Writing a Grant Application for Funding: from www.ctb.ku.edu Community Tool Box Website
Outline for writing a grant application for funding (blank/generic application) 
COMMUNITY GRANT APPLICATION

BACKGROUND AND OVERVIEW

To help streamline the grant-seeking process, this generic grant application can be adapted by community initiatives to fit requirements of a number of different government agencies, foundations, and civic and corporate funders.

Be strategic. Make sure that the goals, objectives, and amount requested in your proposal match the criteria of the funder you are approaching. A cover letter should be included with each proposal, which introduces your organization and your request, and makes a strategic link between your proposal and the funder's mission and grant making interests. Information about many individual grant programs is available from each funder.

Important notes:
1. Please keep in mind that grantmakers have different guidelines, priorities, deadlines and timetables. In addition, funders may require a preliminary concept paper or request additional information at any stage in the proposal process. 

2. Know each funder's grant making philosophy, program interests, and criteria. 

3. It is important to follow specific instructions from the funder. 

4. Be aware of each funder's application process, including timetable and preferred method of initial contact. 

5. Include a cover letter that outlines the strategic link between your proposal and the funder's mission. 

6. If appropriate, develop your proposal using the format that follows. 



Resources:

· To identify potentially appropriate grant sources, see the "Links" to funder homepages on the Internet-based Community Tool Box (http://ctb.ku.edu/). 

· Call or write each grantmaker to obtain a copy of its funding guidelines and/or annual report. 

· To prepare your proposal, use the "how to" tools in the Internet-based Community Tool Box (http://ctb.ku.edu/). 



COVER SHEET

Grant Application




Title of Project or Initiative: ___________________________________________________

Grant application to:

Funding organization name ________________________________________ Date ___________





Information about the Applicant Organization

Organization Name _________________________________      Starting Date of organization _____

Address _______________________________________________________________________

City ______________________________________________ State/zip _____________________

Telephone _____________________ Fax ________________ E-mail _______________________

Name of Executive Director ____________________________  Telephone ___________________

Name/Title of Contact Person ___________________________ Telephone ___________________

Total Organization budget $ _____________________



	Is your organization tax exempt under
	Section 501(c)(3)?
	___ Yes ___ No

	 
	Under Section 509(a)?
	___ Yes ___ No




 


Primary category for the proposed project or initiative (check only one)

___ Community Health

___ Child/Youth Development

___ Education

___ Crime and Safety

___ Jobs/Economic Development

___ Other (specify)______________________





Indicate the organization's mission (1 sentence)
	____________________________________________________________________________

	____________________________________________________________________________

	____________________________________________________________________________






Geographic area(s) served

___City or town (specify)_____________________      ___County (specify) _________________

___Neighborhood(s) (specify)_______________________________             ___Regional/national

___Other (specify)______________________________________________________________







Identify the population that your organization serves (e.g., socioeconomic status, race, ethnicity, gender, age, physically/mentally challenged and language spoken)







Number of Staff in the Organization

Paid full time________________ Paid part time__________________ Volunteers____________

Interns_____________________ Other_________________________ Total________________



Grant Request

Title of Project or Initiative:_____________________________________________________

This request is for:

___General operating support

___Capital

___Other______________________________________________________________________







Amount requested: $___________________________

Summarize the proposed project or initiative (3 sentences or fewer)

	____________________________________________________________________________

	____________________________________________________________________________

	____________________________________________________________________________

	____________________________________________________________________________

	____________________________________________________________________________

	____________________________________________________________________________

	____________________________________________________________________________

	____________________________________________________________________________

	____________________________________________________________________________

	____________________________________________________________________________

	____________________________________________________________________________






Time frame (Month/Year) in which the funds will be used: From __________To __________







For requests other than general operating support, list other funding sources from which funding is requested.
	Funding source
	  
	Amount 
	  
	Status of request (date received/pending)

	________________________
	    
	________________________
	    
	________________________

	________________________
	 
	________________________
	 
	________________________

	________________________
	 
	________________________
	 
	________________________

	________________________
	 
	________________________
	 
	________________________






Budget for the Project or initiative (complete attached form if applicable)



Signature of authorized official ____________________________________     Date ___________

Title _________________________________________________________________________





BUDGET FORM

Budget for the period (Month/Year): From _____________________ To____________________





	Revenues (Other income)
	    
	Projected
	    
	Pledged/Paid

	 
	 
	 
	 
	 

	Government grants/contracts
	 
	$______________________
	 
	$______________________

	Corporations/foundations
	 
	$______________________
	 
	$______________________

	United Way
	 
	$______________________
	 
	$______________________

	Individuals
	 
	$______________________
	 
	$______________________

	Other (earned, special events, memberships, subscriptions, etc.)
	 
