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The 2011 Watershed Institute Grant Program
Letter of Inquiry Guidelines and Form

Deadline for LOI Submissions: June 8, 2011 (postmarked or emailed by 5 p.m.)

Submission Instructions: LOI packages may be submitted electronically or by hard copy. Electronic submissions should be emailed to Institute@thewatershed.org by 5 p.m. on June 8, 2011, with “TWIG 2011 [your organization’s name]” in the subject line. Hard copies should be printed double sided if possible, and mailed to The Watershed Institute, c/o SBMWA, 31 Titus Mill Road, Pennington, NJ 08534, postmarked by 5 p.m., June 8, 2011. Late or incomplete submissions will not be accepted.
LOI Package Checklist: Use this checklist to ensure the completeness of your LOI package.

· Completed & signed Letter of Inquiry form.
· A copy of a letter from the IRS confirming the applicant’s 501(c)(3) tax-exempt status. The letter must be dated within the past three years. For an updated letter, call the IRS at (877) 829-5500. If your organization is not classified as tax-exempt, you may not use a conduit organization.

LETTER OF INQUIRY SECTIONS

Please address each section of the Letter of Inquiry form using the information below.

All contact information provided must be effective methods of reaching the listed contact person. For example, if the contact person listed is the Executive Director, do not list the Board Chair’s email address.

1. Type of Request (select all that apply) Descriptions of these categories may be found in the 2011 Request for Proposals. For additional guidance on developing your project ideas, see the Project Development Resource Guide at http://www.thewatershedinstitute.org/resources/twig/.
a. Science

b. Conservation

c. Policy

d. Education

e. Organizational Health
2. Grant Request Summary (maximum 150 words):

a. Explain the proposed project, including the goals and objectives, target audience, and how the activity will be organized and executed.

3. Project Need (maximum 150 words):

a. Detail the problem that the project will address and how the project relates to the short and long term organizational health or conservation needs of the organization and watershed. Why is this project important?

b. Explain the project’s uniqueness or difference from similar programs, if applicable.

4. Project Work Plan: Include a brief timeline of activities highlighting major milestones and tasks to be accomplished, and detail their anticipated completion dates (e.g. Task 1: Form marketing committee and hold first meeting – November 2011 - January 2012). Projects should not begin prior to November 2011 and must be completed by October 31, 2012. 
5. Outputs (use bullets):

a. Identify 3 specific deliverables anticipated by the completion of the project (e.g. number of monitoring sites established, rain garden designed and installed, etc.). Outputs may be taken directly from your work plan.

6. Outcomes (use bullets):

a. Briefly describe the difference that the project will make – the measurable impact it will have on the environment, your organization, and/or the target audience. Outcomes must be observable/measurable, for example by using percentages (e.g. woodlands protection ordinance will be adopted, resulting in 75% reduction in clear-cutting; or 50 brochures will be distributed at events, resulting in a 2% return as new memberships). This section should demonstrate how success will be defined and measured.

7. Budget Request: Budgets should be rounded to the nearest dollar. Be as detailed and specific as possible. In-kind matching is strongly encouraged, but not required. Descriptions of some budget line items are included below. Note: grant funds may not be used for capital projects (e.g. rent, site improvements, utilities, etc.), endowments, general operating support, land acquisition, entertainment, lobbying and political activities, or litigation.
	Line Item
	Description 

	Salaries
	List individual positions, number of hours per week, hourly wage, and the number of weeks involved to complete the project.



	Travel
	Travel must be project related. The Internal Revenue Service establishes standard mileage rates; visit http://www.irs.gov and search for “standard mileage rate” to find the most recent rates.



	Equipment
	Equipment must be project related.

	Supplies
	Specify supplies/materials for which funding is requested. Supplies should include expendable items only (e.g. paper for printing fliers, envelopes for targeted mailing, etc.).



	Other
	List other direct project expenses. Volunteer time may be included here on the in-kind/matching funds table. The most recent dollar value of volunteer time can be found at http://www.independentsector.org/volunteer_time.


8. Signature: The Letter of Inquiry must be signed and dated by a person authorized to enter into grant agreements on behalf of the applicant organization (e.g. Executive Director, Development Director, Board Chair, etc.). LOI’s submitted electronically do not have to be signed; however, the name, title, and date lines must be completed and the email must be sent by a person authorized to enter into grant agreements.


