Grant agreement template
A letter agreement for small foundations, from FundMesa (fundmesa.com).
This template is not legal advice. Laws differ by state and by the kind of grant. Have your counsel review your agreement before you use it.
How to use it
Fill in every [bracketed field]. Where you see [option A / option B], keep one and delete the other.
Delete any section that does not apply. Section 13 is only for grants that need expenditure responsibility.
Delete this first page before you send the letter.
Send two copies, or one for electronic signature. Pay the first installment after the signed copy comes back.
Term checklist
Decide each of these before you fill in the letter.
	Term
	What to decide
	Section

	Purpose
	General operating support, or a named project. If a project, which proposal and budget.
	1

	Amount and grant period
	The total, and the start and end dates for spending it.
	2

	Payment schedule and conditions
	One payment or installments. What each one waits for: the signed agreement, documents, an accepted report.
	3

	Reporting schedule
	Interim and final reports, the period each covers, and the due dates.
	4

	Required documents
	What you need before the first payment: signed agreement, W-9, insurance certificate, anything else.
	5

	Use of funds and restrictions
	Charitable purposes only; no electioneering or voter drives; your rule on lobbying and on regranting.
	6

	Budget changes
	How much the grantee can move between budget lines before asking you.
	7

	Records
	How long the grantee keeps grant records, and your right to see them.
	8

	Tax status
	The status you expect (for example, a 501(c)(3) public charity) and notice if it changes.
	9

	Unspent funds
	What happens to money not spent by the end date, or not spent on the purpose.
	10

	Publicity
	Whether the grantee may name you, use your logo, or must ask first.
	11

	Changes and termination
	When you can hold or stop payments, and how the agreement can be changed.
	12

	Expenditure responsibility
	Needed for some grants to organizations that are not public charities. Ask counsel.
	13

	Signatures
	Who signs for you, and an authorized officer for the grantee.
	End





Template from FundMesa. Not legal advice: have your counsel review before use. Delete this line.
[Foundation name]
[Street address, city, state ZIP]
[Date]
[Name of the grantee’s executive director]
[Grantee legal name]
[Street address, city, state ZIP]
EIN: [00-0000000]
Re: Grant [grant number], [short grant title]
Dear [Name]:
I am pleased to tell you that the board of [Foundation name] (the “Foundation”) approved a grant of $[amount] to [Grantee legal name] (the “Grantee”) on [date of board approval]. This letter is our grant agreement. Please read it, have an authorized officer sign it, and return a signed copy by [return date]. We will make the first payment after we receive it.
1. Purpose
The grant is for [general operating support / the project named in your proposal dated (date)]. The Grantee will use the grant only for this purpose[, following the budget in Attachment A].
2. Amount and grant period
The grant is $[amount] in total. The grant period runs from [start date] to [end date].
3. Payment schedule
The Foundation will pay the grant as follows:
	Payment
	Amount
	Paid when

	1
	$[amount]
	We receive this signed agreement[ and the documents in section 5].

	2
	$[amount]
	[We accept the interim report due (date) / On (date)].

	[3]
	$[amount]
	[We accept the final report].



The Foundation may hold a payment while a report is overdue or while the Grantee is not meeting the terms of this agreement. Payments go to the account the Grantee confirmed in writing; any change to that account must be confirmed with the Foundation by phone.
4. Reports
The Grantee will send these reports:
	Report
	Period covered
	Due

	[Interim report]
	[start date] to [date]
	[due date]

	Final report
	[start date] to [end date]
	[due date, for example 30 days after the end date]



Each report will describe progress toward the purpose of the grant, compare spending with the budget, and explain any significant changes[, using the Foundation’s report form]. The Grantee will tell the Foundation promptly in writing of any significant change to the project, its leaders, or its tax status.
5. Documents
Before the first payment, the Grantee will send:
This agreement, signed by an authorized officer.
[A current Form W-9.]
[A certificate of insurance showing (coverage).]
[Other document.]
6. Use of funds and restrictions
The Grantee will use grant funds only for charitable, educational or other purposes described in section 170(c)(2)(B) of the Internal Revenue Code, and will not use any grant funds to:
influence the outcome of any specific public election, or carry on, directly or indirectly, any voter registration drive;
carry on propaganda, or otherwise attempt to influence legislation [Counsel: review this clause for grants to public charities];
make grants to individuals or other organizations[ without the Foundation’s written approval].
7. Budget changes
The Grantee will ask the Foundation in writing before moving more than [10]% of the grant between budget lines, or before changing the purpose of the grant.
8. Records
The Grantee will keep records of grant income and spending for at least [four] years after the end of the grant period, and will make them available to the Foundation at reasonable times.
9. Tax status
The Grantee confirms that it is an organization described in section 501(c)(3) of the Internal Revenue Code and [a public charity under section 509(a)(1) or 509(a)(2) / other status (describe)]. It will tell the Foundation at once if that status changes.
10. Unspent funds and repayment
The Grantee will return any grant funds not spent on the purpose by the end of the grant period, unless the Foundation agrees in writing to extend it. The Grantee will repay any grant funds spent in a way that does not follow this agreement.
11. Publicity
The Grantee [may / may not] name the Foundation as a funder in its reports, website and materials[, and will ask before using the Foundation’s logo]. The Foundation may describe the grant in its own reports and website.
12. Changes and termination
The Foundation may change the payment schedule, hold or stop payments, or end this agreement if the Grantee does not meet its terms, loses its tax-exempt status, or its leaders or purpose change significantly. Any change to this agreement must be in writing and signed by both parties. This letter[ and Attachment A] is the whole agreement between us about this grant.
13. Expenditure responsibility [Delete this section if the Grantee is a public charity]
This grant is made under section 4945(h) of the Internal Revenue Code. The purpose of the grant is stated in section 1. The Grantee agrees:
to repay any portion of the grant not used for the purposes of the grant;
to send full and complete reports on how the funds are spent and the progress made toward the purposes of the grant, as of the end of each of its accounting years in which it holds grant funds, within [number] days after that year ends, and a final report on all spending of the funds after they are used up;
to keep records of receipts and expenditures and make its books and records available to the Foundation at reasonable times; and
not to use any of the funds for the purposes listed in section 6, or for any grant that does not comply with section 4945(d)(3) or (4) of the Internal Revenue Code.
Source: 26 CFR 53.4945-5(b)(3) and (c)(1). Ask counsel before you rely on this section.
We look forward to working with you.
Sincerely,
Signatures
For [Foundation name]
Signature: ______________________________
Printed name: [name]
Title: [title]
Date: [date]

Accepted and agreed for [Grantee legal name]
The person signing is authorized to sign for the Grantee.
Signature: ______________________________
Printed name: [name]
Title: [title]
Date: [date]

[Attachment A: Approved budget]




