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About Project Writing

 “Success is the ability to go from one 
failure to another with no loss of 
enthusiasm”

Sir Winston Churchill (1874-1965)



What makes a good proposal ?

 A well-prepared application should 

require minimal effort on the part of 

the reviewer.

 Proposals must demonstrate high 

scientific quality.

 The requested funds must be in 

proportion to the proposed project 

(cost-effectiveness).



Writing your proposal

 Allow plenty of time to prepare your 

proposal. A good starting point is to 

write a one-page summary of the 

whole project. This may take a while 

to get right, but once completed it 

will serve as an invaluable tool for 

writing your full proposal.

 Use your proposal to show the need 

and then fill the gap.



Give Yourself Enough Time

 First submission from New 

Investigator (9 months to Plan; 2 

months to write)

 Senior Investigator (9 months to 

Plan; 1 month to write)



Preparing to Write

 READ THE INSTRUCTIONS
Take note of Fonts, Lines/inch, Insert Formatting

 Review YOUR data

 Identify basic conclusions

 Impact of the results on the field

 Are your results important and novel?

 Be CRITICAL! Everyone is “In Love” w/ 
Their Own Idea

 Formulate hypothesis

 Begin an outline



Personnel

 Will you need additional expertise?

 Consultants- provides advice

 Collaborators-provides critical reagents

 Co-investigators- receive salary to execute

critical experiments.  Local expertise 

preferable

 Need letters from ALL of these 

individuals

 Need their CV



The ABCs of Sitting Down To Write

 The grant is NOT written in the ORDER it is 
Read

 START with your EXISTING DATA

 Do you have a clear STORY to tell?

 Identify a HYPOTHESIS

 Formulate  SPECIFIC  AIMS

 Think of Aims as the 3-4 manuscripts that will

 be generated from the funded project.

 ORDER of Sections to Write:  Specific 
Aims>Preliminary Results>Experimental 
Design> Methods>Background> Abstract
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Grant Writing in a Nutshell

Begin w/

YOUR

Data

Title



Writing your proposal

 Present your proposal in terms of the 
aims and objectives of the funder and 
not just your own – make it clear how 
you will be helping them to fund their 
priorities.

 Consider the questions the funder 
will be asking: Why fund you ? Why 
fund this ? Why now ? ... and make 
sure that the proposal answers them 
with minimum effort!



Writing your proposal

 Be aware that you will have limited to 

no opportunities to answer queries 

arising from a reading of your 

proposal.

 Consult the funders website and read 

carefully the call for research 

proposals as well as the criteria 

against which your proposal will be 

judged.



Writing your proposal

 Although it is the content that matters, 
good presentation is often crucial to 
making your proposal readable to 
reviewers and to hold their interest.

 Use diagrams and tables to add clarity;

 Bullet points and sections can break up 
text;

 Keep to page, word and font size 
restrictions; and

 Activate the spell checker while writing.



How to structure your proposal ?

 Check guidelines carefully – failing to 
meet the funder’s format and 
specifications is one of the most 
common reasons for applications being 
rejected.

 A common proposal structure normally 
consists of: title, abstract, background, 
aims and objectives, methodology, work 
program, resources, outcomes (outputs 
& dissemination), budget and  project 
management.



Key Elements of a Proposal

 Cover Letter (If required)

 Objectives

 Background

 State-of-the-art, Innovation

 Work Plan

 Time table

 Consortium

 Budget

 Management

 Milestones
 Deliverables



When Do You Include a Cover Letter?

 Use a cover letter for proposals to 
corporations and foundations, if they 
clearly ask for one.

 Attributes of a Good Cover Letter

 Your cover letter should be: 

 • brief 

 • get to the point quickly 

 • should not simply repeat the 
information that is in the proposal 

 • should tell the reader how well you 
understand the funder and how your grant 
fulfills the funder's requirements 



Formatting Your Cover Letter

 Follow these basics and you can't go wrong: 

 1. Use your organization's letterhead. Put the 
same date on the cover letter that is on the 
completed grant application. That is the date the 
application will be sent to the grantor. This will 
make all the documents in your proposal 
package consistent. 

 2. For the inside address (goes at top of 
letter)use the foundation or corporate contact 
person's name and title, followed by the funding 
source's name, address, city, state, and zip code. 
Double check this information with a telephone 
call or an email. Such information changes 
frequently, so make sure you have the current 
name and address. 



