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ARLINGTON
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Arlington Commission for the Arts



Space and Service APPLICATION
Attached is an application for the Space and Service Grant of the Arlington Commission for the Arts.  

· Read the Guidelines and the Space and Service Application information folder prior to filling out your application. The Guidelines contain information you need to complete the application.

· Please read each page of the application carefully and submit all required materials in the format requested.  

· Please round all budget amounts to the nearest dollar. If a particular budget line item does not apply to your organization, please fill it in with a “0” or “N/A”. Definitions for many of the line items are included in the glossary of the Guidelines. Please take a moment to review.
· The application form is available in Microsoft Word format, which you may download from the www.arlingtonarts.org website.  ALL ELECTRONIC APPLICATIONS MUST BE SUBMTTED IN MICROSOFT WORD FORMAT, NO PDF APPLICATIONS. Supplemental materials submitted electronically may be in a PDF format. Please contact Joan M Lynch at 703.228.1852 or jmlynch@arlingtonva.us if you have any questions concerning this application form.

DO NOT WAIT UNTIL THE LAST MINUTE TO COMPLETE THESE FORMS. 
APPLICANTS MUST COMPLETE AND SUBMIT BOTH ELECTRONIC AND PAPER APPLICATIONS:
Please note that the electronic application and the paper application have different submission dates.
Staff may not be available to give technical assistance to everyone who might need. We encourage you to make sure you can navigate the forms as soon as possible.

· To fill out the application, place your cursor in the gray box and start typing.  Once you have completed an entry, you can hit the tab key to go directly to the next entry.  You can also move to any specific requested information by placing the cursor in the desired box and clicking.  You can move backwards by holding the “shift” key and hitting the tab key.  

· Do not forget to periodically “save” the application.

ELECTRONIC APPLICATION SUBMISSION: (Due: Tuesday, January 24, 2012)
PAPER APPLICATION SUBMISSION:              (Due: Monday, January 30, 2012)

Application materials MUST follow the below order:
 FORMCHECKBOX 

Cover sheet with your original signature by authorizing official (paper copy only)
 FORMCHECKBOX 

Organization profile page 

 FORMCHECKBOX 

2-page narrative 

 FORMCHECKBOX 

Budget information page

 FORMCHECKBOX 

Budget attachment page (if applicable)


 FORMCHECKBOX 

Performance Facilities request (if applicable)

 FORMCHECKBOX 

Organization activities chart 

Space and Services Support Application
Cover Sheet

APPLICATION DEADLINES:
 Email ELECTRONIC application to: artsgrants@arlingtonva.us by Tuesday, January 24, 2012, 9:00 PM. Send or hand deliver one (1) PAPER copy to the 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
The FY13 Space and Service Application is complete ONLY when Cultural Affairs has received both the ELECTRONIC copy and PAPER copy by the deadlines listed above.

Organization Name

     
Organization Address 

     
City/State/Zip Code
  
Arlington, VA       
Federal I.D. #  
  
                  
Phone



     
Fax



     
Email 



      

Website


     
Authorizing Official Name
     
Authorizing Official Title
     
Authorizing Official 
Address

                   
(If different from Organization Address)

Authorizing Official

Day Phone
  

      
Contact #2 Name          
  
      
Contact #2 Title
Contact #2 Address       

      
Contact #2 Phone           
      
Contact #2 Email            
      
Certification Agreement: The undersigned certifies to the best of his/her knowledge that the information in this application and its attachments is true and correct; the filing of this application has been duly authorized by the governing body of the applicant; and the applicant agrees to comply with all of the grant program conditions.  The undersigned further certifies that he or she has the legal authority to obligate the applicant and that in order to receive the facilities, services and/or funding awarded, the applicant must enter into a letter of agreement with the Arlington County Cultural Affairs Division.
__________________________________

___________________________

Printed Name of Authorizing Official




Title

__________________________________

___________________________

Signature of Authorizing Official




Date

Space and Services Application
Organization Profile Page 
Organization Name: 
        
Applying for:  

 FORMCHECKBOX 
Facility Support for Performances





 FORMCHECKBOX 
 Facility Support for Classes and/or Rehearsals
Year Founded:      

Year of Incorporation:     
Does your Organization have 501(c) 3 status?
 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

Mission of your organization: 

Organization Profile (indicate the total number of individuals in your organization for the most recently                                                                                                                  completed fiscal year):

	Role in Organization

	Paid Staff

	Contract

	Volunteer

	Ethnic/Racial Populations
	People with Disabilities and people over age 65
	Arlington Workers and Residents

	
	   
	   
	   
	   
	   
	   


SPACE AND SERVICE APPLICATION 
Narrative

· Please provide responses to the following questions in the order in which they appear and number your responses respectively. 

