(Name of foundation)






(Foundation Address)

Dear Grant Applicant:

Thank you for your interest in the (Name of foundation).  We are interested in learning more about the project and invite you to complete the following Grant Application.

Please see the guidelines and suggestions below.  Applications that do not adhere to the guidelines will not be considered.

Application format
1. Incomplete applications will not be considered for funding.

2. Include the following documents with your application (in this order).  Documents available in electronic form may be submitted via email.

· Charity operating budget for current fiscal year

· Current financial statements (statement of financial position, statement of activities, and statement of cash flows)

· Most recent year-to-date audited financial statements

· Copy of IRS Advance Ruling or Final Determination Letter verifying 501(c)(3) status 
· Copy of most recent IRS Form 990 tax return
· Letter of support from school district superintendent and campus principal (if project involves work on a school campus)

· Board of Directors roster that includes name, address, term of board service and place of employment

3. Do not include videos, photographs, newspaper clippings, brochures, etc.

Submission process
1. Email your application to (email address of foundation). If you need to mail a portion of your application, send via regular mail only to:  (Name of foundation), (Foundation Address).  Packages sent via express mail to our mailing address will not be accepted.

2. Grant requests are reviewed on a quarterly basis.  You will be notified as soon as a decision is made regarding your request.

Some suggestions for your consideration as you begin outlining your application are as follows:

· We are focused on outcomes.  Your application should clearly define your project goals and projected outcomes.  It also should include the method you will use to track your progress.  

· We prefer statistical data and metrics to philosophical narratives.  

· The application includes recommended lengths for each section.  We encourage you to adhere to these guidelines.  You have six pages (or fewer) and we want to ensure your application has the information we need to make a funding decision; however, please feel free to send additional supporting exhibits, photos, narratives, successes, etc.   

We look forward to reviewing your application.  

(Name of foundation)

Grant Application
Date:  ​​​​​​​​​​​​​​​
Organization:  

Executive Director:  

Contact person/title:  

Mailing address:  

Email address:  





Website address:  

Phone:  





Fax:  

Tax exempt #:  

Project name:  

Total project budget:  

(Name of foundation) request:  

Number of children affected:

Organizational Information  
Briefly describe your organization, its mission, vision, history and goals.

Executive Summary of the Proposal

Please describe why this organization or program exists in this environment and what expected results achieved by this organization or program make it a wise investment for (Name of foundation).
Please state why (Name of foundation) would fund this organization as opposed to others working in the field or geography and what key result(s) or impact will the proposed program achieve.  Please consider how it complements what other organizations, funders, systems are trying to accomplish in this area.

Problem Statement  
Define the problem or issues as it relates to the geography / environment you are working to address (i.e. if the work of the project is to be in Chicago, the problem description should be about the environment in Chicago and not the national problem).  This should be primarily data or numeric evidence documenting the problem in your geographic area and target population.  
Grant Details
Please state how this grant address the problem outlined in the problem statement and what the partnership between (Name of foundation) and the organization and others would look like.  Describe the project for which you are requesting funds, including description of target population, project goals and the relationship to organizational strategic goals, number of children who will be affected, resource requirements, and implementation plan including anticipated start date and timeline.  Specify whether this is a new/expanded program or an existing program.

Measurement  
Please describe how the plan outlined in the Grant Description will be measured and how the measurements will indicate success.  Include baseline data or benchmarks for every outcome proposed.  Describe your plan for measuring the progress of the project to ensure it achieves those outcomes.   For example, establish the number of children currently served, the number of children needing services, the projected outcome of number of children who will be served as a result of the project, and the method to be used to track that number.

If this is an existing program, provide detailed data that shows how you are tracking project goals and include results.

Project Finances  
Provide details on project finances using the budget worksheet provided.  Alternative budget formats will not be accepted; however might be provided as supporting documentation  In narrative form, explain the assumptions or basis for cost estimates.  For example, $740 in travel consists of 3 trips of 2 days each for 2 people or $3000 in supplies includes 100 training notebooks at $25 each and one $500 curriculum kit. 
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