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Overview

Module 2 will lead you through preplanning and organizing for the preparation of your grant application by exploring some essential basic questions you must address before you decide to apply for funding:

· Do you have the right personnel to write a successful grant application?

· Do you have the time to organize and write a successful grant application?

· Do you have the experience and expertise to make your proposed project work?

Preplanning can help you by putting many of the required resources and materials at your fingertips. This step is important because the timeframe for grant application development is limited, usually between 45 and 60 days. With preplanning, the process of writing your application will be made a great deal easier.

Purpose of Module 2:

Module 2 will discuss the steps to identify, organize, and update needed program and community information in preparation for deciding to submit a SAMHSA grant application.

Module 2 Learning Objectives:

By the end of this module, you will be able to:
· Identify core elements needed to develop your mission statement.

· Organize and revise existing resources to clarify the decision-making and grant-writing processes. Keep them in a notebook.

· Update and revise current program information.

· Identify and describe existing community partnerships and how you can expand your professional networks and incorporate new partners in the application process.

· Identify and utilize the Advisory Committee (see page M2-17 of this module) tool to provide project guidance and resources.

· Identify resources for literature review and community assessment.

· Understand the value of contacting and visiting other successful projects.

· Identify gaps in program- and project-related information and skills, and learn where to secure resources to address these needs.

Module 2 Underlying Assumptions:

· You already have many of the resources and capabilities you need to write a competitive grant application.

· By assessing your resources, you can decide if now is the time to apply or if more planning time is needed.

· Linking with other community groups may help give your project greater credibility.

· Preplanning will save you time, effort, and energy and can help support a systematic and efficient grant-writing process.

Module 2 Agenda

Topics to be discussed:

· Know your project
· Create your project notebook 

· Update and revise your project materials

· Understand the reasons for partnerships and networks

· Know the importance of building coalitions

· Work with an advisory committee

· Learn about literature search and community assessment resources

· Contact and visit successful projects

· Identify planning needs and resources
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Know Your Project
	Know Your Project
· Mission Statement:

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?




Your project has a reason for existing—its “mission.” Developing a clear way to describe your mission is essential for your project summary and narrative, both of which are critical components of your grant application. Before submitting a grant application, you should first develop a mission statement for your prject to use in exploring funding sources and describing your project to SAMHSA. If you already have a mission statement, make sure the core elements of your mission statement reflect the following:

· The type of organization you are 

· The types of services you provide 

· A description of the target audience(s) you are providing the services for

· Your methodology for providing these services

· The location of your organization and where these services will be provided 

· Why you are providing these services

The following are the core parts of a mission statement:

· “Who we are” is your name and type of organization, such as the ABD Agency for Women, a nonprofit, community-based organization in Chicago.

· “What we do” is the services you provide, such as smoking cessation support groups.

· “Who we do it for” is your consumer base—the people you serve—such as women over age 21 and their teenage children.

· “How we do it” discusses the activities you use, such as workshops, support groups, and public service announcements.

· “Where we do it” is the specific geographic area in which you provide services, such as neighborhoods on the southside of Chicago.

· “Why we do it” is the community problem you want to change—your measurable goals and desired outcomes—such as less smoking and tobacco use among women over age 21 and their teenage children.

A sample mission statement is provided to assist you in the following activity for developing your own mission statement:

NOTES:  


Activity: SAMPLE Mission Statement

	Sample Mission Statement
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 project’s goals and desired outcomes include
· Reduction of violence among youth

· Training and education on alternatives to violence

· Partnering to enhance violence prevention




Activity: Part 1

Using this sample mission statement, answer each of the following key questions. Note that the “we” has been changed to “they” for the purpose of the exercise.

Who are they? 

What do they do? 

Who do they do it for? 

How do they do it?

Where do they do it? 

In the sample mission statement provided above, the

“Who they are” is Arlington Youth Against Violence, Inc. (AYAVI), nonprofit organization  

“What do they do” is provide youth violence prevention and intervention services 

“Who they do it for” is economically disadvantaged youth ages 14 to 20 

“How they do it” is AYAVI’s prevention and intervention services, including training, education, and community collaboration.

