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ACET’s Grantwriting Checklist

Identify a grant to pursue
 Make a copy of the funding opportunity



 Read through the funding opportunity copy and highlight it. Look for the:



 Eligibility requirements



 Due date for applying for funding



 Due date for any questions about the grant (including contact)



 Anticipated funding notification



 Project period start and end dates



 Budget and cost parameters



 Submission process (including contact to submit to and number of copies)



 Key tasks or deliverables

Write your grant application


 Designate a key person to lead the grant-writing process


 Determine who will write the grant application (or sections of it)


 Create a timeline for developing the grant application

 Determine if you need to partner with another organization or with a subject-matter 
expert; if so, send a copy of the funding opportunity that’s not highlighted along with your request to work together

 Familiarize yourself with any online submission process, including creating logins


 Revisit the funder’s statement and the key tasks


 Develop the work plan


 Create the budget


 Identify the team who will work on the project, if you receive funding


 Gather resumes and bios

 Collect information for required appendices; notarize ones that need it

 Spend extra time on your opening, making it compelling and unique

 Complete your grant application

Submit your grant application


 Follow the submission requirements exactly


 Submit your application before or by the deadline

 Post the notification date on your calendar


 Celebrate!
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