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Grantmakers of Western Pennsylvania Common Grant Application Format 
 
A. WRITE A COVER LETTER 
 
10 July 2012 
  
Carnegie Library of Pittsburgh 
4400 Forbes Avenue 
Pittsburgh PA 15213 
  
  
Dear Richard King Mellon Foundation, 
  
We humbly submit for your consideration, a proposal for an operational funding grant for our 
Let’s Speak English program. This program creates a safe and welcoming environment for adult 
non-native English speakers to practice and improve their English conversational skills. 
  
By bolstering confidence and competence in English language communication, we are fostering 
independent learning skills in the hope that they will continue the lifelong learning that brought 
them to the program in the first place. Along with the educational benefits comes civic and 
community enrichment that occurs once these speakers are interacting with their neighbors in 
conversation. We are also using this program to increase awareness and use of library services 
and resources by the immigrant community who may not be aware of their ability to use them. 
  
We are requesting one thousand dollars for continued operational funding of the Let’s Speak 
English program. We have been running this program as a pilot with some very dedicated 
volunteers, but it has been so successful that we need to make it an official program. 
  
  
If you have any questions, please contact Alexis Stapp, Outreach Librarian at 412-622-3114 or 
alexis.stapp@clpgh.org. 
 
Signatures: 
  
____________________________   ____________ 
Chair, Board of Trustees     Date 
  
____________________________   ____________ 
President and Director     Date 
 
 
 
 
 
 
 
 
 
 
 
 



B. COMPLETE THE COMMON GRANT APPLICATION FORMAT COVER SHEET 
 
Date of Application: 10 July 2011 
Legal Name of Organization: Carnegie Library of Pittsburgh 
Year Founded: 1895   Current Annual Operating Budget: $23,926,662 
Executive Director: Mary Frances Cooper  Email: mary.cooper@clpgh.org 
Contact Person/Title (if different from Executive Director): Alexis Stapp/Outreach Librarian 
Address (principal/administrative office): 4400 Forbes Avenue 
City: Pittsburgh State: PA Zip: 15213 
Phone: 412-622-3114 
Website: www.carnegielibrary.org 
Project Name: Let’s Speak English 
Purpose: To create a safe and welcoming environment for adult non-native English speaker to 
practice and improve their English conversational skills. 
Amount Requested: $1,000    Total Project Cost: $1,000 
Project Goals: To provide adult non-native English speakers with a comfortable, low-pressure, 
and safe atmosphere in which to practice conversational English with other non-native 
speakers.  This includes: educating the participants in the CLP’s services and resources, 
increasing participants’ awareness of other ESL and immigrant resources in the Pittsburgh area, 
and creating an enjoyable social setting and encouraging independent learning skills.  
Beginning and Ending Dates of the Project: Ongoing 
Geographic Area to be Served: City of Pittsburgh, Allegheny County, Pennsylvania 
  
I CERTIFY, TO THE BEST OF MY KNOWLEDGE, THAT: 
1. The tax-exempt status of this Organization is still in effect, 
2. This Organization does not support or engage in any terrorist activity, and 
3. If a grant is awarded to this Organization, the proceeds of that grant will not be distributed to 
or used to benefit any organization or individual supporting or engaged in terrorism, or used for 
any other unlawful purpose. 
  
Signatures: 
  
____________________________   ____________ 
Chair, Board of Trustees     Date 
  
____________________________   ____________ 
President and Director     Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



C. WRITE AN EXECUTIVE SUMMARY OF THE PROGRAM 
 
The Carnegie Library of Pittsburgh (CLP) is a 501(c)(3) organization, founded in 1895 

with the completion of CLP’s first building with funds supplied by Andrew Carnegie.  From the 
small beginnings of the Main library, we have grown to a system encompassing 19 
neighborhood locations that served over 2 million visitors in 2010.  As a public trust, CLP 
embraces its role of providing free and open access to information to inspire the public to 
engage in lifelong learning.  The core strengths of the library are information access, collection 
& preservation, and children & youth services. 

