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SEVEN POINTS TO REMEMBER


 

“Don’t take grants for granted. Grant money is available to only those who demonstrate prudence, show results, are working on the issues that interest the grant donors and can fill in those complicated grant forms and write grant proposals.” (Ojebode 2010)

1. Focus on the funder. Remember, donors do not give out grants to community radio stations because they are nice people; they do so because they think you can help them achieve their goals. As you write your proposal, make sure you continually emphasize why funding your community radio station is in their interests. 

2. Research the donor before you start.  Before you begin to write, you should have a thorough knowledge of the donor. What are their overall goals and objectives? What are their specific goals and objectives for this project? What types of organizations have they funded in the past? What costs will they cover? 

3. Match your grant proposal to the right funder.  Only apply for a grant if your goals and objectives match the donor’s. Do not request funding from an organization that primarily funds infrastructure construction projects if you are a community radio station that wants money to produce a radio drama. 
4. Follow the funder’s instructions. If the donor has released a Request for Proposal (RFP), read the instructions very carefully and do exactly what they ask. If the instructions set a maximum length of five pages, do not write six pages. If the RFP sets a maximum grant amount of $25,000 do not request $50,000.  Remember, donors are looking a partner who will be reliable and easy to work with: ignoring instructions can make you appear like you are difficult to work with. 
5. Show the donor why your organization is best suited to achieve their goals. Sell yourself. What have you done that is different to other stations or organizations? What do you do best? What can you offer that other stations or organizations can’t?  This might be innovative programming, in-depth analysis of audience feedback, or access to particular communities. Whatever it is, it should set you apart from everyone else. 
6. Don’t get over-enthusiastic. Be reasonable when planning the project and the budget. Many organizations struggle when they take on an activity or a budget that is too large. Think about your station’s past projects and consider what is reasonable for you to achieve. 

7. Back it all up with facts. Show evidence for every claim you make – whether it’s claims about the effectiveness of past performance or an explanation of the problem you’re trying to address. Vague statements that aren’t backed up by facts make you appear unreliable. 
WHAT THE DONORS SAY



In preparing this grants manual, we conducted a small and very unscientific survey of 30 individuals with experience reviewing grant proposals. We asked them to give us their thoughts on the very worst thing an organization could do when preparing a grant application or proposal. 

Here is what they said not to do:

· Propose a project that has nothing to do with their past activities or mission statement;

· Have no expected outcomes;

· Not following instructions!

· Not responding to the Scope Of Work!

· Making exaggerated claims about what they can achieve;

· Having a low or non-existent budget for Monitoring and Evaluation;

· Having unrealistic objectives; 

· Repeating the same words as were used in the Request for Applications;

· Having unrealistic and unexplained budgets; 

· Not explaining why the organization adds value to the project. 

PREPARING A GRANT PROPOSAL



BEFORE YOU START

Before submitting any proposal, research your donor to make sure you fully understand what they do and what they want.  

Make sure your project is a good fit with the donor’s goals and objectives: if your proposed project has nothing to do with the donor’s interests, move on.

The following four questions should help you determine if you are a good match. 

· What are their goals and objectives? 

· Where do they operate? 

· What types of organizations have they funded in the past? 

· Have they released a Request for Applications (RFA) or Request for Proposals (RFP)? 

This information should be easily accessible through their website, or on request from the donor. The best places to look are: 

· Annual Reports

· The donor’s website 

· Press Releases 

· Request for Proposals / Applications

Donors are also looking a partner who will be reliable and easy to work with. Ignoring easily available information can paint you as an organization who will be difficult to work with. 

What are their goals and objectives?

Before you begin you should have a general understanding of what the funder aims to do. Do they aim to improve literacy rates? Improve standards of living for children? Strengthen ties between local communities and local government?  Find a donor whose main goals are similar to those of your project.

Where do they operate?
Are their goals and objectives limited to a particular geographical area? Simply because an organization has never funded activities in a particular area does not mean they never will, unless their overall goal is limited to a specific geographical area. If this target area does not match yours, keep looking.

What projects have they funded in the past? 

Most medium to large donors have a “grants list” (sometimes known as “project lists”) on their website. This is an excellent research tool to let you know the type of grants a donor has made in the past and are a good indication of who they’re likely to fund in the future. 

If they do not have a grants list, you may want to ask the donor for one. 

Consider:

· Who do they grant to? What types of organizations are they? Are they international NGOs? Local NGOs? Individuals? Government agencies? Are the grantees new organizations or well-established and well known organizations? 

