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INTRODUCTION

1.1 Introduction

The following set of guidelines is intended to complement and suppatthklished policies of
Montana State University (MSWind the MSU FoundationAs needd, these guidelinesaybe
updated, adjusted, and expanded to provide members cdutiqgus communitgirection on how
t o achi e potentidl ®rddrporate and foundation supporPlease refer to the MSU
Foundationvebsitewww.montana.edu/foundatidor additional information.

1.2 Statement of Purpose

The purposef this documenis to:

1. Provide uniform guidelines in the plannimggsessmengdministration, structuringand
solicitation, ofcorporate ad foundatiorfund-raising initiativesand proposals

2. Avoid competition and duplication of efforts among thedividual colleges and
departments

3. Offer a consistent set of instructions feeeking external corporate and foundation
funding

4. SupporttheMS U F o u n dvarallisteategicsplan relating to current and future fund
raising initiatives.

5. Promote the efficient and effective utiliz
human, information and material).

1.3 Mission of the MSU Foundaton

The mission of théASU Foundation, Inds (1) to enhance the continuing excellencé&U by
attracting financial support and (2) to be prudent stewards of its resources and friendships.

14 Responsibilities ofthe MSU Foundation

The MSU Foundatim is responsible for the promotion, support, coordination and implementation

of all University fundraising programs and priorities. ThHdSU Foundation plans and
implements the annual fund campaign, provides research and coordination for donor prospects,
coordinates activities between college and progpased directors, records and coordinates
recognition of all gifts to the MSU Foundation and provides expertise in the acquisition of gifts.

OFFICE OF CORPORATE & FOUNDATION
RELATIONS

21 Corporate Relations

The Office of Corporatand FoundatiofRelations(CFR dfice) serves as a liaison betwelidU
and corporationsand outside business entitieicilitating and building mutually beneficial
relationships between the business communityM8t (MSU). For many companies, the CFR
office is the first point of entry into the University communifyrom large, global companies to
local area businesses and compapgnsored foundation$he CFR dfice enables companies to
participate in and benefit from a retatship with MSU.
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At the same timethe CFRoffice helps companies identify areas of need and interest, establish
and develop relationships between the company and University faculty, researchers, students and
staff; and build a partnership based on ralijubeneficial opportunities.

In return for their support, corporations gain many competitive advantages, such as:

e Strengthening ties-granbresedichunivdrsiiyt e s premi er | a
e Supporting and accessing pertinent research

e Wor ki ng wituddnts &h8 fdaulyy s

e Enhancing their public image

e Playing a |l eading role in the statebfs econom
e Having a head start in attr actreadyggradd&dddos t al €

their workforce

By offering opportunities that prode the greatest benefit, increase visibility and enhance
recruiting potential,The CFR dfice works with businesseand corporationso determine how
their gifts can be used to best serve the needs of both the campus and the cdipmiates

2.2 Foundation Relations
The CFR dfice alsomanages MSUOG6s relationships with four
projecedr i ven fundraising activities. Foundati on
e Maintain and expand MSUOs i nsndatiagnsit i onal r el a;
e Provide email reminderand requests foinformation (RFIs) about upcomingoundation
funding deadlineso the campus community
e Help faculty members, anthit developmenprofessionalsievelop strategies for approaching
and cultivating foundatias for support
e Research foundation prospects
e Coordinate the clearance process for approaches to foundations through dfi¢hesntent
to Solicit / Clearance Requesbiim
e Coordination and contact with program officers when appropriate
e Assist inthe peparatiorand developmerdf proposals
e Cultivation and stewardship activities
e Work with faculty to acknowledge and reportfonndation (gift)awards
e Arrange a campus visit for a potential funder
e Provide a broad range of support services for key progectsnitiatives that includes:
The MSU campuseemswith innovative ideas and initiatives of nationally and internationally
acclaimed scientists and schola®.u r priority is t ondivdaatswith MSUOG s
foundations and associations thiaaie their vision, dedication and commitment to excellence.
The services ofthe CFR dice are available to all MSU colleagues unit development
professionalssponsored projects officet@ndfaculty and staff. We arecommitted to providing
whatever ével of assistance is requested. Our ability to do so depends on timely communication
from colleagues of all foundation solicitation activities as early in the process as possible.
MSU Foundation Office of Corporate and Foundation Relations Faculty Handbook
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RESEARCH

3.1 Corporate and Foundation Research

The Office of Corporate anBoundation Relations provides research assistance for faculty/staff
projects aMSU. However, because of the volume of research requests to the Office of Corporate
and Foundation Relations, faculty and staff are encouraged to explore alternative research
mechanisms.

