 (
Community Grant Guide
2012-2013
 
Grant Cycle
)




[image: ]



Adapted with permission from the Western New York Affiliate of Susan G. Komen for the Cure®

Thank you for your interest in applying for a grant from the Chicagoland Area Affiliate of Susan G. Komen for the Cure®. Our grantees are our partners in achieving our promise, and we look forward to the opportunity to work with your organization.

This guide provides technical assistance, samples and information that will help you with your application. Please refer to the RFA for specific application instructions. The RFA along with the Application Form are available at www.komenchicago.org or can be mailed in hard copy upon request.



THE PROMISE																

Nancy G. Brinker promised her 36 year old dying sister, Susan G. Komen, that she would do everything in her power to end breast cancer forever. In 1982, that promise became Susan G. Komen for the Cure and launched the global breast cancer movement.

The promise of Susan G. Komen for the Cure is to save lives and end breast cancer forever by empowering people, ensuring quality care for all and energizing science to find the cures. Komen Affiliates represent one of the nation’s largest private funding sources for breast health and breast cancer services and research.

The Chicagoland Area Affiliate of Susan G. Komen for the Cure was founded in 1997 through the efforts of many committed individuals. Through many fundraising events, including the Race for the Cure®, Komen Chicago has awarded over $10 million dollars to fund local community-based breast health education, breast cancer screening, and treatment programs for the medically underserved.


A few key points about our grant making:
The Chicagoland Area Affiliate is like any other foundation in that we make grants to not-for-profits through a defined process.
The Chicagoland Area Affiliate is not an endowed foundation. This means that our giving can fluctuate more from year to year than
endowed foundations.
The funding we raised during our 2011-2012 fiscal year will be used to award grants for our 2012-2013 fiscal year.
The Chicagoland Area Affiliate only funds in one program area – breast health and breast cancer-related projects.








UNDERSTANDING THE GRANT MAKING PROCESS											


The Chicagoland Area Affiliate’s grant making process is competitive and rigorous. It is important for all grant applicants to understand the
grant making process, as understanding the process will most likely help your organization develop a stronger grant proposal.

First, a few important definitions:

Community Profile: The Community Profile is a community needs assessment that explains the Chicagoland Area Affiliates’ funding priorities. A task force of the Chicagoland Area Affiliate’s Board of Directors conducts research and solicits community input from a wide variety of sources to develop the funding priorities presented in the Community Profile. The Executive Summary is available at www.komenchicago.org

Community Review Panel: The Community Review Panel is an independent panel whose members are invited by the Chicagoland Area Affiliate to review all incoming grant applications and make funding recommendations to the Chicagoland Area Affiliate’s Mission Committee. The Community Review Panel is comprised of health care professionals, breast cancer survivors, educators, advocates, community members, representatives from other nonprofits, and other types of professionals (including accountants, attorneys, financial professionals, etc). Each Community Review Panel member is required to sign a confidentiality agreement and is required to disclose all potential conflicts of interest. Any Community Review Panel member that reports a conflict of interest will not be involved in reviewing, discussing, or voting on approval of the application(s) from the organization(s) with whom the conflict(s) exists.

Mission Committee: The Mission Committee is made up of members of the Chicagoland Area Affiliate’s community. The Mission Committee publishes the grant guidelines and facilitates the grant review process, sets grant-related policies, and provides oversight after grants have been awarded. Members of the Mission Committee must also sign confidentiality and conflict of interest statements.














A BRIEF OVERVIEW OF THE GRANT MAKING PROCESS										


Compliance Review
After an application is received, the Manager of Mission Initiatives reviews it to verify that the application is in compliance with the published grant guidelines and that the governance, management, and financial position of applicant organization are solid. During this period, the Manager of Mission Initiatives may contact the applicant with questions.

Community Review Panel
Applications that are in compliance with the guidelines and are eligible for funding from the Chicagoland Area Affiliate are then forwarded on to the independent Community Review Panel for review. After the review period, all of the Community Review Panel members meet to discuss and score the applications.

Allocation of Funding
The Mission Committee considers the Community Review Panel’s funding recommendations and prepares a slate of applications to be presented to the Chicagoland Area Affiliate’s Board of Directors. The Board then approves or rejects the entire slate of grants. After the slate is approved, all applicants are notified of the Board’s decision.

Post-award Process
After the Board has approved the slate of grants, each funded organization is mailed a grant contract to sign. After the contract is signed, the
Chicagoland Area Affiliate sends out the first check, representing the first half of the award. Each grantee receives the second payment after the mid-year progress report is received and approved. A final report is due within 45 days of the completion of the grant period. During the grant period (April 1 to March 31), each grantee will receive at least one site visits. It is important to note that complying with the post-award requirements is very important. Noncompliance with these requirements can affect eligibility for future funding.

