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Encouraging Exercise


Getting Started:  Encouraging Exercise:  

Match Project Management/Technical Communication abilities to anticipated proposal grant activities

Part I:  A partial list of what we bring… 

1. Follow directions; comply with instructions
2. Collaborate with technical experts;  executive managers; marketers; volunteers 
3. Write convincing narratives
4. Interview scientists and engineers
5. Establish and manage complex schedules 
6. Assemble and train ad hoc project teams – staff or volunteers
7. Organize peer and editorial reviews; resolve comments
8. Develop and implement project communication plans
9. Mediate, negotiate; balance disparate work styles 
10. Design, prepare, and revise resumes and project descriptions
11. Develop creative ways to display information in varying media
12. Showcase technical products effectively
13. Get communication projects out the door on schedule, under budget
14. Understand when to stop revising and accept “good enough” 
15. Work under tight, inflexible deadlines
16. Facilitate meetings; insist on action item resolution
17. Apply generalist’s knowledge and interest in many subjects
18. Resurrect and improve old text; adapt “boilerplate.”
19. Keep ones cool when all about are loosing theirs
20. Retain an affection for words and pictures
21. Communicate warmly with clients
22. Manage production and distribution of high quality deliverables
23. Plan and conduct meetings and presentations
24. Retain sense of humor; appreciate irony

25. Choreograph exuberant celebrations

Part II:  Proposal/GRANT APPLICATION  Activities 
Partial list of what we’ll do as grant/proposal leaders 
	Proposal Activity
	Ability #

	Phase 1:  BEFORE THE TARGET FUNDER IS SELECTED OR THE REQUEST FOR PROPOSAL IS ISSUED - Acquisition 

· Research potential client/Funder; market as appropriate

· Gather general information on Funder;
· Accumulate our  organization’s  staff  resumes, descriptions of past experience, org. history/resources.  Edit boilerplate

· Research potential competition

· Arrange for notification if new info  released about targeted Funders – try to make contact with identified Funders
· Identify available staff for  grant- team and to bid in
	

	Phase 2:  GRANT REQUIREMENTS OR RFP RECEIPT AND PREPARATION FOR KICKOFF
	

	Within 36 hrs. of obtaining requirements
· Scan instructions; identify unusual requirements
· Prepare/submit list of questions for clarification 

· Draft high level outline based on proposal instructions, i.e.   requirements driven outline

· Identify potential “show-stoppers” and “discriminators”

· Request initial corporate bid/no bid decision based on requirements, available resources to support project
· Draft high-level schedule 


	

	· Assemble Team
 

· Senior Manager involved --  to assure cooperation)

· SMEs to draft responses or be interviewed if necessary

· Costing and corporate finance experts

· Writer/editor(s); Desktop publisher(s); graphics specialists

· Process and production coordinator 

· Section or “book bosses”/writers

· Reviewers including – Peer; Budgeting/Costing Strategy , Adversarial; Editorial. 

· Secure space and resources (physical or virtual)  for team to collaborate effectively including Internet connectivity, secure” war room” for collaboration and scripting/brainstorming, webinar meetings, etc.

· Prepare conformance matrix 
	

	
	

	
	

	Phase 3:  PROPOSAL PREPARATION
	

	· Refine outline
	

	· Hold proposal kickoff meeting. Make assignments; establish firm deadlines. 
	

	· Develop draft of proposed organization, descriptions of key roles to be filled.   Identify proposed staff for each position and collect profile and resume information
	

	· Interview SMEs; draft and/or collaboratively iterate material developed for specialized parts of proposal
	

	· “Tweak” resumes and relevant company project descriptions to satisfy requirements 
	

	· Verify that all production materials are ordered; test for any challenges related to printing or electronic distribution 
	

	· Design elements - cover, tabs, CD labels, , etc.
	

