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	Executive Summary
	Introduction

The executive summary should grab the reader’s attention and succinctly explain why your proposed project is worthy of funding. While it seems like it might be an easy segment of the proposal to complete, it can oftentimes be the most challenging.



	Problem Statement
	
The Problem Statement should be specific, measurable, and relevant to the overall objective of the document or project. It should also include information on the impact and consequences of not addressing the problem, as well as any relevant data or research that supports the statement.

When writing a Problem Statement, it is important to consider the perspective of the target audience and ensure that the statement is clear, concise, and easy to understand. This will help to ensure that everyone involved in the project or proposal is on the same page and working towards a common goal.



	Proposed Solution
	
The Proposed Solution should be based on a thorough understanding of the problem, as well as any relevant data, research, or analysis that has been conducted. It should also consider any constraints, limitations, or trade-offs that may impact the feasibility or effectiveness of the solution.

When writing the Proposed Solution section, it is important to focus on the benefits and advantages of the proposed approach, as well as any potential risks or challenges that may need to be addressed. The section should also include a clear plan for implementation and any necessary resources, such as personnel, funding, or equipment.

Overall, the Proposed Solution section should demonstrate that the proposed approach is the best option for addressing the problem or opportunity, and that it is feasible, effective, and supported by relevant data and analysis.




	Organization Mission Statement & Background
	About [INSERT NONPROFIT'S NAME]

Tell a bit about the history of your nonprofit organization, who are your team members, what is your main field of work, in which region are you, etc. This is essentially an "About Us" section of the annual report. Insert the photo of your team.




	
Our Missions
	
· It's important to outline the company's mission statement.
· This section should focus on the organization's purpose and values.
· Your nonprofit organization's mission
· Your nonprofit organization's mission




	Our Values
	
· Outline the company's overall values.
· Introducing your employees core values will help them
· Your nonprofit organization's value
· Your nonprofit organization's value
· Your nonprofit organization's value




	Our Vision
	
Tell a bit about the vision of your nonprofit organization.








Statement of Need
Problem description:
What is the problem? Be sure to answer the questions: Who? What? Where? When? and Why? Use the needs statement to illustrate your understanding of the problem; don’t just describe the symptoms.

Problem recognition:
Why is it a problem? Who else sees it as a problem? What are the community stakeholder views?

Problem implications:
What will happen to the population served and the community if the problem is not resolved? Is there a cost to society?

Problem hurdles:
Clearly identify the challenges to addressing the problem. Describe the gap between what exists now and what ought to be? What has prevented resolution of the problem?

Problem urgency:
Why does it need to be addressed now? What is currently being done about the problem?
What solving the problem means: why should outside funding be used now to solve the problem or reduce the gap? Be clear about what can be accomplished within the time frame of the grant. Is the proposed action plan achievable and measurable?

Data and Statistics
The Role of Data and Statistics
• Supporting: should back up the issue you want to address
• Rely on Context: try to compare apples to apples
• Objective: provides outside information to substantiate the issue

Demographic information
clearinghouses, federal agencies, state agencies, foundations and other nonprofits, scholarly journals and articles, and industry publications are key resources for gathering statistics and data. Search engines, like Google, and knowledgebases, like Wikipedia, can be good starting points; however, you should use them to reach well researched, objective, data sources.


Project Description
The Project Description is a section that provides an overview of the project. It should provide a clear and concise summary of the project, highlighting its importance, purpose, and key features.

The Project Description is a section in a document or proposal that provides an overview of the project, including its goals, objectives, scope, and deliverables. It should provide a clear and concise summary of the project, highlighting its importance, purpose, and key features.
When writing the Project Description, it is important to provide a brief background and context of the project, including any relevant history, precedents, or trends that may have influenced its development. This section should also include a clear statement of the project's goals and objectives, along with a description of the target audience or beneficiaries.
The Project Description should also provide information on the scope of the project, including any limitations or constraints that may impact its implementation or outcomes. It should outline the key activities, tasks, and deliverables that will be required to complete the project, as well as any milestones or timelines that will be used to track progress.
When writing the Project Description, it is important to be clear and concise, and to avoid jargon or technical language that may be difficult for non-experts to understand. The section should be written in a way that is accessible and engaging to the target audience, while also providing the necessary detail and information to support the proposal or document.


SMART Goals

	
S

	
SPECIFIC
What do I want to accomplish?

	

Answer the question - What do I want to accomplish?

	
M

	
MEASURABLE
What do I want to accomplish?

	

Answer the question - How will I know when it is accomplished?

	
A

	
ACHIEVABLE
What do I want to accomplish?

	

Answer the question - How can the goal be accomplished?

	
R

	RELEVANT
What do I want to accomplish?

	

Answer the question - Does this seem worthwhile?

	
T

	TIME BOUND
When do I want to accomplish this by?

	

Answer the question - When can I accomplish this goal?





OUTCOMES/OUTPUTS AND PROJECT BUDGET
OUTCOMES (Outcomes focus on the broader effects and impacts of the project, such as changes in behavior, attitudes, or conditions within the community.)
	ITEM
	QUANTITY
	PRICE
	TOTAL

	Description of outcomes goes here
	5
	$100
	$500

	Description of outcomes goes here
	5
	$100
	$500

	Description of outcomes goes here
	5
	$100
	$500

	Description of outcomes goes here
	5
	$100
	$500

	
	
	
	$2,000





OUTPUTS (Outputs refer to the tangible and measurable results of a project, such as the number of products produced, or the number of people trained.) 
	ITEM
	QUANTITY
	PRICE
	TOTAL

	Description of outcomes goes here
	5
	$100
	$500

	Description of outcomes goes here
	5
	$100
	$500

	Description of outcomes goes here
	5
	$100
	$500

	Description of outcomes goes here
	5
	$100
	$500

	
	
	
	$2,000




PROJECT BUDGET
	SUBTOTAL
	TAX
	OTHERS
	TOTAL

	$2,000
	$100
	$100
	$2,200
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