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GRANT WRITING WORKSHOP TOPICS:

• OVERVIEW OF GRANT PROCESS

• PEER REVIEW PROCESS

• ELIGIBILITY  

• INTENT OF THE GRANT

• AWARD SIZE

• YOUR GRANT PROPOSAL

• GRANT GOALS AND EVALUATION PLAN

• PARTNERSHIPS & SUSTAINABILITY PLAN

• QUESTIONS



The Grant process can be intimidating

So, lets take this step by step..



STEP 1- Define your Needs

1. Define your project.

• Clarify the purpose of your project and write a mission statement.

• Define the scope of work to focus your funding search. 

• Determine the broad project goals, then identify the specific 
objectives that define how you will focus the work to accomplish 
those goals. 

• Do a STUDENT NEEDS assessment (21st Century requirement)

Overview of the Grant Process



STEP 2- Identify the right funding for you

2. Identify the right funding source.
• Foundation centers, computerized databases, station development 

offices, publications, and public libraries are some of the resources 
available to assist your funding search. 

• Do not limit your funding search to one source.  The 21st CCLC grant 
requires you seek out “Community Partners” to provide funding and 
support for your project.

• Look for a match between your project and the grants you seek by 
looking for consistency between the purpose and goals of your project 
and the funder. 
• In addition, pinpoint specific funding priorities and preferences. 
• Make direct contact with funders to support projects like yours. 

• Request proposal guidelines. Review projects previously funded. 



CHILD CARE CONTRASTED WITH 21st CENTURY

• The 21st CCLC program is a federal TITLE program 
that REQUIRES academic support and with ESSA, 
academic results.  Child Care programs do not 
have academic requirements.



Two different Programs:

21st Century

• ACADEMIC REQUIREMENT

• FEDERAL TITLE PROGRAM

• Competition to apply

• 9 months for application

• Community Partner requirements

• Fees discouraged- not best practice –
could be banned in the future

• Reduction in funds after 3 years 
because of partners

Child Care DHS

• NO ACADEMIC REQUIREMENT

• STATE PROGRAM

• Form to apply

• Faster application processing

• No Community Partner Requirement

• Fees Okay

• Increase in funds if trainings completed



STEP 3- Contact the funder-get technical 
assistance 
3. Contact the funders.

• Think of the funder as a resource. Identify a project officer who will address 
your questions. Some funders offer technical assistance, others do not. 

• Always take advantage of technical assistance.

• Learn how proposals are reviewed and how decisions are made. 

• Are matching funds required? Is in-kind acceptable as a portion of applicants' 
share? What may be counted as in-kind, and how might it be applied? Learn 
about payment processes, including cash flow

The Iowa 21st CCLC grant offers technical assistance and requires in-kind 
community partnerships but not direct matching funds.



STEP 4- Get Directions and follow them

4. Acquire proposal guidelines.
• Guidelines usually tell you about: 

• submission deadlines

• eligibility for the funds (40% minimum free and reduced lunch)

• proposal format: award levels forms, margins, spacing, evaluation process and 
restrictions on the number criteria of pages, etc. 

• review timetable 

• budgets (Include your in-kind community partners in your budget)

• funding goals and priorities 

• award levels

• evaluation process and criteria 

• whom to contact 



STEP 5- Plan to submit early

5. Know the submission deadline. 
• Plan to submit your proposal on or preferably before the deadline.

• Be realistic about whether you have time to prepare a competitive proposal 
that meets the deadline. 

• Know the funder's policies on late submissions, exceptions, and mail delays. 
Find out how the funder will notify you about the receipt and status of your 
proposal. Factor this information into your timeline. 

Most funders reject late submissions- Iowa provides 90 days to prepare 
your application- we do not accept late applications.



STEP 6- Determine staff requirements

6. Determine staff /personnel requirements.  
• Identify required personnel both by function and, if possible, by name. 

Contact project consultants, trainers, and other auxiliary personnel to seek 
availability, acquire permission to include them in the project, and negotiate 
compensation. 

• Personnel compensation is important budget information. 

Include volunteer and community partner personnel in your budget 
(this will lower your cost). There are resources on the website to assist 
in determining a rate to use for volunteer and partner support for your 
application.



