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2 A Message from Matthew 

https://youtu.be/v9gRGkv_7MQ?feature=shared


3 Meet Your Facilitator

Annie Brown Kurowski, MSc
Vice President
McAllister & Quinn

v Manages a wide variety of small and large nonprofit and higher education clients that work 
across a broad spectrum of behavioral health and social services, justice and cultural 
interests.

v Specializes in providing clients with long-term strategic planning, project design, 
development, and management to support their organizations’ mission, vision and budget 
priorities.

v Previously served as Deputy Director for Congressional and Legislative Affairs at the 
Corporation for National and Community Service (CNCS), Legislative Assistant on 
domestic policy for a Senator, and as Research and Professional Staff on the Senate 
Committee on Health, Education, Labor and Pensions.



4 About McAllister & Quinn

Washington, D.C. − based consulting firm
vFounded in 2004
vSpecialize in securing funding for a wide range of 200+ clients, including nonprofits, 

public agencies, healthcare organizations, higher education institutions, and advanced 
technology initiatives.

Experienced staff from 
nonprofits, Congress, 
government agencies, 

colleges and universities

Grant consultants,  
subject matter experts, 

coaches, reviewers, and 
agency specialists

In secured
funding since 2010 from 

competitive sources

90+ 275+ $1.8B+



5 What We Will Cover:
Summary

ü Where to start: Reading the Notice of Funding Opportunity (NOFO) 
and its requirements

ü Creating a Project Team

ü Creating the Project Timeline

ü Planning: Developing a Concept Paper

ü Writing: Developing and drafting the Narrative

ü Creating a Budget & Budget Justification

ü Submission and Agency Review Process 

ü Best Practices



6 Where to Start? Understanding the NOFO
vRead through the Notice of Funding Opportunity (NOFO) completely. 

(Also known as a Solicitation, Funding Opportunity Announcement (FOA), or Notice Inviting 
Applications (NIA))

vRead it again and highlight important sections:
vDeadline
vAgency priorities & language (use the language of the NOFO)
vRequired Activities
vPage limits, fonts, margins
vAttachments (checklist)
vAllowable & Unallowable expenditures
vReview Criteria (scoring)

https://www.samhsa.gov/grants/grants-dashboard/forecasts



7 Sample NOFO: FY23 BJA STOP School Violence Grant 
v /forecasts



8 Sample NOFO: BJA STOP School Violence Grant 
v /forecasts



9 Sample NOFO: BJA STOP School Violence Grant 
v /forecasts



10 Sample NOFO: BJA STOP School Violence Grant 
v /forecasts



11 Sample NOFO: BJA STOP School Violence Grant 
v /forecasts



12 Sample NOFO: BJA STOP School Violence Grant 
v /forecasts



13 Creating a Project Team
vSkills and knowledge to have on a team: 

vProgram expert that has first-hand knowledge of the project and what the issues are 
that the applicant is seeking to address 

vExperience in gathering data (internal and external data) 
vExperience in building a budget 
vStrong writing skills and attention to detail 
vKnowledge of submission portal



14 Project Timeline Model 

1. Conceptualize 2. Launch 3. Write 4. Review 5. Edit 6. Submit

Project team develops a 
concept paper.

Project team reviews 
the team’s concepts and 

outlines a project 
timeline.

Project 
Director/Writer takes 

the lead in drafting 
the proposal.

Have someone review
from an outside 

perspective.

Have someone 
copyedit and 

format the final 
draft proposal and 

attachments.

The Organization’s 
designee submits the 

proposal.

~12 weeks out ~10 weeks out ~9 weeks out ~3 weeks out 1 week out GRANT DEADLINE



15 Planning: Develop a Concept Paper
vCreate a 1-page concept of your idea 

vBackground: Set the stage with a short statement of the issue/problem/need
v Identify/describe the population (demographic, school(s), community)
vProject activities: What will the grant be used for? Why now?
vWhat is unique about your project/school/population?
vHave someone else review it—does it make sense? Is it clear?

vContact the agency Program Officer (listed in NOFO)
vRequest a short meeting (30 mins) for feedback (if possible) & share concept paper
vMake any revisions to project based on the discussion



16 Writing: Developing & Drafting the Narrative
vCreate the outline based on the review criteria in the NOFO

vFocus on one section at a time

vWrite clearly, use subheadings to help guide the reviewer

vUse tables, graphs and maps to break up the text

vAvoid acronyms-or use sparingly and define

vFind your ‘hook’ and what makes your school/district unique? 

