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1. Identify the Vision

Begin by creating a statement of the “perfect community and conditions in that community;” this statement 
serves as a vision statement for the group and community.  Sometimes “the community” engaged in project 
planning is a subset of the overall community.  The community subset might be the community elders, local 
school student population, Tribal Temporary Assistance for Needy Families (TANF) recipients, or any of the 
definable sub-populations found in your community.  A school’s parent association, for example, may develop a 
vision statement that describes a community where all children graduate from high school, where a large per-
centage of graduates go on to some form of higher education, and where funding is sufficient to provide assis-
tance so that students can attend their postsecondary school of choice.  There may be many other characteristics 
that could define the desired situation for this “student community”. 

The point is to envision an overall community, or a subset of the community, living in an ideal situation.  If you 
could snap your fingers and create the perfect community what would it look like?  What are its characteristics?  
What kinds of opportunities for achieving stability and self-sufficiency are available?  What resources are avail-
able for the members of the community? 

This activity provides a framework for constructing long-range community goals that point in the right direc-
tion.  You envision a place where the people’s problems and needs are met – they are healthy, happy and ful-
filled.  Then design a plan that moves in the direction of that “perfect” place.  The road to that vision may be 
rocky and challenging, but you must know the destination.  You may have heard the old saying, “If you don’t 
know where you’re going, any road will get you there.”  You want a clearly defined route for getting from where 
you currently stand to a place where things are better for everyone.  First, start with a vision.  Picture that place 
your community believes could exist, and then plan your route to get there.  

Below find a sample vision statement:

The Abiqua Tribe

We work with the community, families, and individuals to define problems that prevent achieving long-range 
goals, design strategies for measurably reducing or eliminating those problems and then take action to secure 
resources for implementing those strategies.

In all our communities...
We have regularly scheduled meetings in all six tribal communities
We respond within three working days to requests for status information on tribal projects and programs
We are an acknowledged leader in customer satisfaction
We build our capacity and the capacity of other organizations serving the Tribe to create and effectively 
manage programs that achieve community goals
We are a single point of entry organization that provides seamless service delivery to those who use our 
services

For all ages and populations…
We meet new, emerging needs in our communities by meeting with individuals and organizations in those 
communities

•
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We involve the community in overseeing and evaluating the operation of projects and programs 
We provide a continuum of services in all program areas that address the needs of all tribal members

Using new strategies to address emerging challenges...
We work with the community to respond to new problems and challenges
We are constantly learning and maximizing our human potential
We are a leader in product and service innovation
We use fully integrated technology and information systems to develop and deliver products and services
We build innovative partnerships and expand our resources base

While preserving our culture…
We build our programs on a cultural foundation
Our trust in each other is rooted in our heritage
We show the highest respect to our spiritual and cultural leaders
We share what is appropriate to share of our beliefs and we share them in a good way that respects the be-
liefs of others

Refer to Appendix C for additional sample vision statements.
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2. Conduct a Needs Assessment to Identify the Problem

A successful project is one that was designed based on a good understanding of the community conditions and 
identifies the problems preventing the community from achieving its vision.  Community conditions include 
aspects of the community such as its geographic location, demographics, ecosystem, and history.  A needs as-
sessment can be conducted to identify the problem(s) and determine which need a project will address.  A needs 
assessment can also be used to gather information once a specific problem has been identified, in order to design 
a project that will effectively address the problem.

There are several methods of conducting a needs assessment and different methods are appropriate for different 
situations.  The method used should be selected based on the information you are collecting in order to produce 
a useful result.  You can also use more than one method, and are encouraged to do so, as this will produce more 
comprehensive results and better describe current conditions in your community. 
 
Before beginning a needs assessment, it can be helpful to make a list of the pieces of information you are trying 
to find, the source of each piece of information, and the means of gathering each piece of information.  The fol-
lowing table can be used for this exercise (for a complete blank table, see Appendix D).

Information Required Source of Information Means of Gathering 
Information

Comments

Identify types of items 
purchased by tourists in 
other regions of Alaska

Contact native businesses 
in heavily visited areas of 
Alaska

Survey and follow-up 
with phone calls

Contact Alaska Native re-
gional and village corpo-
rations to identify native 
businesses.

