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CULTURAL EQUITY INITIATIVES - LEVEL TWO
APPLICATION CHECKLIST

Submit the Application Packet Checklist as your cover sheet, with each required item checked off.

GRANT APPLICANT:

Submit two (2) sets in the following order; copied double-sided and three-hole-punched.

O

Eligibility Form — two pages

Submit seven (7) sets in the following order; copied double-sided and three-hole-punched.

O

O

o o o g

Application Form — one page
Project Narrative. Please answer all questions, adhering to length requirements.

Initiative Budget with Budget Notes. Do not use the Project Budget form.

Provide a summary budget for each year of the Initiative, including both revenue and expenses. Be sure to
provide a level of detail and budget notes that will help the panelists understand the scope and priorities of the
project. Asterisk each line item for all expenses that will be covered by the grant.

Organizational Budget Form. Budget Notes are strongly suggested.
Your most recentYear-to-Date Financial Report.
Closing Financial Report for your most recently completed fiscal year.

Key Project Personnel: For each, include a one-paragraph bio and description of roles, and indicate if the
person is a regular staff member or specifically engaged for the Project. If a key position(s) is vacant, provide a
list of the qualifications and describe the search process.

List of Staff members with positions: Add a “V" next to the name of each volunteer and a “P"” next to the
name of each person who will be paid.

List of members of the board of directors with their affiliation, length of time served and expiration dates
of their terms. Also, describe the roles and responsibilities of the board (limit to one page). Indicate which are
members of the underserved community which you serve.

Letters of Support. Addressed to: “Members of the Panel.” The letter writers should indicate how they have
come to know your work.

Required: Two (2) letters of support from members of the community in which your organization is deeply
rooted, discussing the organization’s relationship with that community.

Optional: Two (2) letters from persons who may or may not be from within your organization’s
community base.

Your organization’s calendar of arts activities for the last completed program year, current year, and
proposed for the next year. (This can be single spaced)

Submit 1 copy (not bound if possible)

O

Your organization’s current strategic or business plan.

Promotional Materials. Submit seven (7) sets clipped together or in separate envelopes.

O

Up to four samples of your organization’s promotional materials, such as brochures, fliers,
catalogues, etc.

If you are submitting a more complicated or costly item, such as a development packet, you need only
submit 2 sets.
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ORGANIZATION PROJECT GRANTS
APPLICATION CHECKLIST

Submit the Application Packet Checklist as your cover sheet, with each required item checked off.

GRANT APPLICANT:

Submit two (2) sets in the following order; copied double-sided and three-hole-punched.
O Eligibility Form - two pages

O If you have never applied to CEG before, attach a copy of your IRS tax determination letter.
O Fiscal Sponsor Form, if necessary.

O If you have never applied to CEG before, attach a copy of your IRS tax determination letter.
Submit seven (7) sets in the following order; copied double-sided and three-hole-punched.
O Application Form - one page

Narrative. Please answer all questions adhering to length requirements.

O Project Budget Form with Budget Notes.
O Organization Annual Budget Form with Budget Notes.
O Key Project Personnel: For each, include a one-paragraph bio and description of roles, and indicate if the

person is a regular staff member or specifically engaged for the Project. If a key position(s) is vacant, provide a
list of the qualifications and describe the search process.

O List of Staff members with positions: Add a “V" next to the name of each volunteer and a “P" next to the
name of each person who will be paid.

O List of members of the board of directors with their affiliation, length of time served and expiration dates of
their terms. Also, describe the roles and responsibilities of the board (limit to one page).

O Your organization’s calendar of arts activities for the last completed program year, current year, and
proposed for the next year. (This can be single spaced)

O Two (2) Letters of Recommendation. Addressed to: “Members of the Panel.” Letter writers should indicate
how they have come to know your work.

O Optional: Up to two (2) recent press reviews or articles of your organization’s work.
O Work Sample Sheet
Promotional Materials. Submit seven (7) sets clipped together or in separate envelopes.

O Up to four samples of your organization’s promotional materials, such as brochures, fliers,
catalogues, etc.
If you are submitting a more complicated or costly item, such as a development packet, you need only
submit 2 sets.

Samples of Artistic Work. Submit one (1) set.

