[NAME OF UNION/AFFINITY GROUP]
(Please see the comments for instructions and tips for how to complete this document.) 
	Key Organizational Leadership and Staff Contact Information 

	Address	Comment by Kristin Shaffer: The address listed should be the main address for your union. If you have additional office or site addresses, feel free to add more lines and include that information here as well. It is more than likely you will only need to provide the main address where your leadership and finance teams are located to receive grant funding. 
	

	Phone
	

	Web Address
	

	Social Media  
	

	President/Executive Director Contact Information (Name, title, phone, email) 
	

	[additional leadership] and/or [grant contact]	Comment by Kristin Shaffer: Additional rows have been added for other leadership positions and key staff, as needed. Please note that most applications will only require one leadership staff member's contact information in addition to a grant application contact. 

You may also want to include the contact information for your union, education fund, and/or affiliated 501(c)(3)'s leadership. 
	

	[additional leadership]
	

	Organizational Administrative Information	Comment by Kristin Shaffer: Applications will require you to provide one or all of these numbers. Usually, a member of the finance team is responsible for keeping the documentation for these numbers and renewing them each year. Note that the EIN, UEI, and SAM.gov registration information can be found online at SAM.gov as well. 

	EIN Number 
	

	Unique Entity ID (UEI)
	

	SAM.gov Registered
	 Yes/No (date of last registration:      )

	Fiscal Year	Comment by Kristin Shaffer: The fiscal year is the financial year for your organization and is what your annual 12-month organizational budget is based on. Most organizations are either on a Jan - Dec or July - June fiscal year; however, some follow the federal fiscal year which is Oct - Sept. Check with your finance team to confirm your union or education fund or affiliated 501(c)(3)'s fiscal year.
	

	Year Established
	

	Program Numbers (People Served)	Comment by Kristin Shaffer: Funders like to know how many people a program currently serves. This will help them [and you] understand how many people your grant program will help to support. Program Numbers/People Served can be defined as members and/or non-members served by the proposed program. If you are including non-members consider distinguishing between non-members and members. For example, for an apprenticeship program, apprentices are eligible to become members once they complete the apprenticeship program. Therefore, you may want to share the number of members your union serves and the number of apprentices your program serves.

	Overall  
	

	[Insert name of program]	Comment by Kristin Shaffer: Complete if you implement several programs. You will want to name each program and share the number of people served by each program and the total number of people served overall. You will want to name the program and share how many people are served total. You may even want to distinguish between the number of members and non-members you serve within each program. If the same people are served by more than one program (making the overall total less than the sum of the program totals), you'll want to make a note of this.
	

	[Insert name of program]
	

	[Insert name of program]
	



	Organizational Background  

	Mission/Vision	Comment by Kristin Shaffer: Mission and vision statements are concise ways to define an organization's purpose and goals. They can be used to guide how an organization directs its resources and programming. 

Mission: Defines what the organization does, who it serves, and how it will achieve its objectives. A mission statement is usually an action statement that begins with the word "to." 

Vision: Describes an organization's long-term goals and aspirations for the future. A vision statement should articulate how the organization views success. 

Neither a Mission or Vision Statement needs to be long. Often brevity works best!


	History of the Organization	Comment by Kristin Shaffer: When, where, and why was your union founded? Is there a specific industry or group of workers that union was originally founded by? Has that changed over the years? If yes, why and in what ways have you expanded? 


	Service Area 	Comment by Kristin Shaffer: What cities, communities, or jurisdictions does your union cover? While you may not apply for support for programs in all the geographic areas you cover, it is important to list them in order to capture the information all in one place.  



	Who We Serve (Target Population or Members)	Comment by Kristin Shaffer: Who you serve can be defined as types of workers or industry, demographics (male/female/non-binary, age, race), members and non-members.    



	High Level Description of Current Programs/Services Descriptions	Comment by Kristin Shaffer: Provide a high-level description of the programs and services your union or education fund provides here. This high-level description can be just a paragraph. You may already have a description you use for organizing materials or on your website. 