	$______________________
	 
	$______________________

	In-kind support
	 
	$______________________
	 
	$______________________

	Total revenue
	 
	$______________________
	 
	$______________________




	Expenses (Proposed Budget)
	    
	Year One
	    
	All Years

	Staff salaries and wages
	 
	$______________________
	 
	$______________________

	Administrative staff salaries and wages
	 
	$______________________
	 
	$______________________

	Payroll taxes
	 
	$______________________
	 
	$______________________

	Fringe benefits
	 
	$______________________
	 
	$______________________

	Consultants and professional fees (explain)
	 
	$______________________
	 
	$______________________

	Travel (lodging, meals)
	 
	$______________________
	 
	$______________________

	Equipment
	 
	$______________________
	 
	$______________________

	Supplies
	 
	$______________________
	 
	$______________________

	Duplication and printing
	 
	$______________________
	 
	$______________________

	Postage and delivery
	 
	$______________________
	 
	$______________________

	Rent and utilities
	 
	$______________________
	 
	$______________________

	Insurance
	 
	$______________________
	 
	$______________________

	Meetings and conferences
	 
	$______________________
	 
	$______________________

	In-kind
	 
	$______________________
	 
	$______________________

	Other (specify):

· ____________________________ 

· ____________________________ 

· ____________________________ 

· ____________________________ 
	 
	$______________________
	 
	$______________________

	Total expenses
	 
	$______________________
	 
	$______________________


 

Budget Justification (Justify why each type of expense is needed): PROPOSAL SUMMARY OR ABSTRACT (1 page)


1. Describe the community problem or goal to be addressed (see I.B. below). 

2. Describe the scope or level of the problem in this community (see I.C.). 

3. Describe the mission or purpose of this project (see I.A.). 

4. Describe the specific objectives of the project (see III.B.). 

5. Describe the strategies or methods to be used (see IV.D.). 

6. Describe capacities of the organization that will conduct the project (see I.D.). 

7. State the overall significance (and prospects) of the project (see VIII). 


PROPOSAL NARRATIVE (usually 10-20 pages)

I. INTRODUCTION
A. State the mission or purpose of the project or initiative.
B. Describe the community problem or goal to be addressed.
C. Describe the scope or level of the problem in the community.
D. Describe the organization's capacity to conduct the project by indicating:

1. The organization's mission or purpose:
2. Its clients or constituents:
3. Organizational development (how long has it been around, how it has grown, how has capacity been extended):
4. Resources and assets (e.g., people, financial, etc.):

E. Describe significant accomplishments of the organization and successes with related projects (if new, of members or staff in previous roles) (attach media reports in Appendix A, if available)
F. Describe support from and collaboration with other organizations (attach letters from collaborating organizations in Appendix B)
G. Describe how the unique capacities of the organization enable it to address the community problem or goal


II. STATEMENT OF THE COMMUNITY PROBLEM/GOAL AND CONTEXT
A. Statement of the Community Problem or Goal

1. State the community problem or goal to be addressed.
2. Document evidence of the problem, including data on the scope or level of the problem. You may use public records of community level indicators and/or community surveys.
3. Document evidence of community concern about the issue, including information from people affected by the problem, those responsible for addressing it, and reports from the media. (You may want to use public forums and focus groups. If available, attach media reports on the issue or problem in this community.)
4. State whom the problem or goal affects and how they are affected by it.
5. Describe how the problem or goal is linked to other related issues in the community.

B. Description of the Community

1. Describe the geographic area that defines the community (e.g., city or town, urban neighborhood, county), including the location and physical boundaries, total population, and other relevant characteristics (e.g., commercial/residential area, quality of physical environment, etc.).
2. Describe the community people who are the intended beneficiaries of the project and their relevant characteristics (i.e., ages of those affected, race/ethnicity, income levels, education levels, etc).

C. Analysis of the Problem or Situation (from the perspective of those affected)

1. Identify the basic conditions or root causes that may contribute to the problem or goal. Include which behaviors of whom need to change.
2. From the perspective of the professional literature and the experience of those affected, identify the risk and protective factors that may influence the problem or goal.

a. Describe personal factors that may increase risk or enhance protection related to the problem or goal. b. Describe environmental factors that may increase the risk or enhance protection related to the problem or goal.



III. PROJECT VISION, MISSION, AND OBJECTIVES
A. Vision and Mission

1. State the vision for the community related to the problem or goal. 2. State the mission of the project or initiative.

B. Objectives

1. State the overall objective(s) for the community project or initiative.
2. State the key behavioral objectives for the community project or initiative.



IV. METHODS
A. Targets of Change and How to Reach Them

1. Identify primary targets of change.
2. Identify secondary targets of change.
3. Identify universal approaches used to influence many or all of the people in the target group.
4. Identify targeted approaches used to influence those at higher risk for the problem or concern.

B. Overcoming Resistance and Barriers

1. Describe potential sources of resistance to the project, the forms it might take, and how resistance might be reduced.
2. Describe potential barriers to the project, the forms it might take, and how barriers might be removed or reduced.