There are numerous avenues fadividuals seekingto conductcorporate and foundation
research, four of which are listed below:

a. Foundation Center Online available in MSU®GSs
b. Foundation Center Directory available at the Bozemdii®Library

c. Foundation Search Directory*
d. Guidestar (www.guidestar.org)

* Three licenses to the Foundation Search Directory are provided, at no cost-lbasguait
developmenprofessionalsby the MSU Foundation. These licenses are made availalle to a
unit developmenprofessionaldo conduct CFR research as needed for their individual unit.
Faculty members are encouraged to contact the developmgassionahffiliated with their
college. Sharing and/or circulating these licenses is striailyilpted.

In addition, the Office of Corporate and Foundation Relations will provide email reminders
and/or requests fanformation (RF$) to the campus community about foundation opportunities,
deadlines, and proposal guideliné&ee Apendix2 for a Sample Proposal RFI Email.

Within the RFI email, faculty will be invited to submit a opage project description that
outlines the program, its goals and identifies a proposed request for funds. In the event that only
one application can be forwardedth® foundation by an organization and the MSU Foundation
receives competing proposals, the Provastl Vice President for Academic Affaingill
determine which proposal will be forwarded to the funding source. A sample RFItprojec
description is attachefsee Apendix 3) and is also available on the MSU Foundation website
(www.montana.edu/foundatiprclick oni L i n k sesoarced R

3.2 How to Request Research

As with any development question, faculty andfsiee strongly encouraged to first contact their

uni t 6s devel opment professional f oegquestssfd i st anc
research on corporate or foundation prospecty beinitiated by emailing the Office of

Corporate and FoundatidRelations. When making the requegtleasec ar bon copy t he
development professional aridclude pertinent relationships developed with respect to the
corporation or foundation (i.e. contagt&hin a board of trustees, etc.).

3.3 Filing

Copies ofall pertinent correspondence and proposalsoiporate or foundatioprospects must
be filed in the centraCFR dfice files if such correspondence pertains to funds that will be
administered by the MSU Foundation.
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Iltems to be filed include but aretdonited to:

Copies of letters of inquiry

Copies of proposals

Copies of pertinent correspondence
Copies of gift agreements

Copies of applications

CULTIVATIO N

4.1 Cultivation Opportunities

Cultivation involves a series of walll anned fi mo v e e dcorpbratiant andior i n g
foundation from awareness to interest to involvement and finally to commitment.

Someof the many examples of cultivation activities include:

Invitation to special event

A coordinated campus visit (facilitatedth the assistance tiie CFRoffice)

A personal visit

An award

A profile in a campus publication (UniversitysAlumni, or othe)

An invitation to serve on a college committee or board

A request to have the corporation or foundation host an event on behalf of MSU
Student/facult letter of thanks for scholarshipt@mnship, research funding, etc.
Meeting with the Dean and/or department head

Involvement on committees

Invitation to participate in a visiting lecture series

Invitation to make a presentation to group of students

Invitation to help evaluate student performance on a capstone project
Invitation to participate in student project and/or field trip

Mentoring program with students

Career Fair activities

Tours(please coordinate through the Office of Corporate and FoundReilations)

Again, please communicate with the college/unit development professional regarding all
development activitiefplease see Appendixfdr a complete list of development professionals)
The Office of Corporate and Foundation Relational$® available to assist in the development

of cultivation strategies

MSU Foundation Office of Corporate and Foundation Relations Faculty Handbook
1501 South 11™ Avenue, PO Box 172750 Phone: 406.994.2252 or 800.457.1696
Bozeman, MT 59717-2750 7 Email: tweller@montana.edu



COORDINATION OF DEVELOPMENT
ACTIVITIES AND MOVES MANAGEMENT

51 Prospect Clearance

The purpose of prospect clearance is to optiMi&J6 s f und raising effort:
solicitatiors are made to corporate and foundation donors with the most appropriate match of
donor interest and University prioritieyus maximizng their giving to the University. A series

of uncoordinated solicitations to the same donor by different individnassingle institution is
detrimentalto development effortsThe Director of Corporate and Foundation Relatioosks

closely with unitbased development professionals amdesponsible for the coordination of
information thus conveying the impressidrat the university has determined its priorities and

has an effective management structure.

LETTERS AND PROPOSALS

6.1 The ClearanceProcess

A. Prior to taking any action, the applicant shofitdt contact the appropriate development
professional with their unit.

B. The gplicantshouldsubmitthe completedntent to Solicit / Clearanceofm (see Apendix
5) prior to any contact witthe MSUFoundation anbr completion of proposallnstructions
for this form (see Apendix 4) and the Intent to Sgiti/ Clearance Form are located the
MSU Foundation Intranetvvw.montana.edu/foundatipolick on Links & Resources).

