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Grantmaking Basics Part II
Leader’s Guide

This leader’s guide is designed to assist a Youth Pod member in facilitating an interactive workshop that will provide the other Pod members with an understanding of the grantmaking process.  This workshop will encourage Pod members to be involved with each grant proposal received by the group.  As you use this guide watch for special text styles such as: 

· Regular text with “quotation marks” provide you with dialogue.  

· Italicized text will give you direction.  

· Underlined text shows section titles.  

· Bold print denotes a word that participants will need to fill in the blanks in their workbooks.   Expected responses to questions are given in your leader’s guide, please volunteer these responses if no one in the group provides similar answers.  

· The leader’s guide will illustrate the workbook area(s) where this information should be recorded.

Workshop Objective:   
To present the basic steps of the grankmaking process.  

Workshop Purpose:       To provide Pod members with “best practices” in

                                         reading grant proposals, conducting site visits, making

                                       recommendations and participating in the final vote.

Workshop Agenda: 
Icebreaker “Ante Up!”



25 minutes




Empty Pocket Proposals


  
  5 minutes




Road Trip/ Site Visit




10 minutes





Making a Recommendation



 5 minutes











 
45 minutes

Workshop Materials:
(2) Leader Guides





(5) Participant workbooks (members should return with workbooks)





(10) Red bandanas





(2) Icebreaker prizes for most correct answers





(2) Icebreaker prizes for quickest team 

Preparation Checklist:


· Review “It’s All A Big Gamble; Grantmaking Basics Part II” leader’s guide.

· Make notes in the leader’s guide to personalize the workshop.

· Fill in the name of your county on page 7 in the highlighted area.  (Iowa Pod’s would use South Central Iowa rather than your county name.)

· Fill in your Pod’s mission statement on page 15 in the highlighted area.

· Practice presenting the workshop, noting time variations.
· Make extra copies of the workbook, if needed.

· [image: image5.wmf]Bring a timer or watch to the workshop for timed exercises.
Ic

Icebreaker  (20 minutes)
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Open: “ Please pull out your workbooks from last month’s workshop.”

Allow time for all Pod members to retrieve their workbooks.  Extra copies are included in your box.

State:  “Any gambler knows that the game gets more interesting when a player ‘ups the ante’.  That’s just what I’m going to do to start this workshop. I’m giving you a quiz on what we’ve learned from the “Giving Wings and Roots” curriculum workshops.  I’m going to ask you to ante up, or show what you know.  Find a partner whom you want to work with to complete the Ante Up! Quiz.  Once you have your partner, one of you needs to come up and get a bandana from me.

Allow time for members to pair up, receive a bandana and sit back down.

Instruct:  “Turn towards the back of the book to page 7.  You have 10 minutes to work with your partner to answer the questions.  This is not an “open book” quiz, so no pulling out past workbooks for answers.  But you do have your partner so talk through what you remember from what we’ve learned thus far. The team who gets the most questions right, in the shortest amount of time wins the jackpot.  I’ll know your twosome is done when you wave your red bandana.”

Instruct:  “Go ahead and get started, remember to wave your red bandana when you have all the correct answers.  As they say in Las Vegas, good luck!”

Allow 10 minutes for the teams to work through the questions.  If a team gets done before the ten minutes, ask them to sit quietly while others finish.  Keep a note of who completed the test first. 

First pair done:  _________________________________________________

After 10 minutes, ask the twosomes to trade their workbooks with another twosome to grade their quizzes.  

State:  “We will work together to go through the quiz.  Please grade the workbook that you have in front of you and record the correct answers if needed.  Make sure you have the correct answers in your workbook if you’re not grading one for someone else.”

State:  “Here we go… who can name two items that an organization should include in its grantmaking guidelines?”

Allow time for members to yell out some responses. Then give them the complete list of possible answers.

