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A grant is an award of money that can be used to fund ideas, projects and
programs to reach the goals of the community you live or work in. Grant awards
generally do not need to be paid back. However, there are usually specific rules for
applying for grants and for how grant funding can be used. Read on to learn more.

TYPES OF FUNDERS

Federal, State and Local Governments

Government grants tend to have more
requirements and more complicated
applications. The type of grant, who can
apply and how to apply depends on the
funder. Use these websites to search for

funding opportunities: A
e Federal funding:grants.gov® B E B
 New York State funding: I I I I

. é
https://on.ny.gov/3waHcqB F N

Foundations

Foundation grants tend to be more specific

and are based on the funder's preferences

and priorities. Types of foundation funders:
o Community foundations $

o Corporate foundations
o Family foundations b
FIND FOUNDATION FUNDING ¢~

o Private foundations
Candid.org has a foundation directory that can

be accessed for free at the Central Library
branch in downtown Buffalo.
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FINDING THE RIGHT
GRANT FUNDING

[[] DOES IT FIT WHAT YOU NEED?

Make a list of needs for your community
or organization. Can this grant be used
to fund the project you have in mind, or
to fit another need?

[[] ARE YOU ELIGIBLE?

Most funders will include information
on what kinds of organizations or
people are able to receive the funding.
Learn more on page 3.

[C]1S THIS THE RIGHT TIME?

Do you have the time, people and other
resources needed to apply before the
deadline and to plan and complete the
project if itis funded?
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GRANT TERMS TO KNOW

Grants and their funders have their own words and rules. This makes applying for grants
challenging. Below are definitions of common terms used by grant funders.

REQUEST FOR APPLICATIONS (RFA)

A funder's written invitation for organizations to
apply for available grant funding. Also called a
solicitation, request for proposal (RFP), notice
of funding opportunity (NOFO) or funding
opportunity announcement (FOA).

APPLICATION OR PROPOSAL

Your formal request for funding, often using a
special form provided by the funder. The
organization, group or person who is completing
the application or proposal is the applicant.

GRANTOR OR FUNDER

An organization, group or person that is offering
funding in the form of a grant.

GRANTEE OR RECIPIENT

The organization, group or person that receives
the grant.

DEADLINE

The last day that a grant application will be
accepted by the funder. May also be called a
receipt date or postmark date.

GRANT PERIOD

The period of time when all grant activities
happen. All funding must be spent within this
time. Also called a funding period.

FORECASTED OR ANTICIPATED

Grant opportunities that are expected to

become available soon, but are not yet available.

This allows potential applicants to begin to
prepare to apply even before the grant opens.

PRIORITY OR TARGET POPULATION

Individuals, groups or communities that are the
focus of the program or services that will be
funded through the grant.

GOALS & OBJECTIVES

The short-, medium- and long-term results or

changes you want the grant program to achieve.

Objectives are smaller, more specific and
measurable steps to reach larger goals.

OUTCOMES

The benefits or changes you hope will happen as
a result of the grant project, such as lower rates

of anillness in a community or improved mental

health among participating youth.

DELIVERABLES

The direct, tangible results of grant activities,
such as number of people engaged, hours of
service provided or materials developed. These
are the activities you are agreeing to complete in
exchange for grant funding.

WORK PLAN

A written action plan that outlines all steps of a
project. Can include goals, objectives, tasks,
outcomes and deliverables as well as team
member responsibilities and timelines.

COST SHARING OR MATCHING

Some grants will require that the grant
recipient's organization pay for some of the total
cost of the program. This "payment" can be
money or in-kind, meaning goods or services
that are donated. Estimate the value of any in-
kind contributions in dollars and include the
amount in your budget.

PERSONAL SERVICES

The portions of the budget that will be spent on
paying salary and fringe benefits (such as
insurance) to people you pay with a paycheck.
This does not include contracts with other
organizations. May also be called personnel.

NON-PERSONAL SERVICES

The portions of the budget that will be spent
paying for supplies or services, not staff. Non-
personal services can include supplies, travel
costs, contractual services, rent, utilities and
indirect costs. May also be called non-personnel.

INDIRECT COSTS

The expenses involved with maintaining and
running an organization even when not delivering
services or programs. Examples include
insurance, utilities and accounting costs.



