Galesburg Community Foundation
Grant Application Instructions – 2010
Instructions

Please adhere to the following guidelines when submitting a grant application:

· All parts and sections of the application must be answered in their entirety.

(consideration of grant is jeopardized if questions are left unanswered)

· Answers should be typed in the gray boxes (this form is easily navigated by using the tab key, arrow keys or clicking on boxes with your mouse – instead of the return key).  Hand written applications will not be accepted.
· Other than the information you’re providing, do not make any changes to the document.

· Only the required information should be included
· Do not send cover letters or letters of support with your application; all pertinent information should be typed into the appropriate sections of the application

Application submission

These applications are available in an electronic form. Please save it to your computer, complete it and then email your final application, along with requested attachments, to the Foundation at   bpio@ahealthycommunity.org.  In the subject line of your outgoing email, please type “GCF Grant Application.”  If you are unable to scan and e-mail additional required documents please mail or deliver copies of said documents with your application.  Your entire application should be received at the same time, not in “waves”.
After you submit your application

· Upon receipt of your grant application you will receive an email from the Foundation confirming receipt. If you have not received a reply within two working days, please call the Foundation at 344-8898.
· Each request is thoroughly reviewed by program staff and the Galesburg Community Foundation Grant Committee.   

· During the review process, we may schedule a phone conference, a site visit or a meeting at the Foundation office to discuss the proposal in detail.

· Please advise us if circumstances arise which affect any aspect of your request, such as securing matching funds, personnel or financial changes.

Timeframe

· Deadline: September 1 (applications must be received via email by end of day or have been postmarked September 1)

· Notification of grant approvals and denials will occur during the week of October 19th.

If you have any questions, please do not hesitate to contact the Foundation at bpio@ahealthycommunity.org or call 344.8898 and ask for Bobbi Pio.