All of the information you gather during a needs assessment is valuable and can be used as a basis for defining a 
problem and determining the goal, objectives, and activities for your project.

Some questions to keep in mind when planning and conducting a needs assessment:

Whose needs are being assessed?  By whom?  For whom?  Why?
Whose needs do the findings reflect?

Refer to Appendix B for methods of conducting a needs assessment.

Problems are those things that would have to change - or be overcome - in order to achieve the vision of a 
socially and economically healthy community.  Problems can be internal as well as external and identifying the 
specific problems is critical in designing a successful project.

Once you have completed your needs assessment, you can define and describe problems in your community.  
The next step is to select the problem or problems you wish to address with your project through a community-
based planning process.  A project is generally more successful if it focuses on either one large problem or a 
small amount of specific problems, as this will help keep the scope of your project within achievable boundar-
ies.  

•
•
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Once any problems to be addressed have been identified, the community can design solutions to reduce or 
eliminate the identified problem.  It is better to generate as many ideas as possible through focus groups and/or 
other community brainstorming methods, assisted by your project planning committee.

List as many ideas as you can think of; these could become the basis for your project.  The ideas will directly 
address the list of problems to be overcome and will become the basis for your problem statement.
  
A problem statement describes a current critical condition or set of conditions affecting a defined group of 
people in a specific place at a specific time.  For ANA’s purposes, the problem statement should include a clear, 
concise, and precise description of the nature, scope, and severity of the problem or problems the project will 
address.  Typically, the statement identifies the specific physical, economic, social, financial, governmental, in-
stitutional, behavioral, native language, or cultural challenges of the community.  The statement will include the 
information gathered from your needs assessment.

Preparing the problem statement is a critical part of the project planning process as it will be included in your 
application and must prove to ANA that your proposed project addresses and meets an important need in your 
tribe/organization and community.  The design and purpose of your project must also directly relate to your 
problem statement.  

Below, find a sample problem statement:

The number of Pacific Island youth not completing high school has risen 1% each year for the past ten years.  
Also increasing is the rate of juvenile delinquency among Pacific Island youth.  The community assessment also 
found that the Pacific Island youth are not identifying with their native culture and language and the numbers of 
Hawaiian language speakers are declining by 6% each year.

In developing your problem statement, there are some things to keep in mind:

The problem to be addressed should have a clear relationship to your tribe/organization’s mission, purpose, 
and long-term goals. 
Including accompanying information such as statistical facts, testimonials, interviews, and survey results 
provides additional support for your efforts to address the problem.
The problem you identify should be within your tribe/organization’s capacity to address using available 
resources.  
Be sure to include documentation of community involvement.

Additional tips for writing a problem statement:

Accompanying information should be well-documented and should not include assumptions.
Focus your explanation of need on the geographic area your tribe/organization serves.
Give a clear sense of the urgency of your request.

•

•

•

•

•
•
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3. Assess Available Resources

Assessing your available resources will help determine the best strategy for implementing your project.  Begin 
this analysis with the resources that currently exist within the community.  Every project and every strategy is 
different and requires a different set of resources, but a few hard-and-fast rules exist in the assessment of avail-
able resources.  The answers to these five questions work well for project development.

Who always refers to people.  Asking “Who?” helps to identify the human resources within the community with 
the knowledge, experience, credentials, and enthusiasm to implement the project strategy successfully.  Con-
sider all existing staff and volunteer positions.

What refers to supplies, equipment, and materials required for the project.  Are there resources available in the 
community to provide needed material, supplies, and equipment?  If not, what external resources can be uti-
lized? 

Where refers to the location and facilities where most of the project activities will take place.  Based on model 
projects elsewhere - or the community’s own vision of the project needed - where is it most likely to work?  
Does the project need an office, a garage, a library, a computer lab, a classroom, a gymnasium, or outdoor ar-
eas?  Other questions arise from these basic questions: Will it be necessary to rent, refurbish, or remodel space?  
Will construction of a building or outdoor facility be required? 

When will the resources be needed?  This particular question sometimes speaks more to scheduling than to as-
sessment of available resources, but it is an important consideration nonetheless.  

