


Grant Writing 101 & Best Practices 
A Comprehensive Guide for Winning Applications
Grant funding provides organizations with opportunities to create and expand programs, 
support workforce development, and implement innovative solutions. This guide outlines key 
steps in the grant writing process, from identifying funding opportunities to crafting strong 
proposals and managing awarded grants. By following best practices and utilizing available 
resources, organizations can improve their chances of securing funding and achieving 
long-term impact. 
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Purpose of the Guide 

Securing grant funding can be a valuable option for organizations looking to create or expand 
access to training programs, helping workforce development organizations, schools, and 
training providers equip learners with job-ready skills. As demand for innovative solutions 
continues to grow, grant funding provides a critical pathway for organizations to adopt and 
integrate new training technologies into their workforce development and education 
programs. 

This guide is designed to help grant seekers, whether workforce development professionals, 
educators, or organizational leaders, navigate the grant writing process with a focus on 
securing funding for training and education initiatives. It provides key insights into 
foundation and government grants, best practices for crafting strong proposals, and 
strategies for managing awarded funds effectively. 

By following the principles outlined in this guide, grant seekers 
will be equipped to:  

●​ Identify funding opportunities that align with workforce 
development, education, and training initiatives. 

●​ Understand the differences between foundation and 
government grants, ensuring proposals meet funder 
expectations. 

●​ Develop compelling proposals that clearly articulate the impact of training programs 
on job readiness, career pathways, and economic mobility. 

●​ Strengthen funding applications by incorporating data, success stories, and 
workforce development priorities. 

Whether you are new to grant writing or looking to refine your strategy, this guide serves as a 
valuable resource for organizations seeking funding to implement training and workforce 
development solutions. With the right funding plan, grants can unlock new opportunities to 
bring innovative solutions to more learners, helping bridge skills gaps and create career 
pathways for the future. 
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Importance of Grant Funding 

For organizations looking to implement innovative workforce development solutions, grant 
funding can be a powerful tool to support the adoption of new training programs. Grants 
provide financial resources that help schools, training providers, and organizations invest in 
cutting-edge technology and instructional methods without straining their budgets. 
 
Expanding Access to Skills Training 

Many educational institutions and workforce development programs operate under tight 
financial constraints. Grants help remove cost barriers and ensure that learners, especially 
those in underserved communities, have access to training opportunities that prepare them 
for in-demand careers. 

Supporting Workforce Development Priorities 

Federal, state, and foundation grants are often designed to support workforce development, 
economic mobility, and job training initiatives. By securing grant funding, organizations can 
demonstrate their commitment to equipping learners with industry-relevant skills that lead 
to sustainable employment. 

Strengthening Employer Partnerships 

Organizations that secure grant funding for training initiatives can create stronger 
partnerships with local employers by providing a pipeline of job-ready candidates. Many 
funders prioritize initiatives that bridge the gap between education and industry needs, 
making workforce-aligned training programs a strong fit for funding opportunities. 

Enhancing Program Impact & Innovation 

Grants allow organizations to pilot new training models, expand existing programs, and 
measure outcomes, leading to continuous improvement. Funders often seek innovative 
solutions that increase learner engagement and improve career placement rates, helping 
organizations maximize their impact. 
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Understanding Different Types of Grant 

When seeking funding for workforce development and training programs, it’s important to 
understand the different types of grants available. Grants vary in terms of their funding 
sources, eligibility requirements, application complexity, and reporting expectations. The 
two primary categories of grants are foundation grants and federal/government grants. 
 
 

Foundation Grants 

What They Are 

Foundation grants are awarded by private, corporate, or community 
foundations to support programs that align with their philanthropic 
mission. These grants often focus on areas such as education, workforce 
development, health and human services, economic mobility, and 
community impact. 
 

