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Learning Objectives
By the end of this session participants will:
• Have the tools to investigate potential grant applications
• Have tips for choosing applications that are in line with the• Have tips for choosing applications that are in line with the 

program’s mission and goals
• Be able to review and interpret a grant application and 

idguidance
• Be able to describe the grant application process:

researching supporting documentationresearching supporting documentation
collecting required information from collaborating 
agencies
organizing data and statistics to meet requested 
information and scoring criteria



Learning Objectives
By the end of this session participants will be able:
• to describe ways to use their grant application as a 

tool for program management and evaluationtool for program management and evaluation
• to utilize a grant application as a program road map 

and as a tool for preparing your organization for new 
or expanded programming



Presentation Outline

Choosing a Grant Application
• Who are You and What Do You Want?
Understand Who You Are Writing To:
• HRSA – Mission & Goals
• Grant Reviewers & The Grant Review Process
Putting Together a Winning a Grant Application
• The Guidance• The Guidance
• TimeLine
• Team Approach 
• The Narrative

■ Final Tips



Choosing a Grant Application



How Do I Know If I Need a Grant?
What is the problem you want to solve?
What do you need to do to solve the problem?What do you need to do to solve the problem?
How much is it going to cost you to solve this 
problem?p
• Is it a short term problem with a short term 

solution?
• Is it a long term problem with a long term 

solution? 
• How will you sustain the program after the grant 

ends?



Mission Driven vs. Grant Driven
Mission Driven

• “Strong, comprehensive, well-developed programs g, p , p p g
making good use of all other available resources”

Grant Driven

• “creating, massaging, and manipulating (the 
program) to fit precise guidelines of a grant that just 
happens to be available” 1happens to be available  1

The GOAL: To apply and receive a grant that providesThe GOAL: To apply and receive a grant that provides 
the money needed to implement a well designed 
program. 



Types of Funding

Government Funding – local, state, federal

Foundations – Corporate, Family, Private, 
Communityy

Community Funds – local donors, board 
members collaborationsmembers, collaborations



What Type of Funding Do You Need?
Appropriate for: Government 

Funds
Foundations Other

Operations Only as indirect Local only Annual FundOperations Only as indirect 
allocation or from 
local government

Local only Annual Fund 
Drive

Large costly Yes Only in CommunityLarge, costly 
projects

Yes Only in 
partnership

Community 
Members

Small Projects Occasionally 
(SPNS)

Yes Internal 
Funding(SPNS) Funding

Capital 
Projects

Rarely Yes, local 
only

Community

Model Projects Yes Yes 
Products/ 
Inventions

Yes, sometimes No Private 
investors2



What Type of Funding Do You Need?, cont.
Appropriate 

for:
Government 

Funds
Foundations Other

Research Yes Sometimes By contractResearch 
Projects

Yes Sometimes By contract

Launch New 
Non profit

Rarely Sometimes Board 
MembersNon-profit Members, 

collaborations
Endowment No No Community
Maintenance 
Endowment

No As part of 
capital drive

Community

Sustaining New No Sometimes Community2g
Programs

y



Choosing a Grant - Is it a good fit?
Read the Guidelines Carefully
Look at the profile of the grantor?Look at the profile of the grantor?
• Do you share a common interest?

fWhat is the purpose statement of the project 
• Does it fit your project exactly?
Does the grant target a location?
• Do you fall within the specified location?Do you fall within the specified location?
Are you eligible to apply?



Choosing a Grant –
Is it s good fit, cont.?

Are their limitations?
• Limited to organizations favorably known to 

foundation
• Grant funds are committed (to already 

identified organizations)
N li i d l id d• No unsolicited proposals considered

How much money is available?
• Will it meet the need?
• Is it worth the effort?



Who gets funded? 
A Project with:
• strong, recent data to support the problem g, pp p

to be addressed
• An experienced project director or 

organizationorganization
• a history of fiscal responsibility, (new 

organizations should present a plan fororganizations should present a plan for 
comprehensive fiscal oversight) 2

• A response that clearly addresses the need 
blor problem



Who gets funded, cont.? 
A Project with, cont.

