Proposal Development Worksheet
Executive Summary – Write this section last, even though it often appears first.  It should be a brief but compelling summary of the seven sections below.
(1) Introduction

a. History of your Organization?

b. What accomplishments or results have you achieved?

c. What credentials or expertise do you possess?

d. Who do you serve?  In what geographic area?

e. Who funds you?  How many supporters do you have?

(2) Problem or Statement of Need

a. What is the problem you’re organization is trying to solve?

b. What needs do you address – individual needs, community needs?

c. How big is the problem?  How do you know?

d. What has been tried in the past to solve this problem?  Why hasn’t it worked?

e. Who else is out there addressing this problem?  Why are you different?
(3) Objective

a. What are you trying to achieve?

b. Is your objective realistic, given the nature and scope of the problem?

c. Is your objective measurable?  Will you know when you have succeeded/

(4) Method and Workplan

a. How are you going to address the problem?

b. Why is your method better than other methods?

c. Has your method been successful in the past?  Where?

d. Why are you qualified to apply your method?

e. Who will do what, when, where, and why?

(5) Evaluation

a. If and when you are successful in reaching your objectives, how will you know?

(6) Future and other Necessary Funding

a. If we can’t fund your entire project or program, how will you pay for the rest of what is needed?

b. Once your funding from this foundation runs out, how will you keep your program going?

(7) Budget 

a. How much is all this going to cost?
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