State:  “If the workbook that you are grading lists any two of the following answers, you can give two points, if they have one answer correct, give them one point.  Grant guidelines should include:

· A statement of purpose or mission

· Areas of focus

· Geographic area served

· A description of the grantmaking process

· List of things that will not be funded

· Examples of grants awarded in the past

· Any special requirements

· Contact information for questions

· Publication date”

State:  “Again two points for both answers being correct and one point for one answer from the list I just read.”

State:  Question number two.  Name two timelines that are important to communicate to grantseekers.” 

Allow time for members to yell out answers, and then give the list of possibilities.

State:  “Any two of the following can be counted as correct

· When grants need to be received

· When grants will be reviewed

· When decisions will be communicated”

State:  “If the workbook you are grading has one of the two answers correct, give them one point, give two points for two correct answers.”

State:  “Number three.  Name two of the seven phases of the nonprofit lifecycle.”

Allow time for members to yell out answers, and then give the seven lifecycle phases.

State:  “Any two of the following are correct, give one point for listing one of the following, two points for any two of the following:

· Idea

· Start up

· Growth

· Maturity

· Decline

· Turnaround

· Terminal”

State:  “Question number four asks us to name two of the four things that a nonprofit organization must balance to support its programs and vision. Remember back to the dump truck carrying the load with four evenly-aligned tires; no flats?”

Allow time for members to yell out answers and then give four components of a well-aligned organization. 

State:  “Those four wheels we talked about in The Inspection workshop are:

· Management

· Governance

· Resources

· Systems”

State:  “You know the scoring system by now, two points if both of the answers are correct, one for one correct answer and no points if neither of the answers given are correct.”

State:  “Number five reads: Name two things that makes you a good Pod member.  Answers may include:

· Arrive on time, stay until the end.

· Come prepared.

· Talk about facts, not people.

·  Speak one-at-a-time.

· Don’t monopolize the conversation.

· Ask questions when you don’t understand.

· Talk about board issues in the boardroom.

· Reveal a conflict of interest.”

There may be many more answers that would be considered correct for this question based on individual Pod policies and procedures.  Make the group your final decision-makers in right and wrong. 

State:  “Question number six asks us to name two of the ten basic responsibilities of a Pod member.”

Ask:  “Who’s got two correct answers for this one?”

 Allow time for members to yell out answers and then give the ten responsibilities for Pod members.

State:  “The paper that you are grading should include any of the following responsibilities:

· Select our Navigator

· Support the Navigator

· Ensure effective organizational planning is in place

· Ensure adequate resources

· Manage resources effectively

· Determine, monitor and strengthen programs

· Enhance public standing

· Ensure legal and ethical integrity

· Recruit and orient new Pod members

Ask:  “Are you still keeping score?  Two points, one point or no points for that answer.”

State:  “Number seven asks us to name two different types of foundations.  Now, I’m sure everyone got this one right.  Our pod wouldn’t be around if it wasn’t for these types of organizations.  The three types of foundations we discussed are:

· Community foundations like the ___________ County Community Foundation where our Pod funding is held

· Family/private like the Dekko Foundation which funds our program

· And corporate foundations like the Coca Cola Foundation that some of you learned about during the grant guideline exercise”

State:  “Now, we’re down to the last question, name one of the earliest philanthropists.”

Ask:  “Who’s got the answer for this one?”

Allow time for members to yell out their answers, and then give the answer.

State:  “The philanthropists that we discussed in workshop number one were Andrew Carnegie, John Rockefeller and Ben Franklin, but if your paper lists Mr. Chet Dekko, we’ll give you credit.  

Instruct:  “Please tally-up the score for the paper you are grading and then pass it back to its owner.”

State:  “There is a possibility of fifteen correct answers.  Does anyone have all fifteen correct?  

Wait for a response. 

Ask:   “Does anyone have 14 (pause), 13 (pause), 12 (pause), 11… correct?”

Keep counting down until you find the highest number of correct answers.  