Formatting Your Cover Letter

 3. In your salutation, use "Dear" plus 
the personal title (Mr., Ms., Mrs., Dr., 
Messrs., etc), followed by the last name. 
It is very important that the letter be to a 
particular person. Call the foundation or 
corporate office to make sure you have 
the right person and the right personal 
title.

 These things may seem like minutiae, 
but success can turn on attention to 
such details. 



Formatting Your Cover Letter

 4. Your first paragraph should be short and 
focused. Introduce your organization (its legal 
name) and tell the funder how much money you 
are requesting and why. Include a sentence or 
two about what your organization does, and then 
include one research-based point that shows 
there is a need for what you are proposing. 

 5. Write one or two more paragraphs that are 
very brief and succinct. State your organization's 
purpose and how it fits with the funder's mission 
or funding priorities. Include the fact that 
university president/responsible council is in full 
support of the project. 



Formatting Your Cover Letter

 6. End your letter with a final, 

summarizing paragraph. Include a 

thought about what this funding 

partnership can mean for your project's 

target audience. 



Now, the proposal!



Title: 

 This is the first impression the reader 

gets. The title should be short and 

clear, and the reviewer should be able 

to understand from the title the 

intentions of the research. 

 A catchy title posing a question or 

including an apparent contradiction 

or acronym may be more easily 

remembered by a reviewer.



How to Write the Executive 

Summary of Your Grant Proposal

 The Executive Summary Is the Place to 
Hook the Reader

 A well written summary invites the 
reader of your grant proposal to read 
further, and delivers, succinctly, the 
meat of what you are asking for. 

 Here is where you convince the grant 
reviewer that your proposed program is 
important, and make sure that the 
reviewer understands the need for the 
program and the results that are 
expected from it. 



Summary

 The summary may be the hardest part 
of the proposal to write because it 
demands both completeness and 
brevity. 

 The summary requires the writer to 
capture the most essential elements of 
each component of the proposal, in a 
condensed style--yet in a way that will 
capture the reader's attention and 
distinguish this proposal from the rest 
of the pack. 





Some tips for writing your summary: 

 Identify the key points in each section of 
your proposal and include only those 
points in the summary. 

 Emphasize the key points that you know 
are important to the funder. Highlights 
those points that fit with the grantmaker's
own priorities. 

 Be consistent. Don't introduce new 
information at this point. Only use 
information that has already appeared in 
some part of your proposal. People may 
read the summary first and find that this 
point is never mentioned later.



Some tips for writing your 

summary: 

 Use these questions to flesh out your 

summary: 

 o What is your organization's 

identity and mission? Identify 

yourself clearly. 

 o What are the proposed projects 

title, purpose, and target population? 



Some tips for writing your 

summary: 

 Describe the specific need that will 

be addressed and how the objectives 

to be achieved. 

 o Why is the project important? 

 o What will the project accomplish 

by the end of the time period 

specified? 



Some tips for writing your 

summary: 

 Why should your organization do this 

project (as opposed to any other 

organization)? 

 o 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.



Background Information

 •This is a review of relevant previous 
work

 –Cite previous work similar to what you 
are proposing. 

 –Show that you know what you are 
proposing because you are 
knowledgeable of the-state-of-the-art.



Background Information

 Show how your project:

 –extends the previous work

 –avoids the mistakes or 

shortcomings of earlier work

 –is unique



Background Information

 •Be careful in your use of language. Minimizes the 
use of

 –Jargon 

 –Confusing language

 –Trendy words (4 you), 

 –Abbreviations 

 –Colloquial (gonna, wanna) expressions

 –Redundant phrases



Background Information/Statement of the 

Problem 

 •Show that your proposed work is 

definitely needed and should be 

funded

 –You will need to substantiate your 

claims with data and references



Background Information/Statement of the 

Problem

 •You should address the following 
questions

 –What are the pressing problems that 
you want to address? 

 –How do you know these problems are 
important? 

 –What other institutions similarly 
consider these needs to be major? •



Background Information/Statement of the 

Problem

 Check to see that the potential funding agency is 
committed to (or at least interested in) the same 
problems that your proposal is addressing

 Show how the problems you are addressing will 
help the potential funding agency in fulfilling 
their own goals and objectives.

