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Preface 
 
 

 This guide was developed for use by agencies who work with people with 
developmental disabilities and their families.  It relies on heavily on summarized 
materials from The Grantsmanship Center in Los Angeles.  (In fact, it's recommended 
that potential grant writers purchase Program Planning and Proposal Writing from the 
center as a resource document to go along with this guide.  It will always serve you 
well.)  In order to add some stimulation to an otherwise not-so-exciting topic, excerpts 
from grants relating to people with developmental disabilities and their families has been 
added.  These are actual grants (most of which have been successfully funded) ranging 
in size from about $5,000 to $250,000.  Some excerpts are well written, some could have 
been written better.  You'll be the judge of that! 
 
 The guide is broken down into the sections (as is Program Planning and Proposal 
Writing) that you will typically find in a grant application.  While these sections may 
have different names from time to time, they are always present in a grant proposal.  So, 
you'll find on the following pages sections on proposal: Summary; Introduction; 
Problem Statement or Needs Assessment; Objectives; Methods; Evaluation; Future or 
Other Necessary Funding; and Budget.  Each section also contains a checklist that you 
can use to rate the grant excerpts.  This is good practice for looking at your own grant 
proposals.  This checklist is adapted from Proposal Checklist and Evaluation Form 
which is another great and inexpensive resource from The Grantsmanship Center.   
 
 The last section is an opportunity for you to write a brief grant, putting all the pieces 
together.  This is an actual Request for Proposal (RFP) used by a United Way chapter in 
Northern California.  The parameters of this activity are that you limit the grant to 
$10,000 and that you select something that really interests you and people with 
developmental disabilities and your area. 
 
 Let's start with some general tips from The Grantsmanship Center about writing a 
grant: 

• Your proposal should be neat and easy to read; 
• You should write in an understandable way; 
• It should be brief; 
• You should write it in a positive way; and 
• You should know what you're writing about!  
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Summary or Abstract 
 
 
 
 Although it's usually written last, the summary or abstract should clearly and 
concisely: 
 

• identify the applicant and the applicant's credibility regarding the job; 
 
• state the reason, issue, need for the grant; 
 
• summarize the objectives of the grant funded project; 
 
• outline the methods used to achieve the objectives; and, 
 
• establish the cost of the project. 
 

 Look at the examples on the next 3 pages and then rate them as if you were on the 
grant selection committee.  There's something about each of them that could be better, 
see if you can find it! 
 
 

Remember, your summary: 
 

Appears at the beginning of the proposal 
Identifies the grant applicant 

Includes at least one sentence about credibility 
Includes at least one sentence on the problem 
Includes at least one sentence on objectives 
Includes at least one sentence on methods 

Includes total cost, funds already obtained & amount requested in the proposal 
Is brief, clear and interesting 
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Sample Summary Statement #1 
 
 

NAPA-SOLANO UNITED WAY PROGRAM PROPOSAL APPLICATION 
Family Resource Center 
Submitted by 
United Cerebral Palsy of the North Bay 
Amount of Grant Request: $5,650 
 
Proposal Summary 
U.C.P. proposes to establish a Family Resource Center that will provide support, information, 
resource materials and training to families of persons with disabilities in Napa and Solano 
counties as well as specialized support services to military families associated with Travis Air 
Force Base. The total cost of this project will be $5,650.00. 
 
 Well, what do you think?  Rate the above example below: 
 
 

Summary: Clearly and concisely summarizes the request. 
    
       

              POOR                       GREAT 
 YES NO 1 2  3 4 5 
1. Appears at the beginning of the proposal 

2. Identifies the grant applicant 

3. Includes at least one sentence about credibility 

4. Includes at least one sentence on the problem 

5. Includes at least one sentence on objectives 

6. Includes at least one sentence on methods 
7. Includes total cost, funds already obtained and  

amount requested in the proposal 

8. It's brief 

9. It's clear 

10. It's interesting 

COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
 
Note: Here's how the rating system works.  Check yes if the item is there or 
located where it's supposed to be and no if it isn't!  If you check yes, then you 
rate the standard using a 1 - 5 (Poor to Great) rating scale. 



Grant Preparation Guide –– Summary 
 

9 

Sample Summary Statement #2 
 
 

North Bay Regional Center & Area IV Board Request for Proposals: 
Consumer Resource Center 
Submitted by Allen, Shea & Associates 
Amount of Grant Request: $36,000 
 
Proposal Summary 
As stated in the request-for-proposal, the goals of this applicant are: (1) to develop a Consumer 
Resource Center (or centers) which would contain existing self advocacy materials and needed 
new materials; and, (2) to provide at least two training opportunities for consumers in self-
advocacy or related topics.  This project will be consumer-driven, that is, it will be guided both 
by a consumer advisory committee and by people with disabilities who are employees of the 
grant applicant.  
 
 Well, what do you think?  Rate the above example below: 
 
 

Summary: Clearly and concisely summarizes the request. 
    
       

              POOR              
GREAT 
 YES NO 1 2  3 4 5 
1. Appears at the beginning of the proposal 

2. Identifies the grant applicant 

3. Includes at least one sentence about credibility 

4. Includes at least one sentence on the problem 

5. Includes at least one sentence on objectives 

6. Includes at least one sentence on methods 

7. Includes total cost, funds already obtained and amount 
 requested in the proposal 

8. It's brief 

9. It's clear 

10. It's interesting 

COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Sample Summary Statement #3 
 

Response to California Department of Rehabilitation Request for Proposal 
Training and Technical Assistance Supported Employment Program 
Submitted by 
Quality Employment for California Project (QEC) 
University of San Francisco, Corporate Education and Development Group, Inc., InfoUse, Inc. 
Amount of Grant Request: $250,000 
 
Proposal Summary 
The University of San Francisco's McLaren Graduate School of Management Rehabilitation 
Administration (USF/RA), the Corporate Education and Development Group (CEDG), and 
InfoUse, Inc. present the Quality Employment for California Project (QEC) to the California 
Department of Rehabilitation.  This Project will assist the Department of Rehabilitation and 
involved local and state agencies to continue and enhance local efforts to increase and improve the 
state's capacity to provide quality supported employment opportunities to persons with severe 
disabilities. 
 
It is the intent of this project to incorporate five major themes into the planning, development 
and implementation of the training and technical assistance. These include: l) Consumer-driven 
responsiveness so that all project activities are based on consumer input and feedback; 2) 
Collaboration with organizations and consultants who have expertise in areas beyond the scope 
of USF/RA staff; 3) Capacity building for the future so that leadership and skills are developed 
across the state; 4) Managing quality for continuous improvement of the entire project so that 
USF/RA, the Department of Rehabilitation, and involved agencies can analyze progress at regular 
intervals throughout the nine month contract period and make improvements as needed along the 
way; and, 5) Maximizing existing training resources and leveraging additional resources for 
communities and providers. 
 
Training and technical assistance will be provided to a total of 15 pilot projects from around the 
state as well as other interested provider agencies.  Major activities will include: the development 
of a curriculum for provider agencies which focuses on natural supports and co-worker training; 
assistance with the development and establishment of community networks which will promote 
education and support for families of consumers in or considering supported employment; 
identification of resources in the field of assistive technology; delivery of training and technical 
assistance to pilot projects providing supported employment opportunities for persons with 
mental illness and traumatic brain injury; and, delivery of training and technical assistance in 
quality for continuous techniques as well as other technologies which will promote maximum 
quality service to persons with severe disabilities within existing resource constraints.  
 
In addition, QEC project staff will also provide input regarding transition from school to work 
and the development of an evaluation system which will assist the Department to improve 
policies and procedures leading to quality services.  This consultative input will be directed by 
DR and its interagency SE Consortium and will reflect field-based experience of staff and 
consultants, but also will include a national and systems perspective uniquely available to the 
QEC Project Team. 
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 Well, what do you think?  Rate the example on the previous page below: 
 
 

Summary: Clearly and concisely summarizes the request. 
    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Appears at the beginning of the proposal 

2. Identifies the grant applicant 

3. Includes at least one sentence about credibility 

4. Includes at least one sentence on the problem 

5. Includes at least one sentence on objectives 

6. Includes at least one sentence on methods 

7. Includes total cost, funds already obtained and amount 
 requested in the proposal 

8. It's brief 

9. It's clear 

10. It's interesting 

COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Introduction 
 
 
 Here's a chance to describe your agency's great qualities.  This section might also be 
requested as a Description/Background of Applicant.  Here are some items to consider 
this section of your grant (as suggested by The Grantsmanship Center): 
 

• Brief history of the agency; 
• Mission statement and goals; 
• Important past events or accomplishments; 
• A description and demographics of your customers; 
• Funding sources; 
• Results of internal and external evaluations; 
• Excerpts form letters of support; and 
• Other items you think will build credibility. 
 

 Tips on constructing your Introduction include: 
  

• Keep a current file of credibility builders, e.g., annual reports; letters of 
commendation, newspaper clippings, etc. 

• Use a good opening line, a grabber to catch the reader's interest. 
• Try to balance between quantitative (e.g., statistics) and qualitative (e.g., 

quotes, letters of support) information. 
• Be succinct, try to balance between philosophy, history, accomplishments, 

etc. 
• Attached letters of support should be positive and specific to the grant 

request not just to whom it may concern. 
 

Remember, this section should: 
 

Clearly establish who is applying for funds 
Describe applicant agency purpose and goals 
Describe applicant's programs and activities 
Describe applicant's clients or constituents 

Provide evidence of the applicant's accomplishments 
Offer statistics in support of accomplishments 

Offer quotes/endorsements in support of accomplishments 
Support qualifications in area of activity in which funds are sought 

Leads logically to the problem statement 
Is as brief as possible 

Is interesting 
Is free of jargon 
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Sample Introduction #1 
 
 
NAPA-SOLANO UNITED WAY 
PROGRAM PROPOSAL APPLICATION 
Family Resource Center 
Submitted by 
United Cerebral Palsy of the North Bay 
Amount of Grant Request: $5,650 
 
Introduction 
UCPA of the North Bay is an affiliate of the statewide organization, UCPA of California, and of 
the national organization, UCPA, Inc.  The local affiliate is governed by a volunteer Board of 
Directors with representation from each of the four counties (Marin, Napa, Solano and Sonoma) 
in the affiliate's assigned territory. 
 
The activities of the affiliate are planned, conducted and evaluated by a number of volunteer 
committees reporting directly to the Board of Directors.  The Professional Program Services 
Committee consists of consumers, parents, professionals and interested individuals from each of 
the four counties and acts in an advisory position for meeting local community needs.  The 
Executive Director administers the programs and activities for UCPA of the North Bay, and 
reports directly to the President of the Board.  Programs are supervised by Program Services 
Coordinators in Napa, Solano, Marin and Sonoma counties.   
 
The staff of UCPA of the North Bay has many years of experience in general administration and 
in program development and implementation.  The Executive Director has experience in 
administration of several non-profit organizations, including grants and contracts with 
foundations and governmental agencies.  The two Program Services Coordinators have many 
years of experience in community organization, recruitment and training of volunteers, program 
development for those with disabilities, conducting workshops and in the design and production 
of program materials.  
 