“When” is an important planning consideration if the proposed project involves the following:

rehabilitation or remodeling of a structure, as this is a process requiring strict timeframes
acquisition of equipment, which will depend on the order of your activities
agricultural activities, as these revolve around the planting season, weather, etc.  
subsistence communities
projects involving academic institutions which are only in session during the academic year
receiving approval from Tribal Council 

Why are the resources needed?  This question is an important double check to confirm that the identified re-
source requirements relate directly to the project plan.  The purpose is not to create a wish list, but rather to 
determine what resources are absolutely essential to the activities in the plan - and then to determine whether 
they currently exist within the community.

The next step in this analysis looks beyond the immediate community for assistance.  Who and where are poten-
tial partners with a shared interest in your community and its challenges?  What mutual benefit collaborations 
can be developed with partners?  What expertise and resources do the partners possess?  What opportunities 
exist in the greater community to move you closer to your vision?  It is important to note here that by showing 
a large number of partners, you are also showing that your project has credibility outside of your tribe/organiza-
tion.  ANA stresses the importance of partnerships, as projects that utilize and develop partners are generally 
more successful. 

•
•
•
•
•
•
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ANA defines partnerships as: “agreements between two or more parties that will support the development and 
implementation of the proposed project. Partnerships include other community-based organizations or associa-
tions, tribes, federal and state agencies, and private or non-profit organizations.” Partnerships can be internal 
(with departments or programs within your organization) or external (with other organizations).

In designing new projects and programs, strong partnerships and the leveraged resources that usually are asso-
ciated with those partnerships are two indicators that a project has resulted from a credible internal and external 
community-based planning process.  Committed partnerships and commitment of leveraged funds are often 
critical components in determining project sustainability, even for projects that “will be completed” at the con-
clusion of ANA funding.  Applications for projects that focus on issues such as drafting environmental codes of-
ten indicate the project will be completed at the end of ANA funding and will not need to be sustained.  Funded 
applications that describe how those codes will be used through ongoing tribal court and natural resources staff 
operations (a long-term commitment of internal partners and leveraged resources) generally result in projects 
that benefit the community.

In addition to human resources, equipment, supplies, materials, and facility needs, the following questions 
should be answered:

Who is addressing some identified problems or problem components now?  How well are they doing?  They 
might be potential partners in your project. 
What aspects of the problems remain to be addressed?  This question identifies unmet needs, or gaps in the 
situation so that you can formulate a strategy for addressing unmet problem areas without duplicating exist-
ing services.
What resources can be leveraged so that the project expands capabilities by adding resources that improve 
the chances for success?  

The methods of conducting needs assessments discussed in Appendix B can also help determine the answers to 
the above questions.

•

•

•
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4. Determine the Project Goal

The project goal is a basic description of the purpose of the project, in other words, the solution to the problem 
or problems you identified earlier.  The project goal should reflect the set of conditions desired by the commu-
nity after the problem is addressed.  The goal statement represents the result of the successful completion of the 
project.  It is important to show the relationship between the project goal and the long-range community goals.
  
The project goal statement should clearly describe how the project relates to one or more of the community’s 
long-range goals.  The statement should be brief and to the point, as well as realistic.  Your goal determines the 
scope of your project, so do not state your project will accomplish more than it possibly can.  

It is sometimes difficult to distinguish between goals, objectives, and activities.  The exercises and information 
for development steps 4, 5, and 6 should clarify these three project components.

3. Assess Available Resources 4. Determine the Project Goal 5. Select a Project 
Approach/Strategy
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5. Select a Project Approach/Strategy

Once you have determined your project goal, you are ready to develop your project approach or strategy.  
Based on the information gathered in the previous steps, develop a list of possible strategies for addressing your 
problem and achieving your goal and then select a strategy that represents the best method for implementing 
your project.  This strategy will be the basis for developing your objectives and activities.
 
Very few rules exist for ultimately selecting the most promising project approach in terms of both the problem 
to be solved and the opportunity to secure funding, because your approach will be unique to your community.  

In selecting the most promising project approach for solving the problem identified by the community and 
achieving the project goal, consider the following issues: 

Use your tribe/organization’s experience with past similar programs – what strategy worked then?  
Research similar projects that other tribes or organizations have completed and build off of them.  Use their 
best practices to guide you in selecting an approach.
Ensure your approach is in line with the resources you have available, including what you are asking for in 
your budget.
Design the strategy so that its activities, tasks, and phases build incrementally to establish a clear path for 
achieving your goal.

