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General Instructions

The Master Grant Application is a template document for internal use within the organization. It contains exhaustive information about your organization, and is meant to be a comprehensive document so you can easily obtain information when submitting to funding sources. The Master Grant Application is NOT meant to be sent to funding sources as a proposal or an application, but will be used in part for each of the proposals submitted in the future. In this way instead of searching through files for information at the last minute, you will be able to access the pertinent information in one document.
The Master Grant Application is a tool that enables you to communicate a consistent and organized message to funding sources.  This communication implemented evenly and persistently will yield results for your organization.

Using the Master Grant Application, you will be making a general proposal that includes ALL of the information about your organization and each of your programs and projects that you may wish to seek funding for.  When you submit funding inquiries in the future, you will likely focus on one project or program that matches particularly well with the funding source’s interests.  In some cases, you may ask for general operating expenses that support the organization as a whole. 
The five sections in Part Two of the Master Grant Application will focus on the organization as a whole.  You will discuss the following: an introduction of your organization and project; history of your organization; various partnerships and stakeholders; staffing and administrative structures; mission statement, and target population.  
In Part Three, you will include information about the programming for the project.  This will include a detailed explanation of your project; the outcomes and benefits; the methods in how your project will or does function; how you will evaluate, and how the project will be sustained. For each of the programs for which you may seek funding, you will complete a separate Section Three.
Master Grant Application Outline

On this page is a snapshot outline of how the Master Grant Application should be organized.  In the following pages detailed descriptions are given for each of these topics.

Master Grant Application Outline
Part 1. Executive Summary
· Problem

· Solution

· Funding Requirements

· Organization Expertise

Part 2. Organization Description
· History

· Mission Statement

· Partnerships and Collaboration

· Staffing and Administration 
· Target Population

Part 3. Project Description 

· Needs Statement

· Proposed Outcomes and Benefits

· Methods

· Evaluation
· Sustainability
Part 4. Budget

· Line Budget

· Budget Narrative

Part 1. Executive Summary

This first page of the proposal is the most important page of the entire document. Here you will provide the reader with a summary of the entire proposal all in one page. It will summarize all of the key information of your organization and project, and should convince the reader to read the rest of your proposal so as to better consider this project for support. 
Be certain to include: 
· Problem — a brief statement of the problem or the need that your organization has recognized and is prepared to address (one or two paragraphs); 

· Solution — a short description of the project implemented by your organization, including what will take place and how many people will benefit from the program, how and where it will operate, for how long, and who will staff it (one or two paragraphs); 

· Funding requirements — an explanation of the amount of grant money required for the project and what your plans are for funding the project in the future (one paragraph); and 

· Organization and its expertise — a brief statement of the history, purpose, and activities of your organization, emphasizing its capacity to carry out this proposal (one paragraph).

The remainder of this page is left blank to remind you that this should be a

ONE PAGE SUMMARY

Part 2. Organization Description
History 
The History section is important as it allows the funding source to learn more about the origin of the organization and the accomplishments that the organization has achieved thus far. In two pages or less, the History section will describe to the reader when the organization came into existence and describe the organization's structure, programs, and special expertise. 

Further information in this section discusses the size of the board, how board members are recruited, and their level of participation. In this way, the History section gives the reader a feel for the makeup of the board (Be sure to include the full board list in an appendix whenever a foundation asks that the full board be included in your proposal). If your agency is composed of volunteers or has an active volunteer group, make sure to describe the functions that the volunteers perform. 

Additionally, the History section describes the kinds of activities in which your staff engages, as well as explaining briefly the assistance you provide. 

Mission Statement

The Mission Statement section simply describes the mission of your organization. This section should quote your mission statement and relate it to the particular project for which you are seeking funding.  
NOTE: If you find that quoting your mission statement makes it more difficult to make your case for funding, it may be that this project does not fit that well with your organization or that the mission of your organization has shifted somewhat over the years and needs to be revisited.
Partnerships and Collaboration

Partnership and Collaboration are increasingly important to funding sources.  They want to know that you are willing and able to work with other organizations in your field to accomplish mutual goals.  It is suggested that you research appropriate partners and establish these relationships with other ministries and secular organizations.

