
Table of Contents 
Introduction ...............................................................................p ages 4-5 

Chapter One: Planning ..............................................................p ages 6-23 

Worksheet: Project Evaluation Checklist ................................ Page 9 

Worksheet: Prioritizing Projects ....................................... .....p age 1 0  

Worksheet: Long-Term Plans ..................................... age 11  

Chapter Two: Grants and Funders ............................................ p a g e  24-45 

Worksheet: Researching Public (Government) Grants ............. page 31 

Worksheet: Researching Private Funders ............................... age 32-34 

Worksheet: Sample Query Letter .......................................... page 43 

Worksheet: Networking List .............................................. ....p age 4 4  

Networking Opportunities .................. ......... .......................... page 4 5  

Chapter Three: Writing the Grant ............................................p ages 46-95 

Worksheet: Evaluation Checklist ........................................... page 67 

Worksheet: Dissemination Ideas and Tips .............................. age 6 8  

Worksheet: Budget Checklist ................................................ page 6 9  

Worksheet: Budget Worksheet ..................................... age 7 0  

Sample Curriculum Vitae . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  ages 74-75 

Worksheet: Writing Checklist ................................................. age 7 6  

Sample Grant Proposal ......................................................... ages 86-95 

Chapter Four: Submitting the Grant ......................................... page  96-105 

Worksheet: Proposal Tracker ................................................ p age 102  

Worksheet: Rejected Proposal Assessment ................ ...........p age 103 

Worksheet: Future Plan ...................................................... page 104  

Worksheet: Grant Writer's Self-Evaluation ............................ .page 105  

Chapter Five: Managing the Grant ............................................ p a g e  106-1 09 

Worksheet: Management Evaluation ................................. ....p age 109  

Chapter Six: Funders of Educational Grants ............................ pages 11 0-119 

Overview of Grant Terms ..........................................................p ages 120-1 22 

Additional Online and Print Resources ..............................p ages 123-1 27 

Published by Frank Schaffer Publications . Copyright protected . 3 0-7682-3078-0 Grant Writing Made Easy I 



What exactly is a grant3 In aw m 7:s -~:r:-oftt organizations need to 
apply for 501 (c)(3) nonprofit ?d:s wr ye - + P a  go~emment. Public schools 
fall into a special nonprofrt SQ:S ?IT ?CUT T?,, are different than other 
nonprofit organizations W h t ~  2 r c : r  ;*lO; a, Toney, you are entering into a 
contract with that funder to &-r bz6 . res  as you have set out in your grant 
proposal. 

Why a grant? The funds frorr: yap:: ,czn ZiIOtv you to offer your studerlts arld 
faculty programs and tra~nlng tha! rnlc!~! not be rrlade available any other way. 
A ~ I  effective grant funded project car! give you the tools to create meaningful 
change in the llves of your students that the school or community could not 
otherwise accomplish. This can be both an exciting and overwhelming prospect. 

Grant writing can be an intimidating process. Some funders require you to read 
through pages arld pages of detailed instructions (and yes, you need to read 
every page). Federal grant applications tend to fall into this category. Other 
funders provide a paragraph or two of very general information. Individual donors 
often do not have any formal processes at all, requiring you to contact them 
through a query letter process. Some funders give you the option of submitting 
30 pages of information; others want you to summarize your program in five 
pages or fewer. A federal grant application can be as many as 40 pages! 

Where does this leave you? The good news is that all grants have some basic 
elements in common. Once yo11 understand the fundamentals that all grants 
share, the process becorrles much easier. You will complete a sirnilar process for 
all grants that you write, tailoril-lg each proposal to a specific funder. 

For example, some funders only support medical research, while others orlly 
support educational programs. Obviously, you need to target appropriate furlders. 
The second part of this is that some furlders require a rnore formal tone than 
others. Does this mean you need to alter your program according to each 
furlder? No. Your program will remain true to the needs you are trying to 
address. What it does mean is that you need to conduct careful research and 
emphasize the elements of your program that will appeal to your chosen funder. 
Show how your project meets the needs of the funder and the programs they 
prefer to support. 

But before we get too far ~n!o ?e ~m=ess. W us revlew a few "musts" to keep 
in mind before begining. 
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When seeking educational grants. remember that teachers are very important in the 
process. Teachers must be involved and must be stakeholders in the project. One or two 

I 
teachers are not enough to carry a grant successfully in the school setting. Multiple -1 

teachers need to be involved, and commltrnent to the project needs to be 
obtained before a grant is developed. Use your grant committee to help 
involve teachers and inform those who are not directly involved il-I the grant 
writir~g and developing process. Explain the importance of the project and the 
projected outcomes. Also consider developing a culture that encourages 
grant ideas. In the downtimes, encourage personnel to be thinking of and 
making notes for future grant projects. These can be reviewed and I 
by the formal grant committee. 

Pam #/a 6mR1 
Although the order of some elements may vary, a general outline of a grant 
includes the following. 

1 

Abstract of Project: A brief overview of the project 

Included in the Narrative 1 
Title: The name of the project i 
Project Summary: Introduces the project (also referred to as Summary of 7 

Project, Project Description, Project Overview, Discussiorl of Project, etc.) 

Statement of Need: Detailed information on why the project sho~~ld be funded (also 1 
referred to as Problem Area, Justification, Rationale, Critical Impact Statement, 
Definition of Need, Defense, or Assessmer~t) 

Goals and Objectives: Goals of the project and how they will be met 4 

Project Methods (Activities): Methods used to meet objectives 1 

Timetables: Total length of project, including essential milestones A 

Evaluation of Program: How outcomes of project will be evaluated 

Dissemination, Utilization, ar~d Sustail-lability: Sharing results with 
others and contir~uatior~ of project 

Budget: Detailed outlrne of expenses 

Other Items That May be lncl~~ded in the Narrative or in the Addenda 

Facilities and Equipment: What is needed and where the project will take place 

Personnel: Who will be involved in the propct and their qualifications 
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There are five main Foundam Center libraries throughout the United States. 

Iead~uamp8 
NEW YORK 
79 Fifth Avenue11 6th Street 
New York, NY 10003-3076 
Tel: 21 2-620-4230 
w. fdncenter: org 
New York Library home page: www.fdncenter:org/newyork 

Bern 8ffes 
ATLANTA 
50 Hurt Plaza, Suite 150 
Atlanta, GA 30303-291 4 
404-880-0094 
Atlanta Library home page: w. fdncente~ org/atlanta 1' 

C 
m 

CLEVELAND 
1422 Euclid Avenue, Suite 1 600 
Cleveland, OH 441 15-2001 
21 6-861 -1 934 
Cleveland Library home page: w.fdncenter:org/cleveland 

SAN FRANCISCO 7 

31 2 Sutter Street, Suite 606 
San Francisco, CA 941 08-431 4 
41 5-397-0902 \ 
San Francisco Library home page: www.fdncenter:org/sanfrancisco 1 

WASHINGTON 
1627 K Street, NW, Third Floor 
Washington, DC 20006-1 708 
202-331 -1 400 
Washington, D.C., Library home page: www.fdncenter:org/washington 
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