UCPA of the North Bay has conducted, and continues to provide, programs for those with 
disabilities in the recreational and social involvement areas as well as training and support for 
parents of persons with disabilities.  UCPA continues to have strong and close relationships with 
those representing the groups and agencies that would be involved in this important family 
support project, such as Solano Parents United for Downs Syndrome and the MATRIX, Parent 
Resource and Network Center.  As a United Way agency, the leadership of UCPA of the North 
Bay is involved with a variety of other United Way agencies in Solano and Napa counties. 
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  Well, what do you think?  Rate the example on the previous page below: 
 
 
 

Introduction: Describes the applicant agency and its qualifications for funding 
(credibility). 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Clearly establishes who is applying for funds 

2. Describes applicant agency purpose and goals 

3. Describes applicant's programs and activities 

4. Describes applicant's clients or constituents 

5. Provides evidence of the applicant's accomplishments 

6. Offers statistics in support of accomplishments 
7. Offers quotes/endorsements in support of  

accomplishments 
8. Supports qualifications in area of activity in which funds 

are sought (e.g., research, training) 

9. Leads logically to the problem statement 

10. Is as brief as possible 

11. Is interesting 

12. Is free of jargon 

COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Sample Introduction #2 
 
 

North Bay Regional Center & Area IV Board 
Response to a Request for Proposals: 
Consumer Resource Center 
Submitted by Allen, Shea & Associates 
Amount of Grant Request: $36,000 
 
Introduction 
The applicant's firm is a technical assistance workgroup, organized in March 1986, as a private, 
for-profit firm.  It provides professional services in the area of planning, research, training, 
consultation and evaluation within the field of human services with an emphasis on 
developmental disabilities.  The firm seeks, through its work, to inform policymakers, to improve 
the work of practitioners, to enhance services, and to increase access to information and resources 
for individuals with disabilities and their families. 
 

Allen, Shea & Associates have considerable experience in providing accessible information. This 
includes development of understandable materials for: consumers (e.g. guides to supported 
employment and Social Security); parents, friends and advocates (e.g., developing personalized 
living arrangements); regional center case managers (e.g., person-centered planning); and, 
rehabilitation counselors (e.g., introductory materials on regional center and rehabilitation 
services).   
 
Major projects currently ongoing or recently completed by Allen, Shea, and Associates are as 
follows: 
 
• COPAR - Quality of Life Study  A nationwide review of methods used to measure or look at 

quality of life issues for persons with developmental disabilities and their families for the 
state of Colorado. 

• Developing Personalized Living Arrangements  Providing consultation, training and resource 
information to Regional Center of the East Bay on the development of alternative living 
arrangements...................................................................... 

 

 
Table 1 shows our firm's major project funding history, over the past five years and Figure 1 is 
an organization chart for the firm. 

Table 1 
 A Summary of Major Funding Sources for 

Allen, Shea & Associates 
 Funding Amount of  
Program/Evaluation title source grant/contract On-going? 
 

Transition Pilot Project Napa County Office $24,000 Yes 
 

Case Management Consultation   Harbor Regional    
 Center $17,000 Yes 
 

COPAR Study State of Colorado $17,000
 No........ 
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 Well, what do you think?  Rate the example on the previous page below: 
 
 
 

Introduction: Describes the applicant agency and its qualifications for funding 
(credibility). 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Clearly establishes who is applying for funds 

2. Describes applicant agency purpose and goals 

3. Describes applicant's programs and activities 

4. Describes applicant's clients or constituents 

5. Provides evidence of the applicant's accomplishments 

6. Offers statistics in support of accomplishments 
7. Offers quotes/endorsements in support of  

accomplishments 
8. Supports qualifications in area of activity in which funds 

are sought (e.g., research, training) 

9. Leads logically to the problem statement 

10. Is as brief as possible 

11. Is interesting 

12. Is free of jargon 

COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Sample Introduction #3 
 

 
Response to California Department of Rehabilitation Request for Proposal 
Training and Technical Assistance Supported Employment Program 
Submitted by 
Quality Employment for California Project (QEC) 
University of San Francisco, Corporate Education and Development Group, Inc., InfoUse, Inc. 
Amount of Grant Request: $250,000 
 
Introduction 
Twenty-six years of training and technical assistance to practitioners in the field of rehabilitation 
have produced a team and tradition that reflects a commitment to integration and expertise and 
experience in all aspects of supported employment.  While the next section of this response 
outlines our experience in detail, the following descriptors represent the relevant and substantive 
capacities of the team: 
 
 • an in-depth knowledge of the service needs of individuals with severe disabilities, 

 specifically persons with developmental, psychiatric, head-injury, and physical and 
 sensory disabilities, and the strategies available to increase their ability to work and live 
 as independently as possible; 

 
 • state-of-the-art practices in supported employment, independent living, and 

 rehabilitation, particularly the evolution of corporate and other forms of employer-
 driven  sponsorship of natural and co-worker training and support for persons with 
 disabilities and the practical application of consumer-driven services in all aspects of 
 rehabilitation; 

 
 • knowledge of the needs of the business and employer community, their unique 

 industries, service and manufacturing technologies, and trends in executive  management 
education and training, workforce demographics, workplace diversity,  and personnel policy 
and practice; 

 
 • application of reasonable accommodation under Sections 503 and 504 of the 

 Rehabilitation Act and as defined in the Americans with Disability Act, through 
 training, research, policy formulation, expert consultation in litigation; 

 
 • an understanding of the systems, training,  and values issues confronting rehabilitation, 

 private and public sector employers, and current federal and state budgetary policy in 
 demonstration, research, and policy formulation of innovative employment services; 
 and, 

 
 • project management capability which has proven itself through the previous state 

 Supported Employment (SE) project to be capable of remaining flexible, cost-effective, 
 and responsive in content and design to the dynamic nature of statewide systems change. 
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The University of San Francisco, founded in 1855, is a private, non-profit, Jesuit University 
with a current enrollment of 6,500 students, 36% of which are graduate students.  Operating 
under an annual budget of approximately sixty-eight million dollars, USF offers over 70 different 
majors in its six academic colleges and professional schools.  The University is accredited by the 
Western Association of Schools and Colleges as well as the American Academy of Collegiate 
Schools of Business.   
 
In addition to the general University provisions, the project will benefit from the facilities and 
equipment in the Rehabilitation Administration department.  The department has its own 
Rehabilitation Resource Center.  This center contains literature, publications, video tapes, and 
other professional materials specifically relevant to rehabilitation managers and practitioners.  A 
barrier-free office complex is occupied by rehabilitation training program staff. Existing office 
equipment, including desks, typewriters, and a computer word processing system will be used 
for this project.  All facilities used by this project are barrier-free and special assistance is 
provided to persons with sensory impairments. 
 
Since 1965, USF/RA has provided training, education, and consultation services to organizations 
serving the broad range of disabilities served by the federal/state vocational rehabilitation system.  
While the majority of organizations during this time have served persons with developmental 
disabilities and mental illness, a consistent level of involvement has been sustained with agencies 
serving persons with traumatic brain injury, physical disabilities, visual impairments, hearing 
impairments, alcohol and drug abuse, and epilepsy.  Medical rehabilitation and worker's 
compensation organizations have also been served by USF/RA. 
 
In addition to organizational experience, USF/RA has a strong commitment to valuing the 
personal experience of having a disability as enriching a consultant and trainer's skills. Among the 
USF/RA staff, two persons have disabilities; seven of the above named consultants have 
disabilities; and as additional consultants are recruited, a priority will be placed on utilizing 
persons with disabilities and persons from under-represented ethnic groups by USF and its 
collaborators. 
  
Finally, USF/RA has a long track record of leadership in the implementation of innovative 
rehabilitation services.  In 1985, USF began its first Supported Employment (SE) project through 
an experimental and innovative grant from the Rehabilitation Services Administration (RSA) to 
assist the San Francisco Association for Retarded Citizens in the initiation of SE services.  Since 
that time, SE has become a priority for virtually all of USF's training projects funded by the 
RSA..  In March, 1986, USF/RA was awarded the contract for the training component of the five 
year California Supported Employment Project. The focus of  that contract was to support the 
California Department of Rehabilitation (DR) in its role of leading a state-wide system change 
effort "involving both the public education system and the existing service systems for adults" to 
"build a system in California which encourages the option of paid work in integrated industry-
based settings for all of California's disabled citizens".   
 



Grant Preparation Guide –– Introduction 
 

20 

  
 Well, what do you think?  Rate the example on the two previous pages below: 
 
 
 

Introduction: Describes the applicant agency and its qualifications for funding 
(credibility). 

    
       

              POOR              
GREAT 
 YES NO 1 2  3 4 5 
1. Clearly establishes who is applying for funds 

2. Describes applicant agency purpose and goals 

3. Describes applicant's programs and activities 

4. Describes applicant's clients or constituents 

5. Provides evidence of the applicant's accomplishments 

6. Offers statistics in support of accomplishments 
7. Offers quotes/endorsements in support of  

accomplishments 
8. Supports qualifications in area of activity in which funds 

are sought (e.g., research, training) 

9. Leads logically to the problem statement 

10. Is as brief as possible 

11. Is interesting 

12. Is free of jargon 

COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Problem Statement or Needs Assessment 
 
 
 
 This is the most critical part of your proposal, as it represents the justification for 
your proposal.  The Grantsmanship Center recommends that: 
 

• It be clearly related to your agency's mission statement and goals. 
• It is supported by data from a qualified source; 
• It is a realistic appraisal of need and can be affected by the grant work plan; 

and, 
• It must be stated in terms of the needs of your customers, not your agency. 
 

 You can decide to take what is known as a needs-specific approach (e.g., housing 
for people with disabilities) or a problem approach (e.g., community housing needs and 
how assisting people with disabilities will lead to outcomes which will benefit the entire 
community).  Remember to avoid a circular argument in your assessment (e.g., there is 
no housing, there needs to be more housing and that's what this grant will do).  There 
must be a data-base for your need statement (e.g., number of people who are homeless, 
the cost of homelessness to the community, how housing will assist people in 
establishing their lives, starting gainful employment, adding to the tax base, etc.) 

 
 

Remember, a problem statement: 
 

Relates to purpose and goals of the applicant agency 

Is realistic - doesn't try to solve all of the problems of the world 

Is supported by statistical evidence 

Is supported by statements from authorities 

Is stated in terms of client's needs - not the applicant's 

Is developed with input from clients and beneficiaries 

States more than just the lack of a program as the problem, unless the program is known to never fail 

Makes no unsupported assumptions 

Is free of jargon 

Is interesting to read 

Is as brief as possible 

Makes a compelling case 
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Sample Problem Statement #1 

 
 
 
NAPA-SOLANO UNITED WAY PROGRAM PROPOSAL APPLICATION 
Family Resource Center 
Submitted by 
United Cerebral Palsy of the North Bay 
Amount of Grant Request: $5,650 
 
Problem Statement/Needs Assessment 
Every parent has hopes and dreams for their children even before they're born.  Parents of 
children with a disability (either by birth or caused after birth) typically find those dreams are 
shattered.  However, there's no time to deal with those lost dreams because you also have to take 
care of your child and you need to start making decisions.  At that time, the health and social 
service system with a myriad of programs and services available through numerous agencies 
seems more like a complex maze.  During those times, families need a map and support more than 
anything. 
 
In a recent survey of parents of children with disabilities in Napa and Solano counties, 
information about services (completed by the Early Intervention Local Planning Area of the 
North Bay), help in finding services and parent support were ranked among the lowest in 
availability and satisfaction.  This survey also indicated that parents typically seek out other 
parents when they need assistance in understanding the service system.  At this time, the only 
family support service available is in Solano county and focuses on parents of 0-3 year olds.   
 
