in the narrative. 

11. The costs need to justify the benefits.

12. Explain your rationale for using the methodology or approach chosen for the project. 

13. Explain how you will overcome obvious constraints for the successful implementation of your project, if there are any.

14. Describe lessons learned from previous projects, or the efforts of others.
15. Include beneficiaries in the process of identifying needs and solutions, if possible. This can be very powerful for many funders.

16. Work plans need to be specific, describing what activities are to be done, why, how, when, by whom and in what sequence.

17.  Make a realistic timeline for your project implementation.

18. Clearly describe management responsibilities implementing and managing grant.

19.  Write clearly and succinctly. Avoid flowery language and wordy paragraphs. Keep the proposal as short as possible and still cover all the information requested.

20.  Proofread it and have someone else proofread it. A document free from errors demonstrates an attention to detail and quality of work.

Formatting Tips

From Grant Proposal Makeover by Cheryl A. Clarke and Susan P. Fox

These are some guidelines, if the funder does not specify format:

· Use one-inch margins on plain paper stock. 

· Use 12-point font in a standard style such as Arial or Times New Roman. (10-point is the minimum, if you have to use it for space reasons, but it is more difficult to read.)

· Bullets, bold type and italics can enhance readability, but don’t overdo it. Aim for a clean, uncluttered look.

· Use charts and photos sparingly, and only if it contributes to the clarity of your proposal.

· Send only the attachments requested.

· Do not include fancy bindings, newsletters, CDs or videos – anything that is not easily photocopied.
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