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© 2014 Giving USA Foundation
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Writing

 Tips for the Writer

 Get your thoughts sorted out

 Outline what you want to say

 Avoid jargon

 Humanize your project

 Keep it simple

 Keep it generic

 Revise and edit
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 Focus on the project, not the agency

• be user friendly
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 Understand the audience

• the donor as an investor

• they skim – they do not read in 
detail

• three favorite places: spend time 
on these sections: 

1. Executive Summary

2. Budget

3. Cover Letter

• draw them through the document

• drop excess words
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Baseline Proposal Outline

 Cover Letter



 Executive Summary – 1 page



 Statement of Need – 2 pages



 Project Description – 3 pages  



 Budget – 1 page



 Organizational Information – 1 page



 Conclusion – 2 paragraphs



 Appendix
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Executive Summary

 Keep in mind:

-- one page long

-- is a decision point for many 
grantmakers

-- represents your agency if your 
proposal goes to the Board for 
decision

-- HINT:  write it last, it is a summary

-- Teitel:  clear, concise, compelling
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 Summarizes key information

-- request to the grantmaker

-- need for the project

-- about the project

-- organizational information

or

expertise related to the project
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 Sample   

Executive Summary
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Need

 Keep in mind:

-- one page long

-- explains:  why the project is needed

-- give the reader hope!

Teitel:  not drown the reader in an 
abyss of negativity and despair
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 Contains:

-- lots of information; probably lots of 
statistics

* make sure data is up to date

* be user friendly in thinking about 
the data

* footnotes

-- one paragraph that puts “a face” on the 
numbers
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 Sample   

NEED
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 Sample    
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The Project

 Keep in mind:

-- this is the longest section of the 
document:  3 pages

-- it also has many subsections

1. what you expect to accomplish

2. nuts and bolts of the project

3. players

4. reporting

5. sustainability: the plan
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 Start by summarizing the project’s expected 
outcomes

-- helps the reader to get smart about 
the project

-- be as tangible as your project will 
allow
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 Sample    
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 Sample    
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 Provide the nuts and bolts of the project 
(what takes place day to day)

-- present using:

 outline

 timeline

 narrative

 a mix of all of these
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Outline

 Sample    
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Timeline

 Sample    
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Narrative

 Sample p.1    
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Narrative

 Sample p.2    
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Narrative

 Sample p.3    
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Narrative

 Sample p.4    
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 Players – who are involved in making this 
project move forward

-- can include:

 board

 consultants

 collaborators

 volunteers

 a mix of all of these
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 Sample    
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 Sample    
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 Sample    
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 The plan to report

-- very important to grantmakers 
that you include these ideas even at 
the proposal stage; shows good 
stewardship

-- what might be included:

 timing of reports

 data to be collected

 questions that might be 
answered as the project unfolds

 deliverables/outcomes
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 Sample    
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 Sample    
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 Sustainability – the plan to support the project

-- also very important to the grantmaker 
as they do not want to be your sole source 
of money

-- what are the other categories of 
support

-- when can money be expected
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 Sample    
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What Goes On The Budget Page

 Expense information

– Personnel

– Non-personnel

– Overhead

 Income information

 Budget narrative
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Getting Ready

 What is the grantmaker looking for?

 one page:  an expense budget

 it should reflect what is said in 
the narrative

 develop once and use for all 
grantmakers
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 Who in your organization can 
provide the data you need?

 10-20% overhead is allowed.
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End Product

 Clear articulation of expenses

 Report grants

 in cover letter

 on a list in the appendix
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Three Steps To Budgeting

1. Core costs

 essential to run the project
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CORE BUDGET

Personnel Costs

Project Director (10 months) $30,000
Recreation Coordinator (10 months) $17,000
12 Tutors (10 hours/week x 40 weeks

x $4.25/hour) $20,400
1 Youth Worker (10 months) $10,000
2 Youth Workers (20 hours/week x

40 weeks x $4.25/hour) $  6,800
Arts and Crafts Instructor (10 hours/week

x 40 weeks x $8.00/hour) $ 3,200

Subtotal $87,400

Fringe (20%) $17,480
Total Personnel $104,880

O.T.P.S.

