Index

o Symbols and
Numerics ®

424 and 424A Standard Forms,
filling in, 72-75, 160-163
990 IRS Form, downloading, 84, 86

o/ ] o

abstract
creating, 163-164
finalizing, 254
Abstract or Executive Summary,
order of, 156
acceptance, defined, 15
accuracy standards, meaning in
evaluation plans, 209
action plan
creating, 31-32
finalizing, 256
including in plan, 27
including in RFP, 46
activities/strategies, including in RFP, 46
activity timeline, example of, 205
adequacy of resources, addressing,
225-226
adequacy of resources, including in RFP, 47
administration, including in RFP, 47
administration processes attachment,
including, 261
Administrative Requirements circulars,
locating online, 280
alert entry, example of, 115
allocation, defined, 230
Amounts of Grants Previously Funded,
examining on funder profile, 91
annual campaigns, funding, 12
annual report, including as attachment, 50
AOR (Authorized Organization
Representative), 68
applicant type, including on RFP, 42-43

Application for Federal Assistance Cover
Form, 72-75, 156
application packages, contents of, 18-19.
See also grant applications
application status, tracking through
Grants.gov, 266
applications. See grant application forms
approach document, determining
requirements for, 33
archived data, retrieving for comparison
studies, 303-304
assurances form, 76, 79
attachments
including in funding requests, 49-50
including with needs statements, 187
organizing, 261-263
Audit Requirements circulars, locating
online, 280
audit trail, defined, 279
Authorized Organization Representative
(AOR), 68
Awesome Academics Project example,
225, 228

ol e

bar charts, using in needs statements, 193
benchmarks
alphabetizing and numbering, 201
expressing with goals, 151
versus goals, 200
including in organizational capability
section, 171-172
including in plan of operation, 137
including in program design, 197, 199-204
meaning in evaluation plans, 210
process and impact, 203-204
SMART outcome, 201-202
types of, 201
Best and Final Offer meeting, attending, 275
bid opportunities. See contract bidding
opportunities
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bid response, submitting, 49
bidder, describing background of, 180
bid-letting agencies
objective of, 11
terminology, 14-15
board of directors
developing plan with, 25
naming in funding requests, 49
board members, placing on evaluation
teams, 212
bold type
using, 147-149, 175
using in needs statements, 186
Bristol-Myers Squibb Patient Assistance
Foundation, 94
British foundation, online e-grant
application from, 109
budget
indicating on cover forms, 160
indicating on RFP, 43
preparing, 138-139
budget detail
including as attachment, 49
narrative, 230-231
budget information form, sections of, 75,
77-78
budget line-item expenses, funding, 13
budget narrative, including as
attachment, 49
budget period, defined, 118
budget section
completing for international grants,
108-109
determining number of pages for, 123
budget summary
described, 230
equipment line item in, 235-236
example of, 242
finalizing, 257-258
including as attachment, 49
including contractual line item in,
237-238
including program income in, 245-246
for multiyear projects, 247
other section in, 238-240
personnel section in, 231-232

supplies line item in, 236-237
travel line item in, 232-234
building funds, seeking, 12, 238
bulletins, consulting, 139
bullets, using in organizational capabilities
section, 172
business expansion monies
availability of, 97-98
tracking down, 98-100
business plan competition, 96
business start-up, locating grants for, 95

oo

California, business expansion grants in, 99
Canada, researching grants in, 105
capital, requesting grant monies for, 235
capital support funds, 13
cash assets, demonstrating, 148
Cash Committed column, including in
resources table, 226
cash contributors
including in narratives, 178
sending corporate letter requests to, 288
cash matches, sources of, 244
cash-match monies, requesting from
partners, 121
Catalog of Federal and Domestic Assistance,
55-56
CCP (Canadian Centre for Philanthropy),
105
CCR (Central Contractor Registry),
registering with, 68
CDBG (Community Development Block
Grant), 99
census data, finding, 301
certification form, 79
CFDA (Catalog of Federal Domestic
Assistance), 280
accessing, 16, 58
entries in, 60
numerical code in, 60
organization of, 59
provisions in, 59-60
CFO (chief financial officer), defined, 278
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CGA (Common Grant Application),
19-20, 92
challenge money funds, 13
checklist, using with grant application
forms, 71, 254
ChristianGrants.com, subscribing to, 89
Christaingrantsdirectory.org, 89
clip art, avoiding use in needs
statements, 193
collaborative partners
seeking for federal grants, 120
writing about, 177-179
College Board Web site, 94
college scholarships, grant awards for, 94
Communication Plan section, determining
number of pages for, 123
community description, including
in RFP, 46
Community Development Block Grant
(CDBG), 99
community needs assessment,
obtaining, 302
community partners, seeking for federal
grants, 120
companies, identifying for corporate letter
requests, 288
Companies search, performing, 85
company qualifications, conveying,
180-182
comparison group, using in evaluation
plan, 211
comparison studies, retrieving archived
data for, 303-304
comparison tables, using in needs
statements, 190-191
Competition Identification Number,
including on SF-424, 162
competitive versus formula grants, 57-58
competitive grants, availability of, 54
conferences, funding, 13
congressional contacts, approaching as
peer reviewer, 305
congressional district
indicating on RFP, 43-44
indicating on SF-424, 162
construction funds, seeking, 238

