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. Introduction

s the Hispanic population in the United States

continues to increase, so do concerns about the

environmental health and safety of Hispanic
workers, families, and children across the country. Many
Hispanics in the United States lack basic health insurance,
while often working jobs that expose them to greater envi-
ronmental and safety hazards than the rest of the popula-
tion. Hispanic populations are also more likely than
whites to live in low-income areas where environmental
factors can increase risks for childhood diseases such as
lead poisoning and asthma.

The good news is that many community-based organi-
zations (CBOs) have formed to address these pressing
issues of Hispanic environmental health and worker safe-
ty. To bring together these diverse groups to discuss some
of the issues of greatest concern to Hispanics in the
Americas, several governmental and non-governmental
organizations organized the First Hemispheric Forum on
Hispanic Health and Safety in October 2000. Held in con-
junction with the National Safety Congress in Orlando,
Florida, the Forum brought together CBOs and other
organizations from across the United States and Latin
America to discuss issues and potential ideas related to
occupational safety and health, environmental health, and
international workers. One of the suggestions to come
out of that Forum was the creation of an “operations man-
ual” that would help Hispanic CBOs grow, thrive, and find
the financial and technical resources available to address
pressing environmental health and safety issues.

The purpose of this manual is to be a living document
for Hispanic CBOs. Tables of governmental and non-
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governmental resources are included to help organiza-
tions identify sources of educational materials and funding
on Hispanic issues, occupational safety, and environmen-
tal health. Even with these resources, however, CBOs need
to be healthy themselves to survive. This manual includes
basic “how-tos” for fledging CBOs, from how to start a
nonprofit, assess needs, and write grants to the impor-
tance of building partnerships and measuring progress.
Examples of CBOs that have used grants to accomplish
results are included, as is a glossary of key organizational,
safety, and environmental health terms.

The Hispanic Forum would like to thank the following
organizations, which helped make this manual possible by
providing resources, input, and information available via
Web sites, published materials, and participation in the
Forum:

s« Boardsource (formerly the National Center for
Nonprofit Boards)

s The Foundation Center

% U.S. Department of Health and Human Services’
GrantsNet and Office of Minority Health

s# Francisco Tomei-Torres, U.S. Agency for Toxic
Substances and Disease Registry

se« Healthy People 2010

Portions of this manual were developed and abridged

directly from resources from these organizations with
their permission.

page 1



II. Take Action:
Tips and Strategies for Gathering Resources

ing section outlines steps to help Hispanic CBOs address environmental and occupational health and safety issues

F rom creating and incorporating a nonprofit organization to obtaining grants and measuring progress, the follow-
in their communities. Additional sources of this information can be found in Section VI.

Forming a Nonprofit Organization? little money, but it will take some financing. For
_ _ example, where will the service be provided? Will you

If you've put some thought into your community’s rent space or work from your home? If you plan to
environmental health and safety concerns, and met a few be the primary provider of services, how will you
times with people who share those concerns, you proba- support yourself while you build the organization?
bly already have created an informal networking group. Foundation grants for start-up organizations are hard
The challenge is to turn that loose association into an to find. If you hope to find grants in the beginning,
organization with a concrete vision and the means to two important factors will have to be in place: you
effect real change. Eollowing are some key'questio_ns t'o must be filling a strong and compelling need, and
answer as you co_ngder forming a nonprofit organization you must have the proper experience and back-
In your community: ground to bring credibility to your idea.

% |s there a need for the new organization?
This is the most important question to answer. Is any-
one else providing the same or similar service in
your community? Do some research—get to know
the programs that already exist, whom they serve,
and how well they serve them. If similar programs
are already operating, but you believe they could
do a better job, be sure you understand where they
are failing and how your new organization could
do better.

#: What makes you the best person to do this
job? Dedication and desire are important elements,
but are not enough to succeed at building a nonprof-
it. Have you been working in this field? Do you have
an understanding of your potential clients? Have you
had special training? Are there licensing require-
ments in your city or state that you must meet?

4 Do you have a plan? It is not enough to just have
the idea in your head. Before you do anything else,
you'll need to write a business plan that includes the

S 2 ! i . X
% Do you have supporters? Don't go it alone. Talk answers to the previous questions.

to people about your ideas. Enlist their support as

both volunteers and contributors. If finding support- Spend time thinking about and answering these ques-

ers is difficult, your idea might need improvement or g hefore you establish the organization and apply for
just not be appealing to those whom you will need t0 a5 evempt status. It will make the path easier and

turn to for help. increase your chances of success.

2% Where will you get the money to pay the
bills? You can start a nonprofit organization for very

!Condensed and modified from Starting a Nonprofit: One-Stop Answer Page, <http://nonprofit.about.com/library/weekly/aa062399.htm>
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Incorporating Your Nonprofit
Organization?

Perhaps you have already been functioning informally
as an effective group in your community; is your organiza-
tion now ready to take its mission to a new level? If you
have successfully established needs and concerns, mobi-
lized the community behind your vision, and proven your
ability to effectively achieve results, you might want to con-
sider obtaining a more official status for your organization.

An incorporated nonprofit organization must have a
carefully developed structure and operating procedures to
be effective. Good governance requires solid legal and
financial status and compliance with the numerous feder-
al, state, and local requirements affecting nonprofits.
Below is a checklist for the formation of an official non-
profit organization.

- Determine the purpose of the organization.
Every organization should have a written mission
statement that expresses its reason for being. Sources
of this information can include board members,
potential clients, and constituents.

% Form a board of directors. The initial board will
help the ideas behind the organization become reality
through planning and fundraising. As the organiza-
tion matures, the nature and composition of its board
will also change.

2 File articles of incorporation. Not all nonprofits
are incorporated. For those that do wish to incorpo-
rate, the requirements for forming and operating a
nonprofit corporation are governed by state law. Your
secretary of state or state attorney general’s office can
provide you with more information.

- Draft bylaws. Bylaws—the operating rules of the
organization—should be drafted and approved by the
board early in the organization’s development. An
attorney experienced in nonprofit law can help you
establish bylaws.

- Develop a strategic plan. The strategic planning
process helps you express a vision of the organiza-
tion’s potential. Outline the steps necessary to work

Subs

Subs

toward that potential, and determine the staffing
needed to implement the plan. Establish program and
operational priorities for at least one year. Board
members and planning and management consultants
can help you develop this plan.

Develop a budget and resource development
plan. Financial oversight and resource development
(e.g., fundraising, earned income, and membership)
are critical board responsibilities. The resources
needed to carry out the strategic plan must be
described in a budget and financial plan, which a
financial consultant can help you develop.

x Establish a recordkeeping system for the

organization’s official records. Corporate docu-
ments, board meeting minutes, financial reports, and
other official records must be preserved for the life
of the organization. Your secretary of state or state
attorney general’s office can help.

Establish an accounting system. Responsible
stewardship of the organization’s finances requires
establishing an accounting system that meets both
current and anticipated needs. For more information,
talk to a certified public accountant experienced in
nonprofit accounting.

File for an Internal Revenue Service (IRS)
determination of federal tax exempt status.
Nonprofit corporations with charitable, educational,
scientific, religious, or cultural purposes have tax-
exempt status under section 501(c)(3)—or some-
times section 501(c) (4)—of the Internal Revenue
Code. To apply for recognition of tax-exempt status,
obtain an application (Form 1023) and detailed
instructions (publication 557) from your local IRS
office. The application is an important legal docu-
ment, so you should have an experienced attorney
help prepare it.

x File for state and local tax exemptions.

In accordance with state, county, and municipal law,

apply for exemption from income, sales, and proper-
ty taxes. Visit your state, county, or municipal depart-
ment of revenue for more information.

Excerpted from the BoardSource Web site s Frequently Asked Questions page, <www.boardsource.org/intel/qaf7.htm>. BoardSource,
formerly the National Center for Nonprofit Boards, is the premier resource for practical information, tools, best practices, training, and leadership

development for board members of nonprofit organizations worldwide.

Operations Manual 3

page 3



2% Meet the requirements of state, county, and
municipal charitable solicitation laws. Many
states and local jurisdictions regulate organizations
that solicit funds within that state, county, or city.
Compliance usually involves obtaining a permit or
license and then filing an annual report and financial
statement. Visit your state attorney general’s office,
state department of commerce, state or local depart-
ment of revenue, or county or municipal clerk’s
office for more information.

Other steps:

% Obtain an employer identification number from the IRS.

% Register with the state unemployment insurance
bureau.

-8z Apply for a nonprofit mailing permit from the U.S.
Postal Service.

% Obtain directors’ and officers’ liability insurance.