GRANT ELIGIBILITY

Confirming whether or not you are eligible to grants New York" or "small business grant."
apply for and receive a grantisimportant. It  STEP 2: Read the eligibility information from
does not matter how great a grant is if your the funder. All funders will include
organization is not allowed to receive it. information who is able to receive funding in
STEP 1: Know what type of organization you the grant description.
represent or if you are applying as an STEP 3: Gather any documentation that is
individual. Types of organizations include: required to prove that you are eligible before
Nonprofits (organizations that provide a beginning your application. If you are not
service or benefit to the community eligible and do not have an eligible fiscal
without focusing on earning profits) sponsor (learn more below), this is probably
Small businesses not the right grant for you. Keep searching
Grassroots organizations for other grant opportunities. You can also
You can search for grants for your type of consider options to increase your eligibility
organization by searching for "nonprofit for grant funding opportunities.

INCREASE P
YOUR ELIGIBILITY ==

Most grants are only available to some groups. For example, many foundation grants are
only open to 501(c)(3) nonprofit organizations, a group with a specific tax-exempt status. If
you are having a hard time finding grants you qualify for, read on to learn about ways to
increase your eligibility.

APPLY FOR NONPROFIT STATUS

501(c)(3) nonprofit organizations will be eligible for the most grants. 501(c)(3) and other
types of nonprofit organizations are tax exempt, meaning they do not have to pay some
taxes. To become a nonprofit organization, you must apply for tax-exempt status with the
Internal Revenue Service (IRS), which takes time, effort and money. Additionally, nonprofits
must keep detailed records and submit information to the IRS each year to keep their tax
exempt status. For more information or to start this process, visit: bit.ly/IRSnonprofitstatus g

PARTNER WITH OTHER ORGANIZATIONS

Another option is to work with an existing nonprofit whose mission is similar to your own.
You can apply as a partnership with the nonprofit as the primary (main) applicant and share
or split grant funds and responsibilities. You can also use a formal agreement called fiscal
sponsorship to apply for grants under another organization's tax-exempt status. The fiscal
sponsor is legally and financially responsible for the grant and typically reviews grant
applications, documentation and reports. In exchange, smaller organizations often agree to
provide a portion of the grant funds (such as funds for indirect costs) to the fiscal sponsor.
To learn more about fiscal sponsorship, visit: https://bit.ly/fiscalsponsorshipinfo o
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TYPES OF GRANTS

Grant opportunities may be organized by
who is eligible for funding or the types of
activities that can be funded.
e Competitive grant: Funding is available and
open to any organization that is eligible.

Grants are awarded to applicants who plan a
project and complete an application. Also
called discretionary grants.

Continuation grant: An extension or renewal
of a grant that has been

awarded before for a

new grant period.

Usually only available

if you have received

the grant before. |

PARTS OF AN APPLICATION

¢ Planning grant: Funding to create a plan for a
new project is included. Funding to carry out
the project may or may not be included. These
grants are less common and clearly labeled.
Program grant: Funding to carry out a new
project or expand an existing project. Also
called an implementation grant. Program
grants may include a planning period. Most
grants are program grants.

UNSOLICITED GRANTS

Some funders may accept grant applications

, even if they do not have an open RFA. Send a
letter of inquiry (LOI) to see if they want to hear
your grant proposal.

Every grant application and grant funder is different and may ask for different information as part of
the application or proposal for their grant. Read on to learn about some common elements.

LETTER OF INTENT OR INQUIRY (LOI)

A short letter describing your organization and
specific funding request that is sent to the
funder before a full grant proposal. Some
foundations prefer this, and some federal and
state grants request or require an LOI.

COVER LETTER OR COVER SHEET

Sometimes requested as the first page of a
grant application. A cover letter introduces the
applicant and summarizes the proposal. A
cover sheet, also called a face page, must
contain specific information requested by the
funder, who may provide a specific form.

APPLICATION OR PROPOSAL

The full, detailed grant request. Funders may
request a specific format, such as writing
answers to a list of questions they provide, or
may allow the applicant to choose any format.

ATTACHMENTS

BUDGET

The financial plan for each grant period. Includes
the estimated cost of everything you need for
the project, including staff and materials.
Budgets are divided into budget lines, or
categories. Many funders will provide a budget
form. They may also provide a list of what funds
can and cannot be spent on ("allowable" or "not
allowable"). Every planned expense should be
explained. The funder must approve the budget.