 As you write, keep the funding agency in your 
mind as a "cooperating partner" committed to 
the same concerns that you are.



Background Information/Statement of the 

Problem

 Show any special reason that your 

organization is uniquely suited to 

conduct the project

 –Geographic location, expertise, prior 

involvements in this area, close 

relationship to the project clientele, 

etc.



Background Information/Statement of the 

Problem

 In the following sections of the proposal, it 
is important to refer back to the needs 
you've identified in this section

 –show how your methods will respond to 
these needs.

 –An excellent small step that can occur 
prior to requesting funding is a need 
assessment that you conduct (survey, 
interviews, focus groups, etc.).



Background Information/Statement of 

the Problem

 It is advantageous to show that you 

have already taken some small steps 

to begin your project (preliminary 

data).

 –Write up your need assessment as a 

short report, cite the report in your 

proposal, and include a copy with the 

proposal.



How to Craft a Need Statement

What is the need that this project will 

address? 



Needs Statement

 The need statement is fundamentally 
important since this is where the funder 
will agree or not agree that the 
proposed project meets an important 
societal need.

 Characterized by both quantitative data 
and stories (qualitative data) that 
illustrate the need you propose to 
address, the need statement is really 
the key to unlocking the door of your 
grantor's interest. 



 It must be easily digestible. Use the KISS 
principle (keep it sweet and simple). Avoid jargon 
and make it easy for the reader to get what you 
are saying. 

 • It should avoid circular reasoning, a common 
error in grant proposals. 

 circular reasoning is 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." 



Tips for writing the need 

statement

 1. Use statistics that are clear and that 
support your argument. If there are 
statistics that do not support your 
argument, explain why you want to ignore 
them. 

 2. Use comparative statistics and 
research. Citing a research group that did 
something similar to your proposal and its 
beneficial results makes a strong case for 
your proposed actions. 

 3. Quote authorities on your topic. Include 
names and the sources so the information 
can be verified. 



 4. Document all your data. If you collect 
data from the Internet, be sure the 
websites you reference are reputable 
and the links are current. 

 5. Use stories but anchor those stories 
in the bedrock of hard data. A well-
supported need statement that also 
includes effective stories is a winner. 

 6. Provide a sense of urgency. Help the 
funder understand why the funding is 
important now. 



How to Write Goals and Objectives for Your 

Grant Proposal

 What is a goal?

 A goal is a broad statement of what you wish to 
accomplish.

 Goals are broad, general, intangible, and abstract. 

 A goal is really about the final impact or outcome that 
you wish to bring about. In the case of goals for a 
grant proposal, make sure they are linked back to 
your need statement. 

 To more effectively "hook" grant reviewers, use 
visionary words in your goals. Try words such as 
decrease, deliver, develop, establish, improve, 
increase, produce, and provide. 

 An example of a goal is: "Decrease the degree of 
malnutrition among young children in rural areas.



What is an objective?

 A goal is only as good as the 

objectives that go with it. 

 The objective represents a step 

toward accomplishing a goal. 

 In contrast to the goal, an objective is 

narrow, precise, tangible, concrete, 

and can be measured. 



Preparing Objectives

 You should keep the following in mind when 
preparing your objectives: 

 • State your objectives in quantifiable terms. 

 • State your objectives in terms of outcomes, 
not process. 

 • Objectives should specify the result of an 
activity. 

 • Objectives should identify the target 
audience or community being served. 

 • Objectives need to be realistic and capable of 
being accomplished within the grant period. 



Example Objective

 An example of an objective that 

would go with the sample goal above 

is: 

"By the end of year one, provide 125 

mothers with a 2-hour training 

program that will provide health and 

nutrition information." 



Tips for writing good goals and 

objectives

 • Tie your goals and objectives 

directly to your need statement. 

 • Include all relevant groups and 

individuals in your target population. 

 • Always allow plenty of time to 

accomplish the objectives. 



Tips for writing good goals and 

objectives

 Do not confuse your outcome 

objectives for methods. 

 Figure out how you will measure the 

change projected in each objective. If 

there is no way to measure an 

objective, it needs to be changed. 

 Don't forget to budget for the 

evaluation (measurement) of your 

objectives. 



