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September 21, 2022 
 
RFP #22-005 Review Committee 
C/O:  Ms. Cheri Smith, MMC, CPM City Clerk 
City of Key West 
1300 White Street 
Key West, Florida 33040 
 
RE:  RRP #22-005 Grant Writing and Grant Administration Services 
 
Dear Review Committee, 
 
Thank you for considering BellTower Consulting Group, LLC for your grant writing needs. The 
experts at BellTower Consulting Group stand ready to guide you through every step of the 
grant-seeking process. Since 2009, our team has provided grant writing and support services 
to local governments, institutions of higher education, and community-based organizations 
throughout the State of Florida, with excellent results. As a result, we have helped our clients 
secure nearly $150 million in critical funding. BellTower's team of well-qualified grant writers 
has over 75 years of combined experience and abides by the ethical standards of the grants 
professional industry.   

With BellTower, you will have access to a wide range of services including, but not limited to, 
strategic planning, funding research, grant writing, policy and procedure development, state 
revolving fund loan reporting, legislative appropriation applications, post-award management, 
and preparation for funding agency monitoring visits. In addition, as the nation is recovering 
from the COVID-19 pandemic, BellTower assists local governments with securing FEMA 
reimbursements, CARES Act reimbursements, SLFRF reporting, and monitoring new 
developments associated with the Bipartisan Infrastructure Law.   
 
I am confident that BellTower can meet the needs of the City of Key West, as indicated in the 
RFP #22-005 Scope of Work. If you have any questions, please do not hesitate to contact me at 
(786)232-0771 or via e-mail at info@belltowergroup.org. Thank you in advance for your time 
and consideration. 

Kind Regards, 

 

LaKeesha Morris-Moreau, MSW, GPC 
President & CEO 
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Information Page 
 

Project Name 22-005 – Grant Writing and Grant 
Administration Services 

Name of Vendor BellTower Consulting Group, LLC 

Contact Person  LaKeesha Morris-Moreau, MSW, GPC 
8950 Southwest 74th Court 
Suite 2201 
Miami, FL 33156 
Phone: 305-232-0771 
E-mail:  lakeesha@belltowergroup.org 

Authorized Representative LaKeesha Morris-Moreau, MSW, GPC 
President & CEO 
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Organizational Chart 
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Company Information 
Contact person:  LaKeesha Morris-Moreau, President & CEO  
Address:  8950 SW 74th Court Suite 2201-A49 Miami, FL 33156 
Phone number:  (786) 232-0771 
E-mail address:  info@belltowergroup.org 
Website:  www.belltowergroup.org 
Size of Firm:  8 team members 
Number of years in existence:  12 
Business structure: LLC – S Corp 
Certification(s): State of Florida WMBE  
 
BellTower Consulting Group was founded in 2009. Our team of grant professionals 
has over 75 years of combined experience in the grants industry, contract 
compliance, and project management fields. Since 2013 the organization's primary 
focus has been helping Florida's cities and counties leverage grant dollars to 
enhance municipal services and complete capital improvements. To date, BellTower 
has secured nearly $150,000,000 in grant awards. BellTower excels in obtaining 
funding for the municipal services and capital investments that the City of Key West is 
seeking. Grant awards have ranged from a $1,000 small equipment purchase to a 
transformative $14,879,219 award for sewer system modernization. 
 
Some of BellTower's most complex grant administration projects have been 
completed over the past five years. Clients turned to us to assist in recovery efforts 
related to Hurricane Irma and the Coronavirus pandemic. We live in unprecedented 
times with millions of dollars flowing from the federal government, and cities are 
tasked with quickly developing new programs and implementing projects. To add 
another layer of difficulty, rules, regulations, and allowable expenses are subject to 
change as priorities shift. BellTower's team consistently reviews the appropriate 
websites for new directives and attends various professional development trainings 
to remain updated on new developments. BellTower is a Grant Professionals 
Association member, allowing access to hundreds of relevant training webinars and 
resources. Employees responsible for grant management attend a Federal Grant 
Management Bootcamp, and BellTower maintains a library of resources and 
templates to aid in developing standard operating procedures.   
 
In addition to preparing grant applications, BellTower assists local governments in 
preparing Legislative Appropriation Request packages and State Revolving Loan 
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Fund reimbursements. BellTower also assists local governments with special projects 
such as obtaining "Green City" certification from the Florida Green Building Coalition; 
developing Strategic Master Plans; Local Agency Program certification from the 
Florida Department of Transportation; and planning for residents as they age (i.e., 
Communities for a Lifetime, AARP Network of Livable Communities).   

 

Team Leads 

 
Principal Consultant: Ms. LaKeesha Morris-Moreau, MSW, 
GPC, is the President and CEO of Bell Tower Consulting Group. 
LaKeesha brings more than 20 years of grant research and 
writing expertise. She manages day-to-day operations and 
oversees the grant writing team. In 2016, LaKeesha earned the 
Grant Professional Certified (GPC) credential from the highly 
regarded Grant Professional Certification Institute. The GPC is the 

only professional credential for individuals working in the grants field to be 
recognized by the National Commission for Certifying Agencies. It's a clear mark of 
her experience, dedication, and success in the field. LaKeesha is Vice President of the 
Grant Professional Association South Florida Chapter and Exam Administration Chair 
of the National Board of Directors of the Grant Professionals Certification Institute. 
She is also a member of the International City/County Management Association, 
which allows her to remain aware of the best practices of public administration. In 
addition, she conducts workshops on a regional and national level on grantmaking 
and grant management.   
 