 

•
•

•

•

4. Determine the Project Goal
5. Select a Project 
Approach/Strategy 6. Develop Project 
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6. Develop Project Objectives and Activities

Once you have determined how you are going to implement your project, you can begin developing your objec-
tives.  Objectives are specific, measurable accomplishments designed to address the stated problems and attain 
your project goal.  An objective is an endpoint, not a process, to be achieved within the proposed project period.  
Completion of objectives must result in specific, measurable outcomes that benefit the community and directly 
contribute to the achievement of the stated project goal.  

Both the community and ANA want a clear picture of what will be accomplished by the project, how it will be 
accomplished, and how you will know when you have accomplished it.  A project may only have one goal, but 
there can be several objectives to achieve that goal.  Due to the limited project periods, an ANA project cannot 
have more than three objectives per project.  For multi-year grants, this can mean having one objective each 
year or up to three objectives running throughout the project period.  

The clearer, more concise, and more specific your objectives are, the easier it will be to implement your project 
and the easier it will be for a funder to understand your project approach.  A good test for this is the S.M.A.R.T. 
objective strategy, outlined below:

S.M.A.R.T. objectives have the following characteristics:
 
Specific — Start with an action verb (strengthen, train, develop, teach, implement) and specify the outcome; 
state what you will do to achieve your goal and meet your identified need.

Measurable — The objective must include measurable outcomes and describe measurable changes in commu-
nity conditions (including social, cultural, environmental, economic, and governance conditions). 

Achievable — The objective must be realistic and attainable, something you can expect to achieve given your 
available resources and project strategy.

Relevant and Results-oriented— Your objective should address your project goal and therefore the long-term 
goals of your tribe/organization.

Time-bound — The objective should reflect a time period in which it will be accomplished.  

5. Select a Project 
Approach/Strategy

6. Develop Project 
Objectives and Activities 7. Identify Potential Challenges 

and Develop a Contingency Plan

1. Specific

2. Measurable

3. Achievable

4. Relevant and Results-oriented

5. Time-bound

Objective
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When you develop your objectives, in order to keep them S.M.A.R.T., here are some questions you can ask 
yourself:

What is/are the key areas your tribe/organization is seeking to change?
What segment of the population will be involved in the change?
What is the direction of the change (increase/improvement or decrease/reduction)?
What is the degree or amount of change you want to obtain?
What is the deadline for reaching that change within the project period?

Here is an example of a S.M.A.R.T. objective:

By the 12th month of the project period, the project coordinator will conduct a community assessment to deter-
mine the status of the native language.  This will be done through focus group meetings and one-on-one surveys 
with tribal adults within a 50-mile radius, and through mailed surveys to people living out of the area.  The as-
sessment will involve at least 65% of adult enrolled membership.

Once the objectives have been developed, activities are written to provide a logical sequence of measurable 
milestones that move the project closer to attaining the objective.  The activities are both building blocks that 
will lead to accomplishing an objective and yard sticks used to determine how efficiently and effectively the 
project is completing its objectives and achieving its goal. 
 
Every project team must break down each specific objective into activities that will be performed in a logical 
progression, in a satisfactory time frame, and with the resources available.  Activities describe the major tasks 
to be completed for each objective, but not everyday work tasks.  Your project planning should provide detail of 
the major activities in the logical sequence that will lead to achieving each of your objectives.  Your activities 
must also include benchmarks referring to quarterly results.  

ANA uses a standard form for listing the project goal, objectives, and activities called the Objective Work Plan 
(OWP).  The OWP will be the blueprint for the entire project.  Be sure you use this form in your application.

•
•
•
•
•
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7. Identify Potential Challenges and Develop a Contingency Plan 

Every project can run into bumps along the way that impede a smooth implementation process and can poten-
tially prevent a project from reaching a successful completion.  By developing a contingency plan as a fall-
back position, or a “plan B”, you can better prepare for these challenges.  When you plan ahead for a potential 
problem, you are more likely to handle it with minimal disruption and cost. 
 
The contingency plan should be reviewed by a team including all the project stakeholders. 

