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CAMPAIGN INFO
The University is currently in the midst of a campaign for institutional priorities.  Many local and national foundations are contributors (or potential contributors) to this campaign.  Please contact the development office to check before applying to a foundation to prevent any whoops.  All research grants must go through the Office of Sponsored Programs before being submitted, same as federal applications.  
Basic Elements Needed Before Pursuing Funding from Foundations & Corporations 

· primary contact information
· description of project and its principal goal

· proposed objectives, including intervention or research methodology

· rationale for proposed activities and how it relates to what others are doing

· expected outcomes - immediate and long-term

· potential collaborators (interdisciplinary and outside the organization)

· institution's qualifications and personnel

· proposed timetable

· estimated budget, including amount requested from the funding source and other anticipated sources of support

· plans for evaluation and dissemination of findings

· plans for sustaining (or developing) project after expenditure of requested funds

Finding the Foundation-Fundable "Project" in an Idea

There are two issues under consideration:  1) whether or not foundations are the right funding source for you, and 2) whether or not your work is a “project.”  The two lists below will help you answer both questions.

Are foundations the right source?  When looking for funding for your work, it is important to match your work with the right funding source.  Some projects/research will attract corporate funders.  Other projects will fit in well with governmental programs.  And some projects will be highly appealing to foundations.  Some may be of interest to more than one source.  

Foundations want to affect social change.  They want to be associated with greatness, with being the one that made the difference.  Early on, foundations were conceived of as being the laboratories for government; that is, because they are private entities, they have greater risk-taking capacity than government and can test community problem-solving ideas and methods that government can later adapt.  The program Headstart is an excellent example of this.

Foundations often have a specific area or areas of interest in which they want to invest and/or a specific, disadvantaged, population they seek to assist.  While there are always exceptions, foundations are less likely to fund general operating support, construction, endowments, or conferences unless these are part of a larger project. 

Is it a Project?  Just as it is difficult to narrow down a topic when writing a book, article, or paper, so it is when conceiving and designing a foundation-fundable project.  Be careful of ideas larger than you can possibly manage.  To give you an idea of the difference between a good “idea” and a good “project,” I offer this distinction:  eradicating world hunger is a good idea, but it is not a foundation-fundable “project.”  Operating a food bank, a soup kitchen, or a meals on wheels program are examples of things that are more like a “project.”  

1. To determine if your project is foundation fundable, ask yourself these screening questions:

· Is it doable?

· Does it have a beginning, middle, and end?

· Does it have a focused goal?  

· Can you answer the question, “So what?”

· Can you identify who benefits?  Is this an appropriate population to benefit?

· Does it have measurable objectives?

· How will you know when you’ve met your goal?

2. These are things that will give your project Bonus Points:

· Demonstrated institutional support 

· Leverages support from other places

· Community involvement

· Involvement of those most affected

· Novel approach – what sets you apart

· Is Replicable
Foundation Research Considerations

Consider the foundation’s history and current frame of mind

· Read historical accounts to understand the basis for the institution’s founding.

· Learn from president and/or executive director’s letters in annual reports; this is often where new directions are indicated.

· Does it have a perpetuity or spend-down mindset?

· Are there distinct political leanings?

Consider the age of the foundation

· Is the founder still alive?

· How old is the foundation?

· How far removed from it’s original intent/mission is it?

· How many years has it had staff?

Consider staffing

· Is there any?  How many are fulltime professionals?  

· What do program officers do?

· Has the head of the foundation always been the same?

· Don’t overlook personal history of prominent staff.

Consider the foundation’s grant-making approach

· How does it think problems are best solved? direct service? research? educating policy-makers? advocacy and activism? a mixture?

· Does it run its own programs?

· Does it use RFPs or have an open solicitation policy?

· How many funding rounds a year does it have?

· Is it accessible or tightly controlled?

· Does it make site visits?

