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Getting Started

I want money so that I / We 
can...
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Put Your Answers in Boxes that Answer 
these Questions
• What do we want to do?
• What need does the project satisfy? / How does it 

improve X? How will it help a funder look good?
• How does the project build on what we’ve done?
• How will we implement the project?
• What resources will be needed to accomplish the 

project? How will the money be used?
• When will the project happen? What are the steps?
• What deliverables will be produced? How will they be 

disseminated? How will the project be sustained? How 
will we measure/document success?
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Techniques to Get Moving
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Mind Map
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Outline the Proposal
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Turn Recommended Elements Into 
Headings and Subheadings
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Prepare a one pager

• AKA ...
 Letter of Inquiry
 Abstract
 Project Summary
 Calling Card 

• (Two pages okay)
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One Pager Format

• Introduction
• Statement of Need
• Organizational History
• Project Narrative
• Timeline
• Budget
• Evaluation
• Funding Strategy and 

Sustainability
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Introduction

“We request $500,000 to...”. 
”The funds will support 
ongoing...”
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Statement of Need

• ”The project is needed 
because...”

• “This project will improve / 
expand / help...”

• “The project will add to the 
body of knowledge 
about...”

• National Science 
Foundation calls 
addressing such needs 
“Broader Impacts”
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Organizational History

• ”The University of 
Redlands has a long 
history of...”

• ”This project will build on / 
continue...”

• “Using funds provided by 
X, we will leverage our 
success in...”
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Project Narrative

• “The goal of this project is 
to...”

• “The following logic model 
derived from research 
informs this project...

• “We will accomplish this goal 
by implementing the 
following objectives...”

• NSF calls the translation of 
theoretical/empirical 
achievable objectives 
“Intellectual Merit”
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Timeline

• Each objective should be 
turned into milestone or 
bar in a Gantt chart.

• ”The X project will begin 
on September 1, 2021 and 
end on August 31, 2024.”

• “The X objectives will be 
implemented as illustrated 
below. Important 
milestones are 
highlighted.”
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Gantt Chart
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Budget

• Each activity / time commitment / resource should 
have a budget counterpart

• “The X project will require $175,000 for startup and 
operation. The University of Redlands will provide 
$25,000 in in-kind donations of faculty time; an 
alumna has agreed to provide $30,000 in matching 
funds. Accordingly, we are seeking $120,000 from 
the Y Foundation...”



Sponsored Programs Office

Evaluation

• “The project’s logic model 
will guide the project 
evaluation...”

• ”Efficacy of the 
intervention will be 
evaluated using a mixed-
methods approach...”

• “The goal will be to 
provide formative and 
summative data for...”
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Funding Strategy and Sustainability

• “The X Project will develop 
a course that will become 
part of the Y curriculum. 
The Dean of the Z has 
committed to offer the 
course for a three-year 
trial period...”

• “The ABC Project will 
create a model that can be 
implemented at institutions 
like ourselves...”
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Summary

• Start with what you want to accomplish.
• Justify the need; tie that to specific improvements.
• Demonstrate ability to succeed.
• Outline a plan to accomplish each objective.
• Document resources needed to implement your plan.
• Lay out a reasonable timeline.
• Tie deliverables and milestones to each objective.
• Show how deliverables will be evaluated.
• Describe how results will be disseminated.
• Present evidence of plans to sustain the effort.
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Contact Us / Visit SPO / Sign Up

sites.redlands.edu/sponsored-programs/
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