In our pursuit of encouraging lifelong learning, we have recognized the changing 
demographics of our service area.  According to the U.S. Census, 8.4% of Pittsburgh’s 
population speaks a language other than English at home, with 28.1% of that number or 6,841 
people self-reporting as speaking English “less than very well.”  This can be felt in the large 
influx of international residents in the Oakland and Squirrel Hill neighborhoods, where two of the 
city’s major universities are located.  CLP has committed to meeting the needs of these growing 
populations and one of the ways we have done that is through programming to create an 
inclusive and welcoming environment for these patrons.  To that end, we began a pilot run of 
Let’s Speak English, which is a conversation group led by native English-speaking volunteers 
designed to provide non-native English speaking adults with opportunities to practice speaking 
and listening skills in an atmosphere of trust, fun, and encouragement.  The benefits of the 
program are many, not least of which is giving recent immigrants and international residents the 
chance to improve conversational English, which in turn benefits their English literacy skills in 
reading and writing.  It also enriches our community by providing a place for neighbors to 
interact with each other.   

As the program has progressed during the pilot phase, we have realized there is a need 
for further development.  We have developed some objectives and strategies to better prepare 
the volunteer facilitators to continue the excellent work they have been doing, as well as provide 
them with necessary supplies and resources.  This will come in the form of an 8-hour volunteer 
facilitator training program led by our collaborative partner, The Greater Pittsburgh Literacy 
Council; the purchase of supplies including print materials, maps, and art supplies; and the 
creation of a Resource Guide covering everything from activity ideas for use during meetings to 
information on ESL resources in Pittsburgh.   

Training is a key objective for the development of this program into something more 
long-term.  Most of our volunteer facilitators often have no prior teaching or facilitation 
experience and training will provide them with necessary skills in these areas, including 
facilitation skills, classroom management techniques, and working with the specialized 
population of non-native speakers.  The addition of supplies and resources will provide much-
needed support materials to the facilitators and the attendees.  Altogether these activities 
should take no more than one and a half months to complete, including purchase of supplies, 
creation of the Resource Guide, and execution and completion of the training program.   

We believe that this program brings a necessary service to the international members of 
our community and is not one provided elsewhere.  The total cost for further development of the 
Let’s Speak English program is $1,000.  Your investment of $1,000 will allow us to complete the 
development of this program and we are excited about the prospect of partnering with you.  
Thank you for your consideration of our request. 
 
 
 
 
 
 



D. WRITE A NARRATIVE 
 
1. Organizational Information. 
 

Carnegie Library of Pittsburgh’s mission is to engage the community in literacy and 
learning.  We strive to inspire respect and responsibility in the citizens of the city of Pittsburgh 
and the larger Allegheny County region for lifelong learning, citizenship, and civic participation.  

Carnegie Library of Pittsburgh, known hereafter as CLP, was established as a public 
trust in 1895. CLP serves Allegheny County by providing invaluable resources, programs, 
classes and training opportunities that engage the community in literacy and lifelong learning. In 
February of 1890 Andrew Carnegie made an offer of “no less than $1 million” to construct a 
large building combining reference and circulating libraries, as well as branch libraries.  
Construction on the Central Library (CLP Main) was completed in 1895.  By 1905 six branches 
had opened.  CLP had many of the firsts for libraries: the training class for children’s librarians in 
1900; the first “browsing room” in a large city library in 1938; an organized children’s department 
in 1899 at the Main Library; and the first children’s storytime in 1899.   

In the 122 years since Andrew Carnegie made his initial offer, CLP has accomplished 
many things and simultaneously contributed to the education and enjoyment of Pittsburgh.  One 
of the ways we meet these goals in our community is through our programming.  In 2010 we 
offered over 8,000 programs to the community, both in-house and in outreach (CLP Annual 
Report 2010).  In 2008 we had over 175,701 participants in all of our programs (CLP Annual 
Report 2008).    

