GRANT CHECKLIST

Use this checklist to gather essential documents and details that are commonly requested by grantors.

ORGANIZATIONAL BACKGROUND
e Address, Phone, Web Address
e History of Organization (in a

Target Population

Current Programs/Services Descriptions
narrative form) Number Served in Previous Year (overall)

e Year Organization was Established Number Full-time and Part-time Employees and

e Mission and Vision Statements Volunteers

e Service Area (county, city, state)

TAX DOCUMENTS

e Tax-Exempt Status Letter (i.e. letter e System Award Management (SAM) Registration (if
of determination) applicable)

¢ IRS Form 990 e Other Registrations as Necessary

FINANCIAL INFORMATION

e Detailed Organizational Budget e Sources of Funding and % of Overall Budget (e.g.,
(current year and previous year) 25% Grants, 50% Individuals, etc.to equal 100%)

e Year to Date Profit & Loss Statement e Top 5 Funding Sources from Previous Year
(most recent) (specific names of donors, foundations, etc.)

o Program/Project Budget(s)

GOVERNANCE
e Board of Directors Listing (including e Articles of Incorporation
affiliations, titles, & contact e Bylaws
information) e Executive Staff Bios

Board Roles/Job Descriptions
¢ Organizational Chart
o Current Strategic Plan

PROGRAM OR PROJECT INFORMATION

e Detailed Program/Project e Number of clients served by your program(s) in
Description(s) Previous Year
Year Program was Established e SMART Objectives

e Target Population (who do you e Outputs and Outcomes from Previous Year
serve)

POLICIES POLICIES (if applicable to your organization)

e Conflict of Interest Policy e Anti-Discrimination Policy

o Whistle Blower Policy e Fiscal Management Policy

e Document Retention/Destruction Policy o Gift Acceptance Policy

OTHER DOCUMENTATION
o Letters of Support
o List of Collaborating Partners (include agreements if applicable)
e Client Success Stories
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