For more information about the requirements for organizations receiving a grant from the Chicagoland Area Affiliate, please see the “After
Receiving a Grant” and “Grant Management Policies” sections of these guidelines.







REVIEW CRITERIA																

Below are the criteria used by the Community Review Panel:

	
Organizational Factors – 10 Available Points
Applicant has sufficient resources and the expertise to successfully execute the project described within the application.
The proposed project seems to be a strong fit for this organization and is in line with the organization’s larger mission.


	
Project Design – 50 Available Points
The applicant has demonstrated, using solid evidence, that there is a significant need for this project within their community.
The goals, objectives, and outcomes are measurable and obtainable.
The proposed activities are appropriate and closely align with the project’s goals and objectives.
The overall approach described in the application is culturally and linguistically appropriate for the intended target population (and includes the appropriate collaborative partners, if applicable).
The overall project design can be expected to be effective in accomplishing the project’s goals and objectives.
The timeline for the project is reasonable and provides sufficient detail.


	
Evaluation – 15 Available Points
The applicant has developed an appropriate plan with appropriate measures for evaluating the success of the project.
The applicant has the capacity to implement the evaluation plan as described within the application.
The applicant has identified the ways in which the organization will learn from and use the information gathered through its evaluation activities.


	
Budget – 20 Available Points
The budget is clear, appropriate, and reasonable.
The budget justification sufficiently explains each budget item and why each budget item is necessary for implementing the project.
Together, the budget and the budget justification have a strong correlation with the goals and objectives, and the activities described within the application.


	
Sustainability – 5 Available Points
The applicant has demonstrated how the program and its impact will be sustained long-term.
The applicant has the resources (financial, personnel, partnerships) needed to sustain their effort.





CONCEPT DEVELOPMENT														

The first step in developing your grant application is to develop a concept for your project. Here are some important questions to ask in developing the concept:

How does this project fit with the mission and funding priorities of Komen Chicago?

What does your organization want to accomplish through this project? Is this in line with community needs? Is it in line with your
organization’s mission? Does your plan address how you will accomplish your goals and address your community in a culturally and
linguistically appropriate manner?

Does your organization have the capacity to implement and manage this project?

Is this project unique or does it duplicate other efforts? If your project is not unique, please explain why this project is needed within your community.

Should your project include partners?


EVIDENCE-BASED PROGRAMS														

The Chicagoland Area Affiliate encourages use of evidence based programs. Please refer to the “Resources” section of this guide for a couple websites where you can access examples of evidence based programs.

An evidence based program has been:
Implemented with a group
Evaluated
Found to be effective

Benefits of evidence based programs:
Cost effective
Shortens the time it takes to develop a program
Effective in study populations
Evaluation mechanism already in place
No need “to reinvent the wheel”!


PREPARING THE GRANT APPLICATION												

Getting started…

When preparing your application, please be sure that you are using the correct application!

Be sure to download the required Application Form from the Chicagoland Area Affiliate’s website (www.komenchicago.org).

Please review the information about the Chicagoland Area Affiliate’s grant making process prior to preparing an application.

We have tried to include all of the information you will need to prepare an application in these guidelines and on our website. Please make sure you have reviewed this guide and the information on our website before calling or emailing the Affiliate.


KEY POINTS FOR PREPARING A STRONG GRANT APPLICATION									

Submit a clear, concise, and realistic application.

Submit a complete application and follow the grant guidelines closely.

Assume that the Chicagoland Area Affiliate is not familiar with your organization or your project (paint a full picture in your grant
application).

Remember that funding is never guaranteed.















THE COVER PAGE																	

You must use the form provided.

Your project title will appear on all of our public materials advertising the projects we fund. Therefore, please choose a project title that is descriptive yet concise.

The cover sheet must be signed by someone within your organization who has the authority to enter into contracts (often the executive director or the board chair).

ABSTRACT PAGE- THE FIRST IMPRESSION													
For funded projects, the abstract is used for the following purposes:

The Chicagoland Area Affiliate sends the abstract to the National office of Susan G. Komen for the Cure® which includes the abstract in a book summarizing all of the projects funded through Komen Affiliates and posts the abstract on its website.

The National office of Susan G. Komen for the Cure® reviews the abstracts to determine which projects will be invited to present at the annual Komen Mission Conference.

The Chicagoland Area Affiliate posts the abstract on its website and publishes it in a variety of materials, all of which are available to the community.

