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Applicant Defined Grants—Application Instructions

If this is your first time applying to Health Forward, we strongly consider scheduling a consult with one of our staff by completing this form.

We also encourage you to contact our Grants Team, grantsadmin@healthforward.org, to schedule a brief orientation to our application process.

Step One—Application Materials: 
[bookmark: _Hlk1986419]Download the Applicant Defined Grants 2022 Application Package from our website. This zip file contains the narrative template, budget template, online questions, and other helpful resources and forms. You can use these documents to prepare all of your content for your applicant defined grant proposal. (Read instructions for opening zip files.)

[bookmark: _Hlk1989448]Step Two—Webinar:
We suggest you watch the Grantee Portal Virtual Tour, which walks you through the process of registering for the grantee portal and completing an application in our new online system. 

[bookmark: _Hlk1664658]Step Three—Registration: Register for the Health Forward grantee portal. (Skip to step four if you are already registered. If you are unsure whether you have an account, please contact the Grants Team)
· Access the grantee portal and Click New User
· You will be asked to answer a serious of eligibility questions
· Search to ascertain whether your organization is already in our system; if it is not found, click “Can’t find my organization”  Then, enter the requested information re: your organization.
· Enter your contact information
· You will receive an email immediately to verify your email address. Click on this link to complete the registration.  If you do not receive this, please check your junk/spam folder and add GrantsAdmin@healthforward.org to your list of safe senders. Contact us if you still do not receive it. 
· Once you complete the registration process, you will receive an email confirmation that includes your username and the link to access the portal. Please save this email! The login page includes a “Change password” function but does not have a “retrieve username” feature. You’ll just have to contact us if you forget your username. 

Note: If you are a consultant/contract grant writer, or if your organization works with a consultant/contract grant writer to apply for funding, please reach out to us to discuss options regarding system access and grant management. 

Step Four—Submit an application:
Deadlines for each month are available on Health Forward’s website. 
· Once you have registered, log into the grantee portal and click on Grant Opportunities to see all open applications.  Select the Applicant Defined Grant and click on Start a New Application to begin. 
· Prepare your content using the templates available in the application package. This includes the proposal narrative, budget worksheet, online questions and fields, etc.
· To return to a saved application, Log into the grantee portal 
· [bookmark: _Hlk1553263][bookmark: _Hlk1553319]Your application can be accessed on the homepage under My Open Requests. The status of your application should reflect ‘Proposal in Progress.’
· Update your online application using the Edit link to the left.
· Use the Save & Next button at the bottom of each page to move through the application. 
· Upload the following to your online application when prompted:
· Narrative proposal 
· Budget worksheet
· Letters of Commitment/Memorandums of Understanding (if applicable)
· (Optional) Letters of Support
· Other required attachments: In addition to the documents above, the following must also be uploaded to your portal account under Account Management:
· 501(c)(3) applicants
· IRS Letter of Determination
· Copy of your organization’s most recent IRS 990 Report (nonprofit tax return)
· Copy of your organization’s most recent financial audit
· Board-approved current fiscal year operating budget for your organization
· Roster of your organization’s board of directors with diversity information (race and gender)
· Governmental entity applicants
· Copy of enabling statute/legislation or official description of purpose
· Copy of authorized budget or current financial statement
· List of elected/appointed officials who oversee the entity’s performance
· Once you have entered and saved the content on each page, click the Review & Submit button. Confirm your application is correct before you hit submit. 
· Note: You will have the opportunity to download a pdf copy of your application.

Step Five—Under review: 
· Once you have successfully submitted your proposal, you may view the completed application in grantee portal under MY APPLICATIONS. The status of your application should reflect ‘Submitted.’ 
· You will receive an email notification regarding the approval or declination of your application. 

[bookmark: _Hlk2005293]IMPORTANT TIPS:
· The Add a Team Member feature will be available on all grant applications under the Project Team section. You can use this function to invite other people at your organization to register for the system or add individuals who have already registered to your application. You will be able to control who has editing rights to the application, as well as to add additional team members in the roles of grant reporting or finance.
· Once applications have been submitted, they cannot be edited. If you wish to make a change to your submitted application, please contact Health Forward Grants Administration at 816.241.7006, or GrantsAdmin@healthforward.org.
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