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Tips for using the online application.

● You can click Save & Continue or click the Pages drop down to move to another page.
● To navigate back to the main menu, click Applicant at the top of the screen. 
● A red asterisk (*) indicates a required field. Applicants will be able to move from page 

to page without filling in a required field; however, they will be unable to submit an 
application until all the required fields are filled in.  When Applicants click the submit 
button, a box will appear indicating any required fields that were not filled in.  

● We recommend not entering unique symbols such as &, *, %, or #.  While they can be 
entered and will not be a problem with application submission, they may render 
different on the .pdf report. 

● Inactivity:  If you have not saved any information for 60 minutes and then try to save or 
enter information, you will get a page error.  Any unsaved information will be lost. 
Simply click the back button and sign in.
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https://goapply.akoyago.com/HILLSDALE

You may sign 
up with or 
without your 
EIN/Tax ID.

Click SIGN UP 
to create an 
account.
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❏ Have you read the HCCF Grant Policy & Procedures?
❏ Does your request fall within the guidelines?
❏ Is your project reasonable in process and amount?
❏ HAVE YOU CALLED THE FOUNDATION TO TALK 

ABOUT YOUR REQUEST?

Before you begin:
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Enter or update your organization’s information. 
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Enter your project information. 
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Program/Project Summary:
What is your project? Why is it necessary? 
Who will be coordinating the efforts? Who 
will it impact? What impact will it have on 
our community?
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THINGS TO INCLUDE IN YOUR SUMMARY

● Who – Who are you going to serve?
● What – What activity/project /purchased item(s) is going to help 

you achieve the goal?  Is an item – What do we need to know?
● How – How are you going to implement the project or where are 

you going to purchase item(s)?  Process?  Quotes?
● Why –  What are you doing this and what will happen if you 

don’t?
● Who Cares – What are your outcomes?  Can you articulate 

impact?  Who else is involved?  Letters of Support needed? 
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Upload your budget information files:
IRS 990 Form
Operating Budget
Financial Statement
Documents with project expenses (quotes, bids, etc.)
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Create a Zero-Based Budget

Revenues = Expenses

=
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Answer the 
budget 
questions:



SLIDESMANIA.COM

Present a logical solution 
to your problem: 

It's important to think of 
your proposal as a story 

with a beginning (problem 
or opportunity), middle 

(solution is your program), 
and the end (results are 

your outcomes).

Tell the same story 
in the budget and 

proposal narrative: 
The project budget is 

another opportunity to tell 
your story! Many funders 
say that the budget is the 

first thing they read.

Convince the funder you 
know what you're doing: 

The proposal should show 
that you're aware of the need 

in your community and a 
strong response. After 

reading the proposal, the 
funder should feel confident 
that your organization would 

a responsible recipient 
of the funds.

Grant Writing Tips