It is estimated that there are 1,000+ families of children and adults with disabilities in Napa and 
Solano counties as well as 450+ military families associated with Travis Air Force Base.   United 
Cerebral Palsy of the North Bay is well-positioned to provide this service to families as we are a 
non-profit, service and advocacy agency for persons with disabilities and their families.  
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Well, what do you think?  Rate the example on the previous page below: 
 
 
 

Problem Statement or Needs Assessment    

 
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Relates to purpose and goals of the applicant agency 
2. Realistic - doesn't try to solve all of the problems of  

the world 

3. Is supported by statistical evidence 

4. Is supported by statements from authorities 

5. Is stated in terms of client's needs - not the applicant's 

6. Is developed with input from clients and beneficiaries 
7. States more than just the lack of a program as the 

problem, unless the program is known to never fail 
8. Makes no unsupported assumptions 

9. Is free of jargon 

10. Is interesting to read 

11. Is as brief as possible 

12. Makes a compelling case 

COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Sample Problem Statement #2 

 
 
North Bay Regional Center & Area IV Board Request for Proposals: 
Consumer Resource Center 
Submitted by Allen, Shea & Associates 
 
Amount of Grant Request: $36,000 
 
Problem Statement/Needs Assessment 
The history of self-advocacy for people with developmental disabilities has been that of other 
civil rights efforts in this country.  That is, people with common issues coming together to figure 
out solutions and to support each other in the process.  As with other movements, people come 
into it when they need support and leave it when they feel supported by the community at-large.  
As we all know agencies, services and professionals come and go, but neighbors, friends and 
communities do not!  So, providing people with information on how to advocate for themselves 
and on how to build connections to their communities is critical!  
 
The development of 'language accessible' materials regarding self-advocacy and community 
building does not 'naturally' occur.  It's typically the result of a systematic effort to present 
information in a way that's not demeaning or patronizing to anyone, yet does not lose the intent 
of the message being delivered.   
 
'Accessible' information serves three basic purposes: 
 
 1.  It provides people with developmental disabilities who read an opportunity to read it 

 and use it; 
 
 2. It provides people who advocate for those who cannot read an opportunity to explain 

 information more easily; and 
 
 3.  It provides everyone an opportunity to understand the same information in a 

 consistent way. 
 
This project will meet the needs of many consumers for accessible information by developing a 
Consumer Resource Center that will contain existing self advocacy materials and needed new 
materials; and by providing a training opportunities for consumers in self-advocacy or related 
topics.  This project will be consumer-driven, that is, it will be guided both by a consumer 
advisory committee and by people with disabilities who are employees of the grant applicant.  
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Well, what do you think?  Rate the example on the previous page below: 
 
 
 

Problem Statement or Needs Assessment    

 
       

              POOR              
GREAT 
 YES NO 1 2  3 4 5 
1. Relates to purpose and goals of the applicant agency 
2. Realistic - doesn't try to solve all of the problems of  

the world 

3. Is supported by statistical evidence 

4. Is supported by statements from authorities 

5. Is stated in terms of client's needs - not the applicant's 

6. Is developed with input from clients and beneficiaries 
7. States more than just the lack of a program as the 

problem, unless the program is known to never fail 
8. Makes no unsupported assumptions 

9. Is free of jargon 

10. Is interesting to read 

11. Is as brief as possible 

12. Makes a compelling case 

COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Sample Problem Statement #3 

 
 
Response to California Department of Rehabilitation Request for Proposal 
Training and Technical Assistance Supported Employment Program 
Submitted by 
Quality Employment for California Project (QEC) 
University of San Francisco, Corporate Education and Development Group, Inc., InfoUse, Inc. 
Amount of Grant Request: $250,000 
 
Problem Statement/Needs Assessment 
It is the intent of this project to incorporate five major themes into the planning, development 
and implementation of training and technical assistance. These include: l) Consumer-driven 
responsiveness so that all project activities are based on consumer input and feedback; 2) 
Collaboration with organizations and consultants who have expertise in field-based experience 
areas beyond the scope of the USF/RA staff; 3) Capacity building for the future so that 
leadership and skills are developed across the state; 4) Managing quality for continuous 
improvement of the entire project so that QEC team, the Department of Rehabilitation, and 
involved agencies can analyze progress at regular intervals throughout the nine month contract 
period and make improvements as needed along the way; and, 5) Maximizing existing training 
resources and leveraging additional ones for communities and providers. 
 
The five major themes of this proposal can best be described by the following summary of 
proposed project activities: 
 
Consumer driven 
• Form an advisory group consisting of at least four primary, three secondary (parents) 

consumers of supported employment services and other training participants reflective of the 
broad scope of SE in California, who will assist us with planning, development, monitoring, 
and analysis of the project. 

• Actively seek input, feedback and collaborative implementation from consumers of training 
with each pilot program. 

• Promote joint action with consumers of service and training as a critical component in all 
training provided to pilot projects. 

 
Collaboration wherever/whenever possible 
• The broad scope of this project makes it imperative to work collaboratively with many 

different organizations and consultants who have knowledge and skills in areas where 
USF/RA staff may be lacking 

• Through QEC's two main collaborators, the targeting of consultant skills and expertise will be 
the primary means of collaboration, but the project Advisory Committee will be a resource in 
joint planning and delivery of training with other resources throughout the state. 
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Building capacity for the future 
• The intent of this project is to develop skilled managers, leaders, service providers and 

potential trainers within each pilot area. 
• Project staff will develop a capacity plan with each pilot project which will identify the ways 

that skills and knowledge will be disseminated and updated after intensive training and 
technical assistance is finished. This will include linkages to local developmental disability 
area boards, community colleges, Regional Opportunity Programs, regional centers, local 
mental health agencies and family support networks as well as means of staying updated on 
innovations and emerging approaches statewide and nationally. 

• Train-the-Trainer will be an integral part of the Natural Supports, QCI, and Family Outreach 
activities and will be available as well to the pilots in mental health, traumatic brain-injury, 
and assistive technology. 

 
Managing Project Quality for Continuous Improvement 
• Development of measures will assist project staff, training consumers, collaborating 

consultants, and DR personnel in continuous monitoring and adapting contract activities. 
• Service agreements with all pilots will ensure that all parties share commitments, expectations 

and outcomes throughout the grant period. 
• Flexibility in managing project resources, particularly use of consultants and staff time, and 

being able to adapt to dynamic and changing needs as identified by the DR Project Director. 
 
Maximizing Existing Resources/Leveraging Additional Ones for Communities and Providers 
•  USF/RA will commit one-third of its three RSA training grants in job development and 

placement, facility personnel, and facility administration to being available to the pilot 
projects.  In addition, the national scope research subcontract with Berkeley Planning 
Associates results in one-third of technical assistance and evaluation activities focused on 
California SE agencies.  The estimated financial resources represented by this commitment 
total $175,000 per year. 

•  All committed consultants and advisory committee members not only bring their expertise, 
but have been selected because they have access to training resources (funds, materials, 
support networks) with which QEC can collaborate and coordinate.  This will enable 
targeting training and technical assistance where it is most needed and where it triggers other 
training, learning, and replication activities and where duplication will be avoided. 

•  As an existing training and educational resource to California and the country, USF/RA can 
develop new collaboration with existing resources such as the national technical assistance 
centers at the University of Oregon and Virginia Commonwealth University; but also is 
capable of generating new projects and proposals over the course of the project which will 
bring more resources to bear in California to assure quality implementation and future 
capacity for replication. 
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Well, what do you think?  Rate the example on the previous two pages below: 
 
 
 

Problem Statement or Needs Assessment    

 
       

              POOR                       GREAT 
 YES NO 1 2  3 4 5 
1. Relates to purpose and goals of the applicant agency 
2. Realistic - doesn't try to solve all of the problems of  

the world 

3. Is supported by statistical evidence 

4. Is supported by statements from authorities 

5. Is stated in terms of client's needs - not the applicant's 

6. Is developed with input from clients and beneficiaries 
7. States more than just the lack of a program as the 

problem, unless the program is known to never fail 
8. Makes no unsupported assumptions 

9. Is free of jargon 

10. Is interesting to read 

11. Is as brief as possible 

12. Makes a compelling case 

COMMENTS: 
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Objectives 

 
 
 
 In this section of your proposal, you're talking about grant outcomes and not grant 
activities.  Program objectives mention:  

who 
what 
when 

how much 
how it will be measured 

 
They're about increasing, decreasing, or reducing and they're not about providing, 
establishing, or developing.  Don't confuse outcome objectives with process objectives.  
Consider the difference in two examples provided by The Grantsmanship Center.   
 

 To counsel 300 young people by the end of the 12 month program. 
 
The above is a process objective, below you will find an outcome objective: 
 
At the end of the 2-day workshop, 80% of participants will demonstrate at least a 25% 

increase or better in pre/post-test exams. 
 
 

Remember: 
 

At least on objective for each problem statement or need outlined in the problem statement 

Objectives are outcomes 

Objectives are not methods 

Describes applicant's clients or constituents 

States the time by which objectives will be accomplished 

Objectives are measurable, if at all possible 
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Sample Program Objectives #1 
 
 

NAPA-SOLANO UNITED WAY PROGRAM PROPOSAL APPLICATION 
Family Resource Center 
Submitted by United Cerebral Palsy of the North Bay 
Amount of Grant Request: $5,650 
 
Program Goals and Objectives 
Goals for the Family Resource Center (FRC) are to: (1) make families more capable in the 
decision making process regarding their son or daughter; (2) enhance collaboration between 
parents and professionals; and, (3) provide available resources for information, training and 
contact with other families.  Objectives for the FRC are as follows: 
 
 1. Increased family capability in accessing the service system and in using generic, 

 community services. 
 2. Increased family ability to collaborate with professionals in family-focused planning 

 and service delivery. 
 3. Increased opportunities and options for children with disabilities to access available 

 community events and experiences. 
 4. Increased opportunities for families to develop supportive friendships with other 

 families. 
 5. Increased military family capability in accessing specialized military services, e.g., 

 insurance. 
 

Well, what do you think?  Rate the above example below: 
 
 

Program Objectives: Describes the outcomes of the grant in measurable terms. 
    
       

              POOR                       GREAT 
 YES NO 1 2  3 4 5 
1. At least on objective for each problem statement or 

need outlined in the problem statement 

2. Objectives are outcomes 

3. Objectives are not methods 

4. Describes applicant's clients or constituents 

5. States the time by which objectives will be accomplished 

6. Objectives are measurable, if at all possible 

 COMMENTS: 
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Sample Program Objectives #2 
 
North Bay Regional Center & Area IV Board Request for Proposals: 
Consumer Resource Center 
Submitted by Allen, Shea & Associates 
Amount of Grant Request: $36,000 
 

Program Objectives 
The seven major objectives of this project are as follows: 
Objective 1.  By October 15th, 1992, outreach to consumers to inform them about the project, 

solicit ideas for manuals and trainings, and solicit participation on an advisory 
committee will be implemented.  

Objective 2.  By November 15th, 1992, an advisory committee, a majority of whose members are 
persons with developmental disabilities will be established.  

Objective 3.  By June 15th, 1993 a minimum of two trainings as identified by the Advisory 
Committee will be conducted.  

Objective 4.  A library of advocacy materials and resources will be developed and a place to house 
the library(s) will be completed by May 30th, 1993.  

Objective 5.  On a monthly basis beginning October 30th, 1992, monthly progress reports will be 
submitted to NBRC.  

Objective 6.  By December 1st, 1992, efforts to publicize the project to consumers, parents, 
programs, Regional Center staff, schools, community will be initiated.  

Objective 7.  By April 30th, 1993, a plan detailing recommendations and activities in pursing 
sources of continuation funding and in-kind support will be provided to the Advisory 
Committee.  