Contract Compliance Specialist:  Regina Sandilands, MS, has 
over 20 years of experience in special project administration and 
diversity workforce development. She aids the team in ensuring 
federal compliance, particularly on construction-related contracts. 
Regina excels in working with governmental entities to develop and 
execute programs that foster economic growth. She assists small 
and large firms and government agencies with providing 
opportunities within the construction industry. Additionally, she is 

experienced in developing and implementing employment opportunity plans for 
small businesses, minority or women-owned businesses, disadvantaged businesses, 
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Section 3, Davis-Bacon compliance, and local workforces. Her extensive knowledge 
base, years of experience, and commitment to meeting federal contracting standards 
while empowering small and minority businesses make her an asset to clients and the 
greater community. 

 
Grant Manager/Administrative Support: Ms. Melissa Albury, BBA, 
has over 25 years of experience assisting businesses in program 
management and identifying opportunities to increase efficiency. 
Melissa has worked on several federal contracts for private for-profit 
businesses and local governments. Melissa assists the grant 
administration team in organizing required documents, proofreading, 

following up on checklist items, post-award reporting, and ensuring that the entire 
team meets project deadlines.   
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Approach and Methodology 
BellTower Consulting Group has reviewed the Scope of Services contained in RFP 22-
005 Grant Writing and Grant Administration Services, and it is wholly aligned with 
BellTower's area of expertise. BellTower specializes in helping Florida's local 
governments leverage public funds for community planning, technical assistance, law 
enforcement, public services, and capital infrastructure. Our grant professionals 
consider quality customer service to be of utmost importance, and it is a privilege to 
become a part of our client's team. Here is an overview of BellTower's approach to 
developing a successful grant program. 

Grant Planning Phase 

1. Funding Needs Analysis/Strategic Outreach:  BellTower Consulting Group 
will meet virtually with key members of the City's team to identify funding 
needs and grant history. Your grant consultant uses this time to assess grant 
readiness. This phase includes identifying project priorities and current 
status (shovel-ready projects, design phase projects, and matching funds 
availability). BellTower will request copies of any Strategic Plans the City has 
developed (i.e., Stormwater Plan, Parks and Recreation Plan, Roadway 
Improvement, Bike/Ped Plans, etc.). Within the first 30 days of service, 
BellTower will provide the designated City staff member with a grant 
calendar aligned with the City's project priorities and Capital Improvement 
Plan. The grant calendar will include a list of grant opportunities, funding 
levels, eligible projects, and a timeline for submittal. The City is asked to 
review the grant calendar and determine which opportunities to pursue in 
the current fiscal year based on the project completion timeline and the 
funding source's scoring rubric.    
 
BellTower considers Strategic Outreach as a component of grant readiness. 
A great example is the current Bipartisan Infrastructure Law.   An 
unprecedented amount of funding is being allocated for capital 
improvements; however, the federal government strongly encourages joint 
applications to maximize efforts. Strategic Outreach includes identifying 
strategies to collaborate with the County or neighboring municipalities to 
demonstrate a regional impact for federal and state grant opportunities. 
BellTower is actively looking at the Bipartisan Infrastructure Law from every 
angle, including tracking funding flowing through the State agencies.     
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2. Grant Funding Research: BellTower uses multiple subscription-based 
grant research tools and receives e-notifications from the state and federal 
funding agencies that support local governments. Databases used include 
but are not limited to eCivis, GrantFinder, Grants.gov, and 
GrantStation.com.  BellTower publishes a monthly "Grants for Cities" e-
newsletter with grant opportunities curated based on our clients' funding 
priorities. Our team holds weekly meetings in which we discuss grant 
opportunities and how they align with our clients' project priorities. The 
City's grant calendar is a living document that is updated regularly as new 
opportunities are released, due dates are finalized, and priorities shift.   
 
When a grant on the grant calendar is released, a summary of the RFP will 
be submitted to the City (appropriate Department head) via e-mail. 
BellTower will also bring to the City's attention any details to consider 
before agreeing to move forward with proposal development. This might 
include public involvement requirements, letters of support/approval from 
the County or state agencies,  requirements for council approval, and 
scoring criteria.   
 

An example template of a Grant Calendar for planning purposes: 

Month to 
pursue 

Funder Project 
Request 
Amount 

Match 
Due 
Date 

Action /  Notes 

January 
FDEP 
Water-
LWCF 

New City 
Park 

$1 Mil $1:$1 3/15 
Requires public 
involvement phase 

 

 

 

 

 

 

Page 8 of 20

https://belltowergroup.org/blog/


 

Grant Proposal Development Phase 

1. Research:  Once the City "green lights" an RFP, BellTower will host a kick-off 
meeting to interview the key people involved in the project. BellTower will 
collect any documents from the City that aid in fully understanding the project. 
BellTower will also attend bidder's conferences (if available) and contact 
funders if necessary to clarify any questions about the grant submission 
process. BellTower will provide the City with a checklist of application-specific 
items needed to complete the application and a timeline for project 
completion.     
 

2. Write and Submit 1st Draft: BellTower will write the grant application following 
the specified RFP requirements. During the writing phase, BellTower looks 
beyond the City's strategic plans to the county, state, and federal levels to 
demonstrate consistency. Once the first draft is completed, the grant will be 
submitted to the Department Head or designee for review and approval. 
Changes will be made until the grant is ready for submission, if necessary.   
 

3. Submit Application to Funder:  Most grant applications are submitted online. 
BellTower agrees to submit the grant applications on behalf of the City; 
however, it is the City's responsibility to gain access to the necessary grant 
portal and maintain valid login credentials. BellTower's staff is available to 
guide the City in completing this task. If a hard copy is required, BellTower will 
package (make copies, compile attachments, etc.) and submit the proposal on 
behalf of the City. If a grant application must be e-mailed to the funding 
agency, BellTower will prepare the necessary documents; however, it is the 
City's responsibility to e-mail the grant application to the funding agency. 
BellTower does not list itself as a contact on grant applications. A copy of each 
grant application package submitted for funding, in its entirety, is provided to 
the City.   
 