	· Draft executive summary 
	

	· Draft cover letter
	

	· Review and update conformance matrix
	

	· Perform substantive edit
	

	Phase 4:  REVIEW PROCESS
	

	· Participate in internal reviews; coordinate with Budgeters to assure consistency
	

	· Match proposal against evaluation criteria, proposal instructions, and requirements to assure compliance 
	

	· Verify that all requirements are satisfied
	

	· Facilitate independent reviews;  coordinate comment resolution/incorporation 
	

	Phase 5:  PRODUCTION PROCESS
	

	Arrange for independent copy edit
	

	Test print; test electronic submission media
	

	Assemble QA team to verify completeness, accuracy
	

	NEXT STEPS:  FOLLOW-UP; ORAL PRESENTATIONS
	

	Be prepared to assemble proposed key personnel and to  prepare and rehearse oral presentation if required by Fund Evaluators.  
	

	Enhance org. and/or Cause visibility – Press releases; events; contacts with peers (Board members; community activities, etc.)
	


Sample of Key Person’s Resume:  Consistent with Proposal/Grant  instructions, evaluation criteria, and Description of Project
Senior Communications and Training Manager

	Years of Experience: 25 ys.

Availability:                                           75%

Why selected?

Proven ability to schedule/coordinate complex concurrent tasks & support multi-contractor activities simultaneously: Direct ad hoc teams and manage in-house departments responsible for complex environmental, occupational health, public/customer safety, computer system implementation, and technical/scientific   documentation, training, and communications projects for delivery to clients including DOE, LLNL, NASA-Ames, EPA, DoD 

Creative solutions for program/project communications, event planning, program-wide training:  Demonstrated ability to plan innovative communications programs for internal/external communications; develop training curriculum and supporting materials; plan and implement complex events.

Expertise in preparing and delivering presentations and briefings excellent platform skills and presentation coaching ___________________________

Education (i)

Masters of Public Health (M.P.H.), Nutrition, Epidemeology, Environmental Health & Safety, Tulane School of Public Health Post-graduate coursework:  Organic Chemistry, Biochemistry, Microbiology, Adult Education & Training, Univ. of New Orleans.  B.A.( Honors), Sociology (Organizational Development), Communications, UT.

Present Job & Title (ii)

Director of Communications;  Documentation/ Senior Technical Communications Specialist.  
	
	Immediate Supervisors (iii)

2000– Present:  XXXXXX XXXXX, Well Chosen Words,  XXXXXXXXXXXXX xxxxxxxxxxxxxxxx.

1995 - 2000:  XXXXXXXX, Science Applications International Corporation,  

1993-1995: Director of Fund Raising, American Cancer Society, xxxxxxxxx

Professional Accomplishments (iv)

· Fellow, Society for Technical Communication, Managing Editor, Chemical Protective Clothing, American Industrial Hygiene Association Press 

· SIG Advocate, STC
· Director, Touchstone 2000, prestigious STC-technical communication competition

· Pacesetter Award, STC.  “For innovative initiative in education and outreach

· Workshops, panels, presentations, STC, IEEE PCS, ASTD, ……..

	
	
	

	
	
	Representative Experience (v)

· Project/Work Assignment Manager:  Yucca Mountain Project, ES&H Pre-Existing Conditions.  Highly sensitive, complex issue analysis and documentation.

· Communications/Documentation Director:  Kaiser Permanente Clinical Information System contract, facilitate disparate workgroup efforts 
· Documentation Project Manager:  Led Baseline Safety Analysis File project for Idaho National Engineering Laboratory (INEL); Mixed Waste Operations Demonstration Close Out Summary for LLNL 

· For 11 years:  Preparation  environmental documentation and proposals including RCRA, NEPA, OSHA other federal, state, and regional regulatory compliance; hazardous/ mixed waste management; laboratory management; and computer systems for clients including DOE, DoD   NASA; NIH; EPA, Kaiser Permanente; Levi Strauss & CO. 

	
	
	


EXPERIENCE IN AREAS SIMILAR TO FUNCTIONAL REQUIREMENTS (vi)

Chronological Work History
Signatures

	___________________________________
	____________________________________________
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	The Foundation Center’s: Prospect Worksheet—Institutional Funders


PROSPECT WORKSHEET
	Date:      

	Basic Information

	Name
	     

	Address
	     

	Contact Person
	     

	Financial Data

	Total Assets
	     

	Total Grants Paid
	     

	Grant Ranges/Amount Needed
	     

	Period of Funding/Project
	     

	Is Funder a Good Match?
	Funder
	Your Organization

	Subject Focus
(list in order of importance)
	1.      
	1.      

