
Grant Writing 101

The Basics of Writing a                      

Grant Submission



Goals of the Workshop

What you will learn: 

What grant makers are looking for in 

a grantee;

Various types of grant requests;   

Anatomy of a letter of intent, full grant 

proposal and online submission; 

Tips for writing each section of the 

grant. 



FIVE Ws of GRANT WRITING 

A grant proposal 

explains WHO is asking 

for the funds, WHAT the 

funds will be used for, 

WHERE the program/ 

project will take place, 

WHEN it will take place, 

WHY the funds are 

needed, and HOW the 

funds will be managed. 

Think like a journalist.



THE ULTIMATE GOAL 

IS TO GET FUNDING

Grant objectives are:
To persuade the funder that the need or 

problem we will attempt to “fix” with the grant 

money is significant and worthy of funding;

The program/project the funds will be used for 

is well planned and has a good chance of 

success; and

The agency requesting the funds is capable of 

successfully managing the funds and 

completing the proposed project on schedule.



TOP 

NOTCH 

AGENCY

SO WHAT DO GRANT 

MAKERS LOOK FOR IN AN 

AGENCY?

Evidence that you are capable of managing the 

grant (e.g., qualified staff, manage finances well, 

committed volunteers, seasoned program mgrs). 

Evidence that you are well-respected in the 

community.

Agency longevity.

Strong, involved Board.

Sound fiscal management.

Agency is passionate about                                   

the project.



SO WHAT DO GRANT 

MAKERS LOOK FOR IN A 

PROGRAM / PROJECT?

The project or program purpose matches the 

funder's interests.

The proposed program addresses a need.

High impact on beneficiaries.

Have a well-defined project.

Realistic and measurable objectives and 

outcomes.

That you have a realistic budget. 

Financial sustainability beyond the grant period.



TYPES OF GRANT 

REQUESTS

Letters of intent

Full Proposal

Online Application

Government Submission



LETTERS OF INTENT (LOI)

Also called letters of inquiry or             

letters of introduction.

2-3 pages that introduces your agency 

and asks for a meeting (cold call grant 

writing) OR introduces a proposed 

project with hope to be asked to submit 

a full proposal.

Typically takes the form of a regular 

letter but occasional funder supplies 

guidelines.



FULL PROPOSAL

5-10 pages that includes a description 

of your organization, need, project, 

objectives, outcomes, evaluation, etc.

Often the funder supplies a list of 

questions to answer.

Sometimes include a one-page cover 

sheet.

Sometimes they provide forms to fill 

out.



ONLINE APPLICATION

Electronic application found on the 

funder’s website.

Becoming very popular. 

Varies in length depending on number 

of questions asked.

Can be very limiting with character/ 

word counts.

Usually requires uploading addendums 

(e.g. 501 C 3 letter, organizational 

budget, 990, audit, board list).



GOVERNMENT 

SUBMISSION

Federal submissions typically through 

Grants.gov and NYS typically through 

Grants Gateway (32) or Consolidated 

Funding Application (12).

Both are very tedious and often have 

repetitive questions.

Must adhere strictly to directions.

Usually requires uploading numerous 

addendums, board resolution, etc.



1. COVER LETTER

Also called letter of transmittal.

Always include one.

Serves as an introduction to the 

proposal.

Often used to screen applicants

ANATOMY OF A FULL 

PROPOSAL



ATTRIBUTES OF A GOOD 

COVER LETTER

Brief and concise. 

Do not repeat the information that is in 

the proposal. 

Tells reader how well you understand 

the foundation and how your grant 

fulfills the funder's requirements.

Write it after you've completed the entire 

proposal and are in a reflective mood. 



COVER LETTER TIPS

One page with a maximum of four paragraphs. 

Use your organization's letterhead. 

Same date on cover letter and grant application.

Address to name provided or foundation administrator. 

Your first paragraph:

Introduce your organization, project and include ask 

amount.                            

Write one paragraph on your organization.

Write 1-2 more paragraphs on the program or project:

Describe the project/program, ask, how it fits with the 

funder's mission or funding priorities and impact on target 

audience. 

