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For Frequently Asked Questions (FAQ’s) please visit the FAQ webpage: 
https://www.clevelandfoundation.org/grants/grantmaking-faqs/ 
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Part 1: Determining Eligibility  
 
The Cleveland Foundation is the community foundation serving Greater Cleveland, including Cuyahoga, 
Lake and Geauga counties. It is made up of more than 1,300 funds representing individuals, families, 
organizations and corporations. Its mission is to enhance the lives of all residents of Greater Cleveland, now 
and for generations to come, by working together with our donors to build community endowment, address 
needs through grantmaking, and provide leadership on key community issues. 
 
The Cleveland Foundation is a community trust. Community trusts are designed to serve the charitable and 
educational needs of tax-exempt organizations in a local community. As such, our scope of activities is 
limited to organizations that carry an IRS designation of 501(c)3 - Public Charity and government agencies. 
 
In order to apply for a grant from the Cleveland Foundation, organizations must meet the 
following eligibility requirements:  
 

1. Serve Cuyahoga, Lake, and/or Geauga counties in Ohio 
2. Hold a 501(c)3 tax-exempt status from the IRS  

 
a. Organizations that do not hold a 501(c)3 status may choose to apply through a fiscal 

sponsor. The fiscal sponsor must hold a 501(c)3 tax-exempt status and apply on behalf of 
the organization they are sponsoring.   

 
More information on our grantmaking guidelines can be found on the Apply for a Grant page on the 
Cleveland Foundation’s website: https://www.clevelandfoundation.org/grants/apply-for-a-grant/  
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Part 2: Grant Gateway Login 
 
On The Cleveland Foundation’s website (www.clevelandfoundation.org) you can access the Grants Portal at 

any time by clicking login at the top right of the screen.     

You can also access the Grants Portal by hovering over “Grants & Programs” and clicking on “Grants 
Login.”  

 

To begin, enter your User ID and Password (most User IDs are email addresses). If you can’t remember your 
password, click Forgot Password and follow the steps to retrieve your login information. For further 
assistance, email grantsmgmt@clevefdn.org with your username and indicate that you require a password 
reset. 
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Part 3: Registering to Use TCF’s Grants Gateway Portal 
 
If you are not yet a registered user and want to apply for a grant, select “Click Here to Register” under 
“Nonprofits/Grantees.”  

 

The next page will review the requirements necessary to be eligible to apply for a grant from the Cleveland 
Foundation.  

The first step is to register yourself as an Individual User by filling out the required fields: 

 

Click “Submit” to continue. 

  



Page 5 of 27 
 

NOTE: If you receive the following error message…  

 

 

…This means that your email address is already registered in our system. You may either: 

1. Attempt to reset your password using the link provided in the error message, or 

2. Email Grants Management at grantsmgmt@clevefdn.org for assistance. 

 Be sure to include the following information in your email for expedited assistance:  
o Name 
o Role 
o Email Address 
o Organization’s Legal Name 
o Organization’s EIN 
o Organization's Address 

  



Page 6 of 27 
 

If your email address is not yet in our system, you will be redirected to the following page. Review the 
information on this page:  

 

 

 Within a few minutes, you will receive an email with a time-sensitive link. Click this link to continue:  

 

If you do not receive this email within a few minutes, check your “Junk” or “Spam” folders first. Then 
email grantsmgmt@clevefdn.org indicating the following information:  

1. The Username you created 
2. Legal name of your organization  
3. EIN of your organization 
4. Address of your organization  
5. Executive Director’s name and email address 

Grants Management will then help you connect with and/or create your organization’s account after verifying 
eligibility.  
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The link will open in a web browser and direct you to Part Two of the registration process.  

Fill out all required fields (in bold) as well as any other information you can provide.  

Click “Submit” to continue.  

 

 

NOTE: Your registration is not yet complete, and you will not yet be able to apply for a grant. You have 
successfully created an Individual Account. Now you must connect to or register an Organization Account in 
order to access the Grants Gateway.   
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Part 4: Connecting to an Organization 
 

The next step is to connect your newly-created Individual Account to your Organization Account.  

First, use the search bar to search for your organization using your organization’s legal name.  

 

 

OPTION 1: If your organization is already registered in our system, your organization’s name will appear 
in the search results. Click on “Add Myself as Grant Admin” to continue.  
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Grants Management will receive your request to become a Grant Administrator on behalf of this organization 
by sending an email to the organization’s Executive Director asking for their permission to approve your 
request.  

While waiting for this approval, you may explore your profile via the Grants Gateway but you will not be able 
to apply for a grant or view previous applications until your Grant Admin status has been activated by Grants 
Management.   
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OPTION 2: However, if no search results appear when looking for your organization, this means that your 
organization is not yet registered within the Grants Gateway.  

You will need to register your organization in the Grants Gateway at this time.  

Click on “Add a Grantee Organization” at the bottom of the page:  
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If you are a new grantee to the Cleveland Foundation and have not previously registered with us, please enter 
your organizational information below. Required fields are in bold font.  

 

Click “Submit” to continue.  

You will be directed to the following page.  

 

NOTE: Grants Management will now manually review your organization’s registration to verify that you are 
eligible to apply for a grant from the Cleveland Foundation. Organizations residing outside our geographical 
focus area may be denied access. 

Click “Go to Grants Gateway Home” to begin exploring your profile.  
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Part 5: Grants Portal Homepage 
 

Review your Grants Gateway Homepage.  
 