construction work, considering
as in-kind contribution, 243
consulting services, funding, 13-14
contact person, including on RFP, 44
continuation grants, funding, 13
contract bidders, qualities of, 9
contract bidding opportunities
accessing, 17-18
announcement of, 48
searching for and winning, 47-49
winning, 49
contract bids
applying RFP review criteria to, 125-127
failure of, 284-285
finalizing, 258-259
following up on, 275
formatting criteria for, 131-132
judging, 134-135
presenting required elements for, 179-182
RFP opening instructions for, 166
contract funding programs, resource for, 16
contract recipient, securing role as,
277-278
contracts
versus grants, 11, 14
as in-kind contribution, 243
contractual line item, including in budget
summary, 237-238
Contractual section, negotiating, 119
control group, using in evaluation plan, 211
cooperating collection, defined, 83-84
cooperative agreements
availability of awards, 54
defined, 58
versus grants, 10
Coordination of Geographic Information
circulars, locating online, 280
corporate foundation, defined, 102
corporate funders, finding, 17
corporate funding requests, failure of, 284
corporate grants, waiting period for, 276
corporate letter request
following up on, 295
format for, 289-294
guidelines for, 287-288
identifying funding target for, 288-289
corporate sources, organizing, 91
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corporation funding search,
conducting, 35-36
corporations
consideration of impact objectives by, 210
following up with, 272-275
cost figures, compiling accurately, 245
cost justification, including as attachment, 49
Cost Principles circulars, locating online, 280
cost proposal
considering in contract bids, 135
instructions for, 48
Cost Proposal section, contents of, 127
cost summary, including as attachment, 49
cost-effective programs, proposing, 123
costs, direct versus indirect, 240-242
Cover Form section, contents of, 127
cover forms. See also forms
completing, 159-160
sections of, 71-75
cover letter
finalizing, 254
making factual and personal, 156-159
order of, 155
cover materials, finalizing, 254
creativity, applying to grant writing, 172
credentials, updating for work as peer
reviewer, 307
crime statistics, acquiring, 303
criteria. See formatting criteria; review
criteria
Cross-Border International Grantmaking,
FAQ on, 106
currencies, converting dollars into,
108-109
CyberGrants Web site, 266

o e

data, meaning in evaluation plans, 208

data analysis, meaning in evaluation plans,
208

Deadline for Transmittal of Applications,
reviewing, 63

deadlines, adhering to, 132

debriefing, 269-270

decision makers, networking with, 309
decrease versus increase, considering for
objectives, 202-203
deliverables, defined, 15
Deliveries or Performance section,
contents of, 127
demographics
getting reports on, 303
including in RFP, 46
Department of Agriculture, 117
Department of Health and Human
Services, 117, 140
design group, using in evaluation plan, 211
direct costs, described, 240
direct grants
defined, 55
versus pass-through grants, 57
pros and cons, 56
direct versus indirect purpose statement,
198-199
disclosure of lobbying activity form, 79
dissemination of evaluation findings
finalizing, 256-257
including in evaluation plans, 215
including in RFP, 47
documentation, including as attachment, 50
documents, order of, 155-156
dollars, converting to foreign currencies,
108-109
DOT announcement example, 115-116, 126
Dunn & Bradstreet Web site, 43
DUNS Number
including in cover forms, 72
including on RFP, 43
obtaining for Grants.gov, 68

oF o

education data, gathering, 300-301

EFC (European Foundation Center),
103-105

EIN (employer identification number),
including on RFP, 43

elected officials, becoming acquainted
with, 63-64
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Eligible Applicants
language, 63
section, 116
emotion
appropriateness of, 173
conveying facts with, 148-149
employee matching gifts, funding, 13
employer identification number, including
on RFP, 43
endowment funds, defined, 13, 81
entitlement money, availability of, 54
Environmental Protection Agency, 117
environmental scan report, obtaining, 302
equipment
including in corporate letter request, 287
as in-kind contribution, 243
equipment line item, including in budget
summary, 235-236
equitable access, including in RFP, 47
equity, showing in personnel selection,
227-228
equity statement, finalizing, 257
established nonprofit, defined, 43
Estimated Average Award Size, reviewing, 63
Estimated Number of Awards, reviewing, 63
European Foundation Center (EFC),
36, 103-105
evaluation, including in program
design, 198
evaluation factors, considering, 134
Evaluation Factors for Award section,
contents of, 127
Evaluation Methodologies section,
determining number of pages for, 123
evaluation plans. See also internal
evaluation; third-party evaluator
communicating, 137
components of, 207-208
finalizing, 256-257
terminology, 208-211
writing, 214-215
evaluation reports, reviewing, 304
evaluation standards, meaning in
evaluation plans, 208-209
evaluation team, meaning in
evaluation plans, 209