Risks and Assumptions 

The first step in preparing a contingency plan is to develop a list of possible risks and assumptions.  When 
working out the details of your project strategy, factor in any risks you might face due to assumptions you have 
made regarding timing of project activities, partnerships, leveraged resources, internal requirements, licensures, 
etc.  This section of project strategy planning requires that you are prepared for any issues that may cause your 
project to be late in starting up or to fall behind schedule.

Being able to attract and maintain qualified staff, securing key project materials and completing tasks in a desig-
nated time frame are examples of those assumptions.  For instance, a partner who has pledged a facility for the 
project suddenly determines the facility will not be available to provide services.  The project strategy is based 
on the assumption that the facility would be available and its usage is critical to the success of the project.  The 
risk is that the project would not be completed in a timely fashion or that it will fail completely.  

ANA has compiled a list of the most common challenges faced by its grantees during project implementation.  
Review the challenges below and determine whether you are making any assumptions in your project strategy 
related to these challenges.  If yes, be sure to include a contingency plan addressing the potential obstacle.

6. Develop Project 
Objectives and Activities

7. Identify Potential Challenges 
and Develop a Contingency Plan 8. Develop a 

Project Evaluation Plan

Challenges
Staff  turnover
Late start 
Scope too ambitious
Geographic isolation / travel
Lack of expertise
Underestimated project cost 
Underestimated personnel needs
Partnership fell through
Lack of community support (during implementation)
Hiring delays

•
•
•
•
•
•
•
•
•
•
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8. Develop a Project Evaluation Plan

A project evaluation measures the effectiveness and efficiency of a project, and determines the level of achieve-
ment of the project objectives.  Findings from an evaluation will also help a tribe or organization plan for the 
future, as it can identify additional or persistent problems that need to be solved.  This is why the project cycle 
(see page 5) is a continuous process.

Outcomes and Impacts

There are different components involved in project evaluation.  Outcomes are the measurable changes that can 
be observed as a result of the project’s successful completion.  In ANA terms, these are the measurable results 
and benefits that will be observable within the targeted population once the project is complete, determining 
the extent to which the identified problems were reduced, resolved, or eliminated.  The results and benefits 
measure the progress toward achieving project objectives.  Outcomes are the short-term and medium-term 
effects of the project.  Examples of outcomes include new knowledge, increased skills, increased understanding, 
and increased participation in after-school activities.

Impacts differ from outcomes in that they are the lasting effects of the project, as seen years down the road from 
the project’s completion.  Impacts measure the change that can be specifically associated to a project’s imple-
mentation.  In other words, they measure the extent to which the project achieved its goal.  Examples of impacts 
include increased quality of life, decreased incidence of disease or infection, and higher numbers of students 
completing post-secondary education.  The relationship of outcomes and impacts to the project is:

An evaluation plan is the next key element for the successful implementation and management of a project.  
An evaluation plan describes the process and provides the tools to measure progress in implementing the proj-
ect; it also assesses how effectively the project addressed problems and achieved its objectives.
  
It is important to develop an evaluation plan during the project planning process prior to implementing your 
project and to include it in your ANA application.  This will show ANA application reviewers there is a system 
in place to measure the level to which the project addresses the identified problems, ultimately determining its 
cost-effectiveness.

There is no perfect or minimum number of measurements that must occur in order to properly and fully evaluate 
a project’s success.  Instead, each project component must be analyzed, and decisions must be made based upon 
the findings.  The evaluation should be designed to track progress on each objective, completion of activities, 
and dates of completion.

In designing the evaluation plan, include the following three components:

Impact Indicators

The objectives and project goal provide the framework for project evaluation.  Achievement of each objective 
is measured by its accompanying results and benefits (outcomes).  Achievement of the project goal is measured 

7. Identify Potential Challenges 
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by impact indicators.  The evaluation of these indicators will measure the extent to which the desired change has 
occurred.  The indicators must be quantifiable and documented, and should include target numbers and tracking 
systems.  ANA requires three impact indicators per project.  Two indicators are standard: the number of partner-
ships and the amount of leveraged resources.  Analysis has shown that the number of partnerships and amount 
of leveraged resources established help support the sustainability of a project which will lead to long-term 
impacts.  The third indicator is project specific, and should be a quantifiable measure of the change that occurs 
during the project’s implementation.  

