The Archstone Foundation

Elder Abuse and Neglect Initiative

Frequently Asked Questions

· What are the formatting requirements for the proposal?

The proposal should be 10 pages, typed using 12-point, Times New Roman font.  Format each page single space with 1-inch margins on 8 ½ by 11 inch white paper.  

· Please explain what you mean by writing the proposal narrative in third person?
Please frame your narrative in the third person instead of in first person.  For example, please use statements such as, “The primary mission of the project will be to establish a Multidisciplinary Team (MDT) for cases of financial elder abuse,” and not, “We intend to establish a Multidisciplinary Team for cases of financial elder abuse.”
· How many CD-ROMs need to be submitted along with the 6 copies of the full proposal?

One CD-ROM or one diskette should be submitted along with 6 hard copies of the full proposal. 

· Regarding the coversheet, do both the Executive Director and Board President need to sign, or can only one of them sign the coversheet?

Both signatures are required on the coversheet.  

· Can the full proposal include the same narrative as the Letter of Inquiry (LOI)?

The Letter of Intent was limited to 6 double-spaced pages, and there were many questions missing in the LOI that are included in the full proposal request.  The Foundation does encourage adding more detail in the full proposal in order to fully articulate the vision of the project to the External Review Committee.  For example, clarity is needed regarding the need for the project specific to the community where the project will be implemented, the assessment and evaluation plan, the possibilities regarding dissemination of the work, and the future sustainability of the program. 

· How do you envision the timeline within the narrative?

Please create a chart or spreadsheet (e.g., Excel) that includes a list of activities as broken down into categories by quarter.

· Will there be an opportunity to get feedback regarding the review of our Letter of Intent?

Yes, feedback from the External Review Committee will be provided during the project site visits or during the conference calls that will occur with each project during the months of August and September.  

· Can letters of support be used in place of MOUs when there are several agencies involved?

Letters of Support can be submitted in lieu of Memoranda of Understanding, as long as the scope of work and relationships are defined.  MOUs will be required as a deliverable of the grant implementation.  
· How specific do we need to be in describing a proposed Multidisciplinary Team (MDT) structure?

Please be as specific as possible in order to provide the External Review Committee a better understanding of what is being proposed.  For example, provide details on who the collaborating partners will be, how often the team will meet, who will present cases at the meetings, what the meeting structure will be, and what specific areas the team plans to focus on (financial abuse, physical abuse, neglect, etc.).

· We are applying under the Multidisciplinary Team (MDT) Development category.  For the full proposal, do we need MOUs from the proposed MDT members if the planning process includes the development of specific partners, their roles and developing the MOUs?  

For MDT development, letters of support can be submitted in lieu of Memoranda of Understanding (MOUs), as long as the scope of work and relationships are clearly defined and articulated in the letters.  MOUs will be required as a deliverable during the implementation of the grant.  

· What kinds of letters of support are needed: general support letters for the proposed planning grant or an actual letter stating that the agency, individual or organization will support the MDT with their involvement and services?

Please provide letters of support that specify what agency, individual, or organization will be involved in the team and what their role on the team will be.  

· If part of the planning process is to develop the structure of an MDT based on the need and assessment of the community and members during the proposed planning activities, how do we address outlining a specific work plan?

Within the proposed planning phase, please describe in as much detail as possible the planning process you are envisioning: what data will be collected, how priorities will be set, who will participate in the planning stages, and what the timeline for implementation will be.  Please also include measurable objectives that address each of the planning activities.  For example, if you intend to hold focus groups to poll community partners on their needs, please specify how many focus groups will be held, what the intended outcomes of those meetings will be, when the meetings will occur, and how many participants will be included in each focus group.

· On the budget template, the two far right columns indicate "Year One" and "Year Two."  However, the heading of the document asks us to list the "duration of program."  Should we indicate "two years" since in all the Planning and Implementation phases will compose two years?

Yes, please indicate a two-year project period in the heading of the budget template.  

