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Tips on Grant Writing
                    


Program planning and grant planning are intimately linked. Ideally, grant planning should be considered one phase in the entire program’s development, implementation and evaluation cycle. Too often, it is treated as something separate and foreign. The best results in fund development will come when your grant and strategies for applying are closely intertwined with your program’s plan and goals. 
Writing a proposal is not a random writing exercise but a strategic thinking exercise that helps dissect the plan of your program and identify the resources needed to be effective. For instance, developing the budget will help you identify the financial and human resources needed for the project’s implementation. The project timeline helps dissect the different tasks that the program requires and their logical sequence/order. Finally, the monitoring and evaluation plan will help you build consensus on the strategy by making that strategy explicit, align each member of the organization and partners around the strategy, and provide everyone with an opportunity to see how their role contributes to achieving shared goals. 
These  are  the reasons why a sufficient amount of time should be allocated to this activity.
Categories of Donors
There are a wide variety of funding sources that offer support for development projects. Below is a list of donor categories containing a few examples of specific donor organizations within a particular category:

· Official Development Assistance (ODA) Agencies.

The majority of governments in the Northern Hemisphere operate agencies or departments— often housed in their embassies—that provide financial aid to NGOs and community-based organizations. Apart from these ODA units or agencies, some embassies also manage small grant programs out of the office of the ambassador or community relations unit. This is the case of the Dutch Embassy in Rwanda which funds small local projects in Burundi and Rwanda, with a cap of US$20,000. While most of this ODA’s funds are tied (meaning that only registered NGO in the ODA’s country can apply for funding, thus excluding foreign NGOs)
, several institutional funding agencies  are slowly moving away from this principle and  making funds  available to all NGOs, regardless of their country of registration. The Canadian International Development Agency (CIDA) is a good example of an untied funding agency. These ODA agencies can either be national (the Dutch Ministry of Foreign Affairs) or multilateral funding entities (the European Union with ECHO and EuropeAid). 

The following are a few examples of agencies whose funding is not tied: the Belgian Technical Cooperation Agency (BTC/CBT Belgium), the Canadian International Development Agency (CIDA), the Direktion für Entwicklung und Zusammenarbeit (DEZA / Switzerland), the Dutch Ministry of Foreign Affairs, the Gesellschaft für Technische Zusammenarbeit (GTZ/Germany), the European Union (EU), the Japan International Cooperation Agency (JICA), the Norwegian Agency for Development Cooperation (Norad/Norway),  United States Agency for International Development (USAID), the Dutch Ministry of Foreign Affairs. 

· United Nations Agencies.

Since many governments contribute to the operations of United Nations agencies, these agencies are called multilateral. Often multilateral assistance is frequently directed toward government programs, but many UN agencies work closely with NGOs. Some of them have special funds that NGOs can apply to. 

In the area of IBJ’s work, examples of such funding agencies are: the Office of the High Commissioner for Human Rights with the United Nations Voluntary Fund for Victims of Torture (UNVFVT), the United Nations Fund for Democracy (UNDEF) and the United Nations Development Fund for Women (UNIFEM).

· Multilateral Development Banks.

Multilateral Development Banks are also considered multilateral because many governments contribute to their operations. Such banks may be global or regional in geographical focus. Although their primary business is offering loans and policy advice to client governments, often their local country offices make small grants to NGOs and community-based organizations.

Examples of Multilateral Development Banks include: the African Development Bank (headquarters in Cote d'Ivoire), Asian Development Bank (headquarters  in the Philippines), the European Bank for Reconstruction and Development (headquarters  in the United Kingdom), the Inter- American Development Bank (headquarters  in the United States), the Japan Bank for International Cooperation (headquarters  in Japan), and the World Bank (headquarters  in the United States).

· International Foundations

Foundations are independent entities in the business of making grants available for NGOs and community-based organizations. Often they derive their income from an endowment, a wealthy benefactor, a corporation, or constant fundraising.

Examples of international foundations include: the Asian Development Trust (Japan), W.K. Kellogg Foundation (United States), Kaiser Family Foundation (United States), the Ford Foundation (United States), the Bernard van Leer Foundation (Netherlands), Fundación CODESPA (Spain), the John D. and Catherine T. MacArthur Foundation (United States), the Rockefeller Brothers Foundation (United States), the Wellcome Trust (United Kingdom), Fondation de France (France), Fondation Roi Baudouin (Belgium), the Soros Network of Foundations/Open Society (United States), the Aga Khan Foundation (Switzerland), the Oak Foundation (Switzerland). 

· Global Corporations

Many global companies demonstrate their social responsibility by supporting projects in communities where they operate.