It is essential to develop a concise, interesting abstract because the content of your abstract will be used to communicate the essence of your project to Komen National, individuals looking for breast health and breast cancer services, and providers within the Chicagoland Area Affiliate’s service area. Specifically, your abstract should include a short description of your project, the service(s) you plan to provide (including numbers, if applicable), your target population, your geographic focus, and any other relevant information. The abstract should be limited to 1,200 characters, including spaces and punctuation (approximately 225 words) and should be written in lay terms. Use the form provided.

A good abstract will state the problem or need that will be addressed and then discuss how the organization plans to address the problem or need.

A sample abstract follows:
Women living in rural communities in the Metropolitan Chicago area lack access to breast health education and screening services. ABC Community Hospital, a leader in improving access to health care, will implement a project called Think Pink, targeting medically underserved women age 40 and over living in XYZ County. The project will use a community tailored approach to provide education about breast health and increase mammography rates by reducing financial and logistical barriers. This project will assist women in obtaining access to clinical breast examinations, mammography screening, and diagnostic services. Think Pink clients will receive transportation assistance in the form of gas vouchers. Additionally, a survivorship workshop will be conducted to address the specific needs and concerns of breast cancer survivors.
THE NARRATIVE- PROJECT DESCRIPTION													

The narrative section of the grant application is the place where your organization can share the essence of the project. Please use the form provided. There are a few important points to keep in mind for all projects:

Use of statistics:
Do not use precious space in your narrative telling the reader that one in eight women will be diagnosed with breast cancer within their
lifetime or that over 40,000 people are expected to die from breast cancer this year. Instead use local statistics or statistics gathered by your organization to help substantiate the need for your project when relevant.

Use of research:
When appropriate, you should consider using research to bolster your approach to addressing the problem identified in your application,
especially if you are basing your approach on emerging, promising, or best practices within your field. When using outside sources or
internal research, be sure to include appropriate citations. Claims and quotes without citations can reduce the appearance of credibility.

Discuss the big picture:
When preparing the narrative, help the grant reviewers understand where this project fits within your organization and within your larger
community.


TIPS ON COMPLETING THE SECTIONS OF THE NARRATIVE										

Discussing the need(s) that the project will address
When answering the question about the needs or problems that your project will address, your application should demonstrate that your
organization has a broad understanding of the situation, and should present specific evidence to support your organization’s view of the
need/problem and how it will be addressed. This section is a good place to use local statistics or those gathered by your organization to
substantiate the need for your project.

Defining the project’s target population
All projects funded by the Chicagoland Area Affiliate must target the medically underserved. In a general sense, medically underserved refers to people who are uninsured, underinsured, lack access to medical care, or are at-risk.  However, the Chicagoland Area Affiliate has chosen to leave the term “medically underserved” undefined because different communities will need to define the term in different ways, according to the needs within that specific community.

When preparing the application, be sure to specifically define your project’s target population and include relevant numbers and statistics when appropriate to bolster your organization’s application.


DEVELOPING GOALS AND OBJECTIVES												

Because the Chicagoland Area Affiliate is committed to measuring the impact of its funding and the Chicagoland Area Affiliate wants your
organization to be able to measure its success, we place emphasis on a project’s goals and objectives during the grant review process. Therefore, we encourage all grant applicants to spend time developing solid goals and objectives for their projects.

Goals should communicate the changes that you are going to produce through your project.

Objectives should define the goals in measurable and specific terms. Objectives also:
Are tangible, concrete, measurable and achievable within the grant period.
Define project success — what outcomes will a successful implementation of your project have? Objectives describe the results of your project, not the activities of your project. Objectives provide the groundwork for a solid evaluation of your project.
Are different from project goal — goal is broad and abstract; objectives are very specific. Be realistic! These are the standards you set for your own performance.

When writing objectives:
Focus on the target audience, not how the project will be implemented.
State what the audience will do.
Use an action verb and a noun.
Provide a specific measureable target.

A sample goal with objectives:
Goal 1:	Increase access to screening services for women living in Kane County. 
Objective 1: 	Facilitate access to screening mammograms by providing appointment assistance and transportation vouchers for 100 medically underserved rural women, ages 40 and older, living in Kane County.
Goal 2:	Ensure continuity of care for women in need of follow-up services in Kane County.
Objective 2: 	Provide navigation assistance and transportation vouchers for women in need of follow-up services in Kane County.

The difference between objectives and outcomes:
For this purpose, Objective is defined as how the goal will be obtained for the project.
For example: Facilitate access to screening mammograms to 100 medically underserved women.

For this purpose, Outcome is defined as the actual result of a project.
For example: 125 medically underserved women received transportation vouchers to mammogram appointments.

