Hilliard Education Foundation

Grant Writing Tip Sheet

As you prepare to write a proposal to the Hilliard Education Foundation (HEF) you will need the following pieces of information:

· Information about your project

· Grant Guidelines

· Grant Application Form

· Review Criteria Form

Step 1:  Gather Background Information about the Project

Gather and organize information related to the concept, methodology and expenses of your project idea.  Advance planning and information gathering will make the proposal writing process much easier.

Step 2:  Read the Grant Guidelines

The HEF Grant Guidelines are available on the web at (www.hilliardeducationfoundation.org), in each school building, and at the HCSD Central Office.  The guidelines contain important information that you need to read and understand prior to actually completing the application.  Reading the grant guidelines first, can save you from doing unnecessary work.  The HEF Grant Program Guidelines contain the following information:

· Process for Proposal Submission

· Application Deadline

· Applicant Eligibility

· Funding Priorities

· Grant Categories

· Funding Limitations

· Conditions for Receiving Grant Awards

Step 3:  Complete the Application Form

Be sure to complete each section of the application in the order that the information is requested.  Be thorough and concise in answering the questions and follow the instructions regarding font size and total number of pages.  Do not add any additional pages of narrative beyond the five (5) that are requested.  Proof read thoroughly.

When answering the narrative questions, choose compelling and persuasive language where appropriate.  It is also helpful to align project information with the funder’s priorities.  Use language that is contained within the review criteria and the funding priorities section of the grant guidelines.

Cover Page:

· Select the grant category to which you are applying

· Complete the contact information.  It is important for HEF board members to be able to contact the appropriate people/person regarding the project.

· Obtain the signature of an authorized administrator.  The grant application serves as a contract, so it is important that your principal knows what you are applying for and provides his/her support.

Narrative Questions:

Project Summary

This paragraph should summarize key information about the project in a clear and concise manner.  The paragraph should be written in a manner that will convince the reader that this project should be considered for support.  This information also serves as the project abstract when the HEF Grant Committee Chairperson is preparing basic information about your proposal for HEF board members, the HCSD Board of Education, the media or the community at-large.

Statement of Need

This section allows the reader to learn more about the educational issue(s) you are planning to address.  Provide current and accurate facts and evidence that support the need, while informing the funder why you believe you have a viable solution.  Be succinct, yet persuasive.  Give the reader hope, but avoid overstatements and overly emotional appeals.  Avoid statements like, “we are the only school that…” unless you are absolutely certain that you are “the only one.”

Project Description

The project description tells the reader exactly what the project will entail and how the educational need will be addressed.  Make sure that the objectives of your project are tangible, specific, concrete, measurable and achievable in the specified time period.  Tell the reader about the audience you intend to serve.  Be specific and do not assume that the reader has any prior information about you or your school.

Project Methodology and Timeline

In this section, describe the specific activities that will take place to achieve the objectives you outlined in the project description.  The description of the project methodology, with a detailed timeline should enable the reader to visualize the implementation of the project.  A sound methodology will help to convince the reader that you have the capacity to complete the project. The reader should be able to see evidence that the project can be successfully completed in the time frame in which the funding is available.

Project Management

This part of the grant narrative describes the number of staff, their qualifications and specific assignments related to the project.  Indicate whether these people are staff members, volunteers, parents or community partners.  Make sure that all project tasks have someone assigned to accomplish them.

Project Priorities

In this section, provide a clear rationale for why the project is worthy of support from HEF.  Be sure to talk about the long-range educational benefits, linkages to curriculum, ways in which the project is innovative and the potential for replication across the district.  It is also important to show parental and/or community involvement when appropriate.  

Project Evaluation

The evaluation plan for the project must be an integral part of the project from the beginning.  Ask yourself the following questions:  If the project is successful, what change(s) will we see in the end?  What evidence will we collect to demonstrate the project’s success?  Consider measuring the product or analyzing the process.  Make sure that the evaluation measures are linked to the project methodology.

Budget Template

The project budget is your project plan in numbers.  It should support and directly correlate with the objectives and tasks outlined in the project description.  The budget should be itemized and clearly indicate how each expense was calculated.  Check your math.

Example:

Budget Category


Reason for Expense



Amount

Supplies and Materials


Applications that show matching funds from other sources will be more competitive in the review process.  In-kind support is the donation of any goods or services that would otherwise need to be purchased for the project.

If you are requesting funds for technology needs (digital cameras, printers, software, etc.) you are required to discuss the project with your building technology teacher.  He or she must provide a signed statement indicating that the request for technology funds is for equipment that is not already available in the district and that there are no building technology funds available to support the request.

Step 4:  Review Criteria Form

Once the application form is complete, you should check to see that what you have written addresses all of the stated review criteria.  You may be too close to the project to complete this task in an objective manner and it may be helpful to have someone who is less familiar with the project help you with this process.  Christy Farnbauch, HCSD School/Business and Community Partnership Coordinator, is available to review draft applications.

Step 5:  Application Assembly

Assemble the grant application and required support materials in the order specified by the funder.  Make the requested number of copies and follow the instructions for packaging.  Deliver the grant on time to the specified location.

A Few Additional Tips:

· Your proposal should be typed on 8 ½ x 11” plain white paper, according to the grant application format.   

· Proposal should be neat and orderly, with no typographical errors. 

· When laying out the proposal, guide the reader's eye to key points by using good spacing, underlining, bold face, or a bulleted format when appropriate.

· Write your proposal in simple English. Explain all abbreviations and acronyms and avoid jargon.

· Avoid unsupported assumptions. Common pitfalls include: 1) assuming that your reader is familiar with your school, program, or system; or 2) assuming that your reader knows that you have the knowledge and experience to do this project.  Explain everything clearly.

· Use positive and affirmative language.  Avoid phrases like “we might”, “we could”, and “we’re thinking about”.

· Be as specific as possible.  Avoid phrases like:  “various evaluation methods will be used”.  Explain everything.  Remember, “Modest specificity is better than blind ambition.”

· Arrange for a colleague to read your application for typographical errors, clarity, and presentation.  It may also be beneficial to have someone score your application using the HEF evaluation sheet.
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