Key Characteristics 

Funding Source: Private entities, family foundations, corporate social 
responsibility (CSR) programs, or community foundations 

Application Process: Typically less complex than government grants, but 
varies by funder 

Timeline: Faster turnaround than government grants, with rolling, 
quarterly, or annual deadlines 

Flexibility: Often more flexible in terms of spending and reporting 
requirements 

Examples 

Private Foundations: Established by individuals, families, or organizations 
with a focus on philanthropy (e.g., Schultz Family Foundation, Lumina 
Foundation) 

Corporate Foundations: Businesses and corporations with social 
responsibility programs supporting workforce and education initiatives 
(e.g., Siemens Foundation, JPMorgan Chase Foundation) 

Community Foundations: Regional or local funders supporting workforce 
development and economic growth (e.g., Community Foundation of 
Central Wisconsin, Silicon Valley Community Foundation) 
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Foundation Grants 

Pros & Cons 

Pros Cons 

Shorter and simpler application process 
compared to government grants 

Less funding is available compared to federal 
grants 

Faster decision-making process, often within a 
few months 

Highly competitive with limited funding windows 

More flexibility in spending and fewer 
reporting requirements 

Funding amounts may be smaller and vary by 
foundation 

Can support pilot programs or new initiatives 
before scaling up 

Many foundations only fund specific geographic 
regions or populations 

 

 

Federal/Government Grants 

What They Are 

Government grants are provided by federal, state, and local agencies to 
support initiatives that drive economic growth, workforce readiness, and 
job creation. These grants often align with national labor priorities, 
apprenticeship programs, and technical education. 

Key Characteristics 

Funding Source: Federal agencies (e.g., U.S. Department of Labor, 
Department of Education), state governments, and local government 

Application Process: Highly competitive, requiring detailed proposals, 
budgets, and compliance measures 

Timeline: Longer review periods, often 6–12 months before  awarded 

Strict Compliance: Requires reporting, audits, and adherence to strict 
funding guidelines 
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Federal/Government Grants 

Examples 

Discretionary Grants: Competitive grants awarded based on the quality of 
the proposal and alignment with government priorities (DOL Workforce 
Pathways for Youth, DOL Growth Opportunities) 

Formula Grants: Funds automatically allocated to states or local agencies 
based on a set formula (e.g., population, need) (WIOA, ESSA, Perkins)  

Pass-Through Grants: Federal funds given to state or local agencies, 
which then distribute them to eligible organizations (Perkins Reserve 
Grants, 21st CCLC, CDBG) 

Pros & Cons 

Pros Cons 

Provides large-scale funding that can support 
multi-year initiatives 

Highly competitive with a long review process (6–12 
months) 

Aligns with workforce and economic 
development priorities 

Complex application process requiring detailed 
proposals and budgets 

Often renewable and can provide long-term 
funding 

Strict reporting, compliance, and auditing 
requirements 

Can be leveraged for regional workforce 
expansion and partnerships 

Requires administrative capacity to manage 
funding and reporting obligations 

 
 

 
 

 
 
 

(c) copyright Transfr Inc. All rights reserved​ ​ ​ ​ ​ ​ ​ ​               6 



 
 

Preparing to Apply for Grants 

Before applying for a grant, it’s essential to ensure your organization is well-prepared and 
that the grant opportunity aligns with your goals. A successful grant application requires 
thorough planning, strong documentation, and a clear strategy for implementation. This 
section will guide you through the key steps in preparing to apply for a grant, starting with 
assessing organizational readiness. 
 
Understanding Organizational Readiness 

Applying for and managing grant funding requires more than just a strong proposal, it 
demands organizational capacity, financial accountability, and alignment with the funder’s 
priorities. Before pursuing a grant, consider these key factors to determine whether your 
organization is ready: 
 
 

Mission & Program Alignment 

Grant funders look for organizations whose missions and initiatives align with 
their funding priorities. Before applying, ensure that: 

●​ The grant supports workforce development, education, or economic 
mobility. 

●​ Your program addresses a clear need, such as improving job readiness, 
closing skills gaps, or enhancing career and technical education (CTE). 