Assessing Needs and Setting
Priorities®

To get a better sense of what your organization can
do, versus what you would like it to do, you will need to
assess the needs, strengths, and resources in your com-
munity. Because most community-based organizations will
have limited resources to address all their needs, they
must use resources wisely. When organization members
work together to set priorities and allocate resources,
they are far more likely to continue participating in the
process and achieving measurable results.

Before you can set priorities, you must first determine
what issues you want to improve. Chances are, you've
already identified one or more environmental health and
safety concerns in your community. Surveying community
members, leaders, and your own organization staff also
can help you identify the issues that your community
would like to address.

Getting All the Facts

Whenever possible, gather and evaluate available
information about the major environmental health and
safety issues in your community. Data about some issues
might not be immediately available for your county, city,
or neighborhood, so your organization might have to col-
lect the information for itself. When gathering informa-
tion, keep these ideas in mind:

Tip: Mobilize the Right People

Many effective organizations are built around a core of com-
mitted individuals. Members must be willing to work,
express themselves openly, and be willing to collaborate with
others to inspire and sustain action. Members should also
serve as catalysts to improve community organizations.
Members are usually highly motivated when they work in
areas that they know are directly affecting their lives.

 Talk to your neighbors, civic leaders, elected officials,
and others to see which issues they feel are most
pressing and whom they are most interested
in helping.

% Call your appropriate local officials and ask

for information about initiatives or activities that are

already under way in your community.

-8 Search the business section of the phone book and
call the outreach officers of relevant local agencies
to help you get your ideas going.

Get to know the people around you.

% Ask local business and government employees

to participate.

~ubs

~ubs
78

Whatever its source, accurate information about what
is happening in your community helps you understand
the community’s needs and create a reasonable target
for improvement.

Prioritizing and ldentifying Resources

Once you have compiled a list of issues and areas of
concern, your organization must organize them in order
of importance and potential for change. As part of this
process, ask yourself the following questions:

- Need: Which issues pose the most immediate threat to
health and environmental safety in your community?

% Scope: Which issues affect the largest populations in
your community?

-#: Potential for Effective Change: Which issues
would be most likely to improve in a reasonable
timeframe with targeted funding and resources?

4 Funding: Which issues can actually be addressed

with the level of funding and resources your organi-

zation is likely to generate?

® Condensed and modified from Healthy People in Healthy Communities: A Community Planning Guide Using Healthy People 2010
<www.health.gov/healthypeople/Publications/HealthyCommunities2001/toc.htm>
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Setting priorities should be a matter of consensus; all
organization members should agree on which issues will
be addressed immediately and which will be put off until
a specified later date.

In addition, you need to develop a list of strengths and
resources. The list can include available technology, com-
munication resources, “infrastructure” (such as supermar-
kets, roads, bus lines, housing, and office space), funding,
professional expertise, and data. Don’t think of money as
your only resource. Every community has a wealth of non-
monetary resources that can be used to address areas of
concern. Information is also a resource, and a strong part-
nership with state and local government agencies can help
ensure that the data you need are available.

Building a Community Partnership

Successful community-based organizations know that
grants are not the only outlet for raising funds and tapping
into valuable resources. Strategic partnerships with other
organizations and groups in your community can be
another effective way to support, publicize, and implement
your programs. Groups with a shared interest are often
more powerful when they work together and hold one
another accountable for results.

As a first step, make a comprehensive list of potential
partners in your community or state. When assembling
this list, think about the strengths and resources of each
potential partner and how those characteristics could
complement your organization’s goals and needs.
Determine and record how potential partners would ben-
efit from collaborating with your organization. Your abili-
ty to research and persuasively communicate the advan-
tages of an alliance—for both partners—uwill be critical
to forming and maintaining a successful relationship.

The following types of organizations make good part-
ners for community-based organizations:

Churches

Many local churches partner with community organi-
zations to create awareness about environmental issues,
form minority support groups, and raise funds for com-
munity betterment projects. For example, the Washington
Association of Churches (WAC), an organization of 23
state churches, created several programs to support the
needs of local groups, including environmental justice,
economic justice, and racial justice. Global warming,
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Some of the best fundraising potential exists in your own
community. Often, your agencies are afraid to approach

your own businesses and foundations. You feel awkward
‘pestering’ the folks in your own neighborhood. Yet, these
are the very sources who are close to your target popula-

tion, and most likely to put their faith in you.

—Stephen Fallon, Ph.D., CEO of Skills 4 Life, from Closing
the Gap, Office of Minority Health, U.S. Department of Health
and Human Services, April/May 2001

treaty fishing rights, the proliferation of hate groups and
their impact on young people, and the disproportionate
exposure to pesticides in minority communities are just a
few of the important issues that these programs address.

For more information, visit WAC's Web site at
<www.thewac.org/racialjustice.htm>. Contact your local
churches to inquire about community partnerships and
programs.

Other Nonprofit Groups

Consider partnering with other nonprofit groups to
further your own organization’s reach. Many nonprofits
offer free services to community groups. For example,
Alternatives for Community & Environment (ACE) based in
Roxbury, Massachusetts, works in partnership with low-
income and minority communities to achieve environmen-
tal justice. ACE provides legal and technical support, edu-
cational programs, and organizing assistance to New
England community groups to solve environmental prob-
lems and develop local environmental leadership. ACE
also created the Massachusetts Environmental Justice
Network (MEIN), a network of more than 170 attorneys,
public health professionals, and environmental consult-
ants. According to ACE, the network acts as a clearing-
house, linking community groups addressing environmen-
tal and public health issues with free services from attor-
neys, environmental engineers, public health experts, and
design consultants. Active cases range from toxic sewer
overflows, excessive airline traffic, brownfields redevelop-
ment, and polluting facilities.

For more information on ACE, visit <www.ace-gj.org>.
Contact nonprofit organizations in your locale to see if
they offer similar services. One resource to try is
GuideStar, at <www.guidestar.org>, which offers a nation-
al database of nonprofit organizations. Another online
nonprofit directory is operated by Action Without Borders
at <www.idealist.org>.
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State Government Departments

State departments are good resources for organiza-
tions seeking educational information about environmen-
tal and occupational health and safety issues. Many state
Web sites provide links to their health and environmental
departments, which might include:

-#: Department of Environmental Protection
— Waste Site Cleanup
— Pollution Prevention Programs
Air quality
Brownfields
Environmental justice
Solid waste/recycling
Toxic use reduction
-# Executive Office of Environmental Affairs
-8 Department of Environmental Management
-# Department of Food and Agriculture
-#¢ Division of Occupational Safety
— Ashestos Program
— Lead Program
— Occupational Safety and Health Statistics Program
— Mine Safety and Health Program
— Indoor Air Quality Program

-8z Executive Office of Health and Human Services

-# Department of Public Health
— Childhood Lead Poisoning Prevention Program
— Environmental Health Education Unit
— Division of Maternal, Child, and Family Health
— Division for Special Health Needs
— Division of Community Health Promotion
— Minority Health Advisory Board

For more information, visit your state’s Web site or
check a local phone book to find contact information for
each state department. These departments might offer
educational outreach materials, training sessions, infor-
mation on public involvement in community projects, and
other relevant information.

Federal Government

The U.S. Environmental Protection Agency’s (EPAs)
Web site features a Concerned Citizens section at
<www.epa.gov/epahome/acting.htm>, which contains a
wealth of resources for helping people make a difference
in their communities. Topics on this site include protect-
ing your air, protecting your water, dealing with waste,
community-based environmental protection efforts, and
tips and tools.
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Tip: Beware of Partnership Pitfalls

Inadequate commitment or unrealistic expectations on the part
of one or more of the partners can weaken or destroy a partner-
ship. The same is true of organizations that realize too late that
they lack the capacity to follow through.

Other Organizations
Community partnerships can also be investigated/
formed with the following:

% Health care facilities

% Unions

Insurance companies

Chamber of commerce

Universities

Small business development/assistance centers
Private companies

Trade associations

Economic development agencies

R
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For more information, search the Internet and your
local phone book to locate these types of organizations in
your community.

Tips for Maintaining a Successful Partnership

Once a partnership is formed, it takes a considerable
amount of time and effort to manage and maintain the
relationship. Below are a few tips and lessons learned
from community partnerships.

% Create a detailed partnership agreement and action
plan, working with your partner organization to out-
line objectives, activities, partner roles, respective
contributions, decision-making processes, and
assessment of results.

% Make sure you and your partners learn about each
other’s expectations and limitations.

