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Operating Support Grant for Organizations

The Operating Support Grant’s online application follows the outline below.  The outline acts as a guide for writing the grant and articulates grant specific attachments.  When submitting the hard copy of the grant packet, collate the grant packet in the order of the grant outline.  (*) Required Fields.  NOTE: For the application to be eligible for consideration, all question items must have a response, even if the response is N/A.

1. APPLICANT INFORMATION

	Organization’s Name:*

	Address:*

	City:*                                      State:*                          Zip:*

	Contact Person:*                                                         Title:

	Telephone (day):*                                             Telephone (evening):

	Organization’s Website:*

	Email Address:* (A copy of this application will be sent to this email address)


	Start and End Date:*  (must be within the grant period July 1, 2015-June 30, 2016)

Start:                                                                        End:

	Grant funding up to $15,000 not to exceed 25% of the organization's total budget. 

	Grant Request Amount:*

	Organizational Budget* (from most recent Actual/Total Cash Income)
 

	Request Percent of Total Budget: [Grant Request Amount/Total Organizational Budget]*



	Cash match: [ Fiscal Year Total Cash Income] – [Grant Request Amount]*



	Provide a brief summary for how the grant from the City of Alexandria will be used.?* Please review online the list of ineligible activities supported by this grant. (200 word limit)










	
Please note the organization’s Fiscal Year:*

[image: ]




	State the organization’s mission. A brief history of the organization may be included in the response.* (200 word limit)













	VA Tax Exempt Number:*

	
Date on which IRS Issued Letter of Determination for Non-Profit Status:* _____________________
Required: Attach the organization’s letter of determination for the non-profit status as a 501c 3 organization.Upload IRS Letter 




	
Proof of Organizational Residency in the City of Alexandria.* Required: Attach the first page of the organization’s most recently filed Form 990 (required).Upload 990 Page 1 



	
[bookmark: Check1]|_| At least 50% of the arts organization’s public artistic activities must have been held in the City of Alexandria during the last year and at least 50% are projected to be held in the City of Alexandria for the grant year.

|_| The arts organization is based in the City of Alexandria.

|_|  I declare that I am authorized to act for the above applicant. I submit this grant application to the City of Alexandria and confirm that the information contained herein is accurate to the best of my knowledge and belief.






2. ARTISTIC EXCELLENCE AND INNOVATION 
A. Programming GoalsSubmit your programming goals for the Fiscal Year 2016 season. Goals should be presented as SMART (Specific, Measurable, Attainable, Realistic, Timely) goals. (200 word limit)





B. Artistic Programming
	Describe the organization’s request for Fiscal Year 2016 operating support, noting how the proposed artistic programming will advance the organizational mission and contribute to the accomplishment of the annual programming goals. Be as specific as possible about the artistic programming that will take place during the allowable project period. Where relevant, include information on any educational component or outreach activities of the project. Discuss plans for public artistic activities to be held in the City of Alexandria. Make reference to the program calendar submitted as part of this application; do not repeat calendar information here. (800 word limit)
















C. Fiscal Year 2015 Artistic ProgrammingIf you received organizational support funds last year, please restate your goals, provide information on the accomplishment of your goals, and provide highlights about your artistic programming. Discuss public artistic activities held in the City of Alexandria during the last year. If you did not receive Fiscal Year 2015 organizational support, please enter “N/A” in the response field.  (400 word limit)





D. Artistic Work SamplesHow do the uploaded work samples serve as evidence of the artistic excellence and innovation of the organization’s past arts activities? Refer to specific examples when appropriate. Required: Upload support materials and work samples; Attachments may include, but are not limited to, published reviews, gallery guides or playbills, advertisements, images, newsletters, letters of support, and independent evaluations. Please include links to online work samples (e.g., performance videos, online exhibitions). (File size must be less than 2MB) (200 word limit)
   

Upload Box
Upload Work Sample

E. Artistic PersonnelUpload Box
Identify key artistic personnel and discuss how their background supports artistic excellence and innovation in your organization’s programming. Required: Personnel biographical statements may be uploaded. (File size must be less than 2MB) (200 word limit)







3. PROGRAM CALENDAR OF EVENTS:  Please upload a program calendar of events in this format. (File size must be less than 2MB)

	Date
	Event
	Location
	Anticipated Attendance
	Ticket Price

	
	
	
	
	

	
	
	
	
	



Total Anticipated Attendance:________________________________
(Insert number for anticipated attendance) 

Cost Per Person Impacted by this application:________________________
(Formula to be placed here anticipated attendance / requested amount)




