


Application Narrative Template: for PCL grant applicants

Instructions:

Use this template to complete the narrative portion of your application.
Leave the lettered and numbered questions in blue font in each section.
This template is formatted to PCL requirements.  Before uploading your narrative in Web Grants, make sure it meets the requirements:
1. [bookmark: _Hlk174114271]Your responses are in black font.
2. Your responses are in Arial font, no less than 14-point size.
3. The lettered/numbered application questions in the narrative are in blue font.
4. The document is portrait layout, margins 1” on all sides.
5. The footer shows the name of your organization and program and page numbers.
6. Each of the 3 sections (organization, program design, budget justification) in your narrative complies with page limits, including the pages with the application lettered/numbered questions in blue font.
7. Each of the 3 sections begins on a new page (as shown in this template).
8. Your responses begin on the line below the blue font question(s).
9. Your document has at least one space/return between your response and the next blue font question (as shown on this template).
10. You delete this page before you submit the document on Web Grants.
11. You upload a pdf of your narrative on this template to Web Grants.




(Insert Organization Name/Program Name)
STEP 5. Narrative Application ORGANIZATION
Limit response to 8 pages, including the blue-lettered/numbered questions.

A. Organization’s purpose, goals, and community collaborations 
1. What is the organization’s purpose and goals?  

2. How is the organization embedding and advancing racial equity, diversity and inclusion in its organizational goals or strategic plan? 

3. How does the organization collaborate with other organizations, community members, and community leaders?

B. Organization’s clients/community served, staff, and leadership 
1. What are the demographics of the clients/community served, staff, and board of directors? How do they reflect the organization’s purpose? 

2. How does the organization advance racial equity, diversity, and inclusion in its recruitment, retention, promotion, and training practices and policies for staff and board?  

C. Organization’s impact 
1. How does the organization evaluate its impact? In what ways has the organization used its evaluation results to learn and improve?

2. What is the organization’s impact, including on racial equity, diversity, and inclusion?

D. Organization’s fiscal responsibility 
In what ways does the organization manage its finances and accounting for federal, state, or local funding sources in accordance with Generally Accepted Accounting Principles (GAAP)?



STEP 5. Narrative Application PROGRAM DESIGN
Limit response to 14 pages, including the blue-lettered/numbered questions.

A. Program Justification and Community Voice 
1. Why have you proposed to do this program? In what ways was the community to be served involved in choosing and designing this program?

2. In what ways does the program design (program activities, curriculum/focus, and location) address the PCL program area funding priorities you selected for this application? In what ways was the population to be served involved in choosing the program design?

3. In what ways will the design reflect any program features highlighted in PCL community engagement?

4. In what ways will the program be accessible to children/families in their preferred language(s)?

5. How did you estimate the number of children/youth (or parents/caregivers) that the program will serve in Y1? How does the number to serve in Y1 compared to the numbers you estimate to serve in Y2 and Y3?

B. Equitable Outcomes
1. How does the program use nutrition and/or quality standards to select food to provide? In what ways does the program provide foods that are culturally relevant and responsive to the children and families it serves?

2. What steps does the program take to reduce stigma of people accessing the program?

3. In what ways will the population served by the program be involved with evaluating its impact?  In what ways will the program use evaluation results and community input to improve the program?

C. Program Staffing 
1. How will program activities be staffed, including caseloads or staff/participant ratios? How are staff supervised, including supervisor to direct service staff ratio? What qualifications are required of program staff and supervisor(s)?  

2. In what ways are staff supported to receive ongoing training in best practices? How does staff training in racial equity, diversity, and inclusion affect service delivery? 

D. Outreach and Community Engagement 
What approaches will you use to ensure the program will be fully enrolled? How do you know those approaches will work with the population you plan to serve?

E. Accessibility and Inclusion 
1. How will the program be accessible and inclusive for participants with disabilities among the population you plan to serve?  

2. What is at least one step you will take to continue to improve accessibility and inclusion for participants with disabilities? 

F. Program Connection to Organizational Racial Equity, Diversity, and Inclusion Goals  
How does the program advance the organization’s commitment to racial equity, diversity, and inclusion? 





STEP 5. Narrative Application PROGRAM BUDGET JUSTIFICATION
Limit response to 7 pages, including the blue-lettered/numbered questions.
[bookmark: _Hlk174706127][bookmark: _Hlk174706091]
[bookmark: _Hlk174706062]Total Costs with All Sources of Funding
What is the total cost of the proposed program from July 1, 2025- June 30, 2026?  What percentage of the total cost do you request from PCL?  What other funding sources will contribute toward total cost of the program and what do those funds help support in the program? Matching funds are not required.

Justification for Y1 Budget Amount Requested from PCL
1. Program Personnel 
What is the FTE of each position budgeted to PCL and how did you estimate FTE of the position budgeted, such as caseloads or adult/child ratios, group sizes, and supervisor-to-direct staff ratios? What is the total wage/salary costs of all FTE budgeted to PCL and how did you calculate that amount? What is the total amount of tax/benefits costs for the total FTE budgeted to PCL? What taxes and benefits are included in those costs?

2. Contractor Costs  
List the names of any organizations or individuals that will be contracted and paid by your PCL grant to provide specialized services in your program. What services will they provide and what is the total cost for each subcontractor?  

3. Other Program Costs  
What line items are included in Other Program Costs in your PCL grant?  How did you calculate costs per line item, including allocated costs?  (Please note that typical methods for allocating costs, depending on the type of cost, may include: amount of FTE in the program, amount of square footage used in the program, and number of children/youth or parents/caregivers to be served in the program. In all cases, PCL expects clear methods and explanations for any allocation of costs included in the grant budget.) 

4. Administration 
No more than 15% of program costs (personnel + contractors + other program costs) may be allocated to administrative costs.
  

3-year Total Request compared to Year 1 PCL Request
How does the amount requested for July 1, 2025 – June 30, 2026 relate to the total 3-year amount requested from PCL? How do the amounts budgeted for Years 2 and 3 of the grant compare to Year 1?
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