C. Mobilizing Human and Material Resources

1. Describe the people who could potentially help address the problem or goal, the assets they could contribute, and how they might be engaged.
2. Describe material resources (e.g., money, equipment) which could potentially help address the problem or goal, the assets that could be contributed and how they might be used.
3. Identify the key stakeholders (those who have something to gain or lose by the efforts to address the problem or goal) and how they will be involved in the project.

D. Targets, Behaviors, and Strategies for Intervention

1. Outline the key targets of change (whose behavior needs to change to address the problem), which specific behaviors need to change, and the strategies to be used to change behavior. Summarize in the table below the comprehensive intervention strategy to be used to address the community problem or goal.

Strategies to be used in the Intervention
	Targets of change
	Behaviors to be changed
	Possible strategies

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


E. Action Plan for Community Intervention and Capacity Building

1. Outline the action plan (and time chart) for activities needed to implement the intervention in the community. Attach the plan in Appendix D.
2. Outline an action plan (and time chart) for activities needed to build the organization's capacity to be effective. Attach the plan in Appendix E.



V. EVALUATION PLAN
A. Overall Evaluation

1. Indicate what "success" will look like for the project or initiative.
2. Describe your criteria for judging success.
3. Describe the results you expect to achieve by the end of the funding period. 

B. Process Evaluation

1. Indicate how evidence will be gathered about whether the project was conducted consistent with the plan. Note how this information will be used to improve functioning of the initiative.
2. Indicate how evidence will be gathered about the relationship between the community interventions and outcomes of the project or initiative. Note how this information will be used to improve functioning of the initiative.
3. Indicate how information about satisfaction of stakeholders and collaborators with the project will be gathered regularly. Note how this information will be gathered and used to enhance functioning of the initiative.
4. Indicate how possible (negative) side effects of the project or initiative will be detected. Note how this information will be used to minimize those side effects.

C. Outcome Evaluation

1. Indicate how community-level indicators (e.g., estimated pregnancy rate; incidence of youth assaults; percentage of people who are overweight) will be used to determine whether the effort made a difference with the community problem or goal.

a. Be specific about how and when data will be collected to determine whether there is a difference over time (e.g., a trend analysis of the indicator over several years before and after the intervention or initiative).
b. Be specific about what comparison (group or community) will be used to help determine whether the effects were due to the intervention or something else (e.g., the same data will be collected with a comparison community and compared for both communities).

2. Indicate how the behaviors (or products of behavior) of key targets of change will be measured to determine whether the initiative had an effect on key behaviors.

a. Be specific about how and when behavioral data will be collected to determine whether there is a difference over time.
b. Be specific about what comparison (group) will be used to help determine whether the effects on behavior were due to the intervention or something else.

3. Indicate how community or systems change (e.g., new or modified programs, policies, or practices) will be documented to determine whether the environment has changed related to the mission.

a. Be specific about how and where data will be collected to determine whether there is a difference in the rate of community or systems change over time.
b. Be specific about what other information will be gathered to examine factors that may contribute to community change and possible relationships between rates of community or systems change and more distant community-level indicators.

4. Indicate how other things occurring in the community during the initiative will be documented to determine how they may have contributed to the observed effects or lack of effects.
5. Describe the evaluation products that will be produced. Indicate how often they will be produced, to whom they will be shown, and how they will be used to improve the ongoing functioning of the initiative.



VI. PLAN FOR FINANCIAL SUSTAINABILITY
A. Grant Funding: List other potential funders for the initiative or its programs (e.g., government agencies, foundations, United Way), indicating their specific priority areas that make them a good prospect for support.
B. Other Funding Strategies: List other strategies that may be used to sustain the initiative or its programs after the time period of this application. (see above)



VII. BUDGET AND BUDGET JUSTIFICATION
A. Proposed Budget

1. Provide a Budget Summary for all years for which funding is requested (see the Budget Form).
2. Provide a Detailed Budget for Year One of the proposed project (see the Budget Form).

B. Budget Justification

1. Attach a narrative statement justifying the request for each category in the budget (e.g., program staff, supplies) (see the Budget Form).



VIII. OVERALL SIGNIFICANCE AND PROSPECTS FOR SUCCESS
In one paragraph, state WHY this project should be done: a) at all, b) in this community, c) at this time, and d) by this organization.



IX. APPENDICES
Appendix A: Attach Media Reports about the Project/Organization and its accomplishments and successes.
Appendix B: Attach Letters of Support and Commitment from Collaborating Organizations.
Appendix C: Attach Media reports about the problem or goal in the community.
Appendix D: Attach the outline of the action plan and time chart for activities needed to implement the intervention in the community.
Appendix E: Attach the outline of the action plan and time chart for activities needed to build the organization's capacity to be effective.



Return to top 
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