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Tips on How to Use this Kit

1. Decide how much funding you are requesting, and for what purpose. 

* Will you ask for funding for all your expenses to attend the Forum?
If so, remember to include the Registration Fee ($675 US) which also covers meals while you are at the Forum; lodging costs ($129 per night US); and travel costs (airfare if flying, or mileage if driving). Remember to multiply these costs by the number of people in your team who will need funding. 

* Will you be asking for additional funding to help with your Action Plan once you return home from the Forum? If so, decide on the amount needed and for what specific purpose the funding will be used. (E.g. to help with the costs of putting on a Community Forum on Connecting Children with Nature.)

2. Decide if you will be sending your funding proposal to an individual, a business or organization in your community, or if you will be submitting a formal grant proposal.

* If you are sending an informal letter asking for support, use the sample fundraising letter (in section two of the kit). Customize the letter to fit your needs. Add your specific request to the letter. 

* If you are sending a formal grant proposal, use the information in section three to help you in doing so.

3. Before you send your fundraising request (either informally or as a formal grant), be sure you know exactly what you need, why it is important and who will benefit. 

Convince your potential funder that their financial support will help you make good things happen for children and families. You will most likely be well received when you are enthusiastic, confident and express gratitude for the funder’s willingness to consider your request.  

4. Always send a thank you letter when funding is received.

Be sure to also follow up with your funder after the Forum to tell them about your experience and thank them again. If you receive a grant, keep good records of how you spent the funds received. Be sure you know what reports the grant-making organization will require from you.

Your Support Will Help Children and Our Environment

Date: 

Name 

Address

City, State

Country

Dear Friend of Children,

As you know, Planet Earth is vulnerable to environmental threats of monumental proportions. Finding solutions to environmental challenges will require the best minds and best efforts of this and future generations. It is vital that we help today’s young children develop positive emotional connections with nature so that they will want to take action on behalf of the environment as adults.  

The World Forum Foundation has made a commitment to the Clinton Global Initiative to connect 2 million young children with nature in the next two years. In order to attain this goal, the World Forum Foundation’s Nature Action Collaborative for Children, has organized the 2010 Connecting Children with Nature Action Forum, which will take place October 17-20, 2010. 
The Nature Action Forum will nurture future generations of environmental stewards by equipping and training 70 multi-disciplinary action teams from around the world to lead campaigns to connect children with nature in their communities, regions and nations. We are now organizing a team to attend, but will need financial support in order to make this happen.

We are hopeful that your organization would be able to provide [fill in your specific request here and a short description of your intended project.]
Your support will allow us to attend the Forum and receive training, tools and resources that will benefit children, families and educators in our community for years to come. If you are able to offer help, the World Forum Foundation will make sure you are acknowledged in the program given to all attendees of the Nature Action Forum. In addition, as our project moves forward, we will be able to highlight our efforts and your vital support on a page on the World Forum Foundation Web site. 

On behalf of the next generation of environmental stewards, we would like to thank you in advance for any help you are able to provide.  

Sincerely,

How to Submit a Grant Proposal 

This section discusses the contents of a typical grant proposal. We are grateful to Lynette Haugen, who provided the expertise for this section.

First, there is a checklist of the typical proposal sections found in a typical grant request. Below this you will find suggestions on developing each of these sections.

Please note that some organizations have very specific expectations regarding how they want grant proposals written and presented. The organization you are applying to may have their own proposal outline which they want you to follow, or they may have a simple application to fill out. Be sure you ask each organization if there is a specific outline they want followed or any specific expectations they have. It is always a good idea to speak to an organization directly, if possible, before submitting and application.

Grant Proposal Checklist

· Cover Letter 

· Executive Summary 

· Proposal Narrative 

1. Statement of Need 

2. Project Description Goal Objectives and Timeline 

3. Impact 

4. Evaluation Plan 

5. Key Players 

· Budget 

· Organization Information 

· Attachments

Information on Each Section Typically Included in a Proposal
Cover Letter (no more than 1 page)

Get their attention and sell your idea!

· Use a standard letter format.

· Mention any contacts you may have with the organization.

· State why you are writing and how much money you need. 

