	Guidelines for Writing a 

Virginia Literacy Foundation matching Grant Proposal

This guide was designed to assist you in satisfying Virginia Literacy Foundation (VLF) grant requirements and to help you keep your narrative to the required number of pages for the tiered categories. The content and format were influenced by the document, “Writing a Successful Grant Proposal,” written by Barbara Davis and retrieved from the Minnesota Council on Foundations website on 12-28-04 at www.mcf.org/mcf/grant/writing.htm. 


	1. Your Introduction

2. Your Statement of Need

3.  Your Solution

4. About Outcomes and Impacts

5. Your Budget Narrative

6. Mailing Your Proposal

7. For Your information

	Summarize your proposal
Don’t try to describe too much in the introduction.  Begin your narrative by summarizing your funding proposal in two sentences or less.  Example:
"ABC Literacy Program requests $5,000 to reduce our three-month waiting list of fifty students by intensifying tutor and volunteer recruitment in targeted neighborhoods, and increasing the number of tutor training workshops from four to six per year. In order to speed up service to new clients, we will implement a START program based on the READ Center model.”

Describe your organization’s capacity and commitment
Briefly summarize your organization’s history, state its mission, and describe the target audience. We do not need a complete description of all your programs. You have already supplied this information in the VLF Survey*.  If you think a short organizational description is not detailed enough to demonstrate commitment, you may attach additional information related to your proposed project.

*Note: All applicants must fill out a five-page survey every three years. New applicants can download the 2008 VLF Survey Form at www.valrc.org at weblog, grants.
Describe the need for your project
The success of your proposal hinges on how well you can demonstrate the need for your project and your solution for it, as this section is given 15 points by the grant committee. Strengthen your statement by
· Demonstrating only the need for your proposed project or the staff duties related to it: Do NOT describe the need for your entire organization or for adult literacy in general. If you want to increase the number of tutor training workshops, tell us why.  “Due to successful recruitment efforts, we have a three-month waiting list of fifty students and twenty volunteers,” for example.
· Staying focused: As you write the statement of need, keep your project goals in mind. 
· Using current and local statistics when possible: Go to the Virginia Adult Learning Resource Center website at www.valrc.org to find information for your locality. Click on “Resources” and scroll down to “Facts and Statistics” under “Program Resources.”
· Telling the VLF about the situation in your county or region: for
       example:
“Our ESOL waiting list has grown to twelve, or an increase of 150%. According to the 2000 Census, 40% of the adult foreign born (1,465) in Blue Ridge County read below a fifth-grade level in their native language. In the last three months, Maribel X and four of her coworkers from Shenandoah Apple Distributors contacted our organization in order to improve their ability to read and speak English. Initial assessments have shown that none read above the second-grade level, and only one speaks English with any proficiency.”
· Using both numbers and percentages when describing the problem:
for example:

“In Mead County, 3,425 (35%) adults eighteen and older read at an eighth-grade level or below.  Ten percent of these adults (343) are foreign born.

· Describing the problem in a positive and achievable tone:
1.  These statements are negative. They express neediness, not need:
A. “If we do not receive VLF funds this year, our organization will have to close its doors.”

B. "We don’t have enough trained tutors for our ESOL literacy program and are losing students on our waiting list.”

2.  These statements describe the problem in a positive tone. They can logically lead to a solution:
A. “In the past ten weeks, our program has experienced a 150% increase with the enrollment of twelve Hispanic immigrants.”
B. “Our waiting list for tutors has grown to fifty students, twelve of whom are recent Hispanic immigrants.” 