Examples include: ABB ASEA Brown Boveri Ltd., (Switzerland), Aegon NV (Netherlands), Bertlesmann AG (Germany), Robert Bosch (Germany), Citibank (United States), Coca-Cola (United States), Deutsche Bank (Germany), H. B. Fuller (United States), Honda (Japan), Grand Met (United Kingdom), Imetal (France), Levi Strauss & Company (United States), MicroSoft (United States), J.P. Morgan (United States), Odebrecht (Brazil), Shell (Netherlands), and Sony (Japan).

· International Non-Governmental Organizations

International NGOs are global charities that raise funding from a variety of sources, including the general public, to support projects in the developing world. Sometimes they are specialist organizations focusing on health, agriculture, emergency relief, environment, education, community development, or micro lending, or a combination of areas.

Examples of such organizations include: ActionAid (United Kingdom), CARE (United States), Concern Worldwide (Ireland), Helvetas (Switzerland) Intermon (Spain), Norwegian People's Aid (Norway), Groupe Développement, (France), Medecins Sans Frontieres (France), Oxfam (United Kingdom), PLAN International (United Kingdom), Save the Children (United States), Avocats sans Frontières (Belgium) and Terra des Hommes (Switzerland).

· International Church-Based or Religious Organizations

There are many churches and religious organizations that fund a broad range of community development projects.

Examples of such organizations include: the Adventist Development and Relief Agency (United States), ChristianAid (United Kingdom), Caritas (Germany), Catholic Relief Services (United States), Evangelische Zentralstelle für Entwicklungshife, EZE (Germany), Interkerkelijke Organisatie Voor Ontwikkelingssamenwerking (Netherlands), Brot für die Welt (Germany), and World Vision (United States).

In addition to the above institutions, it is important not to overlook host country sources for your project:

· Government Sources

Such as the ministries or departments of health, education, and public welfare, and provincial and local government sources. As an example, the Canadian International Development Agency has a Canadian Local Initiatives Fund that provides funding for local projects, with a cap of US$120,000.

· Local Businesses

Such as banks, real estate companies, service and industrial companies, etc., and local subsidiaries or partners of multinational corporations.

· Local Independent Foundations and Trusts

Such as the Tsao Foundation (Singapore), Fundação Vitae (Brazil), Fundación Amparo (Mexico), Fundación Social (Colombia); CP Foundation (Thai), and the Kagiso Trust (South Africa).

· Community Foundations

Community foundations are independent, grant making organizations that generate funds from a variety of sources, including the general public. Such foundations are dedicated to addressing critical societal needs and improving the quality of life of specific segments of a community in a limited geographic area. Examples of such foundations include: the Kenya Community Development Foundation (Kenya), the Community Development Foundation (Mozambique), Oaxaca Community Foundation (Mexico), the Rustenberg Community Foundation, (South Africa), and the Healthy City Community Foundation (Slovak Republic).

· Service Clubs and Membership Associations

Local service clubs and membership organizations are often another source of funding for local projects. Examples of such associations include: Rotary International, Lions Clubs International, chambers of commerce, and trade associations of specific industries.

After you have narrowed down the categories of donors you would like to contact, the next step is to find out as much information as possible on their programmatic priorities, geographical priorities, grant cycle (if applicable) and application procedures. There are two ways to go about this. One way is to go to an embassy, public, or university library and research the various published directories that fund development programs. If you have access to a computer and connection to a phone line, the second way is to research the various portals that provide linkages to the websites of specific donors. Experience shows that proposals are more likely to be successful when a personal connection has been established with the relevant grant officer or any other member of the funding agency. Although not decision-makers, these people can make positive recommendations about your organization and proposal to the board which has the final say. It is thus critical you cultivate these relationships. 
The grant cycle varies greatly between organizations. Some funding agencies have no specific deadlines for accepting applications,  others have specific submission cycles with clear deadlines coinciding with when the board of the organization meets  about  allocating  funds, whereas some agencies have applications on a rolling basis. 

Funding agencies also have different application procedures, depending on their nature, size, resources and expertise. Most of them do not accept generic proposals. Generally, the application process is a two-step one: first, the requesting organization submits a two or three-page concept paper which outlines the need for the project, and summarizes the project’s objective, main activities, expected results and the amount of money requested. If the organization is shortlisted, it is notified within an arbitrary period of time (usually six to twelve weeks) and asked to submit a full proposal. However, some agencies directly request the submission of a full project proposal, such as the one outlined in the proposal skeleton below. Unfortunately, this structure outlined below is just a model, as the application form is not standardized among all the funding agencies. 

Typical Proposal Outline

A typical proposal has basic and time-honored elements.


1.
Cover Letter


•
No more than one page.