For example:

Prior to starting a language implementation project, a tribe had 10 fluent native language speakers.  The proj-
ect spent three years teaching daily language classes to 100 community members.  By the end of the project, 
there were a total of 27 fluent speakers including the 10 original speakers.  The project chose “number of fluent 
speakers” as their project specific indicator, as measured by pre- and post-tests based on the tribe’s definitions of 
proficiency levels.  The change in fluent speakers was therefore 17.

Methods/Procedures 

What methods will be used to measure the results and benefits?  What records will be maintained?  An evalua-
tion plan must include the method(s) used to determine whether the objective was accomplished, and whether 
the desired change actually occurred.  The project is likely to have several objectives to evaluate, and several 
different methods of evaluation might be needed.  

Some methods of evaluation include:
Pre- and post-tests• Sign-in sheets•
Surveys• Analysis of records•
Interviews• Scales•

Reporting

How many total measurements will be taken?  How frequently will the data be collected and by what means?  
What will be done with the data?  How will the data be analyzed, and what form will the report take?  What is 
the dissemination plan for the report (i.e., to whom will it be distributed)?  Reporting methods are a crucial part 
of your evaluation plan, and the frequency and responsible parties must be specified. 
 
In addition to evaluating the final project results, you also should regularly monitor and evaluate the project’s 
progress in carrying out work plan activities, completing project objectives and staying within the approved 
project budget.  This “process evaluation” determines whether the project was conducted in a manner consistent 
with the plan and whether the project activities contributed to the success of the project.  In other words, was the 
plan followed, and was the plan effective in achieving the objectives?  This part of the evaluation plan is used 
to effectively manage the day-to-day and week-to-week activities and is the basis of regular progress reports 
prepared for the project’s funder.

ANA requires quarterly reporting on progress made towards achieving the impact indicator target numbers, and 
annual reporting on the results and benefits outlined in your project work plan.
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9. Develop a Sustainability Strategy

A sustainable project is one that can and will continue without additional ANA funds, and will therefore con-
tribute to long-term success and impacts within your tribe/organization.  However, sustainability is not simply 
about generating new grant dollars; it also involves outlining a specific strategy and action plan for continuing 
your project.  ANA places significant attention on this section of your application because it does not want the 
project to fail once ANA support is complete.  Some projects lend themselves more to sustainability strategies, 
however all projects include benefits to the community that can be continued after implementation is complete.

A sustainability plan is a narrative description of how you plan to continue your project after ANA funding is 
complete.  Perhaps the first question to ask is: 

How can we use available, existing resources to continue our project’s benefits and achieve our long-term 
vision?

Consider if you already have a network of supporters and potential funders in your area.  If your tribe/organiza-
tion has had previous success in funding projects after their initial funding is complete, describe these accom-
plishments as a background for your sustainability plan.  This shows ANA you have a pre-established method 
for sustainability.
  
Be sure to be specific in your sustainability plan.  Do not simply state future funding will come from “a variety 
of sources, including other federal funds.”  Your plan should indicate you have conducted research and have 
specific ideas in mind.  The sustainability plan should also provide information on how your tribe or organiza-
tion will incorporate the new project into their funding or fundraising plan and who will be responsible for its 
continuation.

Obviously, this future funding will not be in place during the writing of your proposal, but try to think of your 
sustainability plan as a “wish list” or a list of possibilities.  

Below are some examples of areas for future funding:

Tribal/organization funds: Your tribe or organization may wish or be able to provide continuation funding 
for your project.  Be sure to discuss this possibility during your project planning process.  Provide a letter of 
support or commitment from your governing body in your application.
Continuation grants from private foundations: Funding from private foundations can be used to support 
ongoing projects and programs.  Provide information on how your project fits into their grant programs.
Other federal funds: There are numerous other federal agencies that provide continuation funding for com-
munity-initiated community development projects.  Provide information on how your project fits into their 
grant programs.
State funds: There are also state agencies that provide continuation funding.  Provide information on how 
your project fits into their grant programs.
Unrestricted revenue: If your project will generate revenue, either through sales of goods, fees for service, 
or some other means, you can use the revenue generated after the grant ends to sustain your project.  Include 
a revenue plan or fee scale in your application outlining your methods.  (Bear in mind you must use any 
program income (revenue) generated during the grant period prior to spending down ANA funds.  However, 
future revenue can be used to sustain the project).

