Proposal Development: Budget

As you create the budget for your project, be sure to write all calculations down. This information needs to be included in the grant document to clarify how each item in the budget was determined. It will also be helpful for those at Meredith who must review your budget to see how you arrived at your figures. The easiest way to prepare a budget is to use a software spreadsheet such as Excel. This will help to prevent addition errors when you have long lists of items to add up in your budget. These are some guidelines to think about as you create your budget for the project:

· Of course, you need to establish the period of time for the project. How long will the project last.

· Estimate your expenses.

· Increase your expenses by 5% for each additional year of the project.

· Decide how you will include overhead or indirect costs (staff, office paper and other supplies, telephones, utility bills, office space, administrative oversight, ya da, ya da, ya da)

· Estimate in-kind gifts

· Estimate revenues

· Include a narrative or justification for each line item in the budget to explain its purpose. Some funders may only focus on the budget, so it needs as much clarity as you can give it within the page limitations. If you have space limitations, keep your worksheet in case there are questions later on.

· In-kind contributions can show another type of support for the project and can strengthen the proposal. Has someone donated their time? Has someone donated supplies or equipment?

Proposal Development: Background Component or Introduction or Applicant Description

The purpose of this section is to inform the funder that the institution is well manage and financially secure and has the respect of the community. With certain funders this section is used to describe the academic standing of Meredith in relation to other universities and colleges. History of the organization is generally included here. A boiler plate of information about the institution may suffice here as long as it is brief and relates to the project.

The mission of the Meredith College should be stated within the first or second paragraph to ground the project. Write this section after the planning has been completed. A boilerplate document will need to be adjusted to fit the particular project. A summary of the need statement will be placed at the end of the background component to tie the two together.

Proposal Development: Summary

A summary is the same thing as the abstract. It is placed at the front of the document, but it is prepared last. Don’t try to write until you have finished writing the grant because you may have made changes to your original plan as time passed. This will be the hardest part of the grant to develop and write. You will need to convey to the reader everything that you have just written about from the sections in your plan, only in brief manner. All of the key points must be addressed. Be sure that you have read the Request for Proposal (RFP) or Program Announcement (PA) or Grant Priorities for the funding agency and that your proposal is consistent with their priorities.

A well written summary will help the reviewer understand why there is a need for the project and why it is so important. Don’t leave the reviewer asking basic questions concerning your project after reading your summary. This may be the only chance your project has for review. Some reviewers will cut the applicant pool based on the information in the abstract/summary.

Your summary should contain the following items:

· Identification of Meredith College and the major project investigators assigned to the project

· The specific purpose of the project.

· Qualifications of Meredith College and the faculty/staff to be involved with this grant and the relationship to the mission of the college.

· The beginning and end dates or duration of the project.

· The amount of funds to be requested from this agency and any other supporting funds. Mention if anyone else is supporting the project.

· The total project budget.

· The impact of having the grant and the return on investment for the funder.

Sample Timeline for Methods or Activities

Objective:__1_ Reduce by 5% the number of freshmen college students not passing course XYZ with a final grade of 70 during the fall semester 2007.
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Staffing and Resources Needed for Activities and Methodology
	Tasks and Subtasks
	Person(s) Responsible
	Resources Needed
	Start & Finish Dates

	
	
	
	


Grant Proposal Development and Grant Writing Timeline

Objective:__Develop a fundable grant_ 

	Activity
	Order
	1
	2
	3
	4
	5
	6
	7
	8
	9
	Oct
	Nov
	Dec

	1Review the requirements of the funder then plan and develop the need statement
	
	
	
	
	
	
	
	
	
	
	
	
	

	2 Plan and develop goals and objectives
	
	
	
	
	
	
	
	
	
	
	
	
	

	3 Plan and develop methods or activities and timelines
	
	
	
	
	
	
	
	
	
	
	
	
	

	4 Plan and develop evaluation plan
	
	
	
	
	
	
	
	
	
	
	
	
	

	5 Plan and develop budget
	
	
	
	
	
	
	
	
	
	
	
	
	

	6. Complete the Grant Proposal Request Form according to the Meredith College Sponsored Programs Procedures Manual
	
	
	
	
	
	
	
	
	
	
	
	
	

	6 Begin writing each of the above sections in clear, concise language using the information that you have already gathered. Refrain from using jargon. Use action verbs.
	
	
	
	
	
	
	
	
	
	
	
	
	

	7 Review your work. Check your goals and objectives against the focus of the funding agency for consistency.
	
	
	
	
	
	
	
	
	
	
	
	
	

	8 Review the requirements of the grant.
	
	
	
	
	
	
	
	
	
	
	
	
	

	9 Have a peer read and review your grant for clarity and logical reasoning within your subject area.
	
	
	
	
	
	
	
	
	
	
	
	
	

	10. Complete the Routing Form for External Funding Requests and submit your grant proposal for review by Sponsored Programs.
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