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INTRODUCTION 

Aside from the social economy1, there are six primary sources for funding for non-profit 
organizations:   

1. the federal government,  
2. the provincial government,  
3. private foundations,  
4. corporations,  
5. individual donors, and  
6. general appeals to the public (fund raising events, bake 

sales, car washes, etc.)   

Most non-profit organizations cannot survive on bake sales and car washes alone, and 
so one or more of the other five sources must be considered.  The most common way to 
approach government, foundations, corporate and private donors is through a written 
proposal. 

Developing and writing a proposal for funding can be an intimidating experience.  The 
proposal is the standard instrument with which funds are obtained by most non-profit 
organizations.  The importance of writing an effective proposal, then, cannot be 
understated.  It can be a highly competitive process, and each funder or donor has their 
own unique guidelines for length, format, content, and process for submission.  

The pressure to develop and present a perfect proposal can be overwhelming, 
considering that there may be multiple applicants applying for the same funds, and not 
enough dollars to spread around.  So the anxiety around getting the proposal right the 
first time can be very intense. 

To keep things in perspective, remember that the proposal has only one purpose:  
to communicate clearly an idea, or set of ideas, from your organization to a 

.   funding entity

                                                 
1 The social economy is ‘economic’ in that it involves the production of goods or services and their sale in the market economy . It is 
also ‘social’ in that its main objective is to meet the needs of the community, including disadvantaged or vulnerable members, and 
because of the values (democratic process, collective empowerment, etc.) on which its governance and operation are based.  

Budget 2004 placed a special emphasis on a specific component of the social economy known as social economy enterprises. 
Social economy enterprises are run like businesses, producing goods and services for the market economy, but they manage their 
operations and redirect their surpluses in pursuit of social and community goals. These enterprises often emerge out of community 
economic development strategies that involve citizens, governments, the voluntary sector, business, learning institutions and others 
working together. The social contributions of these enterprises are as diverse as affordable housing, skills development, promoting 
civic participation and addressing local environmental challenges.   http://strategis.ic.gc.ca/epic/internet/infednor-
fednor.nsf/en/h_fn02091e.html 
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Proposals can be successfully funded because they have a great idea, they offer the 
best price, or they meet the funder’s mandate completely.   

The degree of success of a proposal may not be entirely as a result of the project you 
are proposing necessarily, but with how well you can tie in the value of your project 
or idea with the funder’s objectives.  This is a skill! 

If your proposal can clearly demonstrate how your organization and the funder are 
aligned in mission and mandate, and of how your project or idea will further both, your 
chances of success are great! 

 

 

Keeping that tip in mind, a successful proposal will be written in a clear, concise and 
complete manner. 

Clarity:  Avoid the use of jargon, heavy academic language (unless writing a research 
proposal), euphemisms, rhetoric, or semantic extravagance (see what I mean!).  Say 
what you mean, simply! 

Conciseness: Write in short sentences and paragraphs, in the active voice.  Be aware 
of unnecessary repetition.  Avoid using a phrase when a single word will do (ie., “has 
the capacity to” can be simply said using the word “can”) .   Get straight to the point!   

Completeness:  Be sure to read the funder’s guidelines for proposals carefully so that 
you include all the information they are looking for.  Also, keep in mind that the reader 
may not necessarily know about your organization, the problem, or need that is being 
addressed, or about a particular service model or concept.  Answer all questions!   

 

 It is important to make sure you present all of the information that is required, 
but clearly and concisely! 
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OVERVIEW OF THIS PROPOSAL WRITING WORKSHOP  
 
 
 
Goal Statement:   The primary goal of this Proposal Writing Workshop is to assist you 
in becoming a better proposal writer. 
 
Description:  This experiential workshop will teach participants the fundamental steps 
in proposal development and writing.  Participants will learn ways to seek out funding 
sources, as well as techniques to write effective grant/foundation, RFP, Research, and 
business proposals.  Participants will also have the opportunity to practice writing goal 
and objectives statements, as part of a complete logic model.  
  
Learning Objectives:   At the conclusion of this workshop, you will be able to: 
 

1. Understand the basics steps and components in writing a variety of 
proposals.   

2. Develop a needs statement 
3. Write a goal statement 
4. Write realistic objective statements 
5. Develop a logic model 

 
This Workbook:  This document has been designed to guide you through the 
workshop, allow you to take notes as you learn, and to provide you with some sample 
documents that you can take with you to use in your own proposal writing efforts. 
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STEPS TO WRITING A PROPOSAL 

So you’ve got a great idea for a project, and you’ve found a government department 
that looks like it has funding for a project like yours!  Before you begin the actual writing 
of your proposal there are a few important steps that must take place.   If you take the 
time to organize yourself at this point you will increase your chances of writing a clear, 
concise and complete proposal. 

