Impact 100 Greater Indianapolis 

Letter of Inquiry

Dear Nonprofit:

Thank you for your interest in applying for a grant from Impact 100 Greater Indianapolis.

Completing the online Letter of Inquiry (LOI) form is the first step in our process.  For a complete description of our grant guidelines and process, please review all sections under Impact Grants on our website at www.impact100indy.org.

Prior to the opening of the links for on-line submission of your LOI in January, this document should be used as a worksheet for your LOI proposal.  As the grant writer, we would recommend you formulate your proposal and compose your response to each of the questions in this document in advance of when the online links open.  When the online links are open, submission will only require a copy and paste of the material you have prepared from this worksheet. The on-links are not opened until January so that we may announce the final grant amounts on which you should base your proposal request. 

Please note that all questions included on the online Letter of Inquiry form must be completed.  In addition, when completing the narrative section of the form, please be thorough, but brief, by compacting text.  Bullets should be formatted in sentence format as one, two, and three to conserve space on the form.  Excessive length (exceeding four or five pages total) will not be considered.
Your online Letter of Inquiry must be submitted no later than the designated due date.  Any submissions received after that time will not be considered.  You will receive an acknowledgement of receipt of your Letter of Inquiry within one week of the closing deadline.  
Impact 100 Greater Indianapolis will review Letters of Inquiry and determine which organizations will be asked to advance to the Full Grant Application phase.  Approximately one month from the due date, you will be notified whether your organization has been selected to move forward to the full application phase or not.

By submitting an online Letter of Inquiry form, you are agreeing that you have read and understand the sample Terms of Agreement and the interim and financial report samples, which are available on Impact 100 Greater Indianapolis’ website at www.impact100indy.org.  Further, should your organization be selected to receive an Impact 100 Greater Indianapolis grant, you will be required to execute a Terms of Grant document and submit interim reports and a final report substantially similar to those samples on the website.

If you have questions regarding the form or the process, please email us at grants@impact100indy.org.

Sincerely,

Impact 100 Greater Indianapolis

Impact 100 Greater Indianapolis Letter of Inquiry Worksheet

This document details the information you will be asked to provide online in January.  Please use this document to prepare your responses prior to completing the form.  If you have any questions, please feel free to contact us at grants@impact100indy.org.
                                                                                                                                                  

Organization Information               

Please collect the following information describing your organization.  You will be asked to supply each of these items in the Online Letter of Inquiry.

· Name of organization

· Legal name (if different)
· Employer Identification Number (EIN)
· Address of your organization
· Phone number
· Fax Number
· Website
· Executive Director Name
· Contact for this proposal name, title, phone, email
· Year founded
· Annual operating budget
· If applicable, organization endowment value
· Number of paid staff
· Number of volunteers
· Percentage of Board members who contributed to your organization
· IRS 501(c)(3) and 509(a) public charity status
· Mission statement
· What are primary programs and services of your organization (briefly describe—no more than five lines)

Focus Area Information

Please determine which focus area you will designate for your application. (Arts and Culture; Education; Environment; Family; Health and Wellness)  You must choose only one.  

· Name of focus area:_____________________

Proposal Summary Information

Please prepare the following information describing your proposed project or program.  You will be asked to supply each of these items in the Online Letter of Inquiry. 

· Project or program title

· Is this a current, new, expanded, or a new partnership
· 2-3 sentence summary of the proposal
· Total proposed budget for project or program
· Total dollars committed to date
· Total funds requested from Impact 100 (confirm available grant amount from Impact website in January)
· Request as a percent of total cost (Line 6/Line 4)
· List of counties served by project or program
· If requesting capital funds as part of project, are they for building or equipment or both?
Proposal Narrative

Please prepare your responses to the following questions describing your proposed program or project.  You will be asked to answer each question in a limited format and your proposal will be disqualified if you do not comply.  We require that your proposal narrative be approximately two pages in length and Questions 5, 7 and 8 be answered in as concise a format as possible.  
· What is the specific need your project or program addresses?

· Describe the size and demographics of the target population.  Use corroborative statistical data, such as central Indiana SAVI (Social Assets and Vulnerabilities) data or government demographic data if applicable.
· How does your proposed project or program address the need (i.e. what does it do)?
· Describe who will be impacted by the proposed activities.  If applicable, indicate the total number of individuals you expect to serve.
· Outline the timetable for the project and include 5-6 major accomplishments or benchmarks you seek to accomplish. 
· What measurable goals do you hope to achieve with the proposed activities?
· How will you spend Impact 100’s grant money?  A detailed budget is not required at this point, but please outline high level categories of spending. 
· List the major funders already secured or committed for this proposal.  List foundation, internal cash support, in-kind gifts or services and the amount of funds committed from these major sources. 
· Address how this project will continue when the grant money has been spent.    

Authorization 

Please obtain authorization from the Executive Director or the Board President prior to submitting this application.  You will be required to certify that you have this approval in the Online Letter of Inquiry form.

  

      Before going online and submitting your proposal, please review the list of questions 

     above and also use the following checklist to ensure you are ready to proceed.

        We are a 501(c)(3) and/or 509(a) public charity with a certificate or letter of status.
    We have identified a program or project clearly within Impact 100 Greater Indianapolis eligibility guidelines:

                targets a defined population;

                for a defined duration;

with defined, measurable goals;

in Marion, Hamilton, Hancock, Shelby, Johnson, Morgan, Hendricks or Boone counties;
using the full amount of Impact 100 Indianapolis’ grant;
expending funds within 24 months

        We have provided an answer to all questions asked.
We have stated the focus area under which the proposal will be considered.
We have approval from our executive director and/or Board President to pursue this funding.

1. Go to the Impact 100 Greater Indianapolis at www.impact100indy.org
2. Go to Impact Grants > Grant Process 
3. Scroll down to the section of the page titled Four Step Application Process.

4. In Part 1: Letter of Inquiry, click on “submit” online letter of inquiry in the appropriate focus area category: arts, education, environment, family, health and wellness

5. Complete the online Letter of Inquiry Form using your prepared information.  Note: You may copy/paste information you have already prepared into the online form.

6. Submit the form.

       All Online Letters of Inquiry MUST be received no later than the deadline posted on the Impact 100 Greater Indianapolis website.  Please respect the limitations placed on length.  Late submissions will be declined without consideration.  You may only submit your online Letter of Inquiry one time.  You will receive confirmation of your        submission within one week from Impact.  
Step 1: Form Preparation 





Step 2: Checklist





Step 3: Online Submission