4. Follow-up: At times, the funding agency will request additional information 
related to the grant application. These requests will go directly to the City. 
BellTower will provide technical assistance in responding to these requests. In 
addition, BellTower will track the status of the application until a funding 
decision is made. If the City would like BellTower to assist with post-award 
activities such as contract execution, compliance, and reporting, a fee may be 
negotiated on a case-by-case basis. 
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Annual Report 

1. Each January, BellTower celebrates the new year by providing the City with a 
beautifully designed Annual Grant Report. The report provides an overview of 
the grant program and the City's accomplishments. It visually displays the 
grant awards and top funding partners using charts and graphs. Finally, it 
contains a chronological list of the City's grant-funded projects. Many cities 
share this document with elected officials and the public when asked about 
the City's efforts to leverage grant dollars to enhance municipal services. 
 

  

 

 

 

Page 10 of 20



 

Grant Administration Services  

Here is an overview of BellTower's approach to developing a successful grant 
management program. 

 

 

 

 

 

Award Set-Up

First 30-60 Days

•Create post-award checklist and timeline based on grant agreement

•Meet with key personnel to and assess the current status of each deliverable 
and available resources (systems, written policies, internal controls)

•Collect and review existing policies and procedures for federal compliance

•Prepare or updated Grant Management Manual to include steps needed to 
ensure programmatic and fiscal compliance with all applicable State and 
Federal laws, rules and regulations related to the grant award 

Award 
Management

Ongoing based on Grant Agreement

•Review procurement documents for grant compliance and assist with 
implementing best practices for federal compliance

•Collect data for preparation of interim reports

•Prepare quarterly project and expediture report

•Prepare annual Audit Compliance Certification by working with City’s finance 
team

•Facilitate risk evaluation and system for monitoring compliance

•Proactively monitor project’s progress and submit extension or modification 
requests, if necessary 

Award 
Closeout

Upon Project Completion (30-60 Days)

•Backup documentation is collected throughout the implementation process to 
demonstrate completion of deliverables

•Prepare closeout reports

•Ensure grant file is organized for fiscal and programmatic auditing
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Planning Phase  (30 Days- 60 Days) 

The Planning Phase aims to ensure that the City is supported in complying with the 
responsibilities listed in is American Recovery Plan Act (ARPA) Coronavirus State and 
Local Fiscal Recovery Funds (SLFRF) contract and any other contract as requested by 
the City.   During this phase, BellTower becomes oriented to the contract, project 
deliverables, key personnel, project timelines, existing resources, strengths, and 
opportunities. Fortunately, the City of Key West has a robust grant program and 
understands that federal funding impacts the City's standard operating procedures. 
The federal government provides rules for how all grant recipients must receive, 
spend, track, and report on federal funds. These rules are in 2 CFR Chapter I, Part 
200, titled the Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards. This set of rules is sometimes called the "Uniform 
Guidance" or "Super Circular." The City's SLFRF contract indicates all applicable parts 
of the Uniform Guidance.   

BellTower's goal during the planning phase is to work with the City to develop a 
Grant Management Manual that establishes a workflow to ensure that each 
department and contractor can meet or exceed the necessary Uniform Guidance 
requirements. BellTower will collect existing policies and procedures and 
recommend updates where needed. For example, the Grants Management Manual 
might include a fiscal compliance checklist, public notice templates, Section 3 
compliance, ADA Compliance, Limited English Proficiency, Equal Employment 
Opportunity, Conflict of Interest, and Contractor Oversight. This task requires 
BellTower to meet with key staff in the City. Once policies are developed, BellTower 
offers group training or 1:1 coaching and on-demand technical assistance 
throughout the project implementation phase. 

Project Management and Coordination Phase 

BellTower will assist the engineering team and key personnel in developing bid 
documents that comply with the SLFRF Agreement—understanding that funding 
guidelines flow to the City's contractors and subcontractors. In addition, BellTower 
will work with the engineering team and key personnel to ensure that all contractors 
comply with the policies and procedures outlined in the bidding documents. This 
task will be accomplished by any combination of strategies, such as providing an 
overview of compliance requirements during the kick-off meeting with vendor(s), 
developing checklists to share with the project team, and periodically conducting 
administrative monitoring of the vendors for compliance.   
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BellTower will attend any necessary meetings and work proactively with key 
personnel to ensure they know the data needed to complete progress reports, 
staffing reports, fiscal reports, and reimbursement requests. This information will be 
collected from key personnel monthly and compiled to complete the appropriate 
report forms. The completed report and backup documentation will be provided to 
the City's Grant Manager for submission to the Department of Treasury according to 
the reporting deadlines detailed in the SLFRF Agreement.   

Once the project is completed, BellTower will facilitate the closeout reporting 
process. This task includes compiling all deliverables indicated in the SLFRF 
Agreement, collecting invoices and proof of payment, the Engineer's Certification 
photographs of the project, and other documents as requested. The completed 
closeout package will be submitted to the City's Grant Manager for review, and once 
all authorized representatives approve it, it will be submitted to the Treasury 
Department.   

Finally, BellTower will provide the City with a project folder that contains the files of all 
reports and documents prepared on behalf of the City. The City shall maintain all 
documents for five (5) years of project closeout. 
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Personnel 
 
Principal – LaKeesha Morris-Moreau, MSW, GPC 

Grant Manager – Melissa Albury, BS 

Federal Grant Compliance – Regina Sandilands, MS 

Grant Writer – Eric Miller, J.D.  