	
	2.      
	2.      

	
	3.      
	3.      

	Geographic Limits
	     
	

	Type(s) of Support
	     
	

	Population(s) Served
	     
	

	Type(s) of Recipients
	     
	

	People (Officers, Donors, Trustees, Staff)
	     
	

	Application Information

	Does the funder have printed guidelines/application forms?
	     

	Initial Approach (letter of inquiry, formal proposal)
	     

	Deadline(s)
	     

	Board Meeting Date(s)
	     

	Sources of Above Information

	( Annual Report  -- Year:       
	( Requested   ( Received

	( Directories/grant indexes/Web site      

	Notes/ Follow-up:      



Minnesota Common Grant Application Form

Revised December 2000

Dear Nonprofit Colleague,

We are pleased to introduce an updated version of the Minnesota Common Grant Application form.  Minnesota grantmakers developed this form to make the grantseeking process simpler and more efficient for nonprofits.  For ease of use and to eliminate unnecessary duplication of work, you may reproduce any part of the form you find helpful including the COVER SHEET and BUDGET forms.

Keep in mind that every grantmaker has different guidelines and priorities, as well as different deadlines and timetables.  Before submitting this application to a potential Funder, it is very important that you check to see whether your project or program matches their published interests.  Any Funder that has agreed to accept this form may request additional information as needed.  

Strategies for successful grantseeking

1. Do your research to determine whether the foundations’ and corporations’ goals and objectives for grantmaking are consistent with your type of grant request.

2. After you do the research, find out the preferred method of contact for the grantmaker, and contact the grantmaker to secure their specific grantmaking guidelines.  Many grantmakers generally like to have initial contact with you before receiving a written proposal.

3. Include a cover letter with each proposal that introduces your organization and your proposal, and makes a strategic link between your proposal and the funder's mission and grantmaking interests.

4. Type and single-space all proposals.

5. Answer all the questions in the order listed.

6. Submit the number of copies each grantmaker requests according to their guidelines.

7. Do not include any materials other than those specifically requested at this time.

Resources

· Call, write or check the Website of each grantmaker to obtain a copy of their funding guidelines (for a list of Minnesota grantmaker sites, visit MCF’s Web site at www.mcf.org; select “Links of Interest”).

· Use MCF’s Guide to Minnesota Grantmakers and other directories listing foundations’ interests and processes.

· Visit a Foundation Center Collection Library in Minneapolis, St. Paul, Fargo, Duluth, Rochester or Marshall-SW State.

For a list of grantmakers that accept the Minnesota Common Grant Application Form, or to download the Form, visit MCF’s Web site at:

www.mcf.org/mcf/grant/applicat.htm

Grant Application Cover Sheet

You may reproduce this form on your computer

	Date of application: 
	
	Application submitted to:
	


Organization Information

	
	

	Name of organization
	Legal name, if different

	
	

	Address 
	City, State, Zip
	Employer Identification Number (EIN)

	
	
	

	Phone
	Fax
	Web site

	
	
	
	

	Name of top paid staff 
	Title
	Phone
 

	E-mail

	
	
	
	

	Name of contact person regarding this application 
	Title
	Phone
 

	E-mail

	

Is your organization an IRS 501(c)(3) not-for-profit? 
	
	Yes
	
	No

	If no, is your organization a public agency/unit of government?
	
	Yes
	
	No

	If no, check with funder for details on using fiscal agents, and list name and address of fiscal agent:

	
	
	

	
	
	Fiscal agent’s EIN number


Proposal Information

	Please give a 2-3 sentence summary of request:



	Population served:
	Geographic area served:


	Funds are being requested for (check one) Note: Please be sure funder provides the type of support you are requesting. 

