Proposal Checklist

(Compiled from The Grantsmanship Center’s Proposal checklist and selected local foundation guidelines)

Introduction/background

____ Text clearly establishes who is applying for funds

____ Expresses agency’s mission, purpose and goals

____ Describes agency’s program services

____ Provides evidence of accomplishments, reliability and credibility

Statement of Need

____ Statement supported by statistics/information from published reports, surveys, sources of authority

____ Need and proposed solutions are of reasonable dimensions – not trying to solve all the problems of the world

____ Describes how the project will have broad community impact – both now and in the future

____ Text makes a compelling case; is interesting, brief and free of jargon

Objectives

____ Objectives are clear, concise and specific

____ Objectives address problems referred to in Statement of Need

____ Describes population that will benefit

____ States time by which objectives will be accomplished

____ Describes the evaluation process

Action Plan /Methodology

____ Text clearly describes sequence of project activities and reasons for selecting activities

____ Describes staffing (professional and volunteer) for client population

____ Presents a reasonable scope of activities that can be completed within the time and resources of the program

Evaluation procedures

____ Presents a plan for evaluating project or a plan for modifying the project, if necessary

____ States who will be evaluating, criteria for success, how data will be gathered

____ Describes any evaluation reports to be produced

Funding

____ Budget is detailed in all aspects (benefits, taxes, pension)

____ Tells the same story as the narrative

____ Contains no unexplained amounts for contingency, misc.

____ Includes all items asked of the funding source as well as items paid for by other sources (including services and products)

____ Includes consultant fees

Future funding

____ Provides a specific plan for future funding of project

____ Describes other funding sources being approached for project

____ Explains how maintenance costs will be obtained (i.e., capital construction grant/endowment for maintenance)

____ Has minimal reliance on future grant support

Summary – Concluding

____ States the overall impact the funder will have through the project

____ Explains how the request reflects the funder’s interests and values

____ Expresses professional and community support for the project

____ Repeats specific financial request

____ Text is compelling, interesting and free of jargon

Summary – Introductory

____ Identifies the grant applicant, the proposed project, total cost of project, specific request, funds already obtained

____ Refers to timeliness and uniqueness of project

____ Refers to credibility of the agency

____ Briefly refers to community need, proposed project and solutions

____ Text is brief, clear and compelling