Currently, as part of our goal of lifelong learning, CLP offers the public a chance to 
participate in foreign language conversations and way to connect to the international 
community.   These conversations are a means for people who are learning another language 
to immerse themselves in language within a safe, comfortable and educational environment.  
There are conversation groups for Spanish, French, German, Chinese, Japanese and Korean.  
In 2008, 1,400 people participated in these language clubs (CLP Annual Report 2008).  There is 
a conversation group for native English speakers as well, Conversation Salon, for people who 
want to discuss topics they consider current and meaningful.  Conversation Salon is a way for 
the participants to connect with their community and contribute to it.  
 
2. Purpose of Grant. 
 
i. Problem and Need 

 
In Pittsburgh, 8.4% of the population speaks a language other than English at home.  

28.1% of that number, or 6,841 people, report speaking English “less than very well” (U.S. 
Census Bureau 2010).  That’s just the number of permanent residents reporting information to 
the U.S. Census Bureau in 2010 and doesn’t reflect the number of transient or non-reporting 
households, which could bump the number up significantly higher.  For a glimpse of these 
numbers, we can look at the total international student enrollment for Fall 2011 at the University 
of Pittsburgh and Carnegie Mellon University combined, which stands at 6,335 (University of 
Pittsburgh Fact Book 2012 & Carnegie Mellon University Factbook 2012).  This represents a 
large number of people living in Pittsburgh who do not speak English as their first language, and 
many of these report speaking English not well.  While the particulars are unknown, this can be 
seen to represent a lack of skills, knowledge or confidence.   

The East End neighborhoods in particular seem to be a haven for recent immigrants to 
Pittsburgh.  According to “Pittsburgh’s Gateway Communities” (Andrews, 2003), as of the 2000 
Census, Squirrel Hill and Shadyside had over 2,000 foreign residents each, and the East End 
neighborhoods are home to many immigrant groups, predominantly Asian and European. 



  Currently there are a variety of programs in Pittsburgh that serve non-native English 
speakers as well as the international students and faculty who participate in our wealth of higher 
education opportunities.  Most of the institutions of higher learning provide ESL programs, 
whether degree-seeking or non- and there are other schools, churches, and private tutors 
offering classes and one-on-one sessions.  However, these classes are not free and/or have 
requirements for registration which present a hurdle for non-native speakers who are unable to 
navigate an unfamiliar system.  Additionally, these programs are all classes with trained 
teachers, assigned grades, and required attendance.  The Greater Pittsburgh Literacy Council 
and PRISM, a program through a local church, offer ESL classes at no cost to attendees but 
these are also more structured classes with required registration and attendance.  There existed 
a need for a safe and comfortable environment for non-native English speakers to practice 
English skills without an attendance requirement and assigned grades.  As the National 
Reading Panel stated in 2000, “Oral vocabulary is a key to learning to make the transition from 
oral to written forms, whereas reading vocabulary is crucial to the comprehension processes of 
a skilled reader” (2000, p.15).  Those adults who have not achieved strong oral English 
language skills will have more difficulty comprehending what they read and will lack confidence 
in communicating with others.  Such a program can encourage adults in their pursuit of learning 
English and in turn support our various communities of international people to create a more 
vibrant and diverse Pittsburgh.   

At Carnegie Library of Pittsburgh, we are continually seeking ways to assist our 
increasingly international service area in ways that provide them with the resources and skills 
they need to make a home here in Pittsburgh or wherever work or school may take them in the 
United States.  One program that is already in place but needs further development is the Let’s 
Speak English program, which is a casual English conversation group with no registration or 
materials requirements, and is completely free of charge.  This program is offered at the 
Main/Oakland and Squirrel Hill branches of the library, two neighborhoods with some of the 
highest immigrant and international populations in the city.   However, the program needs 
further development to continue to exist as a welcoming and low-pressure environment for 
adults learning English as a second language to practice.  Without this program, there would be 
nothing similar to it in the Pittsburgh area.  The members of our community lacking in English 
speaking skills would not gain the necessary experience in casual English conversation to help 
them pursue other English learning-related goals independently.     

