Operating Grants 

San Jose Office of Cultural Affairs

Application e-Form (Narrative) and Checklist
2010–11 (One Year) and 2010–2012 (Two Years)

Important Note:  Budget Detail eForm, a required part of the application, is not in this packet and must be downloaded separately.
Application Deadline

Monday, January 25, 2010
Completed grant applications must be:

· Delivered (in person or by delivery service such as FedEx, UPS, etc.) before 5pm on January 25; OR
· Postmarked at the US Postal Service no later than January 25, with First Class or Priority Mail service.
Send or deliver applications to:

Operating Grants

Office of Cultural Affairs

170 W. San Carlos St

San Jose CA 95113-2005
Note: This is a temporary location.  Contact OCA staff at least week prior to deadline to confirm delivery address.   
Detailed instructions for completing the e-Form should be downloaded separately at http://www.sanjoseculture.org/?pid=2120.  The directions are titled “Application Instructions.”
Be sure to read the Operating Grants information booklet for additional important information.

Please note:  Dates are subject to change.

Instructions for using the Application e-Form

Download the e-Form Application from the Office of Cultural Affairs Web site, www.sanjosearts.org, and save it on your own computer or network server. Save it often as you are working, so that you don’t lose any data. Print these instructions for easy reference.

NOTE: The Budget Detail section of the application is now a separate Excel file and must be downloaded in addition to this Application e-Form.
In order to use this e-Form Application, you must have Microsoft Word 97 (Windows) or Microsoft Word 98 (Macintosh) or a later version (2000, 2001, X, etc.) installed on your computer.

Using the e-Form is a simple matter of writing in the pre-formatted fields, checking the appropriate check boxes, and selecting appropriate choices from drop-down lists. Fields will appear as gray rectangles on your computer display. The active field will be highlighted in a darker shade than the others. You select a field by clicking on it with your mouse, or by pressing the TAB key until the desired field is highlighted. Pressing the TAB key will move you forwards from field to field. Pressing Shift+TAB will move you backwards.

Text fields will accept any combination of letters, numbers and punctuation marks. Number fields will accept only numbers. Do not type commas to separate thousands in number fields; they will be inserted automatically. Check boxes are checked by clicking on the box with your mouse, or by TAB-ing to the desired box, then pressing the SPACE BAR. Drop-down lists, indicated by – click to select – or just – select – will appear when your cursor lands in a list field. Use your mouse or the Alt+( and Alt+( keys (Windows) or Opt+( and Opt+( keys (Macintosh) to select from the list.

Text fields are pre-formatted and will expand as you type until you reach each one’s character limit. The narrative text fields #1 – #4 are double-spaced. The first line of each paragraph is indented slightly, so that you don’t need to do a double carriage return between paragraphs. Do not change the formatting of text fields. In order to highlight text, use ALL CAPS or place text you wish to highlight in quotation marks (“ ”), instead of italicizing, underlining, or using boldface.

To copy and paste text prepared elsewhere into a narrative field, first type a blank SPACE in the field, then PASTE the copied text.
The Operating Surplus (Deficit) and Three-Year Average fields in the Annual Operating Finances table (p. A2) are self-calculating. Self-calculating fields show “0” until values are entered in other fields. It is essential to TAB between fields for the calculating fields to work properly.

The e-Form does not need to be completed in a single pass. You can save it at any point, close it, and come back to it at a later time. (Save frequently to avoid losing your work to a crash.)

After you are satisfied with the completed the e-Form, save a final copy and then print the form. One-Year Applicants: Discard pp. A5-a and -b. Two-Year Applicants: Discard pp. A4-a and -b.

Alternative to e-Form: If you do not have the necessary software to use the e-Form, you can send for a PDF version or pick up the forms on paper by coming into the office. The forms must be completed on a typewriter. Please be sure to double-space your responses to narrative items #1 – #4.
Send an e-mail request for a PDF version to karen.park@sanjoseca.gov or call Karen Park at (408) 277-5144 x26.

