[image: image2.emf]@ Flagstaff Cultural Partners









[image: image3.jpg]bbb

REVENUES




Art & Science Fund

July 1, 2012 – June 30, 2013
General Operating Support

Grant Application
Section I: Introduction

Application Deadline: Thursday, March 29, 2012, 5:00pm

Before you begin this application, please completely read and review the Art & Science Fund Guidelines document, available for download at www.culturalpartners.org/grants.htm.  

This application can be downloaded from the Flagstaff Cultural Partners website at www.culturalpartners.org/grants.htm or you may make copies of this form.  For additional information, consult the Art & Science Fund Guidelines. 

Contact person for inquiries:  Robin Cadigan at rcadigan@culturalpartners.org or at 928-779-2300 #104.

Application Deadline:  Applications must be received by 5:00pm on Thursday, March 29, 2012, at the Flagstaff Cultural Partners office.  Late applications will not be accepted.
All grant applications must arrive at the Flagstaff Cultural Partners office no later than Thursday, March 29, 2012, at 5:00pm.  Late applications will not be accepted.  Applications may be sent by mail; however, applicants should be warned that applications must arrive at our office by the deadline, regardless of any postal delivery delays, or they will not be accepted for consideration.
Hand delivery:  Grant application must be handed to an FCP staff person, with receipt given to applicant. Bring to the Coconino Center for the Arts, 2300 N Fort Valley Road, Flagstaff, AZ. Office hours are 11:00am to 5:00pm, Monday through Friday.

Mail: Flagstaff Cultural Partners, PO Box 296, Flagstaff, AZ 86002

Do not attach a cover letter or any documents to your application that are not listed in Section III. 

Do not submit this page or the checklist with your application.
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Section II: APPLICANT DATA SHEET

	Organization Name: 

	Address: 

	City/State/Zip: 

	Staff Contact:
	Email: 

	Phone:
	Fax: 

	Name of Authorizing Official: 

	     (person with legal authority to accept and expend funds for the organization)

	Applicant Federal ID #: 


2011-2012 Grant Allocation:



     2012-2013 Funding Request: 

Organizational Mission Statement as adopted by the Board of Directors: 

Summary Statement – how will you use requested funding? (1-2 sentences): 

The applicant, by signing and submitting this proposal, acknowledges that they have fully read, fully understand, and will comply with the terms, conditions and requirements of this proposal.

	
	

	Signature and Title of Authorizing Official   
	Date


Section III: Required Documents

These rules are required for the format of your application.

· Provide 12 copies of the application in the order listed below
· Your application must be double-sided (all pages), paper clipped, and 3-hole punched (do not staple)
· Do NOT include cover sheets or any other material that is not requested
· Use a readable font, with font size no smaller than 12 point
· Do not insert photographs, graphics or visuals into your narrative
· Each page of your narrative should include a header or footer with your organization name and project name (if applicable).
Checklist of Required Documents

 FORMCHECKBOX 

Completed Applicant Data Sheet – must be signed and include the original (one page maximum)

 FORMCHECKBOX 


Completed Narrative (four pages max – see Section IV)
 FORMCHECKBOX 

A list of your organization’s key staff members (clearly indicate paid or volunteer) w/their job titles, indicating status and length of time in position (one page max)

 FORMCHECKBOX 


Resume of Managing/Executive Director (one page max)

 FORMCHECKBOX 

A list of members of the Board of Directors showing their affiliations and assigned committee roles (one page max)

 FORMCHECKBOX 

A list of contracts and grants your organization has received in 2011-2012, and those you anticipate during the 2012-2013 granting period (one page max)

 FORMCHECKBOX 
 
The first page of your current Federal Tax Exemption Letter 

 FORMCHECKBOX 


A copy of the most recently submitted final report from a previous FCP grant, if applicable.

     Required Budget Documents: 

 FORMCHECKBOX 
 A CDP Funder Report for FCP for your organization’s or project’s two most recently 

       completed fiscal years with signed cover page     
 FORMCHECKBOX 
 
(OPTIONAL) You may provide a separate portfolio of printed brochures, program materials, or press clippings; and/or video clips or photos (on CD only), which give an impression of the project. Keep in mind the Committee will have limited time to review these materials (do not include 12 copies of these – one copy of each will suffice)

Section IV: Writing the Narrative

NOTE: There are changes to this section.