To support the continued development and success of the Let’s Speak English program, 
we respectfully request a grant of $1,000 from the Richard King Mellon Foundation.  These 
funds will allow us to meet our stated goals and outcomes for furthering the development of the 
Let’s Speak English program initiative at the CLP Main and Squirrel Hill branches.  
 
ii. Program Goal 
 

To provide adult non-native English speakers with a comfortable, low-pressure, and safe 
atmosphere in which to practice conversational English with other non-native speakers.  This 
includes:  

● educating the participants in the CLP’s services and resources 
● increasing participants’ awareness of other ESL and immigrant resources in the 

Pittsburgh area   
● creating an enjoyable social setting and encouraging independent learning skills.  

 
No matter their English proficiency, participants in the program come away with 

increased speaking and listening skills and greater confidence with the English language, 
especially as pertains to everyday conversational topics and transactions, such as shopping, 
school/work, food, and travel.  The casual nature of the program also fosters friendships 



between a diverse array of people to the mutual benefit of participants and facilitators alike by 
allowing neighbors to meet one another and build community.  It is of particular benefit for 
recent arrivals to the city or the United States in general, not only for friendship-fostering, but 
also for new arrivals to learn about appropriate resources available to them within the 
community.        
 
iii. Program Design 
 

This project is to obtain necessary supplies, resources, and training to further develop 
Let’s Speak English, an already existing program at CLP.  The program has a need for more 
support and resources for the program and the volunteers.  We recognize that our volunteer 
facilitators are the backbone of this program.  More support is necessary for these volunteers to 
continue providing the attendees of the program with excellent service.  These are the 
objectives of this project:  

 
● Provide supplies for activities during each meeting 
● Provide more extensive resources for volunteer facilitators 
● Provide training to support them as they continue building relationships and fostering 

learning with the non-native speakers of the community.   
 
Currently, the program is offered at the Squirrel Hill and Main/Oakland locations of CLP.  

These two branches are in neighborhoods of the city with large immigrant and international 
populations whether permanent or transient, as mentioned in the “Need” section of this 
proposal.  Both locations with the program currently offer it once per week for one hour with 
both programs facilitated by volunteers.   

Our strategies for further developing this program to better serve the needs of participant 
are threefold:  

 
1) Purchase supplies:  

● Art supplies including markers, dry-erase markers, nametags, and paper.   
● Games including Cathy’s Cards, a conversation card game noted for its efficacy 

with English language learners, as well as popular American board games that 
help build vocabulary such as Taboo 

● Print resources such as a basic visual dictionary that can help participants make 
connections to new words.  These are to be non-library books so they are at the 
permanent disposal of the facilitators for use in the weekly meetings. 

● Maps, such as a world map so participants can share where they come from and 
a Pittsburgh map to help newcomers navigate the city. 

2) Create a Resource Guide for facilitators, to include sections on: 
●  Activity ideas such as games, conversation starters, questions, etc. 
● Bibliography of print resources available at CLP for ESL instruction 
● List of relevant and appropriate web resources for ESL instruction and learners 
● List of contacts and relevant ESL and immigrant resources and agencies in 

Pittsburgh  
● Information about CLP locations, services, and programs, including how to 

become a library cardholder  
3) Training: Explained in greater depth below.  