2 Set a time line and meeting schedule to maintain
clear objectives and good communication.

-#2 Document how the partnership is mutually beneficial
for each partner and discuss how you can ensure
appropriate credit and recognition for partnership
results.

Grant Preparation

Securing funding is one of the most crucial and con-
stant challenges your organization will face. Many people
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are overwhelmed by the task of developing and writing a
successful grant proposal. But with straightforward plan-
ning, organization, and thoroughness, your agency can
present a compelling proposal that wins financial support
for your goals.

Before your organization is ready to seek funding
from outside sources, three elements (which are
explained in previous chapters) must already be in place:

1. Your agency should have a written mission statement.

2. Your organization should have completed the process
of officially acquiring nonprofit status, or you need to
have identified an appropriate fiscal agent to receive
the funds on your behalf.

3. You should have credible program, achievements, or
plans in support of your mission.

Once these details are secured, you are ready to pre-
pare your master proposal—a comprehensive and persua-
sive account of your project. By assembling the master pro-
posal before you approach funders, you work out all of the
details in advance. In addition, you will usually be able to
use this master proposal for multiple grant applications.

Some nonprofits believe that their groups must look
special or be doing something unique before they are

in a position to approach foundations and corporate
grantmakers for financial support. This assumption

is incorrect. If your organization is meeting a valid need,
you are more than likely ready to seek foundation or
corporate support.

Gathering Background Information

The first step in writing the master proposal is to gath-
er appropriate documentation. This data-gathering
process makes the actual writing much easier. And by
involving other stakeholders in the process, it also helps
key people within your agency seriously consider the
project’s value to the organization. You will require back-
ground information in three areas:

1. Concept
You need to have a good sense of how the project fits
into the philosophy and mission of your agency. The
need that your proposal is addressing must also be
documented and well articulated. Funders want to
know that a project reinforces the overall direction of
an organization, and they may need to be convinced

Operations Manual 3

Tip: Enlist the Right Help

Determine who will help you gather the background information
you need. In a small nonprofit, a knowledgeable board member
might be the logical choice. A larger agency, however, may have
program and financial support staff who can help.

that the case for the project is compelling. Collect
thorough background data on your organization and
on the need your project is designed to address.

2. Program
Here is a checklist of the program information you
will need:

2% The nature of the project and how it will be
conducted.

% The timetable for the project.

%2 The anticipated outcomes and how best to evaluate
the results.

-# Staffing and volunteer needs, including deployment of
existing staff and new hires.

3. Expenses
Because you will not be able to pin down all the
expenses associated with the project until the details
and timing have been worked out, the main financial
data gathering takes place after the narrative part of
the master proposal has been written. At this stage,
however, you do need to sketch out the broad out-
lines of the budget to ensure costs are reasonable
compared to the outcomes you anticipate.

Tip: Predict the Right Price

As you sketch out the potential budget for your project,
remember to be realistic. If it appears that the costs will be
prohibitive, even with a foundation grant, then you need to
scale back or adjust the scope of your plans.

Writing the Proposal

Once you've collected the appropriate background
information, it's time to assemble that information in a
winning presentation. Figure 1 provides an outline of a
successful proposal’s main components. Following are
brief descriptions of what you should consider and
include in writing these various sections.
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Figure 1: Components of a Proposal

Executive Summary: Overall statement of your case and summary of proposal (1 page).
v

Statement of Need: Why this project is necessary (2 pages).
v

Project Description: Nuts and bolts of how the project will be implemented and evaluated (3 pages).
v

Budget: Financial description of the project plus explanatory notes (1 page).
v

Organization Information: History and structure of nonprofit, activities, audiences, and services (1 page).
v

Conclusion: Summary of the proposal’s main points (2 paragraphs).

Executive Summary

This is one of the most important sections of the
entire document, providing readers with a snapshot of
what is to follow. By summarizing the key information, the
executive summary acts as a sales pitch to convince read-
ers that this project deserves support. Be certain to
include the following elements:

2% Problem: A brief statement of the problem or need
your agency is prepared to address (1-2 para-
graphs).

% Solution: A short description of the project, includ-
ing what will take place and how many people will
benefit, how and where it will operate, for how long,
and who will staff it (1-2 paragraphs).

2% Funding requirements: An explanation of the
amount of grant money required for the project and
your plans for future funding (1 paragraph).

- QOrganization and its expertise: A brief state-
ment of the name, history, purpose, and activities of
your agency, emphasizing its capacity to carry out this
proposal (1 paragraph).

The Statement of Need

Building on initial interest, the statement of need
enables the reader to learn more about the issues your
project will address. It presents the facts and evidence

supporting the need for the project and establishes that
your nonprofit understands these problems and is pre-
pared to address them. The information supporting the
case can come from authorities in the field, as well as
from your agency’s own experience.

Remember, the statement of need does not have to be
long and involved. Short, concise information captures the
reader’s attention. As you develop this section, keep the
following ideas in mind.

- Decide which facts or statistics best support
the project. Be sure the data you present are accu-
rate. Avoid information that is too generic, broad, or
out of date.

-4 Give the reader hope. The picture you paint
should not be so grim that the solution appears
hopeless. The funder will wonder whether an invest-
ment in a solution will be worthwhile. Avoid over-
statement and overly emotional appeals.

- Decide if you want to put your project for-
ward as a model. This could expand the base fun-

Tip: Argue Your Case

You want the “Need” section to be succinct, yet persuasive.
Like a good debater, you must assemble all the arguments in
a logical sequence that will readily convince the reader of
their importance.
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ders, but it works only for certain types of projects.
Document how problems addressed by your project
occur in other communities and explain how your
solution could be used elsewhere.

7 Determine whether it is reasonable to por-
tray the need as acute. You are asking the fun-
der to pay more attention because either the problem
you address is worse than others or the solution you
propose makes more sense than others.

% Decide whether you can demonstrate that
your program addresses the need differently
or better than other projects that preceded
it. Describe how your work complements, but does
not duplicate, the work of others. Avoid being critical
of the competition. If possible, make it clear that you
are aware of and on good terms with others doing
work in your field.

%z Avoid circular reasoning. In circular reasoning,
you present the absence of your solution as the actual
problem. Then your solution is offered as the way to
solve the problem. For example: “The problem is that
we have no pool in our community. Building a pool
will solve the problem.”

The Project Description

This section of your proposal should have five subsec-
tions, described below. Taken together, the five subsec-
tions present an interlocking picture of the total project.

Objectives

Objectives are the measurable outcomes of the pro-
gram, and they define your methods. Your objectives must
be tangible, specific, concrete, measurable, and achiev-
able in a specified time period. Be realistic in setting
objectives—in the final report, the funder will want to see
the project actually accomplished its objectives.

Do not confuse objectives with goals, which are con-
ceptual and more abstract. For example:

% Goal: Our after-school program will help children
read better.

-8z Objective: Our after-school remedial education pro-
gram will assist 50 children in improving their read-
ing scores by one grade level as demonstrated on
standardized reading tests administered after partici-
pating in the program for six months.

Operations Manual 3

Tip: Presentation Matters

Your proposal will set forth one or more objectives. Present
these objectives clearly on the page, using numbers, bullets, or
indentations. With increasing competition for dollars, well-
articulated objectives are critical to a proposal’s success.

Methods

The methods section describes the specific activities
that will take place to achieve the objectives. It enables the
readers to visualize the implementation of the project and
convinces them that your agency knows what it is doing. In
describing your methods, you must answer the basics:

% How: A detailed description of what will occur from
the time the project begins until completion. Your
methods should match the previously stated objectives.

%2 When: Presents the order and timing for the tasks.
Provide a step-by-step timetable that tells the reader
“when” and provides another project summary sup-
porting the rest of the methods section.

- Why: Defend your chosen methods, especially if they
are new or unorthodox. Why will the planned work
lead to the outcomes you anticipate? Use expert testi-
mony and examples of other projects that work.

Staffing/Administration

Devote a few sentences to discussing the number of
staff, their qualifications, and specific assignments.
Describe your plans for administering the project. Make it
clear who is responsible for financial management, proj-
ect outcomes, and reporting.

For a project with paid staff, describe whether staff will
work full-time or part-time, and whether they are currently
employed or will be hired. Salary and project costs are
affected by staff qualifications. Delineate experience and
education levels required for key staff. If a program direc-
tor has been chosen, summarize his or her credentials and
include a brief biographical sketch in an appendix. A
strong project director can help influence a grant decision.

Tip: What If My Staff Are All Volunteers?

