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Webinar 1 & 2 Recap



● Things to Consider When Deciding Where to Apply:

○ Type of Funder

○ Type of Grant

○ Timeline

○ Who will write the grant?

○ Who will manage the reporting / communications if you 

win?

○ Are you prepared for an audit?

Let’s Review 
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● Grant Writer

● Grant Manager 

● Partner Organizations

● Independent Contractors  

● Marketing / PR

● Program Manager or other new stuff

● Conflict of Interest / NDA

● Recommendations Letters 

Will you need outside resources? 
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02
Staying 
Organized 



Prospect Lists



Submission 
Calendar 



Awards 
Tracking



03
Assembling Your 
Documents 



Items You 
Will Almost 

Always Need
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• Articles of Incorporation

• Financials 
○ Organizational Budget (Actual vs. Expected) for last two years
○ Project Budget 
○ Last three years of Tax Returns
○ Last three independent financial audits

• Personnel
○ Board of Directors affiliations list 
○ Key Staff + Qualifications + CV / Resumes 
○ Partnership MOUs

● Policies 
○ Diversity, Equity, and Inclusion Statement
○ Hiring Policies 
○ Safety Policies 

● Website and Social Media 

● Annual Reports 

● Photos / Videos (headshots, pics of product or work)
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Your Business Plan



Business Plan
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• Grantors will almost always ask for one to be attached to a grant

• There is no universal, standard grant application format- but there ARE common elements that 

pull from a business plan. 

•  Collect your thoughts on YOUR business plan NOT influenced by what the funder wants.

• Have materials ready to go if a last minute deadline sneaks up on you.

• Edit, Edit, Edit! Then spellcheck…

• Share with colleagues, get their opinion. But keep one central writer’s voice!

• Identify research gaps in a timely manner.



Common Elements of a Business Plan
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● Elevator Pitch / Executive Summary 

● Business Description

● Analyses

● Sales and Marketing Plan 

● Management and Organization

● Finances 



Executive Summary 
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• Write this last, but place it first

• Limit to one page max

• Must be standalone

• Comprehensive of the entire plan, but keep it concise

• Make it compelling! Some orgs use executive summary to sift through many grants 

for “worth reading” or “goes at the bottom of the pile”



Business Description 
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● History 

○ Keep it brief! One paragraph or two max

● Statement of Purpose 

○ Mission = What you set out to do 

○ Vision = What the world looks like when you achieve your goal

○ Goals = Overarching end goal

○ Objectives = Actions you will take to get there

● Problem Statement 

○ Statistics and graphics are good!

○ Cite your sources

● Services / Products Provided Summary 

○ Charts are good!



Analyses 
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● Industry Analysis

○ What industry do you fit into

○ Are you at nexus of a few?

○ Describe both size ($$ and #) and growth

● Market Analysis

○ Consumer Market Segments 

○ Business Market Segments 

● Competitors Analysis 

○ Current and future competitors 

○ Describe your competitive advantage



Sales and Marketing Plan 

04

● Marketing Plan 

● Communication Tools

● Sales Strategy 



Management and Organization
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● Staff and Leadership 

● Board of Directors 

● Locations 

○ Admin Offices 

○ Facilities 

● Operational Overview 

● Partnerships 

○ Qualifications 

○ Delegations 

○ Locations 

○ Dependencies 



Finances 
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● Financial Projections 

● Funding Sources (if in a start up phase)

● Organizational Budget  



How to Write a Grant

Join Us Next Time:



Questions?


