A PROPOSAL WRITING GUIDE





The idea:


-Is it clearly and briefly defined?


-Does it mesh with the goals and mission of the organization?


-Does it have the support of the staff and the organizations as a whole?


-Is it a significant and appropriate project for the organization?


-Has the audience been determined and their willingness to participate polled?


-Have you defined the goals or outcomes of the project?


-Have alternative solutions been considered and a rationale developed for why this is the best  


possible solution?


-How will you evaluate the end results?





The proposal:


-Do you have the foundation’s requirements:  guidelines, applications, format of submission, etc.?


-Has the foundation’s statement of need or interest been carefully read?


-Has enough time been left to write the proposal and have it processed by the foundation?


-Has all the supporting information needed to write and justify the proposal been gathered?


-Has the means to type and print the proposal been arranged?


-Have proofreaders and co-writers been lined up?





The project problem:


-Do you show a clear and thorough understanding of the problem or need?


-Is your statement focused with clear parameters on what is included and excluded?


-Have you documented sufficiently to prove the need for the project and the money to carry it 


out?


-Will your project be reproducible elsewhere?


-Does it make the reader want to read on?





Objectives:


-Have you clearly stated what you want the end result to be?


-Do the objectives flow logically from the problem?





Method/Solution:


-Do your procedures match up with your objectives?


-Is your methodology suited to the problem, environment and resources?


-If the idea for the solution is new to the community or in the field, have you shown why it should be more successful than the present method?


-Is your procedure described in terms for the layperson to understand?


-Have you used graphs and tables to reduce the amount of space needed to convey the information?


-Is your approach technically sound?


-Has the project’s time frame been clearly defined?














Staff:


-Have the roles and responsibilities of the staff been defined?


-Have their qualifications been outlined?


-Have you shown how unidentified staff or consultants will be chosen?


-Who will fill in if key staff members become unavailable?





Facilities:


-Where will the project be conducted?


-Is there anything special about the site or equipment available which should be noted?


-Are special facilities or equipment needed for the project?  Will the foundation be funding them?





Evaluation:


-Who will evaluate the project, how and why?


-Will data outside the project be needed to evaluate it?  How will it be gathered?


-Do the projects procedures produce measurable outcomes?  If not, how will success in meeting objectives be measured?


-If an independent evaluation is necessary, who will carry it out?





Budget:


-Does your budget show all the project costs and their funding sources?


-Does it clearly identify what items the foundation is being asked to cover?


-Is the budget presented in the format preferred by the foundation, if they have specified it?


-Does the budget match the foundation’s areas of interest (i.e.: don’t ask for building funds, if they           


don’t make capital grants)?


-Have you adequately explained the reason for unusual items?


-Is the budget tight, neither too high nor too low?





Submission of the proposal:


-Will you make the deadline?  (does it match your timetable?)


-Has all the paperwork required been collected and filed?


-If multiple copies are needed, are they prepared?


-Has it been proofread?


-Has it been signed by the appropriate staff and administration?


-Do you know the reviewers schedule for processing and acceptance?


-When and how will you learn of the grant being given?


-Have you thought of how you could cut funds if asked?  Can you cut the budget?


-If funded, what must be done to set the project in motion?


-If the proposal is turned down, what information can you get from the foundation, which would


improve and strengthen the proposal?


-If denied funding, who will you approach next?











