


1. General Required Documents

2. Budget Documents

3. Budget Narrative





• Prior Year Audited Financial Statements 

• Funder may request to include management letter if a modified opinion was issued and the formal 

agency response to management letter 

• Annual Report if agency does not have Audited Financial Statements

• Recommended format includes a Balance Sheet and Profit and Loss Statement

• Filed annual 990

• All forms acceptable that apply to agency: 990-N, 990-EZ, full 990 form, 990-PF

• 501(c) determination letter









• Program Budget 

• Budget developed specifically for program that agency is applying funding for

• Review grant terms for allowable vs. disallowable costs 

• Remove disallowable costs from budget or show funder will not support these expenses

• Recommended to include both program revenue and expenses 

• Provide detailed descriptions; strongly encourage to include descriptions for “other” items

• Spell check!





• Organizational Budget

• Not always required, but many funders request 

• Include all revenue and expenses for agency (administrative, program, and fundraising)

• Include all government revenue and expenses 

• Budget should be based on one full agency year and align to your agency program budget year





• Narrative should be based on program budget 

• Story-telling; align budget narrative to overall program narrative/ grant application

• Include ask amount in budget narrative  

• Disclose what funder will be supporting if agency were awarded 

• Include details that may not fit within the program budget 

• Ensure character or word counts are not exceeded 



• Total program budget amount: amount should match the program budget developed

• Timeline of proposed project: should match what is listed in your program budget

• Sources and percentages of funding that agency receives?

• 65% government

• 15% corporate grants

• 10% individual donations

• 10% in-kind donations

• What other funders are supporting this program? 

• How will program will sustain if not fully awarded?




