MODULE 5

Handouts

Handout 5-1

Build Your Application Outline
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Handout 5-2

Grant Application Process Worksheet
Directions:  

Using the sample RFA and the outline you developed in the last activity, your small group will practice developing a project narrative for a grant application.  First, study the questions on the grant application process worksheet.  Then, using the sample RFA Part I, answer the questions under each section (I through IV).  Within the time allowed, answer at least four questions of your choosing in each section.  If you do not know the answer to a question, write a note to remind yourself that you will need to find the answer when you are putting together an application back home.  You can use this worksheet as a model when writing the project narrative of your future grant.  Please review the Writing Tips section of the workshop as you write your grant project narrative, and review the Pitfalls To Avoid section before submitting your completed application.

Handout 5-2-A

Section I:  Project Description
· What is the mission of our organization?

· Why and how is our organization suited to provide the activities in this funding announcement?

· What is SAMHSA requesting?

· What is the purpose of this grant program?

· How does our mission fit with the purpose of this grant announcement?

· What resources are available for our project?

· Are our target population and service area defined?

· What are the logical reasons this grant application should be supported?

· Have we found and incorporated literature published within the past 5 years?

· What does the literature (published in the past 5 years) say about this issue?

· Does the literature reference any gaps in knowledge that our project addresses and that SAMHSA wants to address?

· How does our project address those gaps?  (If we propose to expand a pre-existing program, how many people are we currently serving?  What are the results to date? Is this a fundable activity for this RFA?)

· Have we discussed the community demographics and problems?

· Have we clearly described the target population?

· Have we documented the rationale for serving this population?

· Have we documented the population’s need for the service we provide?

· What is our rationale for choosing this population?

· What are the cultural dimensions of the project presented in the literature?

· What specific RFA requirements for data exist?

· How does our project meet these requirements?

· Have we included sources of local data?

· State and county public agencies

· School systems

· Court systems

· HIV/AIDS planning councils

· Community health assessments

· United Way organizations

· U.S. Census Bureau and other Federal Agencies

· Hospitals

· Have we expressed any solution to the problem in terms of goals, objectives, and methods?

Handout 5-2-B

Section II:  Project Approach
· What are the goals for our project?

· What are our objectives to meet that goal?

· Are the objectives Specific? 

· Are the objectives Measurable?

· Are the objectives Achievable?

· Are the objectives Realistic?

· Are the objectives Time-limited?


THINK SMART!

· How do the goals and objectives meet SAMHSA’s needs?

· Have we written brief and clear objectives? 

· Have we listed the objectives in order of importance? 

· Have we clearly addressed what tasks must be completed to carry out our objectives? 

· What is our timeline for starting and completing our objectives?

· Have we clearly stated the reasons for selecting our methods? 

· Have we involved the target population in developing goals, objectives, and methods? 

· Have we taken steps to ensure cultural competence? 

· Have we addressed how participants will be recruited and retained? 

· Have we considered ways to protect participants from potential risks?

Handout 5-2-C

Section III:  Project Evaluation
· What type of evaluation design does the RFA require?

· Do we have experienced evaluators involved in the design phase?

· What questions do we want the evaluation to answer?  (e.g., How did we do our work?  What changed because of our work?)

· What information is needed to conduct the evaluation?

· What GPRA data need to be collected?

· How will the GPRA data be collected?

· What data collection instruments will be needed?

· How will other data be collected?

· What staff will be needed to conduct the evaluation?

· How will we involve the target population in the evaluation design and implementation?

· How will we ensure that the evaluation design is culturally competent?

· How will we analyze the data and make results available to SAMHSA, the community, and others?

· How will we protect the data?

· How will we maintain confidentiality?

Handout 5-2-D

Section IV:  Management Plan and

Staffing Plan Review
· What is our organization’s capacity, its uniqueness, and its niche?

· Have we described how our organization’s uniqueness matches the needs of the target population?

· What are the roles and responsibilities of all key staff?  Are they spending sufficient time on the project?  Is the caseload reasonable?

· Have we fully described the qualifications of our staff, especially our project director?  Will the project director devote sufficient time to direct the project?  

· What is our timeline for project completion?  (Have we designed and developed a chart or timeline that is feasible?)

· Does our staff reflect the target population and is our staff culturally competent (especially if we serve multiple populations)?

· If we are using consultants, have we indicated why they are necessary?

· Have we revised and updated our CVs, resumes, and job descriptions?

· Have we described and documented any cooperative or collaborative agreements or Memorandums of Agreement (MOA) or coalition memberships made with other organizations included in the application?

· How much will the project cost?

· Have we divided the expenses into three sections (i.e., personnel expenses, direct project expenses, administrative or overhead expenses)?

· Do we need an IRS letter declaring our organization as tax-exempt?

· Do we need to list our board of directors and each board member’s affiliations?

· Do we need to include a financial statement from the last complete fiscal year?

· Do we need to include a budget for the current fiscal year?

Handout 5-3

Project Management and Staffing Plan
· Have we described the organization’s experience, capacity, and uniqueness? 

· Have we detailed the roles and responsibilities of key staff? 

· Have we described the expertise and experience of the staff? 

· Do we know the amount of time each person will work on the project?  Is this amount of time reasonable?

· Have we developed a timetable for starting and completing project activities? 

· Have we demonstrated that the staff reflects and is culturally competent to work with the target population(s)? 

· Have we indicated the role and reason for using consultants or other external resources? 

· Have we described and documented any cooperative or collaborative agreements made with other organizations included in the application? 

Handout 5-5

Prepare Your Budget
Use this chart as a checklist to help you complete the Budget and Budget Narrative of your grant application.

	Budget Section
	Yes
	No

Plan to Do

	Did we check to see if the budget includes all the staffing, activities, and resource needs outlined in the project narrative?
	
	

	Did we adhere to the agency budget guidelines in planning and allocating resources for various objectives and tasks?
	
	

	Have we established and documented our approved Federal indirect cost rate?
	
	

	Have we reviewed all the budget forms and gathered the appropriate budget information and documentation needed to complete the forms?
	
	

	Did we use basic accounting concepts and terminology?
	
	

	Have we assembled and explained all required cost justification documents?
	
	

	Did we recruit someone with solid accounting experience related to grants and projects to assist our writing team?
	
	

	Did we involve the accountant in the program planning to ensure proper integration of resources with project objectives?
	
	

	Did we project our expenses as accurately as possible and double-check our projections and totals?
	
	

	Did we project budget requirements and narrative for each year of the grant?
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