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The Andrew W. Mellon Foundation: Sample Proposal

ORGANIZATION AND PROJECT CONTACTS
The Organization and Project Contacts section contains the applicant information and contacts for the 
proposal.  To assign a proposal contact role, e.g., Principal Investigator, select the name if it appears in the 
dropdown.  Contacts already associated with your organization will appear in the dropdowns.  You may add a 
new contact by clicking, Add New.  Please include an email address for the contact. 

Please note:  Only one individual can be nominated for each role. The contacts named in this section will 
have access to the proposal record in the system and will receive automated email alerts.

TABLE OF CONTENTS
The Table of Contents may be used to navigate to various sections of the proposal.  Click on a section name 
to jump to a particular part of the proposal and view the questions for that section.  This Table of Contents 
will change and additional sections may appear as more detail is added to the proposal.  
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The following outlines the elements of a proposal for The Andrew W. Mellon Foundation, 
including the questions, fields, and required documents to be completed.

Assistance:  For technical support, please contact Foundation staff at fluxxusers@mellon.org or call (212) 500-
2484 during business hours (9:00 a.m. ⎼ 5:30 p.m. EST).  You should expect a response to your email within 
three business days.  For program-related questions, please contact program staff.

The Banking Details and Grantee Obligations Notice sections will not 
appear until the Final Proposal has been requested.  At this time, applicants 
should also upload the Cover Letter and Endorsement letter.

When adding a 
new contact, 
please be sure 
to select “Yes” 
from the “Login 
Requested by 
Org” dropdown 
menu to ensure 
that the new     
contact is able  
to log in to the 
grantee portal.

mailto:fluxxusers@mellon.org
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The Andrew W. Mellon Foundation: Sample Proposal, continued

PROPOSAL INFORMATION
The Proposal Information section includes summary information about the proposal, including a short 
project title, the amount requested in US dollars and the length of time needed to complete the supported 
activities.  A program area will be assigned in the dropdown menu.  Please include a clear and concise 
description of the proposed work.  

PROPOSAL NARRATIVE
The Proposal Narrative section lists required documents to be uploaded.  Each document is uploaded to the 
proposal using the “+”sign to the right of the document name.  The document type, e.g., Cover Letter, will 
automatically be assigned to the document upon upload.  Please note:  The Cover Letter and Endorsement 
Letters will be requested at the time of the Final Proposal – these sections will not appear until that time.
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Diversity

Please see the Working with Documents 
Guide for more information. 

Please note:  Throughout the grantee portal, some 
text fields, including “Description of Proposed Work” 
shown at left, support rich text formatting.  You can 
also copy/paste into these fields from a Word 
document. Simple formatting such as bold, italics, 
underlining, bullets, and numbered lists are 
supported.  However, tables, color, and other more 
complex formatting styles are not currently 
supported in the portal.

https://mellon.org/grants/portal-documents
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PROPOSAL DETAILS
The Proposal Details section consists of a set of questions about the proposed work.  If Yes is selected, 
additional rich text fields appear, requesting more detail. 

The Andrew W. Mellon Foundation: Sample Proposal, continued
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PROPOSAL DETAILS, CONTINUED
The Proposal Details section consists of a set of questions about the proposed work.  If Yes is selected, 
additional rich text fields appear, requesting more detail. 

The Andrew W. Mellon Foundation: Sample Proposal, continued
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GRANT BUDGET
The Grant Budget section contains information about the budget as it relates to the proposed grant.  The 
budget should be reviewed and approved by the appropriate organizational authority as evidenced in the 
Authorization section.  Please note:  This information is not collected for proposed endowment grants.  

The Andrew W. Mellon Foundation: Sample Proposal, continued
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The Excel Export feature will export an Excel 
spreadsheet of the budget. 

Please note: The Proposal Budget Authorization fields 
are required before submitting the final proposal. 
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BUDGET NARRATIVE
The Budget Narrative section includes descriptions of each expenditure category, budget totals for each 
category, and rich text fields in which details about each category may be provided.  

Please note:  This information is not collected for proposed endowment grants. 

The Andrew W. Mellon Foundation: Sample Proposal, continued
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BUDGET NARRATIVE, CONTINUED

The Andrew W. Mellon Foundation: Sample Proposal, continued
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DOCUMENTS
The Documents section provides a space to upload proposal documents, which may be added to each section 
by clicking the “+” sign.  

For more instruction on how to upload documents, please refer to the Working with Documents Guide.  Note 
that it is important to select the document type when uploading documents.

The Andrew W. Mellon Foundation: Sample Proposal, continued
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ENDOWMENT GRANTS – SPECIAL REQUIREMENTS
Please select the ”Endowment Compliance” document type from the list of options.  
Additional documentation is required for endowment grants if the applicant organization’s 
endowment is under $100 million.  

ALL PROPOSALS

https://mellon.org/grants/portal-documents
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The Andrew W. Mellon Foundation: Sample Proposal, continued

BANKING DETAILS
Should this grant be approved, the Foundation 
will make payment by wire transfer.  Please 
indicate the last four digits of the account in the 
space below. If your organization is scheduled 
to receive a payment, Foundation staff may 
request confirmation of your organization’s 
bank information.  In that event, staff will send 
an email to the Banking Information Contact 
requesting confirmation of the banking 
information.  Instructions for confirming bank 
information can be found in the Confirm Bank 
Information Guide.  

GRANTEE OBLIGATIONS NOTICE
At the time of the final proposal submission, please carefully read the notice outlining grantees’ obligations to 
The Andrew W. Mellon Foundation.  By checking the box at the end of the text and clicking Save, you are 
indicating agreement to these terms. 
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ASSISTANCE: 
For technical support, please 
contact Foundation staff at 
fluxxusers@mellon.org or call 
(212) 500-2484 during business 
hours (9:00 a.m. ⎼ 5:30 p.m. EST).  
You should expect a response to 
your email within three business 
days. For program-related 
questions, please contact program 
staff.

To submit the proposal, select Save and then Submit.

This information is required before submitting a final proposal.

https://mellon.org/grants/confirm-bank/
mailto:fluxxusers@mellon.org
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