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Proposal Instructions and Checklist



Instructions
Please complete and submit all forms and documents. The checklists below will serve as your guide.  We strongly encourage that you carefully review two attached documents – Successful Grant Elements and Tips for Drafting Quality Goals and Objectives – prior to completing the requested proposal documents.
We require that you submit your proposal electronically to expedite handling. Email your proposal to your assigned Program Associate, [insert PA name here] at [insert email address here]. If you have any questions, please contact your Program Associate at 415.393.1551 or by email. 


Transmitting large-sized electronic files
Please note that the Stuart Foundation email system will not accept emails 10MB or larger in size. To reduce file size, consider removing logos or graphics or reducing resolution for .pdf files. If needed, send attachments in separate emails.


Proposal Checklist 
· Proposal Information Form (See Separate File)
· [bookmark: _GoBack]Proposal Narrative (See Instructions for Proposal Narrative)
· Project Budget: (See file for instructions)
· OPTION 1: Use the Foundation’s budget template (see attached Excel file) 
· OPTION 2: Submit a budget in your own format that follows the instructions
· Key Staff: Provide name, title, and brief description of responsibilities and qualifications
· List of current Board of Directors or governing body (e.g., public agency elected officials)
· Logic Model (Optional- submit if your organization has one)
· Letters of Support or Recommendations (Optional- no more than three. The Foundation is especially interested in reading letters from those who are beneficiaries of your work.) 




Organizational Financial Documents Checklist

The Stuart Foundation’s program staff conduct a financial analysis for all 501(c)(3) nonprofit organizations as part of its grantmaking due diligence process.  To complete this analysis, the Foundation requires that these organizations submit the following financial documents. If your organization is not a 501(c)(3) nonprofit (e.g., government agency, public school district, public university), your Foundation Program Officer will discuss with you what required financial documents will need to be submitted.

Audited Financial Statements 
· Most recently approved audited financial statements (containing two years of data), including auditor’s opinion and footnotes.  
PLEASE NOTE: If your organization does not have audited financial statements, and is not required to have them, one of the following may be provided in lieu of an audit:
· A financial compilation or financial review prepared by an accounting firm
· Internal statements verified and signed by two officers of the Board of Directors

Current Year Financial Statements (unaudited) through most recent quarter-end
· Statement of Financial Position (also known as Balance Sheet)
· Statement of Activities (also known as Income Statement)

Other Documents
· Current year Operating Budget (reflecting both revenues and expenses)
· Most recent IRS Form 990 
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