Monday, November 29, 2011
FY13 ARLINGTON COUNTY GRANT PROGRAM 


PLEASE READ
IMPORTANT UPDATE TO GRANT APPLICATION SUBMISSIONS
As of FY12, grant applications are submitted electronically via email.  This initiative is two-fold:  reduce paper consumption and expedite the grant submission process.  However, you will be required to physically submit one original application that includes a signature from the authorizing official.  Following is a breakdown of the specifics:
Electronic Grant Submission
        **ALL APPLICATIONS INCLUDING NARRATIVE MUST BE SENT IN
            MICROSOFT WORD FORMAT,  NO PDF’S.
        **ALL SUPPLEMENTAL MATERIALS MAY BE SENT IN
          MICROSFT WORD FORMAT OR AS PDF’S.
1.	When and how do I submit the electronic application? 
· Deadline for electronic submission:  January 24, 2011 by 9:00 PM
· Email application to:  artsgrants@arlingtonva.us
· Please note that there is an‘s’ after both ‘art’ and ‘grant’.

2.	What exactly am I sending?
· Your email will include two separate files:  1) a completed application plus narrative 
· 2) Supplemental materials (see supplemental materials below)...

· The completed application should be in exact order and format as downloaded from the ArlingtonArts.org website application checklist (located in the front of the application.)  Again, once you download the application from the website, complete all sections that are applicable to your organization and then send the document as is.  



DO NOT MODIFY THE ORDER OR FORMAT

· Title the application file:  _Your Organization’s Name_What type of application you are submitting (GOS, GOS S&S, Spotlight, Project)_FY2013
· EXAMPLE:  _Arlington Arts_GOS_FY2013

· The second file in the email will be all the supplemental materials.  The format has not changed. 

· Title the supplemental file:  _Your Organization’s Name_Supplemental_Materials_FY2013
3.	How do I know the application was received?
· Upon receiving your application, within 48 hours we will reply to the SAME email address that was used to submit the application.  Included in our reply email will be an application submission receipt that will also include your grant number.  

· You are required to print out the application submission receipt, sign the receipt in the designated area, and remit a physical copy to the Arlington Cultural Affairs offices by Monday, January 30, 2012 by 9:00 PM. 

4.	What about the original application with signature?
· When you remit the application submission receipt you will also remit the original application with signature.  Again, the original application will not follow the format detailed on the current application checklist.  The “original” application will be a hard copy of the exact document you sent via email excluding the Supplemental Materials.

5.	What about the supplemental materials, e.g. reviews, newsletters, brochure, etc.?  
· If possible, ALL supplemental materials should be scanned and electronically submitted.  Work samples can also be submitted by providing a link to an online sample, e.g. My Space, YouTube, etc.  If you choose this approach, please list all online sites in a separate word document. 

· Title the supplemental file:_Your Organization’s Name_Supplemental Materials_FY2013

· Any of the documents listed under supplemental materials in the application checklist can be included in this electronic file, e.g. a copy of an independent audit (if applicable), letter from the U.S. IRS showing tax-exempt status, etc. 

· If you are unable to scan a document, please submit a physical copy with the application submission receipt and the original application with signature.
        MAY BE SENT IN MICROSOFT WORD FORMAT OR PDF’S.
Here is a quick checklist of the necessary steps for a successful electronic submission:

· Email completed application, narrative, and supplemental materials to artsgrants@arlingtonva.us by Tuesday, January 24, 2012 by 9:00 PM.  

· Within 48 hours, you will receive an application submission receipt in an email response to your grant submission email address.

· Submit a physical copy of the signed application submission receipt as well as a completed application with signature by Monday, January 30, 2012 by 9:00 PM.


It is imperative that we have the most up-to-date contact information for your organization, including the email address and name of the individual who will be handling the grant submission for your organization.  


If you have any questions please email Joan M Lynch, Grant Officer at jmlynch@arlingtonva.us