• A plan for collaboration and not duplication 
of services already in the communityof services already in the community

• A plan for sustaining the project or 
positive outcomes after the grant period2p g p



Four Essential Skills to 
Writing a Great Grant

1. Have empathy for your readers and write p y y
directly to your audience – KNOW YOUR 
AUDIENCE

2 M t th d dli li ti th t d ’t2. Meet the deadlines – applications that don’t 
meet deadlines are often not even 
considered2



Four Essential Skills to 
Writing a Great Grant

3. Read and follow the instructions – read the 
guidance once, twice, three times if needed! 
Some offices will throw the entire proposal 
away if the instructions aren’t follows (font y (
size, page limits, type of submission, etc.)

4. Be a good test taker g
Read the questions thoroughly
Analyze the question for clues to the best 
answeranswer
Provide the best response that address the 
core of the question2



Understand Who You Are Writing To: 
The HRSA PerspectiveThe HRSA Perspective



Understand the Mission of HRSA
HRSA makes grants to organizations to improve and 
expand health care services for underserved people, 
f i th f ll ifocusing on the following program areas:

Health Professions 
HIV/AIDSHIV/AIDS 
Maternal & Child Health 
Primary Health CarePrimary Health Care 
Rural Health



The Goal of HRSA
The goal for all HRSA programs is to:

assure access to high quality health careassure access to high quality health care 
reduce disparities in health outcomes for 

i i t f i i HRSA f d drecipients of services in HRSA-funded 
programs

The result:
all persons who need care have equalall persons who need care have equal 
access to high quality health care, 
regardless of the payment source  g p y



HIV/AIDS Branch Guiding Principles
Four factors that have significant implications for 
HIV/AIDS care services and treatment, and should 
be considered as the application and program are 
developed and refined:
1 Th HIV/AIDS id i i i1. The HIV/AIDS epidemic is growing among 

traditionally underserved and hard-to-reach 
populationsp p

2. The quality of emerging HIV/AIDS therapies can 
make a difference in the lives of people living with 
HIV diseaseHIV disease



HIV/AIDS Branch Guiding Principles
Four factors that have significant implications for 
HIV/AIDS care services and treatment, and should 
be considered as the application and program are 
developed and refined:
3 Ch i i f h lth ff ti3. Changes in economics of health care are affecting 

the HIV/AIDS care network
4 Outcomes are a critical component of program4. Outcomes are a critical component of program 

performance



HRSA Grant Reviewers
Have with expertise in: 
• Health professions training
• HIV/AIDS
• Maternal and child health

Organ transplantation• Organ transplantation
• Primary care for underserved people
• Rural health
Grant reviewers help HRSA select the best programs 
from competitive groups of applicants
Reviewers are chosen for specific grant programs, 
based on their knowledge, education and experience 



Understand Who You Are Writing To
Reviewers aren’t always an expert in the area of grant 
review
Do not assume that reviewers are familiar with theDo not assume that reviewers are familiar with the 
applicant organization, service area, barriers to health 
care, or health care needs in your community 
Assume that the reviewers will only be familiar with the 
information contained in the application to assess the 
applicationapplication
Be sure the application and responses to the program 
requirements and expectations are complete and 
clearly written 
Keep the review criteria in mind when writing the 
applicationapplication



The Objective Review Process
Primary Reviewer independently reads, evaluates, 
and scores each assigned application based on the 
published guidance and the reviewer worksheetpublished guidance and the reviewer worksheet

The Primary Reviewers will prepare a:
Overview of the application• Overview of the application

• A summary of major strengths and weaknesses
• Budget recommendations and justifications for anyBudget recommendations and justifications for any 

proposed changes
• Funding factor recommendations, if applicable
• A preliminary score from 0-100



The Objective Review Process, cont.
The Objective Review Committee (ORC) will discuss 
the applications led by the primary reviewers 

E h i i ill h it i hi hEach primary reviewer will score each criterion which 
will be used to produce an overall score for the 
application 

Grant awards are determined by Overall Scores



Putting Together a Winning g g g
Application



Before You Write
Outline the grant following the outline from the 
guidance

e o e ou e

g

Brainstorm and list potential collaborations 

C t t t ti l ll b t t ti i t iContact potential collaborators to participate in 
project-deign meetings

Develop a calendar of draft submissions andDevelop a calendar of draft  submissions and 
reviews with anyone who has agreed to review 
the proposal2



Before You Write, cont.
Develop a list of outstanding documents. Establish 
who or where these documents will come from

e o e ou e, co

Write letters of support, send them to signers, and 
set a deadline for return of signed originals

