Participant Guide: Grant Management – Session 2

Drafting Winning Grant Applications with Copilot

Section: Understanding the Grant Template
Objective:
Help Copilot understand the structure and expectations of the grant application.
Prompts:
· I’m working on a grant application using this structure: [paste section headers or upload document]. Please summarize what kind of information is expected in each section and how I should approach writing it.
· I’m working on a grant application using the attached document template. Please review the grant application template and identify the key sections and information required, specific content, and any formatting or tone guidelines. We will use this as we construct the application. Before continuing, please ask me any questions to clarify areas that are unclear or to appropriately prepare to complete this work.

Section: Drafting Key Sections with Copilot
Objective:
Generate content for Executive Summary, Needs Statement, and Program Description.
Prompts:
· Based on our mission, goals, and the following program description, draft a 300-word Executive Summary for this grant application. [Insert or reference prior Copilot summary]
· Using this data about our community and the problem we address, write a compelling Needs Statement. [Insert data or ask Copilot to summarize from a linked report or uploaded file]
· Draft a detailed Program Description including objectives, timeline, and expected outcomes for our [PROGRAM]. Use the following program brief as input. [Insert or reference prior Copilot output]

Section: Aligning with Funder Priorities
Objective:
Retrieve and use funder-specific language and goals to tailor the application.
Prompts:
· Visit [Funder Website URL] and summarize their mission, funding priorities, and any recent grantmaking focus areas.
· Based on the funder’s priorities you just summarized, revise our Program Description to better align with their goals and language.
· Reframe our Needs Statement to emphasize alignment with the funder’s mission and values. Use the funder summary and our original statement as input.

Section: Polishing and Finalizing
Objective:
Refine tone, clarity, and consistency across the application.
Prompts:
· Review this draft section and suggest edits to improve clarity, tone, and persuasiveness. [Paste section]
· Compare the Executive Summary and Program Description. Are there any inconsistencies in goals, language, or tone? Suggest edits to align them.
· Based on this full draft, provide a checklist of final edits or improvements to strengthen the application before submission.
· Please read my final submission from the perspectives of the grant reviewer at the funding agency, a Senior Program Manager at my organization, and any other key stakeholders for the program. Provide any feedback they would have, including questions, concerns or issues, and how I should respond to that feedback to mitigate their concerns. Add these points and responses to an FAQ at the end of the document.
· Please combine all of the information we have collected and incorporate it into the grant application using the attached template [ATTACH TEMPLATE FILE]
· Draft a cover letter from our CEO to go with this proposal
