STUART FOUNDATION

Letter of Inquiry

Instructions
Please use the following cover sheet to accompany your Letter of Inquiry to the Stuart Foundation.  The instructions for preparing the content for the LOI are on the following page.  We ask that your letter be no more than three pages, not including the cover sheet and budget.  If you require assistance, we are happy to help. Please call 415.393.1551 and reception will direct your call.  You may also write us at info@stuartfoundation.org. 

COVER SHEET

	Date
	

	ORGANIZATIONAL INFORMATION

	Name
	

	Legal Name 

if different
	

	Mailing Address
	

	City, State, Zip Code
	

	Telephone
	
	Email Address
	

	Fax
	
	Website Address
	

	Tax ID#/EIN
	
	Year Founded
	

	Type

choose one
	( 501(c)(3) public charity

( Government Entity


	( Corporation/Private Entity
( Other ​​​​​(please specify)

____________________________________________

	CONTACT INFORMATION

	Full Name 
	

	Title
	

	Address 

if different from organization
	

	City, State, Zip Code
	

	Telephone
	

	Fax
	

	Email Address
	

	REQUEST INFORMATION

	Project Title

N/A for general support 
	

	Amount 
	$ 
	Terms (years)
	

	Program Area

choose one
	( Child Welfare
( Education
	Support Type

choose one
	( Support for a Project

( Support for Specific Activities

( General Support


	FISCAL SPONSOR
	If your organization is not a 501(c)(3) or other exempt organization, and if the Foundation requests a full proposal, you will need to identify a fiscal sponsor to submit a proposal for your project. However, if your organization already has a fiscal sponsor, please complete the contact information below.

	Organization Name
	

	Contact Name
	

	Contact Title
	

	Mailing Address
	

	City, State, Zip Code
	

	Telephone
	
	Email Address
	

	Fax
	
	Website Address
	


SUBMITTING YOUR LETTER OF INQUIRY
We request that your Letter of Inquiry (LOI) be no more than three pages in length.  Please do not use font sizes below 11-point type; please also use a typeface that is easy to read. Please refer to the checklist below to ensure you have completed all the required forms prior to submittal: 

· LOI Cover Sheet (please complete all fields)

· LOI Narrative (maximum of three pages; please refer to instructions below)

· Budget (you send us your own budget or use the Foundation’s self-calculating Excel spreadsheet)
PLEASE NOTE: Requests for general support should be accompanied with an organizational budget delineating expenses and revenue. 
The Stuart Foundation prefers to receive LOIs electronically. However, we will accept LOIs through the mail.  To ensure that we do not duplicate your record, please submit your request only once.  If you submit electronically, please do not send a hard copy.  

Please send electronic submittals to:

info@stuartfoundation.org
For regular mail submittals, please send to:

Grants Management

STUART FOUNDATION
500 Washington Street ▪ 8th Floor

San Francisco, CA 94111
COMPLETING YOUR LETTER OF INQUIRY NARRATIVE
Foundation staff rely upon your ability to succinctly cover the major points for each area to make a thorough analysis, review, and decision of your request.  If you have any questions, please contact the Foundation at 415.393.1551 and your call will be routed to the appropriate program staff person to assist you. Your LOI should cover each of the areas below.  
Summary of Your Request.  In three sentences or less, please provide us with a description of the purpose of your project, program, or initiative. Please also describe the duration (how much for how long) and amount of funding for your request.
Alignment with Foundation Grantmaking Strategy. We are interested in how your work aligns with our Foundation-wide strategy to improve outcomes for children and youth. Please describe:

· How will the proposed project align with and implement the Foundation’s strategy?

· Which Foundation goals and objectives will the proposed project address?
· How is the proposed project best positioned to achieve the Foundation’s goals?

About the Proposed Program/Project/Initiative.  This section of your letter should provide a concise description of your proposed work.  You may answer the questions by providing a narrative or describing the work with a bulleted list.  Please be sure to cover each of the following topics:

· Description of targeted population.

· Geographic area served.

· New project or continuing effort; if a continuing effort, please share accomplishments to date.

· Summary of strategies and activities, and why they will prove effective.

· Tell us about any existing or anticipated partners in this work.

Goals and Objectives. This section of your letter should provide a listing of the following:

· Long-term outcomes.

· Objectives of the proposed work.

Organizational Information.  Please briefly share the following information about your organization:

· Organizational mission.

· Capacity and track record of the organization to undertake the proposed work.

· Qualifications of lead staff.

COMPLETING A LETTER OF INQUIRY BUDGET

The purpose of the preliminary budget information is to help us understand the size of the project and how you plan to use the requested funds. The Stuart Foundation offers two options for completing the LOI budget:
OPTION 1. 
Submit a budget in the format of your choosing.  Please include the following information:
a. Provide total expenses with broad line items such as salaries, consultants, non-personnel costs for program expenses, operating expenses, stipends, etc.

b. Indicate the allocation of Stuart Foundation funds to expenses.
c. Provide a list of all income sources with amounts for the project. Please be sure to indicate whether the income has already been secured. 

OPTION 2.
Use the LOI Budget Form provided by the Foundation for project budgets only. For general support requests, please submit an organizational budget..  The Foundation’s LOI Budget Form is a Microsoft Excel spreadsheet. It will automatically calculate subtotals and totals. 

The following section is provided to answer questions that arise when filling out the budget form.  If you require additional assistance, please contact the Foundation at 415.393.1551 and your call will be routed to the appropriate program staff person to assist you. 

Section 1: Expenses

PERSONNEL

Salaries/Benefits:  
Please provide a total for the salaries (including benefits) of the positions to be dedicated to this project.
KEY PROJECT EXPENSES
Consultant/

Professional Fees: 
These fees cover costs for independent contractors.  They may include but are not limited to evaluators, legal counsel, accountants, content specialists, or website designers.
Expenses: 
In this section, you may list broad project components of your project (e.g., Communications, Dissemination/Outreach, Project Materials, Student/Teacher Stipends).  As another option, you may choose to use broad expense categories such such as travel, meeting costs (facility fees, meals), printing, communications, supplies. Miscellaneous expenses can be grouped into a line item designated “Other.”  Please include separate line items for all applicable non-personnel expenses here.

Sub-contracts:  
If a sub-contractor will provide services, please list those organizations here. Please note that if an outside evaluation firm will be used, this expense belongs in Consultants/Professional Fees line item.  

STUART FOUNDATION REQUEST COLUMN

· The amount requested for any line item should not exceed the amount in the total project budget.  

· The amount requested for any particular line item can range from zero to 100%. This may depend upon other sources of funding.   

Section 2: Income Sources

Income: 
Please specify all sources of income, including earned income, fees for services, funding from foundations, government grants, fundraising, etc..
Status of Income:
Please specify the status of all income listed. 

· “Secured” income includes all income already received or awarded.

· “Pending” income includes requests that are currently under consideration.

· “In development” refers to planned fundraising efforts.

· If sources have not been identified, please include a line item labeled “To be raised” and indicate the amount in the income column.  

Stuart Foundation 

Request: 
Please enter the amount of your request here. 
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