GRANT PROPOSAL READINESS CHECKLIST
Before You Start Writing, Make Sure You Have These Pieces Ready
successfornonprofits.com

Grant writing gets a whole lot easier when you are not starting from a blank page every single time. Before you open the application, gather the information below. Write faster, stay focused, and submit a stronger proposal.
1.  ORGANIZATION OVERVIEW

☐  Your mission statement
☐  A short description of who you serve
☐  A brief history of your organization
☐  Your main programs and services
☐  Recent accomplishments or impact highlights
☐  Your organization's unique role in the community
☐  Any major partnerships or collaborations
☐  A clear explanation of why your organization is qualified to do this work
QUICK TIP:  Keep this section clear and current. Funders do not need your entire organizational life story. They need to understand who you are, what you do, and why they can trust you.
◆  ◆  ◆
2.  PROJECT DESCRIPTION

☐  The name of the project or program
☐  A clear description of what you will do
☐  Who will be served
☐  How many people will be served
☐  Where the project will happen
☐  When the project will happen
☐  Key activities or services
☐  Staff or partners involved
☐  A basic timeline
☐  The amount you are requesting
QUICK TIP:  Be specific. "We will support youth" is too vague. "We will provide an eight-week leadership program for 40 middle school students" is much stronger.
◆  ◆  ◆
3.  NEED STATEMENT

☐  A clear explanation of the problem or need
☐  Local data or statistics
☐  Community feedback, surveys, or client input
☐  Stories or examples that show the need
☐  Research from credible sources
☐  A clear connection between the need and your project
☐  A clear connection between the need and the funder's priorities
QUICK TIP:  Data matters, but do not forget the people. A strong need statement uses facts and humanity.
◆  ◆  ◆
4.  GOALS AND OUTCOMES

☐  Your project goal
☐  2 to 4 measurable outcomes
☐  The number of people you expect to serve
☐  What participants will learn, gain, improve, or access
☐  What will be different because of the project
☐  How the project supports your organization's mission
QUICK TIP:  Activities are what you do. Outcomes are what changes because you did it.
EXAMPLE
Activity:  Host six workshops
Outcome:  Participants increase their knowledge of budgeting, credit, and savings
◆  ◆  ◆
5.  EVALUATION PLAN

☐  How you will measure success
☐  What data you will collect
☐  Who will collect the data
☐  When data will be collected
☐  How you will use participant feedback
☐  How you will share results with the funder
☐  How you will use what you learn to improve the program
QUICK TIP:  Funders want to know that you are paying attention. Evaluation does not have to be fancy. It does have to be thoughtful.
◆  ◆  ◆
6.  PROJECT BUDGET

☐  Total project budget
☐  Amount requested from the funder
☐  Staff costs
☐  Supplies and materials
☐  Program expenses
☐  Marketing or outreach costs
☐  Travel or transportation costs
☐  Evaluation costs
☐  Administrative or indirect costs, if allowed
☐  Other confirmed or pending funding sources
QUICK TIP:  Your budget should match your narrative. If you say it in the proposal, it should show up in the budget. If it is in the budget, it should make sense based on the proposal.
◆  ◆  ◆
7.  SUSTAINABILITY AND FUTURE FUNDING

☐  Whether the project will continue after the grant period
☐  Other funding you have secured
☐  Other grants you are applying for
☐  Donor or sponsorship plans
☐  Board fundraising plans
☐  Partnerships that support the work
☐  Program income, contracts, or other revenue, if applicable
☐  A realistic plan for what happens next
QUICK TIP:  "We will seek more funding" is not enough. Give the funder a real plan, even if every dollar is not secured yet.
◆  ◆  ◆


8.  ATTACHMENTS

☐  IRS determination letter
☐  Board of directors list
☐  Current organizational budget
☐  Project budget
☐  Most recent financial statements
☐  Audit, review, or compilation, if applicable
☐  Annual report or impact report
☐  Staff bios or resumes
☐  Letters of support
☐  Strategic plan, if requested
☐  Program materials, if requested
☐  Proof of insurance, if requested
QUICK TIP:  Missing attachments can sink an otherwise strong proposal. Read the guidelines carefully, then read them again.
◆  ◆  ◆
9.  FINAL REVIEW BEFORE YOU SUBMIT

☐  Did we answer every question?
☐  Did we follow the funder's instructions?
☐  Did we stay within the word or character limits?
☐  Is the request amount clear?
☐  Does the budget match the narrative?
☐  Are the outcomes measurable?
☐  Did we explain why the work matters?
☐  Did we remove jargon?
☐  Did someone else proofread it?
☐  Are all attachments included?
☐  Did we save a copy of the full submission?



QUICK GRANT WRITING GUT CHECK
A strong proposal answers these questions clearly.

Who are you?
Your organization, mission, experience, and credibility.
What are you doing?
The project, programs, services, and activities.
Why does it matter?
The need, problem, gap, or opportunity.
Who will benefit?
The people or community you serve.
What will change?
The outcomes and impact.
How will you measure success?
Your evaluation plan.
How much will it cost?
Your project budget.
What happens next?
Your sustainability or future funding plan.

Grant writing is not about using big words.
It is about making a clear case. Funders want to understand the need, believe in your plan, trust your organization, and see how their investment will make a difference.
Make it easy for them to say yes.
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