Before you begin writing, you will need to do a little research and pull together 
some background documentation that will make your writing easier.  

There are three important preparation steps that should take place before you begin 
writing: 

1. Research the Funder 
2. Research the Project or Idea you are proposing 
3. Gather background documentation on your organization 

Research the Funder:  Take the time to reflect on the answers to the following 
questions.  They will help you align your own agencies mission and mandate with the 
funders, and think critically about how your project meets both. 

 

 
 
 
 

Does this idea or project seem like a good “fit” for the funder’s philanthropic 
needs?  
Have they funded similar projects in the past?   
Who have they funded in the past?   
What is the average size of their donation?   
How much funding is available, and is the cost of this project or idea reasonable 
compared to the impact? 

You can carry out a web search, review a companies Annual Reports, read through the 
government Main Estimates speech, and so on.  Another very valuable resource is the 
people within your organizations network.  Consider asking your peers where they get 
their funding. 

Once you have found information on who provides funding, it is a good idea to make 
contact with a representative of the potential donor source by phone or email, and ask 
for a personal meeting.   Use some of these questions above as the basis of your 
meeting.  

The value in this strategy is that you have now begun the first steps of what might 
become a partnership if your proposal is successful!   Depending on the type of donor 
you are approaching this step may play a more critical role in the whole process.  Grant 
writing is very front-end loaded in that the initial research and relationship building is key 
to increasing your chances of success.  RFP’s on the other hand are not conducive to 
private meetings. 
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Research the proposed Project or Idea:  A project or idea is usually generated in 
response to a recognized need in the community.  You will need to make sure that you 
provide enough information to the funder so that they have a clear idea of the problem 
or need, and of how your project or idea will help.  Reflect on the answers to these 
questions as you think about your project or idea. 
 
 
 

 
 
 
 
 

 

Has the need for this project been well established? What is the problem?   
Do you have enough background information, or statistics, to explain why this 
project will make a difference?   
Is anyone else doing this, or something similar, in your area right now?   
Has this been tried before?   
If so, what were the results?   
How might you do it differently?   
How does this project fit in with your agencies overall direction?   

The need that the proposal is addressing must be well documented.  Can you prove 
that the problem exists?  How many people are affected by this problem?  What are the 
secondary effects of this problem – If we don’t fix this what else will happen?   
 

 

 

The answers to the questions above can be found by doing internal research and 
external research. 

Your agency should have internal documents that can provide statistics to support the 
need you are trying to meet.   Documents that you use to track the number of clients 
you serve, the type of service they request or receive, the number of times you have to 
refer elsewhere for service, etc. 

Your problem or need can also be supported by external searches.  Are other agencies 
experiencing the same thing?  Is this trend regional, national, international?   How have 
other organizations attempted to solve this problem?  Does your idea have potential for 
similar or greater success?   A web search can be effective here.  Contacting other 
organizations in your field for their statistics is another useful technique.  National and 
regional organizations often keep statistics of this kind.   
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Gather Background documentation.  Along with the research that will “prove” the 
problem exists and makes it clear that the organization and funder are well-suited to 
address the problem, you must be able to prove that your organization is capable of 
carrying out the proposed idea or project.   
 
You need to be able to provide background documentation to demonstrate your 
organizations capacity to carry out the activities proposed in the project, demonstrate its 
financial stability, and its level of community support.  The funder will want evidence to 
show that your organization is: 
 

1. well-managed (governance, staff qualifications, evidence of long and short-term 
planning),  

2. fiscally-sound (Financial Statements, diversity of funding),  
3. have a record of program integrity (program development and funding history, 

project evaluation results, letters of support). 
 
This information should be available within your organization in the form of documents 
such as Annual Reports, Board Member and Staff Profiles, Funding and Program 
History Charts, and Audited Financial Statements, letters of support, and so on. 
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These 3 steps – researching the funder, researching the project or idea, and 
gathering background information about your organization – are critical in putting 
together a complete picture for the person(s) who will be reviewing your proposal.     
 
 

 
 

A thorough effort at this stage will also make the next stage, the writing, much 
easier. 

So now we understand that it is important to do our homework around the people we 
are asking for money from.  We know that we must spend some time gathering the right 
kinds of information to explain the need or problem, and how your solution to the 
problem will help the funder meet their objectives.  And we must also pull together 
documentation that can demonstrate that your organization is capable of pulling off this 
project.   
 
