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I. Grants Demystified
1) What is ‘grant’ funding?
For these purposes:

· A grant is funding for a non-profit organization; usually for a specific project. In most cases the organization is required to be 501 (c) 3 certified before being eligible to apply for federal or foundation funding. 501 (c) 3 is a tax law provision which indicates that an organization has been identified as a public charity by the Internal Revenue Service (IRS). This determination is made by submitting an application to the IRS for review. 
· A grant is not ‘free money’ that your organization can use however they want. Unless funding is awarded for Unrestricted or General Operating purposes, the grant application specifically outlines how the money will be used, and what will be accomplished. Funders often require mid-term and final reports so they can see that the funding is being used as granted.  
2) What are the basic types of grant funding?

· Government- Typically the federal government releases a Request for Proposal (RFP) which outlines project specifications and application procedures. The applicant responds to a specific project request. i.e.- the RFP outlines XYZ program and the applicant must detail how XYZ will be accomplished.
· Foundation, various types- Typically foundations provide funding for pre-determined areas of focus and non-profit organizations submit proposals as appropriate. i.e.- the foundation outlines their criteria (areas of interest, geographic region, type of support provided) and the applicant proposes a program that fits those criterion.  
3) Where can I find funding opportunities?

· Government funding- Grants.gov is a consolidated source to find and apply for federal government grants. You can search for specific opportunities online using keywords, categories of funding, etc; or you can register your email address and receive new grant posting notifications in your email inbox. You can also apply for federal funding on Grants.gov, but you will need to complete a registration process first. Plan ahead as it can take five or more business days to complete this registration. Most government funding opportunities hold technical assistance calls where they go through the RFP and offer the opportunity to ask questions. Read the RFP carefully as these are usually listed near the end. 
· Foundation funding- The Houston Public Library is a member of The Foundation Center (whose mission is to strengthen the nonprofit sector by advancing knowledge about U.S. philanthropy) and is a publicly accessible resource of authoritative print and electronic philanthropic materials. The available materials enable grantseekers to identify funding opportunities and find guidance on the application process. In addition to the Foundation Directory Online, the library has a variety of print materials available. Librarians provide instruction in the use of these materials for any individual or group seeking funds or grants, during the service hours of the Reference Department at the Central Library. Materials and library subscriptions are available to use free of charge. 
Houston Public Library- 

Central Library Branch / Central Library HPL Express Downtown

500 McKinney




Houston, TX 77002

832.393.1313

If you have the money and the inclination to do so, you can subscribe to The Foundation Directory Online for yourself or your organization. Subscription rates range from $195.00 per year for the basic plan to $1,200.00 per year for the professional package. Per month subscriptions are also available and range from $20.00 - $180.00.  

If you identify some foundations that you would like to approach, read their guidelines carefully so that you understand what kind of information they need and how they want to be approached. If you have specific questions, call the foundation and ask for clarification (carefully read their guidelines first to make sure you aren’t missing any information and also to make sure you have a complete list of questions so that you don’t call them more than necessary). 

There are other fee-based and free resources for researching grant opportunities in addition to those listed above. The sources listed above are reputable, ‘industry standard’, and will give you a good beginner’s perspective. 

II. Grant Planning- Things to Consider Before Getting Started

· What is the problem or issue that needs to be addressed?
· What is being done now to address the problem, and how will funding help ‘fill in the gaps’?

· What is your proposed solution? Identify specific steps 

· What are your existing resources and experience that qualify you to address the problem/issue? 

· How will your solution impact the problem? 

Successful grants are designed to meet compelling and clearly defined needs, not just to obtain funding. If you cannot outline the need and lay out a reasonable solution, you will not be funded. 