· When doing the budget, is it acceptable to leave positions marked as "To Be Named” (TBN) if we have not yet identified someone for a position?

Yes.  However, if a position is labeled TBN, please specify the position title, role, and include a descriptive narrative that outlines the qualifications, scope of work, and job duties for the position.  

· In terms of the budget, are there items that are not allowed?

The Archstone Foundation will not consider support of:

1. Organizations without 501(c)(3) designation or individuals; 
2. Biomedical research; 
3. Capital expenditures, "bricks and mortar" or building campaigns; and 
4. Endowments or fundraising events
· Does the budget have to remain the same as the one included with the Letter of Intent?

Yes, please keep the requested amount the same as submitted with the Letter of Intent.  However, the Foundation is permitting up to $3,000 in additional funding to send two representatives of the project to the required grantee convenings.  These additional funds are to cover travel, food and lodging.  The Foundation will also permit line-item modifications from the Letter of Intent budget, but requests notification and a detailed explanation in the budget narrative.  The addition of the $3,000 for grantee convening will change your total amount requested by $3,300 once the calculation of 10% indirect costs is added.  
· Would you please explain the learning laboratory/grantee convening concept?

The Foundation envisions that the grantee convenings will evolve as the projects that are awarded funding are selected.  There will be three grant convenings; one at approximately three to six months, one at the end of Year One, and one at the completion of the project at the end of Year Two.  Meetings will give all organizations involved in the initiative an opportunity to share successes, challenges, information, and receive technical assistance.

· Once a grant is awarded is it allowable to move funds from one category to another? Is permission required to do this? Some funding agencies permit transfer of up to 10% of funds between fund categories.

If a fund transfer is anticipated, please submit in writing to the Foundation the proposed budget modification prior to its implementation.  The Foundation will then review the request and notify the grantee of the status of the requested modification.  Generally, the Foundation is flexible in accommodating fund transfers.  
· May we submit attachments other than those mentioned in the Full Proposal Requirements as reference material?

Yes, but please keep in mind that all attachments must be relevant, practical and directly pertain to the proposed project.

· Please further clarify the list of grants required mentioned under Attachments, #C.  Is it solely for this project or for the institution in general or for the Principle Investigator on the project?

Please provide a list of all grants the organization received related to aging services over the past two years and any pending applications by source of funding. 
Questions added following the August 19, 2005 Bidder’s Conference:

· Should the timeline be part of the 10-page proposal narrative?  

If the timeline is extensive it may be included as an additional attachment. If a timeline is included as an attachment, please state where it may be found in the attachment section.

· The website has two different coversheet pages.  Which one do we use for the Full Proposal? 

Please use the coversheet that is found on the homepage under Archstone News “Elder Abuse & Neglect Initiative.”  Click on the link and scroll to the bottom of the page to download the template.

· What do you mean by sustainability?  Please provide an example of sustainability for each category (e.g., Education, MDT, and Innovative Projects).

The following are examples of ways that indicate plans for sustaining the project beyond the grant period:

Education – The curriculum that is developed during the grant is adopted as a requirement within the college course outline.

MDT – The value of working together leads to a new mode of business that does not require ongoing outside funding.

Innovative Projects – Ways to earn revenue to support project activities are incorporated into the regular operation of the project (e.g., billing for services).

· Where do we place the line-item “grantee convening” in the budget template? 

The line-item should be placed under direct operating expenses.  The budget template, which may be found on the homepage, has been updated to include this line-item since it will be a requirement of all funded projects.

· Should we send a cover letter with the full proposal? 

A cover letter is not required.   The application coversheet should be the first page of the full proposal.
· What citation format should be used? 

If citations are being used in the full proposal, please use APA format.  APA format does not use footnotes, but a bibliography.  For more information about APA style please visit the following link: www.apastyle.org.  
· Do you want a list of the attachments provided?  

A list of enclosed attachments would be helpful.  Please be sure to order them as requested (see full proposal requirements).  If additional attachments are enclosed, please enclose them in the list of attachments.
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