Use the left-hand side menu to navigate through your profile or use the Quick Links on the homepage.  
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First, review your individual profile by clicking on “My Profile” on the left-hand side menu.  

Navigate through the Personal and Communications tabs to verify or add information.  

Be sure to click “Save” to save your changes.  
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Next, fill out or update your Organization Profile. Click on “Review & Edit Profile” to make changes and 
save your work. Your Organization Profile includes the following fields to complete:  

 Organization Mission  
 Organization History 
 Staff and Volunteers 
 Consultants/Contractors 
 Key Programs/Services 
 Optional Logo Upload 

Important Note: Be sure to always update your Organization Profile BEFORE beginning an inquiry or 
application. If you begin an inquiry before updating your Organization Profile, any changes you make to your 
Organization Profile after that time will NOT be reflected in your inquiry.  

Be sure to navigate through the Addresses, Communications, and Associated Individuals tab. If you need any 
changes made to these tabs, please email grantsmgmt@clevefdn.org indicating your organization’s name and 
the changes you require. 
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Other items to review on your Organization’s account include the Forms/Resources page, your 
Organization Payment History, and a dashboard view of My Applications.  
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My Applications tab:  

On this page, you can view all your In Process, Submitted, and Past Applications to the Cleveland 
Foundation.  

Tip: If you are searching for an application created over two years ago, use the Search function to change the 
range to “Before” today’s date. You can also use the Advanced Search function.  

 

In the “Actions” column, click on “Details” next to an application to view/edit this specific application.  
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Part 6: Submitting an Inquiry  
 

In this section, we will review step-by-step how to Submit an Inquiry.  

To begin, click on “Apply for a Grant” in the left-hand side menu. Review the information on this page and 
click “Apply (General Inquiry)” to begin.  

Note: If you are looking to begin an application to a Supporting Organization or other specific funding 
opportunity, do not begin a General Inquiry. Instead, scroll down on this same page to find the application for 
that funding opportunity and click that button to begin your application.  
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To begin your Inquiry, complete the eligibility questionnaire. Click “Next” to continue.  

Important Note: If you answer “No” to the first question, stop and update your “Organization 
Profile” before proceeding. If you begin an inquiry before updating your Organization Profile, any 
changes you make to your Organization Profile after that time will NOT be reflected in your inquiry.  

 

 

 

Next, type in your Project Title for which you are seeking funding. Click “Start Inquiry” to continue.  
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You will then be directed to the summary page of your Inquiry.  

Click on “Section 1: Contact Information” to begin.  
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Fill out all required information in Section 1: Contact Information. Click “Save & Go Next” to proceed. 
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Fill out all required information in Section 2: Project Budget & Timeframes. Click “Save & Go Next” to 
proceed.  
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Fill out all required information in Section 3: Project Summary. Click “Save & Go Next” to proceed. 
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Fill out all required information in Section 4: Organization Diversity Information. Click “Save & Go 
Next” to proceed.  

 

 

Once you have navigated through the entire Inquiry, you will be redirected to the Inquiry Summary Page. 
Green checkmarks will appear next to each section that is completed. If a section has a red exclamation point 
instead, click on that section to complete missing or incomplete information.  

Click on “Next” to proceed:  
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On this page, you have the opportunity to View/Print a PDF of your Inquiry for your records.  

When you have verified that all information is correct, click “Submit Inquiry.”  

 

 

Next Steps:  

The applicant contact for this inquiry will receive an automated email indicating that your Inquiry has been 
submitted and will be reviewed by staff (see example on next page).  

The application contact will receive an email notification when they have been invited to submit a full 
application or when your inquiry has been declined. Please note that an invitation to submit a full application 
does not guarantee funding at any level.  

As staff are reviewing many requests, this email may take up to three weeks to receive. Applications that 
involve new or complex programs, or those that have significant unanswered questions, may require a longer 
review period.  

You may log into the Grants Gateway and click “My Applications” to view the status of this Inquiry at any 
time. 
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Example Automated Email received when Inquiry is Submitted: 
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Part 7: Completing a Full Application  
 
If your organization is invited to submit a Full Application, the applicant contact will be notified via email. 
The full application consists of completing/uploading all the documents listed below:  

 Project Narrative (Word document) 
 Project Budget (Excel document) 
 Organization Budget 
 Organization Chart or list of key staff members 
 Most recent Audit  
 Additional Attachments pertinent to this project (optional) 
 Certify & Submit Application to notify us you are complete 

The Project Narrative and Project Budget forms can be downloaded from the Forms/Resources link in the 
Grants Gateway.  

To review and upload the requirements, log in to your organization’s account, then click on “My 
Applications” in the left-hand side menu. Find your invited application and click on “Details” to begin 
uploading all required documents. 

To upload a document, click on “Details” next to that document. On this page:  

1. “Select” the document you would like to upload from your device 
2. “Upload” the document  
3. Click “Back” to return to the list of Required Documents and continue uploading 

 

When all your Required Documents are uploaded, the Submit button will appear. Your application is not 
received until you have clicked the “Submit” button.  
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You will receive an email notification by the next business day indicating that your application has been 
successfully submitted (example below). Once submitted, the application may take up to 10-12 weeks for 
review. Please understand that an invitation to submit a full application does not guarantee funding at any 
level.  
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