LETTER OF INTENT TEMPLATE

A letter of intent is your organization’s notification to a potential funder that you intend to submit a grant proposal or application. Funders request the letter of intent in order to gauge the number of grant applicants they can expect for a competitive grant application. The letter of intent is most commonly requested by government funding agencies. It’s appropriate to send to all types of grant makers.

Note: Limit your letter of intent to a single page typed on the grant applicant agency’s letterhead.

To use this template, simply follow the yellow-highlighted instructions and replace the placeholder text and additional instructions with your own wording.
LETTER OF INTENT
Date

Mr., Ms., Mrs. ________

Job title

Business name

Address

City, State Zip Code

Dear Mr., Ms., Mrs.:

Start with the legal name of the grant applicant organization and state that the organization intends to apply for funding from (type the name of the grant funding opportunity if federal, then the granting agency’s name, followed by the Catalog of Federal and Domestic Assistance Number) due on (enter the due date and time). For a non-government funder, enter the name of the foundation or corporation that you are targeting for grant monies.

Tell the funder the title of your project and write at least one short paragraph to describe the purpose of the project and what your organization hopes to accomplish if it is funded.

Close this letter of intent with the name of a contact person, their title, telephone number, and email address.

Closing (Sincerely works best with this type of letter)
Signature
Type the name and title of the administrator authorized by your board of directors to sign legal documents:
First name and last name, title

Agency name
