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November 2011  Presentation at the Queen Street Commons (a co-

working site) – 224 Queen St., Charlottetown, PEI Canada - 

http://queenstreetcommons.org/ 
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Whether you are creating a 2 page proposal or a 20 page proposal – 

the steps end up being the same in writing a successful proposal. 

In some ways the effort is the same when you are applying for $2000 or 

$200,000 – though people offering $200,000 tend to be more instructive 

in what they want in an RFP.  If the RFP is only for a small amount but 

has huge demands, it may just be wishful thinking – stick to your 

standards and only offer what you can fulfill in the given budget. 

 

Learn all you can: 

• Visit their website 

• Study their Annual Reports 

• Look at their brochures or information packets 

• Google them for news articles 

 

 

Getting to Know You - song from the movie “The King and I” 

Getting To Know You" 

Music by Richard Rodgers 

Lyrics by Oscar Hammerstein II 
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http://www.imdb.com/name/nm0006256/
http://www.imdb.com/name/nm0358564/
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State the desired goals and objectives to address the needs/problems – 

if the client has not 

Don’t describe your work only in generalities, use buzz words, or trendy 
concepts – unless that client has used them 

Do list concrete, specific outcomes and tie each step of your plan to achieving 
the goals – if you can’t tie it to a goal…there’s a problem 

 

 

Buzz works – trendy concept = Our “authentic” 

organization/approach/services 

 

A caution: 

Don’t try to change your organization to fit a funders guidelines 

Do stick to your business, be honest, and focus on where your goals genuinely 
align with a funders – don’t be afraid to stretch, just don’t let the money drag 
you away from what it is you want to do 

 

Objectives should be SMART: Specific, Measurable, Achievable,  
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Realistic, & Time Sensitive 
 

Example #1: In 12 months, there will be a 50% reduction in unintended 

pregnancies among 17-18 year old girls who live in Richmond City (& 

participate in the project). Realistic? Achievable? 
 

Example #2: In 12 months, 75% of teen program participants will 

demonstrate increased knowledge about healthy sexual behavior, 

contraceptive practices & prevention of sexually transmitted diseases.  
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If-then thinking: If we provide {specific service}, then you will be able to 

{achieve a specific goal}. 

Be specific.  

Tell exactly what you are going to do.  

Tell why you need to do it. 

Tell how you are going to do it. 

Tell what makes your approach different from other applicants. 

Be enthusiastic!    Be passionate! 
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If your organization is weak in a needed skill area, don’t try to fake it – 

but be confident in what you can offer 

Offer what you can: 50% of something is better than 100% of nothing 

Alternately - find someone that has strength and partner with them – 

being in a co-working site, like the Queen Street Commons, makes it 

easier to find people to work with 
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Spell it out 

How you interpret what they are asking for – to perform an asset 

map and gap analysis, I will… 

What you mean by {name a process here} – to optimize your 

search engine capacity, I will 

Common sense is just not that common – for example, don’t assume 

that they understand that creating a final report usually means 2 drafts 

and then a final paper 
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Week – could be actual dates 

Description – just a brief outline of what will be happening 

Responsibility of - don’t forget to note “their” jobs in all of this 

Milestones, Critical Items, Deliverables -  
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Don’t neglect the budget – give enough breakdown to allow for options: client 
may not have a budget to hire you for it all but have enough to try you 

out on something 
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Title Page 

should include: date, project title, project location, 
your/organization name; and any required information (RFP #) 

Table of Contents 

make it easy for readers to find the information they require – 
RFP? Show the required titiles 

Appendices 

Might include: cv’s, material lists, diagrams, and letters of 
support   
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Remember that other human beings will be reading your proposal.  

People, who just us, may struggle to stay focused when reading 

hundreds of pages of proposal writing. 

 

Good proofreaders don’t read for content and will point out every little 

mistake – this is important as some funders will see a mistake and 

assume that if you can’t pay attention to the details than you won’t do a 

good job for them. 

 

Don’t be offended by a proofreaders suggestions – don’t take it 

personally, think of it as helping you make it through the cuts 
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Stick to a font like Arial for online reading 
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More than half of proposals are rejected on first reading because: 

• Applicant did not follow directions 

• Proposal did not match the program or need 
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