The Collins Foundation Grant Application Checklist

Please review the submission guidelines and, if you have additional questions, the FAQ at www.collinsfoundation.org. Check the boxes as you prepare your proposal to ensure you have provided the required information and include this checklist with your application.
I. Cover letter

· A letter signed by the chief executive officer or board president verifying the accuracy of the proposal and authorizing the request. 
· Include an email address, mailing address, and phone number for both the chief executive officer and primary contact person for the grant request, if different.
II. Executive summary

· A separate half-page description of the project, the amount of the request, the period the grant will cover, the community to be served, and the proposed outcomes.

III. Proposal narrative

· Brief overview of your organization, including your mission, history, program areas, and the community you serve. 

· A description of how you address issues of equity and disparities – of access, opportunities, or outcomes – internally within your organization and in your community.
· Description of the project, including:

· Amount of the request

· Starting date and timeline

· Need for the project and how it is socially, culturally, or economically relevant to the community you serve
· Goals and proposed activities to meet the goals

· The number and demographics of people you expect to serve

· How you engaged the community you serve in the development of your strategy and goals
· How success will be measured

· Plans to sustain the project beyond the grant period, if appropriate

IV. Proposed budget plan
· A project budget that includes a detailed list of expenses and projected revenue by source (e.g. earned income, contracts, foundation, government, corporate, individuals, in-kind):

· Clarify whether the project is included in your operating budget.
· If this is a request for one part of a larger endeavor, also attach the larger project budget.
· For multi-year program requests, include a budget for each year of the grant period.
· For requests for operating support, provide the relevant operating budget(s).
V. Funding Plan
· List the names of current and projected major donors, corporations, foundations, and public funding sources. List one total for all cash donations from individuals. In-kind contributions may be included, and should be identified as such.
· For each revenue source listed, include the amount of each request (for multi-year requests, break out the amounts by year) and whether it is planned (not yet submitted), pending (submitted and under review), or committed (pledged or in-hand).
· For pending foundation requests and other key sources, note the date you expect to receive a decision. 
· NOTE: Be sure to include The Collins Foundation in the list of your pending requests.

· Total amount raised to date, including in-kind

· Total amount pending

· Total amount left to raise and your strategies to complete your fundraising
VI. Attachments

· A board list that includes each member’s name, place of employment and job title, and/or areas of expertise.
· Your organization’s current operating budget.

· Year-end financial statements from the last full fiscal year, including:

· Statement of Financial Position (balance sheet) 
· Statement of Financial Activities (income & expenses)
· Government and Tribal entities should provide financial documentation from the relevant department, rather than the whole tribe or government. 

· NOTE: If the financial statements show an operating deficit or significant surplus, provide an explanation.

· Your most recent audited financial statements or, if no audit is available, your most recent 990 IRS filing.

· Government and Tribal entities should provide the auditor’s letter plus financial documentation from the relevant department, rather than the whole tribe or government. 

· NOTE: If the financial statements show an operating deficit or significant surplus, provide an explanation.

· Verification of nondiscrimination:

· A copy of your organization’s nondiscrimination policy. We expect that your policy will explicitly cover staff, leadership, volunteers, and the people you serve; if it does not, please provide a description of your organization’s nondiscrimination practices.
· Verification of tax-exempt status:

· A 501(c)(3) organization must provide a copy of its most recent determination letter from the Internal Revenue Service stating that your organization is exempt from federal taxation as defined by Section 501(c)(3) of the Internal Revenue Code (IRC) and is not a private foundation as defined by Section 509(a) of the IRC. Organizations with a different name from that shown in the IRS letter must provide satisfactory documentation explaining the discrepancy.
· Government or Tribal entities are automatically exempt under IRC Sections 170(b)(1)(A)(v) and 170(c)(1) and do not need to submit documentation from the IRS.

· If applying with a fiscal sponsor, contact Colin Jones (cjones@collinsfoundation.org) to discuss appropriate documentation. 

· For construction projects, include schematic drawings.

· Optional: Letters of support from key partners; pictures; program materials.

Please mail one hard copy of your application to: 
Cynthia G. Addams, Chief Executive Officer

The Collins Foundation


1618 SW First Avenue, Suite 505


Portland, OR 97201