All grant recipients will be required to report the outcomes for their goals and objectives to the Chicagoland Area Affiliate.
TIMETABLE																	

When preparing the timetable for the application, include important milestones for the project. Consider the Community Review Panel’s perspective when deciding which items to include in the timetable, “Will including this item in the timetable help in evaluating this grant application?” Also, be sure that your timetable is realistic and coordinates with the project’s goals and objectives.


EVALUATION																

The importance of a solid project evaluation can be expressed in one word — accountability. Both Komen Chicago and your organization are accountable for the success of your project. You are accountable to Komen Chicago to prove that your project was a good “investment,” and Komen Chicago is accountable to our donors to prove that the donor’s money is being managed wisely. Project evaluation provides a “concrete” product to demonstrate accountability.

Evaluation should assess effectiveness (outcomes by whom) and use of target services, support, education activities, etc.

Two types of evaluation:
Process evaluation
An ongoing process throughout the grant period.
Seeks to identify strengths and weaknesses of a program, identify processes by which participants are involved and describe how the outcomes are produced.
Answers the questions: Are you doing what you said you were going to do? How well are you doing it? What worked well? What didn’t? What can you change during the grant period?

Impact evaluation
Did your project achieve its objectives?
What outcomes did/did not occur?
What outcomes occurred that were not expected?




In a general sense, the Chicagoland Area Affiliate evaluates its grantees’ success in the following ways:

Did the grantee achieve its goals and objectives, measured through their outcomes?

Did the grantee spend the funding in accordance with the approved grant proposal during the grant period?

Did the grantee achieve success according to the terms described in the approved grant proposal?

Grantees are required to report this information to the Chicagoland Area as part of the reporting process. In many cases, going beyond these basic measures of evaluation is important. Your application should also include other information about the evaluation techniques that will be used internally to determine the project’s success and effectiveness (for example, including feedback from those receiving services through your project). When answering this question, it is important to develop evaluation measures that are appropriate and realistic, and will provide valuable information about the success and effectiveness of your project.


DISCUSSING COMPARABLE PROJECTS												

When developing this section of your application, it is very important to include an honest assessment of other similar programs within the Chicagoland Area Affiliate’s service area. Ideally, the Chicagoland Area Affiliate would prefer not to fund duplicative services, but we realize that some duplication will exist. When duplication does exist between your project and others, honestly discussing the duplication and how your project is unique will help the Chicagoland Area Affiliate fairly evaluate your application. If your organization does not identify and discuss other similar projects, the Community Review Panel might conclude that your organization is not knowledgeable about the other projects that exist and therefore is not the best organization to receive a grant.















PREPARING THE BUDGET														

The budget is one of the key pieces of the grant application. When preparing the budget, it is very important to make sure that the line items are very clearly explained, both in the budget and within the budget justification. Also, be sure that budget line items clearly align with the goals and objectives outlined in the narrative.

Format
Grant applicants are required to use the format included in the Application.

Indirect Costs
The Chicagoland Area Affiliate will provide up to 10% of a grant applicant’s budget for indirect costs. This funding is intended to cover the
“overhead” costs associated with running an organization. Indirect costs can include rent, utilities, technology infrastructure and support,
accounting, general marketing, legal affairs, and fundraising costs.

Typically, the following expenses should be included only in indirect costs as the Chicagoland Area Affiliate generally will not fund these expenses as stand-alone budget line-items:

Accounting or bookkeeping services
Telephone and internet access charges, including cell phones and long distance charges, and DSL, cable, or dialup internet access
Rent, utilities, and facility maintenance
Fundraising expenses
Marketing expenses (unless the marketing expense is directly related to the project that the Chicagoland Area Affiliate would be funding)
General purpose office supplies, computer equipment, and software (unless directly related to the project)

Equipment
Any equipment costs included in the budget must be directly necessary for the completion of this project, must be reasonable, and must be used exclusively on this project. Please note: equipment is not to exceed 30% of direct cost.

The Budget Justification
Including a well-written budget justification will help minimize questions about your organization’s budget request and can therefore result in a higher score. A well constructed budget justification will include two key aspects:

A clear and concise explanation of budget line-items, including information about how a line-item was derived or calculated.
A clear explanation of how a line-item correlates to the goals and objectives described in the narrative portion of the application.



BEFORE SUBMITTING THE GRANT APPLICATION											

Make sure that everyone involved in the project has a chance to review the grant application before it is submitted.
Have a good editor review the grant application to check for grammar and syntax mistakes, as well as clarity, consistency, and flow.
Be sure that all forms are completely filled out and all questions are answered.
Make sure ALL required documents are attached.
Remember: 1 & 2 year applications must be RECIEVED by 12 p.m. on November 18, 2011; TA/CB are due December 9,2011 at 12 p.m., with no exceptions. One (1) application should be e-mailed to mission@komenchicago.org ; one (1) application in Word format should be mailed to the Komen Chicago Office.

