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The Arlington Commission for the Arts (ACA) is a volunteer citizen’s group that advises the Arlington County Board on cultural issues.  ACA meetings are typically held on the fourth Wednesday of the month and are open to the public.  To confirm the schedule for ACA meetings, please call the Cultural Affairs Division office at 703.228.1850.
Members of the Arts Commission are appointed by the County Board and serve three-year terms.  Current ACA members:  
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Terri Prell

John Seal
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Arlington County Cultural Affairs Division

3700 S. Four Mile Run Drive

Arlington, VA 22206

Arlington Cultural Affairs (CA) is part of Arlington County government.  The Division provides public programming and services to artists and arts organizations.  For more information about programs and services, please contact CA at 703.228.1850 or visit the Division’s website at www.arlingtonarts.org.
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About These Guidelines
These Guidelines are designed to: 

· interpret and complement the County Board’s Policy for the Support of Art Organizations and Artists; 

· assist arts organizations in interacting with the commission; and 

· help arts organizations in submitting grant applications to the County through the Arts Commission for funding, technical services, and facilities.

In developing these guidelines, the ACA's goal is to keep the application process as simple and clear as possible, while ensuring that the information needed to make fair and informed decisions is available. 

Recommendations for changes to guidelines and/or applications should be submitted to Chair, Arlington Commission for the Arts, c/o Cultural Affairs Division, 3700 S. Four Mile Run Drive, Arlington, VA 22206.

Grants Workshops

Six informational workshops will be held in the months prior to the grant deadline.  Two workshops will focus on organizations applying for GOS funding, two workshops will focus on organizations applying for Space and Services ONLY, and two will focus on Spotlight Grants.
Grants workshops are offered to assist all applicants.  GRANTS WORKSHOPS ARE MANDATORY FOR FIRST-TIME APPLICANTS.  All applicants are strongly encouraged to attend.  
3700 S. Four Mile Run Drive:
Tuesday, Dec. 13, 7PM-9PM: Spotlight

Wednesday, Dec. 14, 7PM-9PM: Space/Services

Thursday, Dec. 15, 7PM-9PM: GOS/Project

Saturday, Jan. 7, 12PM-2PM: GOS/Project

Saturday, Jan. 14, 11:00AM-1:00PM: Spotlight

Saturday, Jan. 14, 2PM-4PM: Space/Service
All Organizations or Individuals attending WORKSHOPS MUST RSVP. Please contact
Joan M Lynch, Grants Officer, at jmlynch@arlingtonva.us. Or call 703-228-1852.
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INTRODUCTION
Before You Start:
All applicants to the Arlington Commission for the Arts (ACA) grants programs should read the entire Introduction section of these Guidelines.  The Guidelines describe all grants programs and contain important information you need in order to apply.

About Grantwriting
Grantwriting does not require specialized training or expertise, although attendance at a grants workshop is helpful.  ATTENDANCE IS MANDATORY FOR FIRST-TIME APPLICANTS AND STRONGLY SUGGESTED EACH YEAR FOR ALL SUPPORTED GROUPS. Information on dates and locations of workshops is listed on page 2, and is available on the Cultural Affairs (CA) website: www.arlingtonarts.org or by calling 703.228.1852. CA staff members are available to discuss your application.  Please ask questions.  

Eligibility

ALL ORGANIZATIONS REQUESTING GENERAL OPERATING SUPPORT MUST 
· have as their primary mission and purpose the performance, exhibition and/or presentation of literary, media, performing or visual arts 
· for those applying to receive FINANCIAL support, be incorporated as a tax-exempt, 501(c)3 organization by the Internal Revenue Service, and by the application deadline, have completed at least one full fiscal year of operation as a 501(c)3 organization within the County  
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· have a permanent business address in Arlington County and produce a regular program of performances, exhibitions, readings, etc. in Arlington;
· have a volunteer board of directors with diverse community representation. Applicants are encouraged to recruit Arlington residents and/or Arlington based employees as board members, since they can assist with building community support for your programs.
· not have violated any condition in connection with any previous commission-funded projects;
· as a first-time applicant, attend a grant workshop.

Grant Programs Overview

The ACA has been awarding grants to arts organizations since 1992. The ACA and the County Board recognize the important role that cultural activities play in determining a community’s quality of life.  This program’s aim is to create a climate conducive to the growth and development of artists and arts organizations and to foster excellence and diversity in the arts by ensuring that a varied program of cultural activities is available to all Arlington citizens.

Grant Categories
The ACA supports arts organizations through cash grants, technical services, and facility support. Cash support is available in two grant categories: General Operating Support and Project Grant Support. Facilities support and technical support is available through the Space and Service Grant category.

Funded and Supported
The General Operating Support and Space and Service grant programs are designed to support an applicant's general operations through financial support and/or technical services and/or allocation of County-owned and -managed facilities.  
Project grants are limited to the support of specific activities, the range of which varies depending on whether the applicant is also requesting funds for General Operating Support.  (See pages 11-12.)