evaluation tools, meaning in evaluation
plans, 210
evaluator, meaning in evaluation plans, 209
evaluators, hiring, 124-125
Executive Order 12372 Process, 162
executive summary
creating, 163-164
finalizing, 254
experience, reliability, and expertise
section, 180-181
experimental group, using in evaluation
plan, 211
expertise, identifying for personnel,
220-221

ofF e

fact sheets, consulting, 139
facts, presenting with emotion, 148-149
failed contract bids, modifying, 284-285
failed grants
federal and state, 283-284
foundations and corporations, 284
FC-Search, subscribing to, 35
feasibility standards, meaning in evaluation
plans, 209
federal cover forms, filling in, 160-163
federal funding search, conducting, 34-35
federal government, seeking funding
from, 16
federal grant funding. See also government
grants
assessing announcements, 114-116
confirming readiness for, 117
cost-effectiveness of, 123
determining eligibility for, 116-117
point weights for, 121-123
researching request for, 124
Review Criteria section of, 121-123
RFP review criteria for contract bids,
125-127
seeking partners for, 120-121
federal grantmakers, approaching as peer
reviewer, 306
federal grants
categories, 66
difficulties associated with, 65
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federal grants (continued)
direct, 55-56
failure of, 283-284
finding on Grants.gov, 61-62
pass-through, 55, 57
regranting, 16
resource for, 55
waiting period for, 276
Web site, 61
Federal Register, consulting, 35, 55-56
fellowships, grant awards for, 13, 94
Fields of Interest, examining on funder
profile, 90
finances attachment, including, 262
financial plans, projecting, 152
financial proposal, defined, 15
financial statement, including as
attachment, 49
Find Funders feature, accessing through
Foundation Center, 84, 87
first- versus third-person writing styles,
173,178, 181
fiscal accountability, defined, 279
fiscal agency responsibility statement,
including in management plans, 224
fiscal sponsors, using, 248-249
fiscal year
including on cover forms, 160
indicating on RFP, 43
Florida, business expansion grants in, 99
FOIA (Freedom of Information Act)
protection offered by, 282
Web site, 272
foreign currencies, converting
dollars into, 108
foreign grants
converting currencies in, 108-109
EFC (European Foundation Center),
103-105
Grantmakers Without Borders, 106
Imagine Canada, 105
qualifying for, 101-102
researching, 107-108
researching online, 102-106
USIG (United States International
Grantmaking), 106

Form 424, filling in, 160-163
Form 990s search, performing, 86
formative evaluation, meaning in
evaluation plans, 209-210
formatting criteria
for contract bids, 131-132
following, 260
for grant applications, 130-131
forms. See also cover forms
assurances, 76, 79
budget information, 75-78
certification, 79
cover, 71-75
disclosure of lobbying activity, 79
SF-424, 160-163
formula versus competitive grants, 57-58
formula money, availability of, 54
for-profit organizations
financial proposal for, 249-250
versus nonprofits, 11
Fortune.com Web site, 88-89
Forum of Regional Associations of
Grantmakers, 20
Foundation Center, 17
field offices for, 83
founding of, 102
free information available from, 87-88
hard copy resources from, 86-87, 107
online directory, 84
performing searches through, 85-86
subscribing to directory, 35
subscription levels, 84
using resources of, 36
Web site, 106, 289
foundation funding requests, failure of, 284
foundation funding search,
conducting, 35-36
foundation grants, waiting period for, 276
foundation sources, organizing, 91
foundations
consideration of impact objectives by, 210
following up with, 272-275
grant format for, 19
private versus public, 17
types relative to international funding, 102
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Frankenmuth Research Institute
funding goals, 31
funding objectives, 31
mission statement, 28
monitoring and evaluating funding
objectives, 32
“frantic” sentences, building, 145
Freedom of Information Act (FOIA), 57
protection offered by, 282
Web site, 272
fringe benefits
calculating, 231
as in-kind contribution, 243
FTEs (Full Time Equivalents)
including in budget detail narrative, 230
including in personnel profile, 221
full-time staff, hiring for special projects, 244
Funder Profile Database of EFC,
accessing, 103
funder profiles
contents of, 104-105
defined, 84, 103
Imagine Canada, 105
reviewing, 89-91
funder-directed assistance, grant
awards for, 94
funders
federal government, 16
finding through Foundation Center, 289
foundations and corporations, 16-18
grantmaking interests of, 12-14
information requested by, 42—-44
receiving communication from, 273
receiving grant invites from, 39
tracking, 34
funder’s mailing list, getting on, 91
Funder’s Online, 36
funding. See also grants; leftover funds;
overfunding
advice about competing for, 83
availability at state level, 54
determining for grant awards, 116
getting rejected for, 272
receiving at state level, 271-272
types of, 12-14

