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Abstract
Grant funding remains a cornerstone of financial sustainability for non-profit 
organizations, yet writing successful proposals is often a daunting task. This Teaching 
Paper introduces a comprehensive grant proposal template designed to guide non-profits 
through the essential components of proposal development. It emphasizes clarity, 
alignment with funder priorities, and evidence-based needs assessment as critical success 
factors. Each section of the template—cover letter, executive summary, needs statement, 
project description, budget, evaluation plan, organizational information, and supporting 
documents—is explained with practical advice for effective implementation. A case study 
demonstrates how a community-based organization structured its grant proposal to secure 
funding for an educational program. Reflection questions and common pitfalls provide 
additional guidance for practitioners and students. This paper bridges academic and 
applied perspectives, equipping non-profit leaders, consultants, and learners with a 
structured framework to improve the quality and competitiveness of their proposals.
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Executive Summary
Grant proposals serve as both a funding request and a demonstration of organizational 
competence. A well-structured proposal provides funders with evidence of a clear 
problem, a feasible solution, measurable outcomes, and an accountable organization. This 
Teaching Paper introduces a grant proposal template that non-profits can adapt to their 
own context. Each section of the template is discussed with practical notes, linking to 
broader literature on non-profit management and resource mobilization (Bryson, 2018; 
Drucker, 1990). The case study illustrates how a carefully prepared proposal secured 
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grant funding for a vocational training program, highlighting the role of strategic 
planning, stakeholder engagement, and evaluation design.

Purpose and Learning Objectives
Purpose: To provide non-profits with a clear framework for developing grant proposals 
that meet funder expectations and increase the likelihood of funding success.

Learning Objectives: By the end of this paper, readers will be able to:

• Identify and explain the key components of a grant proposal.

• Align project goals with funder priorities.

• Develop needs statements supported by evidence.

• Prepare budgets with justified line items.

• Design evaluation plans that demonstrate accountability.

Background and Context
Grant-making has long been a key mechanism for channeling resources to non-profits. 
Drucker (1990) emphasizes that funders look for organizations that “convert needs into 
results.” Bryson (2018) notes that successful proposals embed the grant request within a 
broader strategic framework, rather than treating it as a one-time appeal. Patton (2011) 
highlights that integrating evaluation into proposals increases both accountability and 
learning potential. In this context, the grant proposal template presented here provides a 
practical tool for bridging mission-driven goals with funder expectations.

Practical Guide
1. Cover Letter

◦ Introduce the organization.

◦ Provide a concise summary of the request.

◦ Include clear contact details.

2. Executive Summary



◦ Present the project, objectives, outcomes, and requested funding amount.

◦ Ensure clarity and brevity—this section is often funders’ first impression.

3. Needs Statement

◦ Describe the problem your project addresses.

◦ Use data, statistics, or community testimonials to substantiate claims.

4. Project Description

◦ Detail goals, objectives, methods, and implementation plan.

◦ Highlight innovation, feasibility, and alignment with funder priorities.

5. Budget

◦ Present detailed line items.

◦ Justify each cost (staff, materials, overhead).

◦ Demonstrate cost-effectiveness.

6. Evaluation Plan

◦ Define indicators of success.

◦ Describe data collection and analysis methods.

◦ Show how evaluation results will inform improvement.

7. Organization Information

◦ Provide history, mission, and achievements.

◦ Demonstrate relevant experience and credibility.

8. Supporting Documents

◦ Attach letters of support, staff resumes, and additional evidence of 
capacity.



Case Study
A vocational training center in East Africa sought $100,000 in grant funding to expand its 
women’s entrepreneurship program. Using the template, the organization developed a 
strong needs statement citing national unemployment data, coupled with local focus 
group findings. Its project description outlined a six-month training curriculum, 
mentorship component, and micro-loan support for graduates. A carefully justified budget 
allocated funds to trainers, equipment, and monitoring. The evaluation plan detailed pre- 
and post-program surveys measuring employment outcomes. The proposal secured full 
funding from a regional foundation, enabling the program to train 200 women in its first 
year.

Common Challenges and Tips
• Weak needs statements: Avoid vague claims; always back with data.

• Overly ambitious projects: Proposals must be realistic and achievable.

• Budget gaps: Funders scrutinize budgets—ensure clarity and justification.

• Neglecting evaluation: Proposals without strong evaluation plans are often 
rejected.

Reflection Questions
1. What evidence can your organization use to strengthen its needs statement?

2. How does your project align with the priorities of potential funders?

3. Which aspects of your budget may require stronger justification?

4. How will you measure and report on the success of your project?

Limitations and Considerations
Not all funders require the same level of detail—templates must be adapted to specific 
guidelines. Organizations should also consider ethical implications, such as avoiding 
mission drift by reshaping projects to “fit” funding rather than aligning with authentic 
community needs.



Academic Value
This Teaching Paper contributes to scholarship on non-profit resource development by 
offering a replicable framework for proposal writing. It integrates theoretical perspectives 
on strategic planning and evaluation with applied tools for practice, making it suitable for 
academic instruction, practitioner training, and organizational development.

Conclusion and Next Steps
Grant proposals are both technical documents and strategic instruments. By following a 
structured template, non-profits can increase their competitiveness in funding landscapes 
while maintaining mission integrity. Next steps include tailoring proposals to specific 
funder guidelines, integrating stakeholder voices, and building long-term relationships 
with grant-making bodies.
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