Grants: Finding and Writing a Successful RFP

By: Barbara L. Ross, Lighthouse of the Big Bend

I. Finding a Grant
1. Determine the Needs & Results: One of the first steps to getting a grant is to gather information about the needs of the population for whom you want funding. You might use results from surveys, focus groups, interviews, or demographic data to demonstrate the need for funds. After you determine the needs, next you should decide what change(s) you want to create. How will you meet the needs of the population served? For example, we know that one need for individuals who are blind is to increase employment, which might be accomplished by better educating employers about employability, such as the technology available (which can be underwritten by DBS or Able Trust) that allows individuals who are visually impaired to do just about any job. 
2. Search & Screen: One of the best places to find a grant is on the Internet. As you search online for a grant, look for a funder & grant that matches your purpose, geography, population served & results you want to create. For the specific need above, you would then be searching for a grantor that provided funding for jobs for people with disabilities (or even more specifically – blindness) in your area of Florida. Another screening criteria is the deadline – if there is a specific date the grant is due, be sure you have enough time to write and submit the grant.
3. Websites: Places to look for grants on the Internet: 
    A. You can search by purpose first at:
- Foundation Center Online http://www.foundationcenter.org/
- Disability Resources http://www.disabilityresources.org/GRANTS.html 
   B. You can search by geography first at:
- Community Foundations in Florida http://www.cof.org/whoweserve/community/resources/SearchResults.cfm?navItemNumber=15626&state=FL
- Florida Funding http://www.floridafunding.com/freehotgrants/index.htm
II. Writing the Grant
1. Ask the Grantor: Once you have a general idea of what your project will be and how it will work, call the grantor. Ask if your idea for a project is one they would consider funding. If it is not, they will most likely tell you, and may have some advice on a different direction that they are interested in funding. Make sure that whatever you write is still in line with your overall mission however. If you want to help adults who are blind, it won’t be helpful to get funding for healthy eyecare screening for children.
2. Board Approval: Before you begin writing, make sure you get your board’s approval. You may need a signature or official minutes, so make sure you can obtain this prior to the grant submission deadline. If your organization is not having an official Board meeting, you may need to request a special Executive Committee meeting to give approval in the interim. 
3. Follow the Directions: Each funder’s grant guidelines will tell you what to include in a grant proposal for its organization. Read the RFP (Request for Proposal) carefully to determine if you will need data on your organization, letters of support, signatures, etc. and be sure to follow the instructions to the letter. For example, if the guidelines state the application must be submitted with 12 single sided copies and you do 12 double-sided copies to save paper, your whole proposal may be thrown out. Many application questions can also be duplicative. It does not matter if you think you already answered question number 20 in question number 2 – say it again anyways. 
4. Problem/Need Description: Every grant must have a section for you to convince the funder that your project should be funded because it is going to accomplish something important that is needed. Provide a realistic assessment of the urgency that drives your proposal submission. Because most grant reviews are generalists, be sure to explain your issue thoroughly. Describe the situation in both factual and human interest terms. Providing good data demonstrates that your organization is expert in the field. 

5. Writing the Grant Objectives & Activities: Determine specific objectives that your project will accomplish and actions that you will take as a result of receiving grant funding. 
One of the most costly (and common) grant writing mistakes is writing unclear objectives and activities. No matter how well written the rest of your proposal may be, funding agencies want to know what measurable change or benefit they are funding. Unclear objectives leave the reader wondering what exactly the grant program plans to achieve. 
Successful grant writing includes SMART objectives: Specific, Measurable, Attainable, Relevant, and Time Bound - hence the acronym SMART. Writing SMART objectives can make the difference between success and failure in a grant proposal.
Specific: Don’t confuse objectives with goal statements. Goal statements are broad. Objectives are highly specific and more precisely define a broader goal. For example, a goal statement might read, "Increase public awareness." An objective to support this goal might read, "Over the next year, hold 24 presentations to employers about how people who are blind can perform many jobs at their business." Note: Since goal statements are broad, they should be supported by multiple objectives. In this example, the goal statement might be supported by objectives that measure specific presentations to different target audiences – employers, high school teachers and students, job fairs, Chamber of Commerce members, etc. 