STEP 7- Set and keep a timeline

7. Update your timeline. 
• This is a good point at which to update your timeline, now that you know 

about submission deadlines and review timetables. 

• Factor into your schedule time to write multiple drafts, gather relevant and 
permissible materials, and prepare an impartial critique of your proposal for 
clarity, substance, and form. 

Have a consultation meeting with a non-public school in September or 
October to determine “equitable participation”.  Required for the 21st

CCLC grant.



ELIGIBILITY

INTENT OF THE 
GRANT

AWARD SIZE

YOUR GRANT 
PROPOSAL

Grant Goals (how will 
you measure them?)

Evaluation Plan

SUSTAINABILITY Plan

Submit your 
Grant for  
Review

Notice of Award 
or not awarded

If funded- begin your grant 
project work

If not funded, review your 
application for ways to 

improve and submit again..



UNDERSTAND THE SELECTION  
“PEER REVIEW”  
PROCESS BEFORE YOU APPLY



Iowa uses a PEER REVIEW process to determine which application projects will be 
funded by rating sections of your proposal with points.

Every application is read by more than one reviewer.  
Each team will discuss the quality of your proposal 
and develop a team score.

The applications are ranked by the team scores.
The Iowa Dept. of Education begins with the highest scoring 
application and conducts an SEA risk assessment of the application 
before awarding any funds. This process is repeated until funds 
are all awarded.

2 CFR 200.331 (e) the SEA must assess risk   4202(C)(3)(A)  UGG §200.328(a)  UGG §200.331(b)(d)





EVERY GRANT APPLICATION PROCESS 
HAS A TIMELINE WITH DEADLINES:

IOWA PROVIDES 3 MONTHS FOR 
APPLICANTS TO SUBMIT THEIR 
PROPOSALS  

IOWA PROVIDES BOTH TECHNICAL 
ASSISTANCE WORKSHOPS AND A STATE 
WEBINAR TO PROVIDE TECHNICAL 
ASSISTANCE AND ANSWER QUESTIONS 
ABOUT APPLYING FOR THE GRANT

TIPS TO CONSIDER:

1) FOLLOW THE DIRECTIONS CAREFULLY
2) SECTION BY SECTION – REVIEW YOUR 

PROPOSAL
3) READ THE RUBRIC- THEN READ YOUR 

PROPOSAL AGAIN
4) HAVE AN OUTSIDE PERSON READ AND 

REVIEW YOUR PROPOSAL- IF THEY HAVE 
QUESTIONS, SO WILL REVIEWERS.

5) ATTEND THE FREE WORKSHOPS-
6) ASK QUESTIONS BEFORE YOU SUBMIT
7) CHECK TO MAKE SURE YOU HAVE 

EVERYTHING THAT IS REQUIRED



ELIGIBILITY- Do you meet the criteria?

Before you start any grant application, carefully read the eligibility 
requirements to make sure you can apply for the grant.

Eligibility Requirements for the Iowa 21st Century grant:

• Minimum of 40% free and reduced lunch for each school to be served 
in your application.

• Minimum Capacity- this federal grant requires a minimum award of 
$50,000.  This means you need a certain number of children to be 
served to meet the minimum award size.   

However, we prefer to fund a minimum of $75,000 because years 4 and 
5 are reduced by 25% which still keeps us at the 50,000 minimum.



ELIGIBILITY- Do you meet the criteria?

• Minimum Contact Time- This is a research-based requirement.   We 
require 60 hours per month and if you run a summer school program, 
a minimum of 30 days.   (3 hours per day x 5 days a week)

• These are the minimum.. You are encouraged to provide more 
contact time beyond the 60 hours per month or 30 days of summer 
school and the more time you provide, the more you will be able to 
help reduce achievement gaps with at-risk children.

Research- http://www.wallacefoundation.org/knowledge-
center/summer-and-extended-learning-time/summer-

learning/Documents/Building-Quality-in-Summer-Learning-
Programs.pdf

http://www.wallacefoundation.org/knowledge-center/summer-and-extended-learning-time/summer-learning/Documents/Building-Quality-in-Summer-Learning-Programs.pdf


ELIGIBILITY- Do you meet the criteria?

