
Sample Cover Letter and Proposal

October 15, 2023

Ms. Emily Grant, Community Enrichment Foundation 

456 Grant Avenue Grantville, CA 67890

Dear Ms. Grant,

I am writing to submit a grant proposal on behalf of Maplewood Public Library to seek funding for a Promoting 

Inclusivity program. As the director of Maplewood Public Library, I am excited to share our vision for promot-

ing inclusivity, cultural appreciation, and mutual understanding within our community through an enriched and 

diverse book collection.

At Maplewood Public Library, we take immense pride in serving our vibrant and diverse Maplewood neighbor-

hood. Our library is dedicated to fostering a welcoming and inclusive space where individuals from all walks of 

life can connect, learn, and grow. Maplewood Public Library has been serving the Maplewood neighborhood for 

fifty years, providing a wide array of resources and services to our diverse community. Our library serves as a 

hub for education, research, and personal growth, and we are committed to adapting to the evolving needs of 

our patrons.

The Promoting Inclusivity grant provides a remarkable opportunity for us to enhance our impact and expand 

our outreach initiatives. With the grant’s support, we plan to implement the following innovative grant project: 

Embracing Diversity: Building Bridges through a Diverse Book Collection. This initiation will include the following 

elements:

•	 Digital Inclusion Program: To help bridge the digital divide, we will provide computer literacy workshops 

and access to technology resources for underserved populations, ensuring everyone can benefit from the 

digital age.

•	 Community Outreach Events: Engaging workshops, seminars, and reading programs will promote literacy, 

critical thinking, and creativity among children, teens, and adults.

•	 Diverse Book Collection: We will diversify our book collection to reflect the cultural backgrounds and 

experiences of our diverse community, fostering a sense of belonging and appreciation for different 

perspectives.

•	 Technology Upgrades: Our technology infrastructure will be updated, creating a more efficient and user-

friendly environment for our patrons.

The requested grant amount of $50,000 will significantly benefit our 25,000 annual visitors. We are confident 

that this initiative will have a lasting impact on our community, empowering individuals to thrive in an increas-

ingly information-driven society.

Thank you for considering our proposal. We look forward to the possibility of partnering with the Community 

Enrichment Foundation to create a more inclusive world through literature. If you have any questions or require 

further information, please do not hesitate to contact me at (555) 123-4567 or sue.smith@email.com.

Sincerely,

Sue Smith, Director 

Maplewood Public Library, 123 Main Street Maplewood, CA 12345
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Grant Proposal

Grant Title: Embracing Diversity: Building Bridges through a Diverse Book Collection

Introduction

We are thrilled to present our proposal, Embracing Diversity: Building Bridges through a Diverse Book Collection, 

for the Promoting Inclusivity grant. Our library has always been dedicated to serving the diverse and vibrant 

community of which we are proud to be a part. With this grant, we aim to foster a deeper sense of belonging, 

understanding, and appreciation for different cultures, experiences, and perspectives by expanding and enrich-

ing our book collection. By providing our patrons with a wide array of diverse literature, we strive to create an 

inclusive and welcoming space that celebrates our community’s uniqueness.

Project Description

The Embracing Diversity initiative aims to achieve three critical goals that align with our library’s mission and 

values:

•	 Diversification of Book Collection: The primary goal of this grant is to expand our library’s book collection 

to include a more comprehensive representation of cultural backgrounds, traditions, and life experiences. 

We will curate a diverse selection of books that cater to readers of all ages, from children to adults, 

encompassing a broad range of genres and themes.

•	 Fostering Cultural Appreciation: By providing access to literature that reflects the rich tapestry of our 

community, we aim to promote cultural appreciation and mutual understanding. Readers will have the 

opportunity to explore and connect with different cultures, thus fostering a more cohesive and harmonious 

community.

•	 Encouraging Inclusivity and Empathy: Through the power of storytelling, we seek to encourage empathy 

and inclusivity among our patrons. By reading about diverse characters and their journeys, readers will 

gain insights into different perspectives and challenges, leading to greater empathy and compassion.

Implementation Plan

•	 Needs Assessment: We will conduct a needs assessment within our community to identify the specific 

cultures, groups, and topics that are currently underrepresented in our library. This will help us tailor our 

selection to meet the unique demands of our diverse population.

•	 Collaboration with Community Organizations: We will partner with local cultural and community 

organizations to gain insights into culturally significant books and literary works. These collaborations 

will enrich our book selection and ensure that we accurately portray different cultural backgrounds.

•	 Book Acquisition: We will acquire a diverse range of books, including literature written by authors from 

various cultural backgrounds and regions. Our collection will encompass fiction, nonfiction, poetry, graphic 

novels, and works that shed light on social issues and historical events.

•	 Promotion and Events: To celebrate the expansion of our diverse book collection, we will host community 

events, book clubs, and author talks that highlight the importance of diversity in literature. These events 

will encourage community engagement and participation.

Outcomes and Impact

By expanding our library’s diverse book collection, we anticipate a range of positive outcomes and impacts. 

Notably, we expect to witness an increase in library usage, as the availability of literature that resonates with our 

community members’ cultural backgrounds will attract a broader audience. Moreover, we foresee a more culturally 
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enriched and interconnected community, where the celebration of diverse voices and narratives fosters a stronger 

sense of unity and mutual respect. Our primary goal is to ignite a love for reading, particularly among young 

readers, by providing books that reflect their identities and experiences. Through this grant, we aim to inspire 

a new generation of lifelong learners who value the power of storytelling to bridge gaps and promote empathy.

