 SEQ CHAPTER \h \r 1LWVMO Ed Fund Project Checklist

Project Name ________________________________________                   No._______                                                                                                                                 
q    You may solicit tax-deductible money local before you have a project in mind, perhaps during your finance drive.  Or you may do the local soliciting after the project has been approved.
q 
Send the checks made out to the League of Women Voters of Missouri Education Fund, to 8706 Manchester Road, Suite 104, St. Louis, MO 63144 with a letter of explanation.
· Local league board approval

q 
Complete and submit a project request to LWVMO Ed Fund Board before you start your project.
q 
Wait for approval before starting the project
q 
Begin the project after it has been approved.
q 
Submit Request for Payment form to LWVMO Ed Fund to ask for the grant funds to pay expenses for the approved project when you need the money.  You will be sent a check for the actual amount of the project expenses or the portion requested, provided you have the funds on deposit.  The check will reach you in approximately two to three weeks.
q 
Submit a financial report no later than two months after completing the project, on the form that is mailed to you with the check.  At the same time send three copies of any material published with grant funds.
q 
A one-time project must be completed within a year of approval.
q 
Yearly approval must be obtained for a continuing project.
· Close project file

      Date Check Received                                                       File Closed
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