“Where they do it” is the Washington, D.C., area and Falls Church, Arlington, Fairfax, and Rosslyn, Virginia  

“Why they do it” is the project’s goals and desired outcomes which include

· Reduction of violence among youth

· Training and education on alternatives to violence

· Partnering to enhance violence prevention

NOTES:  


Activity: Part 2

Using Handout 2-1, Develop Your Mission Statement, take a few minutes to answer the questions as they relate to your program. Be sure to keep this page in your Project Notebook, which will be discussed next.  

Create Your Project Notebook   

	Create Your Project Notebook 
· Project Description
· Project Approach

· Project Management/Implementation Plan

· Evaluation Methodology




To organize and revise existing resources to help you clarify the decision-making and grant-writing processes, create a notebook (using a large three-ring binder and tab dividers) that identifies your project, describes your approach to the project, outlines your management and implementation plan for the project, and describes your methodology for evaluating the impact and success of your project.  

When putting together your Project Notebook, begin by thinking about a problem or need in the community that your project could try to change. These problems or needs also should be SAMHSA concerns. SAMHSA Requests for Applications (RFAs) usually include the sections mentioned above, although they sometimes are titled differently. Your notebook sections should contain the following information:

· Project Descriptions—your description of the proposed project and supporting data about the community need and the target group for your proposed project.

· Project Approach—the goals, objectives, and activities you propose for your project.

· Project Management/Implementation Plan—how you will lead and manage the activities, funds, and staff for your proposed project.

· Evaluation Methodology—how you will measure whether your project activities worked in making an impact on the community problem or need.

Guidance on how to develop each of these sections is provided in Module 5.

Activity: Creating Your Project Notebook

A Project Notebook is one way to organize grant application information so it is complete and easy to use. Using Handout 2-2, Create Your Project Notebook, review the list of suggested information to include under each of the suggested tabbed sections. After you have completed the review, answer the following three questions. Record your answers below.

· What information do you have now that would be included in this section?

· What information do you still need to develop or add to this section?

· Do you have any questions or ideas about the “Suggested Information to Include” section?

NOTES:  


Update and Revise Your Project Materials

	Update and Revise Your Project Materials
· The information provided in your grant application must be current. 
· Before you begin to write your grant application, stay up to date on the topics and on current ways to address them to make sure the information in your application is “state of the art.” 

· Use the Checklist (Handout 2-3) to remind you of the types of information in your Project Notebook that need to be updated.




Read the questions on the handout. By using the Checklist, (Handout 2-3) you can help ensure the information in your grant application is current. By keeping this information current throughout the year, you can reduce the time it takes to prepare the application.  

Consider:

· Does your project go through some kind of site inspection or review? Who inspects or reviews your project’s? Examples could include funding sources, the state, a board of directors, a parent organization, or school representatives.  

· Does your project have open houses or invite the community in for special events? If so, what do you do to prepare?

Just as you have learned from these experiences that it is not a good idea to procrastinate or be unprepared, it is the same for writing your grant application.

Remember that

· Grant applications require up-to-date information.

· Updating program materials regularly will help you review your eligibility and preparedness when funding opportunities are announced.

· Once updated and revised, you are a step ahead in preparing for the application process.

NOTES:  


Understand the Reasons for Partnerships and Networks

	Understand the Reasons for
Partnerships and Networks
· Join together with other groups, which can lead to project support and sustainability. (Longer life!)
· Share information about your community.

· Share resources and data.

· Obtain buy-in and validation from other organizations.

· Engage in respectful public relations with colleague organizations

· Create a strategic design to ensure cultural competence

· Engage in community dialogue at all levels for project design and service delivery




Besides preparing your Mission Statement and Project Notebook and updating your project information, you should devote time and energy to developing and nurturing partnerships and networks. Grant funding announcements often ask you to discuss these relationships to show community understanding and involvement. In addition, you will always have to show cultural competence and responsiveness in all areas of your project. Cultural competence is discussed in more detail in Module 5).