· Does it use peer reviews?
· Who makes decisions? program staff? leadership staff? Board? family members?
Consider all sources of information

· Pay attention not to just what they say, but what do they do.
Consider that the foundation may evolve

· Even when you think you know the answers to these questions, it may change soon thereafter!
Basic Elements of a Letter of Inquiry

Background 

Your first contact with a foundation should be to request information about the foundation’s missions and goals, specifically an annual report, giving guidelines, and grants list.  If – after carefully reviewing this material – you determine that this foundation is an appropriate match for you, your next contact will be a Letter of Inquiry, which is a brief summary of your project.

A Letter of Inquiry (also known as a Letter of Intent, a query letter, a pre-proposal, or a concept paper) is a timesaver for both the foundation reviewer and the proposal writer, as it allows the reviewer to assess quickly whether or not there is a good match between the foundation’s interests and the proposer’s project.  If the reviewer determines that it is a good match, he or she can request a more complete description as would be found in a full proposal.  In fact, when you read the words, “proposals not accepted,” it does not necessarily mean that a Letter of Inquiry is out of order.  If the reviewer likes what he or she reads, you will be invited to submit a full proposal.

Technique

Consider how concise, yet engaging, you must be to keep someone’s attention in conversation when there are many other people around also wanting that person’s attention.  And so it is with the Letter of Inquiry.  Use your words smartly.  Avoid jargon, boosterism, flowery subjective statements that can’t be supported by facts or others’ statements.  Write as if you are making a logical, persuasive argument based on need and capacity to meet that need rather than selling something. Important!  A Letter of Inquiry is not a vague exploration of an idea.  It is assumed that you have already thought through your proposed project – including a budget! – and are just presenting an abbreviated description.

Contents of a Letter of Inquiry 
A Letter of Inquiry is a condensed version of a proposal.  You are giving the highlights of the same information in much the same order.  For example, where you might use a page to cover an executive summary, in a Letter of Inquiry you do it in a paragraph.  Letters of Inquiry generally are 2-3 pages; oftentimes, the foundation will indicate a page limit.  Do not go over that limit!  Unless otherwise indicated by the foundation, the contents will generally follow this format:

1. 
Opening Paragraph

· This serves as your summary statement.

· It should be able to stand alone. If the reviewer reads nothing else they should know what you want to do from reading this paragraph.  Make it clear what you want the reader to do.

· Answer the following:  who wants to do what?  how much is being requested?  is this a portion of a larger project cost?  over what period of time is money being requested?

· Example:  “The School of Nursing at the University of Massachusetts at Amherst (UMass) seeks support for developing an innovative undergraduate and graduate curriculum in psychiatric mental health nursing that will prepare expert nurse clinicians in the delivery of mental health services to at-risk adolescents in the community setting. We are requesting $87,000 over a two year period.” 

· You also may want to say if you are responding to an RFP (Request for Proposals) or make the connection between the foundation’s interest and your project.

· I know this seems like a lot to address, but keep this paragraph short!  You will have time later for explaining your rationale for why you want to do the project, your methodology, or for establishing your credibility.

2. Statement of Need (1-2 paragraphs)

· This section answers the “why” of the project.

· Explain what issue you are addressing.

· Explain why you have chosen to respond to this set of issues in the way that you have.

· State briefly why this matters in the area in which you will be working.

· Note who benefits.  Make sure you can indicate the public good achieved.

3. Project Activity (this will be the bulk of your letter)

· This section answers the “what” and “how” of the project.

· Give a general overview of the activities involved.  
· Highlight why your approach is novel and deserving of the special attention that funding connotes.

· Indicate if there will be collaboration with other organizations and what their roles will be.  Be specific about who does what.

4. Outcomes (1-2 paragraphs; you can put this before or after the discussion of activities)

· State what will be the specific outcomes achieved.

· Indicate how evaluation is part of the project – how will you know you’ve achieved these outcomes?

5. Credentials (1-2 paragraphs)

· Demonstrate why your institution or your staff is best equipped to carry out this activity.