C. Once clearance has begranted the applicant is responsible for preparing tbter of
inquiry (if a letter of inquiry is not required, please proceed to submitting a proposal)
6.2 Letters of Inquiry

Different foundatios often use different form$prmats and methods of delivewith respect to
letters of inquiry. 8me have @ application form, some accept a letter of inquigme require

an online submission arathers require no special format. In general, if you bear in mind the
following as you are writing your letter you wond6ét go wrong:

e Shorter is better. A letter ohtent, NOT TO EXCEED TWO PAGES, should include the
pertinent information for consideratioBvery wordmustbe clear and necessary

¢ Introduce botiMSU and the project

e Tell what you are trying to do and why (purpose and justification)

e Describe the projedhcluding cost, timetable, and (THIS IS IMPORTANT) the institutional
or otherdonor investment

e Describe your project in a way that fits wit
guidelines

e Ask to submit a proposal

e Senda copy of the compleed letter to the MSU Foundation Office of Corporate and
Foundation Relations
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6.3

6.4

See Appendix 6 for additional tips on writing letters of inquiry and Appendix 7 for a sample letter
of inquiry. These documents may also be found on the MSU Foundation Intranet
(www.montana.edu/foundatipnlick on Links & Resources).

The Proposal Process

A.

D.

Once clearancéas beergrantedand the inquiry letter (if required) received a favorable
responsgethe applicant is respaible for preparing the proposalA proposal checklists
availableto assistfaculty and stafin identifying pertinent informatiomo be included in the
proposalsee Appendix 8as well astrategies for successful grasgeking (Appendix 9) and
proposl writing tips (Appendix 10). These documents aresal available electronically:
www.montana.edu/foundatipnlick on Links & Resources.

. All applicants are strongly encouraged to communicate witir thinit development

professional (as applicable) early in the process of seeking external funding. Additidweally, t
Director of Corporate and Foundation Relations is available to assist in developing proposal
strategies, as well as content revignd ediing.

. When the proposal is completall final proposal documentatiofcover letter, proposal,

project budget, cv 0 Officeef Caporate asdchFoundlation Retatiorse nt t
(electronic submission is preferaple

The Office of Coporate and Foundation Relations widttach the necessary required
documents(IRS tax determinationletter; orgaizational budget;audited financialscover

letter). All proposals will be mailed by the Office of Corporate and Foundation Reldtions

witha cover | etter on MSU Foundation | etterhea
Chief Executive Officer or the President of the Universifycopy of the full proposavill

be sent to the applicant and the corresponding develograessionalf applicable.

Should any questions and/or concerns arise upon final review, the Director of Corporate and
Foundation Relations will contact the applicanthe development professional directly

In the event of an online proposal submission pleaseNdlese guidelines:

¢ The MSU Foundation is the organization requesting the funding (not the college or unit)

¢ In the event that the electronic version cannot be saved, it is strongly recommended that
you create a Word document for editing and review pugposence received by the
Office of Corporate and Foundation Relations, this information can later be transferred to
the online application.

e The Director of Corporate &oundationRelationswill prepare and submit the online
application after uploading pérent documentatiofbudget, audited financials, etc.).

e Again, a copy of the full proposal will be sent to the applicant and the corresponding
development professional if applicable.

Proposal Format

While format requirements and standards vary greatlyproposas shoutl be written in clear,
straightorward language which quickly describes the program or project proposed, objectives
and potential benefits of the program, relationship to the broad goals of the institution and the
amount of money neede

MSU Foundation Office of Corporate and Foundation Relations Faculty Handbook
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If no structure or format has been providdie proposal can be single or double spaced but
should be kept to three or four pages, depending upon amount of detail requested. Brevity
increases chances of serious readership, and voluminous verbiagmdiftates a deficiency of
substance. The detailed information requiredaften be submitted asittachments.

ProposalFormat Sample

a) Cover Letter
A cover letter with an authorized University signature must accompany the propokal. Fol
this easyformat as a template if needed:

Paragraph:1
On behalf of MSU, | respectfully request your consideration of the accompanying

proposad o & for the progrard & & for the amount

Paragraph 2
Tell them why THIS PARTICULAR PROPOSAL is so importgné. a nationalmocel;

meeting the eed of an important social issueamway that no other have; theiPiworld
renowned; etg.

Paragraph 3
TheMSU Foundation is a 50t)(3) corporation.

Paragraph 4
State how to get more information or answer questions. List nitephone number

including area code, address of the(fer technical aspectsdnd of the corporate and
foundationrelations professional (for administrative or fund management questions)
working on the proposal

Sigmature
The cover lettewill always be signed by the President and CEO of the MSU Foundation,

orin some cases, the President of timversity.

b) Proposal Introductory paragraph

Subject of the proposal; amount of money requested; why seeking support of the foundation.

c) Body of proposal

Answers the following questions:

What will the grant accomplish (what need will be met)?