End your letter with a final, summarizing paragraph.

Include contact person's name and contact information. 

Executive director or the board president signs. 



2. APPLICATION FORM

About 25% of full proposals require an 

application be completed.

Standard questions: organization name, 

contact, phone, fax, email address, 

website address, social media, time 

period, operating budget, project budget, 

EIN number, etc.

Sometimes grant is the form, but usually 

includes a list of narrative questions to 

answer as addendum.

Do not leave anything blank.



3. ABSTRACT / SUMMARY

Occasionally asked to provide an 

abstract or summary.

It is a concise summary of the grant 

proposal and includes significant 

information from each section of the 

proposal. 

Because it functions as a stand-alone 

overview of the proposal, readers may 

also use it as a screening tool.



4. ORGANIZATIONAL 

DESCRIPTION

Detailed description of your organization, 

including nonprofit status, year founded, 

mission statement, history, where you 

operate, who you serve, types of 

programs offered, unique attributes, 

awards earned, governance, financial 

health, etc.

This section gives the reader a sense of 

“who is at the helm.”

Goal is to prove competence.



Qualifications

Be sure to include a statement that 

proves competence 
E.g. Today, PARC is the premier agency in Putnam County, 

providing 25 programs and services to 650 people with 

developmental disabilities and their families. PARC has 

earned the respect and support of many business leaders 

and politicians and is affiliated with New York State 

Association for Retarded Children (NYSARC), NYS Office of 

Mental Retardation and Developmental Disabilities 

(OMRDD), Taconic Developmental Disabilities Office, 

Governor’s Office for Small Cities, Putnam County School 

Districts, NYS VESID, and NYS Department of Social 

Services. In 2010, PARC was awarded the NYSARC, Inc.’s 

ARC Angel Award, its highest award for quality service to 

clients. In 2016, PARC received a Consolidated Funding 

Application grants from  New York State. 



5. NEEDS STATEMENT

Describes the problem or need that will 

be addressed (or solved) through the use 

of the grant funds. 

Goal is to show that there is a significant 

need or problem that is worthy of 

immediate attention / solution. 

Need to use recent, compelling statistics 

to prove need.

Ok to use self-generated stats (e.g. 

participant demographics).

Cite references



WHERE TO FIND FACTS FOR 

YOUR NEEDS STATEMENT

U.S. Census Bureau (American Fact 

Finder)

National agencies (e.g. EPA) 

National organizations (Land Trust 

Allliance)

State agencies (e.g. Dept of Parks, 

Recreation or Historic Preservation, DEC, 

Department of Education’s School Report 

Card

County Departments (e.g. Planning, 

Health, Youth Bureau)



Regional nonprofits (e.g. Westchester 

Children's Association’s Children by the 

Numbers, United Way Issues and 

Resources Assessment) 

National database orgs (e.g. Child 

Trends DataBank, National 

statchildstats.gov)

Mapping tools                                     

(Mapping                                         

Westchester,                                   

Policy Map)









6. METHODOLOGY / 

PROJECT DESCRIPTION

Explains how the project or plan will be 

implemented (what, where, when, how). 

Your goal is to not only describe the 

plan, but to also describe how                      

the plan you advocate will                         

successfully resolve the                            

problem or address the                             

need.



7. TARGET POPULATION

Description of program participants

Sex, Age, Race, Income / poverty level

Geographic area they reside

Education (e.g. graduation rates, 

ELA/Math scores, Regents)

Clarifiers like % impacted by cancer, 

substance abuse, mental illness, 

disabilities, etc. 



8. OBJECTIVES

Start with an overall goal        

statement, followed by a                   

bulleted list of specific                  

objectives. 

Objectives must be specific actions. 

They are the steps you will take in 

order to reach the outcomes you 

promise. 

Always start objectives with “To 

_______.” 



HOW TO WRITE A 

COMPELLING OBJECTIVE



9. STAFFING

Include information that persuades the 

reader that the organization has 

staffing capable of undertaking and 

successfully completing the proposed 

project. 

Include bio information                       

of those directing the                                  

program / project. 



