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Grant-writing
Tips
In General:

1) Always type a grant application, no matter who is sponsoring the grant.  
2) Recruit someone not involved with the grant to read your final application and provide critical feedback.  Choose someone with successful grant-writing experience (director, trustee, city council member, business person, outreach partners, etc.)
3) Read grant instructions carefully before beginning to fill out the application.  It is a good idea to read through them several times! Make sure you have all the required signatures before submitting a grant.
4) Scan the grant application questions. Make a list of resources you will need in order to write the grant (demographic information, price quotes, payroll guidelines, test scores, research findings, statistics, etc.). 
5) Watch for two-part questions.  Be sure to answer both parts.  For example, “Describe the need for your project.  How did you assess this need?”
6) Most grant applications include the criteria on which grant proposals will be scored.  Some include rubrics with specific items and point assignments.  The criteria should guide how you write your response. If you are unclear about the criteria, contact the grant sponsor for clarification.
7) Use the wording from the application questions in your responses.  For example, the question asks, “How will you reach families who do not currently use the library?” Your response should begin with, “We will reach families who do not currently use the library by….”
8) Find out if grant sponsors are offering to read application drafts and provide feedback to applicants.  Take advantage of this! 
9) [image: image2.wmf]Talk to your library staff about your project proposal before applying for a grant. Listen to their feedback and make sure everyone supports, and/or is aware of, your plan.
10) Do some research. 
a. Find current studies with statistical findings that support your proposal.  
b. Find out if others have implemented projects/programs similar to the one you have in mind.  How were the projects/programs funded? What need did the project/program meet? What were the projected outcomes? Were the outcomes achieved? How were outcomes measured? You can build upon or adapt those components for your own proposal. If these projects/programs were successful, you might cite them in your application.
Common components of grant applications:
1) Need/rationale: You must provide evidence that your project will fulfill a specified need within your community.  Simply saying that your project will benefit people is not enough. (See “A Closer Look at Needs Assessments,” in your binder.)
2) Demographics: Provide hard numbers or percentages.  Avoid words like “a lot of…” or “very few.” Never guess, and cite your sources. It is acceptable to use words like “approximately” when they are based on reliable data.  For example, if your census information states that in 2000 there were 9,718 children in your community, and  you know your population has grown in the last 10 years, you can state that there are “approximately 10,000” children in your community. Try to get exact numbers from alternate sources whenever possible. 
3) Measurable outcomes: This can be somewhat confusing! Of course you want participation in youth services programs or library usage to increase; however, applicants who specify goals and objectives, as well as reliable tools to measure them, will always be ranked higher than those who simply state that participation/usage will increase.  Your outcomes must be determined BEFORE planning your project.  Installing a Wii in your library in hopes that teen usage will increase is backward planning- determine your objectives first, then research possible projects to meet those objectives.
a. Example: 
Objective: School-age children and teens will utilize the library’s after school resources. 

[image: image3.wmf]“As a result of the Literacy Through Gaming” project, participation in after-school programs will increase 10% by the end of the school year in May.” In order to state these kinds of outcomes, you must first conduct a baseline assessment of current participation. Data collection tools can be as simple as keeping consistent attendance records.
b. Example: 
Objective: Parents of babies and toddlers will use library resources to create an early literacy environment at home.

“As a result of this new Lapsit program, parents of babies/toddlers will increase their knowledge of early literacy skills.” Data could be collected by administering the same survey several times throughout the course of the grant period.

“As a result of this new Lapsit program, circulation of baby/toddler books and materials will increase by 20% over the grant period.” Data would be collected by monitoring circulation of specific materials.
4) Rationale/justification of budget: Provide evidence of how personnel, electronics, furniture, remodeling, supplies/materials, etc. will directly support the objectives of your project. Provide background knowledge or research whenever possible. Grant reviewers want to know that you have specific reasons and rationale about why specific items are listed.  In other words, state why new furniture might be needed for your teen space and how that furniture specifically supports your objectives.
5) A final tip: “Innovation” is defined as…
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ThesaurusLegend:  

Adj. 1. innovative - ahead of the times; forward-looking, advanced, modern; progressive - favoring or promoting progress; 

Adj. 2. innovative - being or producing something like nothing done or experienced or created before; "stylistically innovative works"; "innovative members of the artistic community"; "a mind so innovational, so original"(original - being or productive of something fresh and unusual; or being as first made or thought of; "a truly original approach"; "with original music"; "an original mind") 

· Synonyms: novel, new, original, different, fresh, unusual, unfamiliar, uncommon, inventive, singular, ground-breaking, left-field (informal) transformational, variational

Collins Essential Thesaurus 2nd Edition 2006 © HarperCollins Publishers 2005, 2006
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Some web resources for grant-writing:
Grant writing tools for non-profit organizations: http://www.npguides.org/
Article: http://www.nptimes.com/instantfund/08Mar/IF-080306-1.html
There are many resources about grant-writing on Webjunction: http://id.webjunction.org/home
