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LETTER OF INQUIRY 
FOR PROGRAM OR CAPACITY-BUILDING GRANTS 

 

Note: Please carefully read the Grant Guidelines be fore submitting a Letter of Inquiry. 
 

The first step in the Connecticut Community Foundation grant process is to submit a brief  letter of inquiry to determine the 
appropriateness of the grant request based on the guidelines.  As noted in our grant guidelines, the Foundation follows a 
Center for Philanthropy model and works with affiliate funders to determine the most appropriate match for your request.  
Feel free to use bullets or short phrases in your responses.  Agencies are advised to be mindful of grant deadlines (as listed 
in the general grant guidelines) in submitting a letter of inquiry to allow themselves sufficient time to complete a full 
application.   
 
The letter of inquiry should be no more than 2 page s in length and must identify the following:  

·  APPLICANT  - First time applicants only- describe agency’s mission; principal services; primary clients.  

·  DOCUMENTED NEED TO BE ADDRESSED- Specific issue/concern that proposed program would address; basis for 
determining need.  

·  PROPOSED PROGRAM OR CAPACITY BUILDING REQUEST- Specify activities or services that will take place.   

o For Program grants, please specify: target population; location; timeframe; new program vs. an expanded existing 
program.  

o For Capacity Building grants offered through the Nonprofit Assistance Initiative , a joint effort with United Way of 
Greater Waterbury, please specify how the proposed work will strengthen organizational capability to improve your 
delivery of services.  Please detail any past capacity-building efforts (e.g., strategic planning, organizational 
assessment, board development, etc.) that your organization has undertaken and cite specific reasons why your 
organization is now ready to take on the proposed capacity building project.  

·  EXPECTED OUTCOMES OF GRANT- Projected results; plan to evaluate/track these results.  

·  TOTAL ANTICIPATED BUDGET FOR PROGRAM- Total project costs; amount requested from the Foundation; other 
funding sources.  

·  CONTACT PERSON- Please provide name, title, telephone and e-mail address. 

 
Beyond the 2 page limit, please include:  
 
·  BOARD OF DIRECTORS LIST – Please include the most recent Board list for your organization.  The applying 

organization must have a minimum six-member board, representative of the community, of which a majority is neither 
employees nor relatives of employees. 

 
·  IRS TAX STATUS LETTER:  The applicant must be either a public institution or a private tax-exempt organization under 

Sections 501(c) (3) or 501(c) (4) of the Internal Revenue Code.  
 
Please mail, fax or e-mail your letter of inquiry to Connecticut Community Foundation to the contact information below.  The 
Foundation will review your letter and follow up with the appropriate contact person to discuss the proposed project in more 
detail.  The Foundation will only forward a formal grant application if the proposed project has a high correlation to the 
guidelines of the Foundation and/or its affiliate funders; however, this does not in anyway guarantee a grant.  
 

Connecticut Community Foundation 
43 Field Street    Waterbury, CT  06702 

(203) 753-1315; fax (203) 756-3054 
 e-mail: proschol@conncf.org  - attn: Program Department 

 
Foundat ion…Ma k i n g  a  D i f f e ren ce  
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