Staff bios

Fred Koontz, Ph.D., Executive Director                                                                
Joining Teatown in June 2005, Dr. Fred Koontz brought a wide range of experience 

working with wildlife and environmental education, including 21 years in the nature 

conservation and environmental protection fields. Fred received his Ph.D. in 

Zoology in 1984 from the University of Maryland. While in graduate school, he 

worked at the Smithsonian Institution’s National Zoological Park, specializing in 

animal communication and the social behavior of mammals.  Fred’s vast 

experiences include a 15-year career at the Wildlife Conservation Society, where 

he was a former Curator of Mammalogy at the Bronx Zoo. He was also the founder 

and first director of the Society’s Science Resource Center, which was created to 

train conservation professionals to incorporate cutting-edge methodologies and 

technologies into their work. As Program Director and Executive Vice President at 

the Wildlife Trust, he founded the New York Bioscape Initiative, a program that 

takes a multidisciplinary approach to studying biodiversity and health in the tri-state 

metropolitan region. A highly regarded leader in the field of nature conservation, 

environmental protection and education, Fred has spoken extensively on both 

animal behavior and wildlife conservation, including television and radio programs. 

He has authored more than 50 articles and has held adjunct positions at three 

universities. He has served on committees for the New York Department of 

Environmental Conservation’s Hudson River Estuary Program, American Zoos and 

Aquariums Association and other organizations. 



10. TIMELINE

Identifies when each segment of the 

proposed program will begin and end. 

You can use narrative, table, a list, 

calendar format, etc.

e.g.

TIMELINE:  A Town of Yorktown special use permit and Westchester 

County septic installation approval have been obtained. We expect to 

receive our building permit by November 2017. The septic work will 

be completed in spring 2018.  Renovation will take place from March-

August 2018. The Center is expected to be open for use by fall 2018.



11. OUTCOMES

Describes how your target audience 

(program participants, beneficiaries) will 

benefit from the program / project. 

Can have an overall outcome statement, 

followed by a list of bulleted outcomes. 

Outcomes must be clear, focused, 

detailed, and measurable. 

Outcomes relate to objectives – If you do 

the 5 or 6 objectives, you have a 

likelihood of achieving the stated 5 or 6 

outcomes.



HOW TO WRITE A 

QUANTIFIABLE OUTCOME



12. EVALUATION PLAN

Describes your plan for evaluating your 

anticipated outcomes.

Include who will evaluate and timing.

Some funders require                                   

the use of an outside                                  

evaluator.



TYPES OF 

EVALUATION TECHNIQUES

Quantitative program content analysis (e.g., # of 

participants, sessions, pounds distributed) 

Survey research (e.g. written, in-person, pre- and       

post-testing) 

In-depth personal interview

Staff observational research (e.g. increased 

English proficiency, interest in learning, career / 

college aspirations, art appreciation, self-esteem)

Focus group (group interview)

Secondary sources of information (e.g. report card 

grades, state test scores, IEP results, police 

statistics)



13. BUDGET

Explains how the money will be spent 

and justifies the need for the proposed 

ask amount.

Typically includes income and 

expenses. 

Sometimes funder supplies a line-item 

budget form to complete. 

Some require budget narrative that 

provides a written justification for the 

line-item budget. 







14. ADDENDUMS

Required documents:
501 C 3 letter

Board list

Organization and project budgets

990 and audit

Other supporters/funders

Incorporation papers

Staff bios or resumes

Support letters

Annual report

Recent press

Board resolution

Strategic plan

Map of area



ANATOMY OF  

LETTER OF INTENT (3-5 pgs)

Introduction paragraph with ask amount

Organizational description

Needs statement

Target population

Project description and staffing

Objectives

Anticipated outcomes and evaluation

Budget and other funding sources

Closing with contact information



ANATOMYOF AN ONLINE 

APPLICATION

Most times the questions follow the 

full proposal outline.

Most times have character counts so 

need to write more concisely.

Almost always ask for addendums.

If don’t ask sufficient questions, be 

sure to attach narrative addendum if 

can.