III. Before you Start Writing
Before you write anything make sure you have read the RFP or application guidelines carefully. Grantmakers often have specific requirements and are limited on the amount of time they have to review applications. If your package doesn’t meet their articulated standards it may be discarded/disqualified without review. This happens all the time, so if the foundation asks for the narrative portion to be in Times New Roman 12 point font, make sure you use Times New Roman 12 point font or you may just be wasting your time. The same standards apply to attachments. Include all attachments in the order listed. If they limit the attachments, honor their request. Sometimes funders set arbitrary rules just to make sure you are paying attention and are capable of following directions appropriately. Finally, pay attention to deadlines. They are not ‘suggestions’. If the deadline is 1:00pm on Wednesday the 30th and you submit at 1:01pm on the 30th, your application will likely not be reviewed. 
· Writing the Grant
So, you have a community problem. You have an identified solution to that problem and a clear plan with established goals. You’ve done careful research to find a foundation or government funding opportunity that is a fit. You have read the announcement carefully and understand the requirements. It’s time to start writing.
Practice professional writing skills: organize your thoughts; use language that conveys your case clearly and accurately; and avoid using jargon.  Poor grammar, misspellings, and inappropriate punctuation will immediately give the reviewer a bad impression. If grammatical frameworks are not your strength, have a co-worker review your proposal. It may also be a good idea to have someone that is unfamiliar with your program read through the application for clarity of message. Also avoid using a ‘boiler plate’ narrative. Each application should be tailored to the situation. If possible, try and attend a grant writing training session—The Foundation Center and the United Way provide reputable grant writing trainings and workshops.  These trainings will take you through the grant writing process step-by-step. 
· Formatting the Proposal
Proposals written for foundations and those written for government grants will differ in form. Some funders may want a brief Letter of Inquiry as an initial approach, a full proposal may be requested at a later date. Others may ask for a full proposal with attachments. Typically requested attachments include: 501 (c) 3 certification, audited financial statements, Form 990 (tax return), an annual report, letters of support, etc. Government applications generally require the use of specific forms as well. 
Common Components to a Grant Proposal Package

· Proposal Summary/Abstract- a basic summary of your proposal. The Proposal Summary should concisely state all the main points of your proposal including a brief statement about your organization, a description of your project, and its cost. 

· Introduction- an opportunity to talk about your organization. The Introduction allows you to share your organization’s history and mission and highlight any significant accomplishments. This is also your chance to talk about any past experience or success you’ve had operating programs such as the one outlined in your proposal.
· Needs Statement- a description of the situation that warrants the program or services outlined in your proposal. The Needs Statement should be detailed and supported with reliable statistics or other measurable data. Present facts relevant to the problem as well as to the solution you are proposing.

· Purpose of Request- a description of your goals and methodology. This section allows you to articulate what you plan to accomplish in terms of goals and objectives and then describe what steps you plan to take to achieve your desired results. You may also want to include a program timeline. 
· Personnel- a description of key staff involved in the program. The Personnel section gives you the opportunity to outline each key staff person’s responsibilities and their duties as related to the proposed program. Often resumes are included in the attachments.

· Evaluation- a description of how the success of your program will be measured. Evaluation methods should be in sync with the program’s goals and objectives.

· Sustainability- an indication of how the program will be supported after grant monies are expended. Be as specific as possible and avoid making vague statements like ‘we will continue to aggressively seek grant funding to support this program’. 

· Budget- an outline of your program’s expenses. The budget may be as simple as a one-page statement of projected program expenses or it may be a detailed statement of projected revenue streams. 

Please note that some foundation and government grants will specify budget items that they will/will not support (i.e.- some foundations will not pay for capital expenditures). Please make sure you ask for support appropriately. 

Non-profit Guides is a good online source for grant-writing tools:

www.npguides.org

This site provides detailed descriptions of the various components of a proposal and provides sample letters; funding announcements; and proposals. Non-profit Guides also provides a glossary of grants terms.

IV. Packaging and Submission
Follow the funder’s guidelines. Pay attention to the number of copies they have requested and if they need your agency’s authorized representative to sign in a particular color on the original document. Make sure that your materials are packaged neatly and in the right order. Send the package per the funder’s guidelines (courier, United States Postal Service, FedEx). Always keep a complete copy of what was submitted for your records. It may also be a good idea to keep any notes or background materials you used in writing the application. 
· What Happens Next? 

Grant review procedures vary widely, and the decision making process can take anywhere from a few weeks to six months or more. During the review process, a funder may ask for additional information. Some grantmakers outline their review procedures clearly. Others do not. If you have questions, don’t hesitate to ask.
· Funding is granted- take the time to acknowledge the funder’s support with a phone call or letter. Also take this opportunity to find out if the funder has particular reporting requirements. Make a note of any requirements and/or deadlines.
· Funding is not granted- rejection is not necessarily the end of the process. If you’re not sure why you were declined, ask the funder what changes can be made to strengthen your approach in the future. 
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