•	 Increased Library Usage: The diverse book collection will attract a broader audience, leading to increased 

library use and greater engagement with our services. We will achieve a 20 percent increase in adult library 

usage within the first year of implementing the diverse book collection, measured by the number of adult 

patrons visiting the library and engaging with library services.

•	 Culturally Enriched Community: As readers explore the diverse literary offerings, we will see a more 

culturally enriched and interconnected community, fostering a stronger sense of unity and respect. We 

will promote cross-cultural understanding and unity within the community by organizing cultural exchange 

events, workshops, and discussions. There will be a 25 percent increase in community participation in these 

cross-cultural events within six months, showcasing improved attitudes and behaviors toward cultural 

diversity.

•	 Fostering a Love for Reading: By offering books that resonate with readers’ cultural backgrounds and 

experiences, we will ignite a passion for reading, especially among young readers, inspiring them to become 

lifelong learners. We aim for a 30 percent rise in borrowing habits and participation in library programs 

among children within one year.

•	 Positive Feedback and Testimonials: We will collect feedback from library users through surveys and 

interviews. A minimum of fifty positive testimonials and feedback responses will be collected within six 

months of implementing the diverse book collection, demonstrating improved attitudes and a positive 

impact on their lives and perspectives.

Budget

A detailed budget has been prepared, outlining the various components of the Embracing Diversity program. 

Funds will be allocated for the acquisition of diverse books, organizing community events and programs, market-

ing and promotion, staff training, and other related expenses. We assure you that we will handle the funds with 

utmost transparency and accountability, striving to maximize the impact of this grant.

•	 Book Acquisition: $X (includes purchasing books written by diverse authors and from different cultural 

backgrounds)

•	 Community Events and Programs: $X (costs for organizing events, author talks, book clubs, and workshops)

•	 Marketing and Promotion: $X (includes designing promotional materials and advertising the new book 

collection)

•	 Staff Training: $X (training staff members to better assist patrons with the new diverse collection)

Evaluation

Data Collection Methods:

1.	 Quantitative Data Collection

•	 Utilize pre-project and post-project data for library usage, program attendance, and borrowing habits to 

measure changes.

•	 Maintain records of attendance at community events and workshops.

•	 Use surveys to gather quantitative feedback on attitudes and behaviors.
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2.	Qualitative Data Collection

•	 Interview selected patrons to gain in-depth qualitative insights into their experiences.

•	 Encourage qualitative feedback and testimonials through surveys and open-ended questions.

3.	Feedback Mechanisms:

•	 Conduct regular surveys to collect feedback from library patrons before, during, and after the project’s 

implementation.

•	 Use open-ended questions in surveys to gather qualitative responses that offer detailed insights.

•	 Conduct interviews with a sample of library users to gain deeper qualitative data.

•	 Provide multiple channels for beneficiaries to submit testimonials, including in-person, online, and via the 

library’s website.

4.	Analysis and Reporting:

•	 Regularly analyze both quantitative and qualitative data to assess progress toward achieving the outcomes.

•	 Evaluate changes in library usage, program participation, and borrowing habits over time.

•	 Assess shifts in attitudes and behaviors by reviewing feedback and testimonials.

•	 Prepare quarterly and annual reports detailing the findings and progress.

•	 Share the evaluation results and reports with stakeholders, partners, and the grant provider to demonstrate 

the project’s impact and effectiveness.

5.	Adjustment and Improvement:

•	 Based on the evaluation results, make necessary adjustments to project strategies to ensure that the 

stated goals and outcomes are met.

•	 Continuously engage with community organizations and partners to adapt and enhance the project as 

needed to maximize its positive impact.

INPUTS OUTPUTS OUTCOMES

•	grant funding

•	 library staff

•	community  
partners

•	marketing materials

•	cultural collaborations

•	needs assessment

•	community events

•	book clubs and author 
talks

•	workshops

•	staff training

•	diverse book  
collection

Short-term

•	a 20 percent increase in adult library usage within the first year

•	a 25 percent increase in community participation in cross-cultural 
events within six months

•	a 30 percent rise in borrowing habits and participation in library 
programs among children within one year

•	a minimum of fifty positive testimonials within six months

Intermediate

•	stronger community bonds via improved cross-cultural understand-
ing and unity

•	a growing and diverse base of library users with a shared love for 
reading and diverse literature

•	 improved attitudes and behaviors toward cultural diversity and 
inclusivity

Long-term

•	a welcoming and inclusive community that celebrates diversity

•	a community characterized by empathy, mutual respect, and  
interconnectedness

•	a new generation of lifelong learners valuing the power of  
storytelling to bridge gaps and promote empathy

•	broader societal trends that emphasize diversity, inclusivity,  
and cross-cultural understanding
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Conclusion

The Embracing Diversity grant initiative will significantly enrich our community, fostering a welcoming space. 

With this initiative, our library will not only showcase the cultural richness of our community but also serve as a 

bridge, connecting individuals from different backgrounds and cultivating empathy, understanding, and apprecia-

tion for diversity. By supporting this grant, you will help us inspire generations of readers to embrace the world’s 

multitude of voices and stories, ultimately building a stronger, more inclusive society.
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