 
Both the supplies and the resource guide will be purchased and/or created for both the 

CLP Main and the Squirrel Hill branches to ensure that both locations have all the items 
mentioned.  All the supplies and the resource guide will be combined into kits that will be kept at 



the main service desk at each branch location to be ready when volunteer facilitators arrive 
before the weekly meeting for the programs.  The art supplies are necessary as currently the 
facilitators are reliant on what they bring with them and what can be “loaned” from library staff.  
Dry erase markers, maps, nametags, etc. will enhance the meeting by providing operational 
materials.  The print resources such as the visual dictionary can be used to make connections 
between new vocabulary words and attendees, thus enhancing their learning. A book of 
activities and conversation starters for English language learners would be beneficial for the 
volunteers.  Games will provide ready-made activities for those days when a facilitator’s planned 
activity may go awry.  The Resource Guide will be endlessly valuable in providing facilitators 
with information that they can in turn pass onto the attendees of the program.  These resources 
will help attendees navigate their new city. 

Volunteer training is possibly the most important piece in further developing the Let’s  
Speak English program.  Currently volunteers receive no training and while all volunteers must 
be native English speakers, there are no requirements regarding previous experience, teaching 
or otherwise, for new volunteer facilitators joining the program.  Some may have prior teaching 
experience, some may have prior experience working with ESL adults or children, but very 
many have no previous experience whatsoever.  This can present a challenge when leading a 
group of people for the first time, all with a range of English-speaking abilities.  A level of training 
will prepare volunteers for facilitating and to provide this training, we have partnered with the 
Greater Pittsburgh Literacy Council (GPLC), a local organization that works with adults and 
families to ensure they have basic reading, math, workforce, English skills, and more.  It is their 
identification of the ongoing need for working with adults from foreign countries to help them 
learn English that has inspired our drive to partner with them for this program.  Currently they 
offer their own volunteer ESL tutors a 12 hour training program to learn how to tutor adults in 
speaking, listening, reading, and writing in English.   

Our proposed collaboration with GPLC will be a modification of their own tutor training.  
The training will place less emphasis on reading and writing, but will have the additional 
elements of facilitator training, classroom management basics, and an overview of different 
learning and teaching modalities.  GPLC has generously offered to provide the training in our 
Main/Oakland branch location to make it more convenient for our volunteers to attend.  The cost 
of the training $400 for 8 hours of training (for all volunteers currently involved in the program) 
which is a reduced rate from their normal cost of providing tutor training outside their own 
organization.  They will be providing the instructor from their staff.  GPLC is also collaborating 
with CLP to create the volunteer Resource Guide.   

The extent of CLP staff involvement currently is one staff member at each location to 
whom the volunteers report.  However, for this program development project, it will require one 
staff member to attend at least one of the 2-hour training sessions during the training program to 
educate volunteers about relevant CLP services and programs.  This will be one of the same 
staff people who has been involved with the program in the past.  These two staff people will 
also be involved in creating the volunteer Resource Guide.  This guide will take an estimated 8 
hours total of work to create. 

Since this is an already-existing program, the timeline is fairly simple.  The supplies will 
be ordered or purchased.  The Resource Guide will take some time, approximately 6-8 hours 
from research to printing.  Once the supplies have arrived and the Resource Guide is 
completed, they can be combined to create the facilitator kit at each site.  This should take 
approximately one month, depending upon the time it takes supplies to be ordered and arrive.  
Training will take 2-4 weeks depending on the structure of the class and the availability of 
volunteers to attend.  Altogether, this updated version of the program should take no more than 
a month and a half to complete.  Evaluation, as outlined below, should begin immediately once 
volunteers have completed training. 



In further developing this program through the addition of supplies, the Resource Guide, 
and training, CLP will be better able to supply non-native English speakers with skills and 
resources to improve their English speaking levels.  
 
iv. Sustainability 
  

After the initial financial outlay for purchasing supplies, creating the resource guide, and 
providing training sessions, there will be some ongoing costs.  However, the future financial 
costs of the program will be reduced in comparison to the costs proposed with this project.  
Certain supplies will need to be re-purchased regularly; in particular the art supplies such as 
markers and name tags will need to be purchased when they run out.  However, supplies like 
games, books, maps, and the resource guide are more durable and will last as long as the 
program does, ideally.  On average we have one new facilitator per location per year, thus we 
will have to provide volunteer training session on an annual basis.  However, this will be 
determined on a rolling basis dependent on turnover of volunteer facilitators.  
 CLP currently engages in a number of fundraising efforts, including the annual fund 
drive.  Money from these fundraising efforts will provide continuing funds toward the purchase of 
supplies and financing training for new volunteers.  If we find ourselves faced with a large influx 
of new volunteers to the program, we have identified other potential funding sources through 
grants to pay for volunteer training.  
 
