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A Note on the Examples 

The examples have been excerpted from real proposals cited in the literature. They are not necessarily "perfect," but they were chosen because they illustrate the ideas outlined in this guide. Some have been shortened in the interest of saving space, and in the Time Lines example, one was adapted and reformatted to better illustrate the concept of a time line as a chart. 

The reader is encouraged to take a look at the books from which these examples are drawn (see References below) and other grant writing guides for further tips and suggestions on how to write a winning proposal. Most are available from your public library or through interlibrary loan. 

Abstract of Proposal

An Abstract is a brief summary of your proposal. 

Elements of an abstract:

1. It is brief and succinct. 

2. It describes your proposed project. 

Think of an abstract as an executive summary which provides a snapshot that captures the essence of your proposal without going into too much detail. 

Evaluating an abstract 

· Is it succinct--no more than a half a page at maximum? 

· Does it clearly identify your project for the reviewers? 

· Does it explain what you propose to do? 

Sample Abstracts

Elizabeth County has a sizable handicapped population (more than 1,000 persons). The Elizabeth County Consortium serves a small percentage of this population (less than 2%). It is the purpose of this proposal to establish a Handicapped Advocacy project that will enable a large number of the handicapped to be served by the consortium. 

The personnel for this project will gather data regarding the handicapped population in Elizabeth County as well as the services being provided to this group. The project personnel will develop a service delivery model to better serve the needs of the handicapped in Elizabeth County. Finally, the personnel will develop a resource manual for community college and human services administrators, outlining resources and a service delivery model. (Reference 1) 

Henry Street Settlement is proposing to operate a classroom training program in clerical skills and theater technology for 80 young people ages 16 to 21. Training will be provided for two occupations: secretary/ clerical (60 youngsters) and theater technicians (20 youngsters). The proposed program will concentrate on those youngsters having the most difficulty in obtaining employment. 

The two classroom training programs at Henry Street will target economically disadvantaged youngsters and provide them with meaningful skill development and training experiences, thereby enhancing their long-term job prospects and career opportunities. The program will provide skills training, work-role training, counseling and remedial instruction combined with the provision of occupational and educational information. The overall goal of the program is to assist disadvantaged youth to overcome the barriers to entering the world of work and to achieving job stability and advancement. (Reference 2) 

Needs Statement

A Needs Statement is a description of the present situation or problem which your proposal will address. 

Elements of a needs statement

1. It describes the problem clearly. 

2. It provides supporting evidence. 

Because the needs statement provides the context for your proposal, it should focus specifically on the problem you hope to fix, or the situation you hope to change with the grant money. 

Evaluating a needs statement 

· Does it describe the problem to be solved by the grant proposal? 

· Is it reasonable? 

1. Does it seem to be an accurate description of the situation? 

2. Is the situation fixable? 

3. Is the grantee the appropriate agency to take on this problem? 

· Is it persuasive? 

1. Is the situation or problem significant enough to warrant grant funding to deal with it? 

2. Have you documented the situation with statistics, studies, or observations that support your argument? 

Sample Needs Statements

According to Hughs and Sandler, 1986, 1988 (US Merit Protection Board, 1987), 50 percent to 85 percent of American women will experience some form of sexual harassment during their academic or working life. In New York, as in other states, small businesses are by far the largest employers of women, and thus disproportionately subject to claims of sexual harassment. 

Sexual harassment costs a typical Fortune 500 company $6.7 million per year. That is an average cost of $282.53 per employee. Meaningful, preventative steps to stop this abuse could be accomplished for approximately $200,000, a cost of only $8.41 per employee. To put this in perspective, doing nothing is almost 34 times more expensive. Here is a case in point... 

But if inadequate policies are considered to be the root cause of this harassment case, neither the Equal Employment Opportunity Commission, nor any other federal or state agencies have developed workable definitions of sexual harassment or specific guidelines on which to base their policies and procedures. This leaves both small and large companies without a reference point when the time comes to create their own harassment related policies. As we saw in the case above, the effect of creating inadequate policies and unenforceable procedures can prove to be very costly. Naturally, small businesses are particularly vulnerable given their limited resources. (Reference 3) 

The Need for Outpatient Housing. Each year many thousands of people travel to Manhattan for out-patient treatment as hospitals place more and more emphases on ambulatory care. Memorial Sloan-Kettering Cancer Center, for instance, estimates 80,000 out-patient visits annually by people living too far away to return home immediately after treatment. The expense of off-site food and lodging, not covered by insurance, can amount to hundreds of dollars a day for these patients and their family members who want to be with them. 