Formatting Directions:  Insert narrative pages after Applicant Data Sheet. Use a computer, typewriter or word processor.  To ensure clarity and readability, you must submit your narrative in the following format. 
· The application must be typed.

· Maximum length is four (4) pages, with each page identified by the organization’s name and page number.

· Use a readable font, with font size no smaller than 12 point.

· 8 ½ x 11 paper, using one-inch margins.

· Label each section and address each major numbered topic given below, expanding on those topics as needed. Keep the sections in the order given. It is important to address each topic.

· Make your proposal inviting to read, adding white space, using bullet points and lists, and formatting the contents so information is easy to find.

· Three-hole punch all pages of all copies of your application.

· Do not insert photographs, graphics or visuals into your narrative.

Narrative Content
1. Scope of Work.  Express the quality and/or creativity of your organization’s programming and scope of work.
A. Use this section to express the quality and/or creativity of your organization’s programming and scope of work.

B. Describe the activities planned for the funding period. Discuss any new projects or changes in programs from the previous year.

C. State at least three of your organization’s goals for the funding period, in terms of measurable or quantifiable accomplishments that you have the capacity to track. At least two goals should address core activities. One may address desired improvements over the previous year, if appropriate.  See examples under item D. below.
D. For each of your stated goals, describe how you will evaluate the success of your organization and its projects. Identify specific indicators of success for each goal and how you will collect feedback or quantified information to reflect the level of success.

· Examples of goals related to core activities:
· We will celebrate the arts by performing five concerts during the FCP funding period. (Indicator of success: evidence that concerts took place)
· We will engage at least 100 community members in our 2011-2012 season productions, either performing, providing technical assistance, or engaged in promotional activities. (Indicator of success: roster of individuals participating in season’s productions) 

· We will host an event of which the overall quality is perceived as good or excellent by at least 75% of the attendees. (Indicator of success: survey form and report on numbers completed and reponses)
· Examples of goals related to improvements over previous years:
· We hope to sell-out all available tickets for at least five of our 2011 events.  (Indicator of success: documented evidence that sell-outs were achieved)
· We hope to increase our board of directors to 13 members by January 1, 2011, including at least one individual with expertise in the areas of accounting, marketing, fund raising, and non-profit legal  issues.  (Indicator of success: roster of board members showing affiliations or relevant experience)
· We hope to expand our program to incorporate at least three national acts that are routing through the area in the 2011-2012 season.  (Indicator of success: event program or other documentation)
E. Briefly describe how your organization and its projects relate overall, or specifically to at least three of the stated goals of FCP:

· To enhance the quality of life for Flagstaff residents and visitors through experiences in arts, cultural and scientific activities in a meaningful way

· To stimulate public and private support for arts, cultural and scientific endeavors in Flagstaff, and build a sense of community with all arts, science and cultural nonprofit organizations in Flagstaff

· To increase opportunities for community-based educational experiences in arts, cultural and scientific endeavors

· To support new art, science and cultural projects and emerging nonprofit organizations

· To promote and preserve Flagstaff’s uniquely diverse arts, science and cultural communities and organizations
2. Community Outreach/Public Benefits
A. Describe your audience (ie: ages, socio-economic status, residence, interests, etc).

B. Indicate the number of your total audience/attendance/participants for the past year and how many you expect to reach during the granting period. Note if this is an actual or an approximate count.

C. Describe the tangible (specific) benefits that the Flagstaff community will receive from your organization and programs.

D. List the community organizations and businesses with which you partner. Describe your partnership, i.e. collaborative planning, programming, marketing, sharing space, or other ways you share resources.
3. Organizational/Administrative Profile

A. Give a brief history of the organization in presenting, producing or serving the arts, sciences, or culture in Flagstaff

B. Describe the organization’s managerial/administrative ability to carry out the proposed projects and properly administer city tax funds received, including staff, board, and volunteer roles and contributions. If your organization is dependent on volunteer time and in-kind services, indicate and discuss.

