Grant Application Form

Name and Full Address of Organization: 
Project Title: 
Project dates:
Name of Contact Person including full street address, email, and phone number:
Category in which you are applying (Category I, II, or III under “Guidelines”)
Amount of Grant Request:
Amount of Entire Project:
Date of project, event, or performance:
 
PROJECT COSTS INFORMATION: 

A. Personnel – Include the following:
 
1) list all staff involved in project with resumes/qualifications;
2) number of hours/week devoted to project; and
3) cost of engaging staff for this project. Include all personnel involved in project. Full- time staff who work part-time on this project should be included with a % of the time spent on this project based on full-time salary. 

B. Administrative overhead 

These are not project-specific costs but are an appropriate % of ongoing administrative costs incurred to maintain staff/office so that the project can take place.
General office overhead (rent, equipment, etc.) 
Other (be specific) 
Administrative sub-total:
Percentage of total office overhead administrative costs for project. 

C. Project-specific costs 

These are costs related only to the specific project; fill in as many as are applicable. Not allowable: food/beverage.
Direct Costs 
Description Cost Venue cost for project (if applicable)
Insurance
Materials 
Publicity
Printing
Consumables
Participant transportation Contingency (recommended) 
Other (be specific) 
Project costs sub-total: 

PROJECT FINANCIAL SUMMARY 
Cost 
 
A. Personnel sub-total:
B. Administrative overhead sub-total: 
C. Project-specific costs sub-total: 
Total Project Cost: 

Income: 

A. Organization share: 
B. Other sources (including anticipated ticket sales):
C. Grant request: 
Total:
 
NOTE: Total income must match total project cost. Projects that involve a match of funds (agency-generated funds plus grant request) are preferred. 

Cost/participant
 
A. Cost of Program:
B. Number involved in Program:
C. Cost/participant: A divided by B: 

NOTE: Number involved refers to the number of persons actively involved in presenting or organizing the project, not the number of anticipated audience




APPLICATION FORM CHECKLIST: 

Be sure your package includes the following:
A. One-page project narrative; include contact person and full contact information 
B. Project cost form; include resumes of personnel
C. Financial summary form
D. Copy of IRS nonprofit status letter or fiscal agent
E. Copy of most recent financial audit
F. Board list, if applicable
G. Up to 5 pages (8 1⁄2” x 11”) of recent publicity, press releases, programs, 
reviews, etc. 