Not Funded and Supported 

The ACA will not award County support to:

· For-profit businesses

· Social or fraternal organizations

· Recreational organizations

· Social service organizations

· Educational organizations

· Activities restricted to an applicant's membership or activities not open to the public

· Costs of parties, receptions, fund-raising benefits, etc.

· Activities that can be construed as promoting a specific religion or political party affiliation

· Capital equipment purchases of more than $500 (total – not per-item)

· Programs which are essentially recreational, rehabilitative or therapeutic


· Historical celebrations, reenactments, museums or community promotional activities 
Evaluation Criteria

All grants are evaluated according to criteria established in the County Board’s Policy for the Support of Art Organizations and Artists.  The criteria include:

1) Artistic excellence or artistic growth exhibited by the applicant (50% of score);

· Artistic ability as demonstrated by the work sample;

· Professional arts activity as evidenced by support materials and achievement  reflected in the resume; and
· For individuals, the impact of project on artist’s career development is clearly defined.               5                             
2) Managerial competence of the applicant (20% of score);

· Goals and objectives of proposed activities are clearly explained (why proposal merits
        funding);
· Implementation steps are clearly explained and sufficient details are provided in the project timeline;
· Estimated expenses and budget appear to be reasonable; and
· Overall quality of submitted application and support materials.
3) Service to the community by the applicant (diversity of community interest; involvement in the organization’s programs; and demonstration of a commitment of the applicant to the County’s minority or ethnic interests) (30% of score):
· Public benefit of artist’s project is clearly defined and is appropriate.

· The public benefits detailed in a Bullet format. (See “Bullet” format in glossary)

The full text of the County Board’s Arts Policy can be accessed at www.arlingtonarts.org under the grants section.

Supporting Materials

Supporting materials are essential to your application (see page 14 for complete details.) Most ACA programs require submission of audio and/or visual materials.

Availability and Limits of Support

Since ACA programs are very competitive,   applicants are encouraged to seek funding for their 
activities from additional sources.

All County support is contingent on the 

availability of County funds, County-owned or -managed facilities, and County staff.  Applications are considered in relation to other eligible applications received for that grant period.

 
     In no case may an arts organization receive more than 30% of its previous year's eligible income in direct funding from all grants programs (project and general operating) during any grant period.

     County support awarded to an applicant in one grant period does not imply that County support will be awarded in future grant periods. To receive County support, an application must be filed on time for each grant period and will be considered in relation to other eligible applications received by the ACA for that grant period.  
THE APPLICATION PROCESS
Guidelines and Applications

Each grant category has separate guidelines and application forms.  Carefully read the guidelines of programs you find of interest and note the eligibility requirements included with each set of guidelines.  

Deadlines

· Email ELECTRONIC application to: artsgrants@arlingtonva.us by Tuesday, January 24, 2012, 9:00 PM: AND
·  Send or hand deliver one (1) PAPER copy to Arlington Commission for the Arts, Cultural Affairs Division, 3700 S. Four Mile Run Drive, Arlington, VA 22206
       By Monday, January 30, 2012, 9:00 PM.  

Late applications will not be accepted
Grant Application Review 

Advisory Panel Review 

The ACA establishes advisory panels, administrators, and subject matter experts as appropriate.  Each advisory panel's role is to advise the ACA on:

· artistic quality of an applicant, and for the project grant program, the artistic quality and merit of the project proposed; 

· applicant’s need for technical support and/or facilities requested and the ability of the applicant to effectively use those services and/or facilities;

· appropriateness of awarding County support to an applicant in light of the ACA's goal for a balanced County arts program;

· applicant's satisfaction of the criteria specified in the Policy for Support; 

· level of financial support under the General Operating Support Program.
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Advisory panel meetings are open to the public.  No oral presentations are permitted, but an applicant may be asked to respond to questions from advisory panel members.

Names of advisory panel members, as well as dates and locations of their meetings, are available from CA.

Staff Review  

CA staff will review all applications to assure completeness. Incomplete applications will not receive further consideration. Prior to or concurrent with an advisory panel's consideration of an application, CA staff will review and make recommendations on each application for presentation to the ACA.

Commission Review  

In a public meeting, the ACA will review advisory panel and CA staff recommendations before making decisions on each application for the grant period.  

· Oral presentations are not permitted  

by applicants.
· The ACA makes recommendations on grant awards to the County Board for its review and final approval.
Notification and Appeals

Notification  

Each applicant will receive written notification of the Commission's recommendations.  Notification generally arrives in May.

Appeals  

An applicant who is denied County support or a monetary award at a full funding level for any of criteria specified in these Guidelines may appeal the Commission's recommendations. The appeal must be submitted according to the specifications listed on page 13.
Appeal Consideration  

The Commission will review all Appeals in accordance with procedures outlined in these Guidelines.  The ACA’s final recommendations are then forwarded to the County Board.

