
September 22, 2025

City of 
Gaithersburg 

Grants Workshop



AGENDA
1 pm - 1:10 pm Welcome

1:10 pm - 1:40 pm Grants 101
2:40 pm - 3:25 pm Logic Models, Outcomes, 

and Impact

2:25 pm - 2:40 pm Break
2:40 pm - 3:40 pm Creating a Realistic and 

Understandable Project Budget for Your Grant 

Application

3:40 pm - 4pm NOFO Q&A



Nonprofit 
Montgomery 

Grants 101



Eligibility

● Nonprofit Status

● Serve City of Gaithersburg Clients

● Do the services you offer fall into one of the 
targeted areas?



Are You Ready?

Organizational Readiness

● Tax-Exempt Status from IRS
● Compliant with state 

requirements
● Engaged Board of Directors
● Strong working partnerships
● Professional staff
● Active strategic plan
● Agreed-upon mission



Program/Service Readiness

● Is there a proven, unmet community need for your program?
● Can you explain how your program fills that need?
● Are you staffed (or can you explain how the grant will help you 

become staffed) to provide those services?

Financial Readiness

● Strong Accounting Systems
● Board-approved budgets
● Fundraising plan with diversified funding streams

Are You Ready?



Grants Readiness

● Do you have the staff capacity to write manage the 
application process?

● Do you have established grants calendars to manage 
reporting and other requirements like site visits?

Are You Ready?



Grants Readiness

● Assume that the reader knows nothing about your agency and nothing 
about your program. Explain everything.

● Be specific. Answer the mail!
● Answer all possible questions. Anticipate what the reader might want to 

know more about.
● Outcomes are goals that must be met in the contract term. They must be 

specific, practical, verifiable, and show that impact is being realized.
● The narrative summary is one of the most important sections. It is the 

overview of everything… the roadmap of your grant application.
● Need must be shown. Give details. What is the service that is needed and 

why is it needed?

Are You Ready? Tips!



Essential Docs 
for Any Grant

Organizational/Governance Docs
● Organizational Chart
● Staff Bios/List
● Board List
● Tax Exempt Letter
● Certificate of Good Standing

Financial Docs
● Audit (most recently completed)/Review
● 990
● Financial Statements
● List of Current Funding Sources

Other Docs
● Letter of references, 3-4 weeks, with reminders!
● Current memberships, affiliations or 

partnerships

https://www.google.com/url?q=https%3A//nonprofitmontgomery.app.neoncrm.com/np/viewDocument%3ForgId%3Dnonprofitmontgomery%26id%3D4028871a9967542f01996f58fde80019&sa=D&source=editors&ust=1758551545110887&usg=AOvVaw19-goN7kmWvQPWyhP-xDvt


● One-Stop Folder: Keep all common docs in a single 
shared folder.

● Go-To Packet: Bundle IRS letter, audit/990, good 
standing, board list, staff bios.

● Set Expiry Alerts: Calendar reminders for docs that 
expire.

● Finals Only: Save and label only signed, final versions.
● Stay Current: Keep board/staff rosters updated in 

one master file.
Grant Readiness Checklist
https://fundingforgood.org/grant-readiness-assessment/

Save Time, Skip the Scramble

https://www.google.com/url?q=https%3A//fundingforgood.org/grant-readiness-assessment/&sa=D&source=editors&ust=1758551545114010&usg=AOvVaw0sppPMv3pIno6QKVrLI5hk


Essential Docs for the City of Gaithersburg 
Application
● Recent audit, financial statement, or compilation for most recent 

completed operating year
● IRS Form 990 for most recent completed operating year
● IRS 501(c)(3) determination letter
● Proof of Good Standing with the state where organized: 

https://egov.maryland.gov/BusinessExpress/EntitySearch/Search
● Volunteer organizations only: Affidavit certifying compliance with 

Maryland workers compensation
● Board roster identifying officers, titles, and term limits.
● Copies of company’s professional registrations, and affiliations and 

memberships.

https://www.google.com/url?q=https%3A//egov.maryland.gov/BusinessExpress/EntitySearch/Search&sa=D&source=editors&ust=1758551545144107&usg=AOvVaw1sei0n8eEf6TCMTPbocAQG


Essential Docs for the City of Gaithersburg 
Application
● Submit three letters of support from clients, service providers, and/or 

partners who can validate the performance of the programming you 
are applying to provide.

● In the application narrative: Provide an executive summary including 
the organizational structure and business size of the firm that is 
applying. Include the business’ date of organization, current primary 
place of business, additional locations, and services offered.



Award Letter

● Review terms, conditions, and expectations carefully. Don’t forget to sign 
and/or submit the letter/agreement, especially with a deadline!

● Note reporting deadlines and performance requirements

Record Keeping

● Track expenses, receipts, and supporting documentation
● Maintain organized files for easy reference

Payment Structure

● Understand how funds will be disbursed (lump sum, deposit, or 
reimbursement)--For City of Gaithersburg, the NOFO tells you all this 
information!

So You Got the Grant… Now What?



So You Got the Grant… Now What?

Receipt Management

● Keep original receipts and clear documentation of all expenses
● Align expense tracking with the approved budget categories

Reporting

● Submit timely narrative and financial reports
● Ensure reports clearly link spending and outcomes to grant goals

Funder Oversight —> For City of Gaithersburg, the NOFO has this information!

● Expect site visits, performance reviews, or audits as part of accountability
● Be ready to demonstrate both compliance and impact



Table Talk -  Five Minutes

● What’s one grant management habit that’s actually worked for you?
● What’s your go-to system—or your biggest pain point—for staying 

on top of reporting and receipts?
● How do you make sure deadlines don’t sneak up on you?
● Who on your team helps keep grant paperwork straight—and how 

do you divide the work?
● Have you ever had a system fail on you? What did you learn from it?
● What tools—spreadsheets, calendars, software—actually make your 

life easier?

Tips & Tricks: What is Working for You?



REPEAT KEY
INFO IN EACH 
SECTION

USE
PROVIDED 
TEMPLATES

ANSWERREAD QUESTIONS

DON’T WAIT 
UNTIL T4HE 
LAST MINUTE

DON’T 
FORGE3T TO 
HIT SUBMIT

MEET 
DEADL2INE

CHARACTER
LIMITS

1

BEFORE5YOU 
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6
WHAT IS
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Answering Questions: Don’t Forget!



I have tried raising 
money by asking for it 
and by not asking for it. 
I always got more by 
asking for it.
Millard Fuller



Thank you
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