In this section list any partners and/or stakeholders and their role(s).
Staffing and Administration
The Staffing and Administration section devotes a few sentences to discussing the number of staff, their qualifications, and specific assignments. Details about individual staff members involved in the project should be included in this section including a brief paragraph for each staff member.  A resume and position description should also be included in the appendix. 

"Staffing" may refer to volunteers or to consultants, as well as to paid staff. Here-4-You Consulting recommends developing staffing sections for projects even when they are primarily volunteer run. Describing tasks that volunteers will undertake can be most helpful in portraying the level of support for the organization. Such information underscores the value added by the volunteers as well as the cost-effectiveness of the project.
For a project with paid staff, be certain to describe which staff will work full-time and which will work part-time on the project. Identify staff already employed by your organization and those to be recruited specifically for the project.
Salary and project costs are affected by the qualifications of the staff. Delineate the practical experience you require for key staff, as well as level of expertise and educational background. A strong project director can help influence a grant decision. 

Also be sure to describe for the reader your plans for administering the project. This is especially important in a large operation in which more than one agency is collaborating or a fiscal agent is involved. It needs to be crystal clear who is responsible for financial management, project outcomes, and outcome reporting.

Target Population

The Target Population section will describe the people your organization or project works with or who are affected by your work, i.e. how many, gender, ages, location, characteristics (low-income, disabled). 

Part 3. Project Description
Needs Statement

The Needs Statement section enables the reader to learn more about the issues your organization is designed to address. It presents the facts and evidences that support the need for the project and establishes that your organization understands the problems and therefore can reasonably address them. 
It is best to use information to support your case from authorities in the field, as well as from your organization's own experience. You will also want to present objective data from verifiable sources.  In this way the Needs section is succinct, yet persuasive.
Be sure the data you present are accurate. There are few things more embarrassing than to have the funding source tell you that your information is out of date or incorrect. Information that is too generic or broad will not help you develop a winning argument for your project. Information that does not relate to your organization or the project you are presenting will cause the funding source to question the entire proposal. Data older than five years is commonly accepted to be out of date, so make sure the statistics and information is current. 
The picture you paint should not be so grim that the solution appears hopeless. The funding source will wonder whether an investment in your solution would be worthwhile. Avoid overstatement and overly emotional appeals.
Demonstrate that your organization addresses the need differently or better than other projects that preceded it. It is often difficult to describe the need for your project without being critical of the competition. But you must be careful to do so. Being critical of other nonprofits will not be well received by the funding source. 

If possible, you should make it clear that you are cognizant of, and on good terms with, others doing work in your field. Keep in mind that today's funding sources are very interested in collaboration. They may even ask why you are not collaborating with those you view as key competitors. Therefore, be quick to portray instances of collaboration and slow to disparage the work of other organizations. As a minimum, describe how your work complements, but does not duplicate, the work of others.
The Needs Statement section does not have to be long and involved. Short, concise information captures the reader's attention.

Proposed Outcomes and Benefits

The Outcomes and Benefits section explains the objectives and gains of the organization or project. With competition for dollars so great, well-articulated objectives are increasingly critical to a proposal's success. This is the section where being direct is vital. 

Objectives are the measurable outcomes of the project. Your objectives must meet five criteria:

· tangible
· specific
· concrete
· measurable and 
· achievable in a specified time period. 
A good system for writing objectives in the S.M.A.R.T. system, which stands for Specific, Measurable, Achievable, Realistic, and Time-based. 
The Benefits are listed according to your objectives, i.e. “by achieving the objective, the resulting benefit will be this or that.” In this way a complete picture is achieved. 
Methods

By defining your objectives using these five criteria, your Objectives determine your Methods. The Methods section enables the reviewer to visualize the implementation of the project. It will convince the reader that your organization knows what it is doing, thereby establishing its credibility and guaranteeing that the objectives will be reached. 
By means of the objectives, you have explained to the funding source what will be achieved by the project. The Methods section describes the specific activities that will take place to achieve the objectives. The Methods section should describe: how, when, and why.
· How: This is the detailed description of what will occur from the time the project begins until it is completed. Your methods should match the previously stated objectives. 