Objective 8.  By June 30th, 1993, a final report and a copy of all materials that have been 
developed or revised will be submitted to NBRC and ABIV. 

 
Well, what do you think?  Rate the above example below: 
 
 

Program Objectives: Describes the outcomes of the grant in measurable terms. 
    
       

              POOR                       GREAT 
 YES NO 1 2  3 4 5 
1. At least on objective for each problem statement or 

need outlined in the problem statement 

2. Objectives are outcomes 

3. Objectives are not methods 

4. Describes applicant's clients or constituents 

5. States the time by which objectives will be accomplished 

6. Objectives are measurable, if at all possible 

 COMMENTS: 
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Sample Program Objectives #3 

 
 

Response to California Department of Rehabilitation Request for Proposal 
Training and Technical Assistance Supported Employment Program 
Submitted by Quality Employment for California Project (QEC) 
University of San Francisco, Corporate Education and Development Group, Inc., InfoUse, Inc. 
Amount of Grant Request: $250,000 
 
Program Objectives 
Objective #1 Natural Supports  
Overview of Objective: QEC will develop a core training curriculum that can be purchased 

by pilot organizations or others in the implementation of a natural 
support system.  This curriculum (based on pilot projects in 
California and nationally) should address the basic training needs of 
corporate staff and the implementation needs of provider 
organizations.  Technical assistance to the pilot projects will be 
provided. 

 
Introduction.  Natural supports in the workplace are situations where employees with disabilities 
complete their work with the support of co-workers and management and without the direct 
assistance of social service agencies.  Co-workers are trained to provide training and support to 
employees with a disability.  The role of provider agency staff changes to providing technical 
support on how to assist a person with disability when training, communicating and providing 
other support.  This change requires retraining for job coaches and their organizations on how to 
effectively communicate with co-workers and provide support to them instead of the consumer. 
 
QEC is committed to an approach to natural supports that does not assume any need for 
monetary compensation to employers and co-workers to promote truly natural support.  
Although the pilot projects and DR will design their own approach, the QEC team can be a 
resource in utilizing the kind of latent employer potential (such as the $18,000 in-kind staff time 
provided by Security Pacific Corporation in supporting one employee in the California 
Corporate Initiative pilot project in Glendale) which has largely been underutilized in SE.  
Monetary compensation may be appropriate, but an approach that does not assume the need for 
it, will promise the most return in terms of natural support. 
 
Objective #7 Evaluation and Cost Effectiveness 
Overview of Objective: To provide input related to the development of an evaluation 

system and recommendations for improvement in policies and 
procedures that will lead to quality services. 

 
Introduction. While components of the service evaluation system (e.g., a preliminary cost and 
outcome study, computerized management information software) have been developed, this 
contract objective will provide an opportunity to assist DR and other involved agencies in 
putting the pieces together for systemwide evaluation. 
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 Well, what do you think?  Rate the example on the previous page below: 
 
 

Program Objectives: Describes the outcomes of the grant in measurable terms. 
    
       

              POOR                       GREAT 
 YES NO 1 2  3 4 5 
1. At least on objective for each problem statement or 

need outlined in the problem statement 

2. Objectives are outcomes 

3. Objectives are not methods 

4. Describes applicant's clients or constituents 

5. States the time by which objectives will be accomplished 

6. Objectives are measurable, if at all possible 

 COMMENTS: 
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Methods 

 
 

 Methods, methodologies, strategies, activities or procedures all explain the steps 
you will be taking to complete the objectives you've developed for your grant project.  
Methods clarify or justify your objectives.  You can be too lengthy in this section, but 
you can also be too brief.  For example, The Grantsmanship Center provides the 
methods statement below as too brief: 
 

Our program involves touring 3 productions and workshops to a  
minimum of 50 schools, community centers and public sites.   

Our target audience is approximately 20,000 youth. 
 
 The above could have included more about how staff will be hired, methods will be 
selected and productions will be structured.  Here's where a GANTT chart would be 
useful (See Bells and Whistles for an example). 
 

Methods: 
 

Flow naturally from problems and objectives 

Clearly describes program activities 

States reasons for the selection of activities 

Describe a sequence of activities 

Describe the staffing of program 

Describe your customers 

Present a reasonable scope of activities that can be completed within the grant timelines 
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Sample Methods #1 
 

NAPA-SOLANO UNITED WAY PROGRAM PROPOSAL APPLICATION 
Family Resource Center 
Submitted by United Cerebral Palsy of the North Bay 
Amount of Grant Request: $5,650 
 

Methods 
In order to complete the objectives stated above, we intend to: 
• Establish a family support center in Napa and Solano counties by subleasing space at the sites of 

existing related services (e.g., resource and referral agencies for childcare).   
• Gather together existing materials in the areas of resource information, accessing service 

systems, working with professionals, transition, family systems, service rights, disability 
awareness, etc.   

• Develop a print, audio and video media loan library.   
• Establish evening support groups for parents and siblings as requested.   
• Provide training seminars tailored to meet the expressed needs of parents in Napa and Solano 

counties.   
• Identify volunteer parent mentors who will provide parent-to-parent support when requested.   
• Provide outreach to local service agencies to increase professional knowledge about the unique 

need of families with disabilities and parent/professional collaboration.   
• Finally, to serve the special needs of military families, a guide to military services (e.g., 

CHAMPUS) will be developed and disseminated.  
 
Well, what do you think?  Rate the above example below: 
 
 

Methods: Describes the activities to be conducted to achieve the desired outcomes. 
    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Flows naturally from problems and objectives 

2. Clearly describes program activities 

3. States reasons for the selection of activities 

4. Describes sequence of activities 

5. Describes staffing of program 

6. Describes clients and client selection 
7. Presents a reasonable scope of activities that can be 

conducted within the time and resources of the program 

 COMMENTS: 
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Sample Methods #2 

 
North Bay Regional Center & Area IV Board Request for Proposals: 
Consumer Resource Center 
Submitted by Allen, Shea & Associates 
Amount of Grant Request: $36,000 
 
Methods 
Objective 1.   
Methods: 
• 750 copies of a four page newsletter in accessible language will be distributed throughout the 

North Bay area. 
 
• This newsletter will include information about the grant, possible activities and a survey 

regarding ideas for materials and advisory committee participation. 
 
• The survey will be on an insert which can be returned through the mail or to a central pick-up 

place in each county. 
 
• Returns from the survey will be collated and provided to the Advisory Committee for their 

information and action. 
 
 
Objective 2.   
Methods: 
• Suggestions for members of the Advisory Committee will be requested from the North Bay 

Consumer Advisory Committee and People First Chapters in each county. 
 
• At least three people with developmental disabilities will be requested to participate from 

each county. 
 
• The applicant will provide or arrange for transportation, facilitation, stipends and other 

assistance which will enable consumers to participate in those meetings.  
 
• Meetings will be held about every six weeks (at least 6 meetings) throughout the course of the 

grant period. 
 
• The Advisory Committee will be responsible for reviewing existing self advocacy materials 

and updating or revising them as necessary; identifying needed handbooks or manuals that 
would assist consumers to learn more about services and advocacy; and identifying advocacy 
training needs of consumers.  
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 Well, what do you think?  Rate the example on the previous page below: 
 
 
 

Methods: Describes the activities to be conducted to achieve the desired outcomes. 
    
       

              POOR               
GREAT 
 YES NO 1 2  3 4 5 
1. Flows naturally from problems and objectives 

2. Clearly describes program activities 

3. States reasons for the selection of activities 

4. Describes sequence of activities 

5. Describes staffing of program 

6. Describes clients and client selection 
7. Presents a reasonable scope of activities that can be 

conducted within the time and resources of the program 

 COMMENTS: 
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Sample Methods #3 
 
Response to California Department of Rehabilitation Request for Proposal 
Training and Technical Assistance Supported Employment Program 
Submitted by Quality Employment for California Project (QEC) 
University of San Francisco, Corporate Education and Development Group, Inc., InfoUse, Inc. 
Amount of Grant Request: $250,000 
 
Objective #1 Natural Supports  
 
Plans.  As earlier stated, QEC has considerable experience in building and maintaining natural 

 supports through the Corporate Initiative.  It is our intent in this project to insure that 
 local provider staff will acquire the skills necessary to manage natural support systems 
 on their own.  Our efforts in this area will assist us in developing a practical and easy 
 to follow curriculum based on materials already developed by USF in the California 
 Corporate Initiative project and by collaborating consultants. We plan to work with the 
 pilots to make changes and/or additions to curriculum as their needs are anticipated.  
 Basic curriculum designs include: 

 
 • Assistance to provider agencies at two levels: l) Managers; and, 2) Employment 

 Training Specialists who will be directly involved with employers. 
 
 • Assistance to employers at three levels: l) Human Resources staff; 2) Managers; and, 3) 

 Co-workers who will be directly involved with consumers. 
 
 • Written in modular format so that one or a combination of several modules can be  used 

depending on the needs of the audience (see Figure 4). 
 
 • A method to collaboratively assess current skills of participating organizations to 

 determine the extent of the training and technical assistance needed. 
 
 • A competency-based series of activities and self-assessments. 
 
 • Sample documents/resources which can be readily used by participating agencies.  
 
    Training.  QEC staff and consultants will provide training on each module which will 

 be available in two formats:  l) approximately 3 days of training for provider agency  
 staff before a project begins with the employer; and,  2)  approximately 2 days of  
 training to assist provider agency staff in training employers once a project has  
 begun.  A training and technical assistance plan will be developed with each pilot  
 which includes a needs assessment (organizational as well as skill levels of  
 targeted staff), identification of which modules will be used during training,  
 timeframes and location.  It is expected that the pilot projects will pay USF/RA for  
 the modules and corresponding training. 
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Figure 4 

Curriculum Modules 
 

        Approx.  AUDIENCE 
        Course Length    Agency 
 Title of Module      (Hours)    Staff      Employer 
 Introduction to Natural Support Systems  1.0 x x  
 Organizational Planning for Natural Supports  2.0 x x 
 Personal Experience of Employees with Disabilities  1.0 x x 
 ADA Title I  2.0 x x 
 How to Write Functional Job Descriptions  1.0 x x 
 Reasonable Accommodation/Assistive Technology  1.0 x x 
 Job Analysis  2.0 x x 
 Job Restructuring  1.0 x x 
 Task Analysis  2.0 x x 
 Individualized Training Techniques  2.0 x x 
 Providing Positive Support  2.0 x x 
 Marketing Natural Support Systems  1.0 x -- 
 Effective Negotiation  1.0 x -- 
 Effective Job Matching  1.0 x x 
 Effective Communication Techniques  1.0 x -- 
 How to Track/Monitor Outcomes  2.0 x x 
 How to Analyze Effectiveness and Efficiency  2.0 x x 
 How to Train Other Agency Staff to Implement  2.0 x -- 
  Natural Support Systems 
 
 TOTAL HOURS 28 = 3.5 days 
 
  
 
Training Days.  Curriculum development and training days described above will be completely or 
partially funded by RSA training projects currently held by USF. No DR resources will be 
required to fund this training activity.  USF generates 10 to 20 % of its project revenue for RSA 
grants from participant revenues.  The rates for pilot projects for training and curriculum will be 
negotiated with the participating agencies and DR, but will approximate between 10% to 100% 
of the total cost and will assure commitment to quality implementation. 
 
