Full Proposal Form


FOUNDATION

Applying for a Grant

Proposal format and checklist

I. Narrative — 5 to 7 pages preferred

If you have an organizational work plan, strategic plan or business plan that presents the following information, you may submit it in lieu of a proposal. Please reference or mark the pages that contain the specific information requested below.
A. If applying for general operating support, please provide:

· A brief history of your organization’s development and accomplishments. 

· An overview of major programs and strategies, and how they further your mission. 

· A description of the people your organization serves or benefits directly (in addition to the total population in your target area). Please use actual numbers (not percentages) whenever possible, and cite the sources for demographic data. 

· A description of the goals your organization has set for itself during the proposed grant period (either one or two years—check with your program officer). If funded, these will be considered expectations of your grant. 

· The measures by which you assess the impact of your activities on participants and the broader community. Which specific indicators of change do you track and how often? Please describe your data collection system. 

· Examples of how you have used information about your organization’s impact to improve activities or strategy. 

· Planned changes to the board, staff or organizational structure, if any. 

B. If applying for a specific project, please provide:

· A brief history of your organization’s development and accomplishments.

· An overview of major programs and strategies, and how they further your mission.

· A full description of the project and how it furthers your organization’s mission.

· A description of the people the project serves or will serve directly (in addition to the total population in your target area). Please use actual numbers (not percentages) whenever possible, and cite the sources for demographic data.

· A description of the goals you have set for the project during the proposed grant period (either one or two years—check with your program officer). If the project is funded, these will be considered expectations of your grant.

· A description of how you measure or will measure the impact of the project on participants and the broader community. Which specific indicators of change do you or will you track and how often? Please describe your data collection system.

· Examples of how you have used information about your organization’s impact to improve activities or strategy. 

II. Financial

A. If requesting general support, please send the following:

· The two most recent audited financial statements. 
· If the most recent audit is more than six months old, a recent unaudited balance sheet (assets and liabilities) and statement of income and expenses (preferably no more than three months old).

· The current operating budget for the organization.

· An operating budget for each year of requested support.

· A complete list of all nongovernmental sources of income—$25,000 per year or more—for your current fiscal year and future commitments. Feel free to annotate an existing list, but please indicate annual amounts and grant periods.
B. If requesting project support, please send the following:

· The two most recent audited financial statements. 
· If the most recent audit is more than six months old, a recent unaudited balance sheet (assets and liabilities) and statement of income and expenses (preferably no more than three months old).

· The current operating budget for the organization.

· The total project budget for each year of requested support.

· A complete list of all nongovernmental sources of income—$25,000 per year or more—for your current fiscal year and future commitments. Feel free to annotate an existing list, but please indicate annual amounts, grant periods and which grants are restricted to the project. 
III. Attachments 
· Proposal cover sheet for the foundation, including EIN number

· List of your board members and their relevant experience

· Profiles or resumes of key staff members

· Description of staff and board composition

· Your most recent annual report, if not already provided

· Your most recent publications, news articles, or other relevant materials about your organization or the funded project. Please be selective.

We appreciate clarity and brevity in your responses. Thank you.
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