Projects Details: Methods

 There should be a very clear link 

between the methods you describe in 

this section and the objectives you 

have previously defined. 

 Be explicit and state exactly how the 

methods you have chosen will fulfill 

your project's objectives



Methods

 The funding agency will examine your methods 
looking for:

 –what is new in your proposal

 –what is unique or innovative. 

 –the applicability of the proposed method to the 
solution 

 •Clearly indicate how the methods allow the 
outcomes of your project to have value beyond 
your own project. 



Tips for Writing the Methods 

Section of Your Grant Proposal

 Grant Proposal Methods Support 

Your Goals and Objectives

 Once the goals and objectives of 

your grant proposal are in place, you 

need to walk the grantor through the 

methods you will use to achieve 

those goals and objectives. 



Guidelines as you write your methods 

component for your grant proposal. 

 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 
the project field you are proposing. This is 
not "dumbing" it down, but making it 
crystal clear. 

Guidelines as you write your methods 

component for your grant proposal. 



Guidelines as you write your methods 

component for your grant proposal. 

 Once the methods section has been written, look 
at it again and ask these questions: 

 • 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? 



Projects Details: 

Staff/Administration

 •Describe the roles of the different people 
associated with your project and the importance 
of each.  This is especially needed if they have 
the same last name as you !.

 –The validity for what you are proposing is 
directly related to the people who will work with 
the project.

 –How each of the roles are essential to the 
success of the project



Projects Details: 

Staff/Administration
 So what do you say about your key people? 

 –Include their name, title, experience, and 
qualifications. 

 –The descriptions of your personnel should let 
the funding agency know that you have excellent 
people who are committed to the project. 

 •Funding agencies often like to see team work



Project management

 This might not be required for small 
projects. 

 However, for projects in which several 
partners are involved sufficient 
information has to be provided on how 
the project will be managed

 This means timescales, milestones, 
communication, criteria to measure 
progress, how crisis situations and 
conflicts will be handled, etc.



Projects Details: Staff/Administration

If you will be using a Steering 

Committee (Advisory Committee, 

Governing Board, etc.) to assist in 

your project, describe how it will be 

organized and who will be included



Steering Committee

 –A Steering Committee can be politically very 
helpful to you and your project. 

 –You can enlist the support of a variety of other 
agencies/organizations by placing a 
representative of these agencies/organizations 
on your Steering Committee.

 –A viable Steering Committee can suggest to a 
funding agency that  the project has strong links 
to the community or other stakeholders.



Available Resources

 •It is very impressive to the funding 
agency if local resources have already 
been contacted and plans to include 
them in the project have already been 
made. 

 –Letters from local resources 
supporting the project (included in the 
Appendix) are an excellent addition to 
the proposal.



Available Resources

Provide a brief description of the 
facilities that will be used for the 
project.

 –Lab space

 –Equipment

 –Technical support



Available Resources

Consider describing existing facilities as in-kind 
contributions to the project. 

 –free access to classrooms

 –meeting space at a libraries

 –project room in a local office building

 –lab equipment and computing facilities

It can be helpful to indicate how much additional 
money the funding agency would have to provide if 
these facilities were not donated



Needed Resources: Personnel

 Identify the people who will be paid 
from the grant

 –Include short descriptions of each 
of them 

 –Make sure that the people are ideally 
suited to conduct the research



Needed Resources: Personnel

 Instead of having all full-time staff on 

the project, consider having a 

number of part-time staff

 •Make sure you notify people who 

you identify in your Personnel 

section and receive their approval 

before you send in your proposal.



Needed Resources: Facilities

 Identify any facility that you need for 
the project

 •Show why it is not reasonable to 
assume that these facilities should 
exist in your research institute

 •Justify the cost of the new facilities



Needed Resources: 

Equipment/Supplies/Communication

 •List the equipment needed for your 

project. 

 –Be aware that funding agencies are 
usually much more willing to provide 
funds for the support of personnel 
and consumables than they are to 
support the purchase of equipment



Types of equipment that may be needed for a 

funded project:

 •Laboratory and field equipment

 computer/monitor/printer (for general project support) 

 •tape recorder (for recording interviews, dictating reports, 
etc.) 

 •video cassette recorder and television monitor (for 
recording project activities, documenting change, etc.) 

