[Note to Grant Writer:  The following is a template that will enable you to “fill in the blanks” and then print out a grant proposal.  All information and advice for you to consider is in brackets [].  Simply delete the information in the brackets along with the brackets themselves and supply your own.  When you are finished, you will have a completed proposal that you can print out and send to potential donors.]
[Title of Grant]

A Proposal By










[Group's name]

[Title]

Purpose

[In one or two paragraphs, state what this grant proposal if for.  Include any partners who will be working with you on implementing the grant.  Do not go into great detail here about why you want the grant -- that will follow under Need. Do not give details about how the grant will be implemented, that will follow under Implementation.  This is just to give the potential donor a quick idea of what you are asking him or her to fund].

Need

[In three or four paragraphs, explain why your proposed project is important.  It will help if you can show that your project is unique in meeting the specified need, i.e., no one else in the community is doing it.  Be sure that you document the need -- show the potential donor that it is important. 

Local funders will be most interested in seeing how this grant will meet local needs so provide information showing the need in your city or town.  If you are working on a grant for library technology, your librarian can provide you with local statistics and a quote.  If you are seeking grant funding for a literacy project, your local literacy agency should be able to help and your local school system can as well.

For information on how your project meets universal needs (i.e. needs that are present in all communities such as the importance of early childhood literacy), search the Internet for supporting facts and/or statistics or contact your reference librarian for assistance in getting facts to back up the need.  

Use quotes and/or statistics and be sure to cite the source. In Microsoft Word, you can easily include footnotes.  Simply click on the "insert" key, choose “Reference” then “Footnote,” and enter your citation at the bottom of the page.]
Implementation
· [Without going into minute detail, provide the potential donor with information on how you will make the project work in a step-by-step format.]
· [Bulleting the steps will make the process you intend to employ easier for the potential donor to understand.]

· [This is important because the implementation process will often help justify your proposed budget – including the “in kind” services you’ll be providing.] 

· [Be sure to include the part of the process that may be implemented by a partner.]

· [Be sure that you list the implementation steps in chronological order.]

Evaluation
[All donors like to know that their gift or grant made a difference.  In this section, provide one or two paragraphs of information on how you will be measuring success.  It can be quantitative – as in how many people used the new computer lab in the first year; or how many people attended an author program, for example.  It can also be qualitative, letters of appreciation from people who benefited by the grant funded project, or program evaluations.  Best of all will be an evaluation process that combines both qualitative and quantitative results.  Be sure to let the potential donor know that you will report back at the completion of the project or at the end of the year.]
Qualifications 

[Potential donors will want to know that the project is in good hands and that you can implement the project in a professional way.  In this section you should tell about your group – include your mission statement, how long you’ve been in existence, and give information about other projects you have successfully implemented.

Once you’ve written a paragraph about your group, tell who the lead players will be in managing and implementing the grant.  These can include the lead member of your group, the lead member of the library (if applicable) and the lead member of your partnership group (if applicable).  All key players should be included but not all those involved.  Include a bit of information about each person you identify and tell what makes him/her qualified to lead the project and be sure to include contact information for each including phone number, address, and e-mail address.]

Budget

Direct Costs

[It is important to consider all the expenses you will incur to implement the grant.  Each item of expense must be listed separately and given a dollar amount.  Be sure and include any expenses that may be associated with marketing the project as well if those need to be covered by the grant.  Alternately, you can list marketing expenses such as writing press releases, writing articles for newsletters or posting information on your website as “in kind expenses.”] 
Total Amount Requested
[This should be the total of expenses               listed above and it should match the amount


you are asking for from the potential donor.]
In Kind Expenses
[Here you will list the costs of the project that your group will absorb.  For example, the time you spend promoting the project can be given a dollar amount and itemized in the budget as an expense.  Sample “in kind” expenses include, travel, promotion, time spent working with partners, time spent implementing the project.  Itemizing and giving a dollar amount to these expenses will show potential donors that you and your group are contributing to the project as well.]


Total In-Kind Contribution from the Friends 
[This should be a dollar total









  of the items you’ve listed]
[Attachments: Consider including other pertinent information along with your grant proposal.  These can include your group’s mission statement, a copy of your latest newsletter, newspaper coverage of some of your other successful programs, letters of support from partners.]
[GOOD LUCK!]
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