Demonstrating working relationships with a variety of groups in your community and the specific project target group greatly enhances your credibility. If you are well known and respected in the community, it may help assure funders that good consumer recruitment and retention for your project will be likely.

How would you define the word “partnership”? One definition of “partnership” is “a community, organization, or groups with whom you associate and collaborate for services.”

Grant applications often require projects to include a sustainability plan. A sustainability plan explains how you expect to keep the project going when Federal funding ends. Partnerships can allow for increased opportunities for alternative funding. Sharing information, resources, and data will give you much-needed background and support for your project ideas—and save you time! Partnerships and networks can serve as forums to share and receive information. Buy-in and validation show that groups in the community respect your project and will support your work.

Some reasons for building partnerships and networks can include

· Building project support and sustainability (Longer life!)

· Sharing information about your community

· Sharing resources and data

· Obtaining buy-in and validation

· Developing solid public relations

· Developing a strategy design for cultural competence

· Encouraging community dialogue at all levels for project design and service delivery

Respectful public relations are developed by open communication with partners to ensure you are meeting the needs of the target population and establishing a positive reputation as a contributor to the community. 

Partnerships and networks can provide staff, stories, data, lessons learned, and feedback to your project to help you design effective services. You need more than a good plan for a community project to work. You need good partners, good listening skills, and investment in the community and people you hope to serve.

Do you belong to a partnership or network? If so, who are they and how do they help you? How do you help them? If not, are there potential partnerships or networks in your community that you could join?

NOTES:  


Activity: Partnerships and Networks 

	Partnerships and Networks Activity
Draw a circle on the newsprint. 
· Write the name of your project in the circle.

· Write the names of your partners, networks, and coalitions outside the circle.

· Draw an arrow from the circle to the names you listed.

· Under each name, list the relevant services and resources the partnership or network provides.

· Note in another color what you offer the partnership, network, or coalition.




Activity Instructions

The instructions provided above are for a short exercise to help you identify partnership and networking groups, what they provide you, and what you provide them.

Follow the instructions and remember that all relationships involve both give and take. Networks are people or organizations that can link you to valuable resources. 

Once you have completed your diagram, consider the following questions:

· How can you begin developing a new partnership? Your answers might include attending workshops and training with peers, visiting projects and programs, offering to present the project at local and national meetings and conferences, joining advocacy and professional groups, and conducting annual open houses with extensive invitation lists.

· How can you nurture your existing partnerships? Your answers might include participating with other projects, writing letters of support, attending community meetings, inviting community leaders to join your advisory committee, sharing resources when possible, and starting a network of local project managers.

Jot down any good ideas below. Remember, grant announcements may require applicants to describe existing partnerships and networks. 
NOTES:  


Know the Importance of Building Coalitions

	Know the Importance of
Building Coalitions
· The organization of relationships with people, projects, and processes to strengthen community resources and move the community to positive social change.



Building coalitions is important because coalitions provide an organization of relationships with people, programs, and processes to strengthen community resources and move the community to positive social change.

Along with partnerships and networks to help your project succeed, coalition-building is important. Coalition-building draws upon all your partnerships and networks. 

Your project is designed to provide specific services to a specific target group within your community. SAMHSA knows that one project cannot solve all the problems in a community. Individual projects shouldn’t try to do everything, but you should connect with many groups, programs, and people in your community to form a larger resource for constructive change. 
Coalition-building helps bring together all the programs in your community—health, church, school, social services, housing, and arts, to name a few—to identify how to work together to meet community goals. Your project should contribute to, if not lead, coalition-building in your area. Your relationships with other organizations can demonstrate a “continuum of care” often required in RFAs. 
Name any coalitions in your community with which you are familiar.  

Do you know how the coalitions started?

How do you believe communities can be empowered to work together for community solutions?  

