How to develop a Written Proposal

Once you have completed the Case for Support for a program or project, and you have identified one or more prospective donors – the people or organizations who have the appropriate interest, affiliation and resources to make a gift -- you can begin to prepare your proposal.

Before submitting a proposal (for a foundation, corporation, or individual), it is advisable to meet with the donor or an appropriate representative (i.e. Executive Director of a Foundation, Board members, corporate giving officer, etc.) about the possibilities of the gift, as well as asking which factors would influence their decision.

This helps you determine the donor’s needs and interests because you must know what they are and be able to link them to the gift request.  Frequently, this information is not available in a book, article, or directory and that is why you must meet with the parties involved before you submit a proposal.

A proposal can take many forms.  The desires and interests of the donor will dictate the contents of each proposal.  Foundations will often provide specific guidelines that must be followed, whereas an individual may have vague requirements.  You may want to emphasize or de-emphasize, certain features of the organization or the program in need of funding in response to the donor’s particular interests and needs.

The proposal need not be long; sometimes a page or two is all that is needed.  However, depending on the donor, extensive information can be required.  No matter how long it is, a proposal needs to be complete, but succinct; informative, as well as persuasive.  It must be written to the prospective donor’s needs and motivations, and yet, reflect your organization’s requirements and objectives.

It must effectively present the case for the prospective donor to make a “big” gift.  The proposal must describe the issues and their funding requirements, as well as stating how your organization is addressing those issues and the expected outcomes that will be derived from the “big” gift, plus the benefits to the community.

You must state the dollar request and the pay out conditions for the gift/pledge in the proposal.  The dollar request is frequently stated in the Executive Summary of a large proposal or at the beginning of a small proposal.  It should indicate the total amount and then the amount expected in each year of the pledge.

For more information, a Proposal Check List is enclosed.

PROPOSAL CHECK LIST
PROGRAM OR PROJECT NAME:
1. Executive Summary

      Have you provided?

· A clear and concise summary of the proposal on which a donor could base a decision if it were the only piece read.

· A description or overview of your organization.

· A summary of the issue, program and its objectives, and how you will achieve the    objectives.

· The cost of the total program.

· A description of what you are asking the donor to fund and the amount you are asking the donor to give.

· A listing of appropriate Recognition Opportunities (if appropriate).

1. Introduction and Background

(  This section sets up the proposal by briefly outlining the history of the program or service, background on who is served by it, and provides credibility to the request.      

2. Issues Definition

·  Has a logical connection between the issues and your organization been outlined?

· Have the issues/problems/challenges been supported or ”backed-up” by statistical evidence and/or statements by “authorities”?

· Are the issues/problems clearly defined and stated in terms of the clients’ needs?

· Have you shown that the issues/programs/challenges are solvable and that your organization has an obvious role to play in the solution?

4.  Program or Project Objectives: 

An objective should identify exactly which problem is to be addressed:  

· Are the objectives specific?

· Are the objectives measurable?  Are the objectives framed in terms of “how much” and “how many”?

· Do the objectives state the extent to which the problem or need will be solved?

· Do the objectives include a time frame with a specific date for each achievement?

5.  Program or Project Activities

Do the program’s/service’s activities?

· Flow naturally from issues and objectives.

· Clearly describe the program’s/service’s activities.

· State why each activity was selected.

· Describe the sequence and time frame of the activities.

· Describe the staffing of the program/service.

· Describe which clients are being served and, how they were or will be selected.

· Present a reasonable scope of activities that can be conducted within the time frame and according to the resources of the program.  A critical path is a useful tool for outlining a time frame.

     When explaining the activities, have you?

· Demonstrated your knowledge of the field; and explained why you chose this approach.

· Demonstrated the feasibility of the activities and have you provided an explanation as to why you chose them.

· Explained the cost-effectiveness of the program, ideally through a cost analysis – comparing the costs of delivering the program versus the costs of not.

· Provided benchmarks from outside of your organization -- from other    organizations that have looked at the same problems -- which will be used to      indicate the success of the program/service.

6. Evaluation

     Does the proposal?

· Present a plan or demonstrate how you will evaluate the program’s success or accomplishments.

· Tell who will be doing the evaluation and how they were chosen.

· Clearly state the criteria for success.

· Describe how the data will be collected.

· Explain how the test instruments/questionnaires will be used.

· Describe the process of data analysis.

· Describe the process for reporting the results.

7.  Future Funding

· Have you described how other funding will be secured, if necessary, to implement the program?

· Have you described the growth revenues from other fund raising activities?

· Have you described how the program/service will have a reduced reliance on any one source of funding due to future fund raising revenues?

8.  Budget

· Does the budget demonstrate a commitment to operate in a cost-effective manner and a realistic assessment of the financial resources required to implement the program?

· Is the budget should be as accurate as possible and based on sound research and reasoning?

· Do all expenses relate to the program activities and are they explained in the budget notes, which accompany your actual listing of expenses?

· Are the expenses itemized in categories with a complete list of accurately valued items within each category?

· Do the budgets include the dates and time frames of expenditures?

· Do the budgets include projected expense and projected income, by category?

9.  APPENDICES can include:

· A listing of the Board and senior volunteers, their professional affiliations and qualifications.

· The two or three most recent annual reports.

· The most recent audited financial statements.

· A copy of your organization’s charitable registration number.

· Pamphlets of printed information pertinent to your organization and/or the funding request.

· Newspaper articles with pertinent sections highlighted.

· Letters of appreciation or support.

· A Gift Table or Chart of Gifts.
Key factors affecting donation/funding decisions:
· The program or project must be compatible with the prospective donor’s funding interests -- this requires that appropriate research has been carried out to determine the prospective donor’s philanthropic interests, history of charitable giving, financial situation, relationships with key organization staff or volunteers and affinity to your organization. 

· The issue and program or project must be presented with compelling argument -- this forms the bulk of the proposal, from the issues statement through to the budget.

· The general effectiveness of the organization, as demonstrated by working within the mission and by setting and meeting goals.

· The unique role of the organization and its contribution to the sector and society in general, and the donor’s agreement that this sector and the issues it addresses are worthy of support -- this relates to the donor’s philanthropic interests and the types of programs/projects that the donor supports.

· The reputation of the organization in its sector and in general.

· Your ability to demonstrate a broad base of support -- i.e. that you are not just asking this one donor to fund the entire program.

· That the organization’s philosophical underpinning, which could include its operational principles, which are in harmony with the donor’s personal philosophies.

· The relationship of the person asking for the request with the donor.  Does this person have a personal relationship with the donor or does the donor know this person?

· Recognition and Naming Opportunities.
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