· When: The methods section should present the order and timing for the tasks. It might make sense to provide a timeline so that the reviewer does not have to map out the sequencing on his or her own. 

· Why: You may need to defend your chosen methods, especially if they are new or unorthodox. Why will the planned work most effectively lead to the outcomes you anticipate? Why these methods over other methods?  You can answer this question in a number of ways, including using expert testimony and examples of other projects that work.
The Methods section will contain brief information about each of the programs and projects that are implemented by your organization.  Some of the projects may warrant the development of a Master Grant Application specific to that project alone.  If a project is sufficient in size, scope, or budget that you will likely seek funding for this project alone then you will want to develop an MGA focused on this project alone.  When doing this, sections 1 and 2 will remain largely the same but sections 3 and 4 will discuss the specific project or program.
Evaluation

Do not think you can wait until you receive funding to determine how you will evaluate the success of the program.  It should be built into the project. Including an evaluation plan in your proposal indicates that you take your objectives seriously. You want to know which objectives you reached in a timely fashion. Evaluation is also a sound management tool. Like strategic planning, it helps an organization refine and improve its project. 

Most sound evaluation plans include both qualitative and quantitative data. ??? Maybe more here.
You should think through how the evaluation and its results will be reported and the audience to which it will be directed, once the project has reached its first measurable mark. For example, reporting results might be used only internally or might be shared with the funding source. Maybe you intend to distribute the results to a wider audience. A funding source might even have an opinion about the scope of this dissemination. 
Many funding sources also have suggestions about who should conduct the evaluation, whether it is your own program staff or outside consultants. Some projects will require partnering with a university for the evaluation.  Most funding sources allow for the inclusion of the expenses associated with the evaluation as part of the project budget.

Sustainability

The Sustainability section clearly tells the funding source that the project will be implemented and sustained in a competent manner. A clear message from funding sources today is that they expect the organization to demonstrate in very concrete ways the long-term financial viability of the project to be funded and of the organization itself. 

It stands to reason that most funding sources will not want to take on a permanent funding commitment to a particular project. Rather, funding sources will want you to prove either that your project is finite (with start-up and ending dates); or that it is capacity-building (that it will contribute to the future self-sufficiency of your organization and/or enable it to expand services that might generate revenue); or that it will make your organization attractive to other funding sources in the future. Evidence of fiscal sustainability is a highly sought-after characteristic of a successful grant proposal. 

Here-4-You Consulting encourages organizations to be very honest and specific about current and projected funding streams, both earned income and funds raised, and about the base of financial support for their organizations. Some funding sources will want to know who else will be receiving a copy of this same proposal. Others will want to have a list of other funding sources that have already contributed to this project or who else you plan to submit to in the future.  You should not hesitate in sharing this information with the funding source.
 Part 4. Budget 

Line Item Budget
You will create your line item budget using the Master Budget Template provided by Here-4-You Consulting.  You can then highlight the cells and copy and paste the table from Excel into this proposal document. Even if your organization already has a Budget, it is important to put the information into the format that we provide (an example is on the following page-however, you will use the Excel Master Budget document separate from this document to create the line item budget). In this way, it is a clear and concise version of what funding sources are looking for. We provide the following topics for the budget: Expenses; Computation; Donations; Income; In-Kind; Unsecured; and Total.
Expenses stand for the description of each service or provides. For example, personnel, projects, transportation, etc.  Computation is a space to explain the expenses in more description. For example, personnel computation might state the amount of hours and how many weeks per year the certain person listed under personnel works for (example  40 hrs x 52 weeks).   Donations are the amount of money that is donated through resources or funding to the project or organization.  Income is the amount of income that your organization may get for selling products or services, thereby deriving an income. 

