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CAP Grants / Grant Writing Advice

WHAT IS A GRANT? 

A grant is money given, usually through a competitive 
application process.  

Funders can be government entities, and public or private 
foundations.  

Program/project grants are the most common type of grant. 

Program/project grants specify that funding may only be used 
to support the program or project referenced in your proposal. 

“Fellowships” generally refer to funds given with no attached 
project. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 



ABOUT GRANTS in GENERAL
Every grant program is different. Each has it’s own: 
• Definition of what is funded.  
•  Goals, mission, criteria. 
•  Eligibility requirements.  
•  Application format, length, and level of difficulty. 
•  Availability for you to ask questions. 
•  Financial and record keeping requirements.  
•  Funder acknowledgement requirements. 
•  Contracts and agreements. 
•  Final and/or interim reporting requirements. 
•  Time limit for project occurrence.
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You may (or may not) be asked for:  
• Artist statement, Bio, Resume / Organization Mission. 
• Brief summary of project. 
• Detailed description of your project (who, what, when, where, why).  
• Background and qualifications of artists and/or organizers.            
• Community impact and outcomes. (What fabulous things will 

happen?)  
• Budget: expenses and expected income.  
• Your expected and/or targeted audience (numbers, demographics) 
• A timeline (straightforward outline of activities) 
• How you will you advertise, get the word out? 
• Letter of support or confirmation from partner organizations.  
• Work Sample. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

PREPARATION FOR WRITING GRANTS

CAP GRANT TIMELINES
• Guidelines & applications are posted. 
• Publicity, outreach, workshops, and draft reviews.  
• Deadline.  
• Panel selection and orientation. 
• Requests and information are sent to panel. 
• Panel meets, discusses, and scores requests. 
• Funding decisions are made. 
• Notification to applicants. 
• Contract & agreements signed (W9 forms from individuals). 
• Checks mailed.  
• Grantee follows requirements such as acknowledgement.  
• Final Reporting.  

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 



CAP 2024 Grants



Funded projects must have at their core an activity that is 
fundamentally arts related and in-line with art forms 
funded by NYSCA (visual art exhibitions, public art, 
performances of theatre, music, dance; poetry, fiction or 
creative non-fiction readings; film screenings, and the like.) 
as opposed to an activity the outcome of which is primarily 
rehabilitative, spiritual or religious, educational, therapeutic, 
or recreational.

WHAT TYPE OF ART DOES NYSCA FUND? 









GRANT WRITING ADVICE

It’s a  
competition 

 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

GRANT WRITING ADVICE

A Common Myth:  
 

“If my request fits the 
guidelines, I’ll get 

funded.”   

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 



HOW DO CAP PANELS MAKE DECISIONS?
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

• Panel meets for discussion. 
• Panelists complete rating sheet after the meeting. 
• Staff compiles the ratings and makes funding 

recommendations based on ratings AND each 
request’s budget.  

• Recommendations are sent back to panelists for 
approval.  

SAMPLE CRITERIA (GAP Grant)
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 



SAMPLE CRITERIA (Artist in Comm Grant)
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 



• Read the guidelines carefully. 
• Take note of the criteria.  
• Read the entire application before starting to fill it out. 
• Follow directions EXACTLY - Do not improvise. 
• Read and answer each question carefully.    
• Leave yourself plenty of time.  

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
GRANT WRITING ADVICE

• Keep your narrative clear and factual.  
• Avoid abstract or academic language. 
• Start with the who, what, where, when and why 
• Use full sentences.   
• Don’t exaggerate.  
• Have someone proof for grammar, clarity, 

completeness.  
• Presentation counts.  
• Read it out loud.  
• Take advantage of CAP’s draft review.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
GRANT WRITING ADVICE



• Panelists are human.  
• They may be reading 40 plus 

requests.  
• Prioritize clarity.  
• Don’t assume the panel 

knows who you are, or has 
knowledge of your references 
(organizations. people, 
events.) Provide this 
information.  

You want the panelists to think: 
  

“I really want to go to that event!” 
or  

“Wow, how exciting!” 

It’s okay to convey your own  
excitement or enthusiasm. 



• Lack of clarity: After reading the narrative, the panelist still has no idea what 
your project is.  

• Sloppy writing: If you don’t take your time with the writing, panelists assume 
you won’t take your time/do your due diligence for your project/initiative.  

• Irrelevant writing: Responses that don’t answer the question (questions are 
asked for a reason, e.g. they are often part of the evaluation or rating 
process).  