C. “Students placed on our waiting list wait an average of ninety days for a permanent tutor. We are seeking to reduce this wait time.”
Tell us how you propose to solve the problem
Devote the main body of the narrative to your solution, describing goals, objectives, and outcomes. Include a timeline. Describe specific activities, and tell us how you plan to measure success. If you want to purchase a new curriculum or software, tell us how you researched these new materials and why you think they will offer a solution. To save space and spare the grant reader eyestrain, provide most of this information in an easy-to-follow format, such as a bulleted outline or a table. (For an example, see the attached goals and objectives table, which you can also download at www.valrc.org at weblog, grants.) 
Be realistic! Barbara Davis cautions grant seekers to “describe a problem that is about the same size as your solution.” It should also fit the amount of funds you are requesting. For the Tier One Matching Grants, the VLF wants you to design projects that can be achieved in one fiscal year.  For Tier Two Matching Grants, the VLF would like programs to design specific projects that will help the organization improve or move forward within two years. If you are seeking funds to strengthen existing or continuing services, make sure to describe improvements that can be measured over the timeline you have set forth. Volunteer recruitment and increased tutor training are two achievable solutions within a one- or two-year time frame. Hiring a part-time ESOL coordinator or implementing small group tutoring classes are other realistic solutions. To reduce the waiting time between intake and instruction, you might say:
"To reduce the number of students on our waiting list, the goals of this project are to train twenty new volunteer recruits and implement a START program within four weeks of receiving grant funds. We will offer START four days per week during both day and evening hours in order to serve the largest number of students and tutors as quickly as possible."
Then, outline the specific steps you will take to achieve these goals.
Strengthen your proposal by designing your project first 
To help you decide on your goals and objectives, consider the following six sets of questions listed by Barbara Davis in “Writing a Successful Grant Proposal.”
1. Who is the target audience, and how will you involve them in the activity? How many people do you intend to serve? Some projects have two audiences: the direct participants [students, volunteers, and tutors] and the indirect beneficiaries [families, employers, and children of students and volunteers]. If so, describe both. How will you ensure that your targeted clients actually participate in the program?

2. What are you going to do? Describe the activities. Tell the [VLF] about the project’s "output," or how many "units of service" you intend to deliver over a specific time period: [how many hours of tutor training to how many volunteer recruits; how many inquiry calls answered by how many volunteers]. Just be sure your proposal doesn’t promise an unrealistic level of service.

3. What project planning has already taken place? If you have already done research, secured the commitment of participants, or done other initial work, be sure to describe it so that the grant committee can see that you are well prepared.
4. Who is going to do the work, and what are their credentials? (Attach resumes of key people.) Some funders ask for the name of a project director, who is the person most responsible for the project, whether volunteer or paid. Demonstrate that the staff or volunteers have the expertise to do a good job on this project.
5. When will the project take place?  Some funders will ask for the project start and end dates. In general, a project can be said to start when you actually start spending money on it...If the project is long, consider including a timeline of the different phases.
6. Where will the project take place?

In addition to the above six sets of questions, identify other adult literacy services in your region. How does your project fit in with current community services? Do you collaborate with other programs with similar missions? If not, why? If so, be sure to include the most meaningful, integrated collaborations on your VLF Survey or in the addendum to the survey.
Barbara Davis reminds us, “You may not know the answers to all these questions when you submit your proposal. But the more you know, the better the proposal will look. Apply the ‘mind's eye test’ to your description. After reading it, could the reader close his eyes and imagine what he would see if he came into the room where your project is happening? Many project descriptions are too vague.” 

Outcomes
As you plan your project, try describing the outcomes first. Many VLF grant proposals are weak in this category and applicants lose points by being vague and unclear about the results of their activities. By writing the ending first (outcomes), you won’t lose focus as you describe your project. If you are unclear about outcomes, this definition from Inputs-to-Impacts Model (NCSALL Report #20, March 2002) might help:
“Outcomes are longer-term results of education for individuals and programs. “
Examples of outcomes for both the client and program might be:
“With START, all students will work on a short-term goal and receive initial assessment and instruction within two weeks after intake.” “Student goal achievement will jump from 30% to 60%.” 
“All tutors will be mentored by program staff one or two weeks after training to reinforce newly acquired skills.”

“Student and tutor retention will improve by 50%.”

“The average length of a tutor/student match will increase from nine months to two years.”
Note the precise language and numbers in these examples. The more specific and measurable the outcome, the better.
Impacts
Include a short one- or two-sentence prediction of how your project will change your clients’ lives and improve the community.  The Inputs-to- Impacts Model describes impacts as:
“Changes in community brought about by changes in learners’ lives.”

In other words, how will the implementation of START bring about a change in the community? This prediction is often more an art than a science, however a well-planned proposal will lead you to make logical conclusions.  One impact, for example, might be steady improvement in your program’s reputation for helping clients meet their long-term literacy goals, such as obtaining a GED. Positive word-of-mouth will bring in more students, resulting in a larger number of citizens accessing community resources, a better educated workforce, more parental involvement in children’s learning, etc.
To learn more about the Inputs-to-Impacts Model, read the full NCSALL #20 report at: www.ncsall.net/fileadmin/resources/research/report20.pdf. 

