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Fundraising Fundamentals

Part 6 – Preparing and Submitting a Proposal

Elements of a Proposal

These are the basic elements you can include in a proposal for support. Tailor to your organization’s needs.

Cover Letter

· Identify organization submitting the proposal including brief description of your organization's mission/history, if necessary. Set the stage for the proposal. 

· Briefly summarize the project, what you are asking them to do to support it, and
your organization's role 

· Provide contact name and phone number; commit to your follow-up 

· Signed by director (may be co-signed by board chair or member, if there
is a relationship to the funder) 
· Following a meeting with the donor’s program officer, you need to write a proposal and cover letter. The cover letter should identify your organization and include a brief description of its mission and history. Briefly summarize the project and your request for funding. Always provide a contact name and phone number. The letter should be signed by your executive director and, if possible, co-signed by your board chair or trustee (this is particularly wise if one of them has a relationship with the donor).

Proposal Cover Letter

Dear

Since 1992, the ABC Foundation has provided leadership and financial support for (your organization’s program) in Anywhere’s Eastside neighborhood. ABC’s investment is making a difference in the lives of the residents who make their home in Eastside. There are many visible signs that the quality of life is being positively affected by efforts to change systems that were not working.

The lessons learned in Eastside help to guide all of your organization’s neighborhood revitalization efforts. And, we are using information technology as the vehicle to disseminate the lessons of transformation. Technology allows us to leverage our experience and expertise beyond a single program and disseminate it to assist community-based organizations working in our state’s poorest urban areas and rural neighborhoods.

We are deeply grateful for the past support of the ABC Foundation and respectfully request a three-year $75,000 grant to: 1) deepen our work in three program areas that are crucial to ensuring the sustainability of transformation efforts in the Anywhere neighborhood — education, employment and economic development, and community building — and to evaluate our progress in achieving program outcomes; and 2) expand our use of information technology in order to share what we are learning with practitioners in urban and rural communities throughout the state.

ABC and (your organization’s name) share a deep commitment to building the capacity of disenfranchised individuals, families and communities. Thank you for partnering with us to make our vision a reality in neighborhoods and communities striving for self-sufficiency.

Sincerely,

(This sample serves as a guideline only. To be most effective, customize it to your organization.)

Proposal Cover Letter

Request for Restricted Funds (Focus on Education)

Dear

Thank you again for meeting with me and (names of participants) on (date). As we discussed, I am enclosing a proposal to (their name or name of their organization) for support of (name of your organization)’s work in (name of city or neighborhood).

(Name of neighborhood) is (name of city)’s first neighborhood transformation initiative. All of the problems that plague inner-city neighborhoods across the country are magnified in this 50-square block community of 7,000 residents:

1.
Of the 3,452 households, 50 percent have incomes under $11,000 and 25 percent have incomes under $5,000.

2.
Of the 4,534 units of housing, 79 percent are in substandard condition, 800 are vacant and only 20 percent are occupied by owners, not rental tenants.

Education is critical to ensuring the sustainable transformation of (name of neighborhood) and the improved quality of life for all of its residents. Low educational achievement and poverty are inextricably linked. Without significant improvements in the educational system, the chances that the children of (name of neighborhood) will escape the cycle of poverty are severely limited.

(Include a brief description of how the program specifically addresses the problems in the educational system and a brief statement of desired outcome.)

We respectfully request a grant of $__________ (in year or over how many years) from (name of prospect) to support the transformation of the educational system in 

(neighborhood name). We are requesting the use of these funds as a portion of the entire three-year program budget. Your commitment will allow us to leverage the support of other donors to implement this systemic change. We will act as a fiscal agent for the grant to ensure that the funds are devoted to the work outlined in the proposal.

If you would prefer to support specific aspects of the project, we hereby request that you consider the following priorities: (specify)
We deeply appreciate your consideration of the proposal, and look forward to working with you to affect the transformation of the educational system in this community.

Sincerely,

Enc: (Enclose the full proposal with relevant attachments, such as a budget.)
(This sample serves as a guideline only. To be most effective, customize it to your organization.)

Cover Page

· Present name of prospect (Proposal to …), project name (if applicable), your
(organization) name and date 

Table of Contents and List of Attachments

Executive Summary (Often best to write it after you have finished the proposal) 
· Limit to one page or less 

· Include introductory statement of the problem 

· Briefly explain how the project or program deals with the problem; include
experienced and/or planned results 

· Link to goals/priorities of funder 

· Describe how this program or project represents a unique response to the
problem; what sets it, or your organization, apart from others? At least one sentence on your credibility. 

