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( PROPOSAL WRITING TIPS (
1. Before sending a proposal, do you homework!  Call or write and request grant guidelines, criteria, application forms and information on how and when grant decisions are made. Read these carefully to see if it is worth your time to submit a proposal. Check sources like The Directory of Foundations in Canada and the Rainforest Directory of Corporate Giving to check out possible funders and get contact information.

2. In your proposal
a. Follow any requested guidelines or application forms carefully.  Funders are often looking at hundreds of applications at a time – they appreciate it when you make their job as easy as possible.

b. Make sure that you describe your program or project effectively, particularly such specific information as projected number of participants, number and length of sessions, and timelines.

c. Include information on your organization – how old it is, what its mission or goal is, your charitable number (if you have one), major statistics and description of your programs, major successes, and a profile of your consumers/program participants and community.

d. Be very clear about what will be accomplished with the funds you are requesting. How will you evaluate success?  Evaluation process and criteria should be as concrete and measurable as possible.

e. Financial information:

· list total projected revenue, including in kind contributions.  If you are approaching several funders, list them and indicate whether their funding is confirmed.

· list total projected expenditures, including all major items.  Make sure you have considered participants’ costs such as childcare or transportation.  Do not include anything called “miscellaneous.” As a general rule, administration/overhead costs should not exceed 15% -20%.

· include your organization’s most recent audited financial statements as an attachment.

· do a final check to make sure all your totals add up properly.

f. Clearly indicate the name, title, telephone number and fax number (if you have one) of the person to contact for more information.  Make sure your organization’s address is on the proposal.

g. Do a final check to make sure that all the information requested is enclosed.

h. Send the proposal with a one page covering letter.

3. If you receive the funding, send a thank you letter and receipt promptly.  Acknowledge the funding on program/publicity material.

Do a final evaluation report and send it to the funder.
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