Most proposal writers do not develop staffing sections for
projects that are primarily volunteer run. Describing tasks
that volunteers will undertake, however, can be most helpful
to the proposal reader. Such information underscores the
value added by the volunteers as well as the cost-effective-
ness of the project.
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Evaluation

An evaluation plan should be built into your project,
indicating to readers that you take your objectives seri-
ously. Evaluation is also a sound management tool, help-
ing a nonprofit refine and improve its program. In addi-
tion, an evaluation helps others learn from your experi-
ence.

There are two types of formal evaluation: one meas-
ures product and the other analyzes process. Either or
both might be appropriate, depending on your objectives.
For either type, you must describe how evaluation infor-
mation will be collected and how data will be analyzed. In
addition, explain how and to what audience the evaluation
results will be reported.

Sustainability

Today’s grantseekers are expected to demonstrate the
long-term financial viability of the project and of the non-
profit organization itself. You need to be very specific
about current and projected funding streams, both earned
income and raised funds, and about the base of financial
support for your nonprofit.

Tip: Know Your Numbers

In documenting your funding situation, it is important to
have backup figures ready, in case a prospective funder asks
for these, even though you are unlikely to include this infor-
mation in the actual grant proposal.

Tip: The Beauty of Worksheets

Worksheets can be useful as you develop the proposal and
discuss it with funders; they are also a valuable tool for mon-
itoring the project once it is under way and for reporting
after completion. (See Figure 2.)

Funders want you to prove either that your project is
finite (with start-up and ending dates); or that it is capaci-
ty-building (it will contribute to the future self-sufficiency
of your agency and/or enable it to expand services that
might be revenue generating); or that it will make your
organization attractive to other funders in the future.

The Budget

The budget for your proposal may be as simple as a
one-page statement of projected expenses, or your propos-
al may require a more complex presentation. For example,
it could include a page on projected support and revenue
and notes explaining items of expense or of revenue.

Expense Budget

As you assemble the budget, go back through the pro-
posal narrative and make a list of all personnel and non-
personnel items related to project operation. Include new
costs that will be incurred if the project is funded and
ongoing expenses for items that will be allocated to the
project. Put the costs you have identified next to each item
on your list. Use worksheets to summarize these items
and the calculations used to arrive at dollar figures (see
Figure 2).

Figure 2:

Part of a worksheet for a year-long project might look like this:

Item Description

Cost

Executive director Supervision

10% of salary=$10,000
25% benefits=$2,500

Project director

Hired in month one

11 months at $35,000=$32,083
25% benefits=$8,025

Office space Requires 25% of 25% x $20,000=$5,000
current space
Overhead 20% of project cost 20% x $64,628=$12,926

Operations Manual 3#
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Using your worksheets, prepare the expense budget.
For most projects, costs should be grouped into subcate-
gories reflecting critical areas of expense. You might organ-
ize by personnel and nonpersonnel costs. Personnel sub-
categories could include salaries, benefits, and consultants.
Nonpersonnel subcategories could include travel, equip-
ment, and printing. Attach a dollar figure to each line.

Support and Revenue Statement

For the typical project, no support and revenue state-
ment is necessary. But if grant support has already been
awarded to the project, or if you expect project activities
to generate income, a support and revenue statement is
the place to provide this information.

Budget Narrative

A narrative portion of the budget is used to explain
any unusual line items in the budget and is not always
needed. If costs are straightforward and the numbers tell
the story clearly, explanations are redundant.

If you decide a budget narrative is needed, create
“Notes to the Budget,” with footnote-style numbers on the
line items in the budget keyed to numbered explanations.
Or, if an extensive explanation is required, structure the
budget narrative as straight text. Remember, the basic nar-
rative about the project and your organization does not
belong in the budget narrative.

Organizational Information

Typically, a resumé of your nonprofit organization
should come at the end of your proposal. It is usually bet-
ter to sell the need for your project and then your
agency’s ability to carry it out. This information can be
conveyed easily by attaching a brochure or other prepared
statement. In two pages or less, tell the reader when your
nonprofit came into existence; state its mission, being cer-
tain to demonstrate how the subject of the proposal fits
within or extends that mission; and describe the organiza-
tion’s structure, programs, and special expertise.

Discuss the size of the board, how board members are
recruited, and their level of participation. (You should
include the full board list in an appendix.) Provide details
on the staff, including the numbers of full- and part-time
staff and their levels of expertise.

Conclusion
Every proposal should have a concluding paragraph
or two. This is a good place to call attention to the future,
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Tip: Tone It Down

For a short proposal, keep in mind that you are writing a let-
ter to someone. It should not be as formal in style as a
longer proposal would be. But don’t assume that because it
is only a letter, it isn’t a time-consuming and challenging
task. Every document you put in front of a funder says some-
thing about your agency.

after the grant is completed. If appropriate, outline some
of the follow-up activities that might be undertaken to
begin to prepare your funders for your next request.
Alternatively, you should state how the project might carry
on without further grant support.

This section is also the place to make a final appeal
for your project. Briefly reiterate what your nonprofit
wants to do and why it is important. Underscore why your
agency needs funding to accomplish it. Don’t be afraid at
this stage to use a bit of emotion to solidify your case.

Letter Proposal

Sometimes the scale of the project might suggest a
small-scale letter format proposal, or the type of request
might not require all of the proposal components recom-
mended here. Remember, the letter should be no more
than three pages. Here are key components of a good let-
ter proposal:

- Ask for the gift: Begin with a reference to prior
contact with the funder, if any. State why you are writ-
ing and how much funding is required.

% Describe the need: Briefly tell the funder why
there is a need for this project, piece of equipment,
etc.

2 Explain what you will do: Provide enough detail
to pique the funder’s interest. Describe precisely what
will take place as a result of the grant.

2 Provide agency data: Include your mission state-
ment, a brief description of programs offered, num-
ber of people served, and staff.

2 Include appropriate budget data: The budget
might be a half page long. Decide if this information
should be incorporated into the letter or in a sepa-
rate attachment. Be sure to indicate the total cost of
the project.

2 Close: As with the longer proposal, a letter proposal
needs a strong concluding statement.
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7 Attach any additional information required:
The funder will need: a board list, a copy of your IRS
determination letter, financial documentation, and
brief resumés of key staff.

What Happens Next?

Submitting your proposal is not the end of your
involvement in the grantmaking process. Grant review
procedures vary widely, and the decision-making process
can take anywhere from a few weeks to six months or
more. During the review process, the funder may ask for
additional information either directly from you or from
outside consultants or professional references. You need
to be patient but persistent. If you are unclear about the
process, don't hesitate to ask.

If your hard work results in a grant, acknowledge the
funder’s support with a letter of thanks. You also need to
find out whether the funder has specific forms, proce-
dures, and deadlines for reporting the progress of your
project. Clarifying your responsibilities as a grantee at the
outset, particularly with respect to financial reporting, will
prevent misunderstandings and more serious problems
later.

Progress and Measurement®

After your organization has won a grant or formed a
partnership, the real work begins. Monitoring and meas-
uring your progress toward specific project goals is criti-
cal to long-term success.

For most grantees, post-award administration consists
of a number of different activities carried out by grants
management staff, program staff, auditors, and others.
Depending on the type of grant or program, performance
monitoring can include specific assessments of grant-
related performance and financial aspects, as well as the
entire organization’s performance.

Tip: Why Evaluate?
Conducting an evaluation of your program can:

1. Facilitate your thinking about what the program is all
about, including its goals, how it meets goals, and how you
will know if goals have been met.

2. Produce data or verify results that can be used for public
relations and promoting services in the community.

3. Produce valid comparisons between other programs in
your community to help grantmakers or sponsors decide
which program to fund.

4. Fully examine and describe effective programs for duplica-
tion elsewhere.

Establishing Measurement Criteria

In many cases, the funder develops a specific set of
criteria to measure the progress of your grant perform-
ance. Grant management staff and program staff should
always set formal guidelines concerning grantee perform-
ance and progress. The monitoring approach should be
consistent with the type of program, whether the award is
a grant or cooperative agreement, and other relevant fac-
tors. Remember, it is important not only to understand
your funder’s expectations for the progress of the grant,
but also to set your own internal benchmarks and check-
points to assess results. Measurement criteria will vary
depending on your program or grant, but some potential
areas for evaluation could include:

N

2% Quality: How long has your group been together?
What type of structure has been developed to ensure
the continuity of your group, such as officers, mem-
bership guidelines, and memoranda of understand-
ing? How active are the group’s members? How often
do they meet? How much volunteer and professional
time is being focused on a particular problem
because of your group?