●​ The funding will support an existing or scalable initiative, ensuring 
long-term impact beyond the grant period. 

Organizational Capacity & Resources 

Managing a grant requires adequate staffing, expertise, and financial 
infrastructure. Your organization should be able to: 

●​ Dedicate personnel to implement, and oversee the funded program. 

●​ Track and report on grant activities, including performance metrics, 
financial documentation, and compliance requirements. 

●​ Sustain the project beyond the grant period if required, demonstrating 
a plan for long-term success. 
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Identifying the Right Grant Opportunities 

Finding the right grant opportunity is crucial for securing funding that aligns with your 
organization’s goals and vision with Transfr. Not all grants are a good fit, so it’s essential to 
strategically evaluate funding opportunities before investing time in an application. Here are 
key steps to identify the best grant opportunities for your organization: 

 
Define Your Funding Needs 

Before searching for grants, clarify what you need funding for: 

●​ Program Expansion: Scaling an existing training program. 

●​ New Pilot Programs: Testing a training initiative in a specific sector. 

●​ Technology & Equipment Costs: Purchasing necessary tools, software, 
or learning resources. 

●​ Operational Support: Covering staff, curriculum development, or 
learner support services. 

Clearly defining your funding needs helps narrow down relevant grant 
opportunities and ensures alignment with funder priorities. 

Research Funding Sources 

Different funders support different types of initiatives. Look for grants from: 

●​ Government Grants: Federal, state, and local agencies providing 
workforce and education funding.  

●​ Foundation Grants: Private, corporate, and community foundations 
supporting career readiness, education, and workforce innovation. 

●​ Industry-Specific Grants: Grants focused on high-demand industries 
like healthcare, manufacturing, and skilled trades. 

Assess Grant Eligibility & Requirements  
(See more details in the next section, "Reviewing Grant Guidelines & Eligibility Criteria.") 

Once you identify potential grants, carefully review the eligibility criteria to 
ensure your organization qualifies. Consider: 
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●​ Eligibility: Who can apply? (Nonprofits, schools, employers, etc.) 

●​ Funding Restrictions: What can the grant cover? (Technology, staff, 
operations, etc.) 

●​ Matching Fund Requirements: Does your organization need to 
contribute funding? 

●​ Reporting and Compliance Expectations: Can you meet ongoing 
reporting obligations? 

Use Grant Databases & Networking 

Leverage grant search tools and build relationships to stay informed about 
upcoming funding opportunities: 

Grant Databases: 

●​ Grants.gov: Main database for federal funding opportunities (free) 

●​ Candid.org/Foundation Directory Online: Comprehensive resource for 
researching private and corporate foundation grants (free with limited 
access) 

●​ Instrumentl: A paid platform that combines federal, foundation, and 
corporate grant searches with tracking tools. 

Networking & Partnerships: 

●​ Connect with workforce development boards for state and local 
funding. 

●​ Engage with funders and grant officers to learn about upcoming 
opportunities. 

●​ Partner with schools, training centers, and employers to strengthen 
grant applications. 

Prioritize & Plan Ahead 

After identifying aligned grants, rank them based on their alignment with your 
goals, funding amount, and feasibility. Track deadlines and requirements to 
ensure your application is well-prepared and submitted on time.  
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Reviewing Grant Guidelines & Eligibility Criteria 

Before investing time in a grant application, it’s essential to carefully review the grant 
guidelines and eligibility criteria to ensure your organization qualifies and can meet the 
funder’s requirements. Missing key details or applying for an ill-fitting grant can lead to 
wasted effort and missed opportunities. 
 

Confirm Eligibility Requirements 

Each grant has specific criteria outlining who can apply. Check for: 

●​ Eligible Applicants: Does the grant fund nonprofits, educational institutions, 
workforce development programs, government agencies, or businesses? 

●​ Geographic Restrictions: Does the funder support organizations in your state, 
region, or nationally? 