At this point, you can see that it will be important to set a timeline to complete all of the 
work that is required before the proposal submission deadline.  This will be a good way 
of organizing your time, and your resources.  
 
 
In the exercise of developing a timeline it may become apparent that you require 
additional human resources to help you to complete the proposal on time.   
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COMPONENTS OF A PROPOSAL  
 

 

 
 

 

 

 

 

 

Each proposal must be individually tailored to meet the donor or funder, but there are 
some basic rules around the structure of a proposal.  It is critical that you check with 
the funder to determine what their specific requirements are before writing and 
packaging your proposal! 

In general, however, most proposals will include the following components: 

1) Executive Summary  

2) Organization Information/Qualifications  

3) Problem/Need/Situation Description  

4) Target Group  

5) Goals/Objectives  

6) Activities/Work Plan  

7) Outcomes/Impact of Activities  

8) Financial Information  

9) Evaluation  

 10) Conclusion 

11) Appendices/Supplementary Materials 
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Executive Summary 

  
Provides all the key points from the project proposal in one or two pages.  
 
Is usually written after the proposal has been written. 
 
At a minimum it should include: 
 

i. Name of the project/program 
ii. Statement of need 
iii. Brief project description that includes goals / objectives and target 

audience 
iv. Project costs 
v. Project partners or other contributors 
vi. Overview of your organizations expertise to carry out the project 

In many cases, this is the only section that is read by reviewers in the first stages 
of evaluation.  As such, this can be the most important part of the proposal and 
should be reviewed thoroughly for clarity, conciseness and completeness! 
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Problem/Need Description  
 

 

 

 

 

 

 

 
 
 
 
 
 
 

 

 
 
 
 

 

First and foremost, you statement of need should align itself to the objectives of the 
funding program.  

This section must present a solid picture of the problem or need that your project is 
proposing to address.   This section should be filled with the research that you gathered 
earlier.  It should contain relevant facts, examples from the community, statistics to 
make your statements real.   

Don’t assume that the funder knows much about your subject area.  This is where the 
reader will learn about the issue.  Decide which facts you want to use.   Any statistics or 
facts that you use should be accurate and referenced.    

You may want to consider including the human interest element to support the facts, but 
you must be cautious to not put too much focus on “stories”.  Funders need to rely on 
facts. 

Be sure that you don’t paint a hopeless picture.  The funder will want to be sure that the 
problem can actually be resolved.  So, avoid embellishment but make sure your case is 
a solid one!   

Effective Need Statement: 

“Drug abuse is a national problem.  Each day, children all over Canada die from drug 
overdose.  In Davis Inlet, the problem is worse.  More children die from drug abuse here 
than in any other community in Canada.  The drug prevention program that we are 
proposing is needed more in Davis Inlet than in any other part of Newfoundland & 
Labrador.” 

Ineffective Need Statement: 

“Drugs are the worst social problem in Davis Inlet.  Children are dying every day from 
drug overdose.  If we don’t receive funding to implement our drug prevention program, 
there will soon be no children left in this community.” 

11
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Target Group  
 

 
 

 

 

 
 

 

 

 

Who will be the recipients, or beneficiaries, of this intervention?  Be as specific as 
possible.  Depending on the funding, or funding partners, your description of who you 
will be serving may be very broad, or very narrowly defined.   Your research on the 
donor or funder s funding priorities should drive how you describe your target group. 

Samples: 

Funding priorities:  In Atlantic Canada we have witnessed a rise in deaths and crime 
associated with prescription drug abuse, particularly in Nova Scotia and Newfoundland. 

Sample Target Group:  “Adults and youth who are abusing prescription drugs in the 
Cape Breton region of Nova Scotia.” 

Funding priorities:  There is growing evidence of the pervaisveness of the problem as 
highlighted by incidences of family violence, accidental deaths, and suicides amongst 
students in high-schools and college campuses in Atlantic Canada. 

“Youth in high school and secondary schools in the Atlantic Provinces who have a 
substance abuse problem.” 

Funding priorities:  The opportunity to influence healthy choices and behaviours by 
preventing the onset of substance abuse among youth is critical.  It is essential that 
broad based prevention programs aimed at youth are established and maintained within 
the region. 