What period of time will be required to accomplish the program or complete the project?
Will the project be continued after the grant expires? If so, how will it lsedied?

Who is responsible for the project and what are his or her qualifications?
Have similar programs been undertaken previously?

Wi | | the project make a difference in the
How?

How much money is needed fdrig project? (An accurate and wdtlought outbudget,
including institutional funds and other gift funds, is essential).

The project 6MSUG £ | mit s ®inemi gnd ogoal s shoul d
KEEP T THE GRANTI NG ORGANI ZATI ON6S, AND SSI ON
GUIDELINES, in mind.

MSU Foundation Office of Corporate and Foundation Relations Faculty Handbook
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d) Summary
Tie up loose evds in concise summary, stress the importance of the venturéhamd for

consideration.
e) Attachments

6.5 Evaluations

The evaluation section isften treated as a nessary evil and an afterthougomething you
throw together after the real work of your proposal is done. As a result, it is often one of the
weakest parts of grantbat have been submitteth a competitive funding round however, a
strong evaluation section may make the differdreteveen getting funded or turned down.

The primary reason fafoing evaluations that it gives you reliable information to improve your
program and services. Evaluation can provide data on whether a program works and why, which
parts of it are effectivand which need improvement, and whether it is the best use of your
organi zationds scarce resources.

The primary reason fancluding evaluation in grant proposais thatmanyfunders(particularly
governmental funding agenciegquire it. Proposals witgood evaluation sections score better
and are more fundable than ones with poor (or no) evaluations. Being able to cite a positive prior
evaluation of your existing program increases your chances of receiving future or continuation
funding. Notice thathtese are not the same. Fortunately, the stick of funder requirements and the
carrot of program improvement both lead to the same place.

Beyond these two fundamental reasons for doing program evaluation, there are several more
advantages to your organigat both during grant development and during program
implementation.

In grant proposals:

e Evaluation provides a framework for improving both your grant proposal and the project
youbre seeking funding for, by prtvesimdre ng mea
meaningful.

e Evaluation provides a way to involve key stakeholders and direct service staff in program
planning, increasing buiy in your program. A positive evaluation can help yprogram or
project attract greater notoriety and recognitioras well as additionafunders and
collaborators.

¢ Doing your own evaluation reduces the chances of funders or other outsiders undertaking
their own evaluation of your program, which might be less informed and more detrimental to
your project

In program opeations (after you get funded):

e Evaluation gives immediate feedback, allowing you to identify and fix problems in existing
programs while you still have grant funding to implement the changes.

e Evaluation gives a mechanism/vehicle and technidoesgetting feedback from project
participantsabout their perceptions of your project, and a way of letting them know how the
project is working. An evaluation showing that your program works can motivate your
existingfundersand attract new ones.
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e Evaluation proviés youwith valuable information for longaerm strategic planning and
program improvements.

e Evaluation provides solid data for disseminating information about your program and for
others who may want to replicate it elsewhere.

6.6 Common Proposal Attachments

e Tax exempt letters501(C)(3)
e List of governing board with business and/or community affiliatiSU Foundation)
¢ Financial statement for last fiscal year, audited if posgNileU Foundation)
¢ Organizational (MSU Foundation) operating budget forent fiscal year
e Project Budget
e Lists of maja donors with amounts of gifts
e Biographical/professional data on kKegulty and/or project director
e Statistical data and needs assessment information on specific project
6.7 Reports

Administration of the pra@jct according to the proposal is very important. Credibility with the
granting agency is important to you and otherdV&U if future gifts are to be considered.
Therefore followup reportsarean important responsibility of the applicarEach funder sbuld
receiveat leastan annual stewardship report that includes an update on the project and the impact
of the funds that were received.

A tickler/reminder file of required reports for successjiits will be maintained in the MSU
Foundation Office of @rporate and Foundation Relations, and the applicant will be notified
when a report is to be generateddditionally, the Office of Corporate and Foundation Relations
will assist in the development of these repo@pies of all reports are requiredide mailed to

the MSU Foundation Office of Corporate and Foundation Relations.

Additional grant stewardship might include inviting foundation or corporate representatives to see

their money in action or have project participants send letters to the femgkining the
projectébés i mpact. The Of f i cieavaldble tdelp factlitatat e and
campus Vvisits and should be kept in the loop of all campus visiigrding corporate and

foundation entities

THE OFFICE OF RESEARCH & CREA TIVITY

The Office of the Vice President for Research, Creativity and Technology Transfer is responsible for
administering MSU's thriving research enterprise andompasses the Office of Sponsored Programs
(OSP) and the Technology Transfer Office (TTOFor additional information about the Office of
Research and Creativity and the Office of Sponsored Programs, please refer to the Office of Research and
Creativity Website atvww.montana.=edu/wwwvr/

71 Gifts, Grants and Contracts

What is or is not a gift to the University can be a point of confusion. This section defines the
terms gift, grant and contract and indicates areas of responsibility. Although there is close
cooperation and occasionally overlappimgponsibilities between the Office of Corporate and
Foundation Relations and the Office of Sponsored Programs, the primary fabesrolundation
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is to foster private philanthropy. TIMSU Foundationis designated as the official gifceiving
entity for MSU. All gifts to theMSU Foundation are for the benefit RISU.