●​ Target Populations: Does your program align with the grant’s focus on specific 
populations (e.g., youth, adults, justice-impacted, underserved communities)? 

●​ Funding Purpose: Is the grant designed for program expansion, equipment 
purchases, research, or operational costs? 

Understand Funding Amount & Restrictions 

Not all grants cover the same expenses, so it’s important to verify: 

●​ Maximum & Minimum Award Amounts: Can the grant fully or partially fund your 
initiative? 

●​ Allowable Expenses: Does the grant cover technology, staffing, curriculum 
development, or learner support services? 

●​ Matching Fund Requirements: Some grants require organizations to contribute a 
percentage of their own funds or secure additional funding. 

Review Application Requirements 

Most grants have detailed application components. Make sure you’re prepared to provide: 

●​ A clear project narrative explaining your program and expected impact. 

●​ A detailed budget breakdown of how the funds will be used. 
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●​ Letters of support or partnerships from workforce boards, schools, or employers. 

●​ Reporting & compliance commitments to track outcomes and provide funder updates. 

Verify Submission Deadlines & Process 

●​ Application Deadline: Is the grant a rolling application, or does it have a fixed 
deadline? 

●​ Submission Method: Should the application be submitted via Grants.gov, a 
foundation portal, by email, or by mail? 

●​ Pre-Application Requirements: Some government grants require organizations to 
register with SAM.gov, Grants.gov, or state/local agencies before applying. 

Seek Clarification if Needed 

If any part of the guidelines is unclear: 

●​ Reach out to the funder or a program officer (if permitted) to ask clarifying questions. 

●​ Check FAQs or past awarded grants to see how others have successfully applied. 

●​ Join funder webinars or informational sessions for additional insights.  

Carefully reviewing the grant guidelines and eligibility criteria ensures your organization can 
craft a strong, competitive application and improve its chances of securing funding. 
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Building Relationships with Funders 

Securing grant funding isn’t just about submitting a strong 
proposal, it’s also about building relationships with funders. 
Establishing a connection with grantmakers can improve your 
chances of success by helping you better understand their 
priorities, gain valuable insights, and position your organization  
as a strong partner. 
 
Research & Understand the Funder’s Priorities 

Before applying for a grant, it's important to research the 
organization providing the funding. Understanding their mission, funding priorities, and past 
grant recipients can give you a clearer picture of what they support and how your 
organization aligns with their goals. Reviewing their website, annual reports, and funded 
projects can provide valuable insights to strengthen your application and approach. 

 

 

 

 

Make Initial Contact 

Engaging with funders before submitting a proposal can provide helpful insights into their 
funding priorities and increase your credibility. 

 

Example Email Approach: "Hello [Funder’s Name], I came across [Grant Name] and was 
excited to see its focus on workforce training. Our organization, [Your Org Name], provides 
training for [Target Population]. I’d love to learn more about your funding priorities and 
whether our initiative aligns. Would you be open to a quick call or providing any insights? 
Thank you!" 
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Build Long-Term Relationships 

Funder relationships should extend beyond a single grant application. Stay engaged by: 

 

Leverage Connections & Partnerships 

If you’re new to a funder, consider: 

 

Stay in Touch Even After a Decision 

 

 

 

 

Fostering strong relationships with funders only helps your organization increase its chances 
of securing funding, gain valuable insights, and position itself for sustained funding 
opportunities in the future. 
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Essential Components of a Grant Proposal 

A strong grant proposal clearly communicates your organization’s mission, project goals, and 
expected impact while aligning with the funder’s priorities. Below are the key components of 
a grant proposal, along with best practices for each. 
 
 

Component Description Best Practice 

Cover Letter 

A one-page introduction 
that summarizes your 
funding request, mission, 
and how your project aligns 
with the funder’s priorities. 

Address your cover letter to a specific individual 
(if possible) and reference the funder’s goals or 
past initiatives. Avoid generic language; clearly 
show why your project aligns with their priorities. 
Keep it concise yet compelling to set the stage 
for your proposal. 