Make a list of data required and potential sources 
for data
• Include phone numbers and contact names in• Include phone numbers and contact names in 

case you can assign this job to a team member 2



Do Your Research & Be Specific
The more research you do on the front end 
the:

o ou esea c & e Spec c

the:
• more realistic your grant will be 

The more prepared you are to move forward• The more prepared you are to move forward 
if you receive the grant award
The easier it will be to provide services• The easier it will be to provide services, 
prepare for expenditures, and guide your 
programprogram



Do Your Research & Be Specific, cont.
Get estimates in advance for anticipated 
needs such as:

o ou esea c & e Spec c, co

Personnel, Consulting
Equipment, Supplies
Travel, Services 

Meet with potential community partners and 
clients to identify:

current gaps in services 
specific needs that the program could address



Do Your Research & Be Specific, cont.

Research current organizations that are similar in 
structure/clientele to your organization and have 
the type of funding you are applying for:the type of funding you are applying for: 

HRSA  Ryan White Grantees: 
http://hab hrsa gov/programs/granteecontacts htmhttp://hab.hrsa.gov/programs/granteecontacts.htm

HIV/AIDS Orgs. (Kaiser Family Foundation): 
http://www statehealthfacts org/http://www.statehealthfacts.org/



Read and follow the guidance 
carefully

Everything that needs to be in the application is 
included in the text of the guidance
Follow the directions for format, headings, font 
i i d li it (f t isize, margins and page limits (font size may vary 

between text and charts/tables)
M k d t ALL ti dMake sure you respond to ALL sections and 
present all requested information (Leaving out 
requested information or sections will reduce eques ed o a o o sec o s educe
your overall score)



Read and follow the guidance 
carefully, cont.

Place all information in the order requested in the 
guidance - avoid the risk of having reviewers hunt 
through your application for information
B ld t t d d t d d ’ tt ti tBold text as needed to draw reader’s attention to 
verbiage that is specific to the information 
requested in the scoring criteriarequested in the scoring criteria
When writing your application make sure you pay 
attention to both the text description of the a e o o bo e te t desc pt o o e
application sections and the scoring criteria –
they don’t always match



Guidance Verbiage vs. Scoring Criteria
f. Consumer Involvement
Describe, in detail, what you do to involve 
consumers in your program. Describe the kind of 
involvement consumers have in planning

Consumer Involvement
(3 points)

Does the applicant 
describe in detail how involvement consumers have in planning, 

implementing and evaluating your project.  
Describe the methods you use to keep them 
informed and provide feedback on their 
suggestions If your project has a Consumer

consumers are involved in 
the planning, 
implementation, and 
evaluation of the project?

suggestions. If your project has a Consumer 
Advisory Board, discuss how you have been 
successful and how you have not.  Tell how you 
support their participation.  Identify committees, 
advisory groups panels and boards in which

Does the applicant fully 
describe the kinds of 
things consumers do to be 
involved in the planning, 
implementation andadvisory groups, panels and boards in which 

consumers are or will be serving.  Include 
information about how you prepare consumers for 
participation and the kinds and frequency of training 
you provide Provide information on the type of

implementation and 
evaluation of the project?
Does the applicant clearly 
describe the methods 
used to keep consumersyou provide.  Provide information on the type of 

support and supervision you offer your active 
consumers.  Identify consumers that fill any 
leadership or staff positions in your program

used to keep consumers 
informed and provide 
feedback on consumer 
suggestions?



Guidance Verbiage vs. Scoring Criteria, cont.
f. Consumer Involvement, cont.
Describe barriers that keep consumers from 
helping you plan, implement, or evaluate 
your project.  Tell us what you do to 

th b i d

Consumer Involvement (3 
points), cont.
Does the applicant fully 
describe barriers to 

overcome these barriers and encourage 
participation.  Describe how you have 
incorporated caregivers, for example affected 
male caregivers, in your consumer activities.

Describe your efforts to teach consumers

consumer involvement 
and what they do to 
overcome those barriers?
Does the applicant clearly Describe your efforts to teach consumers 

about their disease and its management.  
Who provides education about HIV?  How 
often? Also describe how your project works 
with medical personnel to make sure they help 

b f ll t i th i

pp y
describe the types of 
consumer participation 
available to clients such 
as committees, advisory 
groups panels andconsumers become full partners in their care. 