Grant Writer – Monica Haynes, MBA, PMP  

Grant Writer – Sarah Keane, BS 
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LaKeesha K. Morris-Moreau, MSW, GPC* 
14876 SW 168 Terrace ~ Miami, FL  33187 

Phone/Text:  (786) 232-0771 

E-mail:  info@belltowergroup.org Twitter: @GrantsForCities 

 

 

Executive Summary 
 

Solid background in securing government and foundation grants from proposal research and development 

to reporting on compliance and fiscal management. Excel in the program and organizational planning, with 

proven success overcoming challenges of limited resources and financial constraints to design high-quality, 

cost-effective services. Possess excellent organizational, interpersonal, written, and verbal communication 

skills. Skilled and experienced in diverse and fast-paced organizations, including local governments, 

institutions of higher learning, and nonprofit multipurpose organizations. Competent in Microsoft Office 

programs. 

 

Experienced and Proficient in 

• Grant Research & Writing 
• Policy Development & 

Compliance 

• Quality Assurance 

Monitoring  

• Strategic Planning 
• Best practices in Program 

Development 

• Staff Development & 

Supervision 

 

Experience 
 

2009 – Present                            BellTower Consulting Group, LLC                       Miami, FL 
 

President/CEO 
 

Consulting agency for not-for-profit social service organizations and municipalities. Responsible for 

researching and writing government, corporate, and foundation grants.   Assist organizations and 

municipalities in fund development and strategic planning. Assist local governments in obtaining Green 

Cities/Counties certification from the Florida Green Building Coalition. Conduct external mock monitoring 

visits to ensure compliance with grant contracts. Evaluate and develop policies and procedures for operation 

(i.e. personnel, quality assurance, disaster preparedness, etc.). Train staff in file management, tracking 

program progress, fiscal accountability, and preparation of annual or programmatic reports. Foster positive 

donor and community relations.    Website:  www.belltowergroup.org        

 

Education  

1999-2002                                         Florida International University                      Miami, FL 
 

Masters of Social Work with a concentration in Children and Families. Additional coursework in 

Industrial/Organizational Psychology (1 year Master level studies) and social service administration. 

 

1993 – 1997                                         Jackson State University                                              Jackson, MS 
 

Bachelors of Science in Psychology. Honors College, Cum Laude graduate, and All-American Scholar. 

 

Professional Associations/Certifications 

*Grant Professional Certified – Grant Professional Certification Institute (Certification #1306260) 

National Board of Directors - Grant Professional Certification Institute (2019-Present) 

GPC Essay Committee Chair – Grant Professional Certification Institute (2020-Present) 

South Florida Chapter of Grant Professionals Association (Vice President 2010-Present) 

Cutler Bay Club of Toastmasters International  
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November 9, 2016 

LaKeesha Morris-Moreau 

14876 SW 168 Terrace 

Miami, FL 33187 

Dear LaKeesha: 

Congratulations!  You have obtained the Grant Professional Certification and completed the 

requirements to work as a GPC practitioner. 

The Grant Professional Certification (GPC) is designed to identify individuals with broad-based knowledge and 

real-world experience in the field of grantsmanship. The GPC will provide widely recognized affirmation of the 

GPC practitioner as a person of integrity whose broad interest is in building social capital, and helping guide 

less knowledgeable stakeholders to become truly professional and altruistic practitioners.  

You will receive an official notification letter with your certificate within the next few weeks.  It will also be 

posted to our website by November 16, 2016.  Your name will appear as: LaKeesha Morris-Moreau, Miami, 

FL.  If you need to make a correction to the way your name is presented, please email me prior to that date. 

I wish to be among the first to welcome you to the GPC family and on behalf of the board, send our sincerest 

congratulations for being a trailblazer within our profession. Your willingness to seek credentialing is a 

testament to your dedication to our work.  We applaud and appreciate you!   

Sincerely, 

Bonnie Houk, GPC 

President-Grant Professional Certification Institute 



Melissa Albury 

melissa@albury.me ∙ linkedin.com/in/melissa-albury-a5992b19 (305) 338-2061 ∙ Miami, FL

As I have made a career of supporting  others success in various roles in Engineering, Admin and Project Management I am 

looking to bring my successes to bear on individual Entrepreneurs or Management Professionals to help them meet their 

goals.  I also lead an outreach group that supports community members who need a helping hand, I look forward to taking 

my knowledge in that arena to help organizations that empower others within South Florida and beyond.   

 Areas of Expertise include: 

▪ Project Management ▪ Customer Support & Satisfaction ▪ Problem Solving skills

▪ Cultivating 

productive relationships with 

clients and external partners

▪ collaborating effectively across all 

organizational levels

▪ Leadership

▪ Outstanding

communication skills

▪ capable of building and leading 

cross-functional teams

INDEPENDENT  VIRTUAL EXECUTIVE ASSISTANT AND TELECOMMUNICATIONS CONSULTING • 

Miami, FL • February 2017 to Present 

VIRTUAL EXECUTIVE ASSISTANT & PROJECT MANAGER  

● Support Executives and Entrepreneurs with administrative tasks such as reviewing email and organize tasks by 

urgency

● Invoicing, making calls to and visiting clients;  being a real team member

● Researching  and managing projects to alleviate those time-consuming duties from the Entrepreneurs “to do” list

● My VEA services will be grounded in my 30 years of experience in support to offer ideas and suggestions.

TELECOMMUNICATIONS PROJECT MANAGER & CONSULTANT 

● Providing in-depth consultation services to achieve optimal solutions

● Overseeing  entire project lifecycle, from fact-finding phase through to final installation

● Providing post-service customer support, ensuring alignment of results and project vision, and demonstrating 

dedication to full client satisfaction.

CHRIST THE KING LUTHERAN CHURCH • Miami, FL •January 1998 to Present 

CHAIRPERSON SERVING COMMISSION & COUNCIL MEMBER 

● Responsible for organizing outreach to the community

● Maintaining long term programs such as Love In Action supporting Foster and Adopted children

● Creating new opportunities such as Gods Work Our Hands to go out in the community for a day by setting up

projects for those who need a hand or just want to share a good time and friendship

● Opening opportunities for those new to the Serving team to forge their dreams to support others such as the

Project Hope Ixchgauin in Guatemala





 

Regina Sandilands 
 

With over 18 years of experience in special project administration and 

diversity workforce development, Regina Sandilands is recognized for 

creating, developing, and executing Workforce Programs, Small Business 

Programs, Policy Development, Guidelines and Procedures, and 

Administrative Organization. 