· What types of grants are they making? What types of costs do they cover? Do their grants cover only project related costs? Do they cover administrative costs? If a donor has released a call for proposals, they will most likely specify the costs they’re willing to cover: read this carefully. 

· What size are their grants? Is it the size you’re looking for? Note down the range of costs they’ve funded in the past. If an organization has only ever funded projects costing between $1,000 and $5,000 its unlikely they’ll be willing to fund your $50,000 project. Either look for another funder or scale down your funding request to the amount they’re looking for and let the donor know their contribution will be part of a larger project. 
Have they released a Request for Proposals? If so, read that document from cover to cover and always follow its instructions.  
WRITING A GRANT PROPOSAL



WHAT TO INCLUDE

Although each grant application may be different, most are set out in a similar way. 

Some donors provide guidelines to help community radio stations set out their funding proposals. If this is the case, always follow their instructions.  

That said, most community radio proposals should include sections such as:
 

1. Executive Summary

2. Problem Statement

3. Project Details

4. Resources

5. Monitoring and Evaluation Plan

6. Organizational Relevance

EXECUTIVE SUMMARY

Imagine you are a busy Chief of Party or Project Manager. You have 50 grant applications on your desk and don’t have time to read each one in detail. What do you do? You read the executive summary to weed out the organizations that aren’t what you want. 

The Executive Summary is a 1 page overview of the project you’re proposing. Its main purpose is to get the donor interested.

It should summarize: 

What the problem is. What are you trying to improve? e.g. School attendance rates in Province A are the lowest in the country; research shows many children in this province miss school because they are sick due to intestinal worms. 

What you’re proposing to do about it.  E.g. Produce and broadcast four 15-minute radio dramas encouraging mothers to de-worm their children by giving them de-worming tablets. 

What your project will achieve and how this is connected to the donor’s objectives. How will your activities support the donor’s interests? What are your expected outcomes? E.g. Radio Olive expects the radio drama to increase school attendance across the province by 10%. This will support the donor’s overall goal of boosting school attendance rates to 40% by the end of the year. 

Why your plan will achieve these objectives. Is there research showing this is the best approach? Have you run similar projects in the past with strong results? E.g. Research from the Abdul Latif Jameel Poverty Action Lab at MIT University suggests de-worming tablets are the most cost effective method of increasing school attendance. 

Who the project will benefit. E.g. Using the results of Radio Olive’s most recent listener analysis, the radio dramas are likely to reach 20,000 mothers.  

What you want from the donor. How much money are you requesting? What will you contribute to the project? E.g. Radio Olive requests $10,000 in order to cover personnel and travel costs for a six-month period. Radio Olive will provide all infrastructure and equipment requirements for the period of the project. 

Why you are the best organization to deliver this program.  What experience do you have in producing similar programs? What makes your station different? Are you the only community radio station in the area? Do you have the largest footprint? Do you have the highest number of listeners? E.g. Radio Olive has operated in Province A for 15 years and is the largest community radio station in the province, covering 65% of its population. We have a strong history of producing radio dramas that achieve social change, having successfully produced Radio Drama 1 and Radio Drama 2 in 2011 and 2012. 

It is often a good idea to prepare the Executive Summary after you’ve written the rest of the document: this way you already have all the important information and simply need to summarize it.

What makes a GOOD executive summary: 

· It clearly sets out expected outcomes and activities; 

· The project is an achievable size; 

· The writing is clear and to the point;

· It is logical and uses sound reasoning;

· The organization demonstrates relevant experience;

· It shows an understanding of the funding body’s interests.

PROBLEM STATEMENT

Although this part of the proposal might be called many different names – Background, Situational Analysis, Statement of the Problem – it all means the same thing: what is the problem you’re trying to change? 


For a community radio station this might mean: 

· Important information isn’t reaching people in a particular area; 

· Existing media doesn’t produce any local content, so the issues affecting your community aren’t being discussed or debated; 

· Mainstream media does not broadcast in the local language;

· Limited awareness within a community about particular services or practices;

· The community faces a specific problem that requires a ‘whole of community’ response. 

As you begin to prepare your problem statement, ask yourself two questions: 

· Why should the donor care about this problem? 

· Where is my evidence to show this problem exists? 

If you aren’t yet familiar with the world of donors, learn this lesson now: donors love evidence. It gives them confidence you know what you’re doing and that the project has a good chance of achieving its objectives. 

