Space Agency Fan Fund, Inc.
A 501c3 non-profit corporation

Grant Proposal Template

Date Submitted:
Submitted by:
Your Contact Name:
Contact Phone:
Contact Email:
Website:
 
PROJECT TITLE 
I. Proposal Summary (Executive Summary) 
The Proposal Summary should be about one paragraph of 1-3 sentences and should include the amount of funding requested and give the most general description of the use that will be made of the funds. Common scopes are:
Astronaut (or other) –
Air Fare
Per Diem
Hotel Room Costs
II. Organization Description and History 
The Organization Description and History section should be about one page in length and should include the history of the organization, its structure, information about Committee.  Include major accomplishments of the organization, relevant experience and accomplishments of the organization, established partnerships and relationships that will be important to carrying out the activities funded by the grant, information about prior grants received from the source to which the proposal will be sent, and an explanation of how the description you provide makes your organization an appropriate grantee. Be sure to indicate profit or non-profit status (and type of non-profit), state or Country of incorporation, and officers of the organization and their titles.
III. Background 
The Background section, at most one page in length, should provide the reader with an explanation of the need for funding. It is important that the reader who finishes this section know why your program should be funded over others who might apply. 
IV. Project Description (Program Narrative) 
The Project Description may vary widely in length depending on the size and scope of the program that will be funded and the size of the award being sought. The project description should give the reader a detailed description of the program that will be funded by the requested grant. This description should explain the duration of time during which the funds will support the project, the goals of the project, how they will be achieved, how success or failure will be measured, what services you promise to deliver to what population and what results you expect to bring about.  This would include estimated attendance of the convention and envisioned program events. 
V. Project Timeline/Budget Timeline 
Using your Project Description, provide the reader with a timeline that shows the chronological order in which the activities listed under each goal heading will be undertaken and/or completed. Also include information about how/when funds that are awarded will be spent to support each activity. 
Example: 
Activity #1 (Enroll Space Agency) 

Start designing program materials on XX date for Space Agency involvement

Activity # 2 (Deliver Program for Convention Attendees) 

Contact Space Agency (SAFF can do this for you) 
Spend $X to Hotel, Airline Tickets, Per Diem, or other costs
Date by which Program Design for Space Agency will be complete 

VI. Budget 
Provide the reader with a table with categories of expenditures that will be funded by the requested grant, how much funding will be required for each category, and how much of that funding will come from the grant request. SAFF will pay any Space Agency directly from its funds as part of the grant and will work with your own contacts on timing and other details.
	Expenditure Category 
	SAFF Fund Request 
	Funds from other sources (including memberships)
	Total 

	Travel
	$X 
	$X 
	$X 

	Per Diem
	$X 
	$X 
	$X

	Hotel 
	$X
	$X 
	$X

	Other
	$X 
	$X
	$X 

	Memberships
	$X 
	$X 
	$X 

	Totals 
	$X
	$X 
	$X



VI. Post Convention
SAFF provides the funds with the expectation that amounts expended by SAFF will be reimbursed to SAFF should sufficient funds remain post-convention.  Such reimbursements will be billed to your organization and be considered on the same basis as other convention operating expenses.  They are not treated as optional  grants, and are considered prior to any pass-along computations.  If there are insufficient funds remaining post-convention to reimburse SAFF, then the expenditures made by SAFF will be considered a grant to your organization.
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