 
Regina is skilled in developing and reporting comprehensive plans for 

creating and implementing Economic Opportunity Programs for local 

small businesses and the local workforce. Her extensive knowledge base, 

years of experience, and commitment to empowering small and minority 

businesses make her company an asset to clients and the greater 

community. 
 

Value to Government, Private Developers & Major Construction Companies 
 

• Served Miami-Dade County for over 15 years in various administrative capacities. Associated 

Departments: Miami-Dade Water and Sewer, Miami-Dade Transit, and the Department of Environmental 

Resources Management (DERM) 

• As Vice President of the Vailon Group, assisted small and large firms and government agencies with 

providing opportunities within the construction industry. Additionally, created employment opportunity 

plans for small businesses, minority or women-owned businesses, disadvantaged businesses- es, 

Section 3, and local workforces 

• She has assisted with creating and developing minority, small business, and workforce programs for 

the private sector 

• Implemented systems to complement existing programs to bring results that have yielded local and 

inclusive participation 

• Managed and implemented diversity and inclusion programs, Minority/Women Business Enterprise 

(M/WBE), Small Business Enterprise (SBE), Federal Disadvantaged Business Enterprise (DBE), and 

Section 3 Program and Workforce Programs, Resident First and First Source Hiring Programs 
 
Academic Training 
MS, Business Management, Saint Thomas University 

BA, Public Administration, Saint Thomas University  

Supervisory Certification Program, Miami-Dade County 

 
Humanitarian Achievements & Affiliations 

•   National Political Congress of Black Women, Past Member 

•   Miami-Dade Park and Recreation's Advisory Past Board Member 

•   Big Brothers/Big Sisters of Greater Miami, Past Member 

•   Local Host Committee for Regional Congressional Black Caucus 

•   National Forum for Black Public Administrators, Past Member 

•   International Special Events Society, Past Member 

•   Delta Sigma Theta Sorority, Incorporated, Member 

•   National Coalition of 100 Black Women, Past Member 

•   Miami/Bahamas Goombay Festival in Coconut Grove, Board Member 

•   Miami-Dade Chamber of Commerce, Board Member 

• Top Ladies of Distinction, Southern Pearls Miami Dade, President 

 

 



SARAH KEANE 
Wolcott, CT 06716 | 2037047856 | sekhempeldrive@gmail.com | linkedin.com/in/sekeane/ 

 
 
 

 
PROFILE: Having studied English as well as completed a grant writing internship at an education policy nonprofit, I 
bring clear and persuasive writing skills to a work environment. I have strong research and analytical skills with the 
ability to manipulate data to present an argument. I am a strong team player who can also work independently. I am 
able to use all Microsoft Office programs, including Microsoft Word, Microsoft Excel, and Microsoft PowerPoint. 
 

  
 

PROFESSIONAL EXPERIENCE 

BellTower Consulting Group, Florida                                                                                  January 2022-Present 
GRANT WRITER 

● Write grant proposals to fund infrastructure and social services for various municipalities 

● Conduct grant research and recommend prospective funders to client 

Access Partnership, Hampton Roads, Virginia                                                                   September 2020 
PROPOSAL WRITER VOLUNTEER                                                 
● Crafted a general letter of inquiry to appeal to a specific group of prospective donors and collaborators.  

 

VIP Kid, USA                                                                                                                       May 2020-Present       

ESL ONLINE TEACHER 
● Teach English to children in China ranging from age 5-13, shaping students into better English speakers, readers, 

and critical thinkers.  

ReadyCT, Hartford, CT                                                                                                       July 2019-November 2019     
GRANT WRITER INTERN 

● Wrote 4 grant proposals in collaboration with the Executive Director and Director of Public Affairs. 
● Researched and analyzed various state programs for effectiveness, incorporating data into proposals. 
● Crafted a letter of inquiry to prospective donor in collaboration with the Executive Director and Director of Public 

Affairs. 
● Achieved successful program funding. 
● Maintained an electronic database of all proposals. 
● Conducted research on prospective funders. 
● Maintained an Excel spreadsheet of prospective funders and proposal deadlines. 

Connecticut General Assembly, Hartford, CT                                                                     January 2019-April 2019               
LEGISLATIVE INTERN TO REPRESENTATIVE TURCO 

● Provided reports of committee meetings to legislator in order for him to make informed decisions. 
● Communicated regularly with senior management on bill tracking. 
● Participated in mock legislative session with fellow interns, delivering oral and written testimony on a legislative 

issue. 

 

EDUCATION 
 

University of Saint Joseph                                                                                                                              
Bachelor’s of Arts in English                                   2019 

                             

SKILLS  

Grant Writing, Analytical Skills, Research Skills, Microsoft Word, Microsoft Excel, Microsoft PowerPoint  

mailto:youremail@gmail.com?subject=youremail@gmail.com


Eric Miller             Nonprofit Executive with 9+ Years of Experience  

EMiller0586@gmail.com • linkedin.com/in/eric-miller-039a2b90/ 832-444-7529 • Jacksonville, FL 32207 

Innovative professional with extensive experience serving in leadership roles at community development focused 

organizations in both the public and private sectors. Highly organized, capable of successfully managing a large volume of 

projects simultaneously in a fast-paced environment. Well-developed interpersonal skills, adept at building and managing 

productive relationships and communicating persuasively over both written and verbal mediums. Self-driven with a 

creative approach to problem solving. Able to execute leadership directives with minimal supervision in both independent 

and collaborative settings to maximize organizational performance. Areas of Expertise include: 

