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Full Proposal Guidelines

Please submit one original and one copy (unbound) of the Proposal Narrative (Sections 1-5), along with ONE SET of required attachments (A-F).  Answer each question in the order in which it appears. You should use a 12-point font size and number all pages sequentially.  Note: The recommended page length for each section can vary as long as the completed Proposal Narrative does not exceed six (6) pages.  
Proposal Cover Sheet (enclosed)
Proposal Narrative

1. Proposal Abstract  (1/2 page)
Briefly describe the proposed project and tell us if it is a new or existing effort.  Indicate the amount of your request, how the funds will be used and the project timeline.  Explain how the project aligns with at least one of The Health Trust’s Initiatives and priority grant strategies.  
2. Background/Introduction (up to 1/2 page)
Provide a brief description of your agency including its purpose, history, programs and services, people or constituents served and governance.  Explain how the proposed project promotes your agency’s mission.
3.
Statement of Need and Organizational Capacity (1 page)

Describe the health-related issue(s) or concern(s) that your project will address and who will be the main beneficiaries of your project. Cite background data and research, if available.
Help us understand your organization’s capacity to carry out this project and how you are uniquely qualified or positioned to address this need.  Include past experience with the same/similar project or target group and notable recognitions of agency or project staff.  If applicable, explain how you will coordinate or collaborate with other partners to implement the project. Describe key partners, including their roles/responsibilities and any cash or in-kind resources they will contribute to the project (i.e. staff, funding, space). 
4.
Project Description (2 pages)
· Target Population/Community Describe the population, constituency and/or community to be served or that will benefit from the project. Indicate if the project will primarily serve/benefit a particular geography or ethnic, social-economic, or age group.
· Project Goals, Objectives, and Outcomes Referring to the Evaluation Plan Matrix, summarize the key goals of your project along with corresponding objectives and timeframe for completion. Highlight how you will use best practices or proven intervention or prevention approaches to achieve your project goals and objectives.  Describe the specific results/outcome(s) that your project will produce and benefit(s) that your target population or community will experience as a result of this project.  Your project outcomes should be specific, measurable, quantifiable and achievable within the grant period. Outcomes are usually defined as changes in your target population’s health status and/or your community’s conditions (e.g., a 50% increase in knowledge among 200 Hispanic seniors in the Five Woods community about diabetes and its associated risk factors).

· Project/Program Implementation Plan Describe the main activities that you will carry out to achieve your stated goals and objectives and indicate the timeline for completion of major activities.  Discuss your staffing plan and describe the specific roles, responsibilities and qualifications of key staff in relation to the project and in serving the target population. 
· Evaluation Plan Use the enclosed Evaluation Plan Matrix to outline your evaluation plan for the project.  In addition, provide a brief narrative describing how you will assess progress toward objectives throughout the grant period and how you will determine if the project goals and objectives were met.  Tell us what instruments/tools you will use to collect information/data, who will collect it and who will be responsible for managing the evaluation process and producing reports (in-house staff or external evaluators).  If applicable, tell us how you will apply the lessons learned to improve your project or agency in the future and/or how you will disseminate this information to others in the field.
5. Project Budget/Sustainability (up to 1/2 page of narrative) 

Tell us how you will use the requested grant and what it will accomplish i.e. address a gap in funding, allow you to expand the program, provide a match for other funds, etc.  If applicable, describe your plans to continue the project after the grant period ends.  Briefly explain any unusual budget line-items or amounts.  Use the enclosed Budget Template form to present your line-item budget for the project.  Please note that indirect administrative expenses charged to the grant may not exceed 10% of the total grant amount.  
Required Attachments (please label each item as follows)

Provide these attachments for your organization and any project partners that will receive 25% or more of the requested funding.
A. Current Operating Budget
B. IRS Determination Letter
C. Current Board of Directors List  (include name/affiliation, term, ethnicity and gender)
D. Most recent Audited Financial Statement (if available)
E. Most recent Annual Report (if available)
F.    Optional: Any other written materials related to the project (limited to 2 pages)
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