Final Approval 

County Board Approval 

The County Board will review the Commission's recommendations and make a final determination regarding County support.  No grant funds will be released until the County Board approves the ACA’s recommendations.

LEGAL AND OTHER REQUIREMENTS OF
 A GRANTEE
Letter of Agreement
Successful applicants sign letters of agreement with CA before receiving any County support.   The letters outline the particulars about funding, and/or allocation of facilities and technical services, including scope of services, availability of facilities, conditions of County support, etc.
Record Keeping


Each applicant awarded County support shall maintain accurate and complete financial records and authorize the Commission and appropriate County staff access to those records.
Credit
An applicant awarded County support must 
agree to insert in season brochures, programs, web pages, and other appropriate printed and digital material the following credit: “This program is supported in part by Arlington County Cultural Affairs Division and the Arlington Commission for the Arts”. In addition, a link to www.ArlingtonArts.org must be placed on an organization’s web site.
Changes 

Any significant changes to the scope of activities, timeline, or budget of a grant must be approved by the ACA prior to undertaking the changes. Please call the grants officer at 703-228-1852 for assistance in the matter.  Failure to obtain ACA approval for grant changes may result in the ACA withdrawing the funding for your grant.
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Final Reports for GOS/Space and Service Grants
The Commission requires a final report on each grant within 30 days of the end of the grant period, or no later than August 15 for activities taking place in June.  Final report forms are mailed with grant award letters and may be downloaded from arlingtonarts.org.
(For Project Grant Final Report information see page 12.)
Lobbying

No part of any award of County support may be used for any activity intended to influence a member of the County Board, ACA, CA or any advisory panel.

Discrimination

The Commission does not discriminate on the basis of race, religion, national origin, age, gender, sexual orientation, or disability.

Adherence to County Laws, Codes, Regulations, and Policies

All projects and activities must adhere to applicable County laws, codes (e.g. zoning, health, safety, etc.), regulations, and policies.  Approval by the ACA shall not be interpreted as approval by other County offices. The applicant is responsible for identifying all laws, codes, regulations, and policies applicable to its project or activity, and for assuring compliance with those requirements.

TIPS FOR SUCCESSFUL GRANTWRITING
Two basic components in writing a strong proposal are (1) the quality of the organization/project being described, and (2) the applicant’s ability to successfully complete proposed plans.  These are best demonstrated by clear, concisely written applications that demonstrate how a proposal meets all the program criteria.

Some advice:

· Do Your Homework. Are you certain that your proposal is within the scope of the program for which you are asking support?  If you have questions about whether you are eligible, or other questions about the appropriateness of your application, contact CA staff well in advance of the deadline.

· Be Realistic. Is your proposal in line with your abilities, expertise, and resources?  

· Do not Assume Anything. Do not think that Commission members, advisory panelists, or CA staff are completely familiar with your organization and programs – each year some members of each group are new to the process.  Have a colleague read your application to ensure that it communicates what you intend. 

· Double-Check Your Math. Does your budget add up?  Do figures listed on the cover page correspond to those on the budget page?  Financial discrepancies are taken very seriously.

· Ask For Assistance. CA staff will answer any questions you have about the grants program and review drafts of applications, but only if requested to do so at least two weeks before the application deadline.

· Think About Project Details. Before filing an application, you may discuss with CA staff about possible sites to exhibit or perform any work created under this grants program should County support be awarded.  However, it is not the obligation of CA staff to find a location for your program or work.
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· Support Materials. Supporting materials are essential to your application (see page 14 for complete details).  Most ACA programs require submission of audio and/or visual materials that demonstrate the artistic quality of your work (See “Supported Materials” in glossary).
· Is Your Application Complete? Each grant application includes a checklist for requested materials. The checklist is a useful guide that MUST be completed and included as the first page of the original application.  

Taking the time to prepare a well-written and complete application

helps to demonstrate

your ability to carry out proposed plans.
GENERAL OPERATING SUPPORT PROGRAM 
The General Operating Support program is exclusively for arts organizations and is designed to support an applicant's general operations through financial support, technical services, and/or allocation of County-owned and -managed facilities.  Grants made for the Fiscal Year 2013 cycle will support operations taking place between July 1, 2012, and June 30, 2013.
Categories

There are two types of operating grants:                     
· General Operating Support (including monetary support, access to space, and technical services) 

· All applicants eligible for and interested in financial support must be a tax-exempt 503(c) (3) organization and must use the regular General Operating Support application.
· General Operating Support: Space and Services Only 
· Applicants not eligible for or not wishing to apply for monetary support (see below) or organizations with very small budgets that are primarily interested in facilities and/or technical services may submit this application.  