· Total budget and amount requested 

Challenge Statement

· Precise statement of problem and underlying causes. Include documentation but do not present a picture of "doom and gloom"- Show the potential and opportunities that their support will create 

 

· Demonstrate seriousness of the problem in a positive way: How many people are affected? What are the likely consequences if the problem is not corrected? 

· Briefly connect your organization as unique in helping address the problem 

Proposal Request

· Ask for a specific amount of support 

Description of Organization

· Briefly describe your organization nationally and the structure of the local program,
including partners and population served (History, mission, goals/objectives,
structure, scope of service) 

· Describe other programs and activities. Include accomplishments 

· State why your organization is interested in the subject area of the proposal 

· Identify other sources of support (including non-financial) 

· Mention recognition received from others (can use direct quotes) 

· Convince the reader of your credibility, professionalism and ability to responsibly
manage the funds requested 

Program Narrative (Be aware of using technical language and jargon)
Goals 

· Identify what you want to accomplish. Include target population. 

· Connect to underlying causes of problem, so it becomes obvious why achieving the
goal will ameliorate the problem 

· Be realistic 

Objectives 

· Define specific, concrete and measurable related outcomes 

· Identify who is responsible for them 

· State dates by which they will be accomplished 

· Link to the goal; how does achieving each objective contribute to achieving the
overall goal and reduction in the problem? Why is your organization suited to accomplish them? 
Methods (Activities) and Timetable 

· Describe how you will accomplish each objective. If there are historical
accomplishments to help build the case, include as part of discussion. 

· Personnel needed; staffing requirements; qualifications; job descriptions 

· Facilities, equipment, materials needed 

· Describe how program will be administered. How will it be coordinated with your
other activities? Scope of activities should be reasonable within timeframe allotted. 

· Describe involvement, if any, of target population in the activities 

Evaluation 

· Criteria and procedures 

· Who will be responsible 

· When will evaluation be conducted (address how you will assess your progress as
well as measure "final" results) 

Budget 

· Include itemized budget. Justify all cost items 

Future Funding 

· What will be necessary to keep program going 

· Identify potential resources and how you plan to secure them 

(Note: Goals, objectives and methods may be organized differently around program areas - i.e. list community services as program area and discuss goals, objectives, methods etc., within context of program) 

Attachments (Supporting Material) 

· Tax Exemption Letter - 501 (c)(3) 

· Audited financial statements 

· Budget - operating and projected for each year of anticipated funding 

· Letters of support 

· Resumes of key personnel 

· List of board members 

· Any relevant printed materials; i.e. annual report 

· Other requested information 

Some Proposal Writing and Presentation Tips

 
· Your case is bigger than your organization. It’s about a vision for the future, how and why you can help realize that vision, and offering your prospect an opportunity to make an investment that will have a realistic "return".  

· People (and organizations) give to people and opportunities, not your needs. (There is plenty of need out there; funders are looking for an opportunity to make a difference). Keep this perspective in mind as you develop your proposal. 

· Stress your successes, not your "distresses." Communicate a winning attitude. Don’t present your financial difficulties; invite investment in a solid program or activity. 

· Key words: achievement, accomplishment, performance and success. 

· Use active verbs and, wherever possible, present (not future) tense. 

· Avoid adjectives, acronyms and technical language. 

· Avoid unsupported assumptions. Prove points and assertions with facts. Don’t assume the funder knows anything about your organization; don’t assume that documenting the existence of a national problem is sufficient to prove its existence in your community. 

· In your cover letter, statements such as "We know you are committed to …." Or "We know you will find this proposal …." May be viewed as patronizing. Avoid them. 

· Proposal Executive Summary is easier to write after you have written the rest of the proposal. 

· Introduction to your organization 

· Find a good opening line - perhaps a strong quote or testimonial statement. This is your first opportunity to "hook" the reader. Make it interesting! 

· Don’t drone on about history or organizational structure. 

· Balance statements about your organization's philosophy with documented achievements. 

· Problem Statement 

· Avoid circular reasoning, such as "The problem is the lack of a community health center. Our objective is to create a community health center by building a community health center adjacent to the middle school." 

· The problem statement should refer to your target population, i.e., who will benefit? 

· Don’t make assumptions: document the need you allege exists. 

· Goals and Objectives 

· Objectives are problem-related outcomes, described in words like ("to increase," "to decrease.") Modify with measurable criteria: to increase by five, to reduce by 25 percent 

· Goals are long-range benefits, stated in broader terms. 