- Comprehensiveness: What types of individuals are

representing your organization? Are they the right

type of individuals to accomplish the work of the

“Based on The Foundation Center s Guide to Proposal Writing, 3rd ed. (New York: The Foundation Center, 2001), by Jane C. Geever, chairman
of the development consulting firm, J. C. Geever, Inc. The Foundation Center s Guide to Proposal Writing and other resources are available for free
use in Foundation Center libraries and Cooperating Collections, or can be ordered through The Foundation Centers Web site (http://fdncenter.org/).

® Portions of this section excerpted from or based on the following:

Closing the Gap, a newsletter of the Office of Minority Health, U.S. Department of Health and Human Services, April/May 2001, page 7. How to

Evaluate Your Program.

Evaluating the Collaboration Process, Richard W. Clark, Ohio State University fact sheet, <http://ohioline.osu.edu/bc-fact/0007.html>.

The Foundation Center s Guide to Proposal Writing, 3rd ed. (New York: The Foundation Center, 2001), by Jane C. Geever, chairman of the

development consulting firm J. C. Geever, Inc.

U.S. Department of Health and Human Services: GrantsNet <www.hhs.gov/grantsnet/adminis/gpd/gpd306.htm>.
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grant? What types of databases or directories have
been created to facilitate information sharing and
assistance related to this grant?

- Access and Equity: Do all members of your grant’s
target audience in the community have equal access
to program efforts? Has access to services been
enhanced by program efforts? How does the target
audience obtain access to your program’s informa-
tion and services?

2% Information and Advocacy: How has informa-
tion increased to your target audience? To what
extent is your organization promoting its efforts and
services? How is your group serving as an advocate to
its target audience?

2% Cost-Effectiveness: Have existing funds been used
effectively? How? Have the funds used attained the
expected results?

2% Additional General Questions: What are you

doing that is really working well? What are the major

problems you are facing? Are there unanticipated out-
comes from the project?

You can use many methodologies to explore the ques-
tions in the proposed areas of evaluation, including:

% Surveys/questionnaires
% Interviews
- Structured observation
-8 Review of records and reports
% Focus group interviews
= Interaction analysis
The following Internet resources provide information

on program evaluation and measurement:

-,

e

2¢: The American Evaluation Association:
<www.eval.org>

- Nonprofit Managers Library: The Basic Guide to
Program Evaluation <www.mapnp.org/library/evalu-
atn/fnl_eval.htm>

% United Way: Resource Network on Outcome
Measurement <http://national.unitedway.org/out-
comes/>

2% Basic Guide to Program Evaluation, Carter

McNamara, Ph.D., 1998 <www.mapnp.org/library/

evaluatn/fnl_eval.htm#anchor184773>.
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Tip: Always Provide a Report

Even if you have received unrestricted, general-purpose sup-
port, funders want to know what overall goals you set for
your agency for the year. Did you achieve them? What were
some specific triumphs? What were some particular prob-
lems you faced, and how did you overcome them? Or, are
you still dealing with the challenges?

Communicating With Your Funder

Throughout grant implementation, maintaining consis-
tent communication with your funder is crucial. In many
cases, this involves a continuing dialogue between your
project officer/program official and the grant management
officer or specialist. This dialogue should allow you to
assess whether:

% Your progress is consistent with available funding. In
other words, is current funding adequate, or is some
supplement needed? Are any unobligated balances
being accumulated?

-8z Changes are anticipated that will require action by
the awarding office.

% There are actual or potential institutional compliance
issues that may have an impact on the project(s)
being funded.

Grant Reporting

Besides communication, your funder might also
require formalized progress reports. Usually, specific
reporting requirements are included in the grant letter;
sometimes you are asked to sign and return a copy of the
grant letter or a separate grant contract. In some cases,
the funder will request timely reports from your organiza-
tion and tie their receipt to grant payments.

When a foundation provides formal reporting guide-
lines, there usually will be dates when the reports are due.
If they have given you specific dates for reporting, develop
a system to keep track of them. Some funders want
reports at quarterly or six-month intervals, but most
request an annual report and/or a final report two to
three months after the conclusion of the project. Even for
grants of fairly short duration, foundations often express
the desire to receive an interim report. Unless otherwise
stated, an interim report can be informal.
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I11. Grants in Action

Following are just a few examples of Hispanic community-based organizations that have successfully secured grants
to enhance their environmental and occupational health and safety work. For more information, visit each of the Web

sites included below.

Grantee: Coalition including Esperanza Health Center,
Nueva Esperanza, and the School District of Philadelphia

Grant Title: Healthy Living 2000

Grant Giver: The Office of Minority Health (OMH) of
the U.S. Department of Health and Human Services

Program: The Minority Health Coalition Demonstration
Grant Program

Program Background: The Minority Community
Health Coalition Demonstration Program was founded in
1986 to promote the development of coalitions to plan
and coordinate services to reduce sociocultural and lin-
guistic barriers to health care. The coalition approach is
believed to be an effective strategy for health promotion
and risk reduction among targeted minority populations.
Grants are administered by minority community-based
organizations that have established coalitions with at least
two other organizations/institutions, one of which is a
health care facility. Grantees are given flexibility to define
and address health problems unique to their communi-
ties.

Funding: Three-year period (7/98-7/01)
Target Population: Hispanic/Latino

Grant Description: The Healthy Living 2000 project’s
overall goal is to educate and empower 100 asthmatic
children, their families, and others to reduce or eliminate
risk factors relating to asthma and lead poisoning. The
Coalition members consist of Esperanza Health Center,
Nueva Esperanza, and the School District of Philadelphia.
The Coalition seeks a holistic approach to improve the
health status of Latino children, their families, and friends
through environmental risk-reduction education and links
with community health centers, housing associations, and
other networking agencies. The project activities focus on
interactive educational workshops, developing relation-
ships with participants, providing intervention services,
and establishing linkages with community agencies and
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churches for ongoing treatment and support. Educational
“Healthy Living” workshops are conducted for the target
group, their families, and school personnel. Attendees of
the workshops are trained to recognize, control, and
eliminate environmental health hazards that trigger or
exacerbate asthma episodes or put them at risk for lead
poisoning. The community housing representatives pro-
vide free in-home lead paint assessments to those enrolled
in the program.

For More Information: Visit www.omhrc.gov/ omhfs1.pdf.

Grant Title: Renewal Grant

Grantee: Silicon Valley Toxics Coalition (SVTC), San
Jose, California

Grant Giver: Common Counsel Foundation
Program: FY 2000 Acorn Foundation Grants

Program Background: Established in 1978, the Acorn
Foundation supports projects dedicated to building a sus-
tainable future for the planet and restoring a healthy glob-
al environment. The Acorn Foundation is particularly
interested in small and innovative community-based proj-
ects that:

-8 Preserve and restore habitats supporting biological
diversity and wildlife.

% Advocate environmental justice, particularly in low-
income and indigenous communities.

% Prevent or remedy toxic pollution.

Grantee Background: SVTC calls attention to and
improves the environmental health and safety practices of
the global electronics industry. Since 1982, SVTC has
worked with hundreds of communities and companies
locally and around the world to raise the environmental
consciousness and performance of the high-tech sector.
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Community Background: Minority groups, mostly
Latino and Asian/Pacific Islander, make up 45 percent of
the general population and 56 percent of children
younger than age 15. Lower income people of color work
in the most hazardous jobs and live in the most polluted
neighborhoods in Silicon Valley. Ethnic minorities and
low-income groups suffer poor health compared to the
more affluent, white population in Silicon Valley, losing
more years of life because of illnesses such as heart dis-
ease, cancer, and strokes. Minorities, especially women,
also face greater health and safety risks from industrial
pollution both on the job and in the community. A majori-
ty of workers in high-tech semi-skilled production jobs,
which often involve hazardous chemical handling and
exposures, are minority women. Latinas and Asian/Pacific
Islanders also live in neighborhoods nearest to sites of
toxic leaks and spills from industry, resulting in “double
exposure” to chemicals, in many cases.

Funding: $6,000

Grant Description: This was a renewal grant to organ-
ize community, labor, and environmental groups around
safety and health issues brought on by the expansion of
the computer and electronic industries and its pollution of
air, water, and land.

For More Information: Visit <www.commoncounsel
.org/pages/foundation.html#acorn> or <www.svtc.org/
about/programs.htm>,

Grantee: Center for Hispanic Policy and Advocacy,
Providence, Rhode Island

Grant Title: The Rhode Island Environmental Justice
Network

Grant Giver: U.S. Environmental Protection Agency
(Region 1)

Program: Urban Environmental Initiative (1997)

Program Background: The Urban Environmental
Initiative (UEI) is a pilot program launched in 1995
under EPA New England, to address environmental and
public health problems in urban cities. The UEI facilitates
community-based environmental protection in Boston,
Massachusetts; Hartford, Connecticut; and Providence,
Rhode Island.
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The UEI program takes an active role in listening to com-
munity needs and concerns, identifying projects, and pro-
viding resources to implement projects that make measur-
able improvements in public health and the quality of the
urban environment.