· You CANNOT receive FUNDING through the Space and Services category. 
Financial Support for General Operating Grant
The Commission will determine if financial support will be allocated to an applicant and may award financial support in an amount up to 10% of an applicant's eligible income from its previous fiscal year.  (See below to read about what “eligible income” includes.)  Due to the large number of requests received, the awards more frequently total approximately 7% – 8% of an applicant’s eligible income.  The maximum amount of financial support any applicant may receive under this grant program will be determined by the Commission, except for new applicants, whose maximum financial support may not exceed a third of the maximum amount in their first year of eligibility and two-thirds in their second year.  
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“Eligible Income” helps to ensure that General Operating Support awards correlate to and help foster artistic activity in Arlington County.  The ACA’s goal in limiting the amount of a General Operating Support award to an organization’s Eligible Income is to link a General Operating Support award to an organization’s artistic endeavors in the community (e.g., performances, exhibitions, presentations, etc.). Eligible Income consists of all earned and contributed income from an applicant’s most recently completed fiscal year                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    with the exceptions noted below. The Commission reserves the right to review and recalculate an                                organization’s Eligible Income to ensure that it is consistent with the ACA’s Guidelines.
Exceptions to Eligible Income:

· Monetary payments from the County/School Board in any form;


· Value of in-kind facilities, services or non-monetary contributions;

· Capital funds;

· Endowment donations and /or earnings; 

· Income from, or scholarship donations for, class/camp tuition, or workshop fees;

· Loans;
· Pass through funds; and
· Commissions and sales of art work
The ACA wishes to make County support available to the broadest range of eligible applicants.  The Commission may award financial support at a full or partial funding level.  Full funding is calculated by taking into account the number of successful applicants, the total funds 
available, and the funding percentage 
recommended by the ACA and then applying that percentage to an organizations eligible income.  
In determining these funding levels, the
 ACA will consider the applicant’s:

· Artistic excellence or artistic growth exhibited by the applicant; 
· Managerial competence of the applicant; and 
· Service to the community by the applicant; diversity of community interest and involvement in the organization’s programs; and/or demonstration of a commitment of the applicant to the County’s minority or ethnic interests. 

FACILITIES SUPPORT FOR ALL GRANTS
Under the Grant Programs, Applicants may
request performance time in the following County-managed facilities: 

· Gunston Arts Center Theatre 1 

· Gunston Arts Center Theatre 2

· Thomas Jefferson Community Theatre

· Theatre on the Run

Facilities are granted based on available resources.  Information about the above listed facilities can be found at www.arlingtonarts.org.  Technical specifications are available from the CA Technical Director, Hal Crawford at 703-228-1845.
For information on requesting rehearsal, class, or meeting space at Arlington County facilities, please go to arlingtonarts.org and access Arts Facilities then click FACILITIES REQUEST FORM.

For facilities information at Artisphere please call: 703-875-1100.
The Commission will determine if facilities will be allocated to an applicant.  The ACA delegate to CA the decision regarding which facilities an applicant will be allocated and the number and timing of performance weeks.  When scheduling, activities that result in public performances will have priority over other activities, such as classes.  In evaluating facility requests, the CAD considers:

· Type of activity

· Number of program participants

· Anticipated attendance

· Technical needs

· Date(s) requested for productions and exhibitions

· Effective and responsible use of facilities in the past (if applicable)
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SERVICE SUPPORT

FOR ALL GRANTS

Applicants may request technical and costume services by contacting Hal Crawford, Technical Director, hcrawford@arlingtonva.us, 
703-228-1845.
Technical Services 
Groups using the theaters are expected to provide their own staff designers, technicians, etc. The County technical staff can provide design and technical assistance on a limited basis depending on staff availability.
Costume Services 

The Arlington County Costume Shop maintains a 12,000+-piece costume collection that is available for rental. Groups receiving General Operating Support and Space and Service receive a significant discount on all rentals.  Appointments are required to search the costume collection and should be scheduled well in advance. Please contact the Costume Shop Manager, 703-228-6974 to schedule appointments.
While we are not able to provide costume design or costume construction services, our Costume Shop manager is available for consultation on design and construction issues.
PROJECT GRANTS FOR ARTS ORGANIZATIONS
The Project Grant program for arts organizations is designed to award financial support for specific endeavors that fall outside of an organization’s ordinary activities, but that contribute to the growth of the organization.  The scope of activities that may be supported by a Project Grant differs depending on whether the applicant is requesting General Operating Support. Applicants may apply for only one project grant in any grant period.  Project grants are not awarded to support general operating expenses except as described below. The request may not exceed $10,000. and must be matched on a 1-to-1 basis with either cash or in-kind contributions by the grantee. 