COMMON MISTAKES															

Not knowing the constituents you plan to serve.
Example: You plan to screen 250 Native American women on reservations in Niagara county, and there are only 100 women who are age eligible for a mammogram. You have not done your homework!

Not being aware of other ongoing programs that are doing essentially what you plan to do.
Example: You plan to screen Native American women on reservations, but you are unaware that the County Health Department already has such a program in place. You may be able to partner to IMPROVE that program, but should not try to compete to accomplish the same objective.

You list partners but provide no evidence that they will work or are working with you.

Your budget is not realistic for the work to be done.
Can be too low or too high.
Asking for staff that are needed only for limited programs.
Asking for funds for services already provided (mammograms when partnership $ is available).
We fund specific breast programs, not general agency work.

You provide no evidence your plan will succeed.

Potential obstacles are not identified and addressed.

You have been funded in the past and did not meet project objectives.
If you did not complete what was proposed in the past, you need to address that up front and be clear on why this time you think the program will work.


FREQUENTLY ASKED QUESTIONS													

May I have an extension on the deadline?
No. In order to ensure an equal “playing field” for all grant applicants, no grant proposal will be accepted after the stated deadline.

The RFA states that the project description should not exceed 5 typewritten pages — is that just a recommendation or is that all we get?
That’s all you get. Our grant review panel is made up of community experts who volunteer their time to evaluate the grant proposals and make a funding recommendation to our Affiliate Board of Directors. To accommodate their busy schedules and keep an eye on the volume of proposals they are asked to review, we must limit the number of pages in each proposal.

What happens if my proposal exceeds page limits, budget requirement, etc. or generally does not follow the RFP guidelines?
All grant proposals received will be reviewed for compliance to the RFA guidelines. Any and all proposals that do not comply with the guidelines (page limits, budget restrictions, etc.) as stated in the RFA, will be returned to the applicant. Applicants will have 5 business days to return the corrected proposal to our office; otherwise, the proposal will be denied.

What happens if I forget to include one of the application components?
See the previous question/answer.

If I plan to utilize Komen educational materials in my project, should I request funding to purchase those materials?
Yes. Grantees receive preferred pricing and can order their materials directly from Komen headquarters.

My current program provides screening services for both breast and other types of cancer. Am I eligible for a Komen grant?
Yes, but Komen funding may be requested only for the breast cancer portions of your project. No funds may be requested for cervical or other cancer screenings if the proposal is for a combined cancer project.

What is “proof of nonprofit status?”
In most cases, nonprofit status can be demonstrated by providing a copy of your organization’s tax determination letter from the Internal
Revenue Service. This letter states that your organization is exempt from federal income tax. Government agencies are “nonprofit” by nature, so no tax determination letter is required from these organizations.




RESOURCES																	

Note: The Chicagoland Area Affiliate does not require or endorse any of the methods discussed in these resources and is only providing them as a reference for grant applicants.

Free online grant writing courses from the Foundation Center:
Proposal Writing Short Course
http://foundationcenter.org/getstarted/tutorials/shortcourse/index.html
The subject of this online course is proposal writing. The course takes organizations through key steps pertinent to proposal writing for grant funding, including gathering background information, writing statements of need and project descriptions, the budget, and organizational information. The suggested approach can be adapted to fit the needs of any nonprofit and the peculiarities of each situation.

Proposal Budgeting Basics
http://foundationcenter.org/getstarted/tutorials/prop_budgt/index.html
This online course is designed to help with the basics of developing a project budget, and it is geared for those who have general knowledge of proposal development. (Beginners might want to take the Proposal Writing Short Course.) When you complete this course, you will know:
The basic components of a project budget
Different types of financial documents often required for proposals
How overhead costs and fringe benefits may be incorporated within the budget
How to access resources on the Web, which provide templates of project budgets

Evaluation:
The “Basic Guide to Program Evaluation”
http://www.tgci.com/magazine/A%20Basic%20Guide%20to%20Program%20Evaluation.pdf
Provides a good introduction to program evaluation.

Evidence Based Programs
Cancer Control P.L.A.N.E.T. - Step 4 RTIPS
http://cancercontrolplanet.cancer.gov/

The Guide to Community Preventive Services
http://www.thecommunityguide.org/\

Evidence-Based Practice for Public Health Website
http://library.umassmed.edu/ebpph/
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