4. PUBLIC ENGAGEMENT AND BENEFIT TO THE CITY OF ALEXANDRIA

A. Public Engagement Opportunities
	How will the organization’s Fiscal Year 2016 programming provide opportunities for the citizens of Alexandria to meaningfully engage with the arts? Discuss educational and outreach activities associated with artistic programming. (200 word limit)









	
B. Accessibility

	Explain how your organization makes its programming accessible to individuals with disabilities through access accommodations for both facilities and programs, such as wheelchair ramps, audio-description, sign-language interpretation, closed or open captioning, large-print brochures and labels, etc.  (200 word limit)









	


C. Diversity

	Describe how your organization intends to engage Alexandria audiences underserved by the arts due to socio-economic status, geographic location, level of education, race/ethnicity, or age. (200 word limit)



	
D. Economic Impact 

	Provide evidence of how your organization positively impacts the economy of the City of Alexandria. 
(200 word limit)



E.  Audience Impact
	Provide evidence of how your organization positively impacts the citizens of Alexandria. Describe the methods used to track participation in arts activities and document the impact of arts activities on individuals.  (200 word limit)









	
F. Alignment with City of Alexandria Strategic Plan

	Describe how the organization’s Fiscal Year 2016 programming goals align with the goals of the City’s Strategic Plan. Please reference the City Manager’s Performance Plan and use specific examples of the organization’s past of future programming that has/will help further the City’s Strategic Plan goals.  (100 word limit)
http://alexandriava.gov/uploadedFiles/performance/CityManagersPerformancePlanFY14-16.pdf





	



G. Marketing

	Briefly describe the organization’s plan to leverage print (newsletter, paid advertisements, etc.) and/or social media (Facebook, Twitter, etc.) to reach and/or engage diverse audiences on an ongoing basis. 
(200 word limit)















Optional: Upload your annual marketing plan. 
Upload Marketing Plan





5. MANAGEMENT & BUDGET

A. Budget Narrative
	Please provide an overall narrative explanation of the budget. Note any significant shifts in income and/or expenses from year to year. Explain any income or expenses listed in the “other” category on the budget worksheet that are greater than $1,000. Indicate any additional information you think the grants panel should know about the organization’s financial position and/or fiscal year budget. (800 word limit)



















	
B. Fiscal Year 2016 Funding

	Provide a current list of funding sources and amounts dedicated to Fiscal Year 2016 activities as well as those requests that are pending. Discuss how the organization will secure funding to meet its projected budget.  (200 word limit)  Optional: Upload your annual fundraising plan.Upload Fundraising Plan





	
C. Deficit Reduction

	If in the last fiscal year the organization’s budget actuals indicated a deficit, explain the circumstances of that deficit and what actions have been taken to balance the budget in the current fiscal year. If this question does not apply to you, enter “N/A” in the response field.  (400 word limit)

























	
D. Board Composition

	Describe how the composition and structure of your board demonstrates best practices in organizational management, including how the board reflects the organization’s target audience(s). In the description, highlight general geographic, racial/ethnic, economic, age, and gender makeup, and/or any special needs they have (if applicable). If applicable, state the expectations and roles of the executive committee. (200 word limit)  Required: Upload your roster of board membersUpload Board List











	
E. Strategic Plan

	Provide a brief explanation of the organization’s strategic planning process that ensures stakeholder involvement and the development of short-term and long-range plans are well defined and measurable by the organization. (200 word limit)    Optional: Upload your most recent organizational strategic plan.Upload Strategic Plan












	
F. Management Personnel

	Describe the background of key management personnel that qualify them for their positions, highlighting their education, accomplishments, and their success in managing arts organizations.  (200 word limit)



Upload Bio Statements

[bookmark: _GoBack]Required: Include short biographies for key management personnel.

	
G. In-Kind Support

	1. Estimate the value of the in-kind contributions the organization expects to receive in Fiscal Year 2016. If exact figures are not available, refer to in-kind donations from previous fiscal years to support your estimates. Upload this data in an itemized table with donor information and the estimated cash value—to the nearest dollar—of the support.

In-kind contributions are non-cash donations such as materials (e.g., office supplies from a local                           retailer), facilities (e.g., rent), and services (e.g., printing costs from a local printer). Provide this information in a table format include goods or services and their monetary value received from arts organizations (e.g. arts agencies, arts councils, museums, etc.); corporations or private businesses; individuals (exclude volunteer hours; local government (city and/or county); state government; other sources.

2. 2.  Upload a table that outlines the organizations expected volunteer support in Fiscal Year 2016. The table should include the following columns: volunteer role(s), number of volunteers in this role, and expected hours served. If exact figures are not available, please use volunteer data from previous fiscal years to support your estimates. 