You may attach letters from consumers as part 
of Attachment 8 (no more than two).  If you 
include letters of support from consumers or 
consumer groups have them describe the level

groups, panels, and 
boards?
Does the applicant fully 
describe how consumers 
are taught about their HIVconsumer groups, have them describe the level 

and impact of their participation within the Part 
D program.  Also, have them indicate that their 
letters of support are being used with their 
permission.

are taught about their HIV 
disease and 
management, including 
who teaches them and 
how often?



Organizing Your Application:
A Team Approach Timeline

1) Note deadlines of submission
Grants.gov
HRSA EHBs
In House/Larger Organization for ApprovalIn House/Larger Organization for Approval

2) Distribute the guidance to all necessary personnel at     
the time the guidance is issued:

Program Staff
Board of Directors
Cli t Ad i B dClient Advisory Board
Department Staff
Office of Sponsored ProjectsOffice of Sponsored Projects



Organizing Your Application:
A Team Approach Timeline

3) If the grant will be a “team effort” assign a point 
t ll t d il i f ti i t thperson to collect and compile information into the 

final document/format

4) P G t Ti li t di t ib t t t4) Prepare a Grant Time-line to distribute to grant 
writing team or to guide the solo writer

5) Contact possible colleag es that are illing to5) Contact possible colleagues that are willing to 
review your grant application and serve as a second 
set of eyes

6) Reserve a date for you to submit a copy of the draft and 
a date for them to return their suggestions/comments 



A Team Approach: 
Application Time Line



Writing Your Application
Section By SectionSection By Section



Preparing Your Line Item Budget 
& Budget Justification

Make sure all items listed in the budget are included inMake sure all items listed in the budget are included in 
the program narrative and work plan

Carefully review the grant guidance when assigning line y g g g g
item expenditures to assign appropriate cost categories

For grant personnel include: name, title, annual salary 
and FTE on the project, and salary charged to the grant

Include sufficient detail and support to inform readers 
why that expenditure is necessary for the success of thewhy that expenditure is necessary for the success of the 
program



Preparing Your Line Item Budget 
& Budget Justification

The Budget Justification should:The Budget Justification should:
Describe each cost element
Provide calculations for how the cost was determined
Explain how the cost contributes to the program’s 
objectives and goals

Make sure:
Everything adds up on the Line Item Budget
The amounts match up in the line item and justificationThe amounts match up in the line item and justification
Same titles for positions are used throughout



Line Item Budget & Budget 
Example



Budget Justification 
Example



Preparing Your Staffing Plan
Staffing Plan Should Include: Education; Experience 
Qualifications; Rationale for amount of time requested; 
Include relevant staff members not funded by the grantInclude relevant staff members not funded by the grant



Preparing Your Program Abstract
Prepare your Program Abstract last to ensure it 
succinctly describes everything proposed in the 
following grant applicationg g pp

Make sure the abstract can stand alone

The Abstract should be clear accurate concise andThe Abstract should be clear, accurate, concise and 
should not refer to other parts of the application 

The Abstract should include:
Brief Description of Proposed grant project
Needs to be Addressed
P d S iProposed Services
Outcomes You Hope to Achieve
Population to be Served p



The Program Narrative

The Program Narrative should:
Provide a comprehensive framework andProvide a comprehensive framework and 
description of all aspects of the proposed program
Be succinct, self-explanatory and well organized 
for reviewers can understand the proposed projectfor reviewers can understand the proposed project
Include accurate data/numbers from reputable 
sources that define your target populations and 
gaps in servicesgaps in services



Preparing Your Narrative
The Narrative should include:

• Statement of needs/problems to be addressed
• Description of the Target Population and how they 

will benefit
• Description of Project Goals measurableDescription of Project Goals, measurable 

objectives, action plans
• Timetable for implementation (HRSA often requires 

start up of clinical care within 90 days)start up of clinical care within 90 days)
• Identification of who will partner with you in this 

program and what are their roles? 2,3,4



Preparing Your Narrative, cont.
The Narrative should include, cont.:

• What similar or existing programs/agencies are inWhat similar or existing programs/agencies are in 
your area? How does your proposal differ and how 
will you work cooperatively?

• How will clients/patients be actively involved inHow will clients/patients be actively involved in 
defining problems, making policies, and program 
planning?

• What qualifications are needed for key staff? How• What qualifications are needed for key staff? How 
will they be trained for this program?

