CULTVATE  Common Documents Needed for
Kc Funding Applications

% Thinking about applying for a grant, loan, or other funding source?
Here are some documents you can gather now to reduce time (and

stress) when applying for your next funding opportunity.

Applicable to Everyone

K// Make sure your business entity is registered and in good standing

e Register your business entity with your Secretary of State office and obtain an Employer
Identification Number (EIN) through the Internal Revenue Service (IRS). Have your Articles of
Incorporation, Certificate of Good Standing, and Certificate of No Tax Due ready to share.

e Copies of your Articles of Incorporation and Certificate of Good Standing from the
Secretary of State office of the state where your entity is registered. Here are links to
Kansas and Missouri.

e Certificates of No Tax Due (MO) or Certificates of Tax Clearance (KS) can be requested
from the Department of Revenue of the state where your entity pays taxes. Here are
links to Kansas and Missouri.

¢ In Missouri, Certificates of No Tax Due have varying expiration requirements
depending on the requestor, but 60-90 days is typical. In Kansas, Tax Clearance
Certificates are valid for 90 days.

e Don't have an entity yet? To help decide which one is right for your business, reference this
decision flowchart from Farm Commons.

o/ Complete an IRS W-9

¢ Many grantmakers need a completed W-9 to collect your business Taxpayer Identification
Number (TIN) to satisfy IRS reporting requirements.

¢ Note that some agencies require a hand-signed W-9.

Q/ Gather proof of land tenure

¢ Locate your lease agreement, purchase agreement, or property deed. Copies may be
acceptable for some applications, but have the originals handy just in case.

¢ Do you need to create a formal lease agreement? Visit KCFarmLink to learn more about
farm leases and walk through a farm lease builder tool.


https://www.sos.ks.gov/businesses/copies-and-certifications.html
https://www.sos.mo.gov/business/formsandservices.asp
https://www.kdor.ks.gov/apps/taxclearance/default.aspx
https://www.kdor.ks.gov/apps/taxclearance/default.aspx
https://mytax.mo.gov/rptp/portal/home/business/no-tax-due-selection/!ut/p/z1/jZC7DoJAEEW_hpYZFiTEbqWAUIgEebiNAYMLCbAEVvl98dGY6IZp5pFz52YGGOTA-uLe8EI2oi_apT8x-0wMJIbvYohpZGG0pH0c2Ig7GzIlcNwAW6PHP0FxnV4BMPX6DJjS4nnBCzAddD0fSeAlMUEa0sRKabBU1gdQmATAeCvK9z9pX5oOBzZW12qsRv02LuNaymHaaqjhPM86F4K3lX4RnYa_JLWYJOTfJAxdkuTYHLrMmR5-HFFg/dz/d5/L2dBISEvZ0FBIS9nQSEh/
https://farmcommons.org/resources/articles/farm-business-entity-flowchart/
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.kcfarmlink.org/resources/

Q/ Get a Farm Number from the Farm Service Agency (FSA)

e A Farm Number is a unique number issued by the FSA that identifies your farm'’s location.
The number is attached to your land, not to you as a farmer or farming business. If you sell
your land to someone else, or if you purchase registered farmland, the Farm Number goes
with it. You may get a Farm Number if your farm is on leased land, but you'll need a formal
lease agreement in place. You need a Farm Number to participate in USDA grant, loan,
insurance, and conservation programs.

e To get a Farm Number, contact your local FSA office and set up an in-person or virtual
appointment. You'll need identification documents like a driver's license, your social
security card or EIN, and proof of land tenure.

¢ Once you apply for a Farm Number you will have FSA records which contain information
about your farm, including ownership, crop plantings, and conservation practices (if
applicable). Make sure to keep these up to date to stand out as an attractive candidate for
future funding opportunities!

Q/ Put together a Profit & Loss (P&L) Statement

e This financial document shows your business’s revenue and expenses over a period of time
(usually a calendar year). It can be used to gauge the financial health of your business.
Funders value P&Ls because they demonstrate your ability to manage costs and handle a
funding opportunity.

e IRS Form 1040 Schedule F is called “Profit or Loss From Farming”, but its primary purpose
is to report your farm business’s taxable income to the IRS. Maintaining your own P&L is
best practice because it can be customized to fit your business’s needs, help you make
strategic investment decisions, and can be used to secure financing

Extras for Nonprofits

Q/ Find your IRS Tax Exemption Letter (also called a Determination Letter)

e Exemption Letters are official documents from the IRS that recognize your organization as
exempt from federal income tax.

e Don't have one yet? Apply for tax exempt status online.

e Lost your letter and need a copy? If the original letter was issued after January 1, 2014,
you can search for it online.

o For letters issued before 2014, request a copy using the IRS form 4506-B.
Q/ Find your most recent IRS Form 990

e This acts as a financial statement and reports earnings for the year.

¢ Find a copy using the IRS Tax Exempt Organization Search Tool.

Q/ Put together a current list of your organization’s board members.


https://offices.sc.egov.usda.gov/locator/app?state=us&agency=fsa
https://www.irs.gov/charities-non-profits/applying-for-tax-exempt-status
https://www.irs.gov/charities-non-profits/tax-exempt-organization-search
https://www.irs.gov/pub/irs-pdf/f4506b.pdf
https://www.irs.gov/pub/irs-pdf/f4506b.pdf
https://www.irs.gov/charities-non-profits/search-for-tax-exempt-organizations

Additional Planning

Q/ Write a list of people to reach out to for letters of support (start with 3)

o Letters of support are stakeholder testimonials that endorse your project and add credibility
to your proposal. They should reinforce your specific project’s need and potential impact.
The letter should be current and relevant to the funding opportunity you're applying for -
don't use a letter from years ago.

e Community leaders, partners, and past funders are great places to start.

e |t is helpful to provide a draft template with information such as: who to address the letter
to, details about your farm, and specifics about your project. Leave space for the supporter
to share why they support you and how they have or will engage with your work.

¢ Avoid waiting until the last minute to ask for a letter of support. Try to request a letter at
least 2 weeks before the application is due.

Q/ Make an appointment with Cultivate KC’s Farm Funding Specialist

e Cultivate KC's Farm Funding Specialist, Ellie, can help you find the right funding
opportunity for your project and provide technical assistance with putting together your
application - from articulating your project scope and impact to putting together a budget.
You can reach Ellie at ellie@cultivatekc.org.