•

•

•

•

•

•
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Colleges/Universities: Many colleges or universities provide funds for ongoing projects and programs, or 
will supply project staff in the form of degree candidates or research assistants.  Include a description of the 
institution and other projects it has funded similar to yours, or if possible provide a letter of support or com-
mitment in your application.

Finally, keep in mind that a firm, long-term commitment of leveraged funds can be a very effective strategy on 
which to build a project sustainability plan, even for projects that “will be completed” at the conclusion of ANA 
funding.  For example, applications for projects that focus on drafting environmental codes often indicate that 
the project will be completed at the end of ANA funding and will not need to be sustained.  Instead, the appli-
cant could include a sustainability plan that describes how those codes will be used to further benefit the com-
munity through ongoing tribal court and natural resources staff operations (a long-term commitment of lever-
aged resources).
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10. Prepare the Line Item Budget, Budget Justification, and Cost Effectiveness

The project budget is a program and fiscal document.  The budget reflects the costs necessary to perform the 
activities of the project.  The line item budget provides the dollar cost of the project and the budget justifica-
tion provides the narrative of the basis for the cost, such as historical information and cost quotations.  The cost 
effectiveness section provides information on the relationship between the cost of the project and its outcomes.   

Line Item Budget

The budget is the dollar expression of the project being proposed and must be reasonable and tied to the proj-
ect objectives and work plan.  It is an estimate of anticipated project expenses.  The budget is made up of the 
federal request and required application match (20% for ANA projects).  When added together, these equal the 
total project cost.  When planning the budget, answer the following questions:

What is the staff time required to complete the project?
Will consultants be needed for the project?
What travel is necessary to perform all activities?
Will equipment be needed to perform the scope of work?
What supplies will be needed by the project?
What other costs will be incurred to complete all activities of the project?

Although budget formats and requirements differ among funding agencies, the following ANA budget format is 
also standard for the development of most federal budgets.  

Personnel

In this section, list all full- and part-time staff in the proposed project, the number of hours they will work on the 
project, and the hourly rate.  Identify each position working on the project as a percentage of full time equiva-
lent (FTE).  The federal government uses 2080 hours as the equivalent of one FTE, however if the tribe/organi-
zation uses a different definition, it must be identified in the budget justification section.  For non-salary per-
sonnel, the hours listed in the budget must be reasonable and must align with the hours listed on the Objective 
Work Plan in the non-salary personnel column. 

Fringe Benefits

In this section, list each of the fringe benefits the staff will receive and the dollar cost of each benefit.  The 
fringe benefit category will include both mandatory payroll taxes and tribal/organizational employee benefits.  
Examples of mandatory payroll taxes include FICA or OASDI and Medicare.  Examples of employee benefits 
include health and life insurance and retirement plans. 

Travel

Only out-of-area travel is calculated in this budget category as local travel will be included in the “other” cat-
egory (see below).  In the budget identify each of the out-of-area trips planned and the cost of airfare, ground 
transportation, lodging, and meals for each planned trip.  

•
•
•
•
•
•
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The General Services Administration (GSA) website is a good reference for federal travel rates: 

http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=17943
 
Equipment

List all the items of equipment to be purchased.  ANA defines equipment as an item costing more than $5,000 
and with a useful lifetime of more than one year.

Supplies

List all supplies such as paper clips, paper, pens, and pencils.  Do not simply use one line item, written as “Of-
fice Supplies: pens, paper, pencils, etc.”  If there are unusual needs for project supplies such as training supplies 
use a separate line item for each category of supply and the amount.  

Contractual

If the project plans to contract with a company or individual to perform work for the project, the cost of the con-
tract should be included under the “contractual” category.  It is important to include cost of the contract.  The 
scope of work should be included as an attachment to the application.