•
Organization (who you are and your background briefly), purpose of funding, and the amount  you are requesting should appear in the first paragraph.


•
Include a contact name, phone number and address.


2.
Proposal Summary


•
Limit to one page.


•
State the organization making the request and link the organization’s background to the proposal purpose.


•
State your project purpose.


•
Briefly state how your project will be implemented.


•
State the results you expect from your project.


•
Include your total budget amount, other funds that are committed and the amount  you’re requesting.

90% of funding decisions by private donors and foundations will be made by the time the funder finishes reading this page. It must be concise, compelling, and clear!



3.
Introduction to the Organization


•
History


•
General Purpose


•
Give an overview of the organization’s goals and objectives that are related to this project, as they will provide a context for the work you wish  to undertake.

•
Accomplishments, especially those that are related to this project, or those that demonstrate your ability to implement this project.


•
Service areas and population served.


4.
Statement of Problem or Need


•
Use a funnel approach:

•
Start with the general problem as it occurs in your community.


•
Identify the conditions which cause this a problem.


•
Outline current resources that address this problem and identify gaps in those resources.


•
Identify how your proposal will fill these gaps.


5.
Project Goals and Objectives


•
What specific goals are you trying to achieve?


•
How will you measure these goals?


•
How will you and the funder know that you are making progress towards your goals?


6.
Methods and Schedule


•
What actions will you take to achieve your goals?


•
Who will do what? (Include here job descriptions and background statements of staff or the qualifications you will seek in staff for the project. This is true even if "staff" will actually be volunteers.)


•
When will these actions take place? You will often be requested to submit a project timeline, which is a tool that helps you detail the order and expected timeline of your project activities.  You can use this to demonstrate the logical flow of your proposal from one step to the next, and the way that each action contributes to the end-goal. Please refer to the appendix to see a template project timeline.


7.
Monitoring and Evaluation


•
How will you know whether you are achieving your goals?


•
What will you measure to evaluate your progress? Please define objectively verifiable indicators – whether quantitative or qualitative – to measure the performance of your action. Remember, these indicators have to be SMART! S: specific, M: measurable, A: accessible and agreeable, R: realistic, T: defined in Time.


•
What records and information will you collect to measure your progress?




Most of the funding agencies use what we commonly call the LAF approach (the Logical Framework Approach) to synthesize this information. Not only does such a table enable the project management team to really focus on the objectives of the program, and provide a risk analysis of the project, but it also lays the foundation for further monitoring and evaluation activities. Please refer to the Logical Framework template provided in the appendix of this manual. 


8.
Budget


•
It is better to have too much detail than too less. Do not hesitate to provide a budget narrative explaining what each budget line covers to help the reader understand the costs. 

•
Don't round out if possible. Use bids and estimates whenever you can get them - even if they are informal quotes.


•
Don't pad your budget. Competent reviewers will know the cost of goods and services, and will understand prevailing wages. If they know you are trying to deceive them on budget, what else will they suspect you of trying to deceive them about?


•
Do include all sources of support - including volunteer time, donated space and borrowed equipment. Don't shortchange the contribution  the  community is making to your project.

9. Additional Materials


•
Funders are likely to want some or all of the following materials:

· IRS letter proving that your organization is tax-exempt. 

· List of your board of directors and their affiliations. 

· Financial statement from your last fiscal year. 

· Budget for your current fiscal year. 

· Budget for your next fiscal year if you are within a few months of that new year. 
· When ratified with an established organization/State Authority which adds credibility to your proposal, provide a copy of the Memorandum of Understanding (MoU), agreement or simple letter of support. 
Proposal Templates

The Geneva office has a range of proposals that can form the basis of new ones. If you plan to submit a new proposal for funding, please contact Geneva office to discuss and get their help.

Fundraising tips

Five Common Grant Proposal Mistakes You Want to Avoid

It is hard enough to write a good proposal. Don't undercut yourself by making these mistakes that, with some care, can easily be avoided. 

1. Talking more about problems than solutions.
A proposal is not a pamphlet that educates and mobilizes the public. Your proposal must show that you are familiar with the issue you're dealing with, but must, first and foremost, focus on what actions you will take to solve the problem. Whilst listing the problems affecting your local justice system, please identify the one(s) that your project will specifically seek to address. If not, your proposal may sound unrealistic. 
2. Addressing specific problems with general solutions.

A successful proposal depicts a clear picture of what your organization will do to address the issue at hand. Don't just wax eloquent about the problem - provide specific details about the actions you will take to address the problem. A lack of specific actions might be because the writer is not well acquainted with the work of her organization. Or, it could mean that the group needs to go back to their strategic planning before they try to raise funds.

