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Mini-Grant Writing Guide

Project Name: Click here to enter text.
Expected Outcome: Click here to enter text.
Team Members: Click here to enter text.
	√
	Grant Organization
	Team Member(s)
	Target Date
	Comments

	☐	Define the need of the project.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	What problems or needs will the project address?
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Determine amount of money needed.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Establish team member’s roles and responsibilities.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.


	√
	Grant Search
	Team Member(s)
	Target Date
	Comments

	☐	Search possible grant opportunities (e.g., browser search; www.educatorsusa.org; www.teacherscount.org/grants).
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Contact local organizations (i.e., Lions Club, Knights of Columbus, local disability organizations).
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Research large companies (i.e., Walmart, Target, Costco, Lowe’s, etc.).
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Read grant organizations for each potential grant opportunity.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.


	√
	Grant Writing
	Team Member(s)
	Target Date
	Comments

	☐	Read grant guidelines first (e.g., page allowance, required information).
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Define the need – who, what, why, when, and how of the project.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Explain the program outcome.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Describe each step of the project including staff responsibilities.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Detail how the project will be evaluated – who, what, when, and how.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Detail the budget including the total cost and how the money will be used.
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	☐	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.
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