Managing Short Deadlines
Wednesday, July 15, 2009
by Alyssa Hanada
It’s Friday afternoon. You are just about to turn off the computer and go on a mental vacation.

That’s when you get the e-mail: “We were just notified of this great opportunity from X Foundation (or even better, a federal grant!), but, um, the deadline is next Wednesday. Can you do it?”

So do you

A. Panic?
B. Pretend you didn’t get the e-mail?
C. Strategize?

To make this article worth reading, let’s assume you pick C: Strategize.

Be realistic: If there’s a $200K federal grant opportunity for a new program with the deadline a week away and it’s going to involve considerable planning, logic models, research, reporting, budgets, and the like. Then, now is not the best time to pursue it despite how appealing the award is. There will be other opportunities. Turning in an application that is not well thought-out will just result in aggravation. It is also important to keep in mind the time it will take to proofread the document, meet with staff, circumvent electronic mishaps, gather attachments, and copy and assemble the application.

On the other hand, if an opportunity comes up with a tight but realistic deadline, the program is well articulated, other proposals can be used as templates and the budget is clear, then it may be worth pursuing!

It is also important to look at other impending deadlines. If three grants are due in the same week and a new one suddenly pops up, you will need to prioritize based on needs, future deadlines, and the likelihood of getting funded.

Work as a team: Program staff, executive directors, and board members often get excited about a new opportunity. They think the magical grant guru can churn something out because it’s just writing, right? It’s your job to educate and allocate tasks.

Start out by spelling out exactly what you need through an outline. Make sure each staff person understands their role and your expectations. Set clear deadlines to get information to you. Remember to leave time to proofread and assemble the application. Be sure everyone is aware this is a team effort and if a piece is missing, the application cannot be completed.

Be Proactive: Every grant writer deals with tight deadlines. Sometimes an opportunity comes up that is too good to pass. However, there are other times when procrastination takes over and the grant that was due in a month is suddenly due in two days.

At the beginning of each fiscal year, develop a calendar of all grant deadlines throughout the year — anticipate deadlines (both private and federal) by looking at last year’s calendar. However, make sure to confirm deadline dates as they get closer. Then set periodic electronic reminders, or keep track of the current and next month’s deadlines through a white board/large calendar on your wall. (Even sticky notes will work!) You’ll save yourself major anxiety.

Remember it will be over soon: You may have some late night coffee runs and feel the pressure, but the occasional adrenaline rush to complete a proposal keeps the job exciting!

Finally, once it’s submitted, take a deep cleansing breath and go on the mental vacation you deserve.
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