Assessing your success
Tell us how you plan to measure success. What assessment instruments will you use? Pre-tests? Post-tests? What records will you keep? How often will you gather this information?  Who will be in charge? How will this information be used or disseminated? You do not need to answer all these questions, but be aware that the VLF grant committee weighs this information heavily as it makes its decisions. 
About matching funds

The VLF wants to know how you will match its funds. You can start by addressing the following questions in your budget narrative:  Who else has committed funds to your project?  If no one has, how will you solicit the individuals, organizations, and businesses in your community? How much money have you collected so far? How much money do you anticipate collecting? From whom?

Why matching funds are important
The Virginia Literacy Foundation is one of the few private foundations that finances capacity building. That is why the Foundation is willing to fund staff salaries and existing projects, especially if the organization can effectively demonstrate growth and improvement over the years. Important hallmarks include increased community awareness, sustained and meaningful collaborations, steady program growth, and ongoing support through repeated donations.  The object of VLF matching grants is to start an ever growing cycle of repeated, matching donations from your community. Repeated donations from local supporters lead to unrestricted funding. And unrestricted funds lead to sustainable programs, stability, and growth.
Budget narrative and budget forms
Briefly describe how much you plan to spend and why.  Attach a one- page budget form (see Attachment D). For a more comprehensive explanation about budgets, read “Writing a Successful Grant Proposal” by Barbara Davis.
Compile all your materials as instructed
· Attach all supplementary materials required in the Request for Proposal (RFP) and in the order listed.
· Make complete sets of the required number of copies.
· If you are a first-time applicant, include a completed five-page VLF survey form. All organizations are required to fill out this survey every three years. Download the form at www.valrc.org at weblog, grants. 
Use a “fresh eye”

The VLF recommends that you use a “fresh eye” before you send in your proposal. Have a person outside of the grant writing process read over the proposal to ensure that all of the grant requirements have been met.
Meet the deadline with plenty of time to spare
Don’t take chances. Each year the VLF sends out RFPs by mid-January. Start designing your projects early! Remember that emails and faxes are NOT acceptable submissions. All hard copies must arrive at the VLF office before 5:00 p.m. on deadline day. No exceptions.
About VLF grant revisions
Before sending in your proposal, make sure that ALL grant requirements have been met. Please note: If grant proposals are unclear, important questions remain unanswered, or minor grant requirements have not been met, the VLF grant committee reserves the right to ask an organization for a grant revision. Programs that choose not to send in a grant revision by the revision deadline will not receive the requested funds.

About VLF survey forms
The VLF requires your organization to fill out a survey form every three years. Organizations that have never submitted a grant to the VLF before will need to fill one out. All organizations are required to fill out a VLF Survey form with their grant applications in 2008.
However, if any program changes result in a significant shift in numbers between survey years, include a short description as Attachment A.
Example: 

“Our development committee’s success in recruiting new board members boosted our board membership from eight to fourteen……”
Or

“Successful recruitment efforts resulted in a 100% increase of tutor/student pairs this year, or thirty pairs…….”
Or

“Loss of DOE funds forced us to close our family literacy program, dropping the number of adult students from 54 to 35…….”
New applicants will be required to send in a survey form with this year’s grant applications and every three years thereafter.  Download survey forms at www.valrc.org at weblog, grants or call the VLF office at 804-237-8909.
About grant deadlines
Upon receipt, all grant submissions are stamped with a date and time. Proposals that arrive after the 5:00 p.m. deadline are NOT read by the grant committee.  When submitting proposal packages, please allow enough time for a delay in mailing.

About incomplete submissions
Incomplete submissions will NOT be read by the grant committee.  If multiple copies and attachments are missing, you will be notified. You will have until the grant deadline to send in missing materials.
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Virginia Literacy Foundation Grant Guidelines

For more detailed guidelines, go to the Minnesota Council on Foundations website at:

www.mcf.org/mcf/grant/writing.htm and click on “Writing a Successful Grant Proposal.”