• Long Term strategies for continuing the program or 
any good outcomes after the end of the grant periodany good outcomes after the end of the grant period 
2,3,4



The Work Plan
The Work Plan should:

connect with your line item budget and budget 
justificationjustification
Should serve as a tool that will help you manage 
your program by:

Measuring progressMeasuring progress
Identifying necessary change
Quantifying Accomplishments

The Work Plan should include:
The Problem/Need
The Program goals; Objectives; Key Action StepsThe Program goals; Objectives; Key Action Steps
Evaluation/Outcome Methods; Completion Date
Persons Responsible



Work Plan Example



The Work Plan – Program Evaluation
Prepare a Monthly “Statement” of Work Plan Progress

Track service provision monthly to assess progress 
t d ltowards goals

Involve your CQM Team in addressing areas that are 
below proposed targetsbelow proposed targets



Progress Report
Summarize major accomplishments during the budget period
Include status report on Objectives proposed in the Work 
Plan  
Report on specific numbers that were proposed to measure 
the success of your program



Current & Projected Sources of Funding
Program Income

How it is tracked
How much you generated in the last yearHow much you generated in the last year 
How it is reinvested back into the program
How much you anticipate generating in the 

d tproposed grant year

Other Sources of Income
S t f th l /i tit tiSupport from the larger agency/institution
Other grant funds supporting the program

Ryan White
State Funds
Other Federal Funds



Evaluation
Th E l ti S ti h ld i l dThe Evaluation Section should include: 

How you will evaluate the program and how you 
will define if the program is successful
H ill t k t tiHow you will track your success to meeting 
program goals and make adjustments to the 
program as needed
How you will disseminate results and how theHow you will disseminate results and how the 
program can be replicated
Detail on how patients/consumers will evaluate the 
programprogram

The Evaluation Section could include a detailed 
discussion about your:

Q lit M t PQuality Management Program
Management Information Systems – ability to 
report and analyze data



Final Tips



Final Tips – Write to the Reader

■ Use the correct language for your field of interest, but 
do not use jargonj g

■ Define all acronyms 

■ Do not write in first person – (I, we, us, etc)■ Do not write in first person (I, we, us, etc)

■ Be clear and concise (note any page limits)

■ Write to inform and persuade■ Write to inform and persuade
• Don’t use language that is biased or opinionated

• Present current data from a reputable source• Present current data from a reputable source

■ Present Evidence that your institution/organization will 
support the proposed programpp p p p g



Final Tips - Be “On Target” 

Present the real costs in operating your program

a ps e O a ge

p g y p g

Make sure your line item budget and work plan 
connect and present a detailed plan for program p p p g
implementation

Make sure titles are used the same throughout the a e su e es a e used e sa e oug ou e
entire application (Medical Case Manager vs. Social 
Work; Infectious Disease Physician vs. HIV Doctor, 
etc)etc)



Final Tips - Writing Your Application
Cut and paste information from other grant 
applications or documents VERY carefully –
sometimes simply cutting and pasting is more harmfulsometimes simply cutting and pasting is more harmful 
then helpful

Proofread your ENTIRE application – GrammaticalProofread your ENTIRE application Grammatical 
errors are distracting to reviews and could negatively 
impact the success of your application



Final Tips: Writing a Strong Grant Application

Include DUNS number
Keep your audience in mind
Start preparing the application early
Follow the instructions in the guidance carefullyFollow the instructions in the guidance carefully
Be brief, concise, and clear
Be organized and logicalBe organized and logical
Be careful in the use of attachments
Carefully proofread the applicationy p pp
Print out and carefully review an electronic application 
to ensure accuracy and completion5



Grant Review Activity



Resources

1. The Only Grant Writing Book You’ll Ever Need 
(2003) Ell K h & A l S F(2003) - Ellen Karsh & Arlen Sue Fox

2. The Everything Grant Writing Book 2nd Edition 
(2008) N B k S ith d J d T(2008) – Nancy Burke Smith and Judy Tremore

3. HIV EIS Intervention Services Program; Competing 
C ti ti d N P l f E i tiContinuation and New Proposals for Existing 
Geographic Services Areas – Program Guidance 
FY 2010



Resources

4. Ryan White HIV/AIDS Program Part D Grants for 
C di t d HIV S i d A t R hCoordinated HIV Services and Access to Research 
for Women, Infants, Children, and Youth FY 2010

Ti f W iti St A li ti5. Tips for Writing a Strong Application:
http://www.hrsa.gov/grants/apply/granttips.html


