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Fiscal Sponsorship for MRAC Grants: 
Submittable Guide for Sponsors and Applicants 
 
This instructional guide provides an overview of the process when using Submittable to apply for a grant 
with a Fiscal Sponsor at MRAC. It helps applicants with fiscal sponsors understand the process of 
confirming sponsorship. Fiscal sponsors will understand the steps the applicant goes through to send and 
confirm the sponsorship through the Fiscal Sponsor Agreement Form as well as what the invitation to 
fiscal sponsorship will look like on the fiscal sponsor’s end. 
 
Applicants should always be communicating directly with their fiscal sponsors. They should confirm that 
their fiscal sponsor is willing and able to perform the tasks of fiscal sponsorship before they send 
the Fiscal Sponsor Agreement Form. 

Initiating the Fiscal Sponsor Agreement Form within the Flexible Support Application 

Below, you can see the section of the Flexible Support application where the applicant initiates the Fiscal 
Sponsor Agreement Form. When the applicant fills out the Fiscal Sponsorship section of the application, 
they are directed to input the email address of their contact at their fiscal sponsor (listed as “Reference 
Email Address”). They then click the “Send Request Now” button.  
 
By clicking the “Send Request Now” button, an automated email is sent to the fiscal sponsor contact (i.e. 
the “Reference Email Address”).  
 
Due to limitations with Submittable, the Fiscal Sponsor Agreement Form does not identify the applicant 
group directly. We instruct applicants to include their group’s name in the “Add Personal Message” 
box. This step helps Fiscal Sponsors track their forms. 
 

 
 

The applicant can send the request at any time, but MRAC recommends sending as early as possible. 
If they do not hit “Send Request Now” before submitting their application, it is sent automatically when the 
application is submitted.  



 
 

Invitation to Complete the Fiscal Sponsor Form 

When the applicant hits the “Send Request Now” button (or when they submit their application), the fiscal 
sponsor will receive the following notification email from notifications@email.submittable.com inviting 
them to complete the Fiscal Sponsor Agreement Form via Submittable. 
 
To complete the form, the Fiscal Sponsor will click on the “Complete Form” button at the end of the email. 
 

 
 

If the applicant group has put their group name in the “Add Personal Message” box, it will appear just 
above the “Complete Form” button. 
 
Clicking on “Complete Form” will direct the fiscal sponsor to a webpage where they will fill in their 
organization name, their EIN, proof of active registration with the Minnesota Secretary of State, and other 
contact information. It is identifiable with the MRAC logo at the top and “powered by Submittable” at the 
bottom. 
 
The fiscal sponsor must complete this form before the application deadline for the sponsored 
group to be eligible. The deadline will be clearly indicated in the notification email. 
 
It is the responsibility of the group applying to inform the Fiscal Sponsor of the deadline and manage 
confirmation of completion of the form. 
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Applicant’s My Submissions Page  

Below is an example of an applicant’s Submittable homepage. Any application they have submitted 
through this platform appears here.  
 
To access their MRAC application, the applicant will find the current grant and click on the 4-digit number 
underlined in the “Submission” column.  
 

 
 

Individual Grant Information Page and Confirming the Fiscal Sponsor Agreement Is Sent 

After clicking on the 4-digit grant number to access the application, the applicant will see 5 tabs across 
the top of the interface: Activity, Messages, Forms, Note, and Awards & Payments. 
 
In the Activity tab, they will find all activity on their grant, including their own activity and activity from 
MRAC staff members, listed in reverse chronological order (the most recent activity first).  
 
While MRAC refers to the form as the “Fiscal Sponsor Agreement Form,” it is listed by Submittable as the 
“reference letter request.”  
 
In the image below, you can see that the activity line second from the top indicates that the applicant 
“sent a reference letter request to masami@mrac.org.”  
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Resending the Fiscal Sponsor Agreement Form 

Should the fiscal sponsor need the Fiscal Sponsor Agreement Form resent to them, the applicant can 
initiate re-sending the form through their Submittable account.  
 
To do so, they first go to the Forms tab at the top of the interface of their MRAC application 
 

 
 

The application will expand, and the applicant should scroll down the Fiscal Sponsor section.  
 

 
 
 



 
 

Under the Fiscal Sponsor Agreement Form section, it indicate when the form was sent to the Fiscal 
Sponsor initially.  
 
To resend, the applicant will click on “Resend Request to [email],” as you can see in the final image. 
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