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AGM Common Proposal Form Instructions
Please read this document carefully.  These instructions, tips and suggestions are written with you, the grant seeker, in mind.
The AGM Common Proposal Form has been developed to make the grant application process easier for both grant makers and grant seekers.  The purpose is to provide a grant proposal format that is commonly accepted and consistent for grant application review processes.  Nonprofit organizations will find this tool an efficient process when applying to multiple foundations and especially useful if you are new to the fund development profession.   This document will provide tips and strategies for writing your proposal as well as helpful instructions for using the forms.  There are four sections to the AGM Common Proposal Forms.  Instructions for filling out the forms are located on the following pages:

1) Cover Sheet
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2) Proposal Summary Form
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2) Full Proposal Narrative Form
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3) Budget Form
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4) Diversity Data Form
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Before You Begin

Take time to do your homework.  Conducting good research on each grant maker’s current funding philosophy, program interests and criteria will save you time and effort.  Keep in mind that every grant maker will have different guidelines, priorities, requirements and deadlines. There are many resources to help you in your research.
· Make sure the grant maker to whom you plan to submit this proposal accepts the AGM Common Application Form.  Check the grant maker’s website or contact them directly. 
· To obtain a copy of each funder’s guidelines visit its website or write to it directly.  You may also:
· Visit AGM’s Resource Center for Philanthropy (RCP) located at 55 Court Street, Suite 520, Boston, MA 02108.  For RCP hours see www.agmconnect.org or call 617-426-2606.
· Use the AGM Grant Makers Directory, profiling nearly 300 funding organizations.
· Search in the Foundation Center’s database www.fdncenter.org.
· Make sure there is a match between your organization’s request and the grant maker’s funding interest.

· Your proposal should meet the stated guidelines in areas such as geographic location, funding interest, population served, type of funding, etc.

· Adhere to deadline dates.

Initial Steps
After researching and identifying appropriate grant makers you are now ready to start the proposal writing process.

Grant makers may require an initial Letter of Intent (also referred to as Letter of Inquiry or Query Letter).  The purpose of the Letter of Intent is to provide the grant maker with notice of your intention to apply for funding.  The Letter of Intent provides applicants the opportunity to obtain initial feedback on a proposal or project idea and whether it is a suitable fit to the grant maker.  If the grant maker does not specify exact criteria for a Letter of Intent, it should be 1-2 pages and include the following:
· Description of the idea or project 

· Indication of how the project connects to the grant maker’s areas of interest

· Indication of who would be responsible for managing the project, including potential collaborators
· An estimate of project cost and the amount you intend to request for the project in your proposal.
Some grant makers accept a Concept Paper.  The Concept Paper is similar to the Letter of Intent but provides a little more detail.  You should adhere to the grant maker’s requirements for a concept paper.  If there are none available, it should be 3 pages or less with a cover letter.  This document should include:

· Brief description of your organization

· Description of the issue or need

· Brief outline the program or project activities and specific goals
· Indication of how the project connects to the grant maker’s areas of interest
· Indication of who would be responsible for managing the project, including potential collaborators
· Estimate of project cost and the amount you intend to request in your proposal.
If a grant maker accepts a concept paper, the AGM Cover Sheet Form together with the Proposal Summary may be accepted in lieu of a Concept Paper.  
Grant makers are going to look carefully at timely financial statements, including an independent audit report (if available), to assess your organization’s current financial status.  A clearly constructed organizational and proposal budget (using this form or another acceptable format) will allow the grant maker to:

· Decide whether the project’s budget is reasonable 

· Assess your organization’s ability to manage the funds
· Understand the requested amount in relation to the organization’s project and overall budget.
Instructions
The AGM Common Proposal Form can be downloaded from the AGM website to your personal computer by clicking on the appropriate form and saving it to your desired location.  This is not an online application process.  The forms are either writable MS Word documents or MS Excel spreadsheets.  Use the Tab key to move through the various fields to enter the required information or respond to the question.  When the cursor is in a shaded box, it will become black.  Whatever you type will then appear within the shaded areas.  Do not forget to save the document to your computer or network.  When done, email or print and mail directly to the foundation or corporation.
Cover Sheet
The Cover Sheet is to provide essential data about the organization.  The first section is used to provide contact information.  The second is for organizational information and the third section is about the request.  Drop-down menus have been provided for you to note your agency’s fiscal year (month and day) as well as the type of request.

