
Small Business Preparation for Applying for a Grant 

Applying for a funding grant as a small business typically requires careful preparation and the 
gathering of specific information to ensure a strong application. While requirements can vary 
depending on the grantor (e.g., government agencies, private foundations, corporations), here’s a 
general outline of the information you may need: 

1. Business Details 

• Business Name and Contact Information: Include the legal name, address, phone 
number, email, and website. 

• Business Structure: Indicate whether your business is a sole proprietorship, partnership, 
LLC, corporation, etc. 

• Industry: Specify the sector or industry your business operates in. 
• Business Size: Number of employees and annual revenue. 
• Tax Identification Number (EIN): For businesses in the U.S., your Employer 

Identification Number. 

2. Project Proposal 

• Executive Summary: A brief overview of your project, including the purpose and 
expected outcomes. 

• Problem Statement: Clearly define the problem or need your project addresses. 
• Goals and Objectives: What you plan to achieve with the project and how it aligns with 

the grantor’s objectives. 
• Methodology/Approach: Describe the methods or steps you will take to achieve your 

project goals. 
• Timeline: Provide a detailed project timeline from start to finish. 

3. Financial Information 

• Budget: A detailed budget outlining how you plan to use the grant funds, including direct 
costs (salaries, equipment, supplies) and indirect costs (overhead, administrative 
expenses). 

• Financial Statements: Recent financial statements (balance sheet, income statement) to 
demonstrate financial stability and management capability. 

• Funding Needs: Specifically, how much funding you are seeking and why. If the project 
requires more funding than the grant amount, explain how you will secure additional 
funding. 

4. Organizational Capability 

• Management Team: Information on key team members, including qualifications and 
experience relevant to the project. 



• History and Accomplishments: Brief history of your business and any notable 
achievements or awards. 

• Legal and Regulatory Compliance: Assurance that your business complies with 
relevant laws, regulations, and industry standards. 

5. Additional Supporting Documents 

• Letters of Support: From partners, stakeholders, or community leaders endorsing the 
project. 

• Proof of Non-Profit Status: If applicable, such as 501(c)(3) documentation in the U.S. 
• Business Plan: Some grants may require a copy of your business plan, highlighting your 

business strategy, market analysis, and growth projections. 

6. Application Forms and Certifications 

• Grant-Specific Forms: Complete all application forms required by the grantor. 
• Certifications: Sign any necessary certifications regarding nondiscrimination, 

environmental compliance, etc. 

Tips for Applying: 

• Follow Instructions Carefully: Adhere strictly to the application guidelines provided by 
the grantor. 

• Be Concise but Detailed: Provide clear, concise information that addresses all 
application questions thoroughly. 

• Proofread: Check your application for errors or omissions before submission. 
• Start Early: Begin the application process well before the deadline to ensure you have 

ample time to gather information and resolve any issues. 

Research each grant’s specific requirements thoroughly, as there can be significant variation in 
what different grantors expect from applicants. 


