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Community Grants Program – Fall 2009
GRANT APPLICATION INSTRUCTIONS
Please read this Grant Application form and instructions carefully.  If you have any questions about any part of the Grant Application form, please contact the Foundation office.

1. Please complete all sections of this form, number all pages, and ensure the contact person will be available.
2. No handwritten applications will be considered.

3. Please enclose the following documents:

· List of Board of Directors

· Current Operating Budget

· Program Budget (see last page for template)

· Most recent financial statements (audited if possible)

4. Prepare one original and three copies of the completed Grant Application form and all other documents.

5. Please submit by mail or in person to:
The Community Foundation for Kingston & Area
165 Ontario Street, Suite #6
Kingston ON  K7L 2Y6
No faxed or electronic copies will be considered.

6. The application is due at the Foundation office by 4:30pm on Tuesday, October 6, 2009.
GRANT APPLICATION CHECKLIST
Use this handy checklist below to ensure your Grant Application Form is ready to submit to the Community Foundation.

(
Ensure the Application Contact information is correct and that person will be available.


(
Double-check that you have selected one of the two options in Section 1, and that you have entered your organization’s Registered Charitable Number as issued by Canada Revenue Agency.  If your organization does not have one, enter that of your approved intermediary organization and their contact details.  Ensure number accuracy.


(
If your project includes activities that involve students from elementary or secondary schools, attach a letter of permission from the school board.


(
Ensure all items listed above are attached.


(
Submit the original plus three copies of the Grant Application form and all other documents.  Keep this checklist and a copy of the application form for your records.

	community grants program Application Form
	     


	Section 1: Applicant Information
please ensure that this section is filled out completely and accurately.

	name of organization
	     

	full mailing address
	     

	city
	     
	prov.
	 FORMDROPDOWN 

	postal code
	     

	application contact & title
	     

	phone
	     
	mobile
	     
	fax
	     

	email
	     
	date
	     


	Select the most appropriate of the following two options and fill in the fields below:

	
	 FORMCHECKBOX 

	our organization is a charity registered with canada revenue agency.

	
	
	
	on what date did your board approve this application?
	     

	
	
	
	our charitable registration number

(format: 12345-6789 RR0001)
	     -           

	
	
	
	signatures of officers:
	1.
	2.

	
	
	
	
	

	
	 FORMCHECKBOX 
 
	our project is supported by an intermediary organization that is either a charity registered with canada revenue agency or a municipality.

	
	
	
	name of intermediary organization
	     

	
	
	
	full mailing address
	     

	
	
	
	city
	     
	prov.
	 FORMDROPDOWN 

	postal code
	     

	
	
	
	contact at intermediary & title
	     

	
	
	
	phone
	     
	fax
	     
	email
	     

	
	
	
	on what date did the intermediary organization’s

board approve this application?
	     

	
	
	
	intermediary’s charitable registration number

(format: 12345-6789 RR0001)
	     -           

	
	
	
	signatures of officers:
	1.
	2.

	
	
	
	
	

	
	

	name of project
	     


	total organization budget
	     
	total cost of project
	     

	amount requested 
	     


	
	
	
	

	foundation office use only
	received:
	
	app number:

	
	
	
	


	community Grants Program Application Form
	     

	Section 2: Project Information

	
	

	project summary
please provide us with a summary of no more than 50 words that we can use when publicizing this project.

	     

	

	project description
what are the main objectives of your project?  what methods or activities will you implement to achieve these objectives?

	     

	

	existing capacity
why do you think this project will be successful?  what strengths does your organization possess that will ensure a positive outcome?  what more do you need to undertake this project?

	     

	

	community collaboration / partnerships
who in the community or elsewhere is working on this project?  if it is appropriate, how will you coordinate with them?  if you are not collaborating with other organizations, plesae explain why not.


	     

	

	assistance provided
how many full-time equivalent staff will be used for the delivery of this project?  will volunteers be used in this project?



	     

	

	needs assessment and planning
how have you identified a need for this project?  how have you planned for this project?

	     

	

	innovation

what will you do that is different from or better than existing projects?  how will you build on existing projects or services?

	     

	

	project funding
please indicate the total amount of funding that you are requesting.  will you proceed with your project if only partial funding is available?


	     

	

	funding assistance
what other funding groups have you approached?  if you are not contacting other funding sources for assistance please explain why.



	     

	

	past funding

have you received funding for any projects from the community foundation for kingston & area in the past?  if so, how much and for what projects?  have these past projects been completed and has your final report been submitted?

	     

	timeline
if applicable, when is the planned starting time for your project?  when is the anticipated project completion date?  if this is an ongoing project, what do you plan to achieve by the midpoint?

	     

	

	sustainability

if appropriate, how have you planned to continue this initiative?  how will sustainability be achieved in the coming years?

	     

	

	evaluation

how will you measure your success in achieving the objectives of this project?  how will you share your lessons with the community?  please provide specific examples.

	     

	

	your organization

(if applicable, please also provide some information about your sponsoring organization)

briefly state the history and structure of your organization, and past achievements, especially as they relate to the current project.  briefly state the purpose(s) of your organization.  please also provide your mission statement or other guiding principles.

	     

	

	acknowledgement

how will you acknowledge the contribution of the community foundation for kingston & area?

	     


	community Grants Program Application Form
	     

	Section 3: Project Budget

please use the template provided as a general guide to preparing a budget for your project.

create your own if you’d prefer.

	organization:      
project title:       

	
	

	1. estimated expenses:  please explain.
	

	salaries / fees / honoraria:      
printing:      
materials / supplies:      
advertising / promotion:      
office expenses:      
other:

     
	$      
$      
$      
$      
$      
$      

	TOTAL EXPENSES:
	$      

	

	2. estimated revenue:  please explain.
	

	fees:      
donations:      
earned revenue:      
fundraising:      
other grants:      
grant from the community foundation for kingston & area
other revenue:

     
	$      
$      
$      
$      
$      
$      
$      

	TOTAL REVENUE:
	$      

	
	

	3. reserve fund:
	

	do you have a reserve fund?  if so please state amount and purpose.

     
	$      


[image: image2.png]



165 ontario street   kingston on   k7l 2y6   ·   tel 613.546.9696   fax 613.531.9238

email grants@cfgk.org   website www.cfgk.org