▪ Contract Negotiation, Drafting, and 

Management 

▪ Internal and External Corporate 

Regulatory Compliance 

▪ Project and Program 

Implementation and Management  

▪ Grant Award Solicitation and 

Management   

▪ Risk Mitigation and Liability 

Management 

▪ Partnership and Resource 

Development 

▪ Legal Research and Analysis and 

Legislative Affairs Support 

▪ Staff Recruitment, Training, and 

Leadership 

▪ Staff Recruitment, Training, and 

Leadership 

▪ Microsoft Office Suite and 

Salesforce CRM Software 

▪ Procurement and Contractor 

Oversight 

▪ High Volume Data Management and 

Analysis 

Professional Experience 

Downtown Vision, Inc. • Jacksonville, FL • September, 2017-Present 

Nonprofit Business Improvement District focused on creating and supporting a vibrant Downtown Jacksonville community 

and promoting Downtown as an exciting place to live, work, visit, and invest. 

GENERAL COUNSEL; VICE PRESIDENT OF DISTRICT SERVICES 

Negotiate and draft all contracts and solicit and manage all grants received for investment in the district. Manage 

organizational liability and ensure all organizational functions are administered in compliance with all applicable rules and 

regulations. Analyze existing and proposed legislation for potential impacts on organizational functions and support policy 

advocacy. Support the development and approval of the operational budget and manage the annual election of the Board 

of Directors. Directly oversee all stakeholder support and public realm improvement initiatives including the Downtown 

Ambassador Program, strategies to address Downtown homelessness, and all “Placemaking” efforts.  

Key Accomplishments: 

• Successfully secured more than $1.6 Million in new grants and fee-for-service contracts for investment in the district.  

• Managed the establishment of the Lively and Beautiful Sidewalks Initiative, which develops resources for and 

implements “Placemaking” best practices that enhance the vibrancy of Downtown Jacksonville.  

• Brought organizational procurement and contracting processes into alignment with the requirements and best 

practices for nonprofit public-private partnerships.  

• Played a key role in the legislative approval of a nearly 150% expansion of the business improvement district 

boundaries and associated increase in the organizational budget.  

• Oversaw substantial growth of the Downtown Ambassador Program, including a staffing increase of 11 FTEs to 23 

FTEs, the establishment of the Social Services Outreach, Property Maintenance, and Special Projects Divisions, and 

the expansion of the service area to include the Skyway Monorail System.  

• Facilitated Federal approval of 501(c)(6) non-profit status for “Florida Downtowns, Inc.,” an affiliation of business 

improvement districts and other place-management organizations throughout Florida.  

Florida Department of Economic Opportunity • Tallahassee, FL • December, 2015-July, 2017 

State government agency responsible for providing support for attracting out-of-state business to Florida, promoting the 

creation and expansion of Florida businesses, and facilitating Florida’s economic partnerships.  

STAFF DIRECTOR, DIVISION OF STRATEGIC BUSINESS DEVELOPMENT 

Served as the deputy to the Division Director in overseeing the administration of all State of Florida sponsored economic 

development incentive programs, coordinating more than 15 staff members. Supported the development and oversight of 

the Division’s operational and programmatic budgets, ensuring all public dollars were invested in accordance with 
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legislative parameters. Analyzed existing and potential legislation and provided analysis as to the potential impact on 

Division functions. Participated in executive level discussions concerning the strategic direction of the Department and 

the future of state level economic development efforts in Florida.  

Key Accomplishments: 

• Successfully oversaw an update to the public “Jobs Portal” to increase functionality and provide an enhanced level of 

transparency to the administration of Florida’s state sponsored economic development incentive programs.  

University of West Florida Center for Research and Economic Opportunity • Pensacola, FL • July, 2012-December, 2015 

University of West Florida unit focused on furthering the University’s research mission, creating economic opportunity, 

and strengthening ties between the University and the community.  

ASSISTANT DIRECTOR FOR LEGAL AFFAIRS 

Analyzed and monitored all organizational operations and programs and provided recommendations to leadership to 

ensure compliance with relevant state, federal, and university requirements. Participated in the development of and 

oversaw all applications, contracts, and other documentation related to organization funded sponsored research and 

economic development incentive programs. Conducted due diligence on potential partners and public outreach 

concerning all organizational resources. Provided programmatic and administrative support for Innovation Coast Inc., a 

nonprofit organization focused on growing, sustaining, and showcasing the successful, vibrant community of technology 

and knowledge-based companies along the Florida’s Northern Gulf Coast.  

Key Accomplishments: 

• Supported the successful, on-schedule draw down of the full $30 million appropriated by the Florida Legislature for 

the Industry Recruitment, Retention, and Expansion Fund program, intended to spur job creation and capital 

investment within the eight counties disproportionally affected by the Deepwater Horizon Oil Spill.  

• Developed all application and contract templates to enable the establishment of two sponsored research grant 

programs focused on Northwest Florida nonprofit organizations and technology and knowledge based companies.  

• Successfully oversaw the implementation of the initial projects funded under the organization’s Northwest Florida 

Asset Valuation and Marketing Support Program, from the facilitation of discussions between partners to contract 

execution to project implementation and closeout.  

• Provided support, planning, and competitor relations for the 2015 Innovation Awards Business Pitch Competition, 

which awarded $150,000 to Northwest Florida technology and knowledge based companies.  

Education & Training 

Juris Doctor 

FLORIDA STATE COLLEGE OF LAW | Tallahassee, FL | May, 2012 

Bachelor of Science, Economics | Bachelor of Business, Finance 

UNIVERSITY OF MIAMI | Coral Gables, FL | May, 2009 

Community Leadership 

Downtown Dwellers, Inc. 

Board Member; President • Jacksonville, FL • August, 2018-Present 

Pensacola Runners Association, Inc. 