APPLICATION CHECKLIST 

Organization Name:      
This Checklist is required and must be submitted as part of the completed Application. 

One-Year Application or Two-Year Application?
Check all that apply below to verify requirements for the Two-Year Application.

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Received FY2008-09 Operating Grant

 FORMCHECKBOX 


 FORMCHECKBOX 

Received FY2009-10 Operating Grant

 FORMCHECKBOX 


 FORMCHECKBOX 

Average Annual Operating Expenditure FY2006-07 – FY2008-09 is $750,000 or greater.
 FORMCHECKBOX 


 FORMCHECKBOX 

No Operating Deficit in FY2008-09, or the deficit was 15% or less of Unrestricted Fund Balance (Unrestricted Net Assets)

 FORMCHECKBOX 


 FORMCHECKBOX 

No Operating Deficit projected for FY2009-10, or the deficit will be 15% or less of Unrestricted Fund Balance (Unrestricted Net Assets).

If you checked all of the boxes above, submit the Two-Year Application, pp. A1–A3, A5–a, -b, etc. If you had or project an Operating Deficit that did/will not exceed 15 percent of your organization’s Unrestricted Fund Balance (Unrestricted Net Assets), submit one copy of documentation that the deficit did/will not exceed 15 percent of the Unrestricted Fund Balance.

Otherwise, submit the One-Year Application, pp. A1–A4-a, -b, etc.
See Application Instructions, downloaded separately, for details on items 3 – 10 below.
All Operating Grant applicants are required to submit the following:

 FORMCHECKBOX 


 FORMCHECKBOX 

A.
One original set of the Application, collated in the following order:

 FORMCHECKBOX 


 FORMCHECKBOX 

1.
Application Checklist. (This page.)

 FORMCHECKBOX 


 FORMCHECKBOX 

2.
Application Form pp. A1 – A4-a, A4-b, etc. (One-Year Applicants), or pp. A1–A3 and A5-a, A5-b, etc. (Two-Year Applicants). 

 FORMCHECKBOX 

3.
Budget Detail Forms. Be sure to print & submit BOTH worksheets on the Budget e-Form Excel File:   1) Revenue Trends and 2) Expense Trends.
 FORMCHECKBOX 


 FORMCHECKBOX 

4.
Notes to the information on the Budget Detail Forms.  (Strongly advised.)

 FORMCHECKBOX 


 FORMCHECKBOX 

5.
One-page list each of FY2009-10 (CY2010) arts activities and activities planned for FY2010-11 (CY2011) and, if a Two-Year Applicant, FY2011-12 (CY2012).
 FORMCHECKBOX 


 FORMCHECKBOX 

6.
Board Letter (As described in Narrative Question #2)

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

7.
California Cultural Data Project (CDP) Funder Report for the San Jose Office of Cultural Affairs, printed by the applicant from the California CDP Website.  The CDP Funder Report should include historical data beginning FY2006-07.
 FORMCHECKBOX 

8.
Notes to the CDP Funder Report.  (Strongly advised.)
 FORMCHECKBOX 

9.
List of In-Kind contributions, if any.

 FORMCHECKBOX 


 FORMCHECKBOX 

10.
Surplus Management or Deficit Reduction Policy, if applicable.

 FORMCHECKBOX 


 FORMCHECKBOX 

11.
Most recent Year-to-Date Financial Report, if applicable.

 FORMCHECKBOX 


 FORMCHECKBOX 

12.
FY2008-09 Independent accountant prepared audit, review or compilation, as applicable. 
 FORMCHECKBOX 

13.
A one-page organization chart (optional), followed by a roster and brief resumes (or professional biographies) of senior staff, with a very brief statement of responsibilities for each, if job titles are not self-explanatory.

 FORMCHECKBOX 


 FORMCHECKBOX 

14.
Roster of current Board of Directors and Officers, with occupation, city of residence, daytime phone numbers/e-mail address and term of office for each.