Activities Supported For Project Grants

For organizations applying for GOS funds, supported activities will include one of the following:

Salary support for new part-time or full-time administrative staff position (i.e. preference
for funding executive or managing directors
and management consultants), excluding:
· Artistic Director (Does not include conversion of part-time position to full-time position. Organizations applying for salary support must meet additional requirements:
· At least three years of operation as a 501(c)3 organization;

· Annual budget of  at least $75,000 if applying to support a full-time position; budget of  at least $50,000 if applying to support a part-time position;

· A detailed job description should be submitted as part of the application; if candidates have been identified, resumes’ should be included;

· Salary support will only be considered for positions that are part time (20/hrs a week minimum or higher).)
· Management assistance programs*

· Public art projects** (examples include, but are not limited to: murals, wall mosaics, sculpture installations – permanent or temporary.)
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For GOS Space and Service and for non-GOS applicants, supported activities will include one of the following (please see eligibility requirements)

· Management assistance programs*

· Expenses relating to the development of a new artistic work, i.e. performance piece or visual work(s)***

· Public art projects** (Examples include, but are not limited to: murals, wall mosaics, sculpture installations – permanent or temporary at an Arlington site)

Applicants should provide specific budget information about the discrete project for which funding is being requested.  When appropriate, applicants may include some overhead costs     (e.g., staff salaries, space rental) in project budgets; however, the percentage of overhead costs should not generally exceed 15% of the total project budget.


Financial Support for Project Grants

Project grant requests may not exceed $10,000.  The Commission may recommend funding for up to 50% of the cost of any activities for which a project grant application has been submitted.  With the exception of salaried positions, which must be matched with cash, part of the required match may consist of in-kind (donated) goods and services, although proposals which demonstrate other sources of cash income (earned or contributed) are usually more competitive. Generally, the ACA will not recommend support for the same project for more than two consecutive grant periods. 

If the ACA recommends less than 100% of your request, CA staff will contact you to discuss whether or not the proposed activity is still feasible, and how the project might be revised given the recommended grant award. Funds are limited and past project grant awards have typically ranged from $2,500 - $5,000. 

Changes (Project Grants) 

Any significant changes to the scope of activities, timeline, or budget of a project grant must be approved by the ACA prior to undertaking the changes. Please call the grants officer at 703-228-1852 for assistance. Failure to obtain ACA approval for project grant changes may result in the ACA withdrawing its funding for your project.

Final Reports (Project Grants) 

Final reports for project grants must be submitted upon completion of the project, and no later than June 30, 2013.  If the project will not be completed by June 30, 2013, please notify the Grants Officer by May 31, 2013 - a status report will be due at that time. You will receive a form with your letter of agreement outlining report requirements.  In addition, you should deliver archival material for the Commission’s records in the form of photographs, videotapes, audiotapes or other evidence, as applicable. Grantees who fail to submit final reports will be ineligible for future grant support.                                                                                  
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APPEALS PROCESS

FOR ALL GRANTS
Grounds for Appeal

An applicant who believes that County support was denied or erroneously reduced for any of the following reasons may appeal the recommendation to the Commission for reconsideration (an "Appeal"):

· Due to influence of one or more advisory panel or Commission members who willfully failed to disclose a conflict of interest;

· Due to erroneous information provided by the CA staff, advisory panelists or Commission members at the time of review, despite the fact that the applicant provided accurate and complete information on the application;

· Based upon grounds of race, religion, national origin, age, gender, sexual orientation, or disability;

· Denial was based on criteria other than the criteria listed in the Policy for Support or the conditions in these Guidelines.

Procedure for Appeals

1. In order to appeal an ACA decision, an applicant must send an Appeal to the Chair of the Commission.  The Chair must receive the Appeal within 15 calendar days from the date on the applicant’s notification of the Commission's decision on the pertinent application(s).

2. All Appeals must be in writing.  The Appeal shall be no longer than 1,500 words and must be typed.  In the Appeal, an applicant must refer to pertinent sections in its application.  The applicant must state the grounds for the Appeal and must cite applicable provisions of these Guidelines and/or the Policy for Support upon which the Appeal is based.
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3. When an Appeal has been received on time and in the proper format, the Commission will consider the Appeal at its next regularly scheduled meeting.  The Chair will forward a copy of any Appeal received to each ACA member.

4. Although the applicant may be present at the meeting at which the applicant’s Appeal is considered, no oral presentations will be allowed.  Commission members may ask questions of an applicant who has filed an Appeal.
5. A majority vote of Commissioners present at such meeting shall be required to sustain an appeal or to modify the previous ACA decision. 
Limitations on Appeals

Applicants whose applications are returned as incomplete, late or ineligible are denied the right to appeal.