Executive 
Summary 

A high-level overview of 
your proposal, including the 
problem, solution, target 
audience, and funding 
request, in a clear and 
engaging manner. 

Even though this is one of the shortest sections, 
it’s one of the most important. Funders may 
decide whether to continue reading based on 
this summary alone. Use powerful opening 
statements, highlight key impact areas, and 
ensure the request is stated clearly within the 
first few sentences. 

Statement of 
Need 

Explains the problem your 
project addresses, backed 
by data, research, and 
real-world examples. 

Use quantitative and qualitative data to establish 
urgency. Include statistics (e.g., workforce gaps, 
unemployment, skill shortages) and personal 
stories to humanize the need. Connect the 
problem directly to how your program drives 
measurable change. 

Project 
Description 

Provides a detailed 
breakdown of your project’s 
goals, objectives, activities, 
and expected outcomes. 

Ensure your objectives are SMART (Specific, 
Measurable, Achievable, Relevant, Time-bound). 
Outline a clear timeline with project milestones. If 
applicable, highlight partnerships with 
employers, schools, or workforce boards to 
strengthen success. 
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Component Description Best Practice 

Budget & 
Financial Plan 

Breaks down exactly how 
the requested funds will be 
used, including program 
costs, staffing, equipment, 
and indirect expenses. 

Your budget should align with the project 
description. Funders will check for consistency. 
Provide justifications for each expense, 
especially if requesting funding for technology. If 
the grant requires matching funds or in-kind 
contributions, clearly outline them. 

Organizational 
Capacity & 
Qualifications 

Demonstrates why your 
organization is 
well-positioned to execute 
the project, including 
relevant expertise and past 
successes. 

Highlight key team members’ expertise in 
workforce development, training, or education. 
Share past successes, partnerships, or funding 
awards that demonstrate your ability to deliver 
results. Mention existing employer, school, or 
industry relationships that will support the 
program’s success. 

Evaluation & 
Impact 
Measurement 

Explains how you will track 
progress and measure 
success using both 
qualitative and quantitative 
data. 

Define key performance indicators (KPIs) like 
completion rates, job placements, and employer 
satisfaction. Specify data collection methods, 
such as surveys, case studies, or VR training 
assessments. Funders want proof their 
investment drives impact. 

Sustainability 
Plan 

Describes how your 
organization will continue 
the program after the grant 
funding ends. 

Funders value long-term viability. Outline a 
sustainability plan, including future funding, 
integration into workforce initiatives, or revenue 
from employer partnerships. If applicable, discuss 
scaling regionally or nationally. 

Appendices & 
Supporting 
Documents 

May include letters of 
support, financial 
documents, tax-exempt 
status proof, resumes of 
key personnel, and relevant 
media. 

Include only documents that strengthen your 
application. Letters of support from workforce 
boards, employers, or educational institutions 
can effectively demonstrate industry demand 
and stakeholder commitment. 
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Best Practices for Grant Writing 

A strong grant proposal is not just about meeting the requirements, it’s about standing out. 
Funders receive many applications, so it’s crucial to make yours clear, compelling, and 
error-free while demonstrating a strong potential for impact. Below are essential best 
practices to enhance your grant writing process. 

 
Using Clear, Concise, and Persuasive Language 

Your proposal should be clear, concise, and compelling while effectively communicating why 
your project deserves funding.  

●​ Use plain language and avoid jargon or 
overly technical terms unless necessary. 

●​ Be direct and to the point, and avoid 
lengthy or overly complex explanations. 

●​ Use storytelling alongside data to create 
an engaging narrative. 

●​ Focus on impact, and demonstrate how 
your project will lead to measurable, 
meaningful change. 

Following Submission Guidelines Precisely 

Each grant has unique application requirements, formatting rules, and deadlines. Failing to 
follow them can result in automatic disqualification. 

●​ Carefully read and follow all instructions provided by the funder. 