3. Evaluation. 
  

One of our initial goals for the program was to see at least two participants at every 
meeting.  This outcome was based on the idea that having a conversation with just the facilitator 
and one non-native speaker might be intimidating to the non-native speaker, therefore having 
two non-native participants would be more beneficial and would contribute to the program 
feeling safe and welcoming.  Thus far in 2012 the Let’s Speak English program has had 358 
participants at the Main and Squirrel Hill branches.  Some of that number have been repeat 
participants with some participants coming two, three, or more weeks in a row.  Participants 
come as often as their own schedules allow and are there nearly every week with smiles on 
their faces, ready to join in a fun conversation in English.  The more they come, the more they 
build on their English conversational skills.  The average number of weekly participants at the 
Main/Oakland branch is 8 and the average number of weekly participants at Squirrel Hill is 
about 6.  These numbers demonstrate that we’ve greatly exceed our intended outcome of 
seeing at least two participants.   
 CLP recognizes the importance of ongoing evaluation and will continue to measure the 
success of this program.  Volunteers will continue to take attendance at the weekly meetings to 
meet our new outcome of having at least four participants at every meeting.  Attendance and 
participation in the training program will also be recorded.  For further evaluation, we would 
feedback on how participants feel about the program - do they enjoy it?  Do they get use out of 
it?  Do they feel that their English skills are improving?  We are also planning on evaluating our 
volunteers pre- and post training sessions to assess whether the program has equipped them 
with skills necessary to facilitate their groups. To that end, we have developed some 
assessment tools including 
 

● Before and after oral interviews with participants.  Will consist of 2-3 questions and will 
be conducted by the facilitators.  Used to establish changes in self-perceived English 
speaking abilities and confidence with the language.  Also to determine if self-designated 
goals in attending the program have been met.  This information will help us determine if 
participants are seeing results in their conversational English abilities.  



● Informal verbal feedback from participants.     
● Before and after training quiz for the volunteer facilitators.  This survey will be given 

before and after volunteers attend the training program and will be used to assess 
volunteers’ knowledge of group facilitation and ESL classroom management strategies. 

● Tri-monthly survey for volunteer facilitators to assess how they think the program and 
meetings are going. 

 
 Evaluation of Let’s Speak English enables CLP to set future outcomes, build on existing 
strengths in program and address any problems as they arise. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



E. ATTACHMENTS 
1. Verification of 501(c)(3) tax-exempt status and public charities status.  

a. Copy of the IRS determination letter. 
2. Organizational structure. 

a.List of directors, trustees, and officers including occupations, places of employment, 
diversity spread, and other relevant affiliations. 
b. List of key staff members, plus resumes and job descriptions of key personnel 
involved in the project. 

3. Financial information. 
a. Program Budget. 
b. CLP’s Current Operating Budget which itemizes all expenses and revenues. 

5. Letters of support. 
a. Letter from The Greater Pittsburgh Literacy Council that announces support and 
pledges to provide volunteer training for stipulated amount, as well as collaboration in 
designing Resource Guides for volunteers.  

