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Small Arts Initiative Application
Project Support for Organizations

Thank you for your interest in The Heinz Endowments, and welcome to our online grant application.
These instructions should help you complete your application, but if you have questions, please contact
us at grants@heinz.org.

This document contains the following sections:

Page Content

1 Preparation

1 Create a new account

2 Create a new application

6 Login to existing applications

Preparation

You should begin by reviewing the information in the “Grants” section of the Endowments website,
which includes eligibility requirements and steps on how to apply. When you are ready to begin your
online application, start at the “Apply Online” page. You should bookmark or otherwise remember to
come back to this page to proceed with your application, as it provides you with three very important
links:

e Create a new account. (Everyone must create an account before starting a first application in
this system, which was enacted in January 2012.)

e Create a new application.

e Log in to existing applications.

Create a new account

Begin at the “Apply Online” page on the Endowments website. Click on the first link, “Create a new
account,” and fill in the form. If you already have an account with the Endowments (You would have
an account if you applied through the online system after Jan. 1, 2012.), you can skip this step and go
directly to “Create a new application.”


mailto:grants@heinz.org
http://www.heinz.org/grants.aspx
http://www.heinz.org/grants_apply.aspx
http://www.heinz.org/grants_apply.aspx
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New Applicant?

An account allows you to access your saved and submitted applications at any time. It also allows us
to send you a submission confirmation e-mail and notify you if additional information is necessary to
process your application.

[0

E-mail
I

Confirm E-mail

Password (minimum of 5 characters)

Confirm Password

Return to login L4
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After you click “continue,” you will receive an email from the system, letting you know that your
account was successfully created. It also will contain your password and a link to the Apply Online
section of our website. Please save your password so that you can get into your account later.

Create a new application

After creating an account, begin on the Apply Online page of the Endowments website and under the
“Small Arts Initiative” section, click on the appropriate application. Notice that there are several
different applications available on this page and it is very important that you choose the correct
one. There are two applications available for the Small Arts Initiative (These instructions/screen prints
relate to the “Applying as an Organization” application form listed below.):

SMALL ARTS INITIATIVE
Please choose the appropriate application for the Small Arts Initiative below:

Small Arts Initiative Application - APPLYING AS AN ORGANIZATION

Small Arts Initiative Application - APPLYING AS A CONSORTIUM

(All applications for this program are due by Monday, March 18, 2013. Grants will be announced in late
2013

You will be required to enter your Federal Tax ID/EIN number before you can proceed any further.
We cannot accept applications from organizations that do not have tax information on file. Individuals
and for-profit organizations are not eligible for funding. If you do not have a Federal Tax ID/EIN


http://www.heinz.org/grants_apply.aspx
http://www.heinz.org/grants_apply.aspx

number because you are a school, government entity or have a group exemption, please email us at
grants@heinz.org.

@ hitps:/fwww grantrequest.com/SID_1492/75A=SNARFID=35004
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The foundation funds organizations classified as tax-exempt under section 501(c)(3) of the Internal Revenue Code
and as public charities under section 509(a) of that code.

Please enter your Federal Tax ID/EIN Number

After entering your Federal Tax ID/EIN number, click on “OK” and you will proceed to a new
application.
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Important information about the form:
e Any field that is marked with a “*isa required field and must be completed before you can
submit your application.
Text fields can be spell-checked by clicking on the " mark after the field.

You do not need to complete your application in one sitting. There is a “save and finish later”
button at the bottom of the page.


mailto:grants@heinz.org

e You can share your in-process application with a colleague at your organization (or with a
program officer at the Endowments, if applicable) by clicking on the “email draft” link in the
top right corner. But, do not submit your application if you anticipate revising it after that
review. An application cannot be modified after it is submitted.

e Every page offers a link for a printer-friendly version of your application in the top right
corner.

e The “Contact Us” button is available on every page for you to send an email question to our
grants administrator.

e If you leave your form idle for 30 minutes, you will get a warning. After two hours, you will
be automatically logged out of the system and will lose any unsaved information. You can
avoid losing your work by saving often.

You will see the different sections of the application across the top of the form: “Organization
Information,” “Contact Information,” “Project Information,” “Project Narrative,” “Project
Attachments,” and “Review My Application.” You can click within those sections to navigate among
pages:

THE HEINZ ENDOWMENTS

(Costmctl]  (Smal At iriiabve Gurieieas

qon.\....: .................... - 2 . © roar [ QI [ JEEe—— O sevimm vy appiicatin

Our application form supports attachments. Section 5 of the form indicates which attachments are
required for submission and gives instructions on how to upload the documents.
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Work Samples

Submit up to five inks 1o AV filas.