· Put any historic background about the institution here.

· Brag with substance.  Indicate awards, rankings, and tangible measures that set you apart from your peers.

6. Budget (1-2 paragraphs)

· State what the total project cost will be and how much of that you would be requesting from the foundation.  Indicate broad categories of activities to be funded.

· Include other sources of funding, both cash and in-kind.  Especially indicate what your institution will contribute.  Do not overlook the value of all in-kind contributions, including those of your collaborators.

7. Closing (1 paragraph)

· Offer to give any additional information the foundation might need.

· Give a contact name and contact information for foundation follow-up.  Indicate if one person is the administrative contact and another is the program contact.

· Express appreciation for the reader’s attention or the opportunity to submit if it is in response to a Request for Proposals (RFP).

· Ask, “May we submit a full proposal?” and have the highest ranking person sign.
Basic Components of a Proposal
Audience:  Before you begin to write, be clear about who your audience will be.  Will your proposal be reviewed by a program officer or a review committee?  Will the reader be so intimately familiar with your discipline that very academic or scientific language is not only okay, but expected?  Or should you write for the “educated layperson”?

Writing Style:  Generally, writing to a foundation calls for a DIFFERENT style than writing for the government, a corporation, or an individual.  You are building a case based on proven need and innovative solution.  Do not use what I call cheerleading or boosterism language.  Save this language for your cover letter or for proposals to corporations or individuals.  Do not mix rationale with method.  Keep your discussion of why you are doing what you propose separate from how you will be doing it.

The Cover Letter:  Cover letters are like bonuses, especially if there is a proposal page limit.  Try to keep them to one page.  Have a top-ranking official sign them.  Use them to demonstrate institutional support.  Re-emphasize the main goal of the project.  Here is where the writer makes vision statements and states how the smaller project is part of a larger whole, whether it be the work of your institution, or the surrounding community, or the world!  The flowery language that I said didn’t belong in your proposal can go here. 

Proposal Contents:  Generally, the foundation will give you an indication of what questions it wants answered and that should be your first point of reference.  However, if there are not precise requirements, the following provides a good guide to structuring your proposal.  The questions offered in each section should be answered but it is not necessary to do them in the order they are posed in that section.

1. Abstract/Summary
· Should be able to stand alone.
· Try to keep this to one page.
· Use the highlights (or topic sentence) from each section of the proposal.
· Answer the following:  what will be done, by whom, for what purpose, for how long, at what cost, what are the outcomes, and who will benefit?
· Make it clear what you are asking the foundation to do.
2. Statement of Need

· What is the issue you are addressing?
· Why does this matter?
· Why is what you propose necessary?
· Who benefits?  Make sure you can indicate the public good achieved.
· Why hasn’t this issue been addressed sufficiently in the past?  Who else is working in this field, what have they done, and why wasn’t that enough?  Demonstrate your knowledge of the field.
· Assure that there is no duplication of other work.  However, if you are seeking to replicate another’s work in a new environment or with a different population, that’s legitimate.
3.
Project Activity & Outcomes

· Why did you choose to address the issue in the manner that you have?  Are there other approaches?  If yes, why aren’t they appropriate to the situation you are seeking to ameliorate?

· What will be the specific outcomes achieved?

· What are the specific activities involved?  Who will do them?  How?

· Present a timeline of activities.

· Why is your organization the best one to do what you propose to do?

4. Evaluation 

· Evaluation sections of a proposal should assure the potential funder that there is a way to know whether or not you achieved your goal. 

· Make sure you have project goals and objectives that are truly are measurable, otherwise you will not be able to design an evaluation.

· State what the goal of evaluation is.  What do you hope to learn, prove, or demonstrate?

· Measure each project objective.

· Describe your evaluation methodology precisely.  You may mix methodologies depending upon the objective being measured.  Be creative; not everything is measured with a survey.

· Depending upon the project, an evaluation may examine either or both process and product. 

