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Application checklist

The following is a list of suggestions for preparing an application for Metro grant funds:

Basic guidelines

· follow instructions (# of copies, due date/time, etc)
· review criteria, eligibility factors

· state answers, ideas in a simple, clear manner

· limit answers to space provided

· make sure budget numbers add up correctly

Cover letter

· briefly describe project

· make request clear (what do you want to do, for how much, by when)

· describe qualifications to execute project (i.e., experience, support, accountability)

· identify key partnerships (get letters of commitment from each)

Needs assessment

· describe existing conditions (the “before” picture)

· use available facts, figures about existing conditions
· describe desired changes, objectives, measures of success (the “after” picture)

· assign quantifiable target(s) to each objective

· define what must be done for project to be a success

· list desired outcomes critical to success

Funding guidelines

· identify guideline(s) the project addresses

· explain how project addresses guideline(s)

· state outcomes related to guideline(s) addressed

Project period and geographic area served

· identify planned start date to launch and complete project

· describe geographical area project will benefit

· include specific landmarks, locations and/or groups to be affected

· explain if and how any grant funds will be used outside the target area

Community resources

· list resources committed to project (e.g., neighborhood or business associations, local residents, classrooms in schools/community centers)

· document agreements and/or permission of partners (e.g., letters of commitment, memos of understanding)

· Identify outcomes related to community resources being provided and how they maybe used

Budget

· provide “reasonable” level of detail about each item, service, expense
· identify fiscal sponsor, if other than your organization
· cluster costs by phases, stages or component parts 
· show how grant funds will be spent, matched or leveraged by other resources
· list other sources of support (e.g., contributions of cash, facility, services)

· calculate total cost/value of each budget item (grant dollars + matching funds)

· check to make sure your numbers add up correctly

Milestones

· identify key phases, stages of project

· list what will happen, when, with whom and where

· pinpoint dates of critical activities, anticipated accomplishments
Program evaluation

· describe approach to manage, monitor and evaluate project
· identify person responsible for compiling project evaluation report

· include measurable project targets or metrics
· explain how and when measurements will be taken (e.g., taking a pre- and post-project survey of participants, start/stop of capital construction elements, distributing school supplies)
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