[image: sidebar p2] 
[bookmark: _GoBack]A Guide to Proposal Writing  
This guide is intended to help guide AFI grantees as you prepare proposals for finding non-federal matching funds. The following worksheet will walk you through all the questions you need to consider, help you outline your proposal and give you space to prepare preliminary responses before moving them into the template provided by the funder. The funder to whom you are applying should also provide you with guidance for drafting a proposal, and additional resources are available in The Foundation Center’s Guide to Proposal Writing. 
What Makes Up a Proposal?
The essential elements of a proposal outline the problem, solution, the organization and its expertise and funding (include sustainability). 

Defining the Problem and Proposing a Solution: The Statement of Need
	Why is an IDA program necessary in your community? (Be sure to use messaging that reflects your donor’s key interests. See the Communication Frames resource and Messaging Template for more help with this.)
	




	What facts or statistics support your argument for the funder you are approaching? (Use personal success stories where possible; cite the data specific to your community; provide evidence of support from established community leaders.)
	




	How is your IDA program a different, or better, way to create economic self-sufficiency for families than other programs in your locale?

	

	How will your IDA program appeal to funders with specific interests?  
	






The Details of Your Project Description
	1. Objective: What will be achieved by the project? What are the measurable outcomes?
· Provide a logic model describing your approach. For example: Factors, Resources, Activities, Outputs, Short-term and Long-term Outcomes, and Impact. Also see Developing a logic model for specific guidance.
· Behavior change: What are you getting your clients to do?
· Performance: How many of them will be doing it and in what timeframe?
· Be tangible, specific, concrete. For instance:  JDC will create long-term savings behavior in 50 low- to moderate-income families in the county by 2015, who will purchase 30 first-time homes and invest in 20 small businesses.  
	

	2. Methods: Describe your implementation and why this is an effective process.
· How? Describe the timeline from implementation to achievement.
· When? Consider using a timetable to give an easy-to-read flow.
· Why? Describe why this method works vs. other ways to address economic self- sufficiency. Be aware of the criticism that the funder might have (e.g. the program is too expensive, is not appropriate for all needy populations, etc.), and answer those questions in the proposal.
	

	3. Staffing and Administration: Demonstrate your organization’s experience and ability to implement an IDA program.
· Be sure to address who will be working with the clients directly, who will be providing trainings, the roles of your financial institution and other community-based partners, and who is evaluating the program.
· Describe your management team, including any partnerships. Discuss how the organizations will work together.
	

	4. Evaluation: How will you know your program is working?
· Evaluation isn’t just for program completion; it’s also your way of taking the temperature of the program throughout the grant period.
· Set milestones along the way for your own internal tracking.
· How are you going to measure your progress? What are the metrics you will put in place?
Examples: Change in credit score over time, change in debt over time, change in savings rate, change in content area knowledge, purchasing a home, matriculation into college, creation of a business plan, business license.
	

	5. Sustainability: How will this be sustainable in the long run? 
· This is the weakness of many matched savings programs. What are the organization’s plans to continue fundraising and cultivating matching and operating dollars outside of this specific proposal?
	



Other Proposal Elements
	1. Budget: Describe the budget for the project, what portion is currently funded, and who else you’re asking to fill the difference.
· The person who handles your organization’s overall fundraising can frequently inform this process, as well as the person who handles your organization’s finances. 
· Build the budget and always use whatever template structure the funder gives you. 
· When in doubt: keep your calculations simple. Summarize it so that a 5th grader could follow your math. 
· Don’t forget to subtotal major categories along the way (salaries, supplies, etc.) and the total at the end.
· Example budget breakdown: Item, Description of the Item, Cost per item, #/hours (% of salary) needed, Total funds needed. For additional guidance, see the Mott Foundation’s Budget Formats.
	

	2. Organizational Information: Your organization’s history, governing structure, primary activities and programs, target audience and demographics, etc. Give the reader a sense of your organization’s expertise and why you’re the right place for this program.
	

	3. Conclusion: Summarize what you’ve described in a paragraph or two. Underscore the issue, why it’s important and how matched savings is the solution.
	



What happens after you submit?
Grant review and the grant decision can take anywhere from a week to 6 months. Be patient.
If you receive a “No,” try to have a larger conversation with the donor about the reasons why. 

Questions?
If you have any questions about using this template, please contact your AFI Program Specialist or the AFI Resource Center:
1-866-778-6037 │ info@idaresources.org │ www.idaresources.org
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