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PROPOSAL INSTRUCTIONS

General Requirements

1. NARRATIVE FORMAT: The narrative portion of the proposal should be organized into sections using each of the numbered sub-headings of Section B of the Proposal Outline on the following page. Do NOT include the entire text of the bulleted questions. The narrative must be double-spaced, using a 12 point font on 8 ½ x 11” page, with no less than 1” margins on all sides.  
2. PAGE LIMIT: The narrative portion of the proposal must be limited to eight (8) pages (not including required forms, attachments and cover page). 
3. Refer to the proposal checklist to make sure that you have included all required sections and attachments with your proposal.  
4. Number all pages including attachments and include a header with your agency/program name at the top.

5. Please secure each copy with paper clips or clamps, do not have it professionally bound as it will be disassembled.

6. Do NOT send other materials with your proposal including brochures, photos, video material, etc.  Additional material will not be reviewed.
PROPOSAL OUTLINE

	A.  Proposal Cover Sheet
	1 Form


Complete all sections on the Proposal Cover Sheet and include it as the first sheet of your proposal.

	B.  Narrative 
	Limit of 8 pages


============================================================

NOTE: The narrative portion of the proposal should be organized into sections using each of the numbered sub-headings below. Do NOT include the entire text of each of the bulleted questions. 

You are encouraged to answer the bulleted questions in order, but we recognize that this isn’t always possible and it is not required; however, be sure to address all the bulleted points in your discussion under each sub-heading.
============================================================

1. Abstract of Proposed Project 

· In 50 words or less, describe the type of services or activities proposed and the broad objectives of the project. This abstract should be suitable for use in an announcement that the project has been selected for a grant award. Include a description of the target population and the direct beneficiaries of the project, including geographic location and demographics (age, gender, race, ethnicity,  income, etc.).
2. Need for the Project

· What is the community need or issue addressed by the services or activities offered and how was this need identified? What data illustrates this need? Emphasis should be on the local community trends that substantiate the need for this project at this time. 

· What makes this project a critical service in the community? How does it expand or enhance the community’s capacity to deliver services?

3. Approach
· What specific services or activities will be delivered by this project – what, how, where and what work schedule do you anticipate? 
· Describe plans for outreach to the target population. 
· Discuss plans to obtain participant referrals and the criteria for determining appropriateness for services. Include any policies or processes of other funders and/or collaborating or referring agencies that may affect enrollments. 

4. Collaboration and Community Support
· Briefly describe the history, mission and services, numbers of staff and volunteers and major sources of community support and resources of the Fiscal Management Organization.
· How does your program collaborate with other agencies to impact the problem?
5. Leveraging of Resources
· In addition to United Way funding, what other sources of revenue are used for this project? Include government and foundation grants, individual donations and corporate sources of revenue, etc.

· Identify any in-kind resources that will be used for this project. Include personnel, space, equipment, supplies, volunteer time, etc., and who will provide them. Include how the project will leverage time, talent and/or resources from within the target community.

6. Targeted Outcomes
TARGETED OUTCOMES are the measurable changes expected for participants of the project (increased knowledge, skills, resources, behaviors and/or conditions as a result of participation); or measurable changes to community conditions or changes in the community’s response to identified problems. Required and suggested individual outcomes are listed in each of the Impact Area Funding Priorities found in Attachment A. If the Funding Priority you have chosen identifies specific required outcomes, be sure to include them here.

Each application must  include the requisite number of required outcomes, however, you may also identify additional outcomes that are not listed as appropriate to your project.  
· What are the expected individual outcomes for participants of the project? These are the outcomes you will track and report throughout the length of the funding.  
· Explain how the outcome(s) you have identified align with the chosen Impact Area(s) and Long-term Goal(s). How do the outcome(s) demonstrate incremental progress toward the Long-term Goal(s)?

· Briefly describe your plan to measure individual participants’ progress on the outcome(s). Will you use a standardized assessment, a survey, case notes, observation, etc? When and how often will assessments take place and who will collect the data and evaluate progress? Identify if and how program participants and members of the target community will be supported to participate in the outcome evaluation activities.