Measurable: Make sure your objectives are statements that measure the outcomes of your activities. Funding sources want to know what measurable change their money will support. For example, if your objective is to educate employers about the employability of people who are blind, tell how many employers will be educated. You may even want to go so far as to measure the number of people employed after the public awareness campaign is concluded.
Attainable: SMART objectives are realistic and within reach. If you write that a proposed public awareness program will eliminate all unemployment in Florida you will probably arouse skepticism. The grant money will more likely be awarded to a proposal to reduce unemployment of people who are blind in your area by 20%. Remember that grant writing is persuasive writing and you must persuade the reader that your objectives are possible. 

Relevant: SMART objectives directly support the goals of the proposal, and relate to the measurable needs of the population served by the project. Your objectives must be relevant to the mission statement or priorities of the funding source as mentioned in the RFP (request for proposal) or on the funding agency's website. 

Time Bound: Funding sources not only want to know what measurable change they are paying for, but also when they can expect it to happen. Plan ahead and start at the beginning of the funding period, and then tell the reviewer when your project will accomplish each objective in your proposal. Funding agencies know that objectives without deadlines are seldom met. If you offer dates that come after the grant period, you could be perceived as trying to avoid accountability for results. Funding agencies cannot hold your project accountable for deadlines that come after the funding period ends. 
6. Asking for the Money: Be sure to prepare an itemized budget of expenses by listing each item you need and the price. Some grantors require that you get official quotes but you should research how much each item costs regardless. This makes your budget realistic and ensures you are asking for the right amount. Be sure to include everything you need to make the project successful, because if you don’t include it in your budget, you won’t get it. Remember to include personnel costs, direct project expenses, and administrative or overhead costs (such as space and utilities) if allowed.  It can also be helpful to show what contributions you already have for the project as “match” if possible. This can be money or other forms of support such as free space that you can assign a cost to, even though you are not really paying money for it, which is called an “in-kind” donation.
7. Outcomes & Evaluating Success: How will you know whether your project achieved the desired outcomes? If you have done a good job of defining your objectives, all you need to do is describe the information you will gather to tell you how close you came to your outcomes. Will you keep records of employers that interview clients? Will you call your clients six months after they get a job to ask how they are doing? Explain who will gather the evaluation information and how it will demonstrate that you met your outcomes. Be sure your evaluation plan is achievable given your resources. If the evaluation will cost money, be sure to put that cost in the project budget.
8. Completion: Before mailing your grant application, ask a co-worker to edit your work and help you double check that every required attachment is included. Remember that grant reviewers are buried in paperwork, so before you send it off, make sure your proposal an easy read.
III. Sample Request for Proposal (RFP)
From: http://www.abletrust.org/grant/booklet.shtml
The Able Trust Grant Policies

Eligibility 
A.  Applicants:  The Able Trust will accept for review complete proposals and supplemental materials from organizations that are either governmental agencies or are currently qualified as tax exempt under Internal Revenue Code Section 501(c) 3 and are not private foundations or supporting organizations, which demonstrate an interest to serve the employment needs of individuals with disabilities in the state of Florida.  The Able Trust will also consider limited grants to individuals for on-the-job accommodations to accept an employment offer, retain or receive a promotion at a current job.

B. Types of Grants: The Able Trust makes the following types of Grants:

1. Agency Grants – this is the primary grant program of The Able Trust and such proposals address the employment placement of Floridians with disabilities.

2. Requests for Proposal (RFP) Grants – This program is defined by an announcement by the Board of Directors for proposals that address a specific issue.  The release of an RFP’s is at the discretion of the Board at any time during a Fiscal Year.

3. Emergency Agency Grants - this program is for such situations whereby extenuating circumstances or natural occurrences (commonly defined as “Acts of God”) have resulted in an Agency’s Employment Program’s inability to function if assistance is not received within 60 days.  Emergency Grants average $5,000 with $10,000 being the maximum award.

C. Proposal Evaluation and Limitations

1. Proposals must address the employment placement of Floridians with disabilities.  Employment is defined as an individual, entering or retaining full time, or if appropriate, part time competitive employment in the integrated labor market at minimum wage or above for at least 90 days.  This includes supported or transitional employment in an integrated setting consistent with the individual’s strengths, resources, priorities, concerns, abilities, capabilities’, interests and informed choice.