verifying, 274

winning, 21-22
funding amount, including on RFP, 45
funding development plan

brainstorming, 26

creating, 12

flexibility of, 25

six steps of, 28-32

starting process of, 25-26

structuring, 26-28

success of, 24-25
funding goals

including in plan, 27

setting, 31
funding needs

assessing, 28-30

including in plan, 27
funding newsletters, subscribing to, 82
funding objectives

determining, 31

including in plan, 27

monitoring and evaluating, 27, 32
Funding Opportunity Number, including on

SF-424, 161

funding proposals. See also grant requests

defined, 11

performing final edits of, 259-260

preventing mistakes in, 259-260

versus RFP, 193-194

writing, 179
funding requests

clarifying purpose of, 45

including attachments with, 49-50
funding searches

conducting, 15

federal, 34-35

foundations or corporations, 35-36
funding sources

accessing online, 88-89

including table of, 262

introducing organizations to, 166
funding success rate, increasing, 172
Fundsnet Services Web site, 88
future plans, projecting, 152
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o(Goe

General Services Administration
Web site, 233
general terms, 118-119
geographic area served, including
on RFP, 45
global social change philanthropy, 106
goal statements, writing, 200-201
goals
including in program design, 197, 199-204
including in RFP, 46
versus objectives, 200
goals and objectives, expressing, 151
government grant requests, format
for, 18-19
government grants. See also federal grant
funding
availability of, 95
following up on, 271-272
grant agreement, defined, 281
Grant Applicant Capability section,
dividing into parts, 170
grant application cover forms,
completing, 159-160
grant application forms
assurances, 76, 79
budget information, 75, 77-78
certification, 79
cover, 71-75
disclosure of lobbying activity, 79
filling in, 71
order of, 156
submitting paper versions of, 71
grant application packages
accessing, 62
checking status of, 62
downloading, completing, and
submitting, 62
downloading and uploading on
Grants.gov, 70
tracking status on Grants.gov, 70
grant applications. See also application
packages
determining deadlines for, 115
formatting criteria for, 130-131

getting evaluated, 124-125
mailing, 264
opening section of, 147
preparing for submission, 263-264
proofreading, 260
review periods for, 133
scoring, 133
submitting electronically, 264-266
grant awards
assessing potential success with, 62-63
college scholarships, 94
determining funding for, 116
fellowships, 94
finding estimated number of, 61
first-time homebuyers, 94
funder-directed assistance grants, 94
making, 11
research, 94
researching, 86
student loans, 94
subjective factors, 144
viewing number of, 115
grant competitions, resource for, 16
grant funding programs, resource for, 16
grant funds
depositing, 279
guidelines for receipt of, 280-281
grant guides, consulting, 86
grant invites, receiving, 39
grant period, indicating on cover forms, 159
grant readers
capturing attention of, 145-146
expectations of needs statements,
185-186
gaining experience as, 140-141
keeping attention of, 145-146, 170
keeping on track, 149
partnership information sought by, 178
program information sought by, 174
target-population information
sought by, 175
grant recipient, securing role as, 277-278
grant requests. See also proposals
defined, 10
indicating on cover forms, 159
summarizing on cover forms, 160
tracking, 20-21
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grant reviewers. See peer reviewer
grant suicide, 23
grant writers, qualities of, 9
grant writing
applying creativity to, 172
improving skills, 285-286
grantee, defined, 10
Grantmakers search, performing, 85
Grantmakers Without Borders, 106
grantmaking agencies, approaching as peer
reviewer, 306
grantmaking interests, description by
funders, 12-14
grant-management software, using, 268
grants. See also funding
applying for, 62
versus contracts, 11, 14
versus cooperative agreements, 10
defined, 10
denial of, 21-22
easiest types of, 92
locating for business start-ups, 95
qualifying for, 10-11
rewriting, 22
strings attached to, 10
Web resource, 56
winning, 21-22
Grants for Foreign & International
Programs, 107
grants for individuals
competition for, 95
searching for, 95
Grants search, performing, 85-86
grantseeking, advice about, 82-83
Grants.gov, 61-62
consulting instructions on, 265-266
described, 66
downloading and uploading applications
on, 70
home page, 66-67
launch of, 65
registering as individual, 69
registering as organization, 68
services available through, 265-266
GrantStation Insider, subscribing to, 82
GrantStation.com, subscribing to, 88

grantwriting as storytelling, 184
graphics
using, 178
using in needs statements, 190-193
green go versus red stop flags, 115-116
groups of three, using, 147
Guide to Funding for International & Foreign
Programs, 107
guidelines
for making corporate letter request,
287-288
reading carefully, 133, 135, 180, 215, 260
for receiving grant awards, 280-281
GuideStar Web site, 86