vMake it flow and use the language of the NOFO



17 Creating a Budget & Budget Justification
vDo not wait until the last minute!

vAlign the budget with the narrative (activities, partners, personnel)

vBudget Categories in a Federal Grant Application:
vPersonnel: Calculated as a percentage of time dedicated to the project

vFringe Benefits: Calculated using a fringe benefit rate for staff

vTravel: Calculate airfare, hotel, per-diem, mileage

vEquipment: Any one item that is over $5,000

vSupplies: Paper, pencils, printing, computers, software 

vContractual: Evaluators, consultants

v Indirect Costs: Costs associated with supporting the project (Operating)

vBudget Justification is a word version of your budget. Summarize each category 
and explain how you derived at each calculation



18 Submission and Agency Review Process
vCreate a file for submission (3-4 days from deadline)

vAll final documents in PDF (unless indicated otherwise in the NOFO) 
including attachments (resumes, budget justification, abstract, narrative, 
etc.)

vHave your passwords and logins handy
vFactor in time to input the budget and other federal forms
**Save your confirmation from Grants.gov and agency when submitted

v Agency Review Process
v5-6 months for review
vRespond to any questions from the program officer as soon as possible



19 Resubmitting
vDeclination is part of the game!
vReview Feedback

v Agencies may not fund on the first submission
v Feedback improves the draft

v Carefully read the review summary and comments

vRevise
v Schedule a call to discuss next steps, such as reworking the proposal and coordinating a call 

with the relevant Program Officer (PO) at the federal Agency (if agency is amenable)

vRESUBMIT!



20 Best Practices: Writing

vWrite to the review criteria in the NOFO!
vWrite directly to the agency goals and objectives stated in 

the NOFO — NOT what you want to fund
vUse the agency's language
vFollow the guidelines and structure provided in the 

application, provide only what is asked
vFocus on one or two areas and have a hook (what makes 

your program unique, innovative)
vReview narrative and budget (do they align?)

vAccount for every budget category—and break down every expenditure for 
the justification—never too much detail in the budget justification



21 Resources for School Districts
v The Greenlights Grant Initiative provides tailored and free resources including webinars, memos, and other 

helpful tools:
v General Grantsmanship and Specific Grant Opportunity Memos

v Getting Ready for Grants, Top 5 tips for Putting Together a Competitive Grant Proposal, Top 5 Tips for Identifying 
Good Fit Grants, Five Commons Pitfalls for New Grant Seekers

v BJA Stop School Violence, COPS School Violence Prevention, DoED Stronger Connections, DoED 21st Century 
Community Learning Centers, DOED School-Based Mental Health Services, DoED Mental Health Services 
Professional , OJJDP Enhancing School Capacity to Address Youth Violence, SAMHSA Project AWARE, and 
SAMHSA Mental Health Awareness Training Grants

v Previous Webinars available on the Greenlights Grant Website include:

v Getting Ready for Grants – An Overview of Federal and State Grants and What’s Needed to Apply from September 
25, 2023

v Upcoming Webinars include:

v How to Make Your Case with Data on October 30, 2023

v Understanding Logic Models on November 15, 2023

v How to Build a Grant Budget on December 5, 2023

https://www.greenlightsgrantinitiative.org/getting-ready-for-grants/
https://www.greenlightsgrantinitiative.org/top-5-tips-for-putting-together-a-competitive-grant-proposal/
https://www.greenlightsgrantinitiative.org/top-5-tips-for-identifying-good-fit-grants/
https://www.greenlightsgrantinitiative.org/top-5-tips-for-identifying-good-fit-grants/
https://www.greenlightsgrantinitiative.org/top-5-tips-for-identifying-good-fit-grants-2/
https://www.greenlightsgrantinitiative.org/grants/bureau-of-justice-assistance-stop-school-violence-program/
https://www.greenlightsgrantinitiative.org/grants/cops-office-school-violence-prevention-program/
https://www.greenlightsgrantinitiative.org/grants/stronger-connections-grant-program/
https://www.greenlightsgrantinitiative.org/grants/21st-centry-learning-centers/
https://www.greenlightsgrantinitiative.org/grants/21st-centry-learning-centers/
https://www.greenlightsgrantinitiative.org/grants/school-based-mental-health-services-sbmh-grant-program/
https://www.greenlightsgrantinitiative.org/grants/mental-health-service-professional-demonstration-grant-program/
https://www.greenlightsgrantinitiative.org/grants/mental-health-service-professional-demonstration-grant-program/
https://www.greenlightsgrantinitiative.org/grants/ojjdp-fy-enhancing-school-capacity-to-address-youth-violence/
https://www.greenlightsgrantinitiative.org/grants/project-aware/
https://www.greenlightsgrantinitiative.org/grants/mental-health-awareness-training-mhat/
https://www.youtube.com/watch?v=lf9Qawv1Rxw&t=2s


Questions?



Thank you for joining us!

Contact: 
info@greenlightsgrantinitiative.org

mailto:info@greenlightsgrantinitiative.org