Following Up On Your Proposal

Following up on your proposal is critical in the solicitation process.

1. One to two weeks after submitting your proposal:


Person designated in cover letter should call to:

· Verify receipt 

· See if the funder requires additional information 

· Suggest meeting to further discuss proposal; set time 

· Determine when decision will be made 

Note: If the proposal was sent as a follow-up to a meeting, another meeting may not be necessary. It will depend upon your relationship with the donor; the nature of the initial meeting; and other factors specific to the situation. 

2. If the funder requests a site visit:

· Involve any other staff that will be instrumental in carrying on the work for which funds were requested 

· Invite advisory board chair and/or other members who might have a relationship 

· If you provide lunch - it should not be elaborate 

3. If the proposal is turned down:

· Thank the funder for their consideration 

· Ask is you can review the proposal with them to better understand why it was not reviewed favorable 

· Notify all involved in solicitation 

· Keep the donor on your mailing list and continue to cultivate 

4. If you are approved:

· Donor may request modifications to the budget. Negotiate and follow-up with a letter confirming anything agreed to over the phone 

· Send thank you immediately upon written notification of grant approval (one day turnaround) 

· Confirm what they expect in terms of publicity or what they will agree to 

· Thank you is addressed to whomever signs the notification letter on behalf of the funder. If you have worked with someone else, such as a program officer, cultivate that relationship by thanking that person as well for his/her guidance, assistance, etc. 

· Have donor review and approve any press release about the grant award prior to release 

· Before any public announcement, be sure to notify all involved in the solicitation. Also use this as an opportunity to communicate with your board and to treat them like insiders - don’t let them read about your success in the newspaper. Send a letter or memo to all board members 

5. On-going Management

· Add to your tickler file required updates, reports, etc. 

· Be sure you deliver what you promise …. And more! Try to exceed the donor’s expectations by being a terrific steward of their investment. 

Comments

· If during the duration of the grant period, you need to revise anything to which a commitment was made in the proposal, you must generally contact the funder first 

· In addition to any required reports, look for others ways to communicate with your donor. Send copies of publicity … testimonials … or anything that demonstrates the effectiveness of the project. Continue to cultivate and strengthen the relationship to increase your prospects for future support. 

The Solicitation
Summary

 

I.      Be Prepared
· Do your homework! Research, and know as much as possible about your
donor. 

· Know what it is you need, and what you’re asking for. 

· Be able to link your request to the donor’s interests and priorities. If they want to
know, "What’s in it for me," be prepared to tell them! 

· If possible, do a preliminary visit to establish a personal relationship and "test the
waters". 

· If requested to do so, prepare a letter of inquiry. 

· Determine the most strategic solicitation team. 

· Set up the appointment. Confirm by letter. 

· Agree on strategy and roles of each participant: What are you asking for? What is
the appeal to this funder? Who will open? Who describes the program? Who
decides when the time is right to ask, and who will do the asking? Who will be
designated to follow up? 

· Do a background briefing for all members of the solicitation team. 

· If possible, do a "dry run" before the meeting. 

II.      Do It

· Ask for their involvement, commitment to a specific amount, or for their willingness
to review a proposal. 

· If they make a commitment …. re-state what you understand they committed to 

· If they ask for or agree to review a proposal: 

· try to narrow down what they are interested in 

· commit to getting back to them within a specific time period and state who they can expect to hear from. 

· If they resist or respond negatively by giving "excuses," try to counter their
argument and get them to agree to look at a proposal. 

 
III.     Follow Through

· Within 24-72 hours, send a letter thanking them for taking the time to meet with
you, and/or their commitment (specifically state what you understood their
commitment to be) or for agreeing to review a proposal. Commit to a deadline by
which proposal will be submitted, give them your name/number as a contact
person. 

· File copy of letter in prospect records file. 

· Complete and submit proposal within 2-3 weeks. 

· Follow up with a call two weeks after submitting proposal. 

· Be sure prospect is added to your and mailing list. 

IV.    Following Grant Notification/Receipt of Funds
· Within 24-72 hours of grant notification, send thank you letter. (File copy in your prospect Record file). 

· Notify solicitation participants and board of grant notification. 

· Within 24-48 hours of receiving funds, send thank you letter. (File copy in prospect
Record file) 

·  Set up tickler system for 

· progress reports to donor 

· final report to donor 

· meeting with donor to discuss renewal of support 

· Do press release (if donor agrees) announcing receipt of grant 

· Send copies of any press to donor 

· Engage in on-going donor stewardship 
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