6. Organizational information. 
a. 2010 CLP Annual Report. 
b. 2010 and 2011 IRS Forms 990. 

7. Referenced sources. 
a. S1601 Language Spoken at Home, 2010 American Community Survey 1-Year, U.S. 
Census Bureau, found via American FactFinder. 
b. University of Pittsburgh Fact Book 2012.  
c. Carnegie Mellon University Factbook 2011-2012, Volume 26.  
d. 2008 CLP Annual Report. 
e. National Reading Panel. (2000). Teaching Children to Read: An evidence-based 
assessment of the scientific research literature on reading and its implications for 
reading instruction. NIH Publication No. 00-4769. Washington, D.C.: National Institute of 
Child Health & Human Development, National Institutes of Health. 
f. Andrews, L. (November 2003).  Pittsburgh’s Gateway Communities.  Carnegie Mellon 
University Heinz School’s Center for Economic Development.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Attachment 3.a 
 
Common Grant Application Budget 
 
July 1, 2012 to June 30, 2013  
 
Total cost of program is $1,000.  
 
Requested Amount is $1,000. 
 
Let's Speak English Expenses  
 
Supplies  
Markers  $20 
Index cards   $20 
Name tags  $30 
Dry erase markers  $30 
Resource Guide $48 
Maps   $52 
Books   $190 
Games   $210 
Total Supplies  $600 
   
Training  $400 
 
Total Expenses $1000 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Assignment Requirements: 
 
Timeline: 
This is an ongoing program at CLP; the grants funding will be used to bolster the existing 
program with supplies and provide formal training for the volunteers. 
 
Search strategy for data and resources: 

In order to make full use of the resources at our disposal for this assignment, we made 
an appointment with Peggy Domer at the Foundation Center. Peggy got us into the Foundation 
Center’s database, Foundation Directory Online, and assisted us in using the search feature. 
She was helpful in selecting search terms; you have to pick terms from a preexisting list, and 
they are not very intuitive. Our initial results list contained eleven results but we realized that we 
were searching too broadly.  Once we narrowed our search parameters, we had three very 
worthwhile results: Dominion Foundation (formerly Consolidated Natural Gas Company 
Foundation), McCune Foundation, and Richard King Mellon Foundation. While the Foundation 
Directory Online provided us with a wealth of information about each of these foundations, in the 
end our choice was pragmatic.  Our search terms included education, ESL, and adults with a 
geographic focus of Pennsylvania and the types of support limited to program development and 
equipment. 

The Richard King Mellon Foundation uses the Grantmakers of Western Pennsylvania 
Common Grant Application Format available freely at www.gwpa.org. The other two foundations 
required a valid taxpayer ID to access their application, which of course we don’t have the right 
to use. Another factor in our decision to choose the Richard King Mellon Foundation was that 
they accept unsolicited proposals for general operating costs. The McCune Foundation clearly 
states on their website that they make general operating grants under rare circumstances, and 
even then it is by invitation only. The Dominion Foundation was not clear about grants for 
general operating costs, but we were already barred from their application, so they were not 
going to work for this assignment. If we were actual CLP employees writing this proposal for a 
real grant, we would apply at both the Richard King Mellon Foundation and the Dominion 
Foundation.  The Richard King Mellon Foundation seemed an excellent fit since their areas of 
interest include education and human services, both areas under which our program could fall.  
 
Acquisition of the actual proposal guidelines from a potential funding agency: 
Proposal guidelines were acquired at the website for the Richard King Mellon Foundation’s 
website: http://foundationcenter.org/grantmaker/rkmellon/ The link was acquired through our 
research at the Foundation Center.  
 
Written proposal (written in accordance with the funding agency’s guidelines):  
Proposal is above. 
 
Identification of support materials (the materials DO NOT need to be included): 
Materials list is E. ATTACHMENTS in the proposal above. 
 
Other requirements of the funding agency: 
 The following list is of additional requirements asked for by the funding agency.  Some of 
them are included in the proposal and some are in the hypothetical list of attachments.  Where 
each can be found is described below. 
 
Additional Items required by the foundation: 
1. Timetable for implementation and evaluation of project: 

In the body of the proposal under section 2.2.    