A. Gifts
Gifts to the University are donations from individuals, businesses and public and private
foundations which come in a variety of forms: cash, property, securities, life insuzatice
other items of value. Cash payments returned as contributions from salaried staff and
insurance premiums paid by donors are also included. Gifts may be current or deferred. The
most common types of deferred gifts are bequests, charitable remairstigr annuity trusts
and multiyear pledges.

Charitable donations come without restrictions, or they may designate a particular program
(e.g., faculty development) or activity (e.g., student scholarstapsesearch project,
endowments, capital projects) tvhich the funds or resources should be directed. In either
case, the gift arrives with no expectation of a return of service or product and no contractual
requirements accompanying it, either written or oral. It is an irrevocable transfer of money or
property and may qualify for a tax deduction.

While there are generally minimal reporting requirements, some gifts from major
Foundations may require extensive annual repoifhis does not negate gift statuche
person or organization making the gifcalled a donor or contributor. A promise to make a
gift is called a pledge.

B. Grants
A grant differs from a contract in that the sponsor does not receive a direct benefit from the
grant activity, even though the grant activity is in the general areéeoést or concern of the
sponsor. A grant usually differs from a gift in the type and extent to which sponsored
activities are spelled out, detailed conditions are attached to the use of funds, and
specifications of timetable and report requirementsviank done under the grant. Grants can
come from government agencies, professional associations, corporations and/or private
foundations. A grant can be the result of submitting an outatriven proposal in response
to a Request for Proposal (RFP) annathby the agency, which contains guidelinestiier
submittal process. Such R&BPome from foundations as well as public agencies.

A grant can also be the result of submitting an outcome driven proposal in response to
general guidelines prepared by nmaofit professional associations, corporations and/or
private foundations with philanthropic intent.

A grant may contain one of the following budget items not found in a gift:

e Faculty release time

Salaries for faculty and/or students

Travel funds for profesonal development

Equipment purchases for specific projects

Development of academic programs, such as curriculum development, course materials,

and instructional laboratory improvement

e Student services that involve hiring staff, equipping resource ceatetsdetailed
assessment reports

e Human subjectsanimals

e Tuition waivers
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In determining whether grants are recorded as monies received by tbe @ffsponsored
Programs or th®ffice of Corporate and Foundation Relations, consideration must be given
to the philanthropic intent of the professional association, corporation, and/or private
foundation. Funding agencies do not always distinguish whether an award is a gift or a grant,
S0 caution must be exercised.

C. Contracts
The Office of Sponsored Pragns manages most contracts. A contract is a written
agreement that is primarily issued by government, state or private sponsors for a detailed
statement of work with specific deliverables (product or service) listed as part of the
agreement. Contractseategally binding to the institution and may require negotiation of
certain terms and conditions of the agreement.

72 Technology Transfer Office

At MSU, responsibility for moving technology into the private sector rests with ¢afriblogy
Transfer Office. The office manages intellectual propdhg inventions of MSU faculty, staff
and sometimes student$n accordance with federal law and the policies of the Montana Board
of Regents of Higher Education.

The Technology TransfeOffice assists faculty with the disclosure, patenting and licensing of
processes, products or creative works that may have commercial potential. It also seeks sponsored
research from private industry and helps outside users gain access to Univelitiesfarvices

and specialized equipment.

CAREER SERVICES

8.1 Career Servicesand Student Employment

In addition to hosting four career fairs annually, Career Services & Student Employment
coordi nmdmpusiomecruitingo for istedentssramdsfulliinegg e mp |l c
employment for sooto-be graduates, alumni, and employer partners. Using a portal product
(MyCatCareers.com for students and MyCatCareers.biz for employers), Career Services
facilitates the posting of jobs, internships,-eampusinterviews, and resume drops between

employer and employee candidates. Career Services also coordinates the yearly data collection to
measure MSU graduate outcomes.

