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Small Arts Initiative Application
Applying as a Consortium

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 application

7 Login to existing applications

Preparation

Review the information on our website about the Small Arts Initiative. An overview and submission
guidelines for the program is available here.

Create a new application

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 a Consortium” application form listed below.):

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

Small Arts Initiative - APPLYING AS AN ORGANIZATION (Instructions for this form.)

(Adl applications for the Small Arts Initiative are due by Tuesday, Sept. 2, 2014 at 11:39 pm.
Grants will be announced in early Dec.)



mailto:grants@heinz.org
http://www.heinz.org/Interior.aspx?id=42
http://www.heinz.org/PDFs/Website_Overview_Guidelines.pdf
http://www.heinz.org/Interior.aspx?id=444

After clicking the link, you will be directed to the sign-in page. If you do not already have an account

with the Endowments, you need to first click on the “Create a New Account Here” button before you
start your application.

Please Sign In

Welcome to The Heinz Endowments Online Grant Application Process.
If you have already set up an account, please enter your email address and password below, and then click on "Login” to continue.

If this is your first time using our onling grant application, you will need to create a new account by clicking on "Create a New Account
Here" button below. You will be asked to provide an email address and password.

NOTE: On September 21st updates were applied to the application which will require you to type in your current password in ALL
LOWERCASE letters. Once you have accessed the site you can continue to use the existing password in all lowercase letters or

update your password to include uppercase letters by selecting the 'Change Email/Password’ link in the upper left hand side of the
site.

E-mail Password

| Create A New Account Here Fargot Password?

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.

E-mail

lindasbraund@gmail.com

Confirm E-mail

lindasbraund@gmail cam

Password (must contain at least 5 characters, with both letters and numbers)

seeeReeR

Confirm Password

Return to login

After filling out the form, clicking on “Continue,” will take you directly to a screen where you will
enter your Federal Tax ID/EIN number for the consortium you will be using. We cannot accept
applications from consortiums 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 number because
you are a school, government entity or have a group exemption, please email us at grants@heinz.org.
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(You also 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 begin creating your application. Please save
your password so that you can get into your account later.)

After entering your Federal Tax ID/EIN number, click on “OK” and you will be asked to verify that
you are applying as an artist consortium before you can proceed any further.

Applicant Category

Are you applying as an artist consortium?
-Select One- El

Submit

Click on “Submit,” and you will proceed to a new application:

THE HEINZ ENDOWMENTS

Toward Heinz Endowment « Vira 1z Endow

[Ccntact Us] [F'rogram Application Guidelines
Organization Contact Project Proposal Proposal Review My
Information U Information U Information U Narrative E’ Attachments \9 Application
Organization Information Printer Friendly Version | E-mail Draft
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** Required before final submission

Program Officer Justin Laing is available to answer questions about the initiative or your
project idea, and particularly prefers to speak with new applicants prior to receiving
proposals. It is recommended that you contact him at 412-338-2651, or by email at
jlaing@heinz.org, several weeks in advance of the application deadline to discuss your
proposal, possibly schedule an appointment andfor submit a draft of your proposal for
feedback. If you would like to submit a draft copy of this proposal, please click the "Email
draft” link in the upper right corner

Organization Information
o:oOrganization Name/Fiscal Sponsor
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.

Important information about the form:

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.

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.

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

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:

Proposal U Review My
Attachments o Application

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.

Proposal Attachments Printer Friendly Version | E-mail Draft

< Required before final submission

Please upload the following documents to complete your application. To upload a document, click the "Browse” button,
locate the document on your computer, click "Open.” then click "Upload.”

Cover Letter
+#Cover Letter
(limit one page)

Submit a brief letter that includes & description of the project, dates and venue; amount of funding requested; and contact
name with address, phone number, fax number and email. If there 1s a particular 1ssue or aspect of your application to wich
you would like to draw the panel’s attention, please share that information in this section. Please also list any public events

taking place locally in the next three months.
Upload

Key Artists and Technical Staff

+$#Key Artists and Technical Staff
In one document, provide brief bios on key artists and technical staff.

Project Budget

+%*Project Budget

Provide a balanced project budget itemizing cash income - earned and contributed - and cash expenses for the project.
Show calculations for line items greater than $1,000. Note which revenues are pending and which are firm. List the
estimated value of in-kind donations separately, below the budget. Please contact Endowments staff if you need assistance

and/or a sample budget form.
Upload




Financial Statement
Board of Directors




For Artists Consortia
Consortia must also provide the following:

o‘oLetter of Support from Consortium Sponsor
Frovide 5 letter signed by the consortium sponsor with the contact name, email and .wlane, dlscussmgme spanm mafmnaﬂlp fo the
proposed project }bwdaeslhepm[eclsuppadﬁvemmnofﬁe spansor? What ardistic, and financial
sponsar provide fo the project? How will i and between fum sponsar and aeadyome
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Sponsors Outside of Artistic Discipline
If the consorfium sponsons not an artz orgsnization or does not have expertize in the srtistic dizcipline(z) specific to the proposed project
provide & izt of the SOVIEOrE.

Browse....

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.

After 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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@ 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  Fril/20/2012 2:13 PM
To: Linda Braund
Co
Subject: The Heinz Endowment's Grant Application Submission
Ea
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 [D you provided at the beginning of this form
The Heinz Endowments

Also Known As
Please add any abbreviations, K O &Gronyms. by commas)
Street Address
625 Liberty Avenue b
v
Connect to social networks to show profile photos and activity updates of your colleagues in Outlook, Click here to add networks, x

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 second link, “Log in to existing
applications.” Using the email address and password that you used to create your account, complete
the log-in screen:

Please Sign In

Welcome to The Heinz Endowments Online Grant Application Process.
If you have already set up an account, please enter your email address and password below, and then click on "Login” to continue.

If this is your first time using our online grant application, you will need to create a new account by clicking on "Create a New Account
Here" button below. You will be asked to provide an email address and password.

NOTE: On September 21st updates were applied to the application which will require you to type in your current password in ALL
LOWERCASE letters. Once you have accessed the site you can continue to use the existing password in all lowercase letters or

update your password to include uppercase letters by selecting the '‘Change Email/Password’ link in the upper left hand side of the
site.

E-mail Password

Create A New Account Here ] Forgot Password?
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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.

6.30.2014



