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Application Instructions for:  WYWF 2010 Annual Request for Proposals
Introduction to Wyoming Women’s Foundation Grant making
Welcome to the WYWF online grant application process. We are instituting this process on our website to ensure that we are collecting consistent information from all applicants. We have worked to create a simple application that requests only the most important information necessary for making a funding decision. 
We hope you will find this format both helpful and user-friendly.  We thank you for considering the Foundation as a prospective partner in your work.

Once we receive your completed online application, an automated response will be sent to you acknowledging its receipt. Our goal is to review your application and email an initial response to you within 8 to 10 weeks. Your grant may be declined, or it may be selected for funding, either as submitted or with specific conditions attached. 

If you have other questions or concerns, please submit them to the WYWF staff. If you would like to speak with someone personally, please contact the Wyoming Women’s Foundation at 866-708-7878 or 307-721-8300. 

Eligible Organizations

Grants are made to nonprofit organizations exempt from federal taxation under Section 501(c)(3) of the Internal Revenue Code and to public/governmental agencies.  Grants are not made to individuals.
Instructions for Submitting an Application
Please thoroughly read the Request for Proposal document and fill out all sections of the electronic application.

Applications must be received by 5:00 pm on Wednesday, September 1, 2010. 

Applications sent by fax will not be considered. 

Application Forms
When accessing the electronic application for the first time from the WYWF website, you will be directed to set up an account from the Wyoming Community Foundation; this is correct.  After that when you access your account you will go directly to the 2010 Request for Proposal electronic application.

How can I access the online grant application?
Your organization's first step in the grant application process is to review these application instructions. To access the application directly click here.  If you have determined that submitting for grant funding to the WYWF is a good fit but want to know more about the funds we hold, you may speak with a member of the WYWF staff by contacting us at 866-708-7878 or 307-721-8300. Please make certain you have reviewed the information available on the website prior to contacting staff. 

Tips for Completing an Online Application: 

The following information will assist you in submitting your proposal to the Wyoming Women’s Foundation using the online application form: 

As you begin: 
Review the online application questions before starting to complete the application. 
Before beginning to fill out the application you will be asked to create an applicant log in account. Create an account. You will receive an email that confirms your account creation: keep this email. The account will allow you to store your application while you are working on it.  Be sure to note user name and password information for future access.  It is also a good idea to share this information with other key people within your organization so the application can be completed by someone else if necessary. 

Please note that once you begin the electronic submission, you may save your electronic application at any point in the process and come back to it later. We highly recommend that you compose and save any lengthy answers in a Word document or e-mail first and then copy/paste them into the application form. This will allow you to complete a word count prior to working on the electronic application. 

You may complete the online application by using an industry-standard Internet browser application, such as Internet Explorer (v6 or higher) or Mozilla Firefox (v1.5 or higher). 

Ensure that internet "cookies" are enabled on your browser. 

To ensure that you receive e-mails that will be generated as a part of the application process, add “wycf.org” domain to your e-mail safe senders list.

Tips for completing submission: 
There is no time limit on entering data in the online application (it will not "time out"). You will lose your information, however, if you use the browser navigation buttons or close your browser window. Be careful! Follow the data entry tips at the end of this page. 

A save option is provided so that you don’t need to complete the application in one sitting. Click the "Save and Finish Later" button on the bottom center of any page and you will exit the application and be returned to your account screen.  

If you receive an error message when clicking on the URL to your saved information, it is likely because the e-mail is in plain text, and part of the URL is hyperlinked and part is not. To address this problem, copy the hyperlinked portion of the URL into the browser’s address field, and then copy the un-hyperlinked part of the URL into the address field. This should create a full URL in the browser.  
For any other technical difficulties that may present a problem, please describe the problem in detail and email that information to us. Your emailed information will allow us to contact the electronic application software technical management team and troubleshoot the problem for you as quickly as possible. 

After completing all questions on the application, a preview page will display with your answers and they can be edited, if desired. When complete, click the "Submit" button and a confirmation page will appear with a reference number. You will also receive an e-mail confirmation that your submission has reached us. Your full application can be reviewed by returning to your account.

Data Entry Tips
Use the navigation buttons – “Finish later” and “Next” – at the bottom center of each page. Additionally, at the top center of each page are page numbers. The page you are on will appear in bold. You may click on page numbers to move you forward and backward in the application. Do not to use your browser navigation buttons as they will almost certainly exit you from the application and your grant application will be lost. 

Pay attention to word limits for text fields. While we understand that word limits can pose problems, it is necessary to use them as your information will be exported into our permanent database, which is text limited. We recommend that you type responses to the questions in a Word document. In Word, you can click on “Tools” and then click on “Word Count”. This feature will tell you your exact number of words. Once you have completed your response, you may cut and paste it into your application. 