Partnerships Required:

Applications for 21st Century Community Learning Centers (CCLC) 
grants under the No Child Left Behind Act, 2001, Title IV, Part B must be 
a partnership between:

• one or more schools that are Title I school wide eligible and

• one or more nonprofit organizations, community-based 
organizations, faith-based

• organizations, public agencies, area education agencies, or private 
agencies that primarily serve students who attend eligible schools.



ELIGIBILITY- Do you meet the criteria?

How can you calculate the minimum number of children required?

This is not a simple answer, because it will depend on your program 
and what you plan on providing to children.

• For example, If you are going to offer summer school, then we provide $10 
day per child x  30 days (minimum time allowed)

• If you provide afterschool only, you receive 7.50 per child per day but if you 
provide before school breakfast and afterschool, then you receive $10 day per 
child per day.

A spreadsheet template (Funding Formula) is provided to help you 
calculate your base award request and to determine if you have 
sufficient numbers of children to be eligible for this federal grant.



This spreadsheet helps you to 
calculate the following:

Based on your number of 
children, If you are eligible to 
apply (based on the number of 
children you intend to serve)

This does not deduct the 
contributions of your 
community partners, you need 
to do this in your budget.



This spreadsheet example 
shows a district with an 
insufficient number of 
children to meet the 
minimum size requirements 
of the grant.

Notice that NOT FUNDABLE is 
displayed under the total 
funding cell.

TIP: DO NOT FORGET TO DEDUCT THE 
CONTRIBUTIONS OF YOUR COMMUNITY PARTNERS 
AFTER YOU FIND YOUR BASE AWARD.  YOUR 
BUDGET SHOULD INCLUDE COMMUNITY PARTNER 
CONTRIBUTIONS.



GRANT PREPARATION:
Do you have a grant writing team?

The following positions can contribute to a grant writing proposal:

• Grant Writer

• Evaluator

• Administrator

• Finance Person

• Teacher

• Project Author/Director



GRANT PREPARATION:

What type of grant?  Foundation 
(non-profit), Corporation (profit), 
State or Federal?

• Each category of grants has distinct 
criteria, goals and requirements.

• There can be dramatic differences 
in how you apply, criteria, goals 
and requirements. Do your 
homework ahead of time!



INTENT of  21st Century Grant:

The 21st Century Community Learning Centers grant is a federal TITLE 
program (TITLE IV part B) and all federal title program are designed to 
help at-risk school children. 

• This grant allows you to provide academic assistance and enrichment 
activities to children Outside of School Time (OST).   

• This grant allows you to provide parent support to help them to 
support their children at home through understanding what the 
program offers and providing family engagement activities.

In the past 7 years, successful grant proposals have:  Increased 
attendance, reduced referrals to the Principal, improved reading and 
math scores, helped children reconnect with the joy of learning.



AWARD SIZE:
The Iowa 21st Century Community Learning Centers Award size is 
between $50,0000 (minimum) and $300,000 (maximum) with 
$150,000 limit per site per year.

• Minimum Award- $50,000 by statute.  

• Use the FUNDING FORMULA spreadsheet to determine the award 
you qualify for, based on the number of children you will serve and 
the length of your program.  Deduct your community partner 
contributions in your budget so your award request is accurate.

TIP:  You CAN partner with a neighboring district to qualify for a larger 
grant award (based on a larger number of students served). This way 
you can share in the administrative responsibilities of the grant.



Grant Project –possible points
Narrative Text (total possible 100)

• Proposal Abstract (Not scored) – maximum 2 pages

• Student Needs Assessment (20) – maximum 3 pages

• Project (20) – maximum 3 pages

• Research Base (5) – maximum 1 page

• Management Plan (20) – maximum 3 pages

• Communication Plan (5) – maximum 1 page

• Partnerships (10) – maximum 2 pages (not including MOUs or Letters of 
Support)

• Evaluation (10) – maximum 2 pages

• Budget Narrative (10) – maximum 2 pages

NOTE:  

This could be adjusted as 
we work to move this 
application online in the 
future.   Watch for 
updates.



YOUR GRANT PROPOSAL- STEP 1

Proposal Abstract (Not scored) – maximum 2 pages

• This is a summary of your entire proposal.

• While it appears first on the application list and should be first in the 
application you submit, I made it last here… why?  Because you cannot write 
a good summary until you have completed all the required sections.

