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                PROJECT GRANT APPLICATION: INSTRUCTIONS
First, verify that your organization meets these requirements for application: 

• Your organization has been active and has had its 501(c) 3 status for at least five years

• Your administrative office and primary activity area must be in NYC, Hunter, NY, or the state of Utah

• Your organization’s primary activity must be in mental health or the arts

• Your organization may not apply for a grant for an individual, for capital projects, for research projects

   or for general operational expenses

Go to www.doctorowfoundation.org for other important funding guidelines (listed on the grants page)

CALENDAR OF IMPORTANT DATES

December 1, 2011 – May 1, 2012 • Open window submission dates for Grant Applications

May 1, 2012 – July 31, 2012 • Application review process

August 1, 2012 • Decision letters of Award acceptance sent

November 15, 2012 • Deadline for receipt of signed Terms & Conditions document

December 1, 2012 • Award checks sent

JCDFF is interested in a detailed, complete application for a specific project.
We request two copies of the application:

The first copy should be typed in Myriad Pro, font size 11, as is used on this application, printed on white paper and signed by your Executive Director. Include the specified, supporting documents and mail to JCDFF, 1238 Lake Street, Salt Lake City, Utah 84105. Please do not send a package that requires a signature for delivery. 
Then, send a second copy, saved as a Word document or a PDF, to doctorowfoundation@gmail.com. 

you do not need to include supporting documents or signature in the email submission.
If you have any questions about this form or any other JCDFF process, please email us at doctorowfoundation@gmail.com.

JCDFF PROJECT GRANT APPLICATION 

1.  Date:

2. Exact legal name of organization:

 (must be the same name shown on the IRS determination letter)

3.  Address of organization:

4. Telephone number:

5. Executive Director:








Direct phone number:










Email address:

6. Contact person (if not Executive Director):








Title:


Direct phone number:











Email address:

7. Year of IRS determination letter of 501(c) 3 status:

8. Project name:

9. Project start date: 

10. Project end date:

11. Program/project focus (mental health or arts – choose one):

12. Project location:

13. Grant amount requested (may not exceed $5,000):

PROJECT INFORMATION

1. Purpose of grant (one sentence):

2. Project description:
3. Primary need or problem this project will address (please be brief):
4. Population served & how this population will benefit from the project:

5. Strategies you will employ to implement this project:

6. Explain how you will measure the effectiveness of your activities. Describe your criteria for a successful program and the results you expect to have achieved by the end of the project term:

7. One paragraph summary of the qualifications of the project’s key staff relevant to the project:
8. Total project expense budget. Include each staff member working on the project & amount of time contributed by each:

9. List all sources of income for the project: public and private support (foundations, corporations, individuals) applied for, received and pending, with amounts:

ORGANIZATION INFORMATION

1. History & mission of your organization (brief description):

2. The need or problems that your organization works to address, the population that your organization serves (including socio-economic status, ethnicity/race, religion, gender, sexual orientation, age, physical ability, language spoken, educational attainment and citizenship or immigration status):

3. Current programs and achievements of the recent past:

4. Names & positions of the organization key full and part-time staff. Please include a one paragraph resume for each.

5. Organization’s operating income/expense budgets for most recent completed fiscal year, current year and planned for the following year:

6. List public and private support (foundations, corporations, individuals) applied for, received and pending, with amounts, for the most recent completed fiscal year, current year and planned for the following year: 

9. List your Board of Directors and their affiliations:

SUPPORTING DOCUMENTS

· A copy of IRS Determination Letter indicating your agency’s 501(c) 3 status

· Your annual report and no more than three examples of recent articles about your organization, if available

· Most recent financial statement, audited, if available. If not available, attach IRS form 990PF

The undersigned certifies that they are a duly elected and authorized officer of the Grantee and that, as such, are authorized to submit this application.

Signature, Executive Director







Date

Typed or Printed Name
ADDITIONAL INFORMATION

FINAL REPORT FORM
Should JCDFF award your organization a grant, a Project Grant Final Report Form is required. The Report Form is available on the downloads page, on our website www.doctorowfoundation.org. You are required to keep a record of all receipts and expenditures related to this grant and to provide JCDFF with a report within three months following the end of the stated project period. Additional reports or information may be requested by JCDFF at any time during the grant term.

*****

Should JCDFF accept your application for a grant, the Terms & Conditions document below will be sent to you with your Letter of Award, for you to read, sign and return by mail no later than November 15, 2012. If this information is not returned to us by November 15th, you forfeit your grant award for the year and we ask that you reapply the following year.

TERMS & CONDITIONS
By accepting this grant your organization agrees to the following terms & conditions:

1. To use this JCDFF award solely to support the specific activities and budget consistent with the details in the application and addenda. 

2. You are required to provide JCDFF with immediate written notification of your inability to expend the grant for the purposes described in your application. Any and all such changes must be approved by JCDFF, prior to implementation. 

3. You are required to provide JCDFF with immediate written notification of any changes in your organization’s tax-exempt status.

4. To encourage the participation of diverse groups of people in funded activities (including socio-economic status, ethnicity/race, religion, gender, sexual orientation, age, physical ability, language spoken, educational attainment and citizenship or immigration status.

5. To conduct all programs and activities funded by this grant in full compliance with all applicable federal, state and local laws, regulations and ordinances. JCDFF strictly prohibits any grantee from using monies granted by us to fund political action groups and/or government lobbying.

6. To obtain and maintain appropriate insurance in type and amount as is reasonable and customary for similar organizations providing similar services and activities in your area of operation. 

7. To use the forms and formats downloaded from the JCDFF website downloads page or emailed to you by JCDFF and to respond to and comply with our requests for additional reports or information at any time during the grant term.

8. JCDFF shall be credited in all publicity and communications as the Jarvis and Constance Doctorow Family Foundation. You may also use the JCDFF logo and/or our foundation name in our standard font - Century Gothic - available on our website downloads page. 

9. JCDFF reserves the right to withhold any payments to be made under this grant award or to require a total or partial refund of any grant funds if, in JCDFF’s sole discretion, such action is necessary because your organization has not fully complied with the Terms and Conditions of this grant.

Please note that the above document will only be required should JCDFF award your organization a grant.
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