The need is for low-cost housing in a safe and centrally located neighborhood, with a supportive atmosphere similar to that provided for children by Ronald McDonald House. (Reference 4) 

Project Description

The Project Description is a description and justification of the proposed project. 

Elements of a project description

1. It describes the project you are proposing. 

2. It explains how the project will solve a problem. 

3. It explains why this project is the best approach. 

The description section is your opportunity to describe how you will solve the problem or ameliorate the situation you outlined in the needs statement. 

Evaluating a project description

· Does the statement describe the project to be undertaken with grant funds? Will someone unfamiliar with the situation understand what you are proposing? 

· Does the statement explain how this proposal relates to the problem you described in the needs statement? 

· Is the proposal an appropriate way to address the problem? 

1. Is it the best of several alternatives? In what ways? 

2. Is it cost-effective? 

3. Is it justifiable on other grounds? 

· Does the proposed project fall within the grant guidelines? 

1. Are the activities and expenses allowable? 

2. Does it meet the criteria or standards specified in the grant guidelines? 

Sample Project Descriptions

Hawk Mountain Sanctuary Association is seeking to reduce the loss of North American migratory birds by establishing a sanctuary. The proposed project will involve the identification and acquisition of strategically significant land, reaching from the Atlantic to the Pacific coast, located in Panama. Land would be selected based on the migratory paths of important species, as well as availability. Securing the safety of these migrating birds is, of course, the primary objective. However, establishing the sanctuary would also offer an opportunity to enlist the world community in preserving nature's flying resources. 

Establishing a sanctuary will require posting signs, fencing, building a residence for the caretaker, and the construction of a Visitors' Center. These activities will be completed in six months following the acquisition of the land. In conjunction with these activities, efforts to ensure community support will be undertaken.... 

The educational and recreational benefits of a sanctuary will be further maximized by developing nature trails, a visitor viewing center, and signage to increase visitors' appreciation and researchers' ability to identify transient bird populations. In support of this effort, volunteers will be recruited to assist with the banding of birds for identification purposes. ( Reference 5) 

The project will develop a plan to establish a women's resource center. The resource center will establish a tailored program to assist displaced homemakers with the transition into the workforce. The primary target population is the community's economically disadvantaged females. The project will provide services so the participants can receive appropriate training and obtain jobs to become self-sufficient. It will assist business, industry, education, service agencies, and government in identifying employment and its training needs and will create linkages with supportive services. (Reference 6)
Goals and Objectives

Goals

A Goal is a broad statement which describes a desired outcome. Goals are long-range and very general. 

Elements of a goal statement

1. The affected population or user group 

2. The effect to be achieved 

3. The means by which it will be achieved 

A goal should focus on outcomes: how a situation will be changed as a result of a successful project, not what a project will do. 

Evaluating a goal statement

· Is a statement a goal? 

1. Is it long-range? Does it describe an outcome rather than an activity? 

2. Is it general? Is it a "vision" of how things will be different as a result of a successful project? 

3. Is it (to some extent) timeless? A goal does not specify a deadline for completion, nor is it necessarily achievable. 

· Does the statement fit the mission of the institution? 

· Does the statement relate to the project being proposed? 

Objectives

Objectives are measurable results or targets to be reached on the way to a goal. 

Qualities of an objective (S.M.A.R.T.)

1. It is Specific. It tells exactly what kind of, or which, problem is to be addressed. 

2. It is Measurable. It tells exactly how much, how many and how well the problem/need will be resolved. 

3. It is Action-Oriented. It uses action verbs. 

4. It is Reasonable. It is a result that you can expect to achieve. 

5. It is Time-bound. It gives a specific date for its own achievement. 

An objective is a milestone that measures your progress toward your goal. It is a result, not an activity. 

Evaluating an objective

· Is the statement an objective? 

1. Is it specific? Does it specify a single result to be accomplished? 

2. Is it measurable? How will you know if it has been achieved? 

3. Is it an accomplishment; e.g., does it provide, increase, establish, conduct, etc.? 

4. Is it reasonable? Can the grantee realistically develop activities to achieve it? 

5. Is it short range? Does it include a date by which it will be accomplished? 

· Does the statement support the goal? Will achieving it move the grantee closer to the outcome envisioned in the goal? 

· Does the statement specify what and when and not discuss the "why" or the "how"? 