“Elementary and Middle school youth in the community of Davis Inlet  who may or may 
not be experimenting with drugs and alcohol.”  
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Goals/Objectives  

Goals and objectives are often interchanged with each other.  A goal statement is the 
broad, abstract, conceptual statement about the change that you eventually want to 
achieve.   They are the broad, general statements of what you are trying to accomplish 
with the project.  They should not contain strategies or solutions, or have a timeline 
attached. 

Sample: 

 “Our drug intervention strategy will reduce drug abuse amongst children in Davis Inlet.” 

This is a broad, general statement that reflects directly on the need statement.   

 13
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Objectives are specific, measurable statements of what you want to accomplish by a 
given point in time, to reach the goal(s) of your project.  Most goal statements have 2 to 
6 objectives. 

Tips to Writing your Objectives: 

1. Look at the goal statement. 

2. List what you want to do in order to meet the goal. 

3. Do not include HOW you are going to do it, just WHAT you want to do. 

4. Be more specific than the goal statement. 

5. Be realistic – objectives should be achievable. 

6. Focus on one thing at a time in each objective 

Sample 

Goal:  “Our drug intervention strategy will reduce drug abuse amongst children in Davis 
Inlet.” 

Sample Objectives: 

A) Implement an effective, culturally sensitive, drug intervention program for 
children.  

B) Increase parents’ level of knowledge about drug abuse & prevention. 

C) Increase support for parents and school administrators who are dealing with 
children with drug problems. 
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Activities/Work Plan  
 

 

 

 
 

 

 
 

 
 

 

 

 
_______________________________________________________ 

 
 

 _______________________________________________________ 
 
 
 

 _______________________________________________________ 
 
 
 
 

 

 

Activities are a series of steps that will need to be carried out to meet the objectives.  
They are what you will be doing with the funding you are requesting.  This section 
becomes even more specific.  You will need to describe the strategies or activities that 
you will be carrying out to meet the objectives.  Again, you should check to make sure 
that your activities relate to the priorities set out by the funding program.  For example, if 
“community involvement” is a priority, then the activities that you propose to meet your 
objectives should include activities that reflect community involvement. 

1. List all possible activities that could be used to reach the first objective 
(brainstorm). 

2. Check each activity and ask yourself the following questions: 

a. Is this an appropriate activity (Are we the right people to be doing it)? 

b. Will this work? (is it enough?  Too much?) 

c. Is it an efficient way to meet the objective (is it a wise choice for the 
resources that we have available?) 

Sample Activities: 

Using the Objectives in the previous sample, develop 2 to 3 activities for each objective: 

A) Implement an effective, culturally sensitive, drug intervention program for 
children.  

Activity 1:  

Activity 2: 

Activity 3: 

15
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B) Increase parents’ level of knowledge about drug abuse & prevention. 
 

 

 

Activity 1:  _

_

_

 

 

______________________________________________________ 
 
 

______________________________________________________ 

______________________________________________________ 
 
 
 
 

 

 
 _______________________________________________________ 

 
 

_______________________________________________________ 
 
 
 

_______________________________________________________ 
 
 
 
 

Activity 2: 
 
 
 
Activity 3: 

C) Increase support for parents and school administrators who are dealing with 
children with drug problems. 

Activity 1: 

Activity 2:  

Activity 3:  

16
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Outcomes/Impact of Activities  

Outcomes are the change(s) in program participants that you expect to take place as a 
result of your project or idea.  The outcomes or impact can be immediate, short-term (1-
3 years) or long-term (4-6 years).  They can be temporary or final. 

Outcomes may relate to changes in things like: 

 Knowledge 
 Skills 
 Attitudes 
 Values 
 Behaviours 
 Conditions 

Impact is the fundamental intended change that would occur in the organization, 
community, or system, as a result of the project within a period of 5-10 years.  The 
impact might only occur after the conclusion of the project funding.  

Where “more high-school completers” is a short-term outcome,  “Safer communities” 
could be considered an impact. 

Sample 

Outcomes of the proposed goals, objectives and activities in the proposed project with 
Davis Inlet: 

Immediate: 

Short-term: 

 17
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Long-term: 
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The Logic Model 

Logic models are a concise way to show how a program is designed and will make a 
difference for a program’s participants and community.   

On one sheet of paper, a logic model summarizes the key elements of your program,  
reveals the rationale behind your approach, articulates your intended outcomes and 
how they can be measured, and shows the cause-and-effect relationships between your 
program and its intended outcomes. 

The chart on the following page demonstrates how the pieces fit together, from planned 
work (the inputs available and requested along with the activities of the proposed 
project) to the intended results (outputs, outcomes, and impact). 

