Letter Proposal
L_etter of Intent
Preproposal

Often the first step.



Letter of Intent to Apply.

¢ Can say very little

¢ Indicate who you are, youl:
Institution, lecation, and the, program
(REP) you are applying to

¢ Send It 1A on letterhead/signatures
o Used! to) set Up! review: panels

o Usually: eptional — [iFthe deadline Is
mISsed, Voumay stillNseradeaed to
the list



What's the difference?
Preproposal:

¢ Short concept paper
(3-6 page description)

¢ Guidelines usually: specify: what to
Include

o \Written as al shoert proposal

9 Can berused ter elirculate amonag
petentialpartRers, dept challanad
dean), Etc.

¥ IHElpsVeUrClaniia Vol thoughnts



What's the difference?
L_etter Proposal:

Written as a letter — address it to a
Specific person

¢ 1-4: pages but fellow guidelines

o Usually: reqguested! by andl written
{0 a oundation

¢ FUNdEr can react toryouricdea

¢ Miake the Dest possible first
IMPression:— It may: e therliast:




Content is the same.
Paragraphi: WWho you are.

¢ Both individually: and as an
institution

¢ \Who! you serve and Where you are
lecated

o WhV Vou' are approaching the agency.
¢» Reguest for fUnds or project: title

¥ it yeurhave contacted them DEOKE)
MEREIeRI thls.




Paragraph 2: Why this agency?

¢ Specifty relevant projects funded by
the agency.

¢ Indicate why: this project will- appeal
to them

¢ Indicate hiew! this project relates
to/extends ethers! they: have itnded



Paragraph 3: What is the need?

o What is the problem or need (short
statement, one paragraph)

¢ Include a few, well-chosen statistics

¢ How will yeu solve; the
proplemy/address the need With their
MGREY,



Paragraph 4: What's the plan?

¢ Give a brief narrative (3-5
sentences) off your plan, your
selution te the problem

¢ List the project goals/objectives
o Where wWill'the project take place

¥ BE confident — you can accomplisi
Chisitasks and der it realiys Wellle



Paragraph 5: Why fund you?

o Why give the money to you — what
makes you uniguely suited for this
Project?

s Institutional gualifications, —

FESPUIFCES, Iocation), Ristery, faculty,
CENCErS, EXPErIENCE, ELC,

9 1S this a medel progiam: that Canrbe
heplicated?



Paragraph 6: How much?

¢ Indicate how much money you need

¢ Note budget breakdown in huge
categories (personmnel, eqguipment)

¢ ldentify: other sources of funding i
CRIST agency: Wen t proevide it all

¢ [nclude the time: frame
¢ Be accurate and realistic



Paragraph 7: Closing

¢ Give contact information

¢ Invite further conversation/state whether
yvou will fiellew’ up withy ar phone; call

¢ [hank the reader for their time and
attention

¢» May need institutional signatures in
addition te yeur ewn — Institttional
aUCROrEY, ffer the UniVersity: te reguest
and rECEIVE dranit fitinds




Attachments

¢ Include attachments (if allowed)
—Data to support need
— Program brochures
—PDetailed timeline or budget

— [nstitutionaliinfermation
» \NORFPrefit statls
s Audited finamncial statement
¢ Board MeEmDERS



Before mailing...

¢ Reread, revise, polish

¢ Have someone read it cold
— Are the ideas clear?
— Are the methods clear?
— DE Vou sound credible and capable?

HaVe Vou USed acronyIms?
REVIEW! ther evaltiation Criteria;, FEVISE
REAE ONCE MOKE oK tone

¢ o

\
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