 
Technical Assistance.  T.A. will be provided to pilots throughout the duration of this contract.  
Each pilot will receive 5 days at no expense. Additional days may be purchased at a reduced rate 
which will be subsidized by federal RSA grant dollars.  Samples of technical assistance include: 
assisting with a job analysis at the worksite; attending meetings with co-workers; reviewing 
project data; observation of a work site once the person with disability has started; and, 
providing feedback and consultation based on these observations. 
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Well, what do you think?  Rate the example on the two previous pages below: 
 
 
 

Methods: Describes the activities to be conducted to achieve the desired outcomes. 
    
       

              POOR              
GREAT 
 YES NO 1 2  3 4 5 
1. Flows naturally from problems and objectives 

2. Clearly describes program activities 

3. States reasons for the selection of activities 

4. Describes sequence of activities 

5. Describes staffing of program 

6. Describes clients and client selection 
7. Presents a reasonable scope of activities that can be 

conducted within the time and resources of the program 

 COMMENTS: 
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Evaluation 
 
 
 There are typically two parts to an evaluation section, the outcome evaluation (the 
extent to which objectives have been achieved) and the process evaluation (how the 
program activities or methods lead to the differences you have noted).  Basic points to 
remember: 
 

• The audience for your evaluation report will help you determine what is 
important to evaluate. 

 
• Your evaluation should be focused on outcomes or process or both, 

depending on the specific directions of the funding agency. 
 
• Inside or outside evaluations both have positive and negative implications. 
 
• Cost-benefit and cost-effectiveness evaluations can be attractive to funding 

agencies. 
 
• The method of data collection must match your evaluation system and 

budget. 
 
• The funding agency may require a specific format for reporting evaluation 

data. 
 
 

A good evaluation plan: 
 

Presents a plan for evaluation accomplishment of objectives 

Presents a plan for evaluating and modifying methods over the course of the grant period 

Tells who will be doing the evaluation and how they were chosen 

Clearly states criteria for success 

Describes how data will be gathered 

Explains any test instruments or questionnaires to be used 

Describes the process of data analysis 

Describes any evaluation reports to be produced 
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Sample Evaluation #1 
 

NAPA-SOLANO UNITED WAY PROGRAM PROPOSAL APPLICATION 
Family Resource Center 
Submitted by United Cerebral Palsy of the North Bay 
Amount of Grant Request: $5,650 
 
Evaluation 
We plan to use the following ways of evaluating the success of this project: 
 
 1. We will collect pre and post measures (via interviews and surveys) of parent levels of 

 confidence in understanding the service system, working with professionals and 
 meeting the needs of their children. 

 2. We will determine levels of satisfaction (via interviews and surveys) by families with all 
 training sessions, resource information provided and support by mentor parents. 

 3. We will track and log the type of requests we receive from parents as formative data 
 and revise our support services accordingly. 

 

 
Well, what do you think?  Rate the above example below: 
 
 

Evaluation:  Presents a plan for determining whether or not objectives are met and 
methods are followed. 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Presents a plan for evaluation accomplishment of 

objectives 
2. Presents a plan for evaluating and modifying methods 

over the course of the grant period 
3. Tells who will be doing the evaluation and how they 

were chosen 

4. Clearly states criteria for success 

5. Describes how data will be gathered 
6. Explains any test instruments or questionnaires  

to be used 

7. Describes the process of data analysis 

8. Describes any evaluation reports to be produced 

 COMMENTS: 
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Sample Evaluation #2 
 
 

North Bay Regional Center & Area IV Board Request for Proposals: 
Consumer Resource Center 
Submitted by Allen, Shea & Associates 
Amount of Grant Request: $36,000 
 
Evaluation 
 
Staff will use a variety of formative reporting methods to determine consumer satisfaction with 
the project and resource materials collected, developed, or adapted. 
 
• At training events and at each Advisory Committee meeting, feedback forms will be provided 

to participants regarding the content and delivery of information.  Assistance in reading forms 
will be provided if requested. 

 
• A rating form for adapted or developed materials will also be used to revise and select 

materials for the resource center (see below for an example).  These ratings will be provided in 
the resource directory as well.   

 

 
 
• All of the material indicated above will be collated and provided in the final report as well as a 

set of adapted or developed resource materials. 
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Well, what do you think?  Rate the example on the previous page below: 
 
 

Evaluation:  Presents a plan for determining whether or not objectives are met and 
methods are followed. 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Presents a plan for evaluation accomplishment of 

objectives 
2. Presents a plan for evaluating and modifying methods 

over the course of the grant period 
3. Tells who will be doing the evaluation and how they 

were chosen 

4. Clearly states criteria for success 

5. Describes how data will be gathered 
6. Explains any test instruments or questionnaires  

to be used 

7. Describes the process of data analysis 

8. Describes any evaluation reports to be produced 

 COMMENTS: 
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Sample Evaluation #3 

 
Response to California Department of Rehabilitation Request for Proposal 
Training and Technical Assistance Supported Employment Program 
Submitted by Quality Employment for California Project (QEC) 
University of San Francisco, Corporate Education and Development Group, Inc., InfoUse, Inc. 
Amount of Grant Request: $250,000 
 
Objective #1 Natural Supports  
Evaluation.  As a result of this activity, QEC will: 
 
1. Develop a core curriculum for implementing a natural support system with employers to be used 

by provider agencies. 
 

2. Provide technical assistance to the four pilot projects that enables them to successfully 
implement a natural support system with at least one employer. 

 

3. Provide training to and with pilot projects which assists them in building the capacity to replicate 
the implementation process with other employers. 

 

4. Collect and analyze performance data from each pilot project that will assist QEC, DR, and 
provider agencies to make improvements in the implementation process. 

 

5. Provide the pilot projects and DR with written progress reports. 
 
As a result of this activity, pilot projects will: 
 
1. Develop a professional marketing package to be used with potential employers. 
 

2. Successfully complete a thorough job analysis at a minimum of one company. 
 

3. Develop at least one job site for at least one person with a severe disability that includes a signed 
commitment from the employer to implement co-worker training support strategies, and hire at 
least one person with a severe disability.  

 

4. Successfully conduct at least one 2-day co-worker training seminar with assistance from QEC and 
consumers. 

 

5. Provide systematic support/feedback to co-workers who are supporting a person with a severe 
disability. 

 

6. Monitor employee and co-worker performance and satisfaction data; track costs of the project; 
and, evaluate the effectiveness of their own performance. 

 
As a result of this project, the Department of Rehabilitation will: 
 
1. Have access to four Natural Support System projects and all documentation that supports their 

efforts. 
 

2. Possess a curriculum that can be used with other projects in subsequent years of the OSERS grant. 
 

3. Have a written analysis of the total Natural Support System effort. 
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Well, what do you think?  Rate the example on the previous page below: 
 
 

Evaluation:  Presents a plan for determining whether or not objectives are met and 
methods are followed. 

    
       

              POOR                       GREAT 
 YES NO 1 2  3 4 5 
1. Presents a plan for evaluation accomplishment of 

objectives 
2. Presents a plan for evaluating and modifying methods 

over the course of the grant period 
3. Tells who will be doing the evaluation and how they 

were chosen 

4. Clearly states criteria for success 

5. Describes how data will be gathered 
6. Explains any test instruments or questionnaires  

to be used 

7. Describes the process of data analysis 

8. Describes any evaluation reports to be produced 

 COMMENTS: 
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Future or Other Necessary Funding 
 
 
 
 
 Unless it's clearly a one-time effort, funding agencies often want to know how your 
agency will continue to fund this grant project.  In these times, they may also want to 
know how shared funding will be used or secured. 
 
 

Make sure your statement about future funding: 
 

Presents a specific plan to obtain future funding if the program is to be continued 

Describes how maintenance and future program costs will be obtained (if a construction grant) 

Describes how other funds will be obtained, if necessary to implement the grant 

Has minimal reliance on future grant support 

Is accompanied by letters of commitment, if necessary 
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Sample Funding Statement #1 

 
 
 
NAPA-SOLANO UNITED WAY PROGRAM PROPOSAL APPLICATION 
Family Resource Center 
Submitted by United Cerebral Palsy of the North Bay 
Amount of Grant Request: $5,650 
 
United Way Funding 
We are asking for $5,650.00 from United Way for start-up for this program.  Funding for start-
up is not available within our current budget.  UCP of the North Bay will be providing $2,000 in 
matching funds for administration, insurance and consultants. 
 
Future Funding 
UCP of the North Bay will absorb ongoing costs into our 1992-1993 budget. 
 
 
 Well, what do you think?  Rate the above example below: 
 
 
 

Future Funding:  Describes a plan for continuation beyond the grant and/or the 
availability of other resources necessary to implement the grant. 

    
       

              POOR              
GREAT 
 YES NO 1 2  3 4 5 
1. Presents a specific plan to obtain future funding if the 

program is to be continued 
2. Describes how maintenance and future program costs  

will be obtained (if a construction grant) 
3. Describes how other funds will be obtained, if necessary 

to implement the grant 

4. Has minimal reliance on future grant support 

5. Is accompanied by letters of commitment, if necessary 

 COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Sample Funding Statement #2 

 
 

North Bay Regional Center & Area IV Board Request for Proposals: 
Consumer Resource Center 
Submitted by Allen, Shea & Associates 
Amount of Grant Request: $36,000 
 
Continuation Funding 
A plan detailing recommendations and activities in pursing sources of continuation funding and 
in-kind support will be provided to the Advisory Committee. Activities in pursuit of 
continuation funding will include: 
 
• A search of the Grant Resource Library in both Sacramento and San Francisco will be 

completed and documented. 
 
• At least two requests for continuation funding will be developed prior to the end of the grant 

period. 
 
In addition, MOU's with participating resource locations will stress in-kind support for 
continuation of the document loan service.  
 

 
 Well, what do you think?  Rate the above example below: 
 
 

Future Funding:  Describes a plan for continuation beyond the grant and/or the 
availability of other resources necessary to implement the grant. 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Presents a specific plan to obtain future funding if the 

program is to be continued 
2. Describes how maintenance and future program costs  

will be obtained (if a construction grant) 
3. Describes how other funds will be obtained, if necessary 

to implement the grant 

4. Has minimal reliance on future grant support 

5. Is accompanied by letters of commitment, if necessary 

 COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Sample Funding Statement #3 
 
 

Social Support & Community Integration 
A Proposal Submitted for Program Development Funds to California Developmental Disabilities 
Services & State Council on Developmental Disabilities 
by United Cerebral Palsy of the North Bay 
Amount of Grant Request: $52,000 
 
Continuation Funding: 
  
 Although this is a one-year project, several features of the grant will be continued: 
  
• U.C.P. of the North Bay will provide ongoing technical assistance to schools and community 

recreation agencies. 
  
• Community recreation agencies will continue to provide integrated recreation/leisure activities 

and to utilize equipment provided through the mini-grant process. 
  
• School sites will continue to provide advisers to assist students with and without disabilities 

who participate in circles of support and integrated school activities. 
 

