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The chicken and the egg 
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Do you think of a project because of a funding opportunity or do you look for a funding opportunity to fund your project?  It can be either one.  You probably have many projects at any one time that could use funding.  One way to approach this is to survey funding opportunities and find a good fit for your idea.  When you find a potential fit you can then start to prepare to make a great application.  

As you explore funders keep in mind that generally funders are not interested in funding routine projects.  For instance, just because other places have a similar project going on and we have not yet done it does not mean that someone will give you money to catch up with other institutions.  When you think of potential projects think about how your project is innovative.  Does it reach a new audience?  Does it leverage technology in new ways?  Is this a new way of doing things that other libraries could replicate?  Does it demonstrate a new way to collaborate that could be a model?  What would set your idea apart from other?  If your project does not meet any of these criteria it may not be a great candidate for applying for external funding.

It takes a lot of effort and time to put together a competitive grant application.  Do not waste your time on a project that will not be competitive.  Putting forward a bad application is worse than not submitting at all.  Peer reviewers will see your proposal and form opinions about you and your work as much with a bad application as with a good one.



Finding a funder 
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How will you find a funder?  There are several agencies that distribute funds to libraries.  The Institute of Museum and Library Services and the National Endowment for the Humanities are two federal agencies that have funded many library projects.  There are non-profit agencies such as the Council on Library and Information Resources that fund library projects (Hidden Collections, for instance).  There are private foundations such, as Mellon and Knight, that have an interest in funding library projects.  Each of these funders has different criteria and motives that guide their decisions about distributing funding.  They have very specific ways that they want to receive applications.  It is not one size fits all! 

It is very helpful to familiarize yourself with the criteria and application instructions before you go any further.  Make note of deadlines and make yourself aware of university rules for obtaining external funding.  The Office of Sponsored Projects Administration (OSPA) has specific rules for applying for grant funding.  The Development Office has interest in asking for gifts (from foundations and organizations).  The Office of Research Integrity has very specific rules for what projects need to go before the Institutional Review Board (if you are working with human subjects doing surveys, for instance).  Know these rules before you get too far.





Pilot your idea 
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Once you have thought about a potential funder and have a general idea of what you want to do try to pilot your idea on a small scale.  You will learn a lot from this.  First of all, is the idea viable?  Is it possible to do?  You will gain a great deal of practical information that will be useful when you make your application.

You will get a sense of how much funding you will need to actually do the project.  How many staff members will you need?  How many items can you process?  How many classes will be taught?  How long will it take?  

You can reference your pilot in the narrative portion of you final application and you will gain credibility for your project.



Collaboration 
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Many funders have a focus on collaboration for funding they distribute.  Are there potential collaborators for your idea?  Some funders like to see collaborations across domains – a library and museum collaboration, for instance.  Some like to see a community partnership.  Or a partnership with the library and a department on campus.  A library partnership with another institution is another type of collaboration.   Partnerships can be a lot of work, but can also strengthen proposals.



Advisory board 
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Many projects would benefit from the inclusion of an advisory board or panel.  If you are working with a project that depends on subject expertise, how will you get that expertise?  Advisory board members are also very helpful if you would like to include letters of support for your project.  



Designing the project 
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How are you intending to actually do the project?  Who will do the work?  How will you assess success?  How will you share results?  Who will benefit?  How will it improve learning or research?  Will exposing a certain collection improve research for a particular group or groups?  How will this lead to bigger and better things?  How will other institutions benefit from your work?  Will your project make a difference to real people?  How?



Making an application 
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As you think about putting together the application the most important thing to remember is to follow the instructions to the letter.  Make sure you have the requested information and not a lot of extra.  Don’t make the reviewers work to find the information they are supposed to evaluate.  Follow guidelines for the font and margins.  Think carefully about what you are describing and requesting and use clear straightforward language.  Make it easy for people who are not familiar with your project to understand what you intend to do and why it matters.  Don’t use unnecessary jargon.  If you use acronyms make sure they are glossed.  Remember that people may not read your proposal from start to finish in sequential order.  Make it accessible with a good table of contents.  Leave plenty of white space – dense text is difficult to read.  

Start early.  Do not wait to the last minute.  There are campus deadlines and paperwork to complete so leave ample time to follow all of the regulations.  For federal grants OSPA actually submits the proposal and they require that they have everything 3 business days before the deadline.  



Start with the budget 
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When preparing an application it is so much easier if you start with the budget.  This is the trickiest part, but drives the entire project.  You may think that you need 3 librarians and 3 staff to do the work and then discover that you only have money enough for 1 librarian and 2 staff.  It is better to know this before you write your plan of work so you don’t need to go back and revise it.  

Work with the Libraries’ Budget Office to get accurate salaries and benefits information.  They will also work with OSPA to make sure your budget passes muster.  Without a reliable solid budget you have no project.

The easiest way to start is to look at the budget forms that the funding agency requires and to set up a spreadsheet that mimics that form.  You can then have the calculations tabulate automatically so you can make adjustments.  When it is finally done you will easily be able to transfer the numbers to the required budget sheet from the agency.

Be sure you have a justification for every budget item.  It must be very specific.  For instance you need 10% of a persons time for 51 weeks and they get paid x amount and receive x amount of benefits.





Cost share 
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Most agencies and organizations require a cost share for the award.  They will specify what percentage of the project they will fund and how much they expect the institution to cover generally 50% or more.  The institutional share can be salaries, equipment purchased, supplies, etc.  Keep in mind that this needs to be discussed with supervisors and library administration.  The easiest to include is staff time – ie. Percentage of effort.  You might have a large piece of equipment that you need for the project and that could be charged to the grant or charged to cost share.  If it is charged to cost share that must be approved by the library, of course.  





What are indirect costs or F & A? 
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There is a budget category called indirect costs or F&A (Facilities and Administration).  These funds support the Office of Research and keep the lights on.  The rates vary depending on the type of project.  Many library projects are charged at the 31.5% rate.  Instruction is charges at 46% rate. This is charged on all salaries and wages, fringe benefits, materials and supplies, services, travel and subgrants and subcontracts up to $25,000 of each subgrant or subcontract.  It is not charged on equipment of capital expenditures. 





http://www.research.uky.edu/ospa/info.html 

Presenter
Presentation Notes
OSPA has a hand webpage that details much of the information you will need in making your application.  Another service from the Office of Research that is helpful is the Proposal Development Office.  They will read your application and give you suggestions for improvement.  If you plan ahead this is a great help, especially of your first application.

http://www.research.uky.edu/ospa/info.html


You got the award – now what? 
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Basically you need to do what you said you will do!  To the letter!  Keep track of people’s effort and make note of the information you need to report to the funder.  Work with the Libraries Budget Office to make sure the budget is on track.  You will receive regular reports – make sure they match your records.




Reporting 
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The funder will have specific requirements for reports.  Reports are submitted online and you will be provided instructions and deadlines by the funder.  The financial reports will be submitted on your behalf by OSPA.  



Tips 
• Do not wait to involve Library 

Administration, especially on matters of 
budget, private funders, etc. 

• Get appropriate University permissions 
(IAF, IRB, Financial Disclosures, etc) early 

• Do not wait until the last minute – 
proposal goes to OSPA at least 3 business 
days ahead of deadline 
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Tips 

• Introduce yourself to program 
officers from IMLS and NEH at 
conferences 

• Serve on a grant review panel if 
possible 

• Follow application instructions to the 
letter 
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Introduce yourself to program officers from IMLS and NEH at conferences

Serve on a grant review panel if possible

Follow application instructions to the letter
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