2. How project will be sustained once grantmaker support is completed:  
 Can be found in the body of the proposal under section 2.4. 
3. Signature and title of chief executive officer:  
 We have included the place for the signature. 
4. Results expected from proposed grant:  
 Listed in section 2. 
5. Qualifications of key personnel: 
 Included in hypothetical attachment 2.b. 
6. Copy of IRS Determination Letter: 
 Hypothetical attachment 1.a. 
7. Brief history of organization and description of its mission: 
 Included in section 1. 
8. Copy of most recent annual report/audited financial statement/990: 
 Hypothetical attachment 6.b. 
9. How project's results will be evaluated or measured:  
 Evaluation measures stated in section 3 of the narrative. 
10. Listing of board of directors, trustees, officers and other key people and their affiliations: 
 Included as part of hypothetical attachment 2.a and 2.b.   
11. Copy of current year's organizational budget and/or project budget: 
 Project budget is actual attachment 3.a.  CLP’s budget is hypothetical attachment 3.b. 
12. Listing of additional sources and amount of support: 
 Hypothetical letter of support from Greater Pittsburgh Literacy Council is attachment 5.a. 
 Additional sources named in hypothetical attachments 7.a.-7.f. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



One-page summary of the proposal’s components. 
  
Funding Need: 

Carnegie Library of Pittsburgh currently has a program called Let’s Speak English, which 
provides a safe, welcoming environment for nonnative English speakers to practice conversing 
in English. The program is very minimal and depends on large contributions by volunteers. The 
volunteers are very dedicated; investing both time and their own materials to ensure the 
program is a success. There is no required experience or training for the volunteers, they 
merely need to want to help. Thus far, the program has been successful, but the need for 
materials and some formal training cannot be overlooked any further. 
  
Data and Resources Searched: 

We searched the Foundation Directory Online, the Foundation Center’s exclusive 
database, for information about grantmakers that might be willing to fund the program. Through 
this search we located three possible foundations, and identified Grantmakers of Western 
Pennsylvania as another resource for locating funding. For supporting documents and 
information, we used the documents listed in the Attachment section of the proposal above as 6. 
Organizational information and 7. Referenced Sources. 
  
Narrative Abstract: 

 The Carnegie Library of Pittsburgh’s mission is to engage the community in literacy and 
learning. Through the years, our 19 locations have seen the demographics of their service area 
changed time and time again.  8.4% of Pittsburgh’s population speaks a language other than 
English at home, with 28.1% of that number speaking English “less than very well.”  In our 
Oakland and Squirrel Hill branches, we have been running a pilot program called Let’s Speak 
English, a conversation group led by native English-speaking volunteers designed to provide 
non-native English speaking adults with opportunities to practice speaking and listening skills. 
The benefit is improved conversational English skills, and improved English literacy skills in 
reading and writing.  It also enriches our community by providing a place for neighbors to 
interact with each other.  As the program has progressed during the pilot phase, we have 
realized there is a need for further development to include volunteer training led by our partner, 
The Greater Pittsburgh Literacy Council; purchase of supplies; and creation of a Resource 
Guide.   
 
 Budget Summary: 
Supplies $600  Training $400  Total $1,000 
  
Tips Learned from this Process: 

The foundation that we “applied” to uses the Grantmakers of Western Pennsylvania 
Common Grant Application Format to simplify the process of requesting and making grants. It 
was developed in 1996 to benefit both grantseekers and foundation and corporate decision-
makers who review grant proposals. The redundancy of many of the sections was confusing 
and frustrating as we were writing the grant, but we came to realize that different parts were 
going to be utilized by different people. Essentially, the cover letter, cover sheet, and narrative 
were all designed to represent the same information in different ways. While it was easy to gloss 
over one in favor of another, we realized that we needed to treat them all as our only shot at 
getting funding. We’re not sure that we achieved this, but it is something that we will remember 
in the future. As for the narrative itself, since it will be read as a complete document and not as 
a part of the cover sheet, cover letter or any other part of the materials we would send, the 
instructions we very clear when they stated: “Be thorough, yet strive for brevity. More is not 
necessarily better.” 