KEY CONTACTS

9.1 The Office of Corporate and Foundation Relations
MSU Foundation
1501 South 1" Avenue
P.O. Box 172750
Bozeman, MT 59712750
Tel: (406) 9942522
Fax: (406) 9946081
tweller@montana.edu
Director: Traci M. Weller CFRE
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9.2 The Office of Sponsored Programs
MSU
P.O. Box 172470
309 MontanaHall
Bozeman, MT 59712470
Tel: (406) 9942381
Fax: (406) 9947951
research@montana.edu
Director: Sandy Sward

9.3 Technology Transfer Office
MSU
P.O. Box 172460
304 Montana Hall
Bozeman, MT 59712460
Tel: (406) 9947868
Fax: (406) 994152
tto@montana.edu
Director. Rebecca Mahurin, PhD

9.4 Career Services & Student Employment
MSU
125 Strand Union Building
P.O. Box 174180
Bozeman, MT 59714180
Tel: (406) 9944353
Fax: (406) 994488
careers@montana.edu
Director: Carina N. Beck, Ed.D

FREQUENTLY ASKED QUESTIONS

10.1 Where is the MSU Foundation?
The MSU Foundation and Alumni Center is located on the corner of Lincoln dhdvehue
directly across from the MSUiéidhouse. The address is 1501 South Atenue. The general
number to theMi'SU Foundation is 40894-2503. The fax number fahe MSU Foundation is
406-994-6081.

10.2 What type of assistance can | receive through the Office of Corporate and Foundation
Relations?

TheDirector of Corporate and dundationRelations can:

e Assist grant seekers in refining a list of poten@i&R funders.

e Make initial inquiries to foundation pgoam officers on behalf of thelkege/unit.

¢ Research additional information ontential funders.

e Assistthe grant seeketo establishappropriate timeline for developing and submitting a
proposal.

Review drafts of the proposal as time allows.

e Provide institutional data, required appendices and other materials for completing the

proposal.
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e Copy and submit your proposal to the funder and appropriate campus personnel.
e Monitor report deadlines and work with the grant seeker to ensure proper stewardship of the
grant.

10.3  Will the Office of Corporate and Foundation Relations write theproposal?

The Office of Corporate and Foundation Relations can provide examples of proposals for grant
seekers to review and will review drafts of proposals prior to submission. Typically, the
individual who will eventually lead the project will develdpgetproposal.

10.4  After submitting a proposal, how longwill it take for a response?

Depending on the funding agency it may take as little as a month to receive thésfuledesion
or as long a2-18 months.

10.5 What type of institutional materials will be sent with the proposal?
The submission package may include some of the following documents:

MSU documentghistory, mission statement, institutional data

Cover letter

IRS letter of determination of neprofit status and certificate of 5@)(3) status
Financial Audits

Annual budget

Board of Trustees list

Senior Staff list

CVs or resumes of faculty and staff involved in project

Required federal assurances

10.6  What are my responsibilities if the proposal is funded?

If your proposal isunded you will be designated as either the Project Director for corporate,
foundation or association grants or the Principal Investigator for federal grants. Your primary
responsibilitiesnclude

e Project Quality  Ensuring that all elements of the projace successfully completed.

e Fiscal Oversight Working with the appropriate accounting personnel manage the
budget and to ensure the timely submission of any required financial
reports.

¢ Dissemination Reporting to the fader the results of the project.

10.7 What is meant by stewardship?

Stewardship refers to a set of activities taken to ensure the appropriate recognition of the funder
and the appropriate use of the funds. Stewardship is both the last phase of securing a grant and the
first phase in devefgng the next funding request. We build a relationship with each funder,
whether or not we receive the funding requested.

If a proposal is not funded, th&irector of Corporate and FoundatiorlRtions will contact the
program officer to learn what factinfluenced the decision and will provide this information to
the proposal author. The proposal author will be asked to send a note to the program officer as

well.
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10.8

10.9

10.10

10.11

10.12

10.13

If the proposal is funded, tharesident and chief executive office of the MSU Foundatih
send a thank you letter acknowledging receipt of the grant on behalf of the institution. The
proposal author may be asked to send a note to the program officer as well.

What is the difference between Office of Corporate and Foundation Relation€CFR) and
the Office of Sponsored Programs (OSP)? What factors determine whether my funding
request is handled by CFR or OSP?

If you are applying for a federal or state grant, you would work with OSP. Similarly, if you are
applying for a grant from a fodation that requires funding reports (i.e., quarterly, semual,

and/or annual reports), in most situations, you would work with OSP. However, if you are asking
for a contribution or outright gift, you would work with CFR. Examples of these typestsf gif
include general support, endowment, seed money and project development. CFR and OSP
collaborate together and look forward to working with university faculty and researchers to
identify funding opportunities. It is the desire of both offices to bringtiatél financial support

to MSU by working together.

Are there foundations or corporations that | should not approach?

No. However, in some cases, MSU has a longstanding relationship with a particular foundation or
corporation and with others, a fodation or corporation may request that MSU coordinate all
requests centrally (through the central Office of Corporate and Foundation Relations). Therefore,
we request that you contact t@entral CFR Officeor your unit development professional prior

to contacting any foundations or corporations.