●​ Adhere to word limits, formatting guidelines, and required file formats. 

●​ Address all required sections, missing information can weaken your application. 

●​ Complete any pre-application registration in advance (like Grants.gov). 

 

(c) copyright Transfr Inc. All rights reserved​ ​ ​ ​ ​ ​ ​ ​               16 



 
 

Proofreading & Editing for Clarity 

Errors in spelling, grammar, or formatting can make your proposal appear unprofessional and 
undermine your credibility. 

●​ Take a break before proofreading, fresh eyes catch more mistakes. 

●​ Use spell check and grammar tools, such as the free version of Grammarly, but do not 
rely on them alone. 

●​ Have a colleague or external reviewer read your proposal for clarity and coherence. 

●​ Ensure consistency in formatting, terminology, and tone throughout the document. 

 

Demonstrating Impact with Data & Evidence 

Funders want to see concrete evidence that your project will be effective. Combining 
statistics with real-world examples strengthens 
your case. 

●​ Use relevant data to highlight the problem 
your project seeks to address. 

●​ Provide clear projections on how the 
program will improve outcomes. 

●​ Include case studies or success stories to 
make the impact more tangible. 

●​ If your program has been piloted before, 
share measurable results (e.g., "Eighty 
percent of participants secured jobs within 
six months"). 

 

Implementing these best practices will help you develop a well-structured, compelling grant 
proposal that clearly conveys your project’s value and impact. Grant writing is a competitive 
process, but with clear storytelling, data-driven evidence, and attention to detail, your 
organization can increase its chances of securing funding for your program. 
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Additional Resources & Tools 

Access to the right resources can improve your grant writing success by helping you identify 
funding opportunities, streamline proposal development, and refine your application skills. 
Below are key tools and support options to strengthen your grant writing process. 

 
Recommended Grant Databases 

Effective grant-seeking starts with identifying the right opportunities. The following 
platforms help organizations find grants that align with their programs:  

●​ Grants.gov: The primary database for federal funding opportunities (free) 

●​ Candid.org/Foundation Directory Online: Comprehensive resource for researching 
private and corporate foundation grants (free with limited access) 

●​ Instrumentl: A paid platform that combines federal, foundation, and corporate grant 
searches with tracking tools. 

●​ State and Local Workforce Development Websites: Many states provide grant 
directories for workforce training and education initiatives. 

Grant Writing Workshops & Training Opportunities 

Improving grant writing skills through workshops and training can increase your chances of 
securing funding. Recommended options include: 

●​ NonprofitReady.org: Offers free, on-demand courses covering grant writing basics, 
proposal development, and nonprofit fundraising strategies. 

●​ Candid Learning: Provides free and paid courses on nonprofit fundraising and grant 
writing. 

●​ Grant Professionals Association (GPA): A membership-based organization offering 
networking opportunities, professional certifications, and ongoing education for 
grant writers. 
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Final Thoughts 

Securing grant funding is a strategic process that requires thoughtful preparation, alignment 
with funder priorities, and effective grant management. Understanding different types of 
grants, identifying the right opportunities, and crafting a clear and compelling proposal are 
essential steps in maximizing funding success. 

By implementing best practices in grant writing, submission, and post-award management, 
organizations can improve their chances of securing funding while building strong 
relationships with funders. Utilizing available resources, tools, and professional development 
opportunities further enhances an organization’s ability to navigate the grant process 
efficiently and effectively. 

A well-prepared grant strategy not only increases the likelihood of funding but also ensures 
long-term sustainability and impact. Whether applying for foundation or government grants, 
organizations that demonstrate clear goals, measurable outcomes, and financial 
responsibility will be better positioned for success. 

For further guidance and support, organizations can seek assistance from grant 
professionals, funding networks, and training resources to strengthen applications and 
identify funding opportunities. By taking a strategic and informed approach, organizations 
can secure the resources needed to drive meaningful impact and advance their mission. 
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