2. Only one proposal at a time from any one agency or individual will be considered.

3. Proposals must present a detailed “Project Plan and Description” for how employment will be secured for individuals from a defined community and/or disability population group.

4. Proposals must present a thoughtful “Plan for Future Funding” that addresses the sustainability of the proposed program and project objectives when the grant year is complete.

5. Proposals should demonstrate an identified gap between services the Agency has funding for and what the community’s needs are as a place where The Able Trust could possibly assist with grant funding. 

6. Proposals must present a line item budget to implement the program goals under consideration.  Administration cost is limited to 10% of the total program costs demonstrated on the line item budget.

7. In the review process, the geography served of the program is taken into consideration as The Able Trust is responsive to all 67 counties in Florida.  

8. In the review process, the disability populations proposed to be served are taken into consideration as The Able Trust strives to serves diverse populations of disabilities in any given year.

9. Proposals with multiple sources of funding are encouraged.

10. In the interest of transparency, a grant applicant should disclose any known relationship, donation of funds and/or volunteer hours with (a) a Director of The Able Trust and the staff/co-worker of that Director at their place of business and (b) staff of The Able Trust and/or their immediate family.

D. Length of Grant: The Foundation will consider grants of one, two or three year time length. Multi-year grants will only be considered from eligible agency applicants and subsequent funding will depend on the success of the first year and availability of funds.  Multi-year grants awards will be of tiered amounts with the second year less than the first, and the third year less than the second.

E. Non-Discrimination: There are no restrictions on the granting or use of the grants with respect to abilities, race, color, creed, sex, sexual orientation or religion.  All awarded organizations are expected to maintain ADA accessible environments and positively promote the hiring of individuals with disabilities.

F. Exclusions: The Able Trust will not consider for funding any proposal outside the description provided above “Applicant” (A).  For additional clarification, The Able Trust will not consider: 

1. any individual grant for a small business start-up or continuation, 

2. proposals from individuals for tuition and related costs,

3. proposals that do not demonstrate other funders or plans to gain other funders for support, 

4. Proposals from out of the state of Florida or International,

5. Proposals which include requests for fellowships, scholarships or travel grants,

6. Proposals that include a request for the purchase of real estate or for building improvements,

7. Proposals that do not address employment placement for persons with disabilities in Florida.

G.  Application Process:  

1. There are no deadlines for submission of an application, except when specified on a particular released “Request for Proposal”.   

2. The Grant Committee recommends and the Board of Directors approves proposals for funding four times a year in conjunction with the regularly scheduled Board of Director meetings.  Emergency grant requests are considered by the sitting Grant Committee on a as needed basis and as defined by section B.3.
3. All decisions of the Grant Committee and Board of Directors are final.
4. Required Supplemental Materials:

i. Copy of IRS 501(c)(3) Designation

ii. Copy of most recent Financial Audit or Financial Statements

iii. Copy of most recent Annual Report.  If Agency does not produce an official Agency Report than a one page summary of services provided in the previous year will suffice.

iv. Copy of the most recent Internal Revenue Service 990 filing.

v. Copy of state of Florida Charitable Solicitation Registration

vi. Contact list of current Board of Director Members (Addresses & Phone Numbers)

vii. A completed ADA Verification form.

viii. Two Letters of Support about the project under consideration.

ix. Two Competitive Cost Quotes for Budget items over $500.

H. Grant Award Administration and Monitoring

1. Distribution of funds: The Grant awards can be paid in full or partial amounts as decided by the Grants Committee at its sole discretion.  However the Grant Award Contract must indicate the method and amount(s) of disbursements. Grants in excess of $10,000 must be in at least two payments, the second payment being dependent upon submission and approval of the Project’s Initial and/or Interim Progress Report.  Any funds needed for the start up of a project shall be included in the first disbursement.

2. All grant recipients shall complete at least two progress reports during the grant year by the due date.  Recipients may elect to receive their reporting materials either by the postal mail or electronically.

3. Site visits shall be conducted at a minimum of twenty-five percent of all grant award sites.  Site visits for multi-year grant applicants shall be completed before the consideration and review of Year Two or Year Three funding.  Site visits can be conducted at any time.

