
[image: image2.jpg]¢

(CLEVELAND

oundation





                        Application Worksheet
Pre-qualifying Questions:
1. Has your Organization Profile been completed and and/or updated?  (The information is integral to the application).

2. Does your organization provide service in Cuyahoga, Lake or Geauga county?
Grant Inquiry Section:  

The grant inquiry is the first part of our process.  It should provide a brief overview of your project and include how funds will be expended.  Once submitted, staff will review your inquiry and the indicated contact person will be notified by email whether to complete the second part of the application process.  If you have questions regarding our process, please contact Grants Management at (216) 615-7254 or grantsmgmt@clevefdn.org
Project Name:

Project Summary (Specific Purpose of grant funds requested – 750 word limit):

Requested Amount:

Project start and end dates:

Contact Person’s Name:  
Organizational Budget Total:

Project Budget Amount:

Have you previously spoken with a specific Foundation staff member regarding this submission? If so, please indicate their name below: 

Are you applying to a specific fund? (e.g. Supporting Organization, Lake-Geauga Fund, Donor Advised Fund)

If you answered YES to the above question, please list the fund(s) below: 
(The Higley Fund, The Alton F. and Carrie S. Davis Fund, Lake-Geauga Fund, The McDonald Fund, The Sherwick Fund, Billie Howland Steffee Family Fund, Donor Advised Fund)
Describe use of funds requested:

Is there any other information we might need to better understand your request and/or the unique needs of the community that this request will serve?
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Application Section: 
This section applies to inquiries that have been invited and will show as Application Incomplete under the Inquiry and Grant Applications table on your MyAccount page in Gifts and Grants Online.
Contact/Project Person. This individual should be able to best answer questions regarding the details of this program/project.  (This may not be the person actually completing the online application for your organization.) 

Contact Person's Phone Number:
Contact Person's Email address:
Executive Director Name:

Chair, Board of Directors Name:

Will you be using another organization as your fiscal sponsor?
If you answered YES to the above question, please provide a letter from that organization agreeing to act in that capacity. Upload the letter here or mail directly to the Foundation to the attention of Grants Management.

Please Note: 
The following sections allow you to explain your project or program to help our staff fully understand what you hope to implement and achieve.  This is your opportunity to tell your story.  Please provide sufficient detail in each section so that staff will have an in-depth understanding of your request prior to your review meeting.  

Guidance is provided under each section to help you understand the type of information to include.  This guidance is only intended to give you a general understanding of our expectations for the section.  You may wish to include additional information that meets the theme of the section but is not expressly mentioned. 
Requested Amount:  If the amount of your request has changed since submission of your Grant Inquiry, please put in the updated requested amount.

PURPOSE OF THE GRANT: Use this section to explain the need in the community and the overall importance of this request to your organization’s mission.  What are the opportunities, assets, challenges, issues or needs that currently face your organization and/or the community?  Relate how this focus was determined and who was involved in the decision-making process. (5,000 word limit)
PROGRAM DESIGN/ACTIVITIES: This section should focus on the specific activities your organization will undertake to achieve your proposed outcomes. What is your timeline and work plan for the project?  Who will be involved and carry out these activities?  How will these strategies benefit the community and help you meet your goals?  What are the long term strategies for sustaining and/or funding this effort? (5,000 word limit)

PROJECT IMPACT: OUTCOMES AND EVALUATIONS:  This section should focus on the results you want to accomplish.  What will happen as a result of your program?  What impact do you hope to have on the community?  How will you measure success?  Who will be involved in evaluating this work (staff, board, constituents, community, and/or consultants)?  What will you do with the results of your evaluation?  (5,000 word limit)

BUDGET NARRATIVE: Discuss the overall budget, including the status of other funding sources.   Specifically answer:  How will the Cleveland Foundation dollars be used?  Please provide details on each line item you are requesting funding for.
Additional Information: Please use this section to include additional information regarding your organization, program or project that is not captured elsewhere.
Attachments Section: (See below for additional instructions on uploading documents)
Board list with affiliations 

Organization budget for current fiscal year

Key staff members and qualifications or an organization chart

Annual Report (if published)

Complete Audit (if available, include auditors notes and management letter, if issued). If no audit is available, please provide: Statement of Revenue/Support and Expenses for your organization’s most recently completed fiscal/calendar year, Current Balance Sheet and Statement of Activities for most recently completed fiscal/calendar year.
Additional Attachments (If needed)
These items may be mailed to the Foundation if they are not available electronically. Please indicate if you will be mailing any documents.   Mail to The Cleveland Foundation, Grants Management, 1422 Euclid Avenue, Ste. 1300, Cleveland, OH 44115.
Executive Director Authorization

An authorized officer of the organization’s governing board, or the Chief Executive Officer, has reviewed and hereby certifies that the information in this grant application is true and correct, that the Federal tax exemption determination letter has not been revoked and the present operation of the organization and its current sources of support are not inconsistent with the organizations continuing tax exempt classification as set forth in such determination letter.

Review, Edit and Submit

How to Upload Documents to the Attachments Section
To upload a document, click the Browse button and search your directory for the saved file.  Double click on the identified document's name.  The file name will appear next to the browse button.  You can continue to choose files to upload for each of the categories.  Your files will upload when you choose the Save and Continue button at the bottom of the page.  The name of your file will continue to appear until you hit the SAVE button.  Clicking the Save button will upload your document to our server.  Once you have saved the page, an icon that looks like a piece of paper with a red arrow will appear next to the file name box and browse button.  YOUR FILE NAME WILL DISAPPEAR from the box after it has been uploaded.  To check the document you have uploaded, double click on the icon with the red arrow.
Project Budget (The online form will total the anticipated, committed and total columns)
Budget Name:




Date Range:
Income

	Project Income
	Anticipated
	Committed
	Total

	Government Grants
	
	
	

	Foundations (Other)
	
	
	

	The Cleveland Foundation
	
	
	

	Corporations
	
	
	

	United Way (or other Federated
	
	
	

	Individual Contributions
	
	
	

	Fundraising events or products
	
	
	

	Membership Income
	
	
	

	In-Kind Support
	
	
	

	Endowed Income
	
	
	

	Government Contracts
	
	
	

	Fees / Earned Income
	
	
	

	Other
	
	
	

	**Option to add line items
	
	
	

	
	
	
	

	Totals:
	
	
	


Expenses

	Project Expenses
	Cleve Fdn Request
	Other Funding
	Total

	Salary and Wages
	
	
	

	Benefits and Payroll Taxes
	
	
	

	Consultant/Professional fees
	
	
	

	Travel 
	
	
	

	Equipment
	
	
	

	Office Supplies/Materials
	
	
	

	Printing 
	
	
	

	Utilities
	
	
	

	Postage / Mailing
	
	
	

	Rent / Occupancy
	
	
	

	Building Maintenance
	
	
	

	Depreciation
	
	
	

	Marketing
	
	
	

	Indirect Expenses
	
	
	

	Other
	
	
	

	**0ption to add line items
	
	
	

	
	
	
	

	Totals
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