December 2011
FY13 ELECTRONIC GRANT SUBMISSION INSTRUCTIONS

PLEASE READ
IMPORTANT UPDATE TO GRANT APPLICATION SUBMISSIONS
ALL grant applications MUST be submitted electronically via email.  This initiative is two-fold:  reduce paper consumption and expedite the grant submission process.  However, you will be required to submit one original paper application - by mail or in person - that includes a signature from an authorizing official.  Following is a breakdown of the specifics:
Electronic Grant Submission
Here is a quick checklist of the necessary steps for a successful electronic submission:
· Email completed application 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 the email address used for your grant submission.

· Submit paper copies of both the signed application submission receipt and a completed application with signature by Monday, January 30, 2012 by 9:00 PM.
FAQ’s
1.
When and how do I submit the application?

· Deadline for electronic submission:  January 24, 2012 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 file attachments:  
1) a completed application (including narrative and budget attachment page) 

2) supplemental materials
A. The completed application should be in exact order and format as downloaded from the ArlingtonArts.org website.  
DO NOT MODIFY THE ORDER OR FORMAT
· Download the application from the website, complete all sections that are applicable to your organization and then send the document as is. 
· ALL APPICATION MUST BE SUBMITTED IN MICROSOFT WORD.  ALL SUPPLEMENTAL MATERIALS CAN BE SUBMITTED IN MICROSOFT WORD OR PDF.
· Per the checklist, the narrative pages and budget page attachments will be inserted into the application.  Once you download the application, you will see additional pages with headings that read “Narrative” and “Budget Attachment Page”.   Although there is only one page in the document designated for the narrative, this DOES NOT mean the narrative should be one page.  Continue to add pages to the document however be sure not to exceed the instructed page limit noted in the application.    

· If you are creating your budget attachment page with Excel or another program and cannot insert it into your electronic application, please include the budget as a separate attachment in the email.
B. If possible, ALL supplemental materials, e.g. reviews, newsletters, brochure, etc., should be scanned and electronically submitted.  Work samples can also be submitted by providing a link to an online site, e.g. My Space, YouTube, etc.  If you choose this approach, please list all online sites in a separate word document and include a brief description of the work sample.
· EXAMPLE:  
Youtube video of clips from the performance Artisphere:  www.youtube.com/artisphere...
· Any of the documents listed under supplemental materials in the application checklist can also 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 paper copy with the application submission receipt (SEE BELOW) and the original paper application with signature.
Titling the Files
· 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
· Title the budget attachment file (if applicable):  _Your Organization’s Name_Budget_FY2013
· EXAMPLE: _Arlington Arts_Budget_FY2013
· Title the supplemental file: _Your Organization’s Name_Supplemental Materials_FY2013
· EXAMPLE: _Arlington Arts_Supplemental Materials_FY2013
If there are multiple supplemental file attachments in the email, please number them accordingly

· EXAMPLE:  _Arlington Arts_Supplemental Materials(1)_FY2013
       _Arlington Arts_Supplemental Materials (2) _FY2013
3.
How do I know the application was received?

· Within 48 hours of receiving your application, 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 submit a paper copy to the Arlington Cultural Affairs offices by Monday, January 30, 2012 by 9:00 PM. This is NOT a postmark deadline.
4.
What about the paper copy of the original application with signature?
· When you submit the application submission receipt, you will also submit the original paper application with signature.  
· The NEW electronic application checklist details exactly what you need to submit for the original paper application with signature.  
· Your application will not be considered complete unless we have received both the electronic and paper copies in accordance with the stated deadlines.

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 (703-228-1852)