4. Compliance Audits may be conducted on any grant funded project that the President/CEO deems necessary.

This document constitutes the Grant Making policies and procedures of The Able Trust which are subject to periodic review and modification by The Able Trust.

IV. Sample Proposal
Name of Project: Lighthouse of the Big Bend Public Awareness Project
Date Submitted: 9/14/09

Name & address:  

Lighthouse of the Big Bend, 1286 Cedar Center Drive, Tallahassee, FL 32301

Email: bross@lighthousebigbend.org, 

Phone: (850)942-3658 x 201

Contract Manager: Barbara Ross, Executive Director

Goal: Public Awareness

The Lighthouse of the Big Bend will hire two new part-time staff members. A Public Awareness Specialist (.5 FTE) will be hired to create, organize and implement a public awareness campaign, developing materials and methods to create awareness for three targeted groups: 1. Prospective employers in the Big Bend; 2. High schools in the Big Bend; 3. Members of the general public, particularly those aged 14-54 who are visually impaired themselves but do not yet know of the Lighthouse Vocational Rehabilitation (VR) program. Also, other members of the community may know individuals aged 14-54 who are visually impaired and need Job Readiness services and can share the information by the most effect means possible – word of mouth. The Lighthouse of the Big Bend will also hire a new part-time staff member (.375 FTE) as a Driver to support an individual who is visually impaired in the position of Public Awareness Specialist.

Funds Requested: $51,886.14
Contract Period: March 15, 2010 through August 31, 2011

Anticipated length of contract period: 18 months

Population to Benefit:  The populations who will benefit from the public awareness campaign are:

A. Local businesses and other prospective employers will benefit from being made aware of opportunities to partner with the Lighthouse, the benefits of hiring employees who are visually impaired, and the ease with which accommodations can be made to enable someone who is visually impaired to do many jobs; 

B. Students ages 14-18 who are visually impaired and blind who do not know about the Lighthouse Transition program will benefit by learning about and enrolling in these vocational rehabilitation services;

C. Members of the general public will gain an understanding of the employment issues facing people who are blind and visually & impaired, and

D. Individuals who are visually impaired or blind, ages 14-54 who are in need of the Lighthouse Vocational Rehabilitation (VR) program will benefit by learning about and enrolling in VR services.

Area of Benefit: The eleven counties of the Big Bend including Franklin, Gadsden, Hamilton, Jefferson, Lafayette, Leon, Liberty, Madison, Suwannee, Taylor, and Wakulla Counties.

Description of the Project

1. Need for Project:
There is a need to educate most of the general public about the capabilities of individuals who are visually impaired or blind. Employers, high school teachers and students, the general public, and most especially working-age individuals who are losing their vision, all need to know that job readiness services are available, effective, and fully prepare clients for employment. 

Learning opportunities need to be provided to demystify blindness. Unfortunately, the realities of blindness are greatly misunderstood. Many difficulties arise from other people feeling uncomfortable or afraid of blindness due to a lack of realistic information. Most people seem to focus on the differences between someone who has sight and someone who does not, rather than the fact that this is the ONLY difference and able to be overcome.

Employers, high schools, and individuals need knowledge and understanding of how to work with someone who is visually impaired or blind. This understanding will allow employers, teachers, and the general public to work effectively with students, employees and co-workers who are visually impaired or blind. The more that people become aware, the more confidence they gain in working with someone who has a visual impairment. An uninformed person might even avoid interacting with a person who has a vision loss, much less hiring him or her. 
Sadly, there are also many people with vision loss who do not know services are available. A huge need for this project is to reach people who need to re-learn how to function without their sight and make them aware of the services available through the Lighthouse of the Big Bend program(s).

2.  Description of the Project:
The need for public awareness will be addressed by creating a public awareness campaign and hiring two new part-time staff members (.875 FTE) of a part-time Public Awareness Specialist and Driver for 18 months to develop materials and implement techniques to inform and educate three groups: 1. Prospective employers in the Big Bend; 2. High schools in the Big Bend; 3. Members of the general public, particularly those aged 14-54 who are visually impaired themselves but do not yet know about the Lighthouse Vocational Rehabilitation (VR) program. Materials created will include a professionally printed brochure in regular print and large print, as well as translated into Braille, information kits with 12 staggered inserts which are interchangeable depending upon the intended recipient, vision simulator cards, vision simulation goggles, APH Braille & large print alphabet card folders, and display board signs. Several items with which to create more targeted or event-specific public awareness materials will also be purchased such as a color printer, ink cartridges, paper, and a Braille business card embosser.