Clarification of Key Terms:

501(c)(3) – This is the section of the IRS (Internal Revenue Service) Code that defines organizations as not-for-profit organizations with tax exempt status by reason of charitable activities and purposes.  The IRS provides a Letter of Determination to organizations who fall into this category.
If you do not have a 501(c)(3) Letter of Determination, please provide the information of your fiscal sponsor in the space provided on the form. (Note: Some grant makers will not accept grant proposals from applicants that do not have their own 501(c)(3) status.)
Tax ID number (FIN#) - If your organization is a 501(c)(3) you will have a designated Tax ID number which you can find on your IRS Determination letter, your organization’s IRS Form 990 or Form 990EZ, or by using Guidestar at http://www.guidestar.org/.
Total Organization Budget - Total Operating Budget would include all program and administrative costs for your entire organization (not just the project for which you are requesting funding.  If you are using a fiscal agent, please put in the information for your organization, not the fiscal agent’s.  Your budget information, whether you use our form or attach your own, should provide as many details as possible.

What are the different Types of Request? -
Capacity Building – Capacity building proposals are for enhancing or building the capacity of an organization - actions that improve nonprofit effectiveness by gaining technology, staff training and development, technical assistance for financial systems development, etc.
Capital Campaign - An organized drive to collect and accumulate substantial funds to finance major needs of an organization such as a building, major repair project, or building endowment.
General Operating Support – Your request is not for a specific project but to support all your activities for the fiscal year.  These are sometimes known as unrestricted grants.
Multi-Year Project – Make this selection if your proposal will span more than 12 months.
Program Support – A request for funding for an existing or new program or project.
Start-up Support – Start-up support is requested to establish a new organization or project.
What does “priority funding area of grant maker” mean? -  The Cover Sheet Form asks that you distinguish this proposal’s “Priority funding area of the grant maker.” The priority area you identify should be consistent with that stated in the foundation’s guidelines.  In this section please explain why this proposal fits the priorities of the grant maker who will receive it.  You should identify appropriate grant makers before starting your proposal.
Proposal Summary Form
The Proposal Summary form should only be used when submitting a Concept Paper.  You can skip this form if you are submitting a full proposal.  The entire Proposal Summary should be limited to 2 pages.  Therefore, write an overview of your request that is concise and comprehensive.
What do you intend to accomplish? – Briefly explain your goals, objectives and intended outcomes:
· Goals – Goals should be directed toward a vision and be consistent with the mission.  Something the organization wants and expects to accomplish in the future.  Goals are broad and visionary.
· Objectives – A specific measurable result expected within a particular time period, consistent with a goal and strategy, a clear "milepost" towards your stated goals.
· Outcomes – An outcome should answer the following questions: What impact will this grant have?  What changes (in knowledge, behavior, or condition) will occur as a result?
Distinguish your organization and this proposal from other efforts.  Explain what is unique about your organization and why you are well situated to address the issue or need.
If you are collaborating with other organizations, indicate with whom and for what purpose?  Collaborations come in several different forms.  Be sure to explain how this collaboration will work and the role(s) of each organization, as well as how long the collaboration has been running.
Authorizing signature – Some grant makers require the signature of the Board Chair, President or Executive Director.  If this grant is being submitted electronically, type the name into the space provided.  If this grant is being mailed, sign and date in the appropriate space provided.  If you are sending the file by email, type in name and date.  Be sure to save the final version for your files.
Full Proposal Narrative Form
The Full Proposal Narrative should accompany the Cover Sheet.  We recommend that the final proposal be no longer than eight (8) single spaced pages.  Be sure to refer to each grant maker’s guidelines for their recommended length and formatting requirements.