Reward the team of two with the most correct answer with a prize. If there is more than one team with the same amount of correct answers, you should ask the twosomes to choose a number between 1 and 10.  The closest twosome to the number you are thinking of wins the prize.  Then ask for the team who completed the quiz first (you should have written this down in your leader’s guides on page 4).  Reward the fastest group with a prize.  The prizes can go to the same team.  The twosome should decide who gets to keep the red bandana.
Transition:  “Okay, now that we’ve reflected on the material we’ve learned so far, let’s learn a little more.  Please open your workbooks to page 3.  We are going to discuss empty pockets, which some of you may feel like you have after taking that quiz.”

Empty Pocket Proposals (5 minutes)








State:  “I’m going to fill in the blanks for you in this section.  I would like a volunteer to read the winning qualities.  I’m going to ask for a different volunteer for each.  Please remember, if a proposal doesn’t possess these qualities it should be a red flag to you.”  

Ask members to wave their red bandanas.
State:  “A red flag should make us ask more questions and investigate even more details of the organization’s project or program.”

State:  “First of all we want to see Energy in the proposal.  Please fill the first blank in with energy.”

Ask for a volunteer to read: “The proposal should show enthusiasm, urgency and passion.” 

State:  “Next is Expertise.”
Allow a different volunteer to read the explanation.  Allow time for someone to volunteer if no one volunteers, call out a Pod member’s name and ask him or her to read the explanation.

State:  “Then we should be looking for Commitment.”
Allow a volunteer to read the explanation or call on a Pod member to do so.

State:  “Next we have Clarity.”
Allow a volunteer to read the explanation or call on a Pod member to do so.

State:  “After clarity comes Collaboration.”

Allow a volunteer to read the explanation or call on a Pod member to do so.

State:  “Benefits should be the next quality.

Allow a volunteer to read the explanation or call on a Pod member to do so.

State:  “Please fill Effectiveness into the last blank.”
Allow a volunteer to read the explanation or call on a Pod member to do so.

State:  “When a proposal possesses these seven qualities, we are surely going to be interested in learning more about the project or program.  That means we are ready to conduct a site visit.”

Road Trip/Site Visit (10 minutes)

Instruct:  “Please turn to page 4 in your workbook.  Before we embark on a site visit, let’s reflect on the proposal that is being reviewed, ONE MORE TIME.  We need to ask, the following questions:

Ask for volunteers to again read the bulleted questions from their workbooks.


Ask:  “Why would you invest time in a site visit or grant review?  Because it is difficult to fully understand a project based solely on a piece of paper.  It’s important to meet the people, see the facility and learn more about the project.”

Instruct:  “Please record the following reasons for a site visit next to the cards at the bottom of page 4.”  



In the following text, you will repeat the bolded words.  This is the information members need to record in their workbooks.

State:  “First, you do a site visit to meet the people (meet the people).  Ask to meet with the people responsible for completing the project.  You may receive a different perspective from staff members than you would receive from the person who wrote the grant request.  Next, learn more about the organization and its project (learn more about the organization and its project).  The best projects raise questions provoked by your careful reading of the proposal.  During a site visit you can ask staff and board members to elaborate on their plans, goals and vision.  Then, you get to see beyond the proposal (you get to see beyond the proposal).  Some programs and projects are blessed with fluent, persuasive proposal writers.  By conducting a site visit you can tell the difference between a shaky program with a great proposal and an unsophisticated proposal that represents a great project.   Gain a sense of place (gain a sense of place) is your next bullet.  This refers to your ability to acquire a “feel” of the organization, its people and program.  For instance, if you are reviewing an after-school program at 3:30 in the afternoon and there are no kids running around,  that should sound an alarm.  And last we conduct site visits to determine the actual need (determine the actual need).  An organization may ask for money to facilitate a program when what they really need is to recruit and train volunteers.  Asking questions during your site visit will help you to better understand the grant request so that you can make a recommendation to the rest of our Pod.”