BUDGET NARRATIVE

A written description of the purpose of each
expense, often including an explanation of how
the dollar amounts were calculated, for example,
listing the price per unit and number needed.

LETTERS OF SUPPORT

Written letters from organizations that show
their support for your project. Letters of
Commitment describe the role they will have in
the project. May be required or optional.

Other documents the funder wants included with the application. Attachments may be required or
optional. Examples of requested attachments include resumes of key staff, organizational charts
and proof of nonprofit status or fiscal sponsorship. Read the funder's instructions carefully.



WHAT TO INCLUDE IN
A GRANT PROPOSAL

Every grant is different. Every funder will have their own application
and requirements that must be followed. However, a strong grant proposal will:

e Describe the problem you want to address. Who is affected, and how? Why should the
funder care about this problem? Why is this problem occurring? Why is it important to
address it now? Use research and data, including statistics and stories, and avoid making

assumptions.

State the outcomes you hope the program will achieve with the grant funding.
A funder may also call these objectives, results or goals.

Set goals that:

Are specific

o Can be measured

Align with your overall values and goals
o Can be met within the amount of time

(e]

(o]

Say how you plan to address the problem
and achieve the outcomes. Describe
what your organization will do when you
get the grant. Include how you wiill
measure and report success. Explain
what you will do like you would explain the
project to someone who knew nothing
about it. Include:

o Who will be served by the program?
Who will do the work? Will you partner
with any other organizations?

o What will happen? What strategies
will you use?

o When will it happen? Include a
timeline of all of the program
activities.

o Where will the work take place?

o How will the outcomes be achieved?
How will you measure and document
progress?

o Why should the funder choose your
program? Why are you the right
organization to address the problem
(are you experienced, trusted, etc.)?

PREPARING FOR
FUTURE GRANTS

If you are not ready to apply yet, or
have not found the right grant
opportunity, there are still things you
can do now to prepare.

Write a description of your

organization.

Include your mission and goals, priority
populations and community, partners and
assets, leadership, and a brief history.
Write a description of the project
or program you are trying to fund.

Use the information on this page to help
you describe the problem, desired
outcomes and plan for your program. If
possible, create a sample budget.

: "



BUDGET BASICS

Grant proposals should include a budget breakdown. The funder may ask you to fill out a
The funder Specific form. Below is a sample of some of the parts of a budget.

id
:\I?gtpél;ow € | Budget Items Amount Requested
categories A.[salaries $51,500
sii"r.nilar to B. Fringe Benefits $22,600 Enter a:‘f
this one. amount for
They may C.Il'ravel' $655 each budget
also say that D.Supplies $4,100 line (category),
some budget E. Equipment SO even if the
categor:es F. Professional Services $4,500 amount is $0.
are "no
allowable" G_[other $6,000
for a certain . Indirect Costs (Maximum: Total of lines A-G x 10%) $8,935.50
grant. Total $98,290.50
\:-
How to calculate The total of all budgetlines should be equal to
indirect costs or less than the maximum grant award.

Narratives to expand on each category

A. Salaries: Provide position titles, role description, employee names (if known), annual

salary rate, and percentage of the position’s time and effort to be spent on the grant.

Position Name Annual Salary | % Effort Cost
1. Director Jane Smith 565,000 10% 56,500
2. Program To be selected | $45,000 100% 545,000

Coordinator

Total Salaries | $51,500

1. The Director will provide supervision and oversight of programs and staff for this
grant.

2. The Program Coordinator will coordinate all programs, services, and activities for

this grant, including planning, implementation, and reporting.

C. Travel: 5655

Many funders will request a
budget narrative or justification
to provide more detail on how
each budget line is spent and
why. They may provide a format,
but here are two examples of
how narrative justifications can
be written.

Local travel is needed for Program Coordinator to attend meetings, program activities, and

outreach events, calculated at federal reimbursement rate of $0.655/mile. ($0.655/mile x

1,000 miles) = $B55.