Educational supplies $  6,000
Recreational supplies 5,000

Total O.T.P.S. $  11,000

GRAND TOTAL $115,880

 Sample
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2. Calculate overhead

 what is appropriate

 what fits the project
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OVERHEAD CALCULATION

Total 115,880

X 10% = 11,588

X 20% = 23,176

Executive Director
($6,500 + 20% fringe) 7,800

Rent 5,000

Maintenance supplies 2,460

Copying 1,300

Telephone and postage 1,200

Computer 3,800

Other consumable supplies 1,616

23,176
 Sample
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3. Final budget

 combine

core costs + overhead = final budget
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CORE + OVERHEAD = FINAL BUDGET

Personnel Costs
Executive Director

(10% supervisory support) $  6,500
Project Director

(10 months) $ 30,000
Recreation Coordinator

(10 months) $ 17,000
12 Tutors

(10 hours/week x 40 weeks x $4.25/hour) $ 20,400
1 Youth Worker

(10 months) $ 10,000
2 Youth Workers

(20 hours/week x 40 weeks x $4.25/hour) $  6,800
Arts and Crafts Instructor

(10 hours/week x 40 weeks x $8.00/hour) $  3,200

Subtotal $ 93,900
Fringe (20%) $ 18,780

Total Personnel $112,680

O.T.P.S.
Computer $  3,800
Rent $  5,000
Educational supplies $  6,000
Maintenance supplies $  2,460
Recreational supplies $  5,000
Copying $  1,300
Telephone and postage $  1,200
Other consumable supplies $  1,616

Total O.T.P.S. $  26,376
GRAND TOTAL $139,056

 Sample
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Tip:  save the work sheets!
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 Sample    

Canal Community Alliance
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 Sample    

Louisville Seminary
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PROJECT BUDGET

EXPENSES
Personnel Services

Senior Clinical Social Worker $37,080
Clinical Social Worker 28,000
Family Living Skills Counselors (3) 66,000
Classroom Teacher 42,000
Teachers Aide (Paraprofessional) 15,000
Secretary 20,000

Subtotal: $208,080
Consultants

Testing Psychologist 21,100
Early Childhood Education Specialist 22,122
P/T Training Psychologist 39,476

Subtotal: $82,698
Fringe Benefits (22%) $45,778

Total Personnel Services $336,556
Non-Personnel Services

Testing Supplies 2,400
Educational Materials & Equipment    2,400
Program & Office Supplies 6,000
Transportation: Bus Rental 73,480
Staff Travel 2,100
Telephone & Postage 3,600

Subtotal: $89,980
Administrative Overhead (10%) $42,654

Total Non-Personnel Services $132,634
TOTAL BUDGETED EXPENDITURE          $469,190

INCOME
NYC Department of Mental Health $191,336
NYS Office of Mental Health 80,480
Private Contributions 197,374

TOTAL ANTICIPATED INCOME $469,190
 Sample
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Organizational Information

 one page fact sheet

 develop it once and use it across 
proposals

 update periodically 
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 grantmakers will use it as part of 
due diligence

 should include:
 Date of founding
 Mission
 Audience served
 Total number of people served
 List of programs and number served for 

each
 Information about staff and board
 Organizational chart if part of a very 

large nonprofit
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Organizational Information

 Sample
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Conclusion 

 balances the executive summary, so 
one-half page long

 identify the grantmaker by name and 
restate the “ask”

 should include:
•  Summary of key points
•  Final appeal
•  Use of emotion
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 Sample

Conclusion
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Cover Page

 assume cover letter will be separated 
from the narrative

 this is the way to share contact 
information

 should include
 name of the grantmaker
 title of the project
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 agency contact information

Submitted by:
The Nonprofit Organization
40 Canal Street
New York, NY  10013
website
phone
fax
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 people contact information

Mary Smith Susan Jones
Executive Director Director of Development
212-934-5300 x23 212-935-5300 x21
212-935-9660 (fax) 212-935-9660 (fax)
e-mail: MSmith@aol.com e-mail: SJones@aol.com

mailto:MSmith@aol.com
mailto:SJones@aol.com
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 Sample



66

Table of Contents

 use if the proposal is longer than “a 
few” pages

 helps the grantmaker find 
information quickly



Appendix

1. IRS Letter

2. Board List

3. Financial Information

4. Resumes?
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Cover Letter

1. Reference prior financial support.

2. Reference the phone contact.

3. Make the “ask.”

4. What is in the package?

5. Tell the grantmaker about documents you 
want to enclose but are not.

6. Offer to answer questions and meet. 68
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 Sample
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 Sample
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