O Samples of Artistic Work. See Appendix C for instructions on preparing samples.
Note: If you are submitting literary publications, scripts, etc., please submit three (3) copies.
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ORGANIZATION PROJECT GRANTS

INSTRUCTIONS FOR THE NARRATIVE

Use 12 pt font, 1" margins and spacing of 1.5 spaces, and follow the page limitations.

l.
»

»

»
»

»

»

»

»

»

DESCRIPTION OF THE ORGANIZATION (UPTO ONE PAGE):
Official mission statement, and date it began operations.

Brief description of programming

DESCRIPTION OF THE PROJECT (UPTO THREE PAGES):
Goal(s) and method(s) of measuring them. What are the specific outcomes expected from your project?
Brief description, including curatorial or artistic vision, and key personnel that will be involved.

Rationale for the Project: How does this project at this time support the organization’s mission and overall
program and future plans?

What is the organization’s history of carrying out projects of a similar scope and scale, or what capabilities does
it demonstrate to suggest that such a project is possible?

Impact of the Project:

» If this is an ongoing or recurring program, how does it continue to be relevant to the

community served?

» If this is a new project, why is it relevant at this time, and what research was done to determine the need
forit?

» What kind of impact will this project have on the organization’s ability to serve its community?
» How will this project affect the organization's normal operations and resources?

Additional Resources Needed (in addition to the requested CEG grant): personnel, financial, etc.
What are the resources necessary for implementation? Do they currently exist within the organization, or how
they will be obtained?

Timeline and work plan.

IV. DESCRIPTION OF TARGET AUDIENCE AND/OR COMMUNITY (UPTO ONE PAGE).

»

»

»

Describe the target audience and/or community for this specific project.

Is this the audience/community that your organization has historically served? If yes, how does this change your
relationship with them? If no, why are you choosing to reach out to them with this project?

Describe ways that you plan to reach the selected audience and/or community, e.g., dissemination, marketing,
publicity, engagement activities, education, etc.
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APPENDIX A: DUNS NUMBER REQUIREMENT

DUNS is a way to track of how government grant money is awarded and dispersed. This information helps to
generate data to better analyze the impact of arts funding in various geographic locales.

Organizational applicants are required to provide their DUNS number. Individuals are exempt.

WHAT IS A DUNS NUMBER?

Dun and Bradstreet (D&B) is a company that provides business information for credit, marketing, and purchasing
decisions. Its “data universal numbering system,” known as DUNS, issues unique 9-digit numbers that are used
by businesses and the federal government to keep track of more than 70 million businesses world-wide. Some
entities, such as States and universities, will also have what is known as “"DUNS + 4, which is used to identify
specific units within a larger entity.

HOW DO | FIND OUT IF MY ORGANIZATION ALREADY HAS A DUNS NUMBER?

Your executive director, business manager, board treasurer, or accountant is likely to know and be able to provide
your organization’s DUNS number if you already have one. Organizations applying to the National Endowment
for the Arts have been required to have a DUNS number since October 1, 2003. If you aren't sure, ask the D&B
operator when you call to get one (see phone number below).

ISTHERE A FEE FOR REGISTERING FOR A DUNS NUMBER?

No. D&B should not charge you a fee. You are also not obligated to purchase any of their products.

WHAT'S THE EASIEST WAY TO GET A DUNS NUMBER IF MY ORGANIZATION NEEDS ONE?

It only takes a day to get a DUNS number from D&B by phone (you may be on hold for a little while), but Internet
applications can take up to 30 days! Note that an authorizing official, not a project director, of the organization
should request a DUNS number.

Call D&B's special toll-free number for federal grant applicants: 1-866-705-5711.

When you call, tell the operator that you are applying to a city grant program and need to register for a DUNS
number. The process will take about ten minutes. You will be asked to provide the following information (subject to
minor changes):

Legal name of organization, physical address (and PO box if you have one), telephone number, Web address, name
of the authorizing official (e.g., president, director, etc.), the purpose of your organization (e.g., non-profit dance
company to perform and create work, museum that provides art exhibitions for the general public, etc.), total
number of employees.

Your organization can also register for a DUNS number via D&B's \Web site at:
https://eupdate.dnb.com/requestoptions.html.

Choose the “DUNS number only” option. Please note that registration via the Web site may take up to 30
business days to complete.
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APPENDIX B: SAMPLES OF ARTISTIC WORK
FOR ORGANIZATION PROJECT GRANTS

CHOOSING WHATTO SUBMIT

» Use samples that show your work at its best. In general, use excerpts from completed works. However, if your
proposal relates to a work-in-progress, you may submit an excerpt of the work-in-progress as a work sample.