Using a Logic models can have multiple benefits.  A logic model can be used for: 

Program Planning.    The process forces you to identify your vision, the 
rationale behind your program, and how your program will work.  

Effective Communications – Logic models allow you to provide a 
snapshot view of your program and intended outcomes to funders, staff, 
policymakers, the media, or other colleagues. They are particularly 
useful for funding proposals as a way to show that what you are doing is 
strategic, and that you have a plan for being accountable. 

Evaluation Planning – A logic model provides the basic framework for an 
evaluation. It identifies the outcomes you are aiming for—based on your 
program’s design—and puts those outcomes in measurable terms.   

This model may not fit all funder or donor proposal outlines, but as an internal exercise, 
they can be very valuable in developing your project goals, objectives, activities and 
planned outcomes so that you can state them in a clear, concise and complete way n 
your proposal! 

 19
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Organization Information/Qualifications: 

This section is used to convey to the reader that you are well-managed and fiscally-
sound, and that you have a record of program integrity (through personnel or 
program history).     

You should begin with a brief yet comprehensive description of the organization and its 
history.  In this section you must include information about who the organization is, what 
you do and why you exist (what difference do you make in the lives of people).   You 
should describe your organizations activities, programs and services, and your primary 
target group.  Here you will want to make sure that your description aligns itself nicely 
with the mission of the funder. 

The funder will want information on the governance of your organization – what 
organizational structure have you chosen to best accomplish the set goals (policy 
governance, business/voluntary hybrid model, formal, informal, etc).   A description of 
the general recruiting practices of your organization, including a profile of your Board of 
Directors is important, and attach the current Board Members list as an appendix. 

Charts that provide more detailed information about your organization can be 
appended: 

 program history (your ability to attract quality staff and participants, your areas 
of expertise) 
 funding history (your ability to secure funding year after year, sustainability, 
funder confidence) 
 annual reports (statistics, overall funding picture) 
 agency and program brochures 

It is important to remember that the information you provide in this section will be used 
to determine how well your project or idea fits within your organization, how your 
organization has the expertise to carry out the project, and whether your organization is 
one that the funder is willing to partner with. 

If your organization has multiple mandates, or offers a broad and varied range of 
programming or services, you will want to put emphasis on those activities that are most 
closely aligned with the funder. 

 20
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Financial Information 

In this section, you will provide information on the costs associated with carrying out 
your project or idea.  At a minimum, a basic budget that includes wages and overhead 
costs is required.  Some funders will ask for a budget narrative.  This simply means 
that they would like some descriptive details on each budget line item. 

A budget is the estimated financial plan for a project.  It should include expenses that 
you anticipate incurring over the life of the project, as well as any income that you might 
receive from other partners (including in-kind contributions).   

Steps to preparing a budget 

The process of preparing the budget is very important.  The first steps are to go back to 
the “Activities” section and make a list of all personnel that will be required to carry out 
the tasks.  You will need to identify salary costs for direct personnel, and for peripheral 
staff such as clerical help, Supervision from Executive Director or Manager, Consultant 
fees, Bookeeping, etc. 

Next, attach costs to all of the “Outputs” listed in your proposal.   This will include direct 
expenses (printing brochures, paying honorariums to participants, etc.) as well as 
indirect expenses (printer ink, internal photocopy charges, use of telecommunication 
equipment and office space). 

Funders usually have detailed descriptions of “eligible” and “ineligible” expenses listed 
in their proposal guidelines.  It is important to follow these guidelines explicitly. 

Many funders have policies regarding the percentage of overhead that they will allow in 
a project budget.  Some do not allow overhead at all, while others allow overhead to be 
a specific percentage of total costs.  The generally accepted rate is approximately 12-
15%, although some funders will only approve 6-8%.   

A budget narrative is very helpful to the funder in explaining each of the line items in the 
budget.  It can be structured in one of two ways: 

1. “Notes to the Budget”, using foot-note style to explain key items 
2. “Budget Narrative”, using a separate paragraph to explain each budget item in 

detail. 