You may move between pages without completing some fields. You may also view your full proposal at any time by clicking on “Review My Application”. This feature will also allow you to print your application so far. Required fields will display a red asterisk. 

Please do not use bullets or other formatting within the text boxes. The formatting causes problems and errors in the database. 

In fields requesting a dollar amount, enter numbers only. Don’t include a dollar sign or other punctuation, and don’t include any letters or other non-numeric characters. (If non numeric characters are entered, you will receive an error message). 

To complete the section titled “Project Budget” please reduce your project budget to a simple format. Include information related to the project described in this proposal only. You will have an opportunity to explain line items and amounts in the “Budget Narrative,” which is a required attachment. Typical expense and revenue line items have been listed below. 

Examples of Total Expenses

Salaries and fringes

Consultants and fees

Travel

Equipment and supplies

Conferences and meetings 
Telephone and fax

Printing

Postage and delivery

Other direct costs

Indirect costs

Examples of Total Revenue 

Government (local, state and/or federal)

Foundations 

Earned Income

In kind donations

Other 

Attachments

The combined size of all the attachments submitted with your application cannot exceed 5MB. 

To complete your application you are required to submit three attachments. Create these documents in advance and save them using the headers listed below i.e. Project budget narrative 
(1) Project Budget Narrative

A budget narrative is also sometimes referred to as the budget justification. The narrative serves two purposes: it should explain how the costs were estimated and it justifies the needs for the cost. This attachment is limited to 500 words but you may include formatting e.g. tables, bullet points, numbered lists. Ideally you would focus on the line items that you used for the expenses and revenues submitted in the electronic application. Focus on the line items for which you are requesting funding and any important or unusual line items. For example, if all of the funds you are requesting will go toward a consultant, why is the consultant critical to the success of your project? You may also want to include some timeline information in the narrative if it is relevant to funding. Also, be careful to explain your revenue sources. You can separate committed funding from pending funding and you should disclose calculations on in-kind donations. 

(2) Annual Operating Budget

Your annual operating budget has been approved by your board of directors. You can submit your total annual budget with a year to date if that is how you have it formatted. However, a year-to-date only is not sufficient as it will not allow us to understand your annual cost of operations. You may submit this piece as an excel spreadsheet, PDF or Word document. 

(3) Income statement and balance sheet

Please Submit an income statement and balance sheet for your most recently completed fiscal year. You may submit this piece as an Excel spreadsheet, PDF or Word document. 

Income statement – this may also be referred to as a profit and loss statement (P&L), earnings statement, operating statement or statement of operations. It is the financial statement that indicates all revenue, expenses charged against revenue, and your net income. 

Balance Sheet – this is a summary of the financial balances of your organization. Assets, liabilities and ownership equity are listed as of a specific date, such as the end of its financial year. A balance sheet provides us a snapshot of an organization’s financial condition. 

* If your organization cannot submit either of these documents, please submit a summary statement as to why you cannot submit financial documentation. 

Checklist:

_____Complete electronic application
Attached documents:
 Financial Information:


_____ Project Budget Narrative


_____ Annual Operating Budget 
_____ Income Statement and Balance Sheet

Frequently Asked Questions:
How are grant decisions made?
Grant applications are first reviewed by the Wyoming Women’s Foundation's program staff to determine eligibility and to make certain that the application is complete. Your application then goes through Wyoming Women’s Foundation Board review.  An organization may receive full funding, partial funding, or be denied funding.  In some cases, additional conditions may be attached to funding approval.


When are grant decisions made?
Typically a grant cycle takes between 10 and 12 weeks from submission deadline to notification. 

What are the reporting requirements?
All grantees receiving $1,000 or more of grant support from the Wyoming Women’s Foundation are required to incorporate Making the Case, an online evaluation tool that will help in tracking progress and in creating a final report.  The Wyoming Women’s Foundation will guide and support users with the program.  

What makes a compelling grant request?
The most competitive grant requests have a strong fit with the Women’s Foundation's priorities, address important needs in the community, and/or increase the capacity of your organization to carry out its mission. Multiple funding partners and collaborations with other organizations strengthen requests. It also is important to submit a well-written, complete proposal based on a strong idea.
Will the WYWF allow for extra time to complete a project or file a final report?

An extension on your final report due date is easy to receive. Simply email your request for extension to WYWF staff. Your request should include a brief and reasonable explanation for the extension and the date by which you can most likely complete the report.  Please note that the WYWF will not accept new requests for funding from the grantee if past grant reports are overdue, incomplete, or have not been submitted.
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