When considering volunteers roles, be sure to include all of the following: professional volunteers (e.g. , executive/program staff, volunteer coordinator, board members,  pro-bono consultants); artistic volunteers (e.g. , artists, choreographers, designers); clerical volunteers (e.g. , administrative support); service volunteers (e.g. , ticket takers, docents, gift shop volunteers); seasonal and other miscellaneous volunteers.










6. BUDGET Worksheet

A. Budget: INCOME: 
Earned Income:
	
	MOST RECENT ACTUAL
	CURRENT YEAR
	GRANT YEAR
Jul 1, 2015- June 30, 2016

	1. Events/Admissions
	
	
	

	1. Contract Services/Fees
	
	
	

	1. Membership Income
	
	
	

	1. Publications, T-shirts, CDs, other products
	
	
	

	1. Other
	
	
	



Private Support:
	
	MOST RECENT ACTUAL
	CURRENT YEAR
	GRANT YEAR
Jul 1, 2015- June 30, 2016

	1. Corporate
	
	
	

	1. Foundation
	
	
	

	1. Individuals
	
	
	

	1. Other
	
	
	



Government Support:
	
	MOST RECENT ACTUAL
	CURRENT YEAR
	GRANT YEAR
Jul 1, 2015- June 30, 2016

	1. Federal Government Grants and Support
	
	
	

	1. Regional
	
	
	

	1. State Government Grants and 
	
	
	

	1. Local Government Grants and Support (include ACA Grant)
	
	
	

	1. Interest Income
	
	
	

	1. Income from your endowment
	
	
	

	1. Cash on Hand
	
	
	

	1. All other Revenue and Support (not classified above)
	
	
	

	
	
	
	

	TOTAL CASH INCOME:                              
	
	
	





B. Budget: EXPENSE: 

Personnel and Payroll Expenses (excluding payment to artists):
	
	MOST RECENT ACTUAL
	CURRENT YEAR
	GRANT YEAR
Jul 1, 2015- June 30, 2016

	1. Total administrative project payroll (including full-time and part-time staff)
	
	
	

	1. Total payroll taxes and fringe benefits (including FICA)
	
	
	

	1. Contractors (i.e., full-time and part-time contract staff)
	
	
	

	1. Other personnel expenses (not classified above)
	
	
	



Payment to Artists (e.g., performances, commission, etc.):
	
	MOST RECENT ACTUAL
	CURRENT YEAR
	GRANT YEAR
Jul 1, 2015- June 30, 2016

	1. Payments to LOCAL artists (i.e., live within the City of Alexandria)
	
	
	

	1. Payroll taxes and fringe benefits (including FICA) for local artists
	
	
	

	1. Payments to NON-LOCAL artists (i.e., live outside the City of Alexandria)
	
	
	

	1. Payroll taxes and fringe benefits (including FICA) for NON-LOCAL artists
	
	
	



Overheads and Programmatic Expenses:
	
	MOST RECENT ACTUAL
	CURRENT YEAR
	GRANT YEAR
Jul 1, 2015- June 30, 2016

	1. Advertising, marketing and other promotional costs
	
	
	

	1. Contractor services (part-time or seasonal, including accounting and legal)
	
	
	

	1. Insurance
	
	
	

	1. Office machinery (excluding capital expenditures) and equipment rental
	
	
	

	1. Postage
	
	
	

	1. Programming and production expenses
	
	
	

	1. Publication, videos, CDs
	
	
	

	1. Supplies and materials
	
	
	

	1. Communication costs (e.g., phone, fax, internet, communication technology)
	
	
	

	1. Travel Costs
	
	
	

	1. Other (not classified above)
	
	
	



Facility Expenses:
	
	MOST RECENT ACTUAL
	CURRENT YEAR
	GRANT YEAR
Jul 1, 2015- June 30, 2016

	1. Rental and/or lease costs (Administrative)
	
	
	

	1. Rental and/or lease cost (Artistic)
	
	
	

	1. Mortgage costs
	
	
	

	1. Property Taxes
	
	
	

	1. Utilities (e.g., electric, water, and refuse)
	
	
	

	1. Other facility costs (not classified above)
	
	
	



Please provide your organization’s total capital expenditure asset acquisition for your most recent fiscal year:
	
	MOST RECENT ACTUAL
	CURRENT YEAR
	GRANT YEAR
Jul 1, 2015- June 30, 2016

	1. Equipment purchases and improvements (e.g., computer equipment and upgrades, instruments, sound systems, lighting systems, easels)
	
	
	

	1. Art purchases (i.e., additions to a collection)
	
	
	

	1. Real estate purchases
	
	
	

	1. Construction of new facilities
	
	
	

	1. Renovation and/or improvement of existing facilities
	
	
	

	1.  Other Capital Expenditures (not classified above)
	
	
	

	
	
	
	

	TOTAL CASH EXPENSES
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