o H o

hanging files, organizing grant requests
in, 21
hard copies, organizing, 267-269
hard matching funds, sources of, 242, 244
hard-copy resources
for EFC (European Foundation Center),
103
from Foundation Center, 107
Web site, 87
history of organization
describing in grants, 173
including in RFP, 46
History section, dividing into parts, 170
History section, finalizing, 255
homebuyers, grant awards for, 94
Hoover’s Web site, 288
hourly wages, resource for, 226

o]e

Identify Funding Sources subsection, 84
Imagine Canada, 105
impact objectives
consideration by foundations and
corporations, 210
identifying, 203-204
impact on problem, including in RFP, 47
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implementation plan, including in program
design, 198
income, including in budget summary,
245-246
increase versus decrease, considering for
objectives, 202-203
independent foundation, defined, 102
Independent Sector’s Web site, 226, 239
indirect charges, considering as in-kind
contribution, 243
indirect costs, calculation and sample
narrative for, 241-242
indirect versus direct purpose
statement, 198-199
individual grants
competition for, 95
searching for, 95
initial contact
determining requirements for, 33
preference for, 36
in-kind resources
defined, 232
matching funds as, 242-244
requesting from partners, 121
In-Kind Value column, including in
resources table, 226
Inputs column, including in Logic Model, 206
Instructions, Conditions, and Notices to
Offerors section, contents of, 127
instructions, consulting at Grants.gov, 265
interest, including in program income, 246
internal evaluation. See also evaluation
plans
conducting, 212-213
meaning in evaluation plans, 210
International Grantmaking Ill: An Update on
U.S. Foundation Trends, 107
international grants
converting currencies in, 108-109
EFC (European Foundation Center),
103-105
Grantmakers Without Borders, 106
Imagine Canada, 105
qualifying for, 101-102
researching, 107-108

researching online, 102-106
USIG (United States International
Grantmaking), 106
Internet. See Web sites
IRS Form 990, downloading, 84, 86
italics
using, 147, 175
using in needs statements, 186

o]o

journals, consulting, 140

oK o

key personnel
developing list of, 221
finalizing, 257

o/ o

labor database, locating, 299-300
languages, choosing for international
grants, 107-108
leftover funds, avoiding, 246-247. See also
funding
legal announcements section,
researching, 126
legal name of organization, including on
RFP, 42
legislative events, hosting, 64
letter of inquiry, preparing, 36-38
letters of committment, including as
attachment, 50
Level of Effort section, contents of, 127
Limitations, examining on funder profile, 90
loans, availability to small businesses, 96
lobbyist, defined, 79
Logic Model. See also program design
defined, 206
including in program design, 198
structure of, 207
Long-Term Impact column, including in
Logic Model, 206



331

Index

ol o

MacArthur Fellows Web site, 94
management plan
composing, 223-225
including in RFP, 47
maps, including in needs statements,
191-192
Massachusetts, business expansion
grants in, 99
matching funds, 13-14
cash matches, 244
in-kind, 243-244
types of, 242
materials, including in corporate letter
request, 288
measurement tools, meaning in evaluation
plans, 210
membership fees, including in program
income, 246
Mental Health Services Administration
document, example of, 131
Mercury Outback Riders Club example, 248
Mesa Fire Department example, 200, 202
Michigan, business expansion grants in, 99
mileage reimbursement, defined, 232
milestones
alphabetizing and numbering, 201
expressing with goals, 151
versus goals, 200
including in organizational capability
section, 171-172
including in plan of operation, 137
including in program design, 197, 199-204
meaning in evaluation plans, 210
process and impact, 203-204
SMART outcome, 201-202
mission statement
creating and revising, 28
including on cover forms, 160
including in plan, 27
summarizing on RFP, 44
Mississippi Delta example, 124
Missouri, business expansion grants in, 99

mistakes, preventing in funding proposals,
259-260

MOA (Memorandum of Agreement),
119-120

Mobile Arts Outreach Project example,
230-231, 242

monetary conversions, Web resource
for, 108

money in versus money out stage, 279

MOU (Memoranda of Understanding),
119-120

multiyear costs, projecting, 247

municipal grantmakers, approaching as
peer reviewer, 306-307

o\ o

narratives
deciding on number of pages for, 122
including in RFP, 45-47
reading requirements for, 135
review point weights for, 122-123
writing instructions for, 170
Nebraska, business expansion grants in, 99
needs statement
applicant details, 188
clarifying need and problem in, 194
compiling statistics for, 184
conducting Internet search for, 184-185
described, 183
determining completion of, 186-189
environment details, 189
finalizing, 255-256
grant readers’ expectations of, 185-186
identifying problem in, 185
including maps in, 191-192
including pie charts in, 191
including in RFP, 46
including statistics in, 193
main topics of, 188
making clear, 136
maximizing visualization in, 193
population details, 188
problem details, 188
severity of problem details, 189
using graphics in, 190-193
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Neighborhood Self Help Group needs
statement, 188-189
New York State, business expansion
grants in, 99
newsletters, subscribing to, 87-88
Newsletters Link, accessing through
Foundation Center, 87-88
NGO status, awarding of, 101
NGOs (non-governmental organizations), 11
NNG (National Network of
Grantmakers), 19, 92
nondiscriminatory policies, including in
RFP, 47
nonprofit organizations
defined, 118
versus for-profits, 11
using fiscal sponsors with, 248
nonprofit tax return, downloading, 84
Notice of Request for Proposal Cover Form
example of, 166-167
order of, 156
Nuance PDF converter software, 18
NVO (National Voluntary Organizations), 105