» Submit materials that are of the highest quality and relevance to the proposed project. Whenever possible,
provide samples of work done within the past two years, relevant to the art form in which you are applying.

» Do NOT send originals or your only copy of documented work.

» The following parameters are firm. We review hundreds of samples and want panel reviews to go smoothly
with no materials misplaced:

» Manuscript excerpts should be collated with each application form. Up to ten pages.

» One to three publications (books, journals, magazines, etc.) from the past two years. One copy of each
is sufficient.

» Two audio or video cued; multiple DVD excerpted in clips, cuts or chapters—one to two minutes each. Up to
4 minutes total.

» Up to eight slides or up to three recent exhibition catalogues. You may submit maquettes of work-in-progress
instead of slides. Please call CEG staff first.

» Note: You may also submit a combination of these sets (for instance, one video and four slides).

WORK SAMPLE DESCRIPTION

Use the space provided on the Work Sample Sheet to contextualize the Work Sample and to explain the relevance
to your proposed project.

HOW TO PREPARE YOUR SAMPLES OF WORK

» Label sample container with organization/artist name and title of work.

» If you are submitting more than one sample, number the samples in the order that they should be reviewed.

Slides

» Enclose slides in a clear plastic slide file sheet. Use plastic or cardboard mounts only. Make sure your name is
on the file sheet.

» Slides must be numbered 1-8 in the top right-hand corner, marked with group/artist name, and have a red dot
marked on the bottom left corner.

» Visual samples can be submitted digitally on CD-R (clearly labeled). 8 images.

Audio and Visual

» Audio and Visual samples must be cued. Due to time constraints, the panel may choose not to review the
entire sample. Limit the length of applause and commentary, and avoid pauses and fade-outs.

» Video samples must be in VHS or DVD format (clearly labeled).

» Audio samples must be on cassettes or CDs.

Other Materials

If your work samples differ from the above, please call CEG staff prior to submission.
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APPENDIX C: A QUICK OVERVIEW TO MANAGING YOUR
GRANT AWARD

This section is intended for those of you who are approved for a grant. Please keep in mind that CEG grants are
not reimbursement grants. \We pay a portion of your award up front, after you complete all the requirements
listed below. This section also covers how to manage your grant throughout the life of your project. Please keep
these guidelines on hand over the course of your grant.

1. REQUIREMENTS OFTHE CITY & COUNTY OF SAN FRANCISCO

Grantees must submit the following to show they are in compliance with city guidelines before any grant
disbursements can occur. In some cases there may be waivers available. These requirements are subject to
change and applicable to any and all active grants.

1.1. Organizations
» IRS 501(c)(3) determination letter for applicant/fiscal sponsor dated within 5 years.
» Fiscal sponsor agreement where applicable

» Minimum Compensation Ordinance (MCO). The MCO requires City grantees to provide the following to
their employees: minimum wages, paid and unpaid time off. The MCO applies to nonprofit organizations which
have at least $50,000 in cumulative annual business with the City, and have more than 20 employees, including
employees of any parent, subsidiaries and subcontractors. There are waivers you may request. For more
information, go to www.sfgov.org/mco. You can also contact MCO_Public_Office@ci.sf.ca.us or (415) 554-6269.

1.2. Organizations and Individual Artists

» Equal Benefits for Employees with Spouses and Employees with Domestic Partners. CEG grantees
must be certified as meeting the provisions of Chapter 12B (Non-Discrimination in City Contracts) of the San
Francisco Administrative Code, which prohibits the City and County of San Francisco from doing business with
any entity that discriminates in the provision of benefits (e.g., health insurance, retirement benefits, family
leave, bereavement leave) between employees with domestic partners and employees with spouses, and
between the domestic partners and spouses of employees. There are waivers for qualifying organizations.
For information and certification, go to www.sfgov.org/sfhumanrights or call the Human Rights Commission
(415) 252-2500. TTY/TDD (415) 252-2550.

» BusinessTax Registration Certificate.

» Nonprofit Organizations: All Nonprofit Organizations located in San Francisco must be registered for a
Registration Certificate. Obtain/complete the Partnership/Corporation Application form, bring it with your
501c3 letter and a list of the members of your Board of Trustees (including the SS# / home phone# of at
least one of them, or a notation as to why they do not wish to) to RM 140/City Hall, or fax it to 554-6207
Attn: Richard Simon.