 •telephone or video conferencing equipment 

 •photocopy machine 



Needed Resources: 

Equipment/Supplies/Communication

 •Whatever you purchase on the project, should be 
solely used in the project (at least don’t tell anybody)

 •Find the actual cost of the equipment you need. 

 –Guessing the cost can be challenged by the funding 
agency

 •Be sure to include supplies such as stationery, 
postage, word processing software, and pencils/pens

 •Coffee, cups, cakes or other "supplies" for morning 
and afternoon breaks are usually not funded



Needed Resources: 

Equipment/Supplies/Communication

 •The more open you are and willing to help 
others learn from your experiences the more 
likely a funding agency will be interested in your 
proposal.

 –Plan on hosting some form of workshop on the 
area of research is a good way to publicly 
recognize your funding organization. 

 –Invite someone from the funding organization to 
attend the workshop so they can hear what 
others think about the investment they have 
made.



Evaluation (Monitoring) Plan

 Evaluation Is a Key Component of Any 
Grant Proposal

 A key question any grantor will ask of 
an organization applying for funding will 
be, "How will you know your idea 
worked?" 

 Evaluating what worked and what didn't 
will be crucial for your funding and for 
your project. What impact do you 
expect to achieve and how will you 
evaluate it? 



Evaluation (Monitoring) Plan

 •Describe how you will decide whether or not your 
project has been successful and has achieved its 
objectives

 •The Evaluation Plan will tell the prospective funding 
agency how you will be going about showing them at 
the end of the project that their investment in you was 
a good one.

 •If you plan to use a survey or questionnaire to help 
in evaluating the success of your project, you may 
want to include in the Appendices a draft of what you 
are considering for the questionnaire/survey.



Evaluation Plan

 •Include formative evaluation and 

summative evaluation

 –Formative evaluation: feedback  on the 

project while it is being conducted

 –Summative evaluation: whether the 

project fulfilled its proposed objectives



Evaluation Plan

 •Create a summative evaluation plan if you have 
done a good job of clearly stating your project 
objectives or expected outcomes.

 –Make direct reference to your objectives and 
need evaluation in your evaluation plan.

 –The reader of your proposal will now be hearing 
the same message repeated in different sections 
of your proposal



Tips for Writing the Evaluation Section 

of Your Grant Proposal

Decide if you are going to do an 
internal evaluation with your own 
staff, or if you want to hire outside 
expertise to conduct your evaluation. 
Foundations often allow nonprofits to 
designate 5-10% of the total project 
budget for evaluation. 

 • Before you design your evaluation, 
consider the reasons to do an 
evaluation. 



Tips for Writing the Evaluation Section 

of Your Grant Proposal

 Make sure the evaluation component 

of your proposal connects with the 

proposal's objectives and methods. If 

those objectives and methods are 

measurable and time-specific, the 

evaluation will be easier to design. 



Tips for Writing the Evaluation Section 

of Your Grant Proposal

Ask yourself these questions as you develop the 
evaluation section of your proposal: 

 1. What is the evaluation's purpose? 

 2. How will you use the findings? 

 3. What will you know after the evaluation that 
you didn't know before? 

 4. What will you do as a result of the evaluation 
that you couldn't do before because you lacked 
the relevant information? 

 5. How will the clients and community served be 
better as a result of the program? 



How to Write the Sustainability 

Section of Your Grant Proposal

 No funders like 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. 



How to Write the Organizational 

Information Section of Your Grant Proposal

 The Organizational Information 

Establishes Credibility

 This section of your proposal needs 

to be just as succinct as the rest. 

Stick to the information that will 

establish your organization's 

credibility and ability to accomplish 

the goals of this project. 



What you should consider including in the 

organizational information section: 

 • The full, legal name of your organization and its 
legal status. 

 • Your location - the headquarters plus other 
operating sites. 

 • The history of your organization. Your mission 
statement, when the organization was founded, who 
founded it, for what purpose, and the community 
and/or clients it serves. 

 • A summary of your programs. 

 • Your organization's position and role in the 
community. Mention any collaborating partners in 
your community. 

 • How your organization is unique. Explain why 
your services do not overlap with other similar 
services. 



