Item 7: Proposal Check List:  Basic Questions You Need 
to Answer in Submitting a Proposal
Throughout:  Credibility and Uniqueness

Introduction:  Who are you and what do you want? (1/2 page)


What are you asking for?


Who are you and what do you do?


What is your mission?


What is your organizational history?


What are your credentials?


What makes your organization unique?


Optional:  Why are you asking us for money, as opposed to someone else?

Statement of Need:  Who needs your program? (1-1 ½ page)


What needs is your program fulfilling?  What problem is your project solving?


What is the context of your program?  


Why is your project necessary?


Who needs your program?


What documentation illustrates the need?


Is there anybody else out there serving this need?  If so, why should you do it too?

Project Description (also called Project Plan or Methods):  What are you doing? (1-2 pages)


What is your project?  How does it work?


When does your project take place?


Who will participate in planning and execution?


Who will attend or use your program?


Where will your project take place?


What is the total cost of the program?


How will people hear about your program?


How will participants be selected?

Goals and Objectives:  Why are you doing this? (1/2-3/4 page)


What do you plan to achieve with your project?


How does your project fit into long-term goals?

What short-term steps are needed to fulfill long-term goals?


What measurable outcomes will you achieve?

Feasibility:  What makes you think you can do this? (1 paragraph to ½ page)


How are you qualified to carry out this project?


Do you have the resources necessary to carry out the project?

What are the potential problems/challenges to carrying out your program and how will you mitigate them?

Sustainability:  How will you continue to do this? (1 paragraph-1/2 page)


How will you continue this program into the future?  

What resources will be necessary?  Do you have them?

For our project:  What will be the lasting effects of this program?

What are the possibilities for the future?

Evaluation:  How will you know if you’re doing it right? (1/2- 1 page)


What are the project’s measurable outcomes?


How will you know if you have achieved these outcomes?  

What methods will you use to measure outcomes?

Dissemination:  How will you let everybody in your field know what you did when the project is over? (1 paragraph to ½ page)


How will you share the results of your project with your peers and other interested parties?


What kinds of information will you share?

Conclusion:  Why are you asking us? (1 paragraph)


Why is your project a good fit with our funding objectives?  What do we have in common?


Who else is committed financially to the project?


How will our gift be applied?


How much did you say you wanted again?


Thank you!

Supplementary Materials:

List of Board Members and their affiliations

Key Staff Bios

Tax Form 990 and/or Audit

Annual Organizational Budget

Project Budget

Project Timeline

Copy of 501c3 Letter

List of secured and pending funding for project thus far