» Insurance Certificates and Insurance Waivers
A certificate of insurance must be submitted for each of the three types of insurance otherwise, you must
request a waiver. Insurance requirements apply to both individual artists and organizations.

» Commercial General Liability Insurance with limits not less than one million dollar ($1,000,000) each
occurrence with an aggregate annual ceiling of at least two million dollars ($2,000,000). The City must be
listed as additionally insured with the San Francisco Arts Commission as certificate holder. If you do not,
contact staff.

» Worker’s Compensation with Employers’ Liability Limits not less than one million dollars ($1,0000,000)
each accident. This requirement is applicable if you have at least one employee. If you do not, you can
request a waiver for this requirement.
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» Business Automobile Liability Insurance with limits not less than one million dollars ($1,000,000). If
automobile is not used, you can request a waiver for this requirement.

» Insurance Waivers If you cannot meet any of the above insurance requirements, you may request a waiver
from the City’s Risk Manager. Waiver forms come as part of your grant agreement package.

1.3. Creative Space Grants: Additional Requirements for Capital Improvement Projects
No disbursement can be made unless Grantee has submitted the following to CEG staff:

» Evidence of title to the property on which the improvements are to be made or a copy of a lease that meets
the requirements described in the Guidelines, whichever is applicable.

» If the property has been leased by Grantee, then provide a letter from the property owner or the owner’s
authorized agent, on appropriate letterhead, stating that the owner has given Grantee permission to make
capital improvements to the property.

» Evidence that organization has documented such Building Permits as may be required for the work to be
supported by the grant and that it has obtained those permits. Staff may defer this requirement provided
Grantee can document that it has filed applications for required building permits in a timely manner and is
waiting to receive them.

2. GRANT DISBURSEMENTS
Note: Disbursement forms (invoice) are attached to your grant agreement as an appendix.
At the discretion of staff, Exploration Grants will be disbursed in two installments, as follows:

1. Up to 80 percent as an advance on the satisfactory execution of the grant agreement and other
preliminary City disbursement requirements.

2. Up to 20 percent as final payment, after the completion of the project and submission of a satisfactory
Final Report.

Since project time frames may overlap in successive grants, a grantee may still be working on a project from a
previous grant cycle when another grant is awarded in this round. In this case, no disbursements from the new
grant will be made until the previous project has been completed.

3. GRANT REQUIREMENTS AND DEFAULTING
Note: Report forms are attached to your grant agreement as an appendix.
Please pay close attention to our requirements and be certain that you are able to meet them.

If your organization fails to meet the requirements satisfactorily, your organization will be considered in default, in
which case the grantee and its fiscal sponsor (where appropriate) will not be able to seek support from the Arts
Commission for three years. Staff is required to report on the resolution of previously defaulting applicants when
they return to eligibility and submit proposals.

» Final Report: Grantee must submit a satisfactory final report by its due date. Reports include a narrative and
appropriate financial documentation. Grantees that are repeatedly late in reporting will have more stringent
disbursement guidelines.

Addendum/Extension: Grantee must notify CEG staff of substantial changes to the focus and/or scope or timeline
of project as initially outlined in their proposal (artistically, administratively or financially). If an organization finds

it necessary to implement changes, it MUST seek an addendum and/or extension in writing and in advance. The
addendum/extension should be requested as soon as the change is identified and before the expiration of the
project time frame.

» Grant Period: Grantees that have not completed their projects by the end of the project time frame without
seeking an extension may have their grants terminated at the discretion of the CEG staff.

» Limit of Extensions: Projects not completed within two years of the end of the original Project Period will be
considered in default.
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CONTACT CULTURAL EQUITY GRANTS
PROGRAM STAFF:

Ebony McKinney, Program Associate,
415.252.2553, ebony.mckinney@sfgov.org

Lucy K. Lin, Program Associate,
415.252.3257, lucy.lin@sfgov.org

OFFICES:

San Francisco Arts Commission
Cultural Equity Grants Program
25 Van Ness Avenue, Suite 200
San Francisco, CA 94102

MAILING ADDRESS:

San Francisco Arts Commission
Cultural Equity Grants Program
25 Van Ness Avenue, Suite 240
San Francisco, CA 94102

WEBSITE:

Cultural Equity Grants Program

Guidelines and Application are also
available to download in pdf form online at
www.sfartscommission.org/ceg/index.html

Design by ade
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