SUPPORT MATERIALS/WORK SAMPLES

FOR ALL GRANTS 
Work samples are used to demonstrate the artistic quality of your work and programs.  Please use the following as a guide to submitting work samples. No letters of recommendation or evaluations by an organization’s board, advisory or staff members should be included as supplemental material. 
To reduce waste, please consider submitting work samples electronically by providing a website address that links to an online sample. This may be an organization’s website, My Space, YouTube, Vimeo, or other online source. You must supply a direct link or complete web address. CA staff is not responsible for conducting an online search for your work samples.
Literature

Individual writers should submit three (3) copies of up to 10 pages in poetry or 10-20 pages in fiction or essays.  All manuscripts must be typed and double-spaced (although poetry may be single-spaced).  All pages should be 8 ½” x 11”.  Please number the pages and staple each copy. Please indicate if work is not complete. An outline or a description of a longer work should be included.  Organizations should submit three (3) copies of sample publications electronically.

Media
Submit no more than two (2) complete works on separate DVDs ,CDs, or electronically.  If you work in another medium, please contact CA staff at 703.228.1852 for information. The work should be current and work samples should be cued to (or otherwise labeled, indicating) the section(s) you want reviewed.  Please label the work sample with your name, title of the work, original format, date of completion, length, black and white or color, and production credits, including your role in the production.  Indicate if your work sample has sound. 
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An outline or a description of a longer work or storyboard must be included.  If you need to attach an information sheet, please label the sheet and the work sample with organization’s name.  Promotional materials or excerpts of media feature stories are not recommended. 

Performing Arts
Theatre: In lieu of video submissions, three to five different program brochures from current season performances may be sent electronically. 

Dance: You may choose to submit current/recent performances by DVDs, CDs, or electronically. We strongly recommend submitting material from the immediate past or current season.  Please label the sample with the names of the performers and/or organization, title, date, and duration of the piece, and date and location of the taping. If you need to attach an information sheet, please label the sheet and the work sample with the organization’s name.  DVDs and/ or CDs                                                 must be labeled, indicating the section(s) you want reviewed. Promotional videos or copies of media feature stories are not recommended.
Visual Arts
Organizations should submit work samples pertinent to its application or up to nine (9) digital images (CD or DVD). Images must be at least 300 dpi resolution and in JPEG or TIFF format. Additionally work samples can be sent electronically. Digital images outside these parameters will not be viewed. Attach an identification list and indicate the order number and titles to correspond with the images on the disk.  On the identification list, indicate the order number, title, medium, size or scale, materials, and date of completion. 

If you are proposing a public art project, you must first call the Cultural Affairs Division Public Art Office at 703.228.3553 to discuss your proposal prior to application submission.   In addition to images of your work, as described above, you must submit a site plan and evidence of collaboration with, and commitment by, interested parties.  You must also submit completed sketches and/or a model of the proposed work.  

DEFINITIONS
If there are any unfamiliar terms in the guidelines or applications that are not listed below, please contact the Cultural Affairs Division for clarification.

ACA – Arlington Commission for the Arts.

Accumulated Deficit – An organization has accrued deficit or negative fund balance.

Accumulated Surplus – An organization’s accrued or positive fund balance.

Admissions/Subscriptions – derived from the sale of admissions, tickets, subscriptions, etc. 

Activities – Type of activity that is to be listed under “Programs and Activities” in application.
Actual – Real, factual, and exact accounting of numbers and sales.
Advisory Panel – Group of peers who review applications and advise the Commission on the artistic quality of the applicant and on other such matters as the ACA may request.

Appeal - An appeal of the Commission's decision on any application as described under Appeals Process Section on page 12 of these Guidelines.

Applicant - An individual artist or arts organization that has filed an application for County support with the ACA for the grant period FY2012 pursuant to the Policy for Support of Artists and Arts Organizations adopted by the County Board of Arlington, VA and these Guidelines.

Applicant Cash – Funds from an applicant’s present and/or anticipated resources that applicant plans to provide for proposed project or organizational budget not accounted for by other income sources.

Application - An application from an eligible organization or individual in the form specified by these Guidelines requesting County support for an applicant's program, activities, or work.
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Arlington County Surcharge - Fee charged by Arlington County for space.  Surcharge is 10% of admissions income or income derived from classes held in any Arlington County facility.  

Arts Organization – an organization, whose primary mission and purpose is the performance, exhibition, and/or presentation of the literary, 
media, performing, or visual arts. This also includes arts services organizations that provide services to arts organizations and/or artists.  

Authorizing Official – Name of person with authority to legally obligate the applicant. Usually an Executive Director or Board President.
Average Ticket Price – Total amount of ticket income divided by the number of tickets sold. 
Bullet Format- A heavy dot for marking paragraphs or otherwise calling attention to or itemizing particular sections of text. Short lines of detailed information.

CA – Arlington County Cultural Affairs Division.