 
Well, what do you think?  Rate the above example below: 
 
 

Future Funding:  Describes a plan for continuation beyond the grant and/or the 
availability of other resources necessary to implement the grant. 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Presents a specific plan to obtain future funding if the 

program is to be continued 
2. Describes how maintenance and future program costs  

will be obtained (if a construction grant) 
3. Describes how other funds will be obtained, if necessary 

to implement the grant 

4. Has minimal reliance on future grant support 

5. Is accompanied by letters of commitment, if necessary 

 COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Budget 
 

 Remember, your budget is an estimate of the cost of your project.  At the same time, 
however, it should be as specific as possible.  Using Personnel and a Non Personnel 
sections as well as a Budget Detail Sheet are encouraged.  Don't forget to add columns 
for other funding sources if appropriate.  Regarding benefits, remember to include: 
mandated benefits (required by your state); Social Security (FICA; although public and 
non-profit agencies are exempt - many participate); and, Voluntary Benefits (e.g., 
medical, dental, life insurance).  The budget detail section offers an explanation of each 
item in the Budget Summary.  Here's an example from The Grantsmanship Center: 
  
         Budget Summary 
 D.  Travel $1,020 
  
 Budget Detail 
  D.  Local mileage for Program Director 
   100 miles/month @ 17¢ per mile X 12 months 204.00 
   Local mileage for (2) Counselors 
   200 miles/month @ 17¢ per mile X 12 months 816.00 
       TOTAL 1,020.00 
 
 If allowed by the funding agency, indirect costs should be included in the proposal 
budget.  Indirect costs are those costs of running a project, e.g., costs of operation and 
maintenance of buildings, depreciation, administrative salaries.  Indirect costs are often 
allowable as a percentage of a portion of the budget (e.g., 10% of personnel costs). 
 

Budgets: 
  Tells the same story as the proposal narrative 

Is detailed in all aspects 

Project costs that will be incurred at the time of the program, if different from the time of proposal writing 

Contains no unexplained amounts for miscellaneous contingency 

Includes all items asked of the funding source 

Includes all items paid for by other sources 

Includes all volunteers 

Details fringe benefits, separate from salaries 

Includes all consultants 

Separately details all non-personnel costs 

Includes indirect costs where appropriate 

Is sufficient to perform the tasks described in the narrative 



Grant Preparation Guide –– Budget 
 

54 

 

Sample Budget #1 
 
 
 
NAPA-SOLANO UNITED WAY PROGRAM PROPOSAL APPLICATION 
Family Resource Center 
Submitted by United Cerebral Palsy of the North Bay 
Amount of Grant Request: $5,650 
 

PROGRAM BUDGET 
 

                Source of 
Budget Item Amount  Funding 
Project Director 2,500.00 United Way 
Project Staff 1,000.00 United Way 
Clerical 250.00 United Way 
Phone 150.00 United Way 
Supplies 200.00 United Way 
Postage 100.00 United Way 
Trainings/Workshops 1,000.00 United Way 
Travel 200.00 United Way 
Printing 250.00 United Way 
Subtotal Request from United Way $5,650.00  
 
Administrative  1,000.00 UCP 
Insurance  500.00 UCP 
Consultants 500.00 UCP 
Subtotal Match from UCP $2,000.00  
 
Project Total   $7,650.00 
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Well, what do you think?  Rate the example on the previous page: 
 
 
 

Budget:  Clearly delineates costs to be met by the funding source and those 
provided by other parties. 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Tells the same story as the proposal narrative 

2. Is detailed in all aspects 
3. Project costs that will be incurred at the time of the 

program, if different from the time of proposal writing 
4. Contains no unexplained amounts for miscellaneous 

or contingency 

5. Includes all items asked of the funding source 

6. Includes all items paid for by other sources 

7. Includes all volunteers 

8. Details fringe benefits, separate from salaries 

9. Includes all consultants 

10. Separately details all non-personnel costs 

11. Includes indirect costs where appropriate 

12. Is sufficient to perform the tasks described in the narrative 

 COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Sample Budget #2 
 
 
North Bay Regional Center & Area IV Board 
Response to a Request for Proposals: 
Consumer Resource Center 
Submitted by Allen, Shea & Associates 
Amount of Grant Request: $36,000 
 

 

Proposed Budget for Consumer Resource Center 
                                        
                                                                                                     
    Budget Item                                                               Allocation 
 Project Coordinators (Allen, Shea & Associates)  $13,950.00 
 Project Consultants  $3,600.00 
 Advisory Committee  
 Travel/time stipends 9 persons @ $25 per X 6 meetings$1,350.00 
 Facilitators; 2 persons @ $25 X 6 meetings  $300.00 
 Training   
 Transportation stipends; 120 persons @ $10 per X 2 trainings $2,400.00 
  Lunch; 120 @ $8 per X 2 trainings  $1,920.00 
  Facilitators; 4 persons @ $75 X 2 trainings)  $600.00 
  Room rentals  $400.00 
 Purchase of printed materials, audio and video media  $4,000.00 
 Photocopying (newsletter, survey, materials, advocacy briefs) $1,550.00 
 Communication  $750.00 
 Equipment (3 videotape players @ $300 each;  
  3 audiocassette players @ $50 each; 3 2 -drawer 
  filing cabinets @ $100 each)  1,350.00 
 Postage (Newsletter, survey; training announcements)  $500.00 
 Staff and consultant travel (1,500 miles at $.225 per mile) $450.00 
 Administrative overhead (e.g. rent, utilities, supplies,  
  equipment; 8% of total budget)  $2,880.00 
   

  TOTAL BUDGET $36,000.00  
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Well, what do you think?  Rate the example on the previous page: 
 
 
 

Budget:  Clearly delineates costs to be met by the funding source and those 
provided by other parties. 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Tells the same story as the proposal narrative 

2. Is detailed in all aspects 
3. Project costs that will be incurred at the time of the 

program, if different from the time of proposal writing 
4. Contains no unexplained amounts for miscellaneous 

or contingency 

5. Includes all items asked of the funding source 

6. Includes all items paid for by other sources 

7. Includes all volunteers 

8. Details fringe benefits, separate from salaries 

9. Includes all consultants 

10. Separately details all non-personnel costs 

11. Includes indirect costs where appropriate 

12. Is sufficient to perform the tasks described in the narrative 

 COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Sample Budget #3 
 
U.S.I.A. Academic Exchanges Division,  
European Branch Academic Exchange Programs 
USF/EBS Business Management Development Program 
Submitted by USF McLaren Graduate School of Management in Collaboration with  
Estonian Business School 
Amount of Grant Request: $378,584 
 

      USIA  USF  EBS          TOTAL 
 

Administrative Costs 
1. Salaries 
 A. Administrative Director  
  $50,000 x 10% x 18 months $7,500   $7,500 
 B.  Project Director 
  On site in Estonia and the 
  United States @ $25,000 per  
  semester x 3 semesters $45,000 $30,000  $75,000 
 C.  Secretary 
  $10.00 per hour x 300 hours $1,500 $1,500  $3,000 
2. Fringe Benefits $11,160 $15,345  $26,505 
 31% for health, dental, etc.  
3. Telephone/Telegraph  
 $185 per month x 18 months $1,500 $1,375 $455 $3,330 
4. Copying 
 $75 per month x 18 months $550 $550 $250 $1,350 
5. Postage 
 $25 per month x 18 months $200 $200 $50 $450 
6. Office Supplies 
 $75 per month x 18 months $550 $550 $250 $1,350 
Administrative Costs Subtotal $67,960 $49,520 1,005 118,485 
Program Costs 
1. International Travel 
 Orientation visit  
 ($1,8251. X 2 exchanges) $3,650   $3,650 
 Faculty in Residence  
 ($1,825 X 3 faculty) $5,475   $5,475 
 EBS Institutes 
 ($1,825 X 3 faculty x 3 institutes) $16,425   $16,425 
 USF Fall Institute  
 ($1,825 X 3 faculty x 3 institutes) $16,425   $16,425 
2. Domestic Travel 
 Car rental  $750 $450 $1,200 
 
 
 
 

                                                
1. Airfare estimate based on February '92 lowest fare increased by a 33% allowance factor  for  fare 
increases; any savings will be allocated to future years'travel and for increase per diem for longer faculty 
exchanges. 
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      USIA  USF  EBS          TOTAL 
 
3. Maintenance Costs2.  
 Orientation visit (Two exchanges,  
 7 days in Tallinn at $205 per day  
 and 7 days in San Francisco  
 @ $112 per day) $2,219   $2,219 
 Faculty in Residence 
 450 days in Tallinn at $205 per day  $92,250   $92,250 
 EBS Institutes (Three USF  
 faculty, 60 days each in Tallinn; 180 
 days @ $205 per day x 3 institutes) $110,700   $110,700 
 USF Institutes (Three EBS faculty, 
 60 days each in San Francisco; 180 
 days @ $112 per day x 3 institutes) $60,480   $60,480 
 
4. Educational Materials $3,000 $4,400 $1,800 $9,200  
 
5. Salaries and Benefits  
 Orientation exchange visit  
 (1 USF faculty 14 days at $2,500  
 + 31% benefits; 1 EBS faculty  $3,275  $3,275 
 14 days at $1,500)   $1,500 $1,500 
 Institutes    
 USF Faculty (3 faculty per institute;   
 3 institutes @ $5,000 per faculty 
 per institute; + 31% benefits)  $58,950  $58,950 
 EBS Faculty (3 faculty per institute;  
 3 institutes @ $5,000 per faculty per 
 institute)   $58,950 $58,950  
 
6. Other Direct and Indirect Costs  $11,790 $5,895 $17,685  
 USF- 20% of salaries;  
 EBS - 10% of direct 
 
Program Costs Subtotal $310,624 $79,165 $68,595 $458,384 
  
 
TOTALS $378,584 $128,685 $69,600 $576,869 
      
 
 

                                                
2. Based on Agency for International Development1992 Per Diem Rates for Foreign and Non-Foreign Areas. 
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Well, what do you think?  Rate the example on the two previous pages: 
 
 
 

Budget:  Clearly delineates costs to be met by the funding source and those 
provided by other parties. 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Tells the same story as the proposal narrative 

2. Is detailed in all aspects 
3. Project costs that will be incurred at the time of the 

program, if different from the time of proposal writing 
4. Contains no unexplained amounts for miscellaneous 

or contingency 

5. Includes all items asked of the funding source 

6. Includes all items paid for by other sources 

7. Includes all volunteers 

8. Details fringe benefits, separate from salaries 

9. Includes all consultants 

10. Separately details all non-personnel costs 

11. Includes indirect costs where appropriate 

12. Is sufficient to perform the tasks described in the narrative 

 COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Bells and Whistles 
 
 
 
North Bay Regional Center & Area IV Board 
Response to a Request for Proposals: 
Consumer Resource Center 
 
Submitted by Allen, Shea & Associates 
 
 
 

Sample Page from Proposed Resource Guide 
 

 

 
 
In general, this is about:   Making Your Own Decisions 
 

It's name: Board and Care 
 

What is it?   A  movie about a woman is forced 
to move away from her friends. It 
talks about who should decide 
what's best for people. 

 

Who made it?   Pyramid Films 
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Social Support & Community Integration 
A Proposal Submitted for  
Program Development Funds 
to California Developmental Disabilities Services &  
State Council on Developmental Disabilities 
 
Submitted by United Cerebral Palsy of the North Bay 
 
 
 

ORGANIZATIONAL CHART 
for 

UCP of the North Bay 
 
 

Board of Directors

Executive Director

Program 
Coordinator
Napa/Solano

& Project Director
for Grant

Program 
Coordinator

Sonoma/Marin
Administrative

Secretary
Secretary

& Fund Developer

Project
Consultant

Project
Facilitators

School Site
Advisers
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Response to Department of Rehabilitation Request for Proposal 
Training and Technical Assistance Supported Employment Program 
 
Submitted by 
Quality Employment for California Project (QEC) 
University of San Francisco and 
Corporate Education and Development Group, Inc. 
InfoUse, Inc. 