• Ineligible: Didn’t follow the guidelines/isn’t eligible. 

• Budget doesn’t balance: (math is wrong).  

 

COMMON MISTAKES
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

NARRATIVE and BUDGET MATCH
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Your written narrative and your budget provide the 
same information in two different ways.  

A cost included in the budget should be mentioned in 
the narrative. A cost mentioned in the narrative should 
be listed in the budget.    

NARRATIVE                BUDGET ITEM 
The concert will include 15 musicians   15 @ $100/ea = $1,500 



• Write a clear, concise, detailed description of your project.  
(dates, times, location, content)  

• Provide names and tell us about the qualifications and 
experience of your proposed artistic personnel. (The caliber 
of the artistic personnel is a major consideration for the 
panel.) 

• Describe and name the administrators of the project and 
their qualifications to administer.  

• Describe the size of your expected audience, and & 
audience make-up. Comment on community interest in your 
proposed project, and community benefit. 

• How will you advertise your event(s)?  
• Address your need for these funds.

Questions from CAP’s “GAP” grant
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Johnstown is a town that lost its industrial base twenty years ago, and suffered 
serious economic decline from which is never fully recovered. Not only has the 
town seen a loss of shops and municipal services, it has also lost population. In 
the 1970 census, Johnstown was listed as having over 30,000 people living 
within its town limits.  Today, we have fewer than 22,000 people. 
  

We have been presenting an important chamber music series in Johnstown since 
1991, and regularly receive very positive press reviews for our efforts. Our 
exciting concerts are presented in the town’s high school auditorium and are 
sometimes attended by over 50 people. Our ten musicians are drawn from the 
faculty of the local junior college, which was founded in 1982 and has several 
professional and technical degree programs.  We perform a variety of music, 
from chamber to the moderns, and vary the ensemble to include trios, quartets 
and the full chamber orchestra.  
  
We are proud of our ability to publicize our concerts widely, including 
newspaper ad, local radio spots and a mailer to our membership. We hope the 
panel recognizes our significant accomplishments in this relatively poor 
community, and fully supports our request this year. 

SAMPLE not-so-great NARRATIVE
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 



After Submission
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

PROJECT INCOME
 

Provide Breakdown Below  B. TOTALINCOME

Admissions   $850
Membership, Dues    
Workshops, Sales    
Contributions 
Individual

  $250

Contributions 
Corporate 

  $250

Other Grants 
(not DEC)

   

Other (explain)    
  TOTAL $1,250

PROJECT EXPENSES Provide Breakdown Below
 

A. TOTAL EXPENSES

Artistic Personnel            5 x 3 x 100 $1,500
Technical Personnel    
Space Rental   $500
Equip. Rental
Supplies 

Music Stands $350

Travel   $75
Advertising
Promotion 

   

Remaining Operating 
Expenses (itemize)

Rental Scores, recording space $550

  TOTAL $2,975

Why the narrative is not-so-great
The panel is left with too many questions. They would be 
unable to rate this request against the grant’s criteria. 
• How many concerts a year? Two? Ten?   
• When are the concerts? Weekends? Afternoons? Nights?  
• Where are the concerts? Is the location accessible?  
• Are the concerts scheduled yet?  
• What is the content of each concert?   
• Is there an admission fee?  
• Are these professional musicians? (It says they are faculty but are they music faculty?) 

The narrative just says “We.” Who are they?  
• They says concerts are sometimes attended by 50 people. We wonder about the rest 

of the time.   
• Who is the audience? Is it community members or students/fellow faculty from the 

college? (Without this information, the panel can’t determine whether the audience is 
from the County the grant is serving.)   

• No social media?  It mentions a mailer to membership? How many/who is that?  They 
may not be doing a great job getting the word out. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 



Why the budget is not-so-great
Not only are there too many questions, but the costs 
mentioned in the budget are not explained in the narrative 
or in the “budget breakdown” column.  

• What is 5 x 3 x 100? Five concerts, three people each? Or three concerts. 
The narrative mentioned 10 musicians…  

• Why do they need to buy music stands? What have they done in the past?  
• What is the space rental for? The narrative didn’t explain that.  
• Who is the $75 travel fee for?   
• What is recording space? Are they recording the concert? Is it for public 

access or just their own archive? (Because the latter wouldn’t be fundable.)  
• Apparently, they are charging admission. How did they end up with $850. 50 

people at $17 each? Any sliding scale?  
• Also, the income adds up incorrectly.   