How can | determine whether someone else #SU is approaching the corporation or
foundation | hope to pursue for funding?

The Central Office ofCorporate and Foundation Relations maintains a CFR "pipeline” that lists
all the foundations we know of that are currently being approached by MSU. Feel émddot
the CFR officdor informaion and advice about the foundation you plan to approach.

How should | make contact with foundations and corporations?

All contact with either a foundation or corporation glibbe coordinated through thdfioe of
Corporate and Foundation Relatsand the college/unit development professional, ensuring
close communication and coordination.

How do | get started?

The first step is to clear your idea with your unit development professional. Once approved, then
corporate/foundation relatiorssaff can assist with seeking funding for your initiative.

| feel confident in my ability to prepare and submit a competitive grant proposal. Why must
| get approval from anyone before proceeding?

Your department chair ardeanare responsible foguiding their areas according to a strategic
plan. Sometimes a project is not right for the strategic direction of the department; sometimes the
timing is not right; sometimes another proposal is already in progress to the same funder you have
in mind. This approval process is designed to coordinate the geaking efforts of faculty and

staff.
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10.14 What assistance is available to me from the corporate/foundation relations office?

10.15

10.16

10.17

Preparing a grant proposal is a sizable undertaking, involving netaisd The role of the Office

of Corporate and Foundation Relations is to take some of the burden off the faculty or staff
person's shoulders, freeing him or her to devote as much time as possible to developing the idea
and writing the narrative. Here dsrough outline of the responsibilities of the project director, and

the assistance we can provide.

Project Director
Know current state of disciplinary research, activities

Conceive the project to fill a recognized need in the discipline

Decide which fading opportunities to pursue

Recruit workgroup to draft the proposal and run the project

Garner support, buin from colleagues and divisional head

Read the funderds guidelines and understand
Write the proposal narrative in conformanodhe funder guidelines

If funded, spend the money in accordance with the budget approved by the funder

If funded, write interim and final reports per the report schedule established by funder

Corporate Foundation Relations

o Develop a list of potentidgunders for the project and/or advise grae¢kes how to research
for possible funders.

Advise on strategy and process

Re ad t hsguidelinesdrdruriderstand them thoroughly

Suggest proposal preparation timeline based on our experience witledisioél proposals
Provide institutional information and documents

Review proposal narrative, format, edit and suggest revisions

Assist with preparation of project budget

Ensure all items requested by the funder are assembled in final proposal package
Assist/coordinate electronic or paper submission

Track dates for submission, notification, receipt of funds, reports

If funded, assist with project reports to funder

Is there a fee for this assistance? Does the corporate/foundation relations offitake a
percentage of any grants awarded?

The MSU Foundation assesses a one time 5% fee on all gifts received. This fee assists in
providing all services offered by the MSU Foundation (annual fund, corporate and foundation
relations, gift planningaccainting, stewardshiggtc).

What is meant by a "match?"

Sometimes as a condition of receiving a grant, a funder requires the applicant to provide or raise
cash or iAkind goods and services for the project. The match is often expressed as & ratlo

match means the applicant must provide or raise an amount equal to the amount requested of the
funder. Another term used that is synonymous is cost sharing.

What are in-kind goods and services?

In-kind good and services are items of vaiewhich an organization would have to pay cash if
it were necessary to purchase them:kilrd goods and services can often be used to fulfill a
match requirement. For example, if a colleague who has expertise in program assessment agrees
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to assess youwroject without expecting payment, the value of those services could be considered
an inkind contribution.

10.18 What happens to the money when a grant is awarded?

The program director is authorized by our grants accountants to spend from accailishedt
for them in accordance with the budget approved by the funder.

1019 What are foundation giving programs supporting in higher education?

Every foundation is unique, yet some generalizations can be made about giving patterns. The
overall trendin giving to higher education is to support projects that will benefit more than just
the home institution, and not to support programs that should be funded by an institution
internally. Foundations often want to know that an institution will suppomopgsed project
before committing additional resources to it. Many foundations are looking for projects that have
one or more of the following characteristics: mirstitutional collaboration; interdisciplinary
programs; collegeommunity partnerships,ften in conjunction with local or regional -K2
schools; creative and economical uses of technology for teaching and learning; service to
underserved populationdyative American tribal colleges, and community colleges; higher
education for noittraditional students. Many foundationdo not support building projects or
endowments (e.g., scholarship funds).

10.20 What criteria do foundations giving programs use when deciding what projects and
institutions to fund?

All funders want their donations to ma&esignificant impact on society, a geographic region, or

a discipline. Be sure to read the foundation giving guidelines on the funder's webpage or in its
annual report; often the guidelines will be very specific about what they're looking for in a
propos& When framing your presentation to the funder, keep the following questions in mind:

e What is the issue to be addressed? Put it in a larger context (global, regional, national,
societal) than just the project itself; will it move the field forward, addmesparticular
problem, is the timing propitious, etc.?

e Why is MSU the ideal place to address it?