o () o

objectives
alphabetizing and numbering, 201
expressing with goals, 151
versus goals, 200
including in organizational capability
section, 171-172
including in plan of operation, 137
including in program design, 197, 199-204
meaning in evaluation plans, 210
process and impact, 203-204
SMART outcome, 201-202
types of, 201
offeror, defined, 11, 15, 180, 194
OMB (Office of Management and Budget),
272, 280
One-Stop Career Center, locating, 300
online funding sources, accessing, 88-89
operating budget, indicating on RFP, 43
operating expenses, funding, 13

opportunities, assessing in SWOT
analysis, 30
organization, introducing to funding
source, 166
organization background, including
in RFP, 45-46
organization name, including on RFP, 42
organization section, finalizing, 255
Organizational Background section,
dividing into parts, 170
Organizational Capability section
dividing into parts, 170
including bullets in, 172
writing, 171-173
organizational chart, including in
management plan, 225. See also
personnel profile
organizational structure attachment,
including, 47, 261
outcome evaluation, meaning in evaluation
plans, 211
outcome objectives
including in program design, 197, 199-204
recognizing, 201-202
Outcomes and Indicators section,
determining number of pages for, 122
Outcomes column, including in Logic
Model, 206
Outputs column, including in Logic Model,
206
overfunding, 281. See also funding
overhead, calculation and sample narrative
for, 241-242

oo

page allocations
determining for federal grants, 122-123
for review points assigned, 133
paper copies, organizing, 267-269
participant selection, showing equity in,
227-228
partners
debriefing with, 269-270
seeking for federal grants, 120-121
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partnerships
pros and cons of, 176
writing about, 177-179
pass-through grants
defined, 55
versus direct grants, 57
pros and cons, 57
PDF converter software, 18
peer review tasks
judging contract bids, 134-135
scoring grant applications, 133
peer reviewer
becoming to improve grant writing skills,
285-286
defined, 305
enhancing credibility as, 308
gaining experience as, 140-141, 308
working as, 305
per diem amount, setting, 233
perfect match, defined, 89
performance evaluation plan,
including in RFP, 47
personnel
gathering, 218-219
as in-kind contribution, 243
personnel narrative, writing, 219-222
personnel profile. See also
organizational chart
basic, 220-221
finalizing, 257
for non-grant funded salaries, 222
with page limitations, 221
personnel section, including in budget
summary, 231-232
personnel selection, showing equity in,
227-228
personnel/staffing, including in RFP, 47
Phase I grants, availability to businesses, 97
Philanthropy News Digest, subscribing to,
82, 87
phrases. See terms
pie charts, including in needs statements,
191, 193
plan of action
creating, 31-32
finalizing, 256

including in plan, 27
including in RFP, 46
plan of operation, preparing, 136-137
planning process, completing, 12
points weights, dividing into sections, 122
post-award process
steps involved in, 277-278
terminology, 278-279
pre-review process, 130-131
Previous Grants or Grantees, examining on
funder profile, 91
principal investigator, providing
biographical sketch of, 222-223
print directories, ordering, 87
print publications, consulting, 140
print reviews, including as attachment, 50
private sector funders
defined, 10, 16
researching, 81-83
researching through Foundation Center,
83-88
proactive versus reactive mode, 27
problem statement
applicant details, 188
clarifying need and problem in, 194
compiling statistics for, 184
conducting Internet search for, 184-185
described, 183
determining completion of, 186-189
environment details, 189
finalizing, 255-256
grant readers’ expectations of, 185-186
identifying problem in, 185
including maps in, 191-192
including pie charts in, 191
including in RFP, 46
including statistics in, 193
main topics of, 188
making clear, 136
maximizing visualization in, 193
population details, 188
problem details, 188
severity of problem details, 189
using graphics in, 190-193
process objectives, producing, 203
Procurement Department, power of, 134
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products and services, pricing fairly, 134
professional services, including in
corporate letter request, 288
profiles. See funder profiles
program design. See also Logic Model
applying steps to, 150-152
finalizing, 256
importance of, 122
including in RFP, 46
purpose statement, 198-199
sections of, 197-198
writing, 118
Program Design and Methodologies
section, determining number of pages
for, 123
program development, funding, 14
program income, including in budget
summary, 245-246
program officers, establishing
relationships with, 139
programs
describing, 173-174
including in RFP, 46
program-specific terms, 119
project administrator, identifying, 218
project cost, including on RFP, 45
project dates, including on RFP, 45
project design, putting in funder’s terms,
136-137
project director, selecting, 219
project grant, defined, 58
Project Management section, determining
number of pages for, 123
project management statement,
preparing, 138
project name, including on RFP, 44
project period, defined, 118
project resources, identifying, 225-226
project significance, including in RFP, 47
project titles, indicating on cover forms, 160
projects
overfunding, 281
summarizing on cover forms, 160
proofreading grant applications, 260
proposals. See also grant requests
defined, 11
performing final edits of, 259-260