Sample Goals and Objectives

Goal: To ensure the availability and access to cultural experiences and opportunities for the residents and visitors to the Newport-Lake Sunapee region, over the next six months the Newport Opera House Association will develop a plan to preserve the Newport Opera House. 

Objectives: 

1. To identify and prioritize the physical needs of the Opera House by conducting a structural analysis.
2. To determine the cost of needed repairs to the Opera House by conducting a cost analysis of the structural report.
3. To determine the means for addressing identified structural needs by developing an implementation plan for structural renovation.
4. To determine the means for affording the implementation plan by developing a fund-raising plan. (Reference 7) 

Goal: The Scholarship Fund seeks to increase the ability of the community's at-risk youth to pursue higher education and achieve personal and community goals by enhancing its ability to raise and distribute resources. 

Objectives: With a one year period, TSF seeks:
1. To increase its capacity for decision making by involving the board in a strategic planning process which focuses on organizational structure and process.
2. To increase the number and size of scholarships given the community by 30% by developing a fund-raising plan for identifying and acquiring untapped financial support. (Reference 8) 

Grant Activity Plan and Timeline

An Activity Plan is a step-by-step outline of actions to be taken to achieve objectives. 

Elements of an activity plan

1. Who will do each step 

2. What will be done 

3. When each step will be done 

Action steps are specific tasks that must be done to achieve the objectives for the project. 

Evaluating an activity plan

· Are the steps clearly stated and specific? 

1. Are they a sequential list of activities that lead logically toward the objective? 

2. Do they indicate who will be doing each step? 

3. Are they time-related? When will each step begin? How long will it probably take to complete? 

· Will the activities achieve the stated objectives of the proposal? 

· Are the steps realistic? 

1. Is the responsibility for doing them assigned to appropriate staff? Do they have the knowledge, skills and abilities to perform the tasks assigned? 

2. Is the time line realistic? 

Sample Activity Plans (excerpts)

(See suggested time line formats to accompany activity plans) 

The planning process will involve four phases. First, engineering firms will be requested to submit bids to conduct a structural analysis of the Opera House. Bids will be reviewed and recommendations presented to the Board. This process will be completed within 30 days of grant approval. [note: this example is missing the "who will do" element] 

The second phase, we expect to be completed within thirty days, will entail the collection of information, preparation and submission of a structural analysis report by the engineering firm chosen in phase one. A complete analysis of the structural condition of the Opera House will be reported, with an emphasis placed on what repairs are most needed. The Building Planning Committee will review the report and summarize the findings in a report to the Board. 

Phase three will be devoted to determining costs. The first step of the Building Planning Committee will be to convene a panel of volunteer experts (engineers, architects, landmark preservationists, etc.) for a 3-hour cost analysis session. If additional information is needed, experts will be consulted on a 1 to 1 basis by committee members. This session will be scheduled to take place in the third month of the proposed project period. A report of the finding from this session will be presented by the committee chair to the board. ( Reference 9) 

Over the next calendar year, the Division of Women plans to develop and disseminate a prototype manual outlining sexual harassment policies and procedures for adoption and enforcement by small businesses as a method of reducing the incidence of sexual harassment of women. 

In the first quarter of the proposed project period, a team of two staff members from the Division of Women will conduct a survey of the local, state and federal courts as well as regulatory agencies throughout the state, to identify cases where policies and procedures have been identified as the root of a sexual harassment claim. The results of this survey will serve as the foundation for the Division's next step, to develop a prototype manual of clearly definable policies and enforceable procedures. 

The Division's planned manual outlining sexual harassment policies and procedures will be focused on businesses which employ less than 50 people. To test its usefulness, samples will be randomly distributed to small businesses within the Albany area, to selected courts, and to regulatory agencies. This one-month test will ensure that the Division has developed an inclusive and applicable set of policies and procedures. ( Reference 10) 

Sample Time Line Formats

Below are three examples of the same information in different formats. (Reference 11) 

	Action Step
	Who will do
	When will it be done

	Leaflet designed for publicizing lunch time workshops on sex and age discrimination
	the Committee
	Month 2-3

	Public service announcements mailed out to radio stations and community organizations announcing monthly job problems clinics
	the Committee
	Months 3-12

	One lunch time workshop held
	Consultant
	Month 3


	Month
	Activity
	By whom

	2-3
	Leaflet designed for publicizing lunch time workshops on sex and age discrimination
	the Committee