State:  “Let’s complete the rest of the box on the bottom of page 4 in our workbooks by filling in the steps one should take to prepare for a site visit.”


 


State:  “Next to the first dye, please record; read the proposal carefully.  Analyze its strengths and weaknesses, highlighting the key points you want to cover during your visit.  You have probably already read the proposal once to understand the request, this reading should be more investigative and in-depth to prepare you to ask questions of the grantseeker.”

State:  “Second, write down the questions you want to ask.  Don’t try to remember all your questions, you won’t.  Having a list of questions shows that you are interested in the proposal and that you have prepared for your visit.”

State:  “Next to the third dye, please write: learn enough about the field so you can participate in an intelligent conversation.  When reviewing a grant for a child care center program, research what quality centers are doing, call other child care centers to see if they have similar programs, ask friends and family members what they look for in a quality program.  This research should be done to assist you in asking questions, not for you to give advice or offer your opinion to the grantseeker.”

State:  “Only at this point do you want to call the organization and request a meeting.  Agree on a time that is convenient for both you and the person or people that will meet with you.  Should a telephone interview be necessary, again call to schedule an appointment when both parties will have sufficient time to discuss the proposal.  When arranging either situation, a site visit or telephone interview, be clear about what types of things you will be asking, what the requester might need to prepare and how much time they should set aside.”

State:  “And next to the last dye, please write: dig a little deeper.  Talk with competitors and supporters of the organization that you are reviewing.  Ask other funders about their experiences with the grantseeker.  Visit their website.  Again this research is to help with your understanding of the organization and program being proposed.   All conversations should be kept confidential.”

Making a Recommendation (5 Minutes)

State:  “Whew!  That’s a lot of work and you haven’t even conducted the site visit yet.  Please remember that the more you prepare for a site visit, the easier and more effective your time with the grantseeker will be.  We should allow each Pod member an opportunity to conduct a site visit.  We can even select a couple of students to work together on a grant review.  We should assign the Pod members to a request with plenty of time for them to review, research and conduct the visit, then make their recommendation to the Pod.  Now let’s set the agenda for our site visit.  On the top of page 5 there is an area for you to record a site visit agenda.  The cards are in your hands at this point and you want to conduct a professional visit. ”












State:  “Number one on your list should be introductions.  Make sure you set a comfortable atmosphere.  Asking for money is uncomfortable for most people.  Because we may be reviewing a proposal submitted by our school superintendent or the director of the YMCA, the experience may be scary for us.  Be confident.  Be kind.  Be prepared.  And be gracious.”

State:  “Number two is review the agenda, establish time lines.  You should have discussed these during your initial telephone conversation and just revisit your agreements.”

State:  “Tour the facilities is number three.  This is where you can get a feel for the place.  

State:  “Fourth is to ask the grantseeker to give you a brief explanation of their proposal.  Listen to ensure that you have the correct understanding of their request.”   

State:  “Fifth on the list is to have a discussion about the request, ask your questions and listen to their answers.”

State:  “Number six is to explain the review and approval process.  Explain to the requestor what will happen with their proposal going forward.  Make sure that they understand that our entire Pod votes to approve or decline a proposal; it is not your decision alone.  

State:  “Last on this list is timing and next steps.  Explain how and when the organization will learn about our Pod’s decision.  You may explain about the type of evaluation our Pod requires or about the publicity expectations for grants that are approved.  Also try to give the grantseeker ideas for other funding sources such as the local community foundation, the civic clubs and PTOs.”

Transition:  “With these 7 things in place you are positioning yourself for a successful site visit.  In the middle of page 5, I would like to offer some questions for a site visit that will help raise the stakes, in other words, provide you with great information.”







State:  “The first lucky question is “What else should I know about your project?’  Sometimes the requestor needs a little “sales” time.  They have worked hard to plan, prepare and find funding for their project.  This question allows them to show their passion.”