Grant Description: The Rhode Island Environmental
Justice Network is a coalition of numerous local grass-
roots organizations including: the Center for Hispanic
Policy and Advocacy, Direct Action for Rights and Equality
(DARE), The Urban League of Rhode Island, the Hmong
United Association of Rhode Island, and the All South
Providence Union (ASPU). The Network focuses on envi-
ronmental issues, especially vacant lots, which affect low-
income people of color in Rhode Island’s urban areas.
Major goals of the Network include enhancing community
capacity to identify and solve local environmental prob-
lems and to better understand and use available public
health and environmental data.

The Network hosts regular coordination and planning
meetings involving community groups, sponsors educa-
tional workshops, and trains community residents to map
neighborhood environmental risks. Each organization
involved with the Network brings its own innovative, com-
munity-based approach to environmental and health
issues. The Environmental Justice Network is a great
example of local, grassroots organizations uniting togeth-
er to more effectively and accurately identify and address
environmental issues in their neighborhoods.

For More Information: Visit <www.epa.gov/region01/
eco/uei/provid/pgrants97.html> or <www.epa.gov/
region01/eco/uei/index.html>.

Grantee: Clean Water Fund

Grant Giver: U.S. Environmental Protection Agency,
Office of Environmental Justice

Program: Small Grants Program

Program Background: The Small Grants Program was
established by the EPA's Office of Environmental Justice
(ORJ) in 1994. The program assists community-based
organizations that are working on solutions to local envi-
ronmental problems.

page 15



Funding: $10,000

Grant Description: Funding was used to help farm
workers gain access to workplace safety information and
training by bridging the language barriers between farm
workers and their employers.

The program aimed to improve communication between
farm workers and employers and to address the migrant
farm worker community’s high rates of pesticide expo-
sure. “Train the Trainer” workshops were held to educate
10 Hispanic community leaders about pesticides and
workplace safety. Intensive, one-on-one training was pro-
vided to the leaders, who planned to use this information
to educate 500 migrant workers.

A daylong community forum was held with more than 80
farm workers, and a Hispanic Food Festival brought
together 400 Hispanic residents who learned about pesti-
cide safety and household hazards. Educational outreach
was conducted in eight North Dakota communities, and a
bilingual intern was hired to speak with nearly 1,500 farm
workers about their issues.

For More Information: Visit <http://es.epa.gov/oeca/
oej/success.pdf>.

Grantee: Michigan Migrant Legal Assistance Program
(MMLAP)

Operations Manual 3#

Grant Giver: U.S. Environmental Protection Agency,
Office of Environmental Justice

Program: Small Grants Program

Program Background: The Small Grants Program was
established by OEJ in 1994. The program assists commu-
nity-based organizations that are working on solutions to

local environmental problems.

Funding: $20,000

Grant Description: The purpose of this program was
to increase the safety of farm workers and their families in
30 counties in Western Michigan by providing information
on environmental and public health issues. Topics includ-
ed environmental laws, pesticide labeling, ground water
contamination, and safety conditions.

An educational packet was produced and distributed to
farm workers, and bilingual camp meetings and farm
worker information meetings related to health and safety
were conducted, reaching 1,500 farm workers. Training
on the worker protection standards and pesticide safety
was also provided.

A concert for farm worker environmental justice was held
and attended by approximately 1,800 people. A mailing
list was compiled at the concert, increasing the size of the
target audience.

For More Information: Visit <http://es.epa.gov/oeca/
oej/success.pdf/>.
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IV. Glossary

Environmental and Occupational Health and Safety Terms

Following are definitions of terms related to environmental and occupational health and safety. They were taken and

abridged from the following sources:

% National Safety Council’s Environmental Glossary: <www.nsc.org/ehc/glossary.htm>.
- Alaska Community Action on Toxics Definitions: <www.akaction.net/pages/glossary.html>.
-8 Connecticut Department of Public Health Glossary: <www.state.ct.us/dph/OPPE/sha99/glossary.ntm>.

Acid rain: Precipitation that has been made acidic by
airborne pollutants.

Air emissions: Gas emitted into the air from industrial
and chemical processes, such as ozone, carbon monox-
ide, nitrogen oxide, nitrogen dioxide, sulfur dioxide, and
others.

Air pollutant: Any substance in air that could, in high

enough concentration, harm humans, other animals, vege-

tation, or material. Pollutants can include almost any nat-
ural or artificial composition of airborne matter. They
might be solid particles, liquid droplets, gases, or a com-
bination of these elements.

Asbestos: A mineral fiber that can pollute air or water
and cause cancer or ashestosis when inhaled. EPA has
banned or severely restricted the use of ashestos in manu-
facturing and construction.

Benchmark: A term meaning a measurement taken at
the outset of a series of measurements of the same vari-
able, sometimes meaning the best or most desirable value
of the variable.

Burden of disease: A general term used in public
health and epidemiological literature to identify the cumu-
lative effect of a broad range of harmful disease conse-
quences on a community, including the health, social, and
economic costs to the individual and to society.

Byproduct: Materials other than the intended product
generated by an industrial process.

Carcinogenic or carcinogen: Capable of causing can-
cer. A suspected carcinogen is a substance that might
cause cancer in humans or animals, but for which the evi-
dence is not conclusive.
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Chronic disease: A disease with one or more of the fol-
lowing characteristics: permanence; leaves residual dis-
ability; caused by non-reversible pathological alternation;
requires special training of the patient for rehabilitation;
or may require a long period of supervision, observation,
or care.

Climate change: This term is commonly used inter-
changeably with “global warming” and “the greenhouse
effect.” Climate change refers to the buildup of man-made
gases in the atmosphere that trap the sun’s heat, causing
changes in weather patterns on a global scale. The effects
include changes in rainfall patterns, sea level rise, poten-
tial droughts, habitat loss, and heat stress. The green-
house gases of most concern are carbon dioxide,
methane, and nitrous oxides. If these gases in our atmos-
phere double, the Earth could warm 1.5 to 4.5 degrees by
the year 2050, with changes in global precipitation having
the greatest consequences.

Disability: Any temporary or long-term condition (physi-
cal and/or mental) that results from an acute or chronic
condition that might prevent the performance of regular
duties.

Environment: The sum of all external conditions affect-
ing the life, development, and survival of an organism.

Environmental health: Characteristics of health that
result from the aggregate impact of both natural and man-
made surroundings, including: health effects of air pollu-
tion, water pollution, noise pollution, solid waste disposal,
and housing; occupational disease and injuries; and those
diseases related to unsanitary surroundings.

Environmental justice: The fair treatment of people of
all races, cultures, incomes, and educational levels with
respect to the development and enforcement of environ-
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mental laws, regulations, and policies. Fair treatment

implies that no population should be forced to shoulder a
disproportionate share of exposure to the negative effects
of pollution due to lack of political or economic strength.

Epidemiology: The study of the occurrence and causes
of health effects in human populations. An epidemiologi-
cal study often compares two groups of people who are
alike except for one factor, such as exposure to a chemi-
cal or the presence of a health effect. The investigators try
to determine if any factor is associated with the health
effect.

Exposure: Reference to pollutants that come into contact
with the body and present a potential health threat. The
most common routes of exposure are through the skin,
mouth, or by inhalation.

Hazardous air pollutants: Air pollutants that are not
covered by ambient air quality standards but which, as
defined in the Clean Air Act, may reasonably be expected
to cause or contribute to irreversible illness or death.
Such pollutants include asbestos, beryllium, mercury,
benzene, coke oven emissions, radionuclides, and vinyl
chloride.

Hazardous chemical: An EPA designation for any haz-
ardous material capable of producing fires and explosions
or adverse health effects like cancer and dermatitis.
Hazardous chemicals are distinct from hazardous waste.

Hazardous substance: 1) Any material that poses a
threat to human health and/or the environment. Typical
hazardous substances are toxic, corrosive, ignitable,
explosive, or chemically reactive. 2) Any substance desig-
nated by EPA to be reported if a designated quantity of the
substance is spilled in the waters of the United States or if
otherwise released into the environment.

Hazardous waste: A subset of solid waste that poses
substantial or potential threats to public health or the
environment and meets any of the following criteria:

-8 Specifically listed as a hazardous waste by EPA.

-#: Exhibits one or more of the characteristics of
hazardous waste (ignitibility, corrosiveness,
reactivity, and/or toxicity).