preventing mistakes in, 259-260
versus RFP (Requests for Proposal),
193-194
proposed initiative
defined, 163-164
including in RFP, 46
propriety standards, meaning in evaluation
plans, 209
public health indicators, getting reports
for, 300
publications, consulting, 139-140
Purchasing Department, power of, 134
Purpose and Activities, examining on
funder profile, 90
Purpose of Funding statements
examples of, 117
including language from, 118
purpose statement, including in program
design, 197-199

QQQ

qualitative, meaning in evaluation
plans, 210

quantitative, meaning in evaluation
plans, 211

QuickFacts Web site, 301

o R e

reactive versus proactive mode, 27
recycling efforts, grant for, 58
red stop versus green go flags, 115-116
rejection notice, receiving, 272
following up on, 274-275
receiving, 272-273
renovation funds, 12
reports, consulting, 140
Request For Bid (RFB), 17
Request For Quote (RFQ), 15
requested contributions, defined, 232
research
funding, 14
grant awards for, 94
sorting for grant requests, 124
research grants, availability of, 95
resolution, requirement of, 279



resources
finalizing, 257
identifying, 225-226
including in RFP, 47
responsiveness, defined, 15
résumé, revising for work as peer
reviewer, 307
review criteria, defined, 113
Review Criterion section
described, 121
review point weights, 122-123
review points
page allocations for, 133
weights, 122-123
RFB (Request For Bid), 17
RFP (Request For Proposal), 17-18
basic application information on, 42-44
defined, 15
narrative section of, 45-47
versus other types of proposals, 193-194
parts of, 48
project-specific aspects of, 44-45
researching in newsletters, 87
reviewing, 42
reviewing special sections of, 48
sample criteria in, 132
RFP announcements, researching, 126
RFP Bulletin, subscribing to, 82, 88
RFP guidelines, variations for cover
letters, 157
RFP narrative, using phrases in, 135
RFP opening instructions, following for
contract bids, 166
RFP response, writing, 135
RFP review criteria, applying to contract
bids, 125-127
RFP Statement of Intent example, 134-135
RFQ (Request For Quote), 15
RFQ announcements, researching, 126

oS e

SBA (Small Business Administration)
Office of Technology, 97
Web site, 96
SBIR (Small Business Innovation Research)
Program, 97-98
scholarship funds, 14
school report card, contents of, 300-301

sealed bids, submitting, 132
seed money, funding, 14
seminars, funding, 13
service levels, indicating, 180
service statistics and trends, getting
reports on, 303
services and products, pricing fairly, 134
services proposal
defined, 15
sections of, 48, 180-181
SF (Standard Forms) 424 and 424A, 72-76,
160-163
signatures, adding to RFP, 45
SMART outcome objectives
creating, 201-202
including in RFP, 46
using, 151
using in Logic Model, 206
social change philanthropy, 106
soft cash assets
demonstrating, 148
matching funds as, 242-244
software, using for grants management,
268
solicitation number, assignment of, 166
special events revenue, including in
program income, 246
special projects, hiring full-time staff for,
244
Specialized and Technical Services
circulars, locating online, 280
spelling, international differences in, 108
SPOC (Single Points of Contact), 162
staff, choosing, 218-219
staffing/personnel, including in RFP, 47
stakeholders, meaning in evaluation
plans, 211
stakeholder’s evaluation, proposing, 212
Standard Forms (SF) 424 and 424A, 72-76,
160-163
state grants
failure of, 283-284
reviewing, 54-55
waiting period for, 276
state level
applying for pass-through grants at, 57
finding grant opportunities at, 54
getting funded at, 271-272
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statement of fiscal agency responsibility,
including in management plans, 224
statement of need, including in RFP, 46
Statement of Need section, determining
number of pages for, 122
Statement of Work section, contents of, 127
statistics, including in needs
statements, 193
steps, applying to program design section,
150-152
Strategies column, including in Logic
Model, 206
strategies/activities, including in RFP, 46
strengths, assessing in SWOT analysis, 29
STTR (Small Business Technology
Transfer) Program, 97-98
student loans, grant awards for, 94
subcontracted partner agency,
consideration as, 116-117
Substance Abuse document, example of, 131
Success of Community Projects section,
determining number of pages for, 123
summaries, consulting, 140
summative evaluation, meaning in
evaluation plans, 211
supplies
including in budget summary, 236-237
including in corporate letter request, 288
as in-kind contribution, 244
Supplies or Services & Price and Costs
section, contents of, 127
SWOT analysis, performing, 29
systemic change, including in RFP, 47