State:  The other question is “What will you do if our Pod chooses not the fund your project?”  This question allows the grantseeker to demonstrate his/her commitment to the project.  If you hear, “I don’t know” it shows little commitment.  If their answer is “We will find the money, the project is important.” It’s probably a good project to invest in.”

State:  Another great question is: “How will your project help our Pod achieve its mission of (fill in your mission here)?”  This allows the grantseeker to tie their work to our work.  It should be an easy thing for them to do if they fit into our guidelines.” 

State:  “My last good luck charm isn’t in the form of a question but in a simple truth.  It’s not about our Pod and it’s not about the people proposing the project, our main priority should always focus on the people we are both aiming to serve.”

Transition:  “So far we’ve looked at guidelines for grantseekers to follow, ensured that we have clear priorities and timelines, selected a Pod member or a couple of members to review the grant request, read the proposal not once but twice, looking for credibility capability, feasibility and importance.  We have also looked for red flags in the proposal. We have prepared questions and have done a site visit.  It’s now time to make a recommendation to the entire board or, in our case, the Pod.”







State:  “The Pod member or members that conduct the grant review will need to present a recommendation back to the rest of us.  A summary of the site visit should be included in the meeting packet so that Pod members have the opportunity to read it. This way we all come to the meeting with our questions prepared.  The following information is what the grant reviewer should prepare for the rest of us.  You will want to record these items at the bottom of workbook page 5.”

State:  “The summary should include a brief description of the grant’s purpose.  What problem is the proposal going to solve and why is it of interest to our Pod?  Explain exactly how the Pod’s money would be used and the timelines for beginning and ending the project.” 

State:  “Next our summary should give a depiction of the organization.  Give some background like when and why the organization was started.  Explain who will be responsible for the project and why they are qualified to receive our funding.”

State:  “Then an explanation of how the project or program will assist our Pod in achieving its mission. How does it align with our strategic plan?  Would it be a good investment toward our goals?”

State:  “The grant summary should include financial data to show that the grantseeker is stable.  You may want to list the other financial supporters of the project and how the organization will maintain equipment and materials after our funds are spent.”    

State:  “Lastly, the summary should contain your own personal insights on the grant.  Explain the proposal’s good points and bad points.  Remember you are the middleman between the grantseeker and our Pod.  You want to be fair to the organization while also providing our Pod with information so that we can make the best investments.”

State:  “Again this summary should be reviewed by all Pod members before the meeting when it will be discussed.  Although the grant review provides the information in written form, they should be prepared to discuss all aspects of the proposal with the rest of the Pod members.”

Transition:  “Once the Pod discussion is completed, it is time to vote on the funding of the grant.  I have just a few reminders for you to note at the top of page 6 in our workbooks.”  








State:  “Before participating in any discussion concerning a grant, we must reveal any conflicts of interest.”

Ask:  “Who can remember from the TEAM workshop how the ‘rule book’ defined a conflict of interest?”

Expected answer:  When a board member has a personal or professional interest that would affect his/her ability to put the welfare of the Pod before their personal benefit.  

State:  “Read all proposals and grant summaries before coming to our Pod meeting.  Have questions and comments prepared, this will help to make the most of our meeting time.”

State:  “Be respectful of other Pod members.  Speak one at a time during a grant discussion.  Listen to other members’ concerns and endorsements.  Grantmaking is important and making good decisions takes a group effort.” 

State:  “Use some form of parliamentary procedure such as Robert’s Rules of Order to provide considerate meeting structure.”

State:  “Lastly, vote in the way you believe is right.  Don’t vote for something that you don’t believe in just because the person sitting next to you does.  But please remember that once our group makes a decision, it’s everyone’s decision.”

State:  We’ve now completed the entire grantmaking process.  This procedure can be a lengthy one but the rewards are so gratifying.  If we do this well it can make us change agents in our community.