	
	General operating support
	
	Start-up costs
	
	Capital 
	

	
	Project/program support
	
	Technical assistance
	
	Other (list)
	


	Project dates (if applicable):  
	
	
	Fiscal year end: 
	


Budget

	Dollar amount requested: 
	$

	Total annual organization budget: 
	$

	Total project budget (for support other than general operating):
	$


Authorization

	Name and title of top paid staff or board chair: 
	

	Signature
	


Proposal Narrative

Please use the following outline as a guide to your proposal narrative.  Most grantmakers prefer up to five pages, excluding attachments, but be sure to ask each individual funder if they have page limitations or any additional requirements.  Also, include a cover letter with your application that introduces your organization and proposal and makes the link between your proposal and the mission of the grantmaker to whom you are applying.  For assistance with terms, refer to MCF’s Web site (www.mcf.org; select “Grantseeking in Minnesota”).

I.  Organization Information

A. Brief summary of organization history, including the date your organization was established.
B. Brief summary of organization mission and goals.
C. Brief description of organization’s current programs or activities, including any service statistics and strengths or accomplishments.  Please highlight new or different activities, if any, for your organization.

D. Your organization’s relationship with other organizations working with similar missions.  What is your organization’s role relative to these organizations?

E. Number of board members, full-time paid staff, part-time paid staff and volunteers.

F. Additional organization information required by each individual Funder.

II.  Purpose of Grant

General operating proposals:  Complete Section A below and move to Part III - Evaluation.

All other proposal types:  Complete Section B below and move to Part III - Evaluation.



III.  Evaluation

A. Please describe your criteria for success.  What do you want to happen as a result of your activities?  You may find it helpful to describe both immediate and long-term effects.

B. How will you measure these changes?

C. Who will be involved in evaluating this work (staff, board, constituents, community, consultants)?

D. What will you do with your evaluation results?

Attachments

Generally the following attachments are required:

1.  Finances (for assistance with terms, check MCF’s Web site at www.mcf.org.)

· Most recent financial statement from most recently completed year, audited if available, showing actual expenses.  This information should include a balance sheet, a statement of activities (or statement of income and expenses) and functional expenses.  Some funders require your most recent Form 990 tax return.

· Organization budget for current year, including income and expenses.

· Project Budget, including income and expenses (if not a general operating proposal).

· Additional funders.  List names of corporations and foundations from which you are requesting funds, with dollar amounts, indicating which sources are committed or pending.

2. List of board members and their affiliations. 

3. Brief description of key staff, including qualifications relevant to the specific request.

4. A copy of your current IRS determination letter (or your fiscal agent’s) indicating tax-exempt 501(c)(3) status.

5. If applying to a corporate funder only: if an employee of this corporation is involved with your organization, list names and involvement.





· Be sure to check each funder’s guidelines, and use discretion when sending additional attachments.  

Proposal Checklist

· Cover letter.

· Cover sheet.

· Proposal narrative.

· Organization budget.

· Project budget (if not general operating grant).

· Financial statements, preferably audited, showing actual expenses including:

· Balance sheet.

· Statement of activities (income and expenses).

· Statement of functional expenses.

· List of additional funders.

· List of board members and their affiliations.

· Brief description of key staff.

· IRS determination letter.

· Confirmation letter of fiscal agent (if required).

· Additional information required by each individual funder.

Organization Budget

This format is optional and can serve as a guide to budgeting.  If you already prepare an organization budget that contains this information, please feel free to submit it in its original form.  Feel free to attach a budget narrative explaining your numbers if necessary.

INCOME

	Source
	
	Amount

	Support
	
	

	Government grants
	
	$

	Foundations
	
	$

	Corporations
	
	$

	United Way or other federated campaigns
	
	$

	Individual contributions
	
	$

	Fundraising events and products
	
	$

	Membership income
	
	$

	In-kind support
	
	$

	Investment income
	
	$

	
	
	

	Revenue
	
	

	Government contracts
	
	$

	Earned income
	
	$

	Other (specify)
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	

	Total Income
	
	$

	
	
	


EXPENSES

	Item
	
	Amount

	Salaries and wages 
	
	$

	Insurance, benefits and other related taxes
	
	$

	Consultants and professional fees
	
	$

	Travel
	
	$

	Equipment
	
	$

	Supplies
	
	$

	Printing and copying
	
	$

	Telephone and fax
	
	$

	Postage and delivery
	
	$

	Rent and utilities
	
	$

	In-kind expenses
	
	$

	Depreciation
	
	$

	Other (specify)
	
	$

	
	
	$

	
	
	$

	
	
	

	Total Expense
	
	$

	Difference (Income less Expense)
	
	$


Project Budget

This format is optional and can serve as a guide to budgeting.  If you already prepare project budgets that contain this information, please feel free to submit them in their original forms.  Feel free to attach a budget narrative explaining your numbers if necessary.