Capital Funds - Funds raised by applicant for acquisition, construction, or renovation of real property.
Challenge Grant – Matching grant program established by the Commission. The Challenge Grant program Guidelines can be accessed at arlingtonarts.org under grant programs.
Commission- The Arlington Commission for the Arts.
Commission paid for Sale of Artwork– Funds received by an organization acting as a fiscal agent for another individual or organization.
Community Arts Project - A project in any arts discipline or medium that is specifically developed for Arlington County to reflect its history and sense of place and/or addresses social concerns. This project must involve the community in the planning and implementation stages.  The Commission is especially interested in projects that meet the needs and interests of underserved populations or special constituencies.

Community Partner – An organization or group with whom the applicant will conduct grant-funded activity.  Typically, the community partner is involved in the planning and implementation of the activity, and additionally, provides cash and/or in-kind support for the project.

Contact - The representative of an applicant whom the Commission and/or staff can contact for additional information about an application.

Contracted Artistic Fees – Payments for services by artists not considered regular employees of the applicant.  

Contracted Services – Fees paid to the applicant for services provided, including fees for performances, teaching, etc.

Corporate/Business Contributions – Cash support derived from contributions given by businesses or corporations. 

Cost of Art Work – The amount of money paid to an artist for all artwork sold in a fiscal year.

Costs of Classes and Seminars - All direct costs associated with class and seminar activities conducted or produced by an applicant incurred in generating tuition and class fees including, but not limited to, instructor fees, supplies, design, printing, postage of marketing materials, and rental of space if necessary to conduct classes and seminars.
Costs of Special Event Fund Raising - All direct costs associated with special fund-raising events by an arts organization, including, but not limited to, design, printing and mailing of invitations, food, and special fees paid to participants.

County - Arlington County, VA.

County Board - The Arlington County Board of Arlington County, VA.

County Support - Support from Arlington County in the form of direct funding, delivery of technical services and/or allocation of County-owned or       managed facilities.

Cultural Affairs Division –Cultural Affairs Division is part of Arlington County.                                                                                                          
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Deficit – Amount of expenses in excess of income for the year. 
Endowment Funds - Funds or property donated to an applicant and placed in a restricted and segregated account or accounts in order to generate income for the applicant.  Only the income generated, if used to meet general operating expenses of the applicant in an applicable fiscal year, may be included as eligible income for the purposes of the General Operating Support Grant Program. 
Federal I.D. Number - The number assigned to an organization by the federal government as the employer's identification number.
501 (c) (3) – The section of the U.S. tax code that defines nonprofit, charitable (as broadly defined), tax exempt organizations; 501 (c) (3) organizations are further defined as public charities, private operating foundations, and private non-operating foundations.

Fiscal Agent- A person or organization serving as another’s financial agent.   
Foundation Contributions – Cash support derived from grants given by private foundations. 
General Operating Support Grant - A grant of County support in the form of (1) financial assistance to help meet the costs of general operations of an arts organization, (2) provision of technical services, and/or (3) allocation of County-owned or -managed facilities.

Government Contributions – 

Arts Commission Grants – Cash income received from Arlington Commission for the Arts General Operating and/or Project Grant Programs and/or Challenge Grant.
Federal – Cash support derived from grants or appropriations given by agencies of the federal government.

Local – Cash support derived from grants or appropriations given by other County agencies or the Arlington Public Schools.

Regional/State – Cash support derived from grants or appropriations given by agencies of the state government, regional agencies (e.g. Virginia Commission for the Arts, local governments, Washington Metropolitan Area Transit Authority)  and/or multi-state consortia of state agencies (i.e. Mid-Atlantic Arts Foundation, counties, cities).

Grant - County support to an applicant for that grant period in the form of funding for general operating expenses, facilities and/or technical services.

Grant Period - The fiscal year of Arlington County, VA beginning July 1, 2012 and ending June 30, 2013, being FY2013.

Grantee – An applicant who has received a grant.

Guidelines - The guidelines for Arlington County Policy for the Support of Arts Organizations and Artists implementing the Policy for Support, adopted on September 25, 2002 by the Commission.

Individual Contributions – Revenue derived from cash donations from individuals.

In-kind Goods & Services – Contributions of equipment, supplies, or other tangible resources, donated to the applicant by others or provided by the applicant at no charge. 

Insurance – Payments for General Liability, Directors, and Officers, and other organizational insurance policies.  Does not include medical insurance paid as an employee benefit.

Interest – Income from interest on bank balances and other investments, including interest income from endowments.
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Location of Program/Activity – Indicate where the program or activity has taken, or is scheduled to take, place.

Marketing/Advertising – All costs for marketing, publicity, or promotion specifically identified with project or organization operations such as media, brochures, flyers, posters, etc.  Does not include payments to individuals or firms that belong under PERSONNEL or OTHER CONTRACT FEES. 

Matching Funds – Money from sources other than the Commission that is dedicated to the proposed activity.

Operating Support – Pertaining to the general operations of an organization and not a specific project.
Other Contract Fees – Payments to firms or persons for non-artistic services such as legal, financial, etc., as well as non-artistic technical and production services.
Other Earned Income – Income derived from sources other than those listed.  Includes advertising space in programs, art sales, concessions, etc.

