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Austin Junior Forum
Letter of Inquiry
January, 2012
AJF - The Daniel H. Caswell House
1404 West ave @ 15th street 

P.O. Box 26628 • Austin, tx • 78755-0628

Phone: 512-472-0779 • Fax: 512-472-9988

Dear Nonprofit Organization:
Thank you for your interest in applying for a grant from the Austin Junior Forum.

Completing the Letter of Inquiry is the first phase in our process.  Please be sure to answer all questions in the questionnaire below and email your responses to Daphny Ainslie, Grants VP at grants@austinjuniorforum.org by February 28, 2012.

The Austin Junior Forum Grants Committee will review all Letters of Inquiry and determine which organizations will be selected to move to the second phase of the Grant Application process.  If your organization is selected, you will be contacted and asked to provide the Grants Committee with revenue and expense information along with additional documentation (see page 3 of questionnaire), which will be due no later than April 1, 2012.  The Grants Committee will then review all applications in this phase and will choose which organizations will move to the final phase, the site visit phase, which will occur in late May and early June.
Organizations chosen to receive an Austin Junior Forum Grant will be notified in August.

If you have any questions, you may contact Daphny Ainslie, Grants VP at 512-695-1733.
2012 AJF Letter of Inquiry Questionnaire

AJF is a women’s non-profit volunteer organization supporting women, children and the elderly in the Austin Area through community service and fundraising.

	Date Submitted:


	

	Name of Organization:


	

	Executive Director’s Name:


	

	Contact Person:


	

	Organization Address:


	

	Contact Person Email:


	

	Phone Numbers:


	

	Tax Exempt #:


	

	Amount of grant request:


	In an effort to make a larger impact, AJF is pleased to offer grants up to $10,000



	AJF Grant Funding Guidelines and Criteria:

	· AJF only gives grants to 501 (C) (3), non-profit organizations

	· AJF grants to non-profit organizations that have a substantial impact on the quality of life of a significant number of women, children and elderly in the Austin area.

	· AJF seeks partnerships that have the potential to use AJF members as volunteers

	· AJF requires joint Public Relations opportunities, co-op marketing and cross promotion of each other’s events

	· AJF does not grant funds for undefined or operating expenses – including staff or administrative costs

	· AJF does not grant funds for individual scholarships

	· AJF does not grant funds to religious organizations FOR religious purposes

	· AJF does not grant funds to political organizations FOR political purposes

	· AJF does not grant funds for sponsorship or underwriting of events


Please complete all questions on the following pages.  Your answers may be added directly to the form (preferred) or on a separate document and emailed to Daphny Ainslie, Grants VP no later than
 February 28, 2012 at grants@austinjuniorforum.org
Name of Organization:

	I.  Organizational Background

	1. Paragraph on organization’s history, mission, and goals.


	2. Description of current programs, activities and accomplishments.


	3. Paragraph on the responsibilities of the board, staff and volunteer.


	

	II.  Purpose of Grant Request: Goals and Outcomes

	1. Briefly describe the project this grant would fund.


	2. Describe the overarching purpose(s) of the project and the areas that will be different at the end of the project or grant period.  Include short-term changes as well as long-term changes.



	

	III.  Organizational Capacity

	1. Describe why your organization is well-positioned to implement this proposal request.  Include information on:

	· How this proposal relates to your organization’s mission and goals.

	· Related program or organizational accomplishments.

	· Links with other organizations doing similar or related work.

	· The target population and how they will benefit and if the target population is involved in the project in any form.


	IV.  Evaluation Plan

	Using sections II and III, describe what you want to learn about your program goals, outcomes, and process over the grant period.  Include information on:

	· The 2 or 3 primary evaluation questions you expect to answer.

	· The assessment methods/strategies you will use to answer your evaluation questions (e.g., records, surveys, interviews, pre- and post-tests, community feedback, etc.)  Please be specific and realistic.

	· How will your organization involve stakeholders in the evaluation process (e.g., board, the target population, and community members)?

	· How your organization will apply this information internally (e.g., for program improvement, fundraising, communications, etc.) and externally (e.g., disseminate lessons learned through reports, workshops, and networking activities.).


	Cooperative Public Relations and Marketing Opportunities

	1. Please describe ways in which your organization would be willing to include AJF in your public relations and marketing programs.  Include your current marketing program –how you reach the Austin community, your target audience, and how AJF would fit into that plan.

	2. What type of recognition would AJF receive if the grant is funded?

	3. List a project that could provide volunteer opportunities for the AJF membership.  It can be an ongoing project or a onetime event.  Funding of the grant does not guarantee involvement with your volunteer activities from the AJF membership.


Once again, if your organization is selected to move to the second phase, you will be requested to provide the following.  Please do not provide this information until you are contacted to do so.   

	For Grant Requested

	Please submit the information below for the previous and current year’s revenue and expenses

	1. Fiscal Year

	2. Revenue:  include a description and total amount for each category that is relevant to your organization.  For each category, list specific amounts requested of foundations, corporations, and other funding sources for this proposal as well as the status of those requests: pending or committed.  For pending requests, please indicate the date when you will be notified.  (e.g., XYZ Fund: $10,000 pending, notification date is June 2011).  If you don’t have revenue from some of these sources, just say “no funding.”

	· Grants and Contracts:  local government, state government, federal government, foundations, corporations, United Way/Combined Federal Campaign and other Federated Campaigns, individual donors or other (please specify)

	· Earned Revenue – events, publications and products, fees, other (specify)

	· Membership Income

	· In-kind support (donated goods, services, equipment, non-cash items, volunteer hours)

	· Other

	3. TOTAL REVENUE



	

	4. Expenses:  Include the total amount for each category that is relevant to your organization.  If you don’t have expenses in categories, just say “no expenses.”

	· Salaries (specify total salary budget, number of positions and whether full or part time

	· Payroll Taxes

	· Fringe Benefits

	· Consultants and Professional Fees (itemize type)

	· Travel

	· Administrative Expenses 

	· Other (specify)

	5. TOTAL EXPENSES




	In addition to the above, please send the following information:

	1. A copy of your current IRS determination letter indication 501 (C) (3) tax-exempt status, or if pending, an explanation of the application status.

	2. Board of Directors: 

	· Description of board responsibilities and committee structure

	· List of all board members including their occupations and related community affiliations

	3. Current letters of support from participating organizations and/or the target population benefiting from the proposed effort.

	4. The current annual report ( if available)

	5. A few current, relevant articles or reviews about the organization’s programs

	6. The most recent audited financial statements.
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