· Answers must be double-spaced and in 11-point font with at least 1-inch margins
· DO NOT EXCEED THE SPACE ALLOTTED FOR RESPONSES TO EACH QUESTION. 
1.  Briefly describe your organization’s programs and services.  Which of your activities require            County space and/or services? Describe your audiences/participants. How many people will be served?  (Include total number of students and audience members.)
 SHAPE  \* MERGEFORMAT 



2.  Briefly describe how your organization operates. Outline how programs are planned and            managed and how your organization oversees finances. (Do not exceed space allotted)

 3.  Did your organization receive any other government grants this past fiscal year? If yes, name the          government agency and the amount awarded. (Do not exceed space allotted)
 SHAPE  \* MERGEFORMAT 



SPACE and SERVICES APPLICATION:
 Budget (Cash Only)
	
	Most Recently Completed Year
(FY2011)

	EXPENSES (Cash Only)
	

	A. Personnel 
	

	B. Space Rental
	

	C. Technical/Production
	

	D. Marketing/Advertising
	

	E. Insurance
	

	F. Arlington County Surcharge
	

	G. Costs of Special Event Fundraising
	

	H. Other Operating Expenses 
	

	I. TOTAL CASH EXPENSES (add A through H)                         
	

	
	

	INCOME (Cash Only) 
	

	Earned
	

	J. Admissions/Subscriptions
	

	K. Rental Income
	

	L. Contracted Services
	

	M. Tuition/Class Fees
	

	N. All Other Earned Income (must list details on budget        attachment sheet)
	

	O. Total Earned (add J through N)
	

	Contributed
	

	       i.  Federal
	

	       ii. State
       (e.g. Virginia Commission for the Arts)
	

	iii. Local Government Funding (Should agree with Question “C” in Narrative)
(Non Arlington Arts Commission, e.g.: Arlington Economic Development)
	

	       iv.Arlington Arts Commission Grants
       (e.g. Project, Challenge Grants)
	

	P. Total Contributed Income
	

	Q. Total all other Contributed Income
	

	R. TOTAL CASH INCOME (add O+P+Q)                      
	

	S. Surplus/(Deficit) for the Year (R minus I) 
	

	T. Accumulated Surplus/(Deficit) 
	


SPACE and SERVICES APPLICATION
Budget Attachment Page
(See “N” All other Earned Income on Budget page)
SPACE and SERVICES APPLICATION
Performance Facilities Needs Form
Organization Name:    
Please check the type of FACILITIES your organization is requesting:

    Rehearsal/Class Studios         Dance Studios         Theater Performance Space
· 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 information about TECHNICAL SERVICE requests, please see guidelines.

· For information about Arlington County PERFORMANCE FACILITIES listed above, please contact the Cultural Affairs Division at 703.228.1850 or go to www.arlingtonarts.org and access Arts Facilities from the Cultural Affairs Division page. 

If County Support is awarded, exact dates of performance, rehearsal times and locations, shop time, and meeting facilities will be determined with the Cultural Affairs Division.
THE FOLLOWING THEATERS ARE AVAILABLE THROUGH THE PROGRAM:

· Gunston Arts Center Theatre One

· Gunston Arts Center Theatre Two

· Theatre on the Run

· Thomas Jefferson Community Theatre
FILL OUT FACILITIES NEEDS FORM FOR PUBLIC PERFORMANCE SPACE ONLY
EXAMPLE: 
	Production:
	A Christmas Carol

	Desired facility:
	Thomas Jefferson Theatre

	Number of production weeks:
	4

	Number of performances:
	12

	Preferred date(s) for production: (load in through strike)
	November 24 – December 19


SPACE and SERVICES APPLICATION:

Performance Needs Form

PUBLIC PERFORMANCES ONLY
Organization Name:    
	Name of the production:
	     

	Desired facility:
	     

	Number of production weeks:
	     

	Number of performances:
	     

	Preferred date(s) for production (load in through strike):
	     


	Name of the production:
	     

	Desired facility:
	     

	Number of production weeks:
	     

	Number of performances:
	     

	Preferred date(s) for production (load in through strike):
	     


	Name of the production:
	     

	Desired facility:
	     

	Number of production weeks:
	     

	Number of performances:
	     

	Preferred date(s) for production (load in through strike):
	     


	Name of the production:
	     

	Desired facility:
	     

	Number of production weeks:
	     

	Number of performances:
	     

	Preferred date(s) for production (load in through strike):
	     


	Name of the production:
	     

	Desired facility:
	     

	Number of production weeks:
	     

	Number of performances:
	     

	Preferred date(s) for production (load in through strike):
	     


Space and Services Application
Programs and Activities

FY11
Last Completed Season: 7/01/10 – 6/30/11 
*See Guideline glossary for definition of terms
List your major performances, classes, and rehearsals. Indicate dates, the type or title of the activity, number of performances, classes, rehearsals, total audience, ticket price, and any fees charged.

	Date(s)
	Performances
	Class/

Rehearsal
	Location of Performance, Class/Rehearsal
	 Number of Performance, Class/Rehearsal
	Total Audience
	Ticket Price
	Fee Charged

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Date(s)
	Performances
	Class/

Rehearsal
	Location of Performance, Class/Rehearsal
	 Number of Performance, Class/Rehearsal
	Total Audience
	Ticket Price
	Fee Charged

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	                                                            Grand Total:
	
	
	
	


REMINDER:
APPLICANTS MUST COMPLETE AND SUBMIT BOTH ELECTRONIC COPY AND PAPER COPY.
Email ELECTRONIC application to: artsgrants@arlingtonva.us by Tuesday, January 24, 2012, 9:00 PM. 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. 

Space and Services Application Form





For Fiscal Year 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
































* See the definitions section in the Guidelines for instructions on how to calculate Cost of Classes & Seminars
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