2023 Applications using a Fiscal Sponsor: User Guide
If your organization is not legally registered and/or not able to receive funds from the United States, you are required to apply with a Fiscal Sponsor. Your Fiscal Sponsor is required to supply DRF/DRAF with organization safeguarding, financial and key personnel information. 
To make this process easier for you, we have created a process in your portal to request the fiscal sponsor information DRF requires in order to consider your grant request.

	Step 1:
Open the Fiscal Sponsor Information Request section of your Application Homepage
On your Application Homepage there is a section titled “Fiscal Sponsor Information Request.” Choose the “Open” button to enter this section.
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Step 2: 
Create a Fiscal Sponsor Request form.
Once you are in this section of your Application Homepage, use the button “+New Request” to create a request form.
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Step 3:
Complete and send the form. 
The request is made up of four questions: the name of the fiscal sponsor, their email address, the name of your primary contact person at the fiscal sponsor, and any notes or short message you’d like to include.  This form can be saved as a draft. 
When you have completed the form, use the “Send” button, you will be returned to your Fiscal Sponsor Request Form page. Here you can see the requests you have sent and their status.  
When you have finished creating this request, use the “Close” button to return to your Application homepage.
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	What happens next?
An automated email is generated and sent to each of your Fiscal Sponsor, asking them to complete their Reference forms. When they submit this form using the link provided, it is automatically attached to your Application in Zengine for DRF review. A sample of this email is pasted below, for your information. 



Sample Email:
TO: Rebecca Rittgers, All People's Organization
FROM: Rebecca Rittgers, Senior Consultant, DRF/DRAF Program Team
RE: Your nomination as fiscal sponsor for RRR Test DRF funding application


RRR has submitted a funding request to the Disability Rights Fund/Disability Rights Action Fund and has listed your organization, All People's Organization, as its fiscal sponsor. As part of our due diligence of this request from RRR we need you to complete a Fiscal Sponsor Organization Information Form and supply us with several key documents.  
 
There are two ways you can share with us this information. 
 
Preferred Online method: The following link will take you to the Fiscal Sponsor Information Form which you can complete and return online:
https://webportalapp.com/sp/collaborator_input/drf/188753/54077453/e28bf7545ef25d0a777b
 
Word Emailed method: You may download the Word version of the Fiscal Sponsor Information Form using this link: https://disabilityrightsfund.org/wp-content/uploads/2021R2-Printer-friendly-Fiscal-Sponsor-Form.doc.  Once you have completed the form in Word, you may email it and its required attachments to us for processing at rrittgers@disabilityrightsfund.org.
 
In addition to basic organizational information requested in both the Online and Word versions of the form, there are several attached documents you must complete and return to us.  We advise that you gather these documents ready for uploading prior to beginning to complete the Form.

· Your organization’s Preventing Sexual Exploitation, Abuse & Harassment (PSEAH) Policy (if you have one)
· Your organization’s Child Protection (CP) Policy (if you have one)
· Your current year Organization Budget (feel free to upload an already prepared organization budget, or use the following template: https://disabilityrightsfund.org/wp-content/uploads/Organization-Budgets.xls )
· A completed Key Personnel Form providing us with the names of your key staff, board and volunteers (please use this link to access this form: https://disabilityrightsfund.org/wp-content/uploads/2021R2-Board-and-Staff-1.doc )
We are asking Fiscal Sponsors to complete this process by October 15, 2023. If you have questions, please feel free to contact me at: rrittgers@disabilityrightsfund.org.
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