3.  Objectives of the Project and Services to be provided:
Three specific areas will be targeted over the eighteen months of this project, including local businesses, high schools, and the general public. At the beginning of the project, a new part time Public Awareness Specialist will be hired to work 20 hours per week and a new part time Driver will be hired to work 15 hours per week. The Public Awareness specialist will start creating and purchasing the public awareness materials listed in the attached budget. After the materials that are the tools of the project are acquired, the Public Awareness Specialist will begin working to disseminate the information through providing materials, presentations, and staffing information tables at community events in the Big Bend in conjunction with the trained volunteers that make up the Lighthouse of the Big Bend Speaker’s Bureau. In as many cases as possible, the Public Awareness Specialist will recruit a Speaker’s Bureau volunteer to take part in each presentation and help staff each information table. 

First, 1,500 local employers who are members of the Tallahassee Chamber of Commerce will be targeted to receive public awareness information about the Lighthouse of the Big Bend. In addition to mailing an information kit, a letter offering a presentation on blindness/visual impairment will be sent, as well as a check-off form to capture the business' specific interests, and a self addressed envelope to return the information.

Our goal will be to receive a 2% response rate, or to conduct 30 presentations to local businesses. If 30 responses are not received from the initial mailout, the Public Awareness Specialist will make phone calls offering presentations to businesses that are already known to presently, or in the past, have an employee with a visual impairment. Increasing the knowledge of employers who have already hired a person with a visual impairment will, at the very least, inform the business that the Lighthouse is a resource for helpful adaptations and accommodations to assist the employee who is visually impaired. In turn, this may encourage the employer to consider additional candidates in the future for job openings.

Second, all nineteen high schools in the Big Bend will be provided with public awareness materials and opportunities for presentations, including: Godby High School, Rickards High School, Chiles High School, Leon High School, Lincoln High School, SAIL, Gretchen Everhart, Franklin County High School, East Gadsden High School, West Gadsden High School, Hamilton County High School, Jefferson County High School, Lafayette High School, Liberty County High School, Madison County High School, Branford High School, Suwannee High School, Taylor County High School, and Wakulla High School. The Public Awareness Specialist will contact each school in writing and follow up with a phone call to offer presentations to high school teachers and/or students. Presentations will focus on providing general education about blindness/visual impairment, Lighthouse services, and finding any students ages 14-18 who are visually impaired or blind and who do not know about the Lighthouse Transition program. After obtaining permission, the Public Awareness Specialist will provide the Lighthouse Transition staff with the student’s contact information to enable follow-up and enrollment in the Transition program if appropriate. It is also hoped that the presentations will help teachers and students become familiar with blindness/visual impairment and learn ways to interact with and include students who are blind or visually impaired in activities.

Third, through having an information and display table at 18 community events (approximately one per month) members of the general public will gain a better understanding of the issues facing people who are blind or visually impaired. By having the booths, it is also our goal to reach individuals who are visually impaired or blind, ages 14-54 who are in need of the Lighthouse program and will benefit by learning about and enrolling in VR services. 

Last, as presentations and information tables are scheduled, the Lighthouse of the Big Bend will create further publicity by advertising the presentation or the event at which a Lighthouse table will be held. Each presentation or event will be publicized in at least six formats, including the Tallahassee Chamber of Commerce calendar, COCA’s calendar at MoreThanYouThought.com, Tallahassee Democrat events calendar, TallyMarket.com events, WFSU events calendar, and on the Lighthouse Facebook page. By targeting such a wide range of markets, it is increasingly likely that individuals who are visually impaired or blind and do not yet know about the agency will have an opportunity to hear about the Lighthouse’s services and become involved.
4. Anticipated Outcomes of the Project: 

During the eighteen months of this project, two new part-time staff positions will be created for a Public Awareness Specialist and Driver. 30 local employers will receive presentations, and all, approximately 1,500 local businesses that are members of the Tallahassee Chamber of Commerce will receive an information kit on the Lighthouse and blindness/visual impairment public awareness materials. 19 high schools in the Big Bend will receive materials and the opportunity for presentations for teachers and/or students. At one community event per month, for a total of 18, an information booth about Lighthouse services and blindness/visual impairment will be staffed. 