C. If any members of the governing board, or their family members or businesses, receive any financial compensation from the organization (whether as a Board member or in another capacity), list the names and amount of corresponding compensation, and explain how conflicts of interest are avoided.

D. Describe how the organization has incorporated feedback from previous years’ Art & Science Fund grant applications to improve capacity and/or programming.

E. Describe your organization’s fundraising, development and marketing activities.

F. Describe your organization’s long-range/strategic plan, including time period covered, how the plan was developed, and how financial sustainability is addressed. If you organization does not have a strategic plan, describe any plans or barriers to developing one.

G. If appropriate, please explain environmental sustainability efforts of the organization. 

4. Fiscal Management  

A. Describe how your organization tracks income and expenses. Describe your financial review processes and their frequency. How is the Board involved in financial review and reporting?

B. Looking at your organization’s report generated through the Arizona Cultural Data Project, please address any items you wish to clarify or describe in further detail (please indicate the section and line number to which you are referring).

C. If there is an operating deficit or accumulated debt, or if a deficit or an accumulated debt is anticipated in the next three years, describe your organization’s strategy for eliminating the deficit and/or managing the debt. (Debt includes payables, lines of credit, loans, mortgages, and notes.)
D. Does the organization hold an endowment?  How is it managed, and is there a policy in place to guide staff and/or Board in its management and use of interest revenue?

5. Optional Information.  Is there a crucial piece of information you haven't had the opportunity to share in the previous sections?
Section V: Cultural Data Project

The Arizona CDP is an online system for collecting and standardizing historical financial and organizational data.  The first management tool of its kind, the Arizona CDP will enable organizations to view trends in their data, benchmark themselves against peer organizations, and enhance their financial management capacity.


Flagstaff Cultural Partners now requires applicants to complete a Data Profile through the Arizona Cultural Data Project (Arizona CDP) website (www.azculturaldata.org).

Instructions for the use of the Arizona CDP: 

1. Go to www.azculturaldata.org and click on “New User Registration” 

2. If you have not already created and submitted a Data Profile: Create new Data Profile.  Complete a Data Profile for each of the TWO most recently completed fiscal years; start with the earliest year.

If you have already created and submitted one Data Profile: Create a second Data Profile and complete for your most recently completed fiscal year. 

3. Enter data using your board-approved financial audit/review or year-end financial statements. 

a. If your organization is not audited/reviewed, enter data based on board-approved year-end financial statements. 

b. If your organization is an arts program/department within larger institution, enter data based on internal financial statements of the arts program/department and indicate that you have a parent organization in Section 1. 

c. DO NOT enter project budgets, budgets for future years, or data from incomplete or not-yet-approved audits/reviews/financial statements.

4. When finished entering data, click on Submit/Error Check; address any errors and call the CDP Help Desk if you have questions.

5. On My CDP, go to the Funders Reports section, select the fiscal year for the report and click on “GO”. Click on the link for Flagstaff Cultural Partners to generate the report and print or save the report in order to include it in your grant application. The CDP Funder Report for FCP will become available on the Arizona CDP website on March 1, 2012.

6. Review your Funder Report; if you need to make changes, call the CDP Help Desk.

7. Include the Funder Report along with your FCP application materials.

Please Note: As part of the effort to ensure the accuracy of your data, throughout the year the Arizona CDP Help Desk will review each of your submitted Data Profile(s) and contact you with suggested revisions. It is your responsibility to respond to the Help Desk and to make any necessary changes to the submitted Cultural Data Profile(s). This process will not interfere with your ability to run Funder Reports and apply for grants.

Complete instructions for getting started with the Arizona CDP are available here: http://www.azculturaldata.org/orientation.aspx.  

Online training is also available here: http://www.azculturaldata.org/training.aspx. 

Please direct questions concerning the Cultural Data Profile to:

 Arizona CDP Help Desk:
Toll Free: 1-855-77-AZCDP (1-855-772-9237)
Email: help@azculturaldata.org
The Arizona CDP Help Desk is available Monday – Friday from 9:00am – 5:00pm MST.

Arizona CDP website: http://www.azculturaldata.org
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