C. Outputs 
1 Form
ACTIVITIES TO OUTPUTS (form): Complete the “Activities to Outputs” template provided on the following page of this application.  Identify each activity, and the quantity of direct output(s) you expect will be produced by each activity. 
=================================================================

NOTE: If your proposal is selected for funding, you may be required to outline your plan to measure and report progress on the expected outputs, outcomes and systemic changes on the United Way Logic Model and Outcome Data Collection Plan template. A sample of a completed Logic Model and Outcome Data Collection Plan is included in the attachments. You do not need to complete the Logic Model and Outcome Data Collection Plan with your proposal.

================================================================

	Organization:
	
	Project:
	


	ACTIVITIES TO OUTPUTS TEMPLATE

	DEFINITION: Outputs are the direct products or deliverables resulting from the activities of the project and quantify how much of the activities will be produced. Examples of outputs include number of events, attendees, subsidies, meals, placements, rides, health screens, visits, contacts, hours of service, etc.  Each activity will produce a quantity of output(s).


	INSTRUCTIONS: For this form, identify the specific activities that the project will conduct in the first column. In the next column, beside each activity, identify the direct output(s) of that activity AND the target amount of the output that the activity is expected to produce. Use as many rows as you need.


	ACTIVITIES
	OUTPUTS

	What activities or services will the program deliver to produce the desired results? 
	How much or how many outputs (“units”) will you deliver during one year of project activities? There will be a quantity of output(s) for each activity identified.

	EXAMPLE: Provide parenting skills workshops
	30 parents (unduplicated); 2 workshops every quarter = 8 sessions per year

	EXAMPLE: Cover costs of  transportation to parent workshops
	1 voucher X 30 parents X 8 sessions per year = 240 transportation vouchers per year

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


D. Target Number Served
1 Form
DEMOGRAPHIC DATA REPORT (form): 
Complete the demographic data report on the following page.  The demographic data collection plan identifies the target number of individuals you expect will be served by the project and their demographic characteristics that you will track and report throughout the length of funding.

E. Demographic Data Report
AGENCY NAME ___________________________________________

Required data collection period for this report is January 1 - December 31, 2008 

(Please indicate data only for program requesting funds) All data should be unduplicated counts. 





CLIENT CHARACTERISTICS

Race/Ethnic






Income

African American

__________


Employed


__________

Asian



__________


Retired


__________
__________





Low-Income


__________

Native American

__________


Disability


__________

White



__________


Public Assistance

__________

Hispanic


__________


Unemployment

__________

Other



__________


Unknown


__________

Unknown


__________


TOTAL


           __________

TOTAL


_______



      Age






Residence

Pre K (0-4)


__________


Almont (48003)

__________

Elementary (5-13)

__________


Attica/Lum (48412)
__________

Middle/High (14-19)
__________


Clifford (48427)

__________

Adults
(20-54)

__________


Columbiaville (48421)
__________

Older Adults (55+)

__________


Dryden (48428)

__________

Unknown


__________


Hadley (48440)

__________

TOTAL


_______


Imlay City (48444)
    ________








Lapeer
 (48446)
__________









Metamora (48455)

__________



    Gender




North Branch(48461)
__________









Otter Lake (48464)

__________

Male



__________


Silverwood (48760)
__________

Female


__________


All Others (Lapeer Co.)
__________

Unknown


__________


Others (not Lapeer Co.)
__________

TOTAL


________

TOTAL


__________

E.  Budget
1 Form
PROJECT BUDGET (form): Use the budget form (Summary and Detail) provided and include:

· Fiscal Year End: Indicate the fiscal year end date of applicant
· Column 1 – Total Agency Budget: Detail the sources of revenue and expenses expected in identified fiscal year 209-2010 for the Organization.

· Column 2 represents the revenue and expenditures for the funding requested from United Way for this grant.
· Column 3 represents the revenue and expenditures of the proposed total project budget, including any revenue committed for this project from sources in addition to United Way funding. UWLC does not require a specific match or leverage amount but it is anticipated that there may be other committed partners who bring resources to the project. 
F.  Required Attachments

1. Proposal Coversheet

2. Project Budget and Budget Narrative

3. Board roster and meeting schedule

4. Anti-discrimination policy

5. Bylaws (for any agency applying for the first time in 2010)
6. Articles of Incorporation (for any agency applying for the first time in 2010)

7. License to Solicit
8. IRS 990

Note:  If your proposal is selected for funding, the Fiscal Management Organization will also be required to provide assurance that each partner agency of the project in the collaboration also has an anti-discrimination policy that meets these requirements.
Do not send other attachments with your proposal.

They will not be reviewed
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