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Letter of Support Request Checklist 
A Letter of Support from local advocacy organisations, MPs, and Councils can strengthen a 
funding application, but only when they are given clear, timely and well-prepared information. 
Use this checklist to ensure your request is ready for review before seeking support. 

Timing & early engagement 
 I am contacting support partner(s) well in advance of the grant deadline (ideally 2-4 weeks 

minimum) 

Clear project overview 

 I have prepared a concise project summary (1–2 pages maximum) 
 The summary clearly explains: 

• What the project is 
• Where it is located 
• Who will benefit 
• When it will be delivered 
• Total project cost and funding requested 

 The project description is written in plain language 
 The project description includes confirmation of my project and organisation’s eligibility for 

the funding being requested 

Why support matters 
 I have clearly explained why a Letter of Support is being requested 
 I have outlined how the requested support strengthens the application (e.g. regional 

alignment, community impact, partnership support) 
 The request is tailored, not a generic or mass-sent email 

Community & regional benefit 
 I have demonstrated the community, economic, or social benefit(s) of the project 
 I have explained how the project aligns with local or regional priorities 
 I have detailed the expected project outcomes (jobs, services, infrastructure, participation, 

innovation, etc.) 

 



 
 

 

Project readiness 
 Required Council, landowner or regulatory permissions are already in place, or their status 

is clearly explained 
 Key partners or collaborators have been confirmed where relevant 
 The project is realistically scoped and ready to proceed if funded 
 Quotes from suppliers have been obtained (if applicable) to support my budget request 

Supporting information provided 

 I have included: 
• Organisation name and contact details 
• ABN 
• Grant program name & funding body 
• Project Title 
• Project Leader(s) 
• Grant closing date 
• Amount requested 
• Draft letter wording or template (if applicable) 

 All attachments are concise and relevant 

Professional engagement 

 I have addressed the request to the correct electorate office(s)/organisation 
 I understand that provision of support is at the organisation’s discretion 
 I have provided a clear contact person for follow-up questions 
 I will notify the office of the outcome of the application 

Best practice tip 
Strong Letters of Support usually follow early engagement, clear communication, and well-
developed projects. Treat the request for a Letter of Support as part of building an ongoing 
relationship, not a final administrative step before submission! 
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