Include a description for each item or service

D. Supplies: $4,100 you plan to pay for using the grant funding.

1. General office supplies (folders, printer paper, pens, staples, etc.) ($100/month x 12

months) = $1,200
2. laptop computer for Program Coordinator ($900 x 1) = $900
3. Journals with pens for each group participant (510 x 200 participants) = $2,000

E. Professional Services: $4,500

1. Printing costs ($0.10/copy x 5,000 copies) = $500
2. Healthy meals for group participants ($20/person x 200 participants) = $4,000

Space rental fees for groups ($200/group x 20 groups) = $4,000
Participant feedback incentives (510 grocery store gift cards) (510/each x 200
participants) = 52,000

Include math to show
how you calculated each
amount.

Othe,@ é—Make sure the total for each line adds up and matches your overall budget.

Include a line for each item or service you hope to pay for using this grant funding. Make sure
each expense you list is allowable according to the funder.




GRANTS FROM START TO FINISH

Grants typically have two periods of work: applying for grants and implementing a funded grant.
Here is an outline of the grant application process and the implementation process.

STAGES OF A GRANT APPLICATION

START

Write letter
of intent or
inquiry (may
be optional)

Funder
asks for
applications

Gather
information

Notification
from funder

Submit by

application deadline

DOPPIDPPPPIIPPPPPPD PP

STAGES OF A FUNDED GRANT

((Q)

00
00
oo

Finalize
budget
& sign
contract

Notification

from funder

Submit final
report &
apply for

new funding

Activities,
vouchering,
& reporting

MORE TERMS TO KNOW

TECHNICAL ASSISTANCE (TA)

Free help provided by many funders to grant

recipients. TA may include help with completing
reports, conducting outreach, or evaluating and
improving the effectiveness of a grant program.

EVALUATION

An assessment of the results of a grant, including
what was or was not accomplished, whether the
project was completed as planned, and whether
the intended goals and outcomes were met.

REPORTS AND REPORTING

Scheduled updates to the funder during or at the
end of the grant period summarizing or
describing the project activities and spending to
date. May be requested monthly, quarterly,
annually or at the end of the grant (final report).
VOUCHERING OR REIMBURSEMENT

Most funders require that grantees pay for all
expenses first and submit receipts along with a
form called a voucher. The funder will approve
the voucher and then send a check.



GET FREE
GRANT HELP

The Office of Health Equity provides free grant technical
assistance for organizations and groups serving minority,
marginalized, and underserved communities in Erie County.

WE CAN HELP WITH:
@ Finding grants
© Applying for grants

GRANT RESOURCES
FIND GRANT FUNDING

Search for grants, set up email alerts and find
more resources by visiting the following websites.
O Federal funding opportunities: grants.gov ¢
O New York State funding opportunities:
https://on.ny.gov/3waiicqB
O Foundation funding opportunities:
candid.org ¢
*Gain free access to Candid at the Central Library

BUFFALO STATE
GRANT WRITING COURSE

Learn about program planning and grant writing
from Buffalo State University's Adult Education
Program.

Visit bit.ly/buffstategrantwriting ¢

© Grant reporting

©@ Data & evaluation

For more info,
visit erie.gov/grantsupport

ERIE COUNTY LIBRARY GRANT
WRITING RESOURCES

Databases, websites, local links and library
materials to support your grant writing journey. If
you visit the library, you can ask any librarian for
help using these resources.

Visit bit.ly/buffalolibrarygrantguide &

CENSUS DATA ASSISTANCE

Find and learn how to use U.S. Census data in your
grant applications by contacting our local Census
representative.

Email amy.a.brombos@census.gov
Call 202-573-3978

Visit ask.census.gov ¢

Search data.census.gov ¢

THIS IS A PUBLICATION OF THE

SEY ERIE COUNTY OFFICE OF HEALTH EQUITY

This publication is available in 5 additional languages.

The Erie County Office of Health Equity's vision is for everyone in Erie County to

achieve maximum health and wellness. The Office of Health Equity is located

within the Erie County Department of Health.

Want to learn more?

Visit www.erie.gov/health-equity @

Email us at HealthEquity@erie.gov

Erie County
epartment of
Health

eeeeeeeeeeeeeeeeeeeeee

OFFICE OF HEALTH EQUITY

PublicHeath WW W .erie.gov/health-equitye
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FISCAL YEAR
The budget year for the funder, which may be

used to determine when grants begin and end.
For federal grants, this year begins October 1st
and ends September 30th of the following year.