2011 Watershed Institute Grant Program

Letter of Inquiry Form
1. Refer to the above Letter of Inquiry Guidelines (also at http://www.thewatershedinstitute.org/resources/twig/).
2. Fill out this form using the gray text fields; click on the gray field and begin typing.

3. Once completed, save the form, print a copy (double sided if possible), and add the required signature. Do not exceed two pages.
4. Mail this completed form, along with your letter from the IRS, postmarked by 5 p.m. on June 8, 2011, to: 
The Watershed Institute, c/o SBMWA, 31 Titus Mill Road, Pennington, NJ 08534 or submit via email by 5 p.m. June 8, 2011 to Institute@thewatershed.org, with “TWIG 2011 [your organization’s name]” in the subject line.
	Name of Applicant Organization

	Date of Request

     
	Federal Tax ID Number
     

	Mailing Address

     
	Phone Number

     

	City

     
	State

     
	Zip

     
	Fax Number

     

	Name and Title of Principal Contact

     
	Website URL

     
	Email Address

     

	Organization’s Mission Statement                                Year Incorporated      
     
# Full Time Staff: 
	Fiscal Year End

     

	
	Annual Budget

     

	Funding Sources:  Please list the names of your organization’s top foundation and corporate funders over the past twelve months (up to 5).

     

	Title of Project (maximum 10 words):

     

	Amount of Funds Requested 

     
	Overall Project Cost 

     
	1) Type of Request*
   S    C    P    E    O

	2) Grant Request Summary: Detail the proposed project, including goals and objectives, target audience, and how the activity will be organized and executed. (maximum 150 words)

     

	3) Project Need: Detail the problem that the project will address and how the project relates to the short and long term needs of the organization and watershed. (maximum 150 words)

     

	4) Project Work Plan: Include a brief timeline of activities. Note: projects should not begin prior to November 2011 and must be completed by October 31, 2012.    

     


* Type of Request: S= Science, C= Conservation, P=Policy, E= Education, O= Organizational Health
	5) Outputs: List three of the project’s principal outputs/deliverables. Use bullets.
     


	6) Outcomes: Briefly describe the measurable impact this project will have on the environment, your organization, and/or the target audience. Use bullets.

     

	7) Budget Request: Include all applicable expenses, rounded to the nearest dollar. Be as detailed and specific as possible. Note: Grant funds may not be used for capital projects (e.g. rent, site improvements, utilities, etc.), endowments, general operating support, land acquisition, entertainment, lobbying/political activities, or litigation.
Expenses

Funds Requested

Expenses

In-kind/Matching Funds

Salaries (# of hrs/wk x hourly rate x wks)

$      

= (   hrs/wk x 
$      hourly rate x      weeks)

Salaries (# of hrs/wk x hourly rate x wks)

$      

= (   hrs/wk x 
$      hourly rate x      weeks)

Consultants (# of hrs/wk x hourly rate x wks)

Specify: 

     
$     
= (   hrs/wk x 
$      hourly rate x      weeks)

Consultants (# of hrs/wk x hourly rate x wks)

Specify: 

     
$     
= (   hrs/wk x 
$      hourly rate x      weeks)

Travel

$     
Travel

$     
Equipment

$     
Equipment

$     
Laboratory Costs

$     
Laboratory Costs

$     
Printing/Copying

$     
Printing/Copying

$     
Postage

$     
Postage

$     
Supplies

Specify: 

     
$     
Supplies

Specify: 

     
$     
Other

Specify:

     
$     
Other

Specify:

     
$     
Total Funds Requested

$     
Total Match:

$     


	Overall Project Cost (requested funds + in-kind/matching funds):  $     

	Name

Signature

Title

Date

8) Signature


Please use this document as a guideline to complete your Letter of Inquiry (LOI) form. Be sure to address each section below. The Letter of Inquiry form is included below and is posted online at http://www.thewatershedinstitute.org/resources/twig/.


If you have any questions regarding the Grant Program or the Letter of Inquiry, contact the Institute at Institute@thewatershed.org or 609-737-3735 x27.

