Please refer to the NCADI website via www.samhsa.gov for available workshops and resources to assist with coalition-building. 
NOTES:  


Work With an Advisory Committee

	Work With an Advisory Committee
Assess Your Committee
· Does the committee represent the diversity of people in my community?

· Does the committee have representation from the target population?

· Do the people on the committee have access to resources, expertise, information, or funding?

· Does the committee meet on a regular basis?

· Do we take advantage of and learn from committee members’ expertise?




Does your project have an advisory committee?  
Is it a local committee? A local advisory committee can greatly assist your project. 
A local advisory committee may help with the following: 

· Project status in the community

· Evaluation expertise

· Project planning ideas

· Providing past experience and input in a variety of fields, such as accounting, medicine, research, fundraising, marketing, and graphic art

· The recruiting focus group participants and soliciting consumer involvement  

It is important that advisory committee members are local residents and familiar with the community. 
As you describe your organizational structure in your grant application, members of an effective advisory committee should be listed. If no committee exists right now, you should begin to think about potential members who represent the essential components and needs of your project. Remember to include consumers and consumer family members for service ideas. 

Look at the following questions and make notes below. When working with an Advisory Committee, ask the following questions to assess your committee:

· Does the committee represent the diversity of people in the community?

· Does the committee have representation from the target population?

· Do the people on the committee have access to resources, expertise, information, or funding?

· Does the committee meet on a regular basis?

· Do we take advantage of and learn from committee members’ expertise?

NOTES:  


Literature Search and Community Assessment Resources

	Literature Search and Community Assessment Resources
· Make a list of the types of information that would be of most benefit to your project.
· Understand that a literature review and community data usually are required sections of the grant application.

· Demonstrate an understanding of the current knowledge base related to your project area.




Part of SAMHSA’s mission, as you learned in Module 1, is to improve the accountability, capacity, and effectiveness of treatment and prevention services for substance abuse and mental illness. That’s why SAMHSA constantly monitors what works and why, as well as what doesn’t work and why not. Your project, when funded, becomes a part of that knowledge base.  

A literature search helps you to find current thinking about your project plan and target population. This is important for building the Project Description and Project Approach sections. A literature review entails reading and analyzing the information to tailor it to your project design plans. 

A community assessment provides specific information on how to plan, deliver, and evaluate your proposed project. We will discuss how to do a literature search in another module, but for now you should look at reasons to do a literature search and review and a community assessment.  
Using Handout 2-4, Tips for Conducting Literature Searches and Community Assessments, review the tips for conducting literature searches and community assessments:
· Make a list of the types of information that would be of most benefit to your project.

· Understand that a literature review and community assessment usually are required sections of the grant application.

· Demonstrate an understanding of the current knowledge base related to your project area.

NOTES:  


Reasons for Literature Search and Review and Community Assessment

	Reasons for Literature Search and Review and Community Assessment
· The literature review you do will help 

– Establish the theoretical or conceptual basis for your proposed project.


– Determine the best strategy for carrying out proposed project activities.


– Demonstrate the relevance of your project and how it will add to the total body of knowledge.


– Assist with the development of comprehensive project goals and objectives.



Take time to familiarize yourself with the current and relevant literature and what various Web sites have to offer—such as Substance Abuse Librarians & Information Specialists (SALIS) at http://www.salis.org and the National Library of Medicine’s MEDLINE/PubMed at http://www.ncbi.nlm.nih.gov. 
NOTES:  


Learn about Literature Search and Community Assessment Resources

	Learn about Literature Search and Community Assessment Resources
· Begin your literature review by performing a computerized search of SAMHSA’s National Mental Health Information Center (NMHIC) and National Clearinghouse for Alcohol and Drug Information (NCADI) databases related to your project area. 
· Sort the types of information that would be of most benefit to your project.



The size of a literature search can be overwhelming, so begin with resources already available. A literature search establishes the theoretical or conceptual basis for your project. Reading and reviewing current materials written by leaders in the field can help you determine the best strategy for carrying out your project. The trick to conducting a good literature search is to be as specific as possible. Try to list words or phrases that best focus on your project service, target groups, methodology, evaluation plan, or other terms. 