Board Member; President • Pensacola, FL • July, 2014-January, 2018 

Evenings in Old Seville Concert Services. 

Board Member • Jacksonville, FL • October, 2014-October, 2015 



SARAH KEANE 
Wolcott, CT 06716 | 2037047856 | sekhempeldrive@gmail.com | linkedin.com/in/sekeane/ 

 
 
 

 
PROFILE: Having studied English as well as completed a grant writing internship at an education policy nonprofit, I 
bring clear and persuasive writing skills to a work environment. I have strong research and analytical skills with the 
ability to manipulate data to present an argument. I am a strong team player who can also work independently. I am 
able to use all Microsoft Office programs, including Microsoft Word, Microsoft Excel, and Microsoft PowerPoint. 
 

  
 

PROFESSIONAL EXPERIENCE 

BellTower Consulting Group, Florida                                                                                  January 2022-Present 
GRANT WRITER 

● Write grant proposals to fund infrastructure and social services for various municipalities 

● Conduct grant research and recommend prospective funders to client 

Access Partnership, Hampton Roads, Virginia                                                                   September 2020 
PROPOSAL WRITER VOLUNTEER                                                 
● Crafted a general letter of inquiry to appeal to a specific group of prospective donors and collaborators.  

 

VIP Kid, USA                                                                                                                       May 2020-Present       

ESL ONLINE TEACHER 
● Teach English to children in China ranging from age 5-13, shaping students into better English speakers, readers, 

and critical thinkers.  

ReadyCT, Hartford, CT                                                                                                       July 2019-November 2019     
GRANT WRITER INTERN 

● Wrote 4 grant proposals in collaboration with the Executive Director and Director of Public Affairs. 
● Researched and analyzed various state programs for effectiveness, incorporating data into proposals. 
● Crafted a letter of inquiry to prospective donor in collaboration with the Executive Director and Director of Public 

Affairs. 
● Achieved successful program funding. 
● Maintained an electronic database of all proposals. 
● Conducted research on prospective funders. 
● Maintained an Excel spreadsheet of prospective funders and proposal deadlines. 

Connecticut General Assembly, Hartford, CT                                                                     January 2019-April 2019               
LEGISLATIVE INTERN TO REPRESENTATIVE TURCO 

● Provided reports of committee meetings to legislator in order for him to make informed decisions. 
● Communicated regularly with senior management on bill tracking. 
● Participated in mock legislative session with fellow interns, delivering oral and written testimony on a legislative 

issue. 

 

EDUCATION 
 

University of Saint Joseph                                                                                                                              
Bachelor’s of Arts in English                                   2019 

                             

SKILLS  

Grant Writing, Analytical Skills, Research Skills, Microsoft Word, Microsoft Excel, Microsoft PowerPoint  

mailto:youremail@gmail.com?subject=youremail@gmail.com


 

Qualifications  
 
BellTower's grant writing team writes exclusively for organizations in Florida. Our 
team has aided in securing nearly $150,000,000 in grant awards. BellTower excels in 
obtaining funding for the municipal services and capital investments the City seeks.  
 
BellTower is currently assisting two Florida municipalities in writing and managing all 
of their grant awards. BellTower also provides technical assistance or reporting 
support to these cities for the American Recovery Plan Act (ARPA) Coronavirus State 
and Local Fiscal Recovery Funds (SLFRF) of a combined $26 Million. Before the SLFRF 
funding, BellTower assisted these cities with securing disaster recovery dollars 
through FEMA Public Assistance following Hurricane Irma. Finally, BellTower also 
assisted these clients in developing new programs and securing reimbursement for 
expenses through the Coronavirus Aid, Relief, and Economic Security Act (CARES) 
and the Florida Department of Law Enforcement Coronavirus Emergency 
Supplemental Funding (CESF)Program. BellTower has worked with these 
municipalities since 2013, and they have never had a grant-related audit finding or 
had to establish a corrective action plan for a federal grant award.   
 
 
BellTower provides grant services to the following local governments 

• Miami Shores Village 

• North Bay Village* 
• Town of Cutler Bay* 

• City of Miami Springs 
• City of Hallandale Beach 

• City of North Miami Beach* 
• St. Lucie County 

• City of Cape Coral 

• City of Florida City 
• City of South Miami 

• City of North Miami 

*Municipalities that receive grant administration and on-demand technical support 
services 
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Sample of BellTower's Federalized Grant Projects (3-year) 

Each award was funded at 100% of the Grant Request 
 

Municipality Grant Project Awarding Entity Dollar amount Role 

1 Indiantown 
Village 

Pet-Friendly 
Emergency 
Shelter 

Florida Department 
of Economic 
Opportunity Rebuild 
Florida 

$350,000  Writing 

2 North Bay 
Village 

Waterfront 
Park/Linear Trail  

Florida Department 
of Transportation 

$1,000,000  Writing and 
Management 

3 North Miami 
Beach 

Playground 
Improvements 

Community 
Development CDBG 

$100,000  Writing 

4 North Bay 
Village 

New Park 
Development 

Land and Water 
Conservation Fund 

$850,000  Writing and 
Management 

5 Hallandale 
Beach 

Technology 
Center for Crime 
Prevention 

US Department of 
Justice 

$700,000  Writing 

6 North Bay 
Village 

Drainage & 
Roadway 
Improvement  

Florida Department 
of Environmental 
Protection 

$1,150,000  Writing and 
Management 

7 Town of 
Cutler Bay 

Drainage and 
Roadway 
Improvement 

Florida Department 
of Transportation 

$400,000  Writing and 
Management 

8 Town of 
Cutler Bay 

Transportation 
Improvements – 
On-Demand 
Transit & 
Expansion 

Florida Department 
of Transportation 

$687,000  Writing and 
Management 

9 North Bay 
Village 

Utility 
Undergrounding 
– Disaster 
Mitigation 

FEMA – Hazard 
Mitigation Grant 
Program 

 $   11,000,047  Writing and 
Management 
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10 Hallandale 
Beach 

