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cuyahoga 2011 Project Support (PS) Grant Program
arts & culture Intent to Apply - Instructions

Overview
Please review all of these instructions as well as the 2011 PS Grant Program Guidelines before completing the Intent
to Apply form. If you have any questions or need assistance please contact CAC staff at 216.515.8303.

The purpose of the Intent to Apply process is to allow CAC staff to determine whether your organization is eligible
to apply for funding through the PS Grant Program. You must submit the Intent to Apply form and required
eligibility documentation to CAC if your organization is planning to apply for PS funding. Please note that there are
two different forms—one for 501(c)(3) organizations and one for units of government.

Organizations that do not submit the Intent to Apply form and required materials will not be permitted to submit a
PS Grant Application and will not be eligible for funding. However, submitting the Intent to Apply form and
materials does not automatically make your organization eligible to apply for funding. CAC will notify you by U.S.
mail and/or email regarding your organization’s eligibility status. If your organization is eligible CAC will provide you
with a password and further instructions for completing the online PS Grant Application. If your organization is not
eligible you will not be permitted to submit a PS Grant Application.

Deadline Dates

The deadline to submit the PS Intent to Apply form and eligibility documentation is June 8, 2010 by

4:30 pm. Late forms and/or materials will not be accepted. It may take CAC staff up to two weeks to process your
information. We highly recommend that you submit the form and materials as far in advance of the deadline as
possible. The sooner we can determine your organization’s eligibility, the sooner you can begin the online PS Grant
Application.

Downloading and Saving the Form

Download the Intent to Apply form for your organization type (501(c)(3) or unit of government) at
www.cacgrants.org. The form is a fill-in PDF. You will need the freely available Adobe Reader software installed on
your computer. Before you begin we recommend that you save a copy first to your computer’s local drive.

Submitting the Form

To submit the completed Intent to Apply form you must print it, sign it, and submit one hard original along with one
copy of each of the required eligibility documents to: Cuyahoga Arts and Culture, 1501 Euclid Avenue, Suite
407, Cleveland, OH 44115. Electronic copies will not be accepted.

Character Limits
There are no specific text or character limits but your responses are limited to the space provided.

Formatting

Do not bold, italicize, underline, bullet, number, indent or use any other formatting options available in Microsoft
Word. Formatting may not transfer into the Intent to Apply form and may cause your text to become illegible. We
recommend that you use asterisks (*) or all capital letters to emphasize special words or sections. Allow your text to
wrap automatically. Avoid using the enter key to change lines.

Completing the Form

Follow the instructions below for specific details on how to complete each section of the Intent to Apply form.
Instructions for 501(c)(3) organizations begin on page 2; instructions for units of government begin on page 4. To
move from one field to the next, press the Tab key or place your cursor in the field and left-click.
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Instructions for 501(c)(3) Organizations

Section | -Applicant Information

1 Fillin each field (organization, address, city, zip, phone number, fax number, website, date formed,
date of 501(c)(3), and fiscal year end date.) Please note that P.O. boxes are not acceptable. You must
use the organization’s actual street address.

1 The text for your mission statement is limited to the space provided. Refer to the formatting
restrictions above.

1 Your Employer Identification Number (EIN) is a nine-digit number assigned to your organization by
the IRS. Click here if you have misplaced your EIN.

9 The NTEE (National Taxonomy of Exempt Entities) Core Codes System is a tool used by the IRS to
categorize nonprofit organizations. You must fill in a primary code that best classifies your
organization’s arts or cultural program(s). You may also opt to fill in a secondary code if applicable.
To determine your organization’s code(s), review the list of NTEE Codes and scope notes appended
at the back of these instructions. Note that this is a condensed list that only includes codes from
Group “A” - Arts and Culture. If none of the “A” codes describe your program(s) you are not eligible
to apply to the PS Grant Program. CAC reserves the right to change your code as it deems
appropriate. If this is the case we will call and discuss it with you first.

1 Check yes or no to indicate whether your organization has ever applied for funding from CAC
before. If you answer no, we highly recommend that you contact CAC staff to schedule a pre-
application meeting. Submit the Intent to Apply form and eligibility documents first, then contact
CAC to set up a convenient meeting date and time.

Section Il - Contact Information

9 The Contact Person must be an authorized staff member, volunteer or Board member of the
organization. This is the person CAC will contact (via U.S. mail, phone, fax or email) for all matters
related to the Intent to Apply process.

9 Fillin each field (first name, last name, title, phone, fax, and email address.) CAC often uses email as a
primary method of communication during the Intent to Apply process. It is your organization’s
responsibility to ensure that emails sent to you by CAC are not blocked and/or filtered to spam or
other junk folders. Check with your computer system administrator if you have any concerns.

Section lll -Eligibility Documentation

1 The following is a list of the specific documents you must submit with the Intent to Apply form:

1) Current Certificate of Good Standing (COGS) in the State of Ohio. Click here to obtain a COGS.
A Certificate of Continued Existence is not acceptable.

2) Initial Articles of Incorporation (including amendments if filed).
3) List of Board of Directors or Trustees (including name and community_
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