• Provide an overall summary of your grant proposal. Please include the 
number of students served, the total amount requested per year, and the 
total amount per student

PAY ATTENTION TO THE LENGTH OF EACH COMPONENT. YOU CANNOT EXCEED THE MAXIMUM LENGTH. We 
may remove extra pages or rule the application as invalid.



YOUR GRANT PROPOSAL -STEP 2
STEP 1- Complete a student needs assessment (We have a template for 
this included with grant application documents)

• The student needs assessment helps you to develop measurable goals for 
your grant project based on data.

• The student needs assessment helps you to focus on critical support 
services to provide to at-risk children.

Student Needs Assessment (20) – maximum 3 pages

• 2.1 The needs assessment provides strong evidence utilizing objective data 
that very clearly defines the student need for a before and/or after school 
program

• Your documentation of student need is worth 20 points in the grant 
application.









DEVELOP YOUR STUDENT NEEDS ASSESSMENT WITH THE TEMPLATE 



Hands On Activity- Student Needs Assessment
Use the Student Needs Assessment Template and create a rough draft of the 
factors you know are good reasons your district or organization would benefit 
from a 21st Century Community Learning Center Grant.

• Add information for each section that explains why you should receive 
funding.

• You can fill in details (exact number of students served, actual achievement 
gap data) on your second draft.

TIP: Begin with a draft and continue to refine and add relevant facts to 
improve it right up until the time you submit your whole proposal. 



YOUR GRANT PROPOSAL- STEP 3
Write your grant project narrative.  Describe how your program helps children 
academically, socially, emotionally and provide them with breakfast and an 
afterschool snack.  Your project narrative is worth 20 points in the grant 
application– maximum 3 pages

• 3.1 Application must show evidence that proposed academic, enrichment, and 
family literacy activities are linked to the student needs assessment described 
in the “Student Needs Assessment” section. 

• Include what curriculum(s) you will use to meet your academic goals. Provide 
reasonable and measurable academic goals for your program.

• 3.2 Application must propose a variety of 1) academic, 2) enrichment, and 3) 
family literacy services that fit within the eligible federal activities listed in the 
RFA.



OPEN THE APPLICATION TEMPLATE AND WORK ON YOUR PROJECT NARRATIVE



YOUR GRANT PROPOSAL- STEP 4

Describe your research base for your proposal.    

•Research Base (5) – maximum 1 page

• Your research base section is worth 5 points in the 
grant application.

•Grantees should describe the research base, compiled 
from multiple sources, for proposed activities.



OPEN THE APPLICATION TEMPLATE AND WORK ON YOUR RESEARCH BASE



YOUR GRANT PROPOSAL- STEP 5
Describe your Management Plan for your proposal.    

• Your Management Plan section is worth 20 points in the grant application–
maximum 3 pages

• 5.1 A plan to ensure effective staffing, including recruitment and retention 
of highly qualified staff, professional development, effective leadership 
(including how leadership will maintain alignment with school day 
instruction), and how the program will use volunteers, especially seniors, to 
support high-quality programming.

• 5.2 Plan for safe student transportation to and from the program, where 
appropriate, including home, and ensuring safe and accessible facilities and 
services, including translation services, serving students with disabilities, 
and the inclusivity of program facilities.



OPEN THE APPLICATION TEMPLATE AND WORK ON YOUR MANAGEMENT PLAN



YOUR GRANT PROPOSAL- STEP 6

Describe your Communication Plan for your proposal.    

• Your Communication Plan section is worth 5 points in the grant 
application – maximum 1 page

• Application must describe the outreach strategies or activities to be 
employed to share evaluation and other program information, 
frequency of use, and estimation of the methods’ impacts on the 
program. Target audiences for outreach activities must include, but 
are not limited to, the broader community, parents, youth, and 
partners.



OPEN THE APPLICATION TEMPLATE AND WORK ON YOUR COMMUNICATION PLAN



YOUR GRANT PROPOSAL- STEP 7

Describe your Partnership Plan for your proposal.    
• Your Partnership Plan section is worth 10 points in the grant application.

• Maximum 2 pages (not including MOUs or Letters of Support).  