 
Figure 3 

Geographic Distribution of Training and Technical Assistance 
 

Areas of the State Where
USF/Rehabilitation
Training & Technical Assistance
Efforts Have Been Directed
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Measurement Tool Survey to Improve Alignment of COPAR Tool 
Submitted to Department of Institutions Division for Developmental Disabilities 
by Allen, Shea & Associates 
in cooperation with 
Claudia Bolton Forrest and Nicholas DeCilla 
 
 
 

Example of a GANTT (As in Henry Gantt) Chart 

Meeting with Advisory Committee to discuss interim findings

Contract is finalized

Development of data-base for application of criteria

Final report with survey results, literature review, tools, etc.!

Monthly progress reports

Obtain computerized literature reviews through HABDATA,

  SCAN, and SpecialNet

Develop mailed survey for State Disabilities Agencies

Mail surveys to State Disabilities Agencies

Collect copies of tool/studies identified through survey

Develop interview format for key informants

Collect copies of tools/studies identified through lit. review

Interview key informants

Input criteria information into computerized data-base 

Collect copies of tool/studies identified through interviews

Develop a summary report of criteria

Tasks/Activities 1 8 15 22 29 6

April

13 20 27 3

May

10 17 24

1992

June

Methodology for Measurement Tool Survey

Friday, March 13, 1992
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Response to Department of Rehabilitation Request for Proposal 
Training and Technical Assistance Supported Employment Program 
 
Submitted by 
Quality Employment for California Project (QEC) 
University of San Francisco and 
Corporate Education and Development Group, Inc. 
InfoUse, Inc. 
 
 
 

Figure 2 
Training and Technical Assistance Activities  
by Category, Year, Sessions and Participants 

1

10

100

1000

10000

Year 1 Year 2 Year 3 Year 4 Year 5 Year 1 Year 2 Year 3 Year 4 Year 5

Awareness, Orientation, 
Information & Referral

Training & Technical 
Assistance

Local, Statewide 
Interagency Planning

Number of Sessions

Number of Participants
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Planning for the Future:  What Can Older Parents Do? 
A Proposal for Consideration through the Targeted Program Development Fund  
Submitted to California Department of Developmental Services 
and the California State Council on Developmental Disabilities 
 
Submitted by ARC, Alameda County 
 
 
 
 

Figure 1.  Proposed Service Area 
 

Contra Costa

Alameda

Danvi l le

Dublin

P leasanton

San Ramon

L ivermore
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Examples of 1,2,3 Page Resumes 
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Putney Swope, M.P.A.       (510) 631-7776 
23 Sunmaid Court 
San Francisco, CA 
98755 
 
 
Professional Experience: Current Position: Director of Finance, North Bay Activity 

Center, Oakland.  Chief financial officer of a mental health 
agency with a $1.5 million  annual budget. 

  
 Previous experience includes:  
 
 • Assistant dean and director of undergraduate 

 business program;  
 
 • Chief financial and administrative officer of a 

 university graduate school;  
 
 • Financial management trainer and consultant;  
 
 • Adjunct faculty member of the University of San 

 Francisco Masters in Rehabilitation Administration; 
 and,  

 
 • Accountant in private practice. 
 
 
Education: Masters in Public Administration, U. of San Francisco 
 Univ. Admin.: International Seminar, The British Council 
 B.S. in Business Administration, Drake University     
 
 
Publications: Robbing Peter to Pay Paul in Ethics in Nonprofit Management 

Determining Client Service Costs: A Guide for Managers 
Financial Statement Ratio Standards for the California 
Nonprofit Rehabilitation Industry: An Empirical Study 
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Jack D. Holt                                        341 N. Trumbol, Apt. #8 
  La Canada, CA 91206 
 Home: (810) 548-0765 

  Bus.: (715 663-2045 
 

 
EXPERIENCE 

 
    University of San Francisco -McLaren Graduate School of Management 
    Regional Training Coordinator - March, 1991 to Present 

• Market, promote, design and deliver executive education and training programs 
focusing on greater participation and continuous advancement of people with 
disabilities through employment and community independence. 

•  Specific areas of expertise for training, consultations, and technical assistance 
include: Americans With Disabilities Act and Employment Law, Corporate 
Supported Employment and Natural Supports, Personnel Policies and Procedures. 
Total Quality Management systems, Market Planning, and Program Evaluation. 

 
    Security Pacific Automation Company, Inc. - Brea, CA 
    Assistant Vice President - July, 1987 to March 1991 
 

Employment Coordinator for Persons with Disabilities: 
• Recognized national and internationally for the design development and 

implementation of programs and activities relating to the recruitment. 
accommodation, and retention of qualified persons with disabilities. 

•  Developed informational materials for Human Resource and Line managers covering 
key areas associated with the hiring of challenged workers. Topics include: 
accommodation, adaptive equipment, community and government service agencies, 
tax credit information, etc. 

• Trained Security Pacific Corporation and other Southern California businesses In 
disabled employees accommodation and integration. 

• Conversant in American Sign Language; instructed managers and their staff in 
"Vocational ASL." 

 
Senior Technical Recruiter (Human Resources Generalist): 
• Recruitment of technical, managerial, and clerical personnel in systems and 

applications programming, main frame operations, telecommunications, and back-
office commercial banking operations. 

•  Consistently maintained cost-per-hire and requisition turnaround time below 
Company averages. 

• Expedient mediation of employee relations / grievance issues. 
• Created several innovative, cost-effective recruitment /image marketing packages for 

use across all applicant populations (press kits, brochures, stand up displays etc.). 
• Responsible for purchase, installation, and implementation of IBM and Macintosh 

hardware / software for Human Resources office automation activities at multiple 
locations. 
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Jack D. Holt                                                                                                                     Page 2 
 

 
EXPERIENCE (cont'd) 

 
College Recruiting Coordinator: 
• Managed all graduate and undergraduate college recruiting / campus relations 

activities for SPAC's California Operations (t 7 - 25 campuses. 30 - 45 recruiting 
schedules annually). 

• Increased Campus hiring 140% over two years while under strict budgetary 
constraints. 

• Coordinated SPAC Associate Program - a fast-track development program for college 
graduates (includes Program and policy development). 

 
Numeric Machining I Forge Die Company - Monterey Park, CA 
CNC Machinist - July 1981 to July 1987 

• Programmed, operated, and maintained CNC vertical-milling centers and 
     electronic discharge Machining tools (EDM) in the production of forging dies 
  and prototypes 
• Created Self-instructional manuals on the installation and operation of various micro 

computer systems. Assisted in the design and implementation of Employee Safety 
Programs and equipment. 

 
 
EDUCATION 
 
  University of San Francisco - Kendrick School of Law 
  Candidate for the degree of Juris Doctor - .June, 1997 
 
  California State Polytechnic University at Pomona 
  Bachelor of Arts, Behavioral Sciences - June, 1987 
 

•  Major emphasis in Industrial Psychology, Minor in Management and Human 
Resources; advanced studies in Applied Statistics. 

•  Primary research focused on employee satisfaction, self- appraisal, and employee 
decision systems in both union and non-union environments. 

 
 

AFFILIATIONS 
 

• Member: Personnel and Industrial Relations Association. 
• Member Association for Persons in Supported Employment. 
• Trainer (West Coast Representative): National Technical Institute for the Deaf. 
• Trainer: Windmills; California State Department of Rehabilitation. 
• Project Team Member: Industry Education Council of California. 
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LYNN A . MEYERS PH.D. 

4 Sunrise Drive 
Emeryville, CA  94766 

408-426-2039 
FAX 48-566-5000 

 
 
 
EDUCATION 

Ph.D., Administration and Policy Analysis: Concentration in Marketing. Northwestern 
University, Evanston, Illinois, 1982. University Fellow 1980-1981, 1981-1982. Thesis 
Advisor: Dr. Philip Kotler 

M.A., Administration and Policy Analysis. Loyola University, Chicago, Illinois, 1976. 
B.A., Anthropology and Psychology. University of Illinois, Champaign, Illinois, 1974. 

 
ACADEMIC POSITIONS 

University of California, Berkeley,  Walter Haas School of Business Administration, Fall 
1991.  Visiting Professor of Marketing. 

University of San Francisco, McLaren School of Business Administration, Fall 1985 to 
present. Professor of Marketing. Tenure granted February 1989. Sabbatical granted for 
Academic year 1991-1992. 

California State University, Hayward, College of Business Administration, January 1983 to 
Fall 1985.  Assistant Professor of Marketing. 

University of California, Davis, Graduate School of Business Administration, Spring 1984.  
Visiting Assistant Professor of Marketing. 

 
INTERNATIONAL TEACHING EXPERIENCE 
Through the Executive Education program in the McLaren School of Business Administration, I 
have taught top level business managers from the following graduate business programs: The 
University of Ulster, Ulster Ireland, July 1991 and the Estonian Business School, Estonia, U.S.S.R., 
June 1991. 

 
COURSE OFFERINGS 
Able to teach the following courses at the graduate and undergraduate level: Marketing Management, 
Service Marketing, International Marketing, Consumer Behavior, Marketing Nonprofit 
Organizations. 
 
PUBLICATIONS (1988 - ) 

Meyers, L.A. "The Leadership Gap in Higher Education." Proceedings of American Marketing 
Associations Conference on Higher Education, Cincinnati, Ohio, November 1991. 

Meyers, L.A. and Calvert S. "An Exploratory Evaluation of the Masters in Nursing/Masters in 
Business Administration Joint Degree: Are the Needs of Health Care Professionals Being 
Met?" Proceedinqs of the American Association for Advances in Health Care Research 
Conference, Jackson Hole, Wyoming, March 1991. 

Meyers, L.A. "Are U.S. Colleges and Universities Using Marketing Techniques Properly and 
Within the Context of a Marketing Plan?" Journal of Marketing Higher Education, vol.3, 
Fall 1990. 

Meyers, L.A. and Kimball, R. "Marketing the NonProfit Hospital: A Case Study of Twenty 
Hospitals." Proceedinqs. Ninth Annual Health Care Research Conference, Snowbird, Utah, 
April 4-8, 1990.  
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Meyers, page 2  
 
Meyers, L.A. ~Admissions Standards and the Use of Key Marketing Technique in U.S. Colleges 

and Universities" Colleqe and University, Volume LXV Number 1, pp. 44-56. 
Meyers, L.A. "Job Opportunities for Undergraduate Marketing Majors." Journal of Marketing 

Education, Fall 1989. 
Meyers, L.A. ~'The Integration of Marketing in Colleges and Universities in the United States." 

Working Paper Series: The Institute for Nonprofit Organization Management, University of 
San Francisco, March 1988. 

 
PRESENTATIONS (1987 - ) 

Meyers, L.A. "Obstacles to Effective Marketing in Institutions of Higher Education." Paper 
presented at the Conference for Marketing Higher Education, Jackson Hole, Wyoming, 
March 1991. 

Meyers, L.A. and Calvert S. ~'An Exploratory Evaluation of the Masters in Nursing/Masters in 
Business Administration Joint Degree: Are the Needs of Health Care Professionals Being 
Met?" Paper presented at the American Association for Advances in Health Care Research 
Conference, Jackson Hole, Wyoming, March 1991. 

Meyers, L.A. ~'Are U.S. Colleges and Universities Applying Marketing Techniques Properly and 
Within the Context of a Marketing Plan?" Paper presented at the Symposium for Marketing 
Higher Education, Cincinnati, Ohio, November 1989. 

Meyers, L.A. ~Admissions Standards and the Use of Key Marketing Techniques.'' Paper presented 
at the AMA Summer Marketing Educators Conference, Chicago, IL, August 1989. 

Meyers, L.A. "Nonprofits: Pay Attention to Your Customers." Seminar presented at the 
University of California, Berkeley Business School, March 1988. 

