How to Write a Successful Proposal

Step 1: Gathering information

· Research the idea for your proposal. (Has your idea been done successfully before someone else? Can you use that project as a model or guide?)

· Determine who will help you gather information.

· Ask questions

· Involve other partners

Program:

Here is a check list of the program information you require:

· the nature of the project and how it will be conducted;

· the timetable for the project;

· the anticipated outcomes and how best to evaluate the results;

Expenses:

You won’t be able to pin down all the expenses associated with the project until the program details and timing have been worked out. Thus, the main financial data gathering takes place after the written part of the proposal has been done. At this stage you do need to sketch out the broad outlines of the budget to be sure that the costs are reasonable. If it appears that the costs are too high, even with a grant, you should then scale back your plants or adjust them to remover

the unnecessary expenditures. 

Step 2: Components of a proposal:

Executive Summary: brief statement of your case and summary of the entire proposal.

Statement of need: Why this project is necessary.

Project description: how the project will be carried out

Budget: financial description of the project plus explanatory notes.

Organization Information: history and governing structure of the partners or groups involved; it’s primary activities, audiences, and services 

Conclusion: Summary of the proposal’s main points. 

Budget Worksheet
Expenses:                   $ Amount                  Revenue                    $Amount
	Project Costs:


	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total Expenses:


	
	Total Income:
	


Budget Notes:
	Expectations

	Goal
	Delivery Procedure 
	Expected Results 

	Increased Recreational

Activities For Youth.
	· Youth/Town Council Meetings semi-annually in order to better understand the youth’s recreational interests.

· Youth Council organizes several different recreational activities such as Battle of the Bands and Dances. 


	· Better relationships between the youth of Elliot Lake and City Council. 

· Foster and positive outlook on the city of Elliot Lake and their experiences here.

· The promotion of healthy lifestyles by giving youth an alternative to what is currently available. 

· Youth Council Profile Enhanced.

	Financial support for Youth- related

Initiatives.
	· Youth council disperses up to $2000 to various projects up to a total of $10,000 annually.
	· Youth involvement 

· Better relationships between the youth of Elliot Lake and City Council 

· Youth Council Profile enhanced.

· Giving students a better understanding of how to manage and budget their money and organize activities.

	Encourage youth to

Take a

Leadership role in the

Community.
	· Youth sit on the Youth Ad-Hoc as volunteers.

· Youth Council will look into the feasibility of various leadership workshops, seminars and conferences.

· Youth/Town hall meeting held semi-annually encourages youth to take an initiative in improving their community.
	· Giving the Youth of Elliot Lake the proper skills to succeed in their future endeavours.

· Develop Youth’s confidence in themselves and their abilities.

· Enhance sense of pride for themselves and their city. 

	Helping to develop

Youth’s

Employability skills.
	· Youth volunteers on council, teaching them how to communicate effectively with council, to work as a team and compose themselves in a professional manner.

· Looking into feasibility of workshops and seminars to make those opportunities available to all youth. 
	· Giving youth the skills they need to succeed.

· Contribute to positive relationships between youth and city council.

· Enhancing relationships between youth and the business sector. 