Chief Executive Officer Adrian Spencer from the leading Australian grant body GrantReady says a grant application without evidence is like a wedding without a bride: “Everything looks great, you know what is supposed to happen, but you’re missing the one thing that justifies the occasion.”

So what counts as reliable evidence? 

· Statistical evidence (the numbers): e.g. results from surveys that you or someone else has conducted locally; statistics from government or international organizations. The Central Statistics Organization of Afghanistan (www.cso.gov.af/) or UN Data (data.un.org/CountryProfile.aspx) might be good places to start searching for relevant data;
· Qualitative evidence (what people say): results from interviews or focus groups with people in the project area;
· Photographs that illustrate the problem you’re describing;
· Newspaper articles, research papers or needs assessments.  
Once you’re confident you’ve collected some strong evidence, you’re ready to write your problem statement. A strong problem statement will set out the following: 

What is the problem you want to focus on? E.g Deaths caused by house fires account for approximately 10% of deaths in Province A. 

How do you know the problem exists? Statistics from the Central Statistics Organization of Afghanistan and the Afghan National Police support this claim. 

Why is it important? According to the Afghan Fire Department, the majority of home fires that cause deaths can be prevented if people follow some simple safety guidelines. 

What previous projects or studies are similar to the one you’re proposing? Public Awareness campaigns in Province B have shown initial success in reducing the incidence of home fires; a randomized trial conducted by Organisation B has shown that home fire numbers have reduced by 70% in the districts in which Radio O aired its fire safety radio drama.   

According to Joe Levine, a proposal writing expert from Learner Associates, the problem statement should show how your project:

· Builds upon work that has been previously done;

· Will avoid the mistakes that have previously been made; 

· Will help to improve existing projects; or 

· Is unique because it does not do what other projects have done before. 

PROJECT DETAIL

This section of the proposal should tell the donor what your station will do to do to resolve the problem set out in the Problem Statement. As you write this section, you should continually ask yourself:

· How can I show this is linked to the donor’s goals and objectives? 

· How can I show this is linked to the donor’s geographical area of operations? 

Your goal in writing this section is to be brief but specific: give the donors all the information they need to understand your project but no more! 

This section should include: 

AIMS
Aims are a project’s broad, long-term goals. For example: to improve the health of children under five in District A. It is not always possible to achieve a long-term aim through any one project or program: children’s health, for example, is affected by a whole range of factors, most which will be out of the control of your station. Your station’s project should therefore contribute to achieving this aim but may not achieve it all on its own. 

Other examples of broad aims might be: 

· To reduce the national population growth rate through lowering the total fertility rate from 6.0 to 5.6;

· To improve the public profile of the Afghan National Security Forces;

· To strengthen ties between community members and district government officials in District Z.  

This section should not be more than two or three sentences. 

OBJECTIVES

Objectives should be specific, achievable, measurable and time-bound (i.e. they can be achieved within a set time frame). These should set out the changes your station expects to achieve by implementing the project; if these objectives are met, it should contribute to the overall aim. 

Be realistic as you write your objectives. How much can you actually achieve over the period of the project? 

Examples of project objectives might be: 

· To achieve 80% immunization coverage over the next five years in District A;

· To reduce the number of fatal house fires in District V by 25% within two years;

· To increase the number of community members who communicate directly with district government officials in District Z to 45%.

PROJECT OUTPUTS

Think of project outputs as the achievements you can show the donor once you have finish your proposed activities. These outputs must be linked to your objectives and your overall aim: that is, the achievement of these outputs should allow you to meet your objectives. 

Examples of project outputs for a community radio station might be: 

· 120 radio journalists trained in investigative journalism. 

· Three community radio stations upgraded in Province S. 

· 330 phone calls logged on the ‘district government call in hotline.’

· 30 Afghan National Police Officers trained in delivering fire safety training. 

· Ten 30-minute radio dramas produced and broadcast.  

ACTIVITIES

These are the things you actually do in order to produce the project outputs. For example: 

· Design and publish a fire safety training manual; 

· Conduct three fire safety training courses for ten Afghan National Police officers each. 

· Establish and publicize a community feedback hotline and database. 

It might be useful to think of this section as an exercise in journalism. You’ll need to tell the donor: 
· Who? Who is the target audience? Who will attend your activities? Who will run the activities? 

· What? What are the activities? What specifically will you do? How many will you run?
· When? When will you run the activities? For how long will each one last?
· Where? Where will you run the activities? 
· How? How will you run them? Who will manage them? What will you focus on in each of the activities?
BENEFICIARIES

Who will your project benefit? You will need to answer the following questions: 

· Who are the beneficiaries? 