Lift Station 
Rehabilitation 

Florida Department 
of Economic 
Opportunity Rebuild 
Florida 

 $      2,813,471  Writing 

11 North Miami 
Beach 

Water 
Distribution 
System 
Improvements 

Florida Department 
of Economic 
Opportunity Rebuild 
Florida 

$11,700,000  Writing 

12 North Miami 
Beach 

Sewer Collection 
System 
Improvements 

Florida Department 
of Economic 
Opportunity Rebuild 
Florida 

$6,000,000  Writing 

13 Hallandale 
Beach 

Sewer System 
Modernization 

Florida Department 
of Economic 
Opportunity Rebuild 
Florida 

$14,879,219  Writing 

14 North Bay 
Village 

Seawall Elevation  Florida Department 
of Environmental 
Protection (Resilient 
Florida) 

$3,000,000  Writing and 
Management 

    

$64,629,737.00   
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Client References 
Project Name:  Grant Writing and Administrative Services 
Client/Location:  Town of Cutler Bay   Dates:  2013 – Present 
 

Scope of Work:  Assisted agency in securing and managing over $11 Million in 
grants for various capital improvements. Oversee all aspects of the grant cycle, 
including funding prospects, grant writing, award contracting, post-award 
management, and staff training. Additionally, assist with developing policies and 
procedures, preparing grant-related Resolutions and Memos, and assisting with 
emergency recovery efforts (i.e., FEMA reimbursement, CARES Act reporting, ARPA 
compliance). 
Contact:  Rafael Casals, Town Manager   
Phone: 305-234-4262 E-mail: rcasals@cutlerbay-fl.gov 
------------------------------------------------------------------------------------------------------------------------- 
Project Name:  Grant Writing and Administrative Services 
Client/Location:  North Bay Village      Dates:  2013 – Present 
 

Scope of Work:  Assisted agency in securing and managing $14.3 Million in grants 
over the past three years for various infrastructure projects. Oversee all aspects of the 
grant cycle, including funding prospects, grant writing, award contracting, post-
award management, and staff training. Additionally, assist with developing policies 
and procedures, preparing grant-related Resolutions and Memos, and assisting with 
emergency recovery efforts (i.e., FEMA reimbursement, CARES Act reporting, ARPA 
compliance). 
Contact:  Dr. Ralph Rosado, Village Manager   
Phone: 305-756-7171 E-mail: rrosado@nbvillage.com 
------------------------------------------------------------------------------------------------------------------------- 
Project Name:  Grant Writing Services – Florida Department of Economic 
Opportunity CDBG-Mitigation 
Client/Location:  City of North Miami Beach    Dates:  2020  
 

Scope of Work:  Assisted the agency in securing two grant awards totaling $17.7 
Million. BellTower worked with key personnel to develop the grant application, 
ensured that the project components aligned with the State's Mitigation Action Plan, 
advised staff on deliverables specific to federal funding to include in the project work 
plan and budget, and drafted and translated public notices.   
Contact:  Lynnetta Jackson, Grants & Special Projects Manager   
Phone: 305-787-6002 ext. 3  Email: Lynnetta.jackson@citynmb.com 
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Sworn Statements and Affidavits  
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Cost Proposal 
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Exhibit C: Cost Proposal 
 
Consultant Name:            

 
Project Name: Grant Writing and Grant Administration Services 
Project Number: RFP #22-005 

 
Grant Writing Services (lump sum): Please enter a lump sum amount for each year to be paid monthly 
in twelve (12) even payments.  The annual amounts should be all-inclusive and include any anticipated 
increases over the years. Refer to Section C.12, Item 10 Cost Proposal. 

Year Lump Amount 

Year 1 $ 

Year 2 $ 

Year 3 $ 

Year 4 – (Year 1 of two-year option to renew) $ 

Year 5 – (Year 2 of two-year option to renew) $ 

Total Grant Writing Services Amount $ 

 
Grant Administration Services (hourly): Please enter staff position, all-inclusive hourly rate with 
anticipated increases over the years, hours per month, and total cost per month.  Refer to Section C.12, 
Item 10 Cost Proposal. 

Staff Position Hourly  
Rate 

Hours per 
Month 

Total Cost per 
Month 

 $  $ 

 $  $ 

 $  $ 

 $  $ 

 $  $ 

 $  $ 

 $  $ 

 $  $ 

Total Estimated Monthly Cost of Grant Administration                              A) $ 

Total Estimated Annual Cost of Grant Administration        (A x 12)  B) $ 

Total Estimated 5-Year Cost of Grant Administration         (B x 5)    C) $ 

 

5-Year Total Grant Writing PLUS   
Grant Administration (This total used for scoring) 

$ 

BellTower
Text Box
72,000.00

BellTower
Text Box
77,040.00

BellTower
Text Box
82,433.00

BellTower
Text Box
88,203.00

BellTower
Text Box
94,377.00

BellTower
Text Box
414,053.00

BellTower
Text Box
150.00

BellTower
Text Box
10

BellTower
Text Box
1,500.00

BellTower
Text Box
Senior Grant Manager/Federal Grants Specialist

BellTower
Text Box
Project Manager/Compliance Assistant

BellTower
Text Box
125.00

BellTower
Text Box
10

BellTower
Text Box
  1,250.00                

BellTower
Text Box
Administrative Assistant

BellTower
Text Box
75.00

BellTower
Text Box
10

BellTower
Text Box
750.00

BellTower
Text Box
3,500.00

BellTower
Text Box
42,000.00

BellTower
Text Box
210,000.00

BellTower
Text Box
624,053.00

BellTower
Text Box
Note:10/hour is an estimate of the average number of hours over the course of the year
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