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[bookmark: _kxz779ljsb2]🚀 Grant & Loan Application Checklist
A step-by-step guide to help small businesses prepare and apply for grants and loans successfully.
[bookmark: _42t30kqkimui]📌 Why Apply for Grants & Loans?
Business grants and loans provide funding for startups and growing businesses without requiring immediate repayment (grants) or with structured repayment plans (loans).
✅ Grants: Free money with no repayment required.
✅ Loans: Structured funding to support business growth.
✅ Both Help With: Expansion, equipment purchase, inventory, hiring, and working capital.
[bookmark: _lycag47cyti1]📝 Grant & Loan Application Checklist
[bookmark: _cs9d7zxyk85s]Step 1: Identify the Right Funding Option
✅ Determine whether you need a grant (non-repayable funds) or a loan (repayable with interest).
	Funding Type
	Best For
	Pros
	Cons

	Grants
	Startups, social enterprises, research-based projects
	No repayment
	Highly competitive, strict eligibility criteria

	Loans
	Growth-stage businesses, capital investments
	Flexible funding, structured repayment
	Requires collateral, interest payments


✅ Research Available Opportunities:
· Government grants (e.g., SMEDAN, BOI Grants in Nigeria, Small Business Innovation Research (SBIR) in the U.S.).
· Bank loans (e.g., Bank of Industry (BOI), Access Bank, FirstBank SME Loans).
· Venture capital & private funding.
· Crowdfunding (e.g., Kickstarter, GoFundMe).
[bookmark: _9gtsj6p3ljeo]Step 2: Prepare Your Business Documents
✅ Ensure you have all required documentation before applying.
	Document
	Purpose

	Business Plan
	Outlines business model, goals, and financial projections.

	Company Registration Documents
	Verifies legal status of the business (CAC in Nigeria, LLC in the U.S.).

	Tax Identification Number (TIN)
	Confirms business tax compliance.

	Financial Statements
	Proves business profitability and stability.

	Cash Flow Projection
	Demonstrates ability to manage loan repayments.

	Bank Statements (6–12 months)
	Shows financial health and income consistency.

	Loan Purpose Statement
	Explains how the funds will be used.


[bookmark: _l1f933h4z8ga]Step 3: Write a Winning Grant or Loan Application
✅ For Grants:
· Clearly explain your business purpose and how it aligns with the grant’s mission.
· Include measurable impact metrics (e.g., "This grant will allow us to train 200 women in rural areas on sustainable farming practices").
· Use clear, concise language—avoid jargon.
✅ For Loans:
· Demonstrate your ability to repay the loan (strong financials, revenue growth).
· Provide a breakdown of fund allocation (e.g., 40% inventory, 30% marketing, 20% operations, 10% staffing).
· Show proof of collateral (if required).
✅ Common Mistakes to Avoid:
 ❌ Missing deadlines.
 ❌ Incomplete documentation.
 ❌ Failing to showcase financial stability.
 ❌ Not customizing applications for each grant/loan provider.
[bookmark: _ctlqjl8ozgtb]Step 4: Submit Application & Follow Up
✅ Submission Checklist:
 ✔ Double-check all required documents.
 ✔ Ensure all forms are correctly filled out.
 ✔ Submit before the deadline.
 ✔ Keep a copy of the application for reference.
 ✔ Follow up with the grant or loan provider after submission.
	Task
	Status

	Prepare business documents
	✅ Completed

	Write grant/loan application
	✅ Completed

	Review & proofread application
	🔲 Pending

	Submit application
	🔲 Pending

	Follow up
	🔲 Pending


[bookmark: _a8ivozx8xbgu]📌 SAMPLE GRANT APPLICATION LETTER
[Your Business Name]
 [Your Business Address]
 [City, State, Zip Code]
 [Your Email]
 [Your Phone Number]
 [Date]
To:
 [Grant Provider Name]
 [Organization’s Address]
Subject: Application for [Grant Name]
Dear [Grant Provider's Name],
I am writing to formally apply for the [Grant Name] to support [Your Business Name], a [describe business type] dedicated to [briefly explain your mission]. Our business focuses on [describe products/services] and aims to [explain the impact].
We are seeking [grant amount] to [describe what the funds will be used for]. This funding will help us [list expected outcomes, e.g., “expand our operations, create more jobs, and enhance our product offerings”].
Attached are all necessary documents, including our business plan, financial statements, and company registration. We appreciate your time and consideration and look forward to the opportunity to further discuss our proposal.
Best regards,
 [Your Name]
 [Your Business Name]
[bookmark: _ux5sbk599xvn]📌 SAMPLE LOAN APPLICATION LETTER
[Your Business Name]
 [Your Business Address]
 [City, State, Zip Code]
 [Your Email]
 [Your Phone Number]
 [Date]
To:
 [Bank or Lender Name]
 [Loan Officer’s Name]
 [Bank Address]
Subject: Application for Business Loan
Dear [Loan Officer’s Name],
I am writing to formally apply for a business loan of [Loan Amount] from [Bank/Lender Name] to support the growth and expansion of [Your Business Name]. We specialize in [briefly describe business] and have been in operation for [number of years].
The loan will be utilized for [breakdown of fund allocation, e.g., purchasing inventory, hiring staff, expanding marketing efforts]. Based on our current revenue projections, we are confident in our ability to repay the loan on schedule. Attached are our business plan, cash flow statements, and financial records for your review.
We appreciate your time and consideration and look forward to your response.
Best regards,
 [Your Name]
 [Your Business Name]
[bookmark: _snk9nxpmhhms]📌 Final Thoughts
✅ Grants provide free capital but are highly competitive.
✅ Loans require repayment but offer structured financial support.
✅ Preparing strong applications and financial documents increases approval chances.
✅ Always follow up after submission.
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