• Partnerships can include businesses, education agencies, faith-based 
organizations, community-based organizations, non-profit groups, for-
profit groups, and volunteers. MOUs and/or letters of support included 
provide detail as to the quality of partnerships.

TIP: We provide examples of partnerships that you can use for your own 
partnership plan



OPEN THE APPLICATION TEMPLATE AND WORK ON YOUR PARTNERSHIP PLAN



YOUR GRANT PROPOSAL- STEP 8

Describe your Evaluation Plan for your proposal.    
• Your Evaluation Plan section is worth 10 points in the grant application.

• Maximum 2 pages

• Application must provide evidence that an experienced evaluator is in 
place that has the capacity and experience to conduct a comprehensive, 
rigorous evaluation of program effectiveness, both at the local level and in 
cooperation with Iowa Department of Education, and the intent to provide 
all requested data and program information to the state. 

Provide contact information for your local evaluator. Looking for an 
evaluator?  We can provide some suggestions for you.



OPEN THE APPLICATION TEMPLATE AND WORK ON YOUR EVALUATION PLAN



YOUR GRANT PROPOSAL- STEP 9

Describe your Budget narrative for your proposal.    
• Your Budget section is worth 10 points in the grant application.

• Maximum 2 pages- Remember to include your community partner 
contributions.

• 9.1 Application must provide detailed justification for each line item 
from Form D2, including how each expenditure is necessary and 
reasonable and how each expenditure aligns with proposed activities. 
Form D4 must be included if the grantee is a continuation grantee.

• 9.2 Application must describe how the program seeks to supplement, 
rather than supplant, current funding.



Budget Percentages:

a) Evaluation: It is recommended that about 4% of each site’s total 
budget should be

• reserved for state and local evaluation efforts.

b) Professional Development: No less than 5% of each site’s total 
budget must be reserved

• by the grantee for training, staff development, and technical 
assistance.

Resource: US Dept of Education (You for Youth PD website) 
http://y4y.ed.gov/

http://y4y.ed.gov/


Budget Percentages:

Access: Up to 8% of each site’s total budget may be used to meet local 
needs for:

• transportation costs

• ensuring safety and accessibility of program facilities,

• elimination of barriers that could impede equitable access to, and 
participation in

• activities due to English language acquisition or disability, or

• other needs for specialized support (e.g., adaptation and/or 
modification of the curriculum, special needs).



Budget Percentages:

Administrative Costs: Up to 8% of each site’s total budget may be used 
for administrative costs (administrative costs include indirect costs).

Funding Flexibility
• Grantees may move up to 10 percent between budget categories 

without an amendment as long as required allocations for evaluation, 
professional development, access, and administrative costs are 
maintained. All budget changes must be approved by the Iowa 
program consultant.

• Grantees should conduct monthly budget reviews and plan to expend 
100% of their grant award each year.



WORK ON YOUR BUDGET NARRATIVE AND FORM D1 and D2 (Budget folder)



Acceptable Activities for the grant:
Activities should be aligned to federal guidelines and include many of the following components based 
on a local student needs assessment:

1. Remedial education activities and academic enrichment learning programs, including 
those which provide additional assistance to students to allow the students to improve 
their academic achievement;

2. Literacy Activities;

3. Mathematics and Science education (STEM) activities;

4. Arts and music education activities;

5. Entrepreneurial education programs; Employment preparation or training;

6. Tutoring services, including those provided by senior citizen volunteers, and 
mentoring programs to reduce achievement gaps for at-risk children;



Acceptable Activities for the grant:
7. Programs that provide after-school activities for limited English proficient (LEP) or ESL

(English as a second Language) students and that emphasize language skills and academic 
achievement;

8. Recreational activities; Physical Fitness; and Healthy Lifestyle education

9. Technology education programs and telecommunication; Now includes Computer Science and 
STEM activities.

10. Expanded library service hours; Volunteer and community service opportunities;

11. Programs that promote parental involvement and family literacy;

12. Programs that provide assistance to students who have been truant, suspended, or

expelled to allow them to improve their academic achievement;

13. Drug and violence prevention programs; Counseling programs;

14. Supervised field trips, enrichment programs and events

15. Character and Behavior education programs;

-Source: http://www2.ed.gov/programs/21stcclc/applicant.html

http://www2.ed.gov/programs/21stcclc/applicant.html


FEEDING CHILDREN
• Regardless of day or time offered, programs must provide a daily, 

nutritious snack that meets the requirements of the USDA National 
School Lunch Program for meal supplements.

