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If you have never written a grant before, a good way to start gaining 

experience is by first finding funders that only ask initially for a letter of intent. 
Letters of intent (LOI) are usually limited to a few pages, allowing foundations to 
inform you if they have any interest in your idea, prior to spending a lot of time 
developing a full blown proposal. For new grant writers, letters of intent can be a 
simple way to introduce their work to the grant community. 

When you write a LOI, look at it as a miniature version of a full grant proposal. 
Since the letter will be short there is no need to break the letter into multiple 
formal sections, but the letter still should contain material from each of the main 
components of a full proposal, just considerably reduced. Just like a full proposal 
your LOI should include in order; an overview/summary, introduction to applicant 
organization, the problem statement, methods, program outcomes, your 
evaluation plan, future support and budget. 

As with a full proposal the number one thing to keep in mind while writing is 
that it is not about you and your organization, it is about the funder. The goal in 
writing an LOI is to engage and connect with the funder, letting them know how 
what you are proposing pertains to them. 
 
Overview/Summary - write it last, but place it at the top of the letter to provide 
the funder an overview of what you are proposing. The first one or two 
paragraphs are the most critical of the LOI. It is the first thing the funder will read. 
Within the first two paragraphs a funder may already have decided if your 
organization and what you are proposing will be a good fit for their organization. 
 
Introduction to Applicant Organization - do not cut and paste your mission 
and/or vision. Be very strategic in connecting the funders organization to your 
organization. Reinforce similarities and disregard differences unless it is 
specifically this void your proposal is offering to fill. 
 
The Problem Statement - point out exactly what the problem is your 
organization has identified. Avoid jargon and technical terms. Engage the funder 
with the problem by including impacts in terms of facts as well as examples with 
which the funder can empathize. Create empathy. 
 
Methods - explain how you plan to address the problem. There is no need to get 
detailed. Provide the funder with a rough time estimate and very high level, key 
components your program intends to use. 
 
Program Outcomes - let the funder know the end results you expect to achieve. 
The easiest way is to relate outcomes to the key components described in your 
methods. The funder will be looking for both a reduction in the overall problem 



and more importantly, the funder will often ask themselves how the projected 
outcomes can be used to promote or market their own contribution to the project.  
 
Evaluation Plan - in an LOI the evaluation plan can be very short, only a 
sentence or two is needed. Basically you just want the funder to know you have 
thought about how success will be evaluated, either through surveys, tests, field 
observations, etc. 
 
Future Support - another short component within an LOI, you only want the 
funder to realize you have thought about what takes place after the program is 
finished and there no longer is any funding. A short paragraph that explains 'next 
steps', how the program will be sustained or how results will evolve into a new 
phase should suffice.   
 
Budget - unless you have a specific reason, avoid discussing the amount your 
proposal will potentially cost the funder. Instead, mention any commitments such 
as donated space, time or resources established with organizations relevant to 
the funder. For example, if the funder has a good relationship with the local 
community, mentioning leaders in the community have offered the use of the 
community center may add credibility. 
 

End your LOI by thanking the funder for taking the time to review your 
proposal while reinforcing how your organizations are a good match. Explain how 
you look forward to working with them and that you hope to hear from them 
soon. 	
  