GRANT TERMS TO KNOW

One of the challenging things about applying for grants is that funders use a lot of grant-specific
language and terms. Below are some of definitions of common terms used by grant funders.

REQUEST FOR APPLICATIONS (RFA) PRIORITY OR TARGET POPULATION
A funder's written invitation for organizations to |ndividuals or communities that are the focus
apply for available grant funding. Also called a  of the program or services that will be funded
solicitation, request for proposal (RFP), notice through the grant.

of funding opportunity (NOFO), or funding TECHNICAL ASSISTANCE (TA)

opportunity announcement (FOA). Free help provided by many funders to grant

APPLICATION OR PROPOSAL recipients. TA may include help with completing

Your formal request for funding, oftenusinga  reports, conducting outreach, or evaluating and
special form provided by the funder. The improving the effectiveness of a grant program.

organization, group or person who completing OUTCOMES, GOALS, & OBJECTIVES

the application or proposal is the applicant. The short, medium, and long term results or
GRANTOR OR FUNDER changes you want the grant program to achieve.

An organization, group, or person that is Objectives are smaller steps to reach larger goals.

offering funding in the form of a grant. COST SHARING OR MATCHING
GRANTEE 9“ RECIPIENT Some grants will require that the grant recipient's
The organization, group, or person that organization pay for some of the total cost of the
receives the grant. program. This "payment" can be money or in-kind,
DEADLINE goods or services that are donated. Estimate the

The last day that a grant application will be value of in-kind contributions in dollars and include
accepted by the funder. May also be called a the amount in your budget.

receipt date or post mark date. VOUCHERING OR REIMBURSEMENT

GRANT PERIOD . Y No matter your skin type, UV rays from the
The period of time when all grant activities
sun can cause dangerous damage to your

happen. All funding must spent within thi . . .
. PP g u§ pe p S skin. SKin cancer is the most common form of
time. Also called a funding period. .

ancer in the U.S. Sunscreen can prevent damage.

UNSOLICITED GRANTS

Some funders may accept grant applications even if
they do not have an open RFA. Send a letter of inquiry
(LQI) to see if they want to hear your grant proposal.

NONPROFIT STATUS ¢

501(c) (3) nonprofits will be eligible for most
grant opportunities. Not a 501(c)(3) nonprofit?
You can apply with the IRS or find another
organization to be your fiscal sponsor.
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GRANTS FROM START TO FINISH

Write letter :
r:lq‘?jzg,:s of intent or Gather Draft Submit by

applications inquiry (may information application deadline
be optional)

Activities,
vouchering,
& reporting

Grant cycle
ends

Grant cycle Sign Notification
begins contract from funder

; »

GRANT RESOURCES
FREE GRANT TECHNICAL ASSISTANCE

The Erie County Office of Health Equity offers free grant writing technical assistance for
organizations and groups in Erie County. We can help with finding grants, applying for
grants, data and evaluation, and grant reporting. To find out more, visit, email or call:
erie.gov/health-equity ¢

healthequity@erie.gov 716-858-1681
FREE CENSUS DATA FIND GRANT FUNDING
ASSISTANCE Search federal funding opportunities:

New York's Data Dissemination Specialist grants.gov ¢

from the U.S. Census Bureau can helpyou  Search New York State funding opportunities:
find data to use in grant applications. grantsgateway.ny.gov ¢&

Email amy.a.brombos@census.gov Search foundation funding opportunities:

Call 202-573-3978 Candid.org ¢

Visit ask.census.gov ¢ *Free access at the Central Library branchin
Search data.census.gov ¢ downtown Buffalo

THIS IS A PUBLICATION OF THE

SEY ERIE COUNTY OFFICE OF HEALTH EQUITY

This publication is available in 5 languages on our website and in print.

The Erie County Office of Health Equity's vision is for everyone in Erie County to
achieve maximum health and wellness. The Office of Health Equity is located
within the Erie County Department of Health.

Visit www.erie.gov/health-equity @
Email us at HealthEquity@erie.gov

poiecounty @J  OFFICE OF HEALTH EQUITY

Health i icvean WWW.erie.gov/health-equitye
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Want to learn more?
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