21
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Samples 
 

 
 

 

 
  
SAMPLE 1:  Basic Budget Using “Notes to Budget” style 

 

Drug Abuse Prevention Program 

Budget 
Wages $37,180.001 

Office Space 2,400.00 

Phone, Fax, Internet 2,064.00 

Materials & Supplies 500.002 

Administrative 5,057.00

 $47,201.00 

Budget Notes: 
1. Two half-time addiction counselors, $16.00 per hour, 20 hours per week each, 

for 52 weeks, plus MERCS at 11.72% 
2. Pens, paper, business cards, envelopes and stamps, file folders, and other 

general office supplies 

22
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Sample:  Budget Worksheet with some Narrative 
 
A portion of a worksheet for a year-long project might look like this: 

 Item Description  Cost 
 

Executive  director  
Supervision 10% of salary = $10,000  25% benefits = $ 2,500

Project  director  
Hired in month one 11 months at $35,000 = $32,083  25% benefits = $ 8,025

12 working 10 
 Tutors hours per week 12 x 10 x 13 x $ 4.50 = $ 7,020  
 for three months 

Office  space  
Requires 25% of 

current space 25% x $20,000 = $ 5,000  

 Overhead 
  

20% of project 
cost 20% x $64,628 = $12,926  
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Research Field Director: 58 days at $300.00 per day    

  
 

    

$17,400 
Research Field Assistant: 49 days at $200.00 per day  $  9,800 
Research Data Management:  49 days at $200.00 per day  $  9,800 
 
Total Professional & Technical Services: $ 37,000. 

      

 

 

      
   

Sample:  Budget with Narrative. 

Salaries:

Project Manager:  27 days at $300.00 =  $ 8,100.00  
Salary costs associated with commitment of employee time from the agency including 
collaboration with Research Director and Research Field Director, and supervision of 
Research Field Assistant; telephone consultation with agencies to identify 4 sample sites and 
coordinating travel to sites for Research Field Assistant; co-write final report and co-produce 
information resources/tools. 

Research Director 
Responsibilities:  
Liaison with project authorities, project management, coordination of research data gathering 
activities, data analysis, co-write report and co-produce resource/tool. (No charge). 

Professional and Technical Services:   
Three contract field researchers to work with the leadership team will be hired. These 
individuals will be engaged in direct data gathering activities and assist with data analysis 
and document preparation.  

Travel and Meetings:
Travel expenses associated with monthly planning meetings between Research Director/Field 
Director (Fredericton) and Project Manager (Moncton). 

391 kilometres @ .365/km =  $142 Trip.   7 trips planned throughout the project for a total of 
$1,000.  
One focus group will be held in the Atlantic Region, Ontario/Quebec, Prairies, and Western 
Canada.  Because sites have not yet been identified, costs associated with air travel, meals 
and accommodations, of the Field Assistant to conduct focus groups has been estimated at 
$6,000. 

Total Travel and Focus Group costs:  $7,000 
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Operating Expenses:      
Paper & other stationary supplies, photocopying, printer cartridges, long distance telephone, 
fax, email/internet costs, etc, estimated at  $  3,000  

Administration:      
 Administration fee of 15% of total project budget $  8,375    

Other:      
Honorarium for focus group participants: 
approximately 60 existing program participants + 15 peer volunteers. 

75 focus group participants at $20 per participant $  1,500   
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Funders may also request a break down of the anticipated cash flow over the life of the 
project.  This should be included in the proposal in a chart form.   This is very useful in 
terms of requesting payment advances.  It can be used as a ‘living’ document for the 
entire duration of the project where you can track actual versus budgeted figures.  This 
information will no doubt be required in your final report of the project outcomes. 

Normally, the funder will provide a template to use for this exercise. 
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Evaluation  

Evaluation is an important piece of any project or service proposal.  A fee of 4-6% 
should be included into project budgets, if it is deemed an eligible expense, to cover 
costs associated in carrying out evaluation of the project.  

An evaluation plan should be built into the project. Including an evaluation plan in your 
proposal indicates that you take your objectives seriously and want to know how well 
you have achieved them.  Results of program evaluations can be used to provide 
background information for future funding proposals as well. 

There are two types of formal evaluation. One measures the outcomes; the other 
analyzes the process. Either or both might be appropriate to your project. The approach 
you choose will depend on the nature of the project and its objectives. For either type, 
you will need to describe the manner in which evaluation information will be collected 
and how the data will be analyzed. You should present your plan for how the evaluation 
and its results will be reported and the audience to which it will be directed. For 
example, it might be used internally or be shared with the funder, or it might deserve a 
wider audience. A funder might even have an opinion about the scope of this 
dissemination.  