% Generated by the treatment of hazardous waste, or is
contained in hazardous waste.
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Health: A state of physical, mental, and social well-being
and productive functioning—not merely the absence of
disease or infirmity.

Health plan: A health maintenance organization, pre-
ferred provider organization, insured plan, self-funded
plan, or other entity that covers health care services.

Hispanic ethnicity: Refers to people whose origins are
from Spain, the Spanish-speaking countries of Central
America, South America, and the Caribbean, or persons of
Hispanic origin identifying themselves as Spanish,
Spanish-American, Hispanic, Hispano, Latino, etc.

Incidence: The number of new cases of a specific dis-
ease occurring during a certain period of time.

Indicator: A measurable factor that reflects or is highly
correlated with either a health problem or outcome (e.g.,
infant mortality or disability days) or particular character-
istics of health systems service delivery (e.g., cost per
patient day, percent of area residents with a regular con-
trol course of care, or time or distance from primary
care). A proxy indicator can be used to determine social
or environmental conditions, values, interests, and con-
cerns.

Medicaid: A federally aided, state-operated and adminis-
tered program that provides medical benefits for certain
indigent or low-income persons in need of health and
medical care. The program, authorized by Title XIX of the
Social Security Act, is basically for poor persons who meet
specified eligibility criteria. Subject to broad federal
guidelines, states determine the benefits covered, program
eligibility, rates of payment for providers, and methods of
administering the program.

Mental health: The capacity of an individual to form
harmonious relations with his/her social and physical
environment and to achieve a balanced satisfaction of
his/her own drives.

Mortality rate: Also known as “death rate,” expresses
the number of deaths in a unit of population within a pre-
scribed time. May be expressed as crude death rates (e.g.,
total deaths in relation to total population during a year)
or as rates specified for disease and, sometimes, for age,
sex, or other attributes (e.g., number of deaths from can-
cer in white males in relation to the white male popula-
tion during a year).
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Pollution: Any substances in water, soil, or air that
degrade the natural quality of the environment; offend the
sense of sight, taste, or smell; or cause a health hazard.
The usefulness of natural resources is usually impaired by
the presence of pollution.

Preventive care: Comprehensive care emphasizing
patients’ behaviors that encourage health promotion and
disease prevention, early detection, and early treatment of
conditions, generally including routine physical examina-
tions, immunization, and well-person care.

OSHA: Occupational Safety and Health Administration of
the United States, which covers worker health and safety
regulations and programs.

Race: A population of individuals who identify themselves

from a common history, nationality, or geographical place.

When responses in the “race” line item on vital records
are associated with the definition of Hispanic origin, they
are re-coded to “white race,” as described in the National
Center for Health Statistics instruction manuals for coding
vital records. Individuals identifying themselves as either
“white,” “black,” or “other” race can be of any ethnic
group.
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Solid waste: As defined under the Resource
Conservation and Recovery Act (RCRA), any solid, semi-
solid, liquid, or contained gaseous materials discarded
from industrial, commercial, mining, or agricultural oper-
ations, and from community activities. Solid waste
includes: garbage, construction debris, or commercial
refuse; sludge from water supply or waste treatment plants
or air pollution control facilities; and other discarded
materials.

Toxic substance: A chemical or mixture that can cause

illness, death, disease, or birth defects. The quantities and
exposures necessary to cause these effects can vary widely.
Many toxic substances are pollutants and contaminants in

the environment.

Underground Storage Tank (UST): A tank and any
underground piping connected to the tank that has 10
percent or more of its volume (including pipe volume)
beneath the surface of the ground. USTs are designed to
hold gasoline, other petroleum products, and hazardous
materials.

Uninsured: People who lack public or private health
insurance.
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Grant-Seeking Terms

Following are definitions related to grant proposals and awards, taken and abridged from The Foundation Center’s
User-Friendly Guide to Funding Research & Resources Glossary: <http://fdncenter.org/learn/ufg/ufg_gloss1.html>.

Annual report: A voluntary report issued by a founda-
tion or corporation that provides financial data and
descriptions of its grantmaking activities. Annual reports
vary in format from simple documents listing the year’s
grants to detailed publications that provide substantial
information about the grantmaker’s programs.

Assets: The amount of capital or principal—money,
stocks, bonds, real estate, or other resources—controlled
by a foundation or corporate giving program. Generally,
assets are invested and the resulting income is used to
make grants.

Associates program: A fee-based membership pro-
gram of the Foundation Center providing toll-free tele-
phone reference, photocopy and fax service, and comput-
er searches of Foundation Center databases.

Beneficiary: In philanthropic terms, the donee or
grantee receiving funds from a foundation or corporate
giving program is the beneficiary, although society benefits
as well.

Capital support: Funds provided for endowment pur-
poses, buildings, construction, or equipment.

Challenge grant: A grant that is paid only if the donee
organization is able to raise additional funds from other

sources. Challenge grants are often used to stimulate giv-
ing from other donors. See also matching grant.

Community foundation: A 501(c)(3) organization that
makes grants for charitable purposes in a specific commu-
nity or region. The funds available to a community founda-
tion are usually derived from many donors and held in an
endowment that is independently administered; income
earned by the endowment is then used to make grants.
Although a community foundation may be classified by the
Internal Revenue Service as a private foundation, most are
classified as public charities and are thus eligible for maxi-
mum tax-deductible contributions from the general public.
See also 501(c)(3); public charity.

Community fund: An organized community program
that makes annual appeals to the general public for funds
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that are usually not retained in an endowment but are
instead used for the ongoing operational support of local
agencies. See also federated giving program.

Company-sponsored foundation (also referred to as
a corporate foundation): A private foundation whose
assets are derived primarily from the contributions of a
for-profit business. Although a company-sponsored foun-
dation may maintain close ties with its parent company;, it
is an independent organization with its own endowment
and as such is subject to the same rules and regulations
as other private foundations. See also private founda-
tion.

Cooperating collection: A member of the Foundation

Center’s network of libraries, community foundations, and
other nonprofit agencies that provides a core collection of
Center publications in addition to a variety of supplemen-
tary materials and services in areas useful to grantseekers.

Corporate foundation: See company-sponsored
foundation.

Cooperative venture: A joint effort among two or
more grantmakers. Cooperative venture partners may
share funding responsibilities or contribute information
and technical resources.

Corporate giving program: A grantmaking program
established and administered within a for-profit corpora-
tion. Because corporate giving programs do not have sep-
arate endowments, their annual grant totals generally are
directly related to company profits. Corporate giving pro-
grams are not subject to the same reporting requirements
as corporate foundations.

DIALOG: An online database information service made
available by Knight Ridder Information Services, Inc. The
Foundation Center offers two large files on foundations
and grants through DIALOG.

Distribution committee: The committee responsible
for making grant decisions. For community foundations,
the distribution committee is intended to be broadly rep-
resentative of the community served by the foundation.
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Donee: The recipient of a grant. (Also known as the
grantee or the beneficiary.)

Donor: An individual or organization that makes a grant
or contribution to a donee. (Also known as the grantor.)

Employee matching grant: A contribution to a chari-
table organization by an employee that is matched by a
similar contribution from his or her employer. Many cor-
porations have employee matching-gift programs in high-
er education that encourage their employees to give to the
college or university of their choice.

Endowment: Funds intended to be invested in perpetuity
to provide income for continued support of a nonprofit
organization.

Expenditure responsibility: In general, when a pri-
vate foundation makes a grant to an organization that is
not classified by the IRS as a “public charity,” the founda-
tion is required by law to provide some assurance that the
funds will be used for the intended charitable purposes.
Special reports on such grants must be filed with the IRS.
Most grantee organizations are public charities, and many
foundations do not make “expenditure responsibility”
grants.

Family foundation: An independent private foundation
whose funds are derived from members of a single family.
Family members often serve as officers or board members
of family foundations and have a significant role in their
grantmaking decisions. See also operating founda-
tion; private foundation; public charity.

Federated giving program: A joint fundraising effort
usually administered by a nonprofit “umbrella” organiza-
tion that in turn distributes the contributed funds to sever-
al nonprofit agencies. United Way and community chests
or funds, the United Jewish Appeal and other religious
appeals, the United Negro College Fund, and joint arts
councils are examples of federated giving programs. See
also community fund.

Field offices: Reference collections operated by the
Foundation Center in Washington, DC; Atlanta; Cleveland;
and San Francisco, all of which offer a wide variety of
services and comprehensive collections of information on
foundations and grants.

