
  

Technology Funding Planner  
Worksheet # 1 

 
Getting Started on Technology Grantseeking 

 
This worksheet will help you consider ways you can be more effective about grantseeking for 
technology. It will take you through a simple set of steps to help you refine your thinking and prepare 
you for better grant writing and meetings with potential funders. 
 
We suggest that the one or two people in your organization go through steps 1 and 2 of this worksheet 
to help focus discussion and get started on better technology-related grantseeking strategy. The 
discussion at the early stages is best focused on organizational focus and strategy as opposed to the 
technology itself that you might be seeking.. 
 
Step # 1 - What is the opportunity or challenge?  
 
Determine in a very basic way exactly what you are trying to respond to or accomplish.  For example, 
are you trying to fund an existing project or something new? Do you have a funder in mind whom you 
want to approach or do you need to develop a list of target funders? Do you have a grant proposal 
written for a project that needs to have technology funding incorporated into it or are you drafting a 
new proposal? Figure out exactly what it is you are dealing with first.  That will make things clearer for 
you and others who you need to involve. Examples of opportunities or challenges could include: 

- The need to develop a new basic proposal for a program 

- Doing good follow-up after your first meeting with a funder who you think is interested 

- Responding to a request for proposals (RFP) from a funder 

- An interest in developing a longer list of grantmakers to target 

- The importance of improving a proposal that a funder gave back to you with some suggestions. 
 

 
What is the opportunity or challenge you are responding to?    

 
 
 
 

Why is it important to respond or take action on this? Develop a one- sentence statement 
that can convince someone that it makes sense to pursue the opportunity or respond to the 
challenges. 

 
 
 
 

Do you have the skills or time to adequately respond to this opportunity or challenge? If 
not, what can you do to access the skills or make time? 

 
 
 
 

 
 

Step # 2 - Who needs to discuss it?  
 
Regardless of what you are trying to accomplish, you will need to think carefully about whom to bring 
together to discuss the issues, get expertise from or follow through on whatever actions you need to 
take. Try to avoid the temptation to move forward on discussions with just one or two people if there 



  

are others who can provide expertise or need to be involved because they are going to be involved 
substantially at some point. Use this chart to help you think through who should be involved and why. 
 
 
Step 3 - Getting everyone on the same page.   
 
Usually it makes sense to organize a meeting with key personnel, board members or others who can 
work together to make the organization more effective in its grantseeking. In this meeting you’ll want 
to start by sharing your thinking related to the opportunity or challenge you outlined in step # 1. This 
will help focus the meeting. Before the meeting determine: 
 
What is your goal for this meeting? Be VERY specific. What will success look like? 

 
 
 

What is the best time for the meeting? Schedule it so it works for the particpants. Maybe over a meal 
or at the tail end of another meeting. 

 
 
 

How will you share the details from step # 1 to prepare people before or at the start of the meeting? 

 
 
 

 
In the meeting: 
 

- Clarify why you are calling the meeting 

- Ask for any questions from participants 
o Record these on a sheet of paper and determine which ones you must respond to make 

the meeting successful and which ones should go on a list for future discussion and 
action. 

 

- Then follow these steps or modify them as appropriate for your needs. 
 
Based on the goal of the meeting, brainstorm ideas on how you might approach the challenge 
or opportunity. List these on paper that everyone in the meeting can see.  Record them here 
as well. 

 

 

 

 

 

 

Who needs to 
participate? 

Why – What will this person provide that is 
essential? 

At What Point do they 
need to be involved? 

   

   

   

   



  

Look at your list and see if you can organize or sequence the actions and ideas in some way to 
focus the group on its next steps. 

 
 
 
 

What are the next few steps that have to be taken following the meeting? It may be some 
writing, research, more assessment or planning or simply reaching out to talk with someone.   

 
 
 
 

Determine who will handle these and when they will be due. Whatever the task, make sure the 
right person is doing the job and it is clear to them and the group what the job is and when it 
has to be done by. 

 
 
 
 

 
Determine what the focus of a follow-up meeting should be, who should attend and why and 
when it should be. 

 
 
 
 

 
After following these steps you should find yourselves in a much clearer position about what you are 
trying to accomplish and why, who needs to be involved and what the action steps are to move 
forward.   