An internet search can provide good resources for designing a program evaluation.  If 
this is not an area of expertise for your agency, this may be one component that you 
choose to hire a consultant for. 
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Conclusion

Here, you simply need to briefly sum up the proposal in less than half a page.  A series 
of paragraphs with the following main points should suffice: 

 Briefly summarize the need/problem 
 Briefly sum up how your organization has the expertise to meet the need 
 Conclude with a brief statement of how the funding that you are requesting will 
enable your organization to tackle the problem/meet the need. 
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Appendices/Supplementary Materials 

Supporting materials should be attached to the proposal in an appendix.  These 
materials may include documents that endorse the project and the applicant (letters of 
support, organizations financial documents, annual reports), provide certifications, add 
information about the project personnel (complete resumes), exhibit charts and tables 
that might help to explain the need for your project or idea. 

There are often restrictions to the type, volume, or relevance, of appendices so be sure 
to check with the funder about their policies around supporting documents.  

Be sure to include time in your proposal writing timeline to make sure that you can 
collect all the information necessary:  letters of support, updated resumes, references, 
produce brochures or other promotional material. 

Application Forms are sometimes required by the funder.  This often require 
signatures of authorized personnel in the organization who can sign for cheques, 
approve contracts, and report on project cash flow.  Be sure to allow time to acquire 
needed signatures in your timeline. 

It is very important to read the proposal instructions around appendices.  Many funders 
do not want massive amounts of “propaganda” attached to the proposal.  It makes the 
review process cumbersome and is often way too much information for the proposal 
reviewers to process, given the number of proposals that are often reviewed at one 
time. 

In this section in the proposal you should simply list the documents that you have 
appended. 

Sample: 

Appendices  or   Attachments 

Certificate of Incorporate 
List of Board of Directors 
Key Staff Resumes 
Annual Report 2003-2004 
Three Letters of Support 
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A WORD ABOUT PACKAGING 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

How an application looks is nearly as important as what it says. 

You can strengthen a proposal by following these content and format suggestions: 

Cover Page 
Include organizational logo, and consider using a page border.   Center the essential 
information carefully on the page, use bold typeface for title and other key information. 

Table of Contents 
Following the cover page, a table of contents should include major and sub-headings, 
with page numbers to the far right.   

 
Headings & subheadings 
Headings and subheadings act like a table of contents placed directly in your proposal 
text.   Use the same font style, and indentation, as the table of contents. 

Page Numbering 
Place page numbers in the top right or bottom center of the pages of your proposal.  Do 
not number the cover page, table of contents, or the first page. 

Justification 
A left justified document is easier to read than one that is fully justified.  It’s easier to 
track from the end of one line down to the beginning of the next if the right margin is 
‘ragged’. 

Type Style 
If type style is not specified, consider using serif typefaces (Times Roman, Courier) for 
text, and sans serif for titles and headings (Arial, Universal).  This is especially important 
when sending proposals electronically. 

Avoid using uncommon (Garamond, Hattenshweiller) or unprofessional fonts (Comic 
Sans, Handwriting). 
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White Space 
Use white space to break up long copy.  This is achieved by breaking up paragraphs, 
using lists and charts to present long strings of information.   Use extra line breaks 
between paragraphs.  Lots of white space makes it easier for the reviewers to read. 

Paper Quality 
Use good quality, bright white paper.  Avoid coloured paper, and colour ink.  

Report Covers/Binding 
Simply staple the top left hand corner.  For major proposals consider using plastic 
binding and simple report covers and backing (clear plastic).  Avoid heavy binders.   
Avoid including too many cumbersome appendices, unless required by proposal 
guidelines or necessary to demonstrate expertise (program binders, CDROM, product 
samples, etc.) 
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WHAT HAPPENS AFTER SUBMISSION 
 

 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Remember that the review and approval process can be long…very long!  The process 
can take two to three months or more.  Be patient. 

You proposal has been approved! 

Congratulations!   

Your proposal has been rejected! 

Ask for a debrief from the evaluation committee of your proposal.  This may not always 
be available, but it can be an excellent learning tool.  Ask for detailed and specific 
information on where your proposal was scored weak, and as important, where your 
highest scores were.   
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TIPS FROM PROPOSAL REVIEWERS 
 
The following comments were solicited by local proposal reviewers and are a reflection 
of their own experiences.  Some of the comments are very specific, and others more 
general in nature.  They can provide excellent tips for making your proposal that much 
more effective! 
 

 

 Be clear and precise!  The shorter the better. 

 Do not repeat information. 

 Have 2 people edit the proposal before sending:  1 who knows something 

about the need/solution and 1 who doesn’t. 

 No pictures! 

 No testimonials! 

 No ‘fluff’! 

 Contact the funding program rep before preparing an entire proposal. 

 Follow the same headings as suggested in the RFP. 