State:  “Now it’s time to determine the odds of us being better grantmakers after this workshop.  When reviewing grants, we want to make sure that you know when to hold em’ and know when to fold em’, know when to walk away and know when to run away from projects that are not good investments.  So follow along as I get you started on you figuring your odds.  On page 6 of our workbooks, you’ll find the acronym for ODDS.  Please follow me as I give you an explanation for each letter in the word ODDS. “O” stands for one thing you learned.  Please think back through the workshop, what was the one ah-hah that you picked up in the material today.  The first “D” stands for do different.  What one thing will you do differently after today’s workshop on grantmaking.  The second “D” is for do the same.  What does our Pod already do well that we should continue to do as part of our grantmaking process?  The “S” stands for stoppers.  What are the things that keep us from doing a really good job of receiving grants, reviewing grants, conducting site visits, including making recommendations and then voting on grants as a group.  Go ahead and complete your ODDS section in the workbook.  


State:  I’m going to ask that you figure your odds individually.  This will allow you time to think through today’s material and our grantmaking process.”

Allow about 8 minutes for the group to complete the exercise.

Ending:  “Thank you for completing this review.  We will use it during our next  workshop.  So once again, please keep your workbooks and bring them back next month so we can practice our grantmaking skills.”

Glossary

Ante:  the initial bet in gambling table games.  (page 3)

Ante up:  gambling terms for place your bet  (page 3)

Up the Ante:  gambling terms for increase your original bet  (page 3)

Giving Roots and Wings:


The evolution of Youth Pods








Leader’s Guide








Workshop #6: 


It’s All A Big Gamble!


Grantmaking Basics Part II





Survival








Renewal








Change








Beginning








If you would like to research more information on the topics presented, please refer to Grantmaking Basics:  A Field Guide for Funders by Barbara D. Kibbe, Fred Setterberg and Colburn S. Wilbur  





Making sure the proposal doesn’t have “empty pockets.”





__________________  The proposal should show enthusiasm, urgency and passion.  


__________________  The proposal should reflect a deep understanding of the problem that the organization is addressing.  





__________________  The proposal should reflect the organization’s genuine priorities rather than being one of the many programs that it juggles.  





__________________  The proposal should 


be clear about what the project is going to do.





___________________ The grantseeker should


have formed alliances with other organizations


to advance their mutual goals.





___________________  The project’s goals are


indisputably worth striving for and the target


group is appropriate.





____________________The project is well


thought out and not a piecemeal approach 


to solving the problem.





Before you schedule your trip ask yourself:


Is this proposed project within our Pod’s mission and guidelines?


Does it describe a program or project that appears realistic?


Are skilled, committed, dependable people running the organization or         


   project?


Will the project make a difference in what our Pod is trying to change


   in our community?


Do you have important questions about the project that have not been


   answered?


  in the proposal?














Why a site visit?





How to prepare for a


site visit.











Just follow this site visit agenda…





1.


2.


3.


4.


5.


6.


7.





Lucky site visit questions











Players, place your bets…





2.  Name two timelines that are important to communicate to grantseekers.





 ___________________________ and ______________________________








 3.  Name two of the seven phases of the nonprofit lifecycle.





 ___________________________ and ______________________________





 4.  Name two of the four things that a nonprofit must have balanced (no flat


      tire) to support its program and vision.





 ___________________________ and ______________________________





 5.  Name two things that make you a good Pod member. 





 ___________________________ and ______________________________ 


 


 6.  Name two of the ten basic responsibilities of a Pod member.





 ___________________________ and _______________________________





7.  Name two different types of foundations.





 ___________________________ and ________________________________





8.  Name one of the earliest philanthropists.





 ___________________________________________








1.  Name two things that should be included


on an organization's grant guidelines.





____________________________________





____________________________________





stoppers





POP QUIZ





Do the same





Do different





One thing you learned





o.d.�d.�s.
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