• It is highly recommended that you partner with local food banks to 
provide your children with additional food support (back pack 
program, full meal).



Goals and Evaluation

• The goals you put into your application will be reviewed by 
your local evaluator and state evaluators and the SEA.

• Your local evaluation must be posted online for your 
community to see.

• Make sure you have MEASURABLE GOALS

• Make sure you have REASONABLE GOALS
• Evaluation reviews the previous school year.  The first year you 

receive a grant you will not submit an evaluation.  However, you are 
still required to submit five years of evaluation (one for each year of 
funding).



Reasonable Goals
• Below are attendance requirements from another state.  In Iowa you must 

meet 70% of your attendance by year one and 80% by year three.



ATTENDANCE

• Iowa ranks first in the nation in the percent of children under 6 years of 
age with all parents in the labor force (75.6 percent) - U.S. Census 
Bureau

• “Improving attendance is an essential strategy for reducing 
achievement gaps. State and national data shows that students 
from low-income families are more likely to be chronically absent 
than their peers (Ginsburg, Jordan, Chang, 2014).”

If you do not meet your grant attendance 
goals, your funding will be reduced.





SEA Requirements for evaluation:

II.12  Does the state conduct a comprehensive evaluation (directly, or through a 
grant or contract) to monitor the effectiveness of 21st CCLC programs, and 
progress towards the performance indicators and performance measures used 
to evaluate subgrantees?  §4202(C) (3)(A)   §4203(a)(6)

§4203(a)(13)   §4205(b)(2)(A)

II.13  Does the state have clearly defined and appropriate performance 
indicators and performance measures used to evaluate programs?  Does the 
state measure GPRA indicators? §4203(a)(13)(A)  §4205(b)(1)(B)

II.14  Does the SEA notify and make program evaluations available to the public? 
§4203(a)(13)(B)   §4205(b)(2)(B)(ii)



Partnerships and Sustainability

• Most grants encourage partnerships – The 21st CCLC grant requires a 
minimum number of partnerships and the development of new 
partnerships to help you with sustainability.

• Partnerships help you to have a high quality program with more 
experiences for the children and greater diversity.

• The Every Student Succeeds Act (ESSA) requires states to collect your 
list of partners and post them online.  

• https://www.iowa21cclc.com/21cclc-partners

https://www.iowa21cclc.com/21cclc-partners


Partner or a vendor?

A Partner provides volunteers, services or financial 
contributions to your program to help children.  There 
is little or no cost.

A Vendor will not provide anything without you paying 
for the services.

Iowa requires a Memo of Understanding (MOU) so the 
partner relationship is well defined by:
What each partner will contribute
How many volunteers or staff will help
The Days and number of hours provided
Any costs are disclosed

Does the SEA require applicants to 
describe their partnerships between 
local educational agencies, 
community-based organizations, 
and other public or private entitles



Sustainability Explained:

• This grant was developed to provide “seed money” for the growing of local 21st

Century Community Learning Centers to help children afterschool and in the 
summer with additional learning supports.

• The 21st Century Community Learning Centers grant REQUIRES applicants to have 
partnerships and to develop additional partnerships over the course of the grant 
cycle to foster sustainability.

• ‘‘(H) a description of the partnership between a local educational agency, a 
community-based organization, and another public entity or private entity 

• HOW APPLIED:  The application requires community partnerships to be eligible for 
funding.  Iowa requires a Memo of Understanding (MOU) between each partner 
and the program to clearly define the roles, contributions and scope of the 
partnership.

• The ESSA requires states to provide a list of potential partners-

• Partners can help you keep your program going if federal funding runs out.



QUESTIONS?

https://www.educateiowa.gov/pk-12/title-programs/title-iv-part-b-21st-century-community-learning-centers

OR USE http://tinyurl.com/iowa21cclc

https://www.educateiowa.gov/pk-12/title-programs/title-iv-part-b-21st-century-community-learning-centers
http://tinyurl.com/iowa21cclc