The information specialists at national clearinghouses can help you target search words to gain as much information as possible. Community colleges and universities are another resource for completed literature searches. The literature search and review help you demonstrate that your project idea will help SAMHSA in building knowledge to share with programs throughout the country.

Review Handout 2-4, Tips for Conducting Literature Searches and Community Assessments.  

NOTES:  


Contact and Visit Successful Projects

	Contact and Visit Successful Projects
· Promising practices are interventions based on clinical opinions or consensus opinion, for which there is a lack of research evidence.  Many activities conducted in the treatment and service arena have not received research attention (e.g., discharge planning), yet providers are generally in agreement about what constitutes “desirable” practices.
· Find out about successful programs using promising practices in your geographic area.

· How could your project benefit from connection to a successful program?




You will now explore the usefulness of visiting past or current SAMHSA grantees.  
A SAMHSA Program Contact always is listed in the grant announcement. The contact may know of successful SAMHSA grantees in your area that you can visit. In addition, the SAMHSA Web site can provide you with information about projects in your area conducted by SAMHSA grantees currently serving your target population. A visit to successful projects will help you in the following ways:

· You can begin to build and expand partnerships and professional networks.

· You can get additional ideas and resources for your literature search.

· You can gain “lessons learned” (what to do and what not to do) to help you avoid pitfalls in preparing your grant application.

· You can identify service gaps, unmet needs, and other “targets” of opportunity.

· You can get further ideas and sources of information on how to frame the evaluation component of your project.

· You can learn new programmatic ideas (what has worked regarding staffing, structure, budgeting, etc.).

Have you ever visited a SAMHSA grantee project? If so, state briefly what you gained from the visit. 

NOTES:  


Activity: Contact and Visit Successful Projects 

	Contact and Visit Successful
Projects (Activity)
· Turn to your left; find someone not a part of your project team.
· Spend 10 minutes to identify three measures, ideas, or lessons learned that you could each offer the other.

· Contact this person after the workshop to schedule further discussions.




We can learn from each other, but the first step is making contact! The following is a short activity to help you understand what kinds of resources projects can offer other projects.

You are encouraged to contact someone who has a project in the training group or back home in your community to build a network.
This activity will help you understand the importance of contacting and visiting other successful projects. Using the following instructions, complete the activity:

· Turn to your left; find someone not a part of your project team, or when at home, contact someone you know in the community.

· Together, identify three measures, ideas, or lessons learned that you could each offer the other.

· Contact this person after the workshop, or following your initial community-based meeting to schedule further discussions.

NOTES:  


Identify Planning Needs and Resources

	Identify Planning Needs
and Resources
· Knowing these needs will help you gather resources and be prepared.
· What training and resource needs for preparing your grant application have you identified thus far?




Think about what has been covered thus far. Remember that the Introduction session reviewed the blocks to writing successful grants. Have you discovered any “blockbusters” to remove the blocks? 

You will now look at more planning needs and resources for those needs. 

1. List training or resource needs you may have in planning to write your grant application. An example of a training need might be identifying in-house evaluation expertise or available consultants. 

2. Can you identify resources to meet any of the needs? 

Ongoing technical assistance support from SAMHSA and other sources may be found on SAMHSA’s website www.samhsa.gov. 

Identify your project’s planning and resource needs to help identify project gaps in information and skills. Learn where to secure these resources to address these needs and to prepare your grant application.

NOTES:  


Summary Points to Remember…

	Take-Home Points and Summary
· Preplanning can help your grant-writing process be more efficient and productive.
· Developing your mission statement is essential.

· Your Project Notebook will be your roadmap to writing a clear grant application.

· Identifying and filling in the gaps in project knowledge will strengthen your proposed ideas.

· The amount of planning, organizing, and preparing (visiting successful SAMHSA projects and researching the literature) you do will pay dividends when your writing begins.
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