Other

Additional costs of the project should be included in the “other” category.  Examples of other costs include:

Facilities used:  In this section list all of the facilities that will be used during the project.  Rent must be 
comparable to prevailing rents in the geographic area in which the facility is located.  In addition to the 
actual rent, include the cost of utilities, maintenance services, and minor renovations if they are absolutely 
essential to your project.
Telephone:  Telephone should include the cost of basic services, if not provided through indirect costs (see 
explanation below), and all planned long distance usage.
Postage:  Include the projected mailings, purpose, and cost.
Copying and printing:  Provide information on the materials to be copied and/or printed and the projected 
cost by product.
Professional services:  List the professional services (consultants) that are anticipated during the project.  It 
is important to include the projected number of days of use and the cost per day.  Include a scope of work or 
RFP as an attachment to the application.
Local travel:  Provide information on the planned local travel, purpose of the travel, and cost.  All travel 
that does not require per diem is considered local travel.  The tribe or organization’s finance department can 
provide information on what travel qualifies for per diem.
Any other items that do not logically fit elsewhere in the budget.

•

•

•
•

•
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Indirect Costs

Indirect costs are costs an organization incurs for common or joint objectives that cannot be readily and specifi-
cally identified with a particular grant project or other institutional activity.  
If an indirect cost is to be charged, the tribe/organization must provide a copy of its current negotiated indirect 
cost rate agreement from the cognizant agency.  A current copy is defined as one that encompasses the project 
period or a portion of the project period.  A new indirect cost rate agreement will be required if the one submit-
ted with the grant expires during the project period.  If the organization has a provisional rate the indirect cost 
final rate will have to be submitted prior to closeout of the grant.  The tribe or organization’s finance department 
can provide information on how the rate is to be applied and the costs paid with indirect funds.

Again, the budget is the financial expression of the project’s scope of work.  It is important that all costs be as-
sociated with the activities required to meet the project objectives. 
 
Budget Justification

The budget justification is a narrative that provides information to ANA validating the necessity and reasonable-
ness of each expense.  The budget justification will explain how the cost was calculated and additional informa-
tion about each expense. 
 
For example:

Personnel

Project Director:  The Project Director will be a new hire and will be responsible for oversight of all project 
activities, supervision of project staff and volunteers, development of the curriculum, training of trainers, and 
assessment of project impact.  The salary established for the position is based on the organization’s salary 
schedule which was adopted by the Board of Directors in July 2008.

Fringe Benefits

The fringe benefits includes FICA at 7.65%, Federal Unemployment Insurance at 0.8%,  State Unemployment 
Insurance at 2.7%, workers compensation at 0.63%, health and life insurance at $389.00 per month, and retire-
ment at 4% of gross salary.

Other

Telephone.  The basis for cost of telephone is the monthly fee of $39.00 and projected use of long distance 
service.  The long distance service includes outreach to families in Pima and Coconino Counties, communi-
cation with the ANA program specialist, and communication with other native family preservation projects.  
The estimated usage is 400 minutes per month at 5¢ per minute for a total of $20 per month for long dis-
tance telephone.
Xerox.  The cost was calculated at 10¢ per copy for the following: 
Routine Correspondence			   1,800 copies 
Reporting 					    6,000 copies 
Curriculum development		            22,200 copies

•

•
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Cost Effectiveness

The cost effectiveness narrative will provide information on the relationship between the project objectives and 
activities and the cost analysis which supports the project plan.

For Example:

The project design includes the project director and an independent consultant to develop the core curriculum.  
An independent consultant is being used based on the cost analysis performed.  The cost to employ a second 
staff member to assist in the development of the curriculum is $35,000 salary and $7,000 for fringe benefits for 
a total of $42,000.  Cost quotations from independent consultants to perform the work ranged from $20,000 to 
$30,000.  The decision was made by the organization to use the skills of an independent consultant to support 
the curriculum development.
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11. Write the Project Summary/Abstract

The project summary/abstract is the last component written but will be the first read by an application reviewer.  
The project abstract should not exceed one single-spaced page and should reflect the essence of the entire proj-
ect.  

The summary section should include the following: 

Clear statement of the priority area the application is submitted under
Two or three pertinent facts about the community and the population to be served 
A brief discussion of the problem that exists in the community, relating it to the facts you presented in the 
first paragraph about your community (one paragraph maximum).  This can include your problem statement
The project goal
The project objectives
The impact indicators
The number of people to be served or impacted by the project

•
•
•

•
•
•
•
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