MODULE 2

Handouts
Handout 2-1

Develop Your Mission Statement

Answer the following questions about your project:

Who are we?

What do we do?

Who do we do it for?

How do we do it?

Where do we do it?

Why do we do it?

Write your Mission Statement in the space below.

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SAMPLE:
Arlington Youth Against Violence, Inc. (AYAVI), is a nonprofit organization that provides youth violence prevention and intervention services for economically disadvantaged youth ages 14 to 20.  AYAVI’s prevention and intervention services include training, education, and community collaboration.  AYAVI is based in the Washington, D.C., area and serves the youth of Falls Church, Arlington, Fairfax, and Rosslyn, Virginia.  The program’s outcomes include

· Reducing violence among youth

· Providing training and education on alternatives to violence

· Partnering to enhance violence prevention.
Handout 2-2

Create Your Project Notebook

Develop a Program Notebook before you begin writing your grant application.  The notebook should be updated constantly with new information and resources.  Suggested notebook tabs are described below.  Suggestions for the type of information to include in the tabbed sections are provided.

	Notebook Tabs
	Suggested Information To Include

	Project Description
	· Mission

· Values

· Organizational chart

· Board of Directors/Advisory Board information

· Board of Directors/Advisory Board meeting minutes

· Committee lists

· Meeting minutes

· Certifications

· Facility location/information

· Recent contact information (phone, fax, e-mail)

· Outreach process and methods

· Newspaper articles

· Flyers

· Client contact information

· Agency presentations and materials

· Community contacts

· Partnerships

· Stakeholder information

· Service agencies

· Community groups

· Key community liaisons

· Community meeting minutes 

· Key community partners

· Local statistics and census data

· Noted gaps in services

· Data specific to your target group

· Letters from partnering groups

· Testimonial letters from clients served

	Project Approach
	· Sample consent forms

· Specific, measurable, achievable, realistic, and time-limited objectives

· Outcome objectives

· Process objectives

· Product objectives

· Consumer focus group reports

· Cultural competence materials

· Consumer recruitment and retention plans

	Project Management/ Implementation Plan


	· Organizational structure

· Job descriptions

· Resumes of key management personnel

· Resumes of key staff relevant to the project

· Staff-to-client ratio information

· Cost of program

· Monthly accounts

· Recent audits

· Facility licensing and ADA compliance

· Accounting processes and procedures

	Evaluation Methodology
	· Background articles and data on accomplishments

· Relevant articles about the population you serve

· Articles that describe your evaluation methods and performance measures

· Articles that mirror the type of services you provide

· Newspaper articles

· Statistical information on numbers served

· Evaluation and assessment tools

· Data to support the need for project services

· Statistical information on outcomes

· Contact information for potential evaluators in your community (i.e., at the community college) if you do not have evaluation expertise in your agency
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Update and Revise Project Materials Checklist

Use this checklist to ensure that your project materials are updated and revised.

· Are my job descriptions updated and relevant to the proposed project idea?

· Are my resumes revised to clearly reflect my project services?

· Are my marketing materials (e.g., brochures, posters, logo, giveaways, public service announcements) current?

· Do my committee lists (e.g., volunteer training, fundraising, community liaison, staff development) have the correct information on them?

· Are my project and client files complete and standardized?  Do they meet compliance standards?  Are consent forms in order for current services?

· Are my consent forms revised to reflect my current program?

· Are my meeting minutes (board and staff) updated?

· Are my certifications, licenses, and inspections updated?

· Are my facility improvement documents filed and accessible?

· Is my organizational chart current?

· Is my budgeting information organized?

· Do I have possible evaluation information tools for performance measurement and indicators for project success?
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Tips for Conducting Literature Searches and

Community Assessments
· Do not wait until the last minute.  Start now as part of your planning activities.

· Find authors whose work is cited most frequently.  (These are the leaders in the field.)

· Review literature that has been published in the past 5 years and is considered to be major works.

· Try to find research that shows gaps in knowledge that your project addresses.

· Make sure you include literature on the cultural dimensions of the problems from cultural standpoints. 

· Use SAMHSA clearinghouses to help you start and conduct your search.  Ask the information specialists for ideas and how best to find what you need.  You also can request, for a fee, the use of overnight delivery services such as FedEx, UPS, or U.S. Postal Service, rather than waiting for regular mail.

· Go to your local university or college (online if you are in an isolated area). Ask for free help, and solicit assistance from master’s and doctoral degree candidates who are looking for course projects.  Also, gain access to the libraries there.

· Meet with State and local health, mental health, and substance abuse offices to obtain State and local data collection reports.

· Don’t reinvent the wheel; many searches have been done and can be purchased for your project.

· Assign a staff member or student the task of an ongoing literature search and collection of relevant materials for review.

