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Simple Grant Writing Tips for First-Time Applicants
Applying for a grant can feel intimidating, especially if you have never done it before. The good news is that the RACF grant application is intended to be simple and straightforward.  We hope the questions in our grant application help you receive your grant.  

· First, describe what you are proposing that you need money for.  
· We ask this first because it follows the journalistic principle: Don’t bury the headline.  
· Being clear upfront will help you think through the rest of the questions in the grant application – your clarity will make it easier and quicker to explain your request and save you time in the long run.  
· We ask that the introduction be 100 words or fewer because when you explain your need and your solution succinctly and simply, the rest of your grant application will be easier for the RACF panel to understand because they are starting with a clear premise of your request. 
· This introduction should demonstrate the rationale for your request for funds and answer the questions: Why You and Why Now

· What community need are you addressing or solving – or another way to phrase that, what is the problem?  Then, how is your proposal the best solution to address that problem?  
· Observations, causal research, and anecdotal stories can help here
· Do you have figures or statistics to support your request? 

· What is a realistic timeframe to implement your idea?
· RACF grants are usually awarded for a maximum of a year, and your grant report is due two months after the work is completed. 
· Allowing time on the front end to plan, build your team, purchase materials, and on the back end, gather stories and quotes, and pay invoices will save you a lot of stress.  Extensions can be granted if needed; touch base with our Data Manager at info.racf@gmail.com if you have a question.  

· Be clear about your project/event/program goals.  Ask yourself --- who will benefit, how much will it cost, and how will you know it worked? This tip sheet breaks those questions into simple steps so you can write clearly and confidently. 
· When in doubt, apply the simple principle of journalism:  Who, What, Where, When, How, and How Much.   Being clear about Why You will help your proposal.  

· Lastly, how will your work matter, and how will you measure your success?  In other words, what is your why or the purpose of the grant request, and how will you know you have achieved your goal?  When the RACF panel knows that we are more likely to understand your request and how your program/event/project will make a difference to the residents living in the Roseville area.  And you are more likely to be funded.  


These Tips in Greater Detail:  
1. Start Before You Write
Before you begin the application, read the grant eligibility questionnaire all the way through. Make sure you are eligible to apply and that you are requesting funding for a project/event/program and not general operating funding support.   

Make sure your project benefits residents living in Roseville, MN, or ISD 623 geographic boundaries, or that your organization is located in ISD 623.  We ask for a budget, proof of nonprofit status, and letters of support; so, gather those early.
· Ask: Are we eligible?
· Check: Does this grant fit the initiative – either Meeting the Moment, or the Responsive grant program.  
· Collect: Any required documents before the deadline (especially support letters). 
2. Answer the five questions RACF panel members need to know
What do you want to do? Describe your project in plain language. Avoid jargon. Pretend you are explaining it to a neighbor.
Why is it needed? Explain the community need. Use local facts, community feedback, or what you have seen firsthand. Be specific about the problem and who is affected.
Who will benefit? Name the people you plan to serve. Estimate how many people you expect to reach and describe them as clearly as possible.
How will it happen? Share a simple plan with the main activities, who will lead them, and when the work will happen.
How will you know it worked? Include 2 or 3 simple results you can measure, such as the number of participants, the number of events, survey responses, or changes you hope to see.

And especially, Why you, and Why Now?  
3. Write Clearly and Simply
Strong grant writing is clear, not fancy. Use short sentences. Answer the question directly. When the application asks 100 words or fewer, stay close to that limit. Our panel members read many applications quickly, so you will want to stand out by making yours easy to understand.
· Use plain language.
· Avoid copying and pasting the same answer into every section.
· Ask someone outside your project to read it and tell you if it makes sense and if your program/event/project is a compelling solution to the problem you are addressing.  

4. Build a Simple, Honest Budget
Your budget must match your story. If you say you will host workshops, your budget should include items like space, supplies, artist or instructor fees, food, transportation, printing, or outreach. 

Only ask for what you truly need. Be realistic and round numbers only when appropriate. If other groups are also helping fund the project, say so. Include supplier cost quotations if they are related to your request. Unused funds must be returned. 

Simple budget formula: item + quantity + cost = total
Example: 	Costs of Volunteer Training:  4 workshops x 25 participants x $15 in supplies = $1,500
		Other:  Room x 2 hours = $120  Plus 30 background checks (30 x $18) = $540 
		Total Cost:  $2160.00 
5. Common Mistakes to Avoid
· Applying for grants that do not fit the RACF eligibility criteria exactly 
· Missing the deadline or missing required attachments
· Missing approvals or a missing support letter 
· Using vague statements like “this will help everyone”
· Requesting an amount over the maximum amount typically awarded
· Not proofreading names, numbers, dates, and contact information
· Not checking for typos
6. Final Checklist Before You Submit
· Did I answer every question?
· Did I clearly explain the need, the plan, and the impact?
· Does my budget match the activities?
· Did someone else who is not familiar with my request review it?
· Did I submit everything RACF requested with the application?
· Did I email the application before the deadline?  
Remember: a good grant application is not about using perfect words. It is about having a clear idea, clearly demonstrating that your idea matters, that your plan is realistic, and that the Roseville area and its residents will benefit. 

Start simple with a clear purpose statement, be honest about what is achievable in what timeframe, and give yourself enough time to gather materials and submit before the deadline.  

And finally…
We want to help. If you have questions about the application process, feel free to reach out to us at racf.info@gmail.com.
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