¢ What will have changed by the end of the project?

¢ How will you accomplish those changes?

¢ What do you need (time, money, facilities, people) to do it?

¢ Howwill you gauge your success?

e Why are you sending this particular proposal to this particular funder? Can you make any

special appeal to this particular source?
10.21 How long does it take to get foundation funding?

This varies, but it is usually amg process, months rather than weeks. Funding decisions are
often made by boards of directors that meet infrequently and need to receive material at least one

month prior to a meeting. Be sure to contact
chair, dean, and the Office of Corporate and Foundation Relations well in advance of your need
for funding.
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Appendix 1
Corporate and Foundation Funding Flow Chz

CORPORATE AND FOUNDATION FUNDING FLOW CHART

(Adaptedirom the MSU Office of Sponsored Programs

WHERE DO | GO?

START HERE
¢

Are you seekindunds from a state, federal or county agency (N¢
DOE, DOD, Montana State Department of Agriculture, etc.)?

¢

Does the proposal involve a contract?

Does the agency sponsor
Return benefit or dverable expected by agency?
Obligated MSU financial commitment or liability?

¢

If your proposal does not meet any of the criteria listed abow:
(typically fallefa) pleasecantact thenMS
Foundation for assistance. The MSU Foundatieersees
philanthropic requests to corporations, corporate and private

foundations, and individuals.

YES

A

YES
(to any of
these)

A

YES

Contact the Office of Sponsored Programs.

Contact the Office of Sponsored Programs.

Contact the MSU Foundation.

HOW DO | SUBMIT A PROPOSAL?

Did you consultwith College/Unit Development Professional pric
to contacting any foundation or corporation with intent to solic
funds?

YESiT PROCEED
¢
I f clearance is received,
development professional regarding development of the letter
inquiry?
YESiT PROCEED
¢

Did you senda copy of the final Letter of Inquiry or proposal to tt
MSU Foundation Office of Corporate and Foundation Relation

YEST PROCEED

C
Have you contacted the unité
the overall content and structure of the proposal (please allo
adequate time for revieivat least 1 week)?

YESi PROCEED
¢
Did you receive a copy of the proposal that was submitted by 1
Office of Corporate and Foundation Relations?
YEST PROCEED
¢

Did you send cpy of award/decline letter to the Office of
Corporate and Foundation Relations?

NO
A

NO

NO

NO
A

Clearance may be denied in order to avoid multiple u
coordinated solicitations of the same granting
organizations.

Consult with the College/Unit Development Professior
before proceeding.

Before proceeding, please send a copy of all
correspondence to MSU Foundation Office of Corpore
and Foundation Relations.

Consult with the College/Unit Development Professior
before preeeding.

Contact the Office of Corporate and Foundation Relatit
to acquire a copy.

Please send a copy of the award/decline letter to the h
Foundation.

For additional information contact: The Of&of Sponsored Programs at 99381 or the Office ofCorporate and Foundation
Relations at 994€522. Entities operating under the auspices of MSU should keep in mind whether working with the Office of the
VP for Research or the MSU Foundation, a proposal submission form is required for all outgoing [sropasy kind to any

funding source.
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Appendix2
Sample Proposal RFI Eme

SAMPLE PROPOSAL RFI EMAIL

TheXYZ Foundation, wunder its AEducation Fundo wil/ be acceptin

Below is specific information regarding the submission deadlines and funding priolfityesi are interested in
submitting a proposal, please email-pdge project description to the MSU Foundation Office of Corporate and
Foundation Relations (tweller@montana.edu) by [DATE].

All interested applicants are encouraged to applgwever,in the event that only one application can be forwarded
to the foundation by an organization, and we receive competing proposals, the Provost will then determine which
proposal will be forwarded to the XYZ Foundation.

Name of Foundatian XYZ Foundation

Application Details Additional information about the program and guidelines can be found on the
Foundati omdvexyawegb si t e (

Funding priorities BusinessScience & Technology; Native American; Higher Education
(Education Fund)

Key Deadlines
RFI Due Date to CFR Office: [DATE]

Application Deadline: [DATE]

Thank you,

Traci M. Weller, CFRE

Director of Corporate and Foundation &&ns
Montana State Universitiyoundation

1501 South 11th Avenue

Bozeman, MT59717

(406) 9942522

(406) 5794057 Cell

CONFIDENTIALITY
This email (including any attachments) may contain confidential, proprietary and privileged information, and zedudfemlosure or use is prohibited.
If you received this email in error, please notify the sender and delete this email from your Systeiyou.
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