 FORMCHECKBOX 


 FORMCHECKBOX 

15.
Job/Responsibility Description for Board Members.

PLUS
 FORMCHECKBOX 


 FORMCHECKBOX 

B.
12 complete and collated single-sided copy sets of Items 2 through 14 above, three-hole punched and paper-clipped or spring-clipped. Do not staple pages together.

 FORMCHECKBOX 


 FORMCHECKBOX 

C.
13 sets — each enclosed in a separate manila envelope marked with the applicant’s name — of representative examples of recent promotional materials, press clippings, etc., as follows:

 FORMCHECKBOX 


 FORMCHECKBOX 

1.
A selection of up to four items in any combination of brochures, catalogues, performance programs, or similar self-generated publications/materials,
 FORMCHECKBOX 


 FORMCHECKBOX 

2.
Up to four recent press reviews or articles, or similar published materials, generated independently of the organization, if available.  (Note:  Calendar listings are not suitable.)

 FORMCHECKBOX 

3.
NEW: Work Sample (OPTIONAL). Applicants are invited to provide 13 copies of one CD or DVD containing a work sample(s) that will be distributed to review panelists along with the applications. The selection(s) should total no more than six minutes total. Attach a brief description of the work sample, including date the work was produced or presented, and any instructions that may be needed to play the CD or DVD.  



Note: The option to include work samples is a trial to see if they are a practical means of giving reviewers a more immediate sense of the applicant’s work.


D.
One current copy of item 1 below, and of any of the following that has not been submitted previously to the OCA or if any changes have been made since it was last filed:

 FORMCHECKBOX 

1.
Certificate of Status from CA Secretary of State, verifying that the applicant is in good legal standing in the State of CA.  Alternatively, applicant must include a current Printout from the Secretary of State’s Internet business portal at http://kepler.ss.ca.gov/list.html, which documents its status as ACTIVE.  No other designation will be accepted.

 FORMCHECKBOX 

2.
Articles of Incorporation

 FORMCHECKBOX 

3.
By-laws

 FORMCHECKBOX 

4.
IRS Tax-exemption Letter (recently updated)

 FORMCHECKBOX 

5.
FY 2006-07 audited, reviewed or compiled Financial Report

 FORMCHECKBOX 

5.
FY 2007-08 audited, reviewed or compiled Financial Report


Include an original inked signature on the “original” set of the forms. Please be sure each set of the application is collated correctly and held together with a spring clip. Do not staple.

Deadline:
Monday, Jan. 25, 2010
$
     



Budgeted Total FY2010-11 (CY2011) Operating Expenses
Please type in gray fields. TAB forward. Shift-TAB backward.
$
     



Projected Year-End Total FY2009-10 (CY2010) Operating Expenses
Organization’s Popular Name
     

Legal Name, if different
     

Legal Address
     


     

Admin Headquarters, if
     
different than Legal Address

     

Program Headquarters, if
     
other than Legal or Admin
Addresses
     

Mailing Address
     

     
Phones
     
     
     
E-mail + Web-site URL
     +     
Principal Executive
 FORMDROPDOWN 


 FORMDROPDOWN 

     

Grant Contact, if different
     

State/describe your organization’s mission. If it is not entirely focused on the arts, please pay particular attention to the eligibility requirements pertaining to mission. (500 characters max. Approx. 6 lines.)
     
Mission is focused on the following: (Check all that apply. Non-arts exclusive, also check “Other” and state non-arts content.)

 FORMCHECKBOX 


 FORMCHECKBOX 

Dance
 FORMCHECKBOX 


 FORMCHECKBOX 

Interdisciplinary Arts
 FORMCHECKBOX 


 FORMCHECKBOX 

Literary Arts
 FORMCHECKBOX 


 FORMCHECKBOX 

Media/New Media Arts


 FORMCHECKBOX 


 FORMCHECKBOX 

Music
 FORMCHECKBOX 


 FORMCHECKBOX 

Theater
 FORMCHECKBOX 


 FORMCHECKBOX 

Visual Arts
 FORMCHECKBOX 


 FORMCHECKBOX 

Other:      
Interdisciplinary Arts, please describe briefly:      
Year in which this organization began offering arts activities to the public in any location:
    

Month and year when it began offering arts programming to the San Jose public on a

regular and continuing basis:
     

Organization received a FY2008-09 grant from the following program: (Leave blank, if none.)