501(c)(3): The section of the tax code that defines non-
profit, charitable (as broadly defined), tax-exempt organi-
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zations. 501(c)(3) organizations are further defined as
public charities, private operating foundations, and pri-
vate nonoperating foundations. See also operating

foundation; private foundation; public charity.

Form 990-PF: The public record information return that
all private foundations are required by law to submit
annually to the IRS.

General/operating support: A grant made to further
the general purpose or work of an organization, rather
than for a specific purpose or project; also called an
unrestricted grant.

General purpose foundation: An independent private
foundation that awards grants in many different fields of
interest. See also special purpose foundation.

Grantee financial report: A report detailing how
grant funds were used by an organization. Many corporate
grantmakers require this kind of report from grantees. A
financial report generally includes a listing of all expendi-
tures from grant funds, as well as an overall organization-
al financial report covering revenue and expenses, assets,
and liabilities.

Grassroots fundraising: Efforts to raise money from
individuals or groups from the local community on a
broad basis. Usually an organization’s own constituents—
people who live in the neighborhood served or clients of
the agency’s services—are the sources of these funds.
Grassroots fundraising activities include membership
drives, raffles, auctions, benefits, and a range of other
activities.

Guidelines: Procedures set forth by a funder that
grantseekers should follow when approaching a grant-
maker.

Independent foundation: A grantmaking organization
usually classified by the IRS as a private foundation.
Independent foundations may also be known as family
foundations, general purpose foundations, special pur-
pose foundations, or private nonoperating foundations.
The Foundation Center places independent foundations
and company-sponsored foundations in separate cate-
gories; however, federal law normally classifies both as
private, nonoperating foundations subject to the same
rules and requirements. See also private foundation.
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In-kind contribution: A contribution of equipment,
supplies, or other tangible resources, as distinguished
from a monetary grant. Some organizations may also
donate the use of space or staff time as an in-kind contri-
bution.

Matching grant: A grant that is made to match funds
provided by another donor. See also challenge grant;
employee matching gift.

Microfiche: Flat strips of microfilm. The Foundation
Center collects and makes available foundation 990-PFs
on microfiche mounted on aperture cards by the IRS.

Operating foundation: A 501(c)(3) organization clas-
sified by the IRS as a private foundation whose primary
purpose is to conduct research, social welfare, or other
programs determined by its governing body or establish-
ment charter. An operating foundation may make grants,
but the sum is generally small relative to the funds used
for the foundation’s own programs. See also 501(c)(3).

Operating support grant: A grant to cover the regular
personnel, administrative, and miscellaneous expenses of

an existing program or project. See also general/oper-

ating support.

Orientation: An introduction to available resources and
fundraising research strategies presented by Foundation
Center library staff. Supervisors at cooperating collections
may conduct orientation sessions as well.

Payout requirement: The minimum amount that pri-
vate foundations are required to expend for charitable
purposes (including grants and, within certain limits, the
administrative cost of making grants). In general, a pri-
vate foundation must meet or exceed an annual payout
requirement of five percent of the average market value of
its total assets.

Private foundation: A nongovernmental, nonprofit
organization with funds (usually from a single source,
such as an individual, family, or corporation) and pro-
gram managed by its own trustees or directors. Private
foundations are established to maintain or aid social, edu-
cational, religious, or other charitable activities serving
the common welfare, primarily through the making of
grants. See also 501(c)(3); public charity.

Program amount: Funds that are expended to support
a particular program administered internally by a founda-
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tion or corporate giving program.

Program officer: A staff member of a foundation who
reviews grant proposals and processes applications for
the board of trustees. Only a small percentage of founda-
tions have program officers.

Program-related investment: A loan or other invest-
ment (as distinguished from a grant) made

by a foundation to another organization for a project
related to the foundation’s philanthropic purposes and
interests.

Proposal: A written application, often accompanied by
supporting documents, submitted to a foundation or cor-
porate giving program to request a grant. Most founda-
tions and corporations do not use printed application
forms but instead require written proposals; others prefer
preliminary letters of inquiry prior to a formal proposal.
Consult published guidelines.

Public charity: A nonprofit organization that qualifies
for tax-exempt status under section 501(c)(3) of the IRS
code. Public charities are the recipients of most founda-
tion and corporate grants. Some public charities also
make grants. See also 501(c)(3); private founda-
tion.

Qualifying distributions: Expenditures of a private
foundation made to satisfy its annual payout requirement.
These can include grants, reasonable administrative
expenses, set-asides, loans, and program-related invest-
ments, as well as amounts paid to acquire assets used
directly in carrying out tax-exempt purposes.

Query letter: A brief letter outlining an organization’s
activities and its request for funding and is sent to a
potential grantmaker to determine whether it would be
appropriate to submit a full grant proposal. Many grant-
makers prefer to be contacted in this way before receiving
a full proposal.

RFP: Request for Proposal. When the government issues
a new contract or grant program, it sends out RFPs to
agencies that might be qualified to participate. The RFP
lists project specifications and application procedures.
Although a few foundations occasionally use RFPs in spe-
cific fields, most prefer to consider proposals that are ini-
tiated by applicants.

Seed money: A grant or contribution used to start a new
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project or organization. Seed grants might cover salaries
and other operating expenses of a new project.

Set-asides: Funds set aside by a foundation for a specific
purpose or project that are counted as qualifying distribu-
tions toward the foundation’s annual payout requirement.
Amounts for the project must be paid within five years of
the first set-aside.

Special purpose foundation: A private foundation
that focuses its grantmaking activites in one or a few areas
of interest. See also general purpose foundation.

Sponsorship: Affiliation with an existing nonprofit
organization for the purpose of receiving grants.
Grantseekers may either apply for federal tax-exempt sta-
tus or affiliate with a nonprofit sponsor.

Tax-exempt: Refers to organizations that do not have to
pay taxes such as federal or state corporate tax or state
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sales tax. Individuals who make donations to such organi-
zations may be able to deduct these contributions from
their income tax.

Technical assistance: Operational or management
assistance given to nonprofit organizations. It can include
fundraising assistance, budgeting and financial planning,
program planning, legal advice, marketing, and other aids
to management. Assistance may be offered directly by the
staff of a foundation or corporation, or it may be provided
in the form of a grant to pay for the services of an outside
consultant. See also in-kind contributions.

Trustee: A foundation board member or officer who
helps make decisions about how grant monies are spent.
Depending on whether the foundation has paid staff,
trustees may take a more or less active role in running its
affairs.
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V. What’s Out There? Resources for
Community-Based Organizations

The following lists were compiled throughout 2001 and may not be up-to-date. Please check the Web sites or other con-
tact information listed with each resource.

2% About.com — Nonprofit Management - The National Network for Collaboration

Information
http://nonprofit.about.com/cs/managementinfo

This About.com page offers several links to resources
for managing a nonprofit.

;¢ The Foundation Center

www.fdncenter.org

The Foundation Center’s mission is to support and
improve institutional philanthropy by promoting pub-
lic understanding of the field and helping grant seek-
ers succeed.

- Institute for Nonprofit Organization

Management (INOM)
www.inom.org

INOM, based at the University of San Francisco, offers
information in several categories related

to nonprofit management, including: education pro-
grams, research, conference and community pro-
grams, and publications. INOM also offers

a comprehensive list of nonprofit resources on the
Web.

%2 Internet Nonprofit Resource Center (INRC)

www.nonprofit-info.org/npofaq

The INRC Web site provides links to articles and sites
for fund development, board organization, manage-
ment sites, and other areas.

%z Board Source (Formerly the National Center

for Nonprofit Boards)
www.boardsource.org/main.htm

Provides practical information, tools and best prac-
tices, training, and leadership development for board
members of nonprofit organizations worldwide.

Operations Manual

(NNCO)
http://crs.uvm.edu/nnco

NNCO, based at the University of Vermont, seeks to
expand the knowledge base and skill level of
Cooperative Extension System educators, agency and
organizational partners, youth, and citizens by estab-
lishing a network that fosters collaboration and leads
to citizen problem-solving to improve the lives of
children, youth, and families. The Web site offers,
tools, resources, and links, as well as an online ver-
sion of its training program manual, “Collaboration:
The Power of WE the People.”

>¢- National Network of Grantmakers Common

Grant Application (CGA) Form
www.nng.org/html/resources/cga_table.htm

The CGA form is a labor-saving device for groups
seeking grants for social and economic justice work.
Check the funder’s guidelines on the Web to deter-
mine if the CGA is appropriate for your program.

- United Way

www.unitedway-portage.org/links/nonprof.htm

This local United Way branch in Portage County,
Ohio, provides a comprehensive list of online
resources for forming and managing a nonprofit.
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