3. Using buzzwords and jargon.

According to experts, "Some proposal writers confuse density with erudition." What one needs is simple prose that "tells a story or paints a picture." Avoid vague claims, trendy language, and obscure terms - they won't impress the funder and may actually cause him to dislike your proposal. Try to cut out jargon and snappy language regardless of the sources. We often have the wrong belief that jargon words make us sound like “insiders” but it actually obscures ideas  rather than helping to articulate an idea or concept. 
4. Budgets that don't make sense.

Surprisingly, quite a number of proposals arrive with mathematical errors that undermine the organization's credibility. Experts point out that, "...the budget should not only add up, it also has to support the logic of the proposal's narrative." It is recommended to provide a Budget Narrative to support the proposal’s narrative. 
5. Repeating exact phrases from the funder's guidelines.

Just pasting phrases from the funder's guidelines into your proposal will not result in funding. All good proposals should fit the foundation's guidelines, but telling how and why they fit is what is important. Cutting and pasting just demonstrates that you've read the funder's website. 

Additional Tips

1. Make sure you have a clear plan for sustainability

This is without doubt the key word you have to keep in mind while designing a program and, subsequently writing a grant proposal. You should look at the sustainability of the project, of the organizational capacity of your NGO and of funding. Below are some recommendations to increase sustainability:
· Promote institutional building, networking with key actors of the system and decision-makers

· Enhance fund-raising capacities and management skills

Example: include in the budget costs for a project management training of local staff; money for recruiting a development director; money for training of management staff in fundraising techniques, etc.

· Enhance advocacy work at all levels

· Transfer in-house capacities and expertise to local structures
2. Demonstrated Impact
It seems clear that nonprofit organizations need to regularly collect information on the impact of their services, if they want to continue to attract funds from foundations, government, and individual donors. And more importantly, this  data can help manage resources to maximize the services they provide, inform programmatic priorities and continuously improve their  contributions. So be sure to include in any proposal you submit: (i) a track record of your organization’s past achievements and (ii) a specific plan about how you  will  measure the success of this specific project (monitoring and evaluation plan). 
3. Make a person who is unfamiliar with your work read your proposal
A person outside the NGO world will immediately notice any jargon and technical words that you should get rid of. In addition, being a testimony to the huge needs faced by people in the communities, we often tend to assume that our cause should naturally be prioritized over others and therefore often forget to make a strong case for our project. Make sure that you highlight the importance of the project for the local community and the urgency of the situation early on in your proposal. 
4. Carefully select the terminology used to describe your mission and activities
We may not be aware of this all of the time, but some words do a disservice to our organizations’ image because they are synonymous of social stigma. For instance, the expressions “human rights” or “legal defense” should be preferred to “criminal defense” because the very word “criminal” is usually perceived badly and won’t attract much sympathy due to the social stigma surrounding it.
5. Ensure Gender Mainstreaming

Most funders are concerned about gender balance. Your project should, to the extent possible, adopt a gender-sensitive approach. This does not necessarily mean that women and girls should be targeted as a priority group of beneficiaries but, because they have special needs, that these needs are tailored in the program activities. For example, if one of your activities is a human rights training, you should ensure that female human rights activists participate in the training, that the training entails a special session on how to deal with women and girls’ rights, etc. Gender can also be a consideration while recruiting staff. 
�





Other creative ways for NGOs to tap into local resources:


Explore opportunities to get diaspora communities abroad involved in supporting your projects. The economic crisis has undoubtedly had an impact on the level of remittances sent from abroad, but support from diaspora businessmen and business women, non-profit organizations and professional associations could help your organization gain international exposure. Strong emotional links usually exist between the native community and the migrant. Use it to get additional resources and involvement! 


Building partnerships with local businesses will not only help you obtain additional financial resources, but also enable you get the buy-in of all segments of society.


E.g.: build a partnership with a local telecommunications provider to promote rights awareness initiatives (ex: through SMS, etc.)


E.g.: reach an agreement with a local real estate company to acquire free rooms for meetings, roundtable events, training conferences, etc.


Organize a local charity event with wealthy local businessmen and expatriates


E.g.: a karaoke evening where people pay a small amount of money to get to sing, to get someone else to sing, to stop/continue signing.


Please make sure to gauge the opportunity/cost of such an activity before diving into it! Organizing events often require a lot of efforts from all members of the organization. 








� This is the case of the Swedish International Development Agency (SIDA Sweden), the Ministry of Foreign Affairs of Finland, the Austrian Development Agency, the Ministry of Foreign Affairs of Denmark, the UK Department for International Development (DFID/UK), the Australian Agency for International Development (AUSAID), among others.
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