 FORMCHECKBOX 


 FORMCHECKBOX 

Project & Program Grants
 FORMCHECKBOX 


 FORMCHECKBOX 

Operating Grants
Organization received a FY2009-10 grant from the following program: (Leave blank, if none.)

 FORMCHECKBOX 


 FORMCHECKBOX 

Project & Program Grants
 FORMCHECKBOX 


 FORMCHECKBOX 

Operating Grants
Instructions for the ANNUAL OPERATING FINANCES TABLE below:

For FY2006-07, FY2007-08, and, if completed, FY2008-09, make sure that values entered in the table correspond to your organization’s Cultural Data Project Funder Report for the OCA as follows:
Total Operating Revenues: Use “Total Unrestricted Revenue Less In-Kind” from the Funder Report.

Total Operating Expenses: Use “Total Expenses Less In-Kind”.

Operating Surplus (Deficit): “Use Net Unrestricted Activity”.

Unrestricted Fund Balance (Deficit): Use “Net Assets Unrestricted”.

Important Note:  Applicants with missions that are not focused primarily on the arts, should skip the table below and download the Supplemental e-Form required for non-Arts exclusive organizations available at the OCA website.


ANNUAL OPERATING FINANCES TABLE
Fiscal year ends in the month of:
 FORMDROPDOWN 
 FORMDROPDOWN 

	Do not include In-Kind Support. 
	FY2006-07 (2007)

actual
	FY2007-08 (2008)

actual
	FY2008-09 (2009)

actual
	Three-Year Average

actuals
	FY2009-10 (2010) projected
	FY2010-11 (2011) budgeted

	Total Operating Revenues (cash)
	     
	     
	     
	0.0 FORMTEXT 

0

	     
	     

	Total Operating Expenses (cash)
	     
	     
	     
	0.0 FORMTEXT 

0

	     
	     

	Operating Surplus (Deficit)
	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	
	0 FORMTEXT 

0

	0 FORMTEXT 

0


	Unrestricted Fund Balance (Deficit)
	     
	     
	     
	
	     
	     


For organizations with missions that are not focused primarily on the arts: State the percentage of the
organization’s total expenses that the direct cost of arts programming constitutes and attach appropriate third party verification of this percentage (i.e., audit note or similar third party assurance).


      percent                                    Type of third party verification attached:      
Organization’s Annual Financial Statements are: (Leave blank if none is true.)

 FORMCHECKBOX 


 FORMCHECKBOX 

Compiled by an outside accountant
 FORMCHECKBOX 


 FORMCHECKBOX 

Reviewed
 FORMCHECKBOX 


 FORMCHECKBOX 

Audited and Certified

The Financial Statement for the most recently ended fiscal year, prepared as indicated above

has been included with this application:
 FORMDROPDOWN 
 FORMDROPDOWN 

If the response is “No”, see information on Financial Reports on p.6 of the Operating Grants information
booklet. Enter the expected delivery date for the completed Annual Financial Statement here:
     
Is the organization a 501(c)(3) Public Benefit Corporation?
 FORMDROPDOWN 
 FORMDROPDOWN 

Employer Identification Number (EIN assigned by IRS), also called Taxpayer ID:
     
Does this organization carry general liability insurance?
 FORMDROPDOWN 
 FORMDROPDOWN 

Please indicate the extent of disability access for the facilities this organization uses:
	Facilities

	Administration
	Program Venues
	Rehearsal/Prep
	Teaching/Training

	Wheelchair
	 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


	Full ADA
	 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 



If the Three-Year Average Expenses above is under $750,000 or an Operating Deficit in excess of 15 percent of the Unrestricted Fund Balance (Unrestricted Net Assets) is indicated in either FY2008-09 or FY2009-10, use the One-Year Narrative pages ahead. Otherwise, use the subsequent Two-Year pages. Consult program staff if you are not sure which to use.
Certification
I certify that the by-laws of this organization or a resolution of its governing body authorizes me to enter into legal agreements for the organization and to submit this application. To the best of my knowledge and belief, this application and all attach​ments are true and correct. I have reviewed all of the appropriate eligibility requirements for the 2010-11 or 2010-12 Operating Grants, and I certify that this organization meets them.