· What do you know about them? Include demographics such as gender, income, geographic backgrounds, level of schooling. 

· Can you show that they support this project? Have any been involved in project design? 

RESOURCES

This section of the application should answer two key questions: 

· What resources do you already have that will allow you to deliver the project? 

· What additional resources do you need? 

For the purposes of this proposal, ‘resources’ might mean: 

· Staff members – will you need any additional staff in order to deliver the project? 

· Equipment – will you contribute any equipment for use during the project? 

· Facilities – are you providing any facilities, like a classroom or office building, that will be used for the project? 

· Funds – what funds will you or the community beneficiaries contribute towards the project? 

STAFF

It is often advisable to provide a brief summary of any key personnel that will lead different parts of the project. This does not need to be a five page summary of their life history! Include 5-6 brief sentences summarizing their relevant work history and the key skills they bring to the project. Aim to convince the donor in as few sentences are possible that these are the people you need to get the job done! 

BUDGET

The two most important things you need to remember when drafting your budget are: 

· Follow instructions. If the donor has requested you use a particular budget format, do it. You may not like their format and it may be difficult to use, but just do it. You’re asking them for money – make it as easy as possible for them to want to give it to you.

· Be realistic. Make sure your budget is realistic. Donors will know if you’ve inflated prices and if you get caught doing so, it may make them question whether they want to work with you. 

MONITORING AND EVALUATION 

Remember how donors love evidence and results? This section of the proposal is your chance to show them that you’re also interested in evidence and results. You do this by showing you have established the foundations for a strong monitoring and evaluation system. You will need to think about.

Conducting a baseline.  In order to demonstrate that something has changed, you will need to show the donor what conditions are like before you start your project. For example, it would be hard to convince a donor that your radio dramas increased school attendance by 10% if you didn’t know what school attendance rates were at the beginning of the project! 

You may have already included baseline data in your background or problem statement; if not, you’ll need to set out when and how you plan to do so. 

What are you going to measure? You will need to establish a set of indicators to measure your performance against your objectives. This grants manual is too short to go into detail about how to establish indicators, however there are a number of helpful manuals listed in the Useful Resources section of this document.   

When are you going to measure it? How frequently will you collect the data? Weekly? Monthly? Quarterly? You should include a monitoring and evaluation workplan in order to demonstrate when you will conduct each M&E activity. 

How are you going to measure it? What methods will you use to measure the indicators you’ve established? Will you use surveys, focus groups, listening groups, economic data, outcome mapping or observation? 

ORGANIZATIONAL RELEVANCE

This is the section where you really get to sell your organization. Show the donor why you are the best people to perform the work and help them achieve their objectives. You may want to summarize: 

· Experience delivering similar projects or programs; 

· The outcomes and key achievements of those projects and programs; 

· Experience delivering projects in the target area; 

· Particular skills, experience or expertise you have that nobody else does.

USEFUL RESOURCES



Community Radio Start-Up Information Guide (2008)

Karen Barker, Farm Radio International 

www.amarc.org/.../manuals/community-radio-start-up-guide_e.pdf 
Doing Community Radio: A Toolkit for Nigerian Communities (2010) 

Ayobami Ojebode, Institute for Media and Society

http://www.comminit.com/global/content/doing-community-radio-toolkit-nigerian-communities 

Fundraising for People-Powered Community Radio (2007)

KYRS Thin Air Community Radio and Prometheus Radio Project 

www.amarc.org/index.php?p=cr_evaluation_manuals 
Guide for Writing a Funding Proposal (Summary)

Joe Levine, Learner Associates

www.ukm.my/zuhairi/Pengajaran/tips/guide_proposal.pdf . 

Guide for Writing a Funding Proposal (includes writing tips and examples)
Joe Levine, Learner Associates

http://learnerassociates.net/proposal/ 

Measuring Change Planning, Monitoring and Evaluation in Media and Development Cooperation (2007)

AMECO

www.amarc.org/index.php?p=cr_evaluation_manuals 
Monitoring and Evaluation 

Janet Shapiro, CIVICUS

www.civicus.org/new/media/Monitoring%20and%20Evaluation.pdf
The Foundation Center’s Guide to Proposal Writing (AUDIOBOOK) (2011)

Jane Geever, The Foundation Center

http://foundationcenter.org/getstarted/learnabout/audiobook.html
SAMPLE PLANNING TEMPLATE



This template has been designed as a planning document to help community radio stations prepare grant applications. REMEMBER: specific donors may have particular formats they want used. If this is the case, always follow their instructions. This document is merely meant to help provide guidance in preparing a general grant application. 

