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                           2012 Grant Application
SECTION IV – ATTACHMENTS

Required Attachment
1) Applicant organization’s operating budget for your current fiscal year, including budgeted and most currently available actual to-date figures.  This can be provided in any format.
Optional Attachments
1) Letters of commitment from collaborating organizations, if appropriate.  A letter of commitment is required from the partner organization(s) on any joint proposals.  Letters of commitment may also be included from partners providing support that lends to the success of your project, e.g., shared location/space, shared outreach activities, in-kind transportation services, etc. 
2) If appropriate, you may also attach documents that specifically apply to the project.  For example, a memorandum of understanding, a specific campaign fundraising plan, or architectural drawing.  Please do not include general organizational information such as brochures, newsletters, or annual reports.  
GiveRichmond Profile
Other organizational and financial information will be accessed via your GiveRichmond profile.  You must have a current GiveRichmond profile to be eligible to submit your application.  If you have questions about GiveRichmond, please contact Michael Jones, GiveRichmond Coordinator: mjones@tcfrichmond.org or phone 330-7400.


                   Project Budget and Narrative
                                     Guidelines
Overview

Two important components of your grant application are the line-item budget and budget narrative.
Both documents must be submitted with your grant request. Please carefully read the guidelines before completing the budget documents.  If you would like an electronic copy of the budget form and narrative, please email impact100@tcfrichmond.org.

Line-item Budget Guidelines

· The line-item budget should include all income and expenses associated with the proposed project. Please note that not every line-item applies to every project.
· Total income should equal total expenses. If income exceeds expenses, please explain the rationale in detail in the budget narrative.

· Each budget form should include the name, phone number, and e-mail address of the contact person responsible for and familiar with the project budget.

Line-item Budget Definitions

Salaries and Wages include full, part-time, and temporary employees.

Fringe Benefits include FICA, pension, health insurance, workers’ compensation, etc.

Contract Services/Professional Fees includes outsourced services or workers.

Office Space includes rent, utilities, furnishings, maintenance, and insurance.

Equipment/Supplies include office supplies; postage; copier rental and supplies; telephone, fax and computer supplies; equipment repair and maintenance; etc.

Staff/Board Development includes trainings, retreats, seminars and conference expenses designed for professional development of the staff and board.

Travel/Related Expenses include air travel, out-of-town expenses, conference travel expenses and per diem, in-town parking and mileage expenses.

Marketing/Publications include any materials associated with spreading the word about the project.  

Please note: you may change a line item to a description that is a better fit for your expenses specific to your project, or use “other” and explain on the narrative. 
Narrative Guidelines

· The budget narrative must include an explanation of every line-item marked with an asterisk (*). 

For example:

Salaries and Wages—Project Director: The total requested for this position is $15,000, which represents 40 percent of his/her work time on the project. Responsibilities include planning, development, and evaluation.

· Please describe and quantify in-kind contributions (volunteer time by non-employees, donated materials, services, or equipment) included as income on the budget form.


Please provide a detailed explanation of every budget line item marked with an asterisk (*) and every line item for which you are requesting support from Impact 100 Richmond. Please also describe and quantify any in-kind contributions. This narrative must accompany the project budget form. Use additional pages if needed.
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