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	COVER PAGE
	
	
	

	Descriptive title
	
	
	

	Name of funder
	
	
	

	Requested amount
	
	
	

	
	
	
	

	TABLE OF CONTENTS
	
	
	

	Page numbers for each section
	
	
	

	
	
	
	

	COVER LETTER
	
	
	

	
	
	
	

	EXECUTIVE SUMMARY
	
	
	

	1-2 paragraphs on the problem
	
	
	

	1-2 paragraphs on the solution
	
	
	

	Description of your organization
	
	
	

	Funding request
	
	
	

	
	
	
	

	STATEMENT OF NEED
	
	
	

	Benefits are quantitative
	
	
	

	Benefits are based on statistics
	
	
	

	Clearly shows who/what has a need for project
	
	
	

	Clearly shows who/what will benefit
	
	
	

	Shows relationship to other efforts
	
	
	

	
	
	
	

	PROGRAM PLAN
	
	
	

	Objectives:
	
	
	

	Are quantitative
	
	
	

	Are realistic
	
	
	

	Will be easy to evaluate
	
	
	

	Relate to grant guidelines
	
	
	

	
	
	
	

	Method/Evaluation:
	
	
	

	Clearly shows what the project will entail
	
	
	

	Provides justification for methodology
	
	
	

	States who will do what
	
	
	

	States when it will be done
	
	
	

	States how success will be evaluated
	
	
	

	
	
	
	

	Timeline:
	
	
	

	Delineates the projected start and completion dates for each activity
	
	
	

	Easy-to-read format
	
	
	

	
	
	
	

	Staffing:
	
	
	

	Includes all key individuals
	
	
	

	Includes job descriptions of people to hire (if applicable)
	
	
	

	
	
	
	

	Budget:
	
	
	

	Outlines costs in sufficient detail
	
	
	

	Only shows costs that relate to the proposal
	
	
	

	Seems reasonable and well planned
	
	
	

	Shows the full worth of the project
	
	
	

	
	
	
	

	ORGANIZATIONAL DESCRIPTION
	
	
	

	Mission statement
	
	
	

	History of organization
	
	
	

	Expertise of staff
	
	
	

	Other programs and key successes
	
	
	

	Biographies of board members
	
	
	

	
	
	
	

	CONCLUSION
	
	
	

	Recaps key details
	
	
	

	Addresses emotional aspect of the project
	
	
	

	
	
	
	

	APPENDICES
	
	
	

	501(c)(3) letter
	
	
	

	Staff and board biographies (if appropriate)
	
	
	

	Any information required by the funder
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