     
Authorized Officer’s Signature
Date
     
     
Print Name of Officer Signing this Form
Title of Officer Signing this Form

1.
Describe your organization’s program operations and program(s), and the number of people it (each program) served in its last fiscal year and it projects to serve in the current fiscal year. Distinguish between main (core) programs and ancillary programs, such as outreach. How is arts programming planned, developed and evaluated? Who is involved? How are artistic goals defined and evaluated? What role does the organization’s mission play in program planning? What other issues are considered? What were the major challenges and successes in the last year? How have they changed this year? If yours is not an entirely arts-focused organization, include a brief description of the non-arts programs and state the proportion of non-arts programming to arts-specific programming. (4,500 characters max. Approx. 50 lines.) 
Attach a one-page list of the current fiscal year’s arts activities.  Refer to Application Checklist for placement order.
     
1a.
Describe your organization’s program plan for its next fiscal year and the number of people it hopes to serve. How was the program plan developed? What issues were considered? How firm is the plan at this time? What are the artistic goals for the coming year? Compare the program plan to previous years. If yours is not an entirely arts-focused organization, briefly compare the arts program plan to your organization’s non-arts program plans. (2,000 characters max. Approx. 24 lines.)
Attach a one-page list of arts activities planned for the upcoming fiscal year.  Refer to Application Checklist for placement order.
     
2.
Describe your organization’s management and operations. Include any significant changes in the last 12–18 months and any you anticipate in the next year. Describe how board and management are organized and their respective roles and interactions in the running of the organization. (Attach a one-page organization chart, if possible.) Describe the organization’s planning practices. Does it have a strategic plan? If so, how often is it measured and updated? How are business operations run, including sales (tickets, fee-based services, etc.) and marketing? How are audience or participant goals set? Are they typically achieved? How does the organization seek contributed income? How are goals set? How is the board involved? How are budgets developed, finances managed and financial oversight carried out? Is there an accumulated surplus or deficit? Is there a cash reserve? Is there an endowment? What have been the major successes and challenges of the current and last year? What do you anticipate will be the opportunities and challenges next year? How will you address them? (4,500 characters max. Approx. 50 lines.)

Attach a 1-2 page Board Statement written and signed by the board chairperson, outlining the Board’s primary area(s) of focus in the coming year and any initiatives it has taken or will take to address the opportunities and challenges facing the organization.  Refer to Application Checklist for placement order.
     
2a.
Describe your organization’s policy and practice regarding the payment of artists. (1,000 characters max. Approx. 12 lines.)
     
3.
Discuss your organization’s relationship to the community. Whom do its core programs reach? How does it try to engage community in the arts? How does it assess community interests and/or needs? Describe audience development efforts (i.e., its activities to reach new audiences over time) and goals. If it reaches out deliberately to economically disadvantaged communities or communities that lack arts venues and/or formal arts programs, please discuss how it does so. If it tries to sustain a community of artists in San Jose, discuss how it does so. (4,500 characters max. Approx. 50 lines.)
     
4.
Discuss any youth-focused programming your organization conducts. Does your organization conduct any youth-focused programming? If so, what are its goals (qualitative) and how many children are reached (quantitative)? On what school-grade or age range does it most focus? How does it foster appreciation for and understanding of the art forms the organization offers and/or the arts in general? How is effectiveness evaluated? Note: If your organization’s core program(s) is (are) focused on youth, please do not repeat descriptions already provided in response to #1 above. (4,500 characters max. Approx. 50 lines.)
     
