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Outline for Project Prospectus

I. REQUESTOR.  Who is the formal, official requesting party?  With whom should the potential Funder communicate regarding this initiative?  Names?  Positions?  Addresses?  Emails?  Numbers?  Provide a brief description of the organization – its legal status and governance; who’s in it; what it works on; what it has achieved; etc.  Who will be accountable for the funds received?  Who is the project owner?  Who will sustain the initiative in the future?
II. PROJECT TITLE.  What title do you want your project to be known by?  (simple, relevant & easily referenced)
III. SUMMARY PROPOSAL OR REQUEST.  What do you want the Funder (and its awarded funds) to do?  How much money do you need, for what general purposes, and to achieve what outcomes?  How does this project relate to the interests and priorities of the Funder? (simple, straightforward, direct; descriptive of the project itself)
IV. BACKGROUND

A.
LOCATION

1. Where will funded/authorized activities take place?  Do you have maps (for the appendix)?

2. (If State or Federal funding is involved):  In which State or Federal Legislative Districts will funded/authorized activities take place?  

State Legislative Districts:  

Senate:
Dist. 3 (Sen. John Pinto);   Dist. 4 (Sen. George Muñoz);  Dist. 22 (Sen. Lynda Lovejoy)

House:
Dist. 5 (Rep. Sandra Jeff); Dist. 6 (Rep. Eliseo Alcon); Dist. 9 (Rep. Patty Lundstrom);



Dist. 69 (Rep. W.Ken Martinez)
Congressional District:   Congressional Dist. 1 (Cong. Stephen Pearce);  Dist. 3 (Cong. Ben Ray Luján)
B. PROBLEM/NEED

1. What community needs, problems or goals will be met by the project?  What needs fixing?  What negative conditions need remedy?  Is there documentation to substantiate your representation?

2. How many people are impacted by the need, problem or goal, and to what extent?

3. Why is there a lack of local and/or other resources required for the remedy?

C. PROJECT DESCRIPTION

1. What will the project directly do with the funding or other resources received?  What will the funds directly cause to happen?   

2. What will the project look like when the funds or other resources are being applied?  Who? What? When? How? Where?

3. When it’s all said and done, what specific outcomes will the project want to be able point to?  What will be the “return on public investment”?

D.
BENEFICIARIES

1. What entity will receive the financial, institutional, statutory or other benefits of this initiative?  What other groups will benefit?

2. Who are the citizens who will benefit from this action?  What are the demographics?
V. BUDGET

	[Capital Project Sample]
	Total Project Budget
	Other
Sources
	Funder Portion

	a. Administration
	
	
	

	b. Architecture & Engineering
	
	
	

	c. Other Professional
	
	
	

	d. Inspection
	
	
	

	e. Property Acquisition
	
	
	

	f. Construction &/or Rehabilitation
	
	
	

	g. Contingencies
	
	
	

	Total, Project Costs:
	
	
	

	Annual OM&R 
[Costs to operate, maintain &/or replace the capital investment]
	
	
	


	[Non-Capital Project Sample]
	Total Project Budget
	Other
Sources
	Funder Portion

	a. Personnel
	
	
	

	b. Travel
	
	
	

	c. Equipment
	
	
	

	d. Supplies
	
	
	

	e. Contractual
	
	
	

	f. Construction
	
	
	

	g. Other
	
	
	

	h. Total,Direct Costs
	
	
	

	i. Indirect Costs
	
	
	

	Total, Project Costs:
	
	
	

	Annual Operations 
[Operating costs needed to sustain the project]
	
	
	


VI. PROJECT READINESS 
(narratively describe indicators that demonstrate that the project is ready to be implemented upon award of funds)
A. Matching Funds, other resources

B. RESOLUTIONS, CONTRACTS, Clearances & Titles

C. Designs & Plans

D. Other

VII. SIGNATURE, TYPED NAME & TITLE, and DATE OF SUBMITTAL

VIII. appendix 
(sample attachments – sometimes not needed with introductory prospectus, but best to have them ready for inclusion with subsequent correspondence or proposals)
A. ORGANIZATIONAL DOCUMENTS (EX:  Articles, Bylaws, O-charts, Board Roster, Staff Roster, etc.)

B. MAPS (assume no prior knowledge of your community by reviewers; provide maps at different levels, from site-specific to community to regional/interstate level – the nicer, clearer and more descriptive the better) 
C. STATISTICS (as directly relevant to project need as possible)

D. SITE PHOTOS
E. PROJECT PLANS (EX:  Designs, Illustrations, Budget Detail & Narrative, etc.)

F. EVIDENCE OF COOPERATION & PARTNERSHIP (including Support Letters)

G. PROOF OF READINESS (EX: Plans, Approvals, Clearances, Permits, Resolutions, Contracts in Place, Proof of Other Funds Invested, Other Authorizations & Commitments) 
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