· Evaluations may be quantitative or qualitative or both.

· It is a good idea to build in evaluation throughout the life of the project so that you can have good information for making mid-course corrections if necessary.

· Think about what can be learned from your evaluation and with whom you want to share the information.  Some parts of what you learn may be for internal uses only, but much can be shared with your peers.  Foundations like to think that their grants have a life beyond the single grantee.

· Specify who will conduct your evaluation; project personnel or outsiders or both.

· Utilize on-campus resources to design your evaluation or to gain assessment tools. Two places that may be of help to you are the Dean’s office and the Survey Evaluation Research Lab.
· When you are done describing your evaluation goals and methodologies, you should have answered this question:  How will you know that you did what you said you would do?

5.
Dissemination

· Dissemination should be linked to your project goals and objectives.  For example, if you are trying to affect policy, your dissemination plan should target policy-makers, media, and affected populations.

· Be creative; sending an article to a professional journal is only one of many options.  Consider op-ed pieces to newspapers or articles to more popular periodicals; conference presentations; community outreach activities; a web site; convening work groups of your peers; presentations to policy-makers; reports; briefing papers; press releases; videos; getting an interview on your local radio station; asking the foundation to provide an opportunity to meet with grantees doing similar work; newspaper coverage; presentations to community groups such as the chamber of commerce; listing yourself on speakers bureaus.

6.
Budget and Continuation Funding

· Show your budget in table form and use a budget narrative to explain each item.

· Include other sources of funding, both cash and in-kind.  Do not overlook the value of all in-kind contributions, including those of your collaborators.

· Indicate how the project will be funded after the grant has run out.

5 Simple Ways to Make Foundation Staff Feel Better About Your Proposal
1. Show that you’ve done your homework.  Indicate that you have reviewed any material published by the foundation (printed or on the web) and that you are aware of what they have funded and want to fund.  And then make sure your proposal fits or don’t go there!

2. Answer all the questions.  If there is a legitimate reason you don’t respond to a specific question or request for information, acknowledge the request and state why you can’t respond to it.

3. Make it easy to read.  Is the font legible without a magnifying glass?  Is there enough white space?  Do you have a “heading hierarchy” that consistently shows which are main sections and which are subsections?  If you bind the proposal, make sure it will lay flat as someone is reading it.

4. Make it easy to find information.  Be sure to have page numbers on each page.  Use headings that correspond to the information requested.  If the proposal is long, use a Table of Contents.  Use tabs for Appendices or Attachments and say in the body of the document, as appropriate, “See Tab 1.”

5. Avoid jargon.  Do not presume that all readers share your use of language.  Unless you know that your academic peers will be reviewing your proposal, write it for the educated layperson.  Do not use abbreviations or acronyms without spelling them out the first time.

Proposal Plusses
1. Funding your project will benefit many people who are in need.  Foundations want to change the world for the better, but do not have the resources to meet all needs.  Show them how far their investment will go with your project.

2. What you propose is novel, a new way of looking at things, shows exciting promise.  Foundations want to be associated with new, cutting-edge work, especially if it becomes a standard by which others operate or if it changes policy in a way that supports their targeted constituencies and issues.

3. Your work will be done collaboratively with other parts of the University, or with public schools, local government, nonprofit and community groups, and/or business.

4. Your project is inclusive of those you seek to help, either in planning, directing, or execution.

5. Your organization has made its own investment into the project. The University best shows the value it places on a project by the degree to which it tries to make it happen.

6. The outcomes of your work are replicable so as to benefit many more.  Foundations want their investments to go as far as possible.

7. Along these same lines, indicate whether the foundation grant will leverage other investments into your project.

8. You can demonstrate that the work will be continued after the foundation grant has ended.

How to Find out More:  Please call Ariana Bracalente in University Development 828-1230.  
––Materials derived from resources prepared by Deborah S. Koch, Kochworks (kochworks@yahoo.com)