Other Operating Expenses – Expenses other than those listed, including travel/lodging, utilities, postage, taxes & fees, maintenance, etc.   

Other Private Contributions – Cash support derived from cash donations other than those listed.  

Personnel ​​​-

Administrative – Payments for salaries, wages, fees, and benefits for employees, including administrative staff, program directors, managing directors, business managers, clerical staff, and administrative support personnel.  Does not include people working on contract. 

Artistic – Payments for salaries, wages, fees and benefits for employees, including artistic directors, conductors, curators, composers, choreographers, and other artists. Does not include those working on contract.

      Technical/Production - Payments for salaries, 

wages, fees, and benefits for employees,     including technical directors, wardrobe, lighting, sound designers, crew, stagehands, video and film technicians, exhibition curators, and installers. Does not include those working on contract.

Pass Through Funds- Money acquired by
 an organization and paid to an artist or 
organization.

Program – Type of program to be listed under the “Programs and Activities” section in the application. 

Policy for Support - The Arlington County Policy for the Support of Arts Organizations and Artists, as approved by the County Board, December 8, 1990.

Project - Work, activity, or other qualified program under the Guidelines for which an applicant requests County support in the form of funding.

Project Grant - A grant of County support in the form of direct funding to support a specific activity identified by the applicant. 

Public Art Project – A work of art that is located on publicly owned property, is indoors or outdoors, and is visually or physically accessible to the public at least eight hours per day.  The work of art may be original or from a limited multiple edition, functional or purely aesthetic, and temporary or permanent.

Rental Income – Income derived from payment for space rental such as dance studios/ rehearsal halls. 
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Space Rental – Payments for rental of office, gallery, theatre, storage, and other such spaces.  
Does not include surcharge payments to Arlington County.

Special Constituencies - Individuals with mental or physical disabilities and persons over age 65.

Special Event Fund-raising Activities (gross) – All cash income generated by special event fund-raising activities.  Includes individual contributions and corporate gifts, and sales of items and concessions offered at fund-raising event, if sold separately from event ticket.  
Supporting Materials – Samples of artistic work to demonstrate applicant’s qualifications for implementing proposed activities.

Surplus – Amount of revenue in excess of expenses for the year.

Technical/Production – Expenses (not including personnel) associated with producing events, including royalties, scores, lumber, equipment rental, framing, etc.

Total Cash Expenses – Total expenses from all sources. 

Total Cash Income – Total income from all sources.

Total Contributed Income:  Total contributed income from all sources.
Total Eligible Income - Total income of the 

applicant for the applicant's most recently completed 

fiscal year, less: (a) the amount of direct funding 

received from Arlington County during that fiscal                                      

year; (b) the amount of Capital Funds raised in that 

fiscal year; (c) the amount of Endowment Funds 

raised in that fiscal year; (d) cost of special event 

fund raising; (e) costs of classes; (f) income from tuition from class/camp fees; and (g) loans.

Tuition/Class Fees – Fees paid for classes offered by 

the applicant.   Tuition/Class fees are not counted as 

eligible income. 
Work Samples – See Supporting Materials 

(pg. 14 Guidelines).
Arts Organizations


Grant Program


Guidelines


for:


General Operating Support; 


Space and Services; 


and


Organization Project Grants





FY 2013                                                                                                                


July 1, 2012 – June 30, 2013




















Grant Deadlines:





             Electronic Application:


Tuesday, January 24, 2012


9:00 PM





                     Paper Application:


Monday, January 30, 2012


9:00 PM





All Applicants Must Submit Both an Electronic Application and 


               A Paper Application











The Commission requires General Operating Support grantees that have income of over $300,000 annually for at least two consecutive years to submit an opinioned, independent audit of their financial records every year.





ALL FY13 GRANT APPLICATIONS ARE COMPLETE ONLY WHEN CULTURAL AFFAIRS HAS RECEIVED BOTH THE ELECTRONIC COPY AND THE PAPER COPY OF THE APPLICATION BY THE DEADLINES LISTED ABOVE.


THE ELECTRONIC APPLICATION AND THE PAPER APPLICATION HAVE DIFFERENT DEADLINES.





*Examples of management assistance programs include grants: to conduct strategic planning and organizational assessments; to improve financial systems; strengthen boards; to plan for leadership transitions, or to work in other ways to build effectiveness and sustainability.


**All public art projects must be discussed with CA staff prior to application submission.  Please contact Angela Adams, Director of Public Art, at 703.228.3553 or at �HYPERLINK "mailto:aadams@arlingtonva.us"�aadams@arlingtonva.us�.


***The creation of new artistic work is not funded unless it will be exhibited, performed, or otherwise shared with the public during the grant period in Arlington. (See page 5 for a list of activities not funded and supported.)











2
2
- 3 -