Tips and Strategies . . .

· Demonstrate your organization’s commitment and uniqueness in your proposal

· Be clear and concise; be thorough yet strive for brevity

· Acknowledge similar programs and awareness of relevant data

· Set measurable goals and objectives.

This form is divided into three sections: Organizational Information, Proposal Information and Budget Information.  The form has provided unlimited space for your responses.  Be sure to keep your proposal narrative consistent with the heading or question.  Space has been provided for you to include additional information that is important to your proposal request.
Budget Information –This section is to provide a budget narrative.  Please justify your requested amount for the different line items.  Also, use this section to explain other funding you may be receiving or seeking to receive for this proposal as well as any special circumstance you would like to explain to the grant maker.   Use the Budget Form to specify budget income and expenses.
Budget Template
Budget information for a grant proposal is very important.  AGM provides this form to help you provide the information in a standardized format.  However, you are not required to use the AGM Budget Form if you prefer to use your organization’s format.  If you use your own organizational or project budget format, submit it as an attachment to your proposal.  Make sure both income and expense are detailed in your budget.

The Budget Template is a writeable Excel document that provides grant makers with a proposal request, program and organizational budget on one worksheet.  The form will calculate the totals and the percentages.  Be sure to follow these instructions carefully.
The Budget Form worksheet has three sections: 1) the Request Amount in this proposal and the expense line items to which the grant would be applied – if you wish to be specific, 2) the Project Budget and 3) the Total Organization Budget.  For example, your requested amount might be $20,000.  Enter that amount in the column marked This Request and expenses related to the requested amount.  The total budget for the project might be $100,000.  In the column titled Total Project Budget complete the income sources and enter total project expenses for the project.  Finally, the total organizational budget might be $500,000.  Under that section, enter all income sources, including the project.  Then enter the total organizational budget expenses.  Please see the sample budget at: http://agmconnect.org/resources-tools/resource-center-agm/agm-common-proposal-form to see what a completed budget might look like.
Areas that are shaded in gray should be left blank.  Be sure to enter your organization name at the top of the worksheet, along with your Federal Identification Number (FIN) and the Fiscal year in which the grant will be spent in the spaces provided.
We have provided two additional lines to enter other expense items. Write in the type of expense in the left column.  If you use a simple administrative overhead budgeting process, use one of the other expense lines to enter that amount, and then make sure to include a footnote that explains what items are covered by that administrative overhead rate.
At the bottom of the AGM Budget Form is a space for any footnotes or clarifications you would like to make regarding your budget information.

Diversity Data Form

This form is provided to represent AGM’s dedication and commitment to diversity.  This worksheet is a writeable Excel document to provide information about your organization.  Information provided should represent the number and percentages at the time of your submission of this proposal.  This form may not be required by all foundations.
Before Submitting Your Proposal

Make Sure that you . . .

· Include a cover letter with your completed proposal, introducing your organization and stating the dollar request.

· Send the requested # of copies.
· Do not send additional information not requested by the grant maker.
· Include the appropriate attachments; be sure to check with the funder’s application guidelines.  The following is a list of frequently requested attachment:
· Current Financial Reports (Balance Sheet and P/L Statements)

· Multi-year budget for multi-year programs (if applicable)
· Audited Financial Statement
· IRS Form 990 or Form 990EZ
· List of Board of Trustees/Directors (with affiliations)

· Organizational strategic plan (if applicable)
· Letters of support

· Resumes of key project personnel

· IRS determination letter of 501(c)(3) status
· Annual Report (if you have one)
Please note that if you are using a fiscal agent, you may be required to submit financial information, including audited financial statements and/or Form 990s for that fiscal agent.  You should check the grant maker’s guidelines for instructions.


If you have questions regarding this form (budget form, diversity chart, etc.) you can contact AGM by email at agm@agmconnect.org.  If you have questions specific to a grant maker, please see its guidelines.
Good luck and thank you for using the AGM Common Proposal Form.

© Associated Grant Makers 2006

� Adapted from the Hyams Foundation Diversity Form with permission.
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