Meyers, L.A. and Woods, P. "Marketing the University of San Francisco." Seminar presented ~o 
the President and Executive Council of the University of San Francisco, December 1987. 

Meyers, L.A. "Marketing Your University's Conference Center." Seminar presented to the 
Association for University and College Conference Planners, San Francisco, California, 
September 1987. 

Meyers, L.A. "Student Placement: The Challenge of Helping our Undergraduate Marketing 
Students Prepare for and Find Suitable Employment." Paper presented at the Western 
Marketing Educator's Conference, Monterey, California, April 1987. 

Meyers, L.A. "Marketing in the Nonprofit Sector." Seminar presented at the University of 
California, Berkeley Business School, March, 1987. 

Meyers, L.A. "Marketing is Not a Dirty Word." Seminar and training for the faculty, 
administration and staff of Dominican College of San Rafael, CA, February 1987. 

 
CONSULTING EXPERIENCE 

Lynn A. Meyers Associates Consultant, responsible for strategy development for businesses, 
nonprofit organizations, and colleges and universities. 1983 to present. 

KPMG Peat Marwick Consultant/subcontractor responsible for a marketing research and 
strategy study. San Francisco, California. Summer 1983. 

Management Analysis Center, Inc.: Associate, responsible for client assignments in the areas 
of strategy formulation and implementation, marketing and planning, Chicago, Illinois. 1982 
to 1983. 

KPMG Peat Marwick: Consultant, responsible for client assignments in the areas of marketing, 
planning and management evaluation in the public and private sectors. Chicago, Illinois. 
1978 to 1982. 
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Meyers, page 3 
 

The following are representatives of assignments in marketing, strategy, and planning: 
Staff Training and Development: Developed training programs and materials in the areas of 

marketing research, planning, targeting and positioning for a number of profit and not-for-
profit organizations. 

Marketing Strategy: Conducted evaluations of student needs, enrollment trends, competitive 
pricing strategies, innovative programming, program access and promotional activities for a 
number of private and public colleges and universities throughout the United States. 

Performance/Marketing Audit: Analyzed the educational products and product delivery 
components of a nine college system in Illinois and a five college system in California. 

Product Development: Developed and test marketed new products. Implemented a strategic 
marketing plan for a computer services organization. 

Industry Analysis: Conducted a nationwide analysis of the competitive trends in the channels of 
distribution of the tire and rubber industry. 

Marketing Analysis and Planning: Evaluated the market demand, area housing supply, demand 
characteristics, competitive housing supply, and projected unit sales for a midwestern building 
company. 

Strategic Planning: Developed and implemented the strategic planning process for a nationwide 
education foundation. 

Market Research: Conducted user and nonuser surveys and evaluated the market demand for a 
direct marketing catalog company. 

Marketing Opportunity Analysis: Conducted analyses of the opportunities and threats facing a 
Bay Area business school, a number of nonprofit organizations and a number of educational 
programs at California Colleges and Universities. 

Marketing Planning: Developed comprehensive marketing plans for a number of Bay Area 
businesses and educational institutions. 

 
PROFESSIONAL ACTIVITIES: 
Received Research Grants from the following organizations: Ford Foundation, 1987, 1988; McLaren 

School of Business, at University of San Francisco 1987, 1988, 1989, 1990, 1991; Office of 
Academic Affairs at University of San Francisco, 1987, 1988; College of Business 
Administration, at California State University, 1983, 1984, 1985. 

Winner of the McLaren School of Administration Distinguished Teaching Award, 1989-1990.                  
Chairperson of Market Research Track for the Symposium for Marketing Higher Education. 

November, 1989 and November 1991. 
Reviewer for the Journal of Service Marketing. 
Editorial Reviewer for the Journal of the NonProfit Sector. 
Editor and Reviewer for the Journal of Marketing Higher Education. 
 
SERVICE TO THE UNIVERSITY OF SAN FRANCISCO 
Co-chairperson of the University of San Francisco Marketing Committee. Conducted a two-year long 

full-scale marketing study highlighting the internal and external opportunities and threats facing 
the University of San Francisco developing a marketing plan for the University. 

 

Member of a variety of committees including: USF Task Force on Reorganization; AACSB 
Reaccreditation Task Force Director of Admissions Search Committee; Advisory Committee for 
the Nonprofit Organization; Management on Ethics in Nonprofit Organizations; USF MBA 
Marketing Committee; WASC Study Group on Assessment 

 

Faculty Advisor to a number of campus groups including: The American Marketing  Association's 
Case Competition; USF chapter of the American Marketing Association;  

 USF's Women in Management; Alpha Mu-Apha 
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Writing a Foundation Proposal 
 
 
 
 
You can use the outline provided in the previous pages when writing to a foundation or 
corporation.  However, in those situations, your cover letter often stands alone as the 
proposal.  The Grantsmanship Center recommends that a letter of this type be no 
longer than 3 pages and should be accompanied by a brief cover letter signed by the 
agency's Board of Directors.  Foundations and corporations also typically request:  a 
financial statement; proof of your IRS status; a letter of letters of support; and, an 
annual report (if available). 
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Activity: Write Your Own Grant 
 
 
 
Below you will find a copy of a Request for Proposal used by a United Way Chapter in 
Northern California.  The parameters of this activity are that you limit the grant to 
$10,000 and that you select something that really interests you and people with 
developmental disabilities and your area. 
 
 

 
UNITED WAY 

BRIDGEWAY GRANT APPLICATION 
 
Using the outline listed below, non-profit agencies who work 
with people with developmental disabilities and their families 
are encouraged to submit a proposal. 
 
 Maximum size of request: $10,000 
 Duration of grant projects: 6 months 
 Proposal Narrative Length:4 pages (not  including 
 budget, letters of support & job descriptions) 
 

Project Abstract 
Introduction 

Problem Statement or Needs Assessment 
Project Objectives 
Project Methods 

Project Evaluation 
Future Funding 
Project Budget 
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Write a Summary of your grant request 
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Summary Self-Rating 
 
 
 

Summary: Clearly and concisely summarizes the request. 
    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Appears at the beginning of the proposal 

2. Identifies the grant applicant 

3. Includes at least one sentence about credibility 

4. Includes at least one sentence on the problem 

5. Includes at least one sentence on objectives 

6. Includes at least one sentence on methods 

7. Includes total cost, funds already obtained and amount 
 requested in the proposal 

8. It's brief 

9. It's clear 

10. It's interesting 

COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Write an Introduction for your grant request 
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Introduction Self-Rating 
 

 
 

Introduction: Describes the applicant agency and its qualifications for funding 
(credibility). 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Clearly establishes who is applying for funds 

2. Describes applicant agency purpose and goals 

3. Describes applicant's programs and activities 

4. Describes applicant's clients or constituents 

5. Provides evidence of the applicant's accomplishments 

6. Offers statistics in support of accomplishments 
7. Offers quotes/endorsements in support of  

accomplishments 
8. Supports qualifications in area of activity in which funds 

are sought (e.g., research, training) 

9. Leads logically to the problem statement 

10. Is as brief as possible 

11. Is interesting 

12. Is free of jargon 

COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Write a Problem Statement for your grant request 
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Problem Statement Self-Rating 
 
 

Problem Statement or Needs Assessment    

 
       

              POOR            GREAT 
 YES NO 1 2  3 4 5 
1. Relates to purpose and goals of the applicant agency 
2. Realistic - doesn't try to solve all of the problems of  

the world 

3. Is supported by statistical evidence 

4. Is supported by statements from authorities 

5. Is stated in terms of client's needs - not the applicant's 

6. Is developed with input from clients and beneficiaries 
7. States more than just the lack of a program as the 

problem, unless the program is known to never fail 
8. Makes no unsupported assumptions 

9. Is free of jargon 

10. Is interesting to read 

11. Is as brief as possible 

12. Makes a compelling case 

COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Write 2-3 Program Objectives for your grant request 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



Grant Preparation Guide –– Activity: Write Your Own Grant 
 

85 

 
 
 

Program Objectives Self-Rating 
 

 
 

Program Objectives: Describes the outcomes of the grant in measurable terms. 
    
       

              POOR              
GREAT 
 YES NO 1 2  3 4 5 
1. At least on objective for each problem statement or 

need outlined in the problem statement 

2. Objectives are outcomes 

3. Objectives are not methods 

4. Describes applicant's clients or constituents 

5. States the time by which objectives will be accomplished 

6. Objectives are measurable, if at all possible 

 COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Write 2-3 Methods for each of your Program Objectives 
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Methods Self-Rating 
 
 
 

Methods: Describes the activities to be conducted to achieve the desired outcomes. 
    
       

              POOR               
GREAT 
 YES NO 1 2  3 4 5 
1. Flows naturally from problems and objectives 

2. Clearly describes program activities 

3. States reasons for the selection of activities 

4. Describes sequence of activities 

5. Describes staffing of program 

6. Describes clients and client selection 
7. Presents a reasonable scope of activities that can be 

conducted within the time and resources of the program 

 COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Write a 3 Step Evaluation Plan for your grant request 
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Evaluation Self-Rating 
 
 
 

Evaluation:  Presents a plan for determining whether or not objectives are met and 
methods are followed. 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Presents a plan for evaluation accomplishment of 

objectives 
2. Presents a plan for evaluating and modifying methods 

over the course of the grant period 
3. Tells who will be doing the evaluation and how they 

were chosen 

4. Clearly states criteria for success 

5. Describes how data will be gathered 
6. Explains any test instruments or questionnaires  

to be used 

7. Describes the process of data analysis 

8. Describes any evaluation reports to be produced 

 COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Write a Future Funding Statement your grant request 
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Future Funding Self-Rating 
 

 
 

Future Funding:  Describes a plan for continuation beyond the grant and/or the 
availability of other resources necessary to implement the grant. 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Presents a specific plan to obtain future funding if the 

program is to be continued 
2. Describes how maintenance and future program costs  

will be obtained (if a construction grant) 
3. Describes how other funds will be obtained, if necessary 

to implement the grant 

4. Has minimal reliance on future grant support 

5. Is accompanied by letters of commitment, if necessary 

 COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
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Write a Budget for your grant request 
 

         Total 
         Requested   In-Kind      Total 
I. Personnel 
 A. Salaries and Wages 
  1. 
  2. 
  3. 
  4. 

 B. Fringe Benefits 
  1. 
  2. 
  3. 
  4. 
 C. Consultant and Contract Services 

 
II. Non-Personnel 
 A. Space Cost 

 
 B. Rental, Lease or Purchase of Equipment 

 
 C. Consumable Supplies 

 
 D. Travel 

 
 E. Telephone 

 
 F. Other Costs 
 
 
 TOTALS       $  $  $ 
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Budget Self-Rating 
 
 
 

Budget:  Clearly delineates costs to be met by the funding source and those 
provided by other parties. 

    
       

              POOR             GREAT 
 YES NO 1 2  3 4 5 
1. Tells the same story as the proposal narrative 

2. Is detailed in all aspects 
3. Project costs that will be incurred at the time of the 

program, if different from the time of proposal writing 
4. Contains no unexplained amounts for miscellaneous 

or contingency 

5. Includes all items asked of the funding source 

6. Includes all items paid for by other sources 

7. Includes all volunteers 

8. Details fringe benefits, separate from salaries 

9. Includes all consultants 

10. Separately details all non-personnel costs 

11. Includes indirect costs where appropriate 

12. Is sufficient to perform the tasks described in the narrative 

 COMMENTS: 
 
 
 
 
©1979 The Grantsmanship Center 
 
 
 

 
 