oJ o

table of contents
developing, 165
finalizing, 254
order of, 156

tables
adding to needs statements, 190-191
contractual budget summary, 238
for equipment budget summary, 236
of funding sources, 262

for management plans, 223
presenting information in, 178-179,
181-182
profiling resources in, 226
for requested and in-kind contributions,
232
supplies budget summary, 237
for travel expenses, 234
using in needs statements, 193
target population
defining, 173, 175-177
paying for training supplies for, 244
tax return, downloading IRS Form 990, 84
tax-exempt status, including proof of, 49
taxpayer reporting number, including on
RFP, 43
technical assistance
attending workshops for, 308-309
funding, 14
seeking from corporations, 289
technical proposal, considering in contract
bids, 134
technical requirements, reading carefully,
135
technical review process, 130
terms
for contract bid responses, 135
for evaluation plans, 208-211
for federal funding requests, 135
for finishing the story, 151-152
for focusing on needs, 145
general versus program-specific, 118-119
for keeping attention of grant readers,
145-146
for needs statements, 186
other budget summary, 240
for outcome objectives, 202
overview, 14-15
for post-award process, 278-279
for program design section, 150-152
terms and conditions, 15
text formatting, applying, 147, 149
thesaurus, using, 146
third- versus first-person writing styles,
173, 178, 181



third-party evaluator. See also evaluation
plans
meaning in evaluation plans, 211
selecting, 213-214
third-party terms, defined, 119
threats, assessing in SWOT analysis, 30
ticket sales, including in program
income, 246
Tides Foundation Web site, 94
timeline, including in RFP, 46
timeline charts, preparing, 204-205
tracking
application status through
Grants.gov, 266
funders, 34
grant requests, 20-21
grants-management software for, 268
translating services, finding, 108
travel expenses, considering as in-kind
contribution, 244
travel line, including in budget summary,
232-234
tuition, including in program income, 246
Types of Support, examining on funder
profile, 90

olf o

Uncle Sam. See federal government
underlining text, 147
Understanding of the Needs response,
writing, 194-195
United Way
consulting, 245
grant application example, 174
Web sites, 302
U.S. Census Bureau Web site, 301
U.S. Department of Agriculture, 117
U.S. Department of Health and Human
Services, 117, 140
U.S. Environmental Protection Agency, 117
U.S. Small Business Administration Web
site, 96
useful life, defined, 235
USIG (United States International
Grantmaking), 106
utility standards, meaning in evaluation
plans, 209

oo

vendor specifications, acquiring, 289
visualization, maximizing in needs
statement, 193
volunteers
using as resources, 226
value of, 239

o[/ o

waiting period, length of, 276
weaknesses, assessing in SWOT analysis,
29-30
Web sites
Bristol-Myers Squibb Patient Assistance
Foundation, 94
business plan competitions, 96
CFDA (Catalog of Federal Domestic
Assistance), 16
ChristianGrants.com, 89
christiangrantsdirectory.org, 89
College Board, 94
cover forms, 159
CyberGrants, 266
Dunn & Bradstreet, 43
DUNS Number, 68, 72
EFC (European Foundation Center), 103
European Foundation Centre, 36
evaluation plans, 208
federal funding search, 35
federal grants, 61
findrfp, 18
Fortune.com, 88-89
Forum of Regional Associations of
Grantmakers, 20
Foundation Center, 17, 35, 83, 87, 106, 289
Freedom of Information Act, 272
Funder’s Online, 36
funding sources, 88-89
Fundsnet Services, 88
General Services Administration, 233
grant competitions, 16
grants, 56
Grants.gov, 61-62, 65, 265-266
grants-management software, 268
GrantStation Insider, 82
GrantStation.com, 88
GuideStar, 86
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Web sites (continued)

hard-copy resources, 87

Hoover’s, 288

Imagine Canada, 105

Independent Sector, 226, 239

IRS Form 990, 84, 86

Logic Model, 207

MacArthur Fellows, 94

Mental Health Services Administration
document, 131

monetary conversions, 108

OMB (Office of Management
and Budget), 280

One-Stop Career Center, 300

PDF converter software, 18

per diem rates, 233

Philanthropy News Digest, 82

QuickFacts, 301

RFP Bulletin, 82

SBA (Small Business Administration),
96-97

Substance Abuse document, 131

Tides Foundation, 94
United Way, 302
U.S. Census Bureau, 301
W.K. Kellogg, 207-208
“winning” grant application, expectations
of, 121
WK. Kellogg Web site, 207-208
words. See terms
work with local groups, describing in
RFP, 46
writing grants, resources for, 139-140
writing process
focusing on needs, 144-146
identifying who and where, 144
using groups of three, 147
using thesaurus, 146

oyo

year founded, indicating on RFP, 43