What you should consider including in the 

organizational information section:
 Your organization's most important achievements 

that relate to this proposal. Include any awards or 
special recognition your organization has received. 
Consider using a bullet format to lay out these 
achievements in an abbreviated way. 

 • Very brief summary of the need statement. 

 • Financial information such as overall budget and 
annual donations. Past and current funding from 
other sources. 

 Remember this is all about reassuring the reader that 
you are the organization best suited to carrying out 
the proposed project. Don't include information here 
that is presented elsewhere in the proposal, unless it 
is in very abbreviated form. 



Work Plan

 This depends quite a 
lot on the requests by 
the different donors, 
but it should always 
include:

 The necessary steps 
and the logics of their 
suite,

 A clear schedule that 
can be verified







Milestones

 Milestones are important time cuts in 

the life cycle of a project ! e.g. the 

end of a project´s phase

 “Not every deliverable has to be a 

real milestone.” “Not every milestone 

is connected with a deliverable but 

most times they are.”



Milestones



Getting Your Grant Proposal Budget Right

 Budgets for Grant Proposals Are 

Simple Once You Know the Basics

 For many writers of grant proposals, 

the budget component can be very 

intimidating. However, knowing some 

basic principles of writing grants, 

such as how costs are presented, can 

make writing a grant less stressful. 



Budget Preparation for Grants

 Present your grant budget in a way to make a 
very good impression on the reviewer. 

 • Print it on a new page 

 • Align figures properly 

 • Double-check your figures 

 • Include column headings, such as: 

 • Budget Category, Requested Funds, 
Local Contributions, and Project Total 

 Organize your budget so it is easy to read 
and understand. 



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. 



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 27%. 



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. 

 Sometime per diems are an easier and more 
justifiable approach to costing travel.



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, laboratory 
supplies, educational and training 
supplies, and computer supplies. 



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 

 • donation of books 

 • transportation 

 • pro-bono professional services



Indirect Costs for Grants

 Indirect costs for your grant 

(“overhead”) are costs associated 

with administration and facilities. 

Such as: 

 • Building costs 

 • Insurance 

 • Utilities 



Indirect Costs for Grants

 Usually a percentage of total direct 
costs can be reimbursed by a funding 
source only if an indirect cost rate has 
been negotiated and approved by the 
grantor. 

 Before including an indirect costs 
category in your budget, make sure you 
thoroughly read the RFP and Grant 
Guidelines. It will tell you know whether 
or not indirect costs apply to the grant 
program. 



Putting it all together

 Put everything together with your 

cover sheet and a cover letter. You 

may need to have your CEO and/or 

the Board President sign the cover 

sheet or letter. 

 You do not need a fancy binder, but it 

should all be neatly typed and free of 

errors or coffee stains.



Appendices

 •Appendices should be devoted to those aspects of your project that 
are of secondary interest to the reader. 

 •Examples of Appendices Items:

 –Dissemination Plan-An important aspect of your proposal is your 
plan for disseminating information of/from the project to others 

 –Time Line-A clear indication of the time frame for the project and 
the times when each aspect of the project will be implemented. Try 
creating the time line as a graphic representation

 –Letters of Support-Funding agencies would like to know that 
others feel strongly enough about your project that they are 
willing to write a letter in support of the project. 



The review process

 • Expert assessment: Traditionally 
applications will be assessed by 2 to 3 
reviewers selected from the pool of 
experts.

 Reviewers will make an independent 
assessment of the scientific quality of 
the proposal.

 To be selected for funding at least 2 of 
the 3 reviewers should provide a 
positive assessment.



• 

What are reviewers looking for ? 

 – High scientific quality;

 – Proposals that meet the funder’s 
priorities or fill a:

 knowledge gap;

 – Novelty ad timeliness;

 – Value for money;

 – A clear and well thought out approach; 
and

 – An interesting idea – catch their 
attention!



Awards committee 

 Ranks the submitted proposals on the 

basis of the reviewer’s reports. 

 Their operation and procedures can 

be very variable from funder to 

funder. They might for policy reasons 

of the funder deviate from the 

reviewer’s assessment.



Allocation of funding

 • Position in the ranking is important – it 

could mean the difference between 

success and failure. Proposals are often 

ranked into the following categories:

 – Fund;

 – Fundable;

 – Invite resubmission (used by some 

funders); or

 – Reject.