In-kind includes actual expenses and costs that are donated as in-kind contributions by other organizations or individuals.  The most common example of in-kind support is volunteer time.  The volunteer time should be calculated based on the number of hours and the value of those hours.  The total dollar value should be included in the budget as in-kind support. To find out how to calculate the volunteer hours for the state your organization is based in can be found here - http://www.independentsector.org/programs/research/volunteer_time.html. 
Unsecured is the amount of money that is still needed towards the project or general operating expenses after the donations, income, and in-kind have been added. 

Total is the amount of the budget including all budget lines in order to see what the complete expenses are for the entire project or expenses. 
As you prepare to assemble the budget, go back through the proposal narrative and make a list of all personnel and non-personnel items related to the operation of the project. Be sure that you list not only new costs that will be incurred if the project is funded but also any ongoing expenses for items that will be allocated to the project. 
Carefully comb through the entire Master Grant Application to ensure that every activity, staff member, and project is included in the budget.

You may need to estimate the proportions of your agency's ongoing expenses that should be charged to the project and any new costs, such as salaries for project personnel not yet hired. Put the costs you have identified next to each item on your list. 
MASTER BUDGET FORM

	
	Computation
	Local
	Secured
	In-Kind
	Unsecured
	Total

	
	
	Fundraising
	Grants
	Donations
	(Requests)
	

	Personnel Costs
	 
	 
	 
	 
	 
	 

	Executive Director
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Other Staff
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Project Manager
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	FICA 
	7.65%
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Workers Comp.
	1.50%
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Health
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Personnel Costs Subtotal
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	 
	 
	 
	 
	 
	 
	 

	Contracted Services 
	 
	 
	 
	 
	 
	 

	Legal Services
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Accountant/Annual Audit
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Program Evaluation
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Grant Management
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Development/Fundraising
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Contractor/Consultant Travel
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Contracted Services Subtotal
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	 
	 
	 
	 
	 
	 
	 

	Office Space
	 
	 
	 
	 
	 
	 

	Space
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Utilities 
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Telephone Service
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Office Space Subtotal
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	 
	 
	 
	 
	 
	 
	 

	Travel Expenses
	 
	 
	 
	 
	 
	 

	Mileage 
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Lodging
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Meals
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Professional Development
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Travel Expenses Subtotal
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	 
	 
	 
	 
	 
	 
	 

	Materials
	 
	 
	 
	 
	 
	 

	Desktop Supplies
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Printing/reproduction
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Insurances: (liability, D&O, etc.)
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Advertising/Public Awareness
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Postage and delivery
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Materials Subtotal
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	 
	 
	 
	 
	 
	 
	 

	Equipment
	 
	 
	 
	 
	 
	 

	Computer(s) 
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Equipment Subtotal
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	 
	 
	 
	 
	 
	 
	 

	Construction
	 
	 
	 
	 
	 
	 

	 
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Construction Subtotal 
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	 
	 
	 
	 
	 
	 
	 

	Other Expenses 
	 
	 
	 
	 
	 
	 

	Refreshment
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	 
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Other Expenses Subtotal
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	 
	 
	 
	 
	 
	 
	 

	Subtotal for Grant
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Indirect Costs (_____%)
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	 
	 
	 
	 
	 
	 
	 

	GRAND TOTAL
	 
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00


Budget Narrative

A narrative of the budget is used to explain line items in the budget. 

Here-4-You Consulting recommends a straight narrative description of every line item in the budget. You will not need to include this with every proposal you submit. But it will be helpful to have it at the ready for when it is called for.
It is easiest to go through each line item listed and break down the costs further. 

Appendix
501(c)(3) Letter

Resumes of Key Staff

Job Descriptions
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