 Make sure your proposal has been customized to the specific services 

requested (do not submit proposals previously submitted for other similar 

projects/funders). 

 Make sure the budget adds up!  

 Make sure the amount in the budget section is the same throughout the 

proposal. 

 Do not copy too many phrases directly from the program guidelines. 
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WRITING CORPORATE PROPOSALS 

Along with the general guidelines for writing proposals, here are a few tips for 
developing proposals for corporate sponsorships. 

As with all requests for funding, your main goal will be to identify where your own 
organizations mission & mandate align with a business owners.   

For example, if you are looking for funding to build a play park, you may not want to 
solicit funding from local pubs.  However, if you are organizing a sports event for adults, 
this might be a good fit. 

The best way to get businesses involved with projects is to offer to support them.  The 
best support you can provide a business to by helping it develop better relationships 
with its customers.   Ask yourself “how can our group/organization help a business 
attract new customers, and develop better relationships with existing customers, while 
meeting our project needs?” 

There are 3 main ways that a volunteer project can support business: 

1. With visibility, by promoting the business to its members. 
2. With good will, by establishing a bond with customers who care about the same 

thing. 
3. With advertising, by offering to place company logo in prominent places. 

Businesses would be interested in: 

Having their name and logos on signs, flyers. 
Having their name mentioned in the media, in advertisements of the 
project/event. 
Being involved as volunteers in special events, with t-shirts that feature their 
logo. 
Being publicly acknowledged at the event. 
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WRITING GRANT PROPOSALS 

Grant writing is so much more than just writing a proposal.  An entire workshop could be 
focused solely on this type of proposal.   

In addition to what you have already learned about developing a proposal, things that 
might be unique to Grant writing are: 

Grant and Foundation writing is a process.  There are 3 main steps to successful grant 
seeking:   

1. Research Foundations (identifying potential grantmakers who would be 
interested in supporting your project) 

2. Relationship building by contacting key people who can help plan the proposal 
before you start writing. 

3. Writing the proposal. 

It’s about planning, researching, networking, and cultivating prospective donors.  The 
foundation should be seen as more of a “partner” than a “project funder”. 

For further information consider:  “The Nitty Gritty on Getting Grants” downloadable via 
world wide web at:  http://www. 

 35



May only be reproduced with perm
 

 

 

 
 
 

 

 
 

 
 
 

ission from the CVI Local Network NB 1 506 869-6977 

36

WRITING RESEARCH PROPOSALS 

A research proposal will include and Abstract.  In this section you will briefly state the 
problem, significance, objectives, method, and anticipated outcomes of your project.  It 
is similar to an Executive Summary, but only contains a description of the research that 
would result if the proposal is funded. 

Typically, the abstract is 150-250 words, but the funder will generally stipulate how 
many words.  Again, this may be the first, and only, section that the first round of 
reviewers read! 

The Research Proposal must also contain the following: 
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Figure 2. How to Read a Logic Model. 
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Inputs 
 

 

 

 
 

Activities Outputs Outcomes Impact 

Certain 
resources are 
needed to 
operate your 
program 

If you have 
access to 
them, then you 
can use them 
to accomplish 
your planned 
activities 

If you 
accomplish 
your planned 
activities, then 
you will 
hopefully deliver 
the amount of 
product and/or 
service that 
you intended 

If you 
accomplish 
your planned 
activities to the 
extent you 
intended, then 
your participants 
will benefit in 
certain ways 

If these 
benefits to 
participants are 
achieved, then 
certain changes 
in organizations, 
communities, 
or systems 
might be 
expected to 
occur 

Your Planned Work Your Intended Results 

May only be reproduced with perm


	TABLE OF CONTENTS
	INTRODUCTION
	OVERVIEW OF THIS PROPOSAL WRITING WORKSHOP
	Goal Statement
	Description
	Learning Objectives
	This Workbook

	STEPS TO WRITING A PROPOSAL
	Before you begin

	COMPONENTS OF A PROPOSAL
	Executive Summary
	Problem/Need Description
	Target Group
	Goals/Objectives
	Activities/Work Plan
	Outcomes/Impact of Activities
	The Logic Model
	Organization Information/Qualifications
	Financial Information
	Evaluation
	Conclusion
	Appendices/Supplementary Materials

	A WORD ABOUT PACKAGING
	WHAT HAPPENS AFTER SUBMISSION
	TIPS FROM PROPOSAL REVIEWERS
	WRITING CORPORATE PROPOSALS
	WRITING GRANT PROPOSALS
	WRITING RESEARCH PROPOSALS