Remember to download and complete the Budget Detail e-Form, which has 2 worksheets contained in the 1 Excel document, in addition to this Application e-Form.

1.
Describe your organization’s program operations and program(s), and the number of people it (each program) served in its last fiscal year and projects to serve in this fiscal year. Distinguish between main (core) programs and ancillary programs, such as outreach. How is arts programming planned, developed and evaluated? Who is involved? How are artistic goals defined and evaluated? What role does the organization’s mission play in program planning? What other issues are considered? What were the major challenges and successes in the last year? How have they changed this year? If yours is not an entirely arts-focused organization, include a brief description of the non-arts programs and state the proportion of non-arts programming to arts-specific programming. (4,500 characters max. Approx. 50 lines.)
Attach a one-page list of the current fiscal year’s arts activities.  Refer to Application Checklist for placement order.
     
1a.
Describe your organization’s program plan for its next two fiscal years and the number of people it hopes to serve. How was the program plan developed? What issues were considered? How firm is the plan at this time? What are the artistic goals for the coming year? Compare the program plan to previous years. If yours is not an entirely arts-focused organization, briefly compare the arts program plan to your organization’s non-arts program plans. (3,000 characters max. Approx. 36 lines.)
Attach one-page lists of arts activities planned for each of the upcoming two fiscal years. 
     
2.
Describe your organization’s management and operations. Include any significant changes in the last 12–18 months and any you anticipate in the next two year. Describe how board and management are organized and their respective roles and interactions in the running of the organization. (Attach a one-page organization chart, if possible.) Describe the organization’s planning practices. Does it have a strategic plan? If so, how often is it measured and updated? How are business operations run, including sales (tickets, fee-based services, etc.) and marketing? How are audience or participant goals set? Are they typically achieved? How does the organization seek contributed income? How are goals set? How is the board involved? How are budgets developed, finances managed and financial oversight carried out? Is there an accumulated surplus or deficit? Is there a cash reserve? Is there an endowment? What have been the major successes and challenges of the current and last year? What do you anticipate will be the opportunities and challenges next year and the year after? How will you address them? (5,500 characters max. Approx. 60 lines.)

Attach a 1-2 page Board Statement written and signed by the board chairperson, outlining the Board’s primary area(s) of focus in the coming year and any initiatives it has taken or will take to address the opportunities and challenges facing the organization.  Refer to Application Checklist for placement order.
     
2a.
Describe your organization’s policy and practice regarding the payment of artists. Do you expect either to change in the next two years? (1,000 characters max. Approx. 12 lines.)
     
3.
Discuss your organization’s relationship to the community. Whom do its core programs reach? How does it try to engage community in the arts? How does it assess community interests and/or needs? Describe audience development efforts (i.e., its activities to reach new audiences over time) and goals. If it reaches out deliberately to economically disadvantaged communities or communities that lack arts venues and/or arts programs, please discuss how it does so. If it tries to sustain a community of artists in San Jose, discuss how it does so. (4,500 characters max. Approx. 50 lines.)
     
4.
Discuss any youth-focused programming your organization conducts. Does your organization conduct any youth-focused programming? If so, what are its goals (qualitative) and how many children are reached (quantitative)? On what school-grade or age range does it most focus? How does it foster appreciation for and understanding of the art forms the organization offers and/or the arts in general? How is effectiveness evaluated? Do you expect any significant changes in the next two years? Note: If your organization’s core program(s) is (are) focused on youth, please do not repeat descriptions already provided in response to #1 above. (4,500 characters max. Approx. 50 lines.)
     
Remember to download and complete the Budget Detail e-Form, which has 2 worksheets contained in the one Excel document, in addition to this Application e-Form.
City, State, Zip Code





Number and Street.





Number and Street or PO Box





City, State, Zip+Four Code





Main





Message





Fax





Name + title + phone + e-mail





Name + Title + phone + e-mail for questions about this grant application, if other than Principal Executive.





Number and Street. Do not use PO Box.





City, State, Zip Code





Number and Street. Do not use PO Box.





City, State, Zip Code








 12/7/09