	Outcomes
	Selection of Principles

	Create two part time staff positions for a Public Awareness Specialist (.5) and a driver (.375) for a total of .875 FTE
	Spend funds quickly to save and create jobs

	19 high schools in the Big Bend will receive materials and the opportunity for presentations for teachers and/or students
	Improve student achievement through school improvement and reform.


	1,500 local businesses that are members of the Tallahassee Chamber of Commerce will receive an information kit on the Lighthouse and blindness/visual impairment public awareness materials.
	Invest one-time ARRA funds thoughtfully to minimize the "funding cliff"

Spend funds quickly to save and create jobs


	30 local employers will receive presentations on the Lighthouse and blindness/ visual impairment


	Invest one-time ARRA funds thoughtfully to minimize the "funding cliff."

Spend funds quickly to save and create jobs


	Staff an information and display table at 18 community events
	Invest one-time ARRA funds thoughtfully to minimize the "funding cliff."

	The Lighthouse of the Big Bend will supply documentation needed
	Ensure transparency, reporting and accountability


5.  Letter of Support:  Letter of support from area DBS District Administrator Ana Saint Fort is attached. 
Project Evaluation

6. Provider Evaluation: Please indicate the specific evaluation methods to be employed. You may use the following as evaluation tools: 

A. Presentation evaluation form: An evaluation will be distributed at each presentation.

B. Project work plan regularly updated: As public awareness materials are purchased and distributed, the Lighthouse of the Big Bend will document progress on the work plan.

C. Invoices: The Lighthouse of the Big Bend will submit monthly invoices as required.

7. Monitoring: For information purposes please be advised that all projects will be monitored to the fullest extent as required by AARA. The monitoring will involve the following: 

· evaluation of deliverables; 

· progress towards project outcomes; 

· conduct mid-term review; 

· quality assurance committee oversight; 

· on-site review; 

· participation in project activities as necessary

8. Proposal Submission: Proposals must be received by at the address indicated above on or before 9/15/09 by the close of business.  All proposals must be submitted in two formats.  a) Hard copy and b) electronically IN WORD via email. 

Lighthouse of the Big Bend

Public Awareness Project

Project Work Plan Activity Report

	Activity
	Start Date
	# 
served
	Status

	Lighthouse will advertise for, hire and train two part time staff members to conduct the public awareness campaign and support the position as a driver
	03/15/10
	
	

	New Public Awareness Specialist will start creating and purchasing the public awareness materials
	04/01/10
	
	

	New Public Awareness Specialist will begin disseminating public awareness information through providing materials, presentations, and staffing information tables
	05/01/10
	
	

	1,500 information packets will be mailed out to Tallahassee Chamber of Commerce businesses
	05/15/10
	
	

	19 information packets will be mailed out to each high school in the Big Bend
	05/15/10
	
	

	8 presentations and information booths will be completed
	08/01/10
	
	

	32 presentations and information booths will be completed
	03/01/11
	
	

	48 presentations and information booths will be completed
	08/31/11
	
	


Lighthouse of the Big Bend

Public Awareness Project Budget

Number of positions created: .875 FTE (35 hr/wk)

Public Awareness Specialist ($15/hr x 20 hr/wk x 78 wk
$23,400

Driver ($8/hr x 15 hr/wk x 78 wk)




$9,360

Payroll Taxes (7.65%)






$2,506.14


Salary Subtotal:

$35,266.14

Materials & Supplies:

10,000 tri-fold, full color brochures 




$880

10,000 vision simulator cards 





$6,500

10,000 APH Braille & Large Print Alphabet Card Folder 
$1,300

5,000 information kits






$6,165

5 display signs 







$200

Zimmerman Low Vision Simulation Kit 



$230

APH Braille Business Card Embosser 



$150

HP Photosmart D7560 Color printer



$150

HP564XL Black, Cyan, Magenta & Yellow Ink cartridges $80

Case 11 x 17” paper






$50

Case 8.5 x 11” paper






$35

Postage (2,000 x $ .44)






$880

Supplies Subtotal:

$16,620.00

Total:








$51,886.14