· Tell the funder why your participation in the Nature Action Forum is important, what your Action Plan is, and what good things will result for children and families. (See the sample fundraising letter in section two for ideas on how to word this.)

· Be sure to have your letter proofread for grammar and total presentation. 

· Be concise and convincing. Keep the letter to one page. The letter should be quick and easy to read. Remember that organizations receive many inquiries and the people reviewing proposals are busy. You need to be clear and catch their attention with your letter. 

Executive Summary (1 page)

Provide an easy to read overview.

· Provide an organized summary of who you are, how much money you need and what you will achieve with the funder's financial assistance. 

· Here again, and throughout the proposal, you want to persuade the funder that you will use their money to make good things happen for children and families.
Proposal Narrative (up to 5 pages)

I. Statement of Need
Identify the problem you are helping to solve.

· Clearly define the current challenges created by children’s disconnection with nature. (See the sample fundraising letter in section two for ideas of how to state this.)

II. Project Description

Goal: State what will be the final result of your project

· Describe how attending the Nature Forum will help you make good things happen for children and families. (Again, see the sample fundraising letter in section two for ideas of how to state this.)

Objectives and Timeline: Show that your activities are well organized

· Explain how you plan to use your experience at the Forum to help you make a difference in the lives of children and families. 

· Be sure to list all activities for which you seek funding. 

III. Impact
State the milestones that enable you to reach your goal.
· Tell the funder what they will actually see at the end of the project. In this section the funder wants to know what will be accomplished in exchange for giving you the money to attend the Nature Action Forum. 

IV. Evaluation Plan
Show how you will check your progress

· Describe how and when you will evaluate your project’s effectiveness.

· Follow through with the evaluation plan once your project is implemented.

V. Key Players
Show you have the support needed and a qualified team

· List the people whose involvement is needed to achieve your goals, stating their position or role in the project. 

Budget

Be accurate in outlining the finances needed

· Identify all expenses and the costs. Give a total for the project and list other sources of income. 

· Check the funder’s guidelines. The funder may have a budget format they want you to use and an expense log. Almost all funders will require receipts.

Organization Data

Convince them that you or your organization is deserving

· Give details about you and/or your organization that demonstrate your qualifications, connections and track record, and indicate your ability to carry out this project. 

· This is your opportunity to convince the funder that you are the right choice to represent your country or community in attending the conference. 

Attachments

Give them materials that will support your proposal

Any additional information and supporting materials which may include…

· The flyer about the Nature Action Forum (see section five in this kit)

· Your resume or CV, highlighting your qualifications relevant to the specific request 

· List of your organization’s board members and their affiliations (if applicable)
The funder may request specific financial information your organization which may include…

· Most recent financial statement from most recently completed year, audited if available, showing actual expenses. This information should include a balance sheet, a statement of activities (or statement of income and expenses). Some funders require your most recent Form 990 tax return. 

· Organization budget for current year, including income and expenses. 

· Project Budget, including income and expenses. 

· Additional funders. If applicable, list names of corporations and foundations from which you are requesting funds, with dollar amounts, indicating which sources are committed or pending. 

Be sure to check each funder's guidelines, and use discretion when sending additional attachments. Funders receive many proposals and don't have time to read through information that is not relevant. Provide an outline of attachments so that they can scan for the information they are specifically interested in.
Date: 

Name 

Address

City, State

Country

Dear Name,

Earlier this year the World Forum Foundation was honored with an invitation to attend the Clinton Global Initiative.  In agreeing to attend we made a commitment to connect 2 million children around the world to nature.  We believe children will benefit by spending more time in nature and that our world will benefit if we raise a generation of children committed to protecting Mother Earth. 

We now are ready to announce the first step in our commitment. In partnership with the Dimensions Educational Foundation and Arbor Day Foundation, we are going to recruit and develop 70 Nature Action Teams from around the world to launch Children's Campaigns to Save Mother Earth in their communities.  To begin, we are inviting 70 teams to attend a training seminar at the Arbor Day Farm in Nebraska in October 2010. Attendees will receive training and tools for launching a community campaign.  

