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Worksheet 4.2   Querying Strategy for Interpreting RFPs/RFAs or Program 

     Announcements
Name  ________________________________________
Date  ______________________

RFP/RFA Title and Number:

Sponsoring Agency:

Dollar amount available:

Submission deadline:

Target population.  What group is the RFA/RFP or program announcement targeting? Who will be served by the grant? Is it the same population your organization wants to serve?

Problem. What problem does the RFA/RFP or program announcement want to see addressed? 

Is this the same problem your organization wants to address?

Purpose.  What is the purpose stated in the RFP/RFA or program announcement? Specifically, what does the funding agency want to accomplish? Does this purpose match your project goals?

Eligibility. Who is eligible to apply for funding? What eligibility requirements are stated in the RFP/RFA or program announcement? What restrictions are placed on submitting organizations? Are any special considerations given to minorities, women, ethnic groups?  Do you meet the eligibility requirements? Is your organization one of the groups given special consideration?

Funding amounts. How much funding is available? What is the average size of the awards? How many awards does the sponsor intend to make? Do the funding amounts match your project needs?  Does the sponsor require matching funds? If so, how much of a match? Could your organization make such a match? Will the sponsor accept in-kind matches or does it restrict you to cash matches?

Granting period. When does the sponsor want to start projects and programs? Will they award funding for only one year or for multi-year projects? Can you apply for repeat or extended funding? Is this Phase I funding? Seed funding? Demonstration project funding? Is there money available for Phases II and III?

Restrictions. What restrictions are placed on the funding? (Sometimes sponsors will not fund building renovation or equipment purchases or operating costs.) Will you be negatively affected by these restrictions? If so, can you find another funder to pick up the cost of restricted items?

Proposal sections and guidelines. Are there specific guidelines listing the proposal sections and indicating the kind of information that should be included in each section? Are there any restrictions on length?  Are there special forms you have to submit? How should the proposal be prepared: are special fonts, type sizes, or page layouts required? When is the deadline for submissions? Can you meet the specifications and prepare a proposal according to the guidelines by the deadline? Answer these questions and append a copy of the actual proposal guidelines to the end of this worksheet.

Review process. Who will be reviewing incoming proposals? What criteria will be used for evaluating the relative merit of different proposals? How is the review actually carried out? Will a point system be used? How many points is each section worth?  Can you get a copy of potential reviewers’ names or copies of the reviewers’ evaluation sheets? Answer these questions and append a copy of the reviewers’ evaluation sheets or score sheets to the end of this worksheet.

Additional information.  Is additional information available? Who or where can you call for this information or to answer questions? How does the sponsor want to be contacted: phone, fax, e-mail, letter? Do you have the name, address, phone, and e-mail address of a contact person?

Keywords.  Identify 10-15 keywords or repeated phrases that the sponsor uses in the RFP/RFA and see if those keywords and phrases and the approaches to the problem they imply match your keywords and approaches. (The language the sponsor uses can tip you off about whether the sponsor is looking for a research proposal, a social service proposal, a training proposal, etc.) Can you adapt your keywords and phrases to match the sponsor’s?
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