Work sampla shwld spaak 10 IM up;l ity, quality, & of tha. iTats ing artists Submit any combination of the following slides, DVD's. CD's and catalogues You may upload

work sampla 1o waw youlube and than previds u\s\oﬂm the websits addrass. Programs. an&ar eenhs of =rh|ul|wlawl {up o five. labaled with date and sourcs) may ba Included Noting that the pansl wil lh‘ﬂkal(
spand less uunm mhmes\-iewuug & work sampda, pleass make expm:n what you would like the panelists 1o isten 1 or view. In ihis section of yaur application, you sheuld inchsde the e of the wark, its description
and what tha work sampls about your

1. Work Sample
Enfar the websile lnk fo your work sampie on the first ine. On ihe second line, inckide the e of the work, descripfion and what fhe work sampie demonsirades aboul your arganizalion or consarbum

2. Work Sample
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3. Work Sample
Enter the wabile Wk & your work sampie on the firsf fine. On the second s, includa he fite of the work, descrphion and what the wark about your o of consorum

4. Wark Sample
Eniar the webaide link lo your work sample on the firal ine. On ife second line. mclude the fitle of the work, deseription and what fae wark sample demonsirales aboul your arganizabion or conaorium.

Enter the webmle hnk lo your work sampile on the first ine. On ifve second ine. mclude the hie of the work, deacripbon and what the work sample demansirates aboul your arganzabon or comaorum.
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After uploading all the documents, click on the “Review” button at the bottom of Section 5.

You are now in the final section of the application, “Review my application.” You will see a copy of
your application, and if you are missing any required fields or documents, they will be identified in a
list at the top of the page and highlighted in red in the body of the application. You can make any
necessary changes right from this screen. When you are satisfied with your application, click
“Submit” at the bottom of the page to forward your application for consideration. Your application is
not considered submitted until you click the “Submit” button at the bottom of the page. If you're
not ready to submit your application yet, click “Save & Finish Later.” Once an application has been
submitted, it may not be modified.

Once your application has successfully been submitted, you will see a notice on screen, and you will
receive an email from the system containing a tracking number and a copy of your application.
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Applications

Thank Youl Your application has been submitted
Show |In Progress Applications E
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@ If there are problems with how this message is displayed, click here to view it in a web browser,
From: mail @grantrequest.com on behalf of The Heinz Endowments <grants @heinz.org> Sent:  Fri1/20/2012 2:13 PM
To: Linda Braund
Cc
Subject: The Heinz Endowment's Grant Application Submissian
Thank you for your submission. Your application has been submitted successfully. and the tracking number is 20133. You will be receiving more information on the status of your application. &
For your records. here is a copy of the contents of your application. =
Organization Information
Organization Information
Organization Name
The Heinz Endowments
Legal Name
This is your legal name that the IRS has on file, populated by the Tax ID you provided at the beginning of this form
The Heinz Endowments
Also Known As
Please add any abbreviations, nicknames or acronyms. (separated by commas)
Street Address
625 Liberty Avenue -
v
Connect to sacial networks to show profile phatos and activity updates of your colleagues in Outlook. Click here to add netwarks. x
T 1 T 1 T 1 =

Log in to existing applications

To log in to your account to view existing applications (submitted or in progress), begin at the “Apply
Online” page on the Endowments website, and click on the last link, “Log in to existing applications.”
Using the email address and password that you used to create your account, complete the log-in screen:


http://www.heinz.org/grants_apply.aspx
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Please Sign In

Welcome to The Heinz Endowments Online Grant Application Process.

If this is your first time using our new online grant application, you will need to create an account by clicking on "Create Account”
below. You will be asked to enter your individual email address and create a password. After you enter the required information, click
"Continue” to go directly to an online application form

If you have already set up an account, please enter your email address and password below, and then click on "Login/Continue.”

E-mail Password

Create Account Forgot Password?

Login/Continue

& My Account
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Application Name Project Title Requested ] Last Updated Action

Notice the drop-down box on the right side of the screen. Use this to toggle between your applications
that are in progress and those that have already been submitted.

You can edit any applications that are still in progress, but once you submit an application, you cannot
make any further changes.

1.31.2013