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

GREATLY IMPROVED
The Johnstown Arts Group has been presenting chamber music concerts in 
Johnstown since 2015. Our 10 current musicians are drawn from the music faculty 
of the local Johnstown Junior College. (See attachment for a brief paragraph about 
each musician).  

“JAG” performs a variety of music for community performances, from the classics 
to the moderns, and varies the ensemble to include trios, quartets, and the full 
group. Many of us play multiple instruments and the ensembles include string, 
woodwind, brass, and percussion. We enjoy making music together, and 
discovering new composers. Our mission is to share the music and our love for the 
music with the local community.  

The board of directors is made up of five of the musicians in the group that meet 8 
times a year and perform all tasks associated with the logistics of the concerts.   

We have three concerts scheduled for 2022. The first will be on Sunday, February 
9th at 2pm and will feature a quartet a piece by a New Mexico composer duo, 
Momoko Dern and Darnell Bean. Their music is a fusion of classical and jazz, and 
is very exciting and challenging to play.  

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 



The second concert will be in May and will feature the full chamber group (8 
musicians). The last concert will be in October and will feature a trio. We do not 
yet know the program for the second and third concert, although we are thinking of 
one concert featuring segments of each JAG member’s favorite ensemble piece, 
and one concert of Aaron Copeland work that will celebrate (and invite) our local 
service workers.  

Each concert will be on a Sunday and will start at 2pm. All will be held at the High 
School auditorium, a location that locals feel comfortable coming to, and has ample 
parking. We advertise the concert as free with a suggested donation of $5 (or more). 
Our intention is to increase the size of our audience, and also gain income of at 
least $225 per concert. We find that the best time to ask for donations during 
applause and we have our musicians at the exits with empty drums for donations. 

Attendance at these concerts in the past has not been wonderful, although we have 
an enthusiastic core of followers. With the requested grant funds, along with new 
ideas and innovations, we would like to increase our audience size and visibility in 
the community. Our goal is to increase attendance from about 25 per concert to at 
least 75. 

  

We will make a strong effort to interest families. One way to do this will be to work 
with our local library, especially Jean Morrow (Youth Services and Community 
Engagement) to spread the word. Jean has also invited our group to be featured in a 
family event, where we show families and children our instruments and how they 
work! We will also invite these audiences to our concerts. We believe that these 
individual invites are a great way to gain fans and spread the word.  

For 2022, we plan on beginning each concert with entertaining and interesting 
information about the composers and the work we will perform. We’ll tell them 
what styles to look for as we play and signal them when that occurs. JAG members 
will encourage audience members to stay after the concert to chat and we plan on 
live Zooming with the composers!  

We would like part of the grant funds to help with the cost of publicity so that we 
can get the word out more effectively. We currently send out a mailer to our 
membership (150 people) and utilize whatever free publicity the local newspapers 
offer. This year we would also like to create a website for the group, gather more 
names for our mailings, print and distribute posters, put out road signage to inform 
everyone who drives through Johnston on Route 78 to visit our website (everyone in 
town will see those signs!), send an e-blast using the college’s listserve and pay for 
three print ads in the Johnstown paper (one before each concert). We will also boost 
Facebook events, and start using instagram.  



We would also like to pay the musicians $100 each for each performance. In the past 
we have only been able to pay $25 each. We pay a minimal fee of $50 per concert to the 
High School for a custodian ($150). We have recorded our concerts in the past, but have 
not shared the resulting videos. This year we would like to pay local filmmaker David 
Schmidt $200 per concert to both record and do some light editing.($600). We post the 
edited videos on our new website.

PROJECT INCOME
 

Provide Breakdown Below  B. TOTAL INCOME

Admissions Donations at three concerts $675
Membership, Dues    
Workshops, Sales    
Contributions Ind Donations from Audience Members $250
Contributions Business  Johnston Bank Contribution $500

Other Grants    

Other (explain)    
  TOTAL $1,425

PROJECT EXPENSES Provide Breakdown Below
 

A. TOTAL 
EXPENSES

Artistic Personnel            1st concert: 4 musicians / 2nd: 8 musicians / 
3rd: 3 musicians. Total 15 @ $100 each

$1,500

Technical Personnel    
Space Rental Custodian for three concerts @ $50 each $150
Equip. Rental
Supplies 
Travel  
Advertising
Promotion 

3 display ads @200 each ($600)  / postcard 
printing $45, mailing $144, 100 posters $40

$829

Remaining Operating 
Expenses (itemize)

Recording and editing $600

  TOTAL $3,079



MOVING FORWARD
• A “no” is not necessarily a never 
• Ask for advice and feedback

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 


