
The Sections of a Grant Proposal  
 
While our department does not offer grant writing services, we have found this information to be 
beneficial for anyone who is tackling writing a grant for the first time 
 
A majority of grant making foundations and agencies have their own guidelines and specifications of how you should compose 
your proposal, giving explicit instructions for each section. However, there are still a few that don’t give much guidance on how 
you should write or format your grant. In this instance, it would behoove you to include the following sections (at a minimum). 
 
Transmittal letter: a one- to two-page letter signed by the senior officer at your institution assuring that the institution supports 
the proposal. The letter should contain the president's telephone number, fax number, and address 
 
Cover letter: is independent of the actual grant itself, but is a critical accompanying piece that contextualizes the grant, 
introduces the main direction of the grant, and sets a polite and professional tone for what follows 
 
Title page: usually includes a brief, yet explicit title for the research project, the names of the principle investigator(s), and the 
institutional affiliation of the applicants 
 
Abstract: serves as the introduction to the grant application. Here, you need to state your case for funding your grant succinctly 
and strongly. Most abstracts state: (1) the general purpose, (2) specific goals, (3) research design, (4) methods, and (5) 
significance. Be as explicit as possible in your abstract 
 
Narrative: should supply all the details of the project, including a detailed statement of problem, research objectives or goals, 
hypotheses, methods, procedures, outcomes or deliverables, and evaluation and dissemination of the research. Pre-empt and/or 
answer all of the reviewers’ questions. Clearly and explicitly state the connections between your research objectives, research 
questions, hypotheses, methodologies, and outcomes 
 
Personnel: explain staffing requirements in detail and make sure that staffing makes sense. Be very explicit about the skill sets of 
the personnel already in place (you will probably include their Curriculum Vitae as part of the proposal). Explain the necessary 
skill sets and functions of personnel you will recruit 
 
Budget: spells out project costs and usually consists of a spreadsheet or table with the budget detailed as line items. A budget has 
to clearly represent the actual costs that will go into the wages, equipment, travel, and any other aspects that will be funded. It 
should be specific, reasonable, realistic, accurate, and flexible, in case the funder wants to negotiate the funding amount. The 
budget must also include a budget narrative (also known as a budget justification) that explains the various expenses. The 
reviewers will be assessing the budget to make sure it is reasonable and real-world. They will look for a clear cost-benefit analysis 
and see if that suggests efficiency. Any in-kind support by the department or university should be noted here. If other grant 
funders have already committed to a part of the project that should also be noted 
 
Timeframe: explain when you will begin and complete each step. It may be helpful to reviewers if you present a visual version of 
your timeline, such as a flow chart or a timeline diagram. The timeframe should include a general projected timeline for the work 
with clear and measureable benchmarks of progress at each major phase, and clear work at the end 
 
Goals and objectives: ideas must be logically presented. The actual work to be achieved must be described in clear ways. Most 
funding organizations will bring in experts from the field to judge grants, so it helps to cite clearly to show a deep knowledge of 
the field 
 
Evaluation plan: the funders want to know how your project will be assessed; what worked and what didn’t. It is important to see 
if and how you achieved your goals and objectives. You can decide to have an internal evaluation with you and your staff, or you 
can opt for an external evaluation by hiring outside expertise 
 
Organizational info: the university or college’s capacity to deliver on the promised work. To this end, funders need to know the 
governance structures of the school, its goals, its main activities, and the relevant infrastructures that will enable it to do the 
promised work 
 