HOW TO USE THIS TEMPLATE

Use the spaces provided to answer each of the questions set out below. This should ensure that all the essential information has been included in your application. This is a space to write notes only – once you have prepared your notes you will need to type it up into a format that is appropriate for the donor. 
BEFORE YOU BEGIN

Who is the donor? ____________________________________________________________________________________

Have they released a Scope of Work / Request for Applications / Request for Proposals? ____________

What are their goals and objectives? 

________________________________________________________________________________________________________________________________________________________________________
What types of costs will they cover? 

________________________________________________________________________________________________________________________________________________________________________
Have they set out any other requirements (e.g. total budget no more than $10,000, must have a community contribution)? If so, what are they? 

________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
EXECUTIVE SUMMARY 

What is the problem? (2 sentences) ________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
What do you propose to do about it? (2 sentences)
________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
What do you expect your project to achieve? (2 sentences)
________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
How is this linked with the donor’s objectives? (1 sentence)

________________________________________________________________________________________________________________________________________________________________________
Who will the project benefit? (1 sentence)

________________________________________________________________________________________________________________________________________________________________________
What do you want from the donor? (2 sentences) 

________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
Why are you the best organization to deliver this program? 

________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
PROBLEM STATEMENT 

What is the problem you want to focus on (in more detail) (4 sentences)

________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
How do you know the problem exists? (2 sentences)

________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
Why is it important? (2 sentences)

________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
What previous problems or projects are similar to the one you’re proposing? (3 sentences) 

________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
PROJECT DETAILS 

AIMS

What are your broad, long-term aims in conducting this project? (1-2 sentences or bullet points)
________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
OBJECTIVES

What will you actually be able to achieve by implementing this project? (approximately 3-4 bullet points)

________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
OUTPUTS

By the end of the project, what will you be able to show the donor and say – we did this? (unlimited, dependent on your activities)

________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
ACTIVITIES

What activities will you undertake to achieve the outputs and objectives? (unlimited, depends on project)

________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
BENEFICIARIES

Who are the beneficiaries? (1 sentence)

________________________________________________________________________________________________________________________________________________________________________
Approximately how many will there be? (1 sentence)

________________________________________________________________________________________________________________________________________________________________________
What do you know about them? (1 sentence)

________________________________________________________________________________________________________________________________________________________________________
RESOURCES 

What resources do you or the community already have that will be used during the project? These are the things you will contribute and do not need any additional funding for. 

Staff members:_______________________________________________________________________

Equipment: __________________________________________________________________________
Facilities (e.g. office building): ___________________________________________________________

Funds (your contribution or community contribution):________________________________________

What additional resources will you need to deliver the project? 
Staff members:_______________________________________________________________________

Equipment: __________________________________________________________________________
Facilities (e.g. office building): ___________________________________________________________

Funds:______________________________________________________________________________

STAFF 

Summarize the work history of the key personnel (e.g. Project Manager or Technical Experts). 

For each person include: 

Past two jobs (Approximately 2 sentences): ________________________________________________________________________________________________________________________________________________________________________

What skills do they have that are important for your project? 

________________________________________________________________________________________________________________________________________________________________________
BUDGET 

Follow the donor’s instructions for the budget. 

MONITORING AND EVALUATION PLAN 

Have you already conducted a baseline? If not, when, where and how will you collect baseline data? 

________________________________________________________________________________________________________________________________________________________________________
How are you going to measure your output indicators? 
	Indicator
	When will you measure it?  
	How will you measure it? 

	
	
	

	
	
	

	
	
	


How are you going to measure your outcome indicators? 
	Indicator
	When will you measure it?  
	How will you measure it? 

	
	
	

	
	
	

	
	
	


ORGANIZATIONAL RELEVANCE

What experience does your organization have delivering similar projects or programs? 

________________________________________________________________________________________________________________________________________________________________________
What were the outcomes / impacts of those projects? 

________________________________________________________________________________________________________________________________________________________________________
What experience does your organization have working in the target area?

________________________________________________________________________________________________________________________________________________________________________

What particular skills does your organization have that others don’t? What do you do better than everybody else? 

________________________________________________________________________________________________________________________________________________________________________









“Those applicants that can actually demonstrate the need for their programs will be prioritised above those that can’t or don’t,” Caitriona Fay, the Ian Potter Foundation
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