	1st Tues. each mo., starting mo. 3
	Public service announcements are mailed out to radio stations and community organizations announcing the starting monthly job problems clinics
	the Committee

	3
	One lunch time workshop held
	Consultant


	Activity and Person Responsible
	Month

	
	1 
	2 
	3 
	4 
	5 
	6 
	7 
	8 
	9 
	10 
	11 
	12 

	Leaflet designed for publicizing lunch time workshops on sex and age discrimination (the Committee)
	
	x 
	x 
	
	
	
	
	
	
	
	
	

	Public service announcements mailed out to radio stations and community organizations announcing monthly job clinics. (the Committee)
	
	
	x 
	x 
	x 
	x 
	x 
	x 
	x 
	x 
	x 
	x 

	One lunch time workshop held (Consultant)
	
	
	x 
	
	
	
	
	
	
	
	
	


Evaluation Plan

An Evaluation Plan is a description of the method by which the project will be monitored and evaluated. 

Elements of an evaluation plan

1. It outlines the criteria against which progress will be measured. These criteria may be the stated objectives of the project. 

2. It identifies who will be evaluating the project. 

3. It specifies at what points the evaluation will be conducted. 

Evaluation may be of two kinds: 

· ongoing monitoring during the project to be sure that the project is on target 

· measurement of the final achievement to be sure that the objectives have been met. 

Evaluating an evaluation plan

· Is it really a plan that outlines how you will evaluate progress toward your objectives? 

1. Will carrying it out tell you whether you have achieved your stated objectives? 

2. Will carrying it out tell you whether you were able to follow your original plan of action; and if not, why not? 

3. Will carrying it out tell you whether you completed your project on time and within budget? 

4. Will carrying it out tell you whether your project has made a difference? How much closer to your goal are you now than when you began? 

· Is your plan realistic? Can your evaluator actually implement it? Do you have the instruments you need to capture the data? 

· Is your plan appropriate to your project? Does it measure what matters? Is it too ambitious or grandiose for the project? 

Sample Evaluation Plans

The evaluation of the program will consist of four assessments:
(1) Student registration figures over the first year of operation will indicate attractiveness of the sequence;
(2) Student evaluations at the end of each course will assist instructors and the Program Director in adjusting methods and objectives;
(3) Responses from the outside experts will focus on the worth of their participation in Phases II and III and the overall merit of the program from their perspective; and 
(4) Program faculty will conduct self-assessment through individual reports during all three Phases and in an evaluative workshop session at the end of each course. ( Reference 12) 



Project staff will collect and compile survey responses regarding available harassment policies and procedures to document the first activity conducted for this project. The results of this survey will be used to prepare the prototype policies and procedures manual. 

Once developed, the prototype policies and procedures manual will be submitted to the granter at the same time it is distributed for testing by the business and regulatory community.... 

Results from the test sampling will be documented, and the manual will be revised to reflect respondents' questions and comments. A copy of the revised manual will be forwarded to the granter, and when completed, at least 2,000 copies will be printed and available for distribution to small business employers. 

Records of the number of participants at workshops will be maintained by the trainer/ consultant, and a pre- and post-workshop questionnaire will be administered to those who attended. The responses to these questionnaires will enable the Division to understand the impact of its program. Summaries of the evaluations and attendance records will be submitted in a report at the end of the project year. This year-end summary will also include a report on the number and length of consultation efforts with individual businesses. ( Reference 13) 

Proposal Budget Section

A Budget is a plan for using money. 

Qualities of a grant budget

1. It should be realistic. 

2. It should include only eligible expenses. 

3. The total should be within the grant maximum. 

Follow the grant guidelines carefully in preparing your budget. Be aware that grant money will rarely cover everything: your institution will also be making a commitment if your proposal is accepted -- though that commitment may be in staff time or in resources other than money. 

Evaluating a budget

· Are the estimated costs reasonable? No one expects a proposed budget to be accurate to the penny, but it should be realistic. 

· How detailed is the budget? Provide enough detail to show that the grant money will be spent for eligible items that relate directly to the project. Where requested by the grantor supply unit costs. 

· All items listed in the budget must be justified in the proposal. 

· Are the expenses listed on the appropriate lines of the budget form(s) provided by the grantor? When in doubt as to where to list a specific line item, call the grantor and ask. 

· Does the budget add up correctly? Did you use the same figure wherever the grant application asks for the total amount that you are requesting? 
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