INCOME

	Source
	
	Amount

	Support
	
	

	Government grants
	
	$

	Foundations
	
	$

	Corporations
	
	$

	United Way or other federated campaigns
	
	$

	Individual contributions
	
	$

	Fundraising events and products
	
	$

	Membership income
	
	$

	In-kind support
	
	$

	Investment income
	
	$

	
	
	

	Revenue
	
	

	Government contracts
	
	$

	Earned income
	
	$

	Other (specify)
	
	$

	
	
	$

	
	
	

	Total Income
	
	$


EXPENSES

	Item
	
	Amount
	%FT/PT

	Salaries and wages (breakdown by individual position and indicate full- or part-time.)
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	SUBTOTAL
	
	$
	

	Insurance, benefits and other related taxes
	
	$
	

	Consultants and professional fees
	
	$
	

	Travel
	
	$
	

	Equipment
	
	$
	

	Supplies
	
	$
	

	Printing and copying
	
	$
	

	Telephone and fax
	
	$
	

	Postage and delivery
	
	$
	

	Rent and utilities
	
	$
	

	In-kind expenses
	
	$
	

	Depreciation
	
	$
	

	Other (specify)
	
	$
	

	
	
	$
	

	Total Expense
	
	$
	

	Difference (Income less Expense)
	
	$
	


SELECTED REFERENCES
· Bauer, David G. (2003), The “How To” Grants Manual, Fifth Edition, American Council on Education/Prager.
· Bray, Ilona (2005), Effective Fundraising for Nonprofits, NOLO Press.
· Chronicle of Philanthropy, www.philanthropy.com.
· Corporation for Public  Broadcasting, www.cpb.org/grants/granwriting/html.
· Federal Register, www.gpoaccess.gov/fr/index.html
· Foundation Center, www.fdncenter.org.
· Geever, Jane (2007), Guide to Proposal Writing, Fifth Edition, The Foundation Center.
· Grants.gov, www.grants.gov.
· Gregory, Eric (2007) , “So you want to fly with different wings,” APMP Journal, Assoc. of Proposal Management Professionals, www.apmp.org/home.html.
· Minnesota Council on Foundations, www.mcf.org
· Newman, Larry (2001), Proposal Guide for Business Development Professionals, Shipley Associates.
· Reeds, Kitta (2002), The Zen of Proposal Writing:  An Expert’s Stress Free Path to Winning Proposals, Three Rivers Press, NY.
· Thompson, Waddy (2007), Complete Idiot’s Guide to Grant Writing, Penguin.
· Wisconsin Funding Information Center, www.marquette.edu/fic
All Other Proposal Types


1.  Situation


The opportunity, challenges, issues or need and the community that your proposal addresses.


How that focus was determined and who was involved in that decision-making process.


2. Activities


Overall goal(s) regarding the situation described above.


Objectives or ways in which you will meet the goal(s).


Specific activities for which you seek funding.


Who will carry out those activities.


Time frame in which this will take place.


How the proposed activities will benefit the community in which they will occur, being as clear as you can about the impact you expect to have.


Long-term funding strategies (if applicable) for sustaining this effort.








General Operating Proposals


The opportunity, challenges, issues or need currently facing your organization.


Overall goal(s) of the organization for the funding period.


Objectives or ways in which you will meet the goal(s).


Activities and who will carry out these activities.


Time frame in which this will take place.


Long-term funding strategies.


Additional information regarding general operating proposals required by each individual funder.








� Depending on the size and complexity of the grant proposal, sometimes the proposal manager serves in most of the proposal team roles.
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