We invite you take a leadership role in organizing a Nature Action Team, working closely with other local leaders in the early childhood community. 

We want Nature Action teams to be diverse -- to include an educator as well as others committed to children and the environment -- maybe an environmental activist and a health specialist, or a planner, or a landscape architect.  We want the teams to be multi-disciplinary. 

A limited amount of financial aid is available for this event, however, as the World Forum will not be able to fund everyone, it is important to raise local funds to enable participation at this event. 

For now, you can learn more about this event at http://www.worldforumfoundation.org/wf/wf2010_nature/index.php.

Sincerely,

[image: image1.jpg]



Roger Neugebauer

Co-Founder and Board Member

World Forum Foundation


Date: 

Name 

Address

City, State

Country

Dear Friend of Children,

Your generous support is making it possible for our team to attend the World Forum Foundation’s Connecting Children With Nature Action Forum in October 2010 in Nebraska, USA. Thanks to your help, we will be bringing back useful tools and resources that will benefit many children, families and educators in our own community. We look forward to meaningful, life-changing experiences and opportunities ahead.

The World Forum Foundation would like to recognize your generosity by thanking you in the Nature Action Forum program that will be given to all attendees. If you would like your name and/or logo to appear in the program, please send it to Valerie Cuppens at ValC@dimensionsfoundation.org.
Again, please accept our sincere thanks for your vital help. We look forward to keeping in touch once the Forum has been held, and as we move forward with our project. 

Sincerely,

Your name here

What is the Purpose of the Forum?
The purpose of the Connecting Children with Nature Action Forum is to nurture future generations of environmental stewards by equipping and training 70 nature action teams from around the world to lead campaigns to connect children with nature in their communities, regions, and nations.  Finding solutions to environmental challenges will require the best minds and best efforts of this and future generations. It is vital that we help today’s young children develop positive emotional connections with nature so that they will want to take action on behalf of the environment as adults.

What is a Nature Action Team? 

Based on two previous Forums organized by the Nature Action Collaborative for Children, we now know that multi-disciplinary efforts to connect children with nature yield dramatic results. Therefore, we are inviting teams that include a range of disciplines to participate: early childhood educators, environmental educators and advocates, designers, planners, landscape architects, community health experts.

How Will Nature Action Teams Benefit from the Forum?

Teams will be provided with a wide range of tools and resources to enable them to launch successful campaigns to connect children with nature including:

· An online Environmental Action Kit in diverse languages that they can use to plan, promote, and implement their campaigns. 

· New ideas and inspiration as people currently engaged in innovative and effective nature-education projects from around the world share their stories.

· Training on the various strategies Nature Action Teams can utilize in their campaigns.

· During the final day, NACC consultants will provide technical assistance to teams to advance their projects.  
Who is Organizing this Forum?

This project is being led by the Nature Action Collaborative for Children of the World Forum Foundation. The Arbor Day Foundation is hosting the Forum, and Dimensions Educational Research Foundation has developed the Environmental Action Kits.  To learn more about the Forum, go to http://www.worldforumfoundation.org/wf/wf2010_nature/index.php Funding for this Forum is provided by a growing number of sponsors including IBM Work/Life Fund.
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We are pleased to present this Fundraising Kit to assist you in raising money  to help you and your team attend the World Forum Foundation’s Connecting Children with Nature Action Forum in October 2010. 





Contents  include:





Tips on how to use this kit


          	(Read this section first.)





A sample fundraising letter (customize and print) 


Use this to send to prospective funders via email or regular mail, or to deliver in person.


Be sure to:


Be specific about what you are requesting, e.g. $675 US to cover the cost of conference registration fee or state the amount you’ll need to cover the cost of travel, etc.


Give a brief description of your project and its value.





A section on grant-writing 


           	Use this if you intend to submit a formal grant to a grant-making organization





An invitation letter to you from the World Forum Foundation (customize and print). Use this to  


    	assure funders of the legitimacy of your request.  Note: It can also be used to help you secure 


    	your travel, if needed.





An abbreviated flyer about the Nation Action Forum.


Print this and include with your fundraising letter, if desired.





A sample thank-you letter (customize and print)


Send this when your fundraising efforts are successful!
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