SAMPLE PRE-GRANT INQUIRY LETTER TO GRANTEE

Following is a sample cover letter and information request designed to satisfy the pre-grant inquiry requirement. While the Tax Code does not require a cover letter, it is helpful to provide the grantee with an idea of why the information is necessary as well as a contact person at the foundation. In this document as well as in others in this series of sample documents, information to be supplied by the foundation is indicated in italicized CAPITAL LETTERS.

DATE

NAME
TITLE
ORGANIZATION

ADDRESS

CITY, STATE ZIP
Dear GRANTEE ORGANIZATION:

Under the Internal Revenue Code of the United States (U.S. Tax Law), organizations such as yours are required to provide specific information before we can consider your grant application.  

Enclosed you will find a set of questions and document requests that is designed to help the XYZ FOUNDATION determine if you meet U.S. Tax Law requirements for an expenditure responsibility grant. The deadline for submitting the required information is DATE.

Please call CONTACT PERSON at PHONE NUMBER at XYZ FOUNDATION if you have any questions.  Thank you for your time and cooperation.

SIGNED

NAME

TITLE

enclosure
This sample pre-grant inquiry information request is designed for use before making a first grant to an organization. Considerably less information will be required before additional grants are made to the same organization if the organization has successfully complied with reporting requirements on earlier grants. At a minimum, the organization must provide its name, address and prior history. 

XYZ FOUNDATION

Pre-Grant Inquiry

Name of Organization: _____________________________________________________

Complete Address: 
______________________________________________________




______________________________________________________

Official Contact Person:   Name ___________________  Title _____________________




        Phone  _______________ Fax  ________________________

Date of Formation or Incorporation: __________________________________________

Purpose(s) of Grant: ________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please provide as many of the following documents as possible:


1) 
Evidence of the legal status of the organization (such as organizing documents, articles of incorporation, trust agreements, charter, tax classification or certification from appropriate authorities);


2) 
An annual report or brief description of the organization’s history, goals, mission, recent activities and future plans;


3) 
Recent financial statements (audited financials are preferred); 

4) A list of the grantee’s governing board and key officers;

5) [For domestic grantees] A copy of the latest tax return;


6) 
A description of prior grants from or contacts with the XYZ FOUNDATION  (if any); 


7) 
A brief description of recent grants made by any other organizations or units of government to the grantee.

Please submit this sheet and all additional documents by MONTH DAY, YEAR to

NAME

XYZ FOUNDATION

ADDRESS

CITY, STATE ZIP CODE
