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GRANTS TO GREEN 
INSTRUCTIONS FOR APPLYING FOR AN ASSESSMENT AWARD

final application for assessment
Completing the Final Application: 

· Saving the Form: Before beginning to fill out the form, be sure to download and save the form to your computer. As Grants to Green will be receiving many of these Final Applications, please include your organization’s name in the file name and in the subject line of your emailed Final Application. (ex. “ABC Center - Final Application”) 

· Navigating the Form: With your mouse, left click the grey boxes to activate the drop-down menus or to type in or paste in your answers. Use the Tab key or your mouse to go to the next box or section. 

· The Best Choice: When asked to choose options from a drop-down menu, choose the best answer. 

· Format Rules: Use Times New Roman 11-point font. Allow the text to wrap automatically within the box. Do not use the Enter key to change lines. Do not recreate or alter the Final Application form or its questions.

· Character Counts: All character counts include spaces as characters.
Guidance on Specific Questions in the Final Application
The following information is intended to provide helpful tips to selected questions as you complete the application. The question number from the application is in bold, followed by useful information.
Organizational Background
1.1 This question asks you to describe the organization’s three main activities or programs. You may want to include frequency of programs/activities and/or target population.
1.2 This question is about organizational effectiveness. Share what measureable evidence is available to demonstrate the organization’s effectiveness in meeting its mission as well as enhancing its structure. This question is about the organization’s internal and operational effectiveness, NOT community impact.

1.3 Actual vs. estimated numbers – Grants to Green recognizes that many social service and health organizations collect demographic data about the individuals they serve. Other organizations that engage groups of people where a detailed interaction with individuals does not happen may estimate the people they serve. Please provide the source document for your data, such as intake forms, school records, census data, etc.

Geography – Grants to Green serves a 23-county region in North Georgia. Grants to Green wants to know how many people your organization serves live INSIDE the 23-county region and in which counties. The Other county category is for counties in Georgia outside of the 23-county region. The Other state category is for people the organization serves that live anywhere outside Georgia. The No data category allows you to indicate any individuals served whose data you do not have or were unable to obtain. Note the request for population living in the City of Atlanta. 

Your total figures and percentages should be consistent across all tables. Make sure that when all of the percentages in the table are totaled that they equal 100%. 
1.4 This question gives applicants an opportunity to identify characteristics of the population(s) it serves that are not associated with race/ethnicity, gender, age or place of residence. These characteristics could include level of income, immigrant or refugee status, levels of physical, mental or developmental disability or sexual orientation.
1.5 Grants to Green is interested in determining how many organizations currently are involved in advocacy activities related to environmental conservation. Please note that choosing “No” will not automatically disqualify the organization from getting to the next stage of review.
1.6 Grants to Green is interested in determining how many organizations currently have written policies in place regarding conservation, such as recycling programs, energy efficiency and teleworking. Please note that choosing No will not automatically disqualify the organization from getting to the next stage of review.
1.7 Use this answer space to elaborate on any environmental conservation advocacy and/or environmental sustainability policies the organization is involved in or has implemented.

1.8 Explain the organization’s most recent experience with a capital improvement project regardless of how small or how big.

2. Human Resources 

2.1 When entering in numbers, count each person, regardless of full-time or part-time status, as an individual. Ensure that those counted as staff members or consultants/contractors are paid; count the others (excluding board members) as volunteers. 
2.2 When filling out this section, ensure that these individuals are paid full-time or part-time staff. Remember to count each individual staff member as one person and to not include consultants, contractors or volunteers in this table.

2.3 This question provides the opportunity to detail staff characteristics that enrich the organization’s diversity and gives you an opportunity to highlight aspects of staff members other than race and gender, such as disability, age, sexual orientation, faith tradition or language skills. This may also include individuals with current or past experience with the issue the organization addresses, such as homelessness, substance abuse recovery or immigrant or cultural transition.
2.4 This question provides the opportunity to explain how the organization will utilize the expertise of its Board during the Assessment process.
3.0 The Request
3.1 For the building in the request enter the address information, physical descriptions requested (square footage, construction date and facility type) and leasing/ownership information. For rental/ownership information select one option from A to D. If the organization has accumulated debt for the purchase of the property please explain what the plan is for eliminating the debt. Indicate if utilities are sub-metered. If so, the organization will have the ability to track savings in utility costs and energy. Your organization must select “Yes” to be eligible. Describe the physical building and concerns the organization would like to address by conducting an Assessment. 
4. Partnership
4.1 Describe the process for starting and maintaining partnerships and relationships with other organizations. You may want to indicate if partnerships are formal or informal and/or the number and type of partnerships.
4.2 Identify the specific organizations, corporations, government agencies, etc. with whom the organization partners and may influence to be green.
5. Financial Information
5.1 This table asks you to list all sources of revenue and categorize these sources based on the restrictions placed on the money, such as a donor requesting that the contribution be reserved for a particular program. Total the sum of all figures across the rows and down the columns; calculate the percentages as requested in the table. Make sure that when all of the percentages in the table are totaled that they equal 100%. The Federal Accounting Standards Board’s Statement of Financial Accounting Standards No. 116 (FAS116) states that: 
A not-for-profit organization shall distinguish between contributions received with permanent restrictions, those received with temporary restrictions, and those received without donor-imposed restrictions. A restriction on an organization's use of the assets contributed results either from a donor's explicit stipulation or from circumstances surrounding the receipt of the contribution that make clear the donor's implicit restriction on use. Contributions with donor-imposed restrictions shall be reported as restricted support; however, donor-restricted contributions whose restrictions are met in the same reporting period may be reported as unrestricted support provided that an organization reports consistently from period to period and discloses its accounting policy. Restricted support increases permanently restricted net assets or temporarily restricted net assets. Contributions without donor-imposed restrictions shall be reported as unrestricted support that increases unrestricted net assets.( http://72.3.243.42/pdf/fas116.pdf)

Net Assets Released from Restriction: The only assets that can be released from restriction are Temporarily Restricted Net Assets. This occurs when the organization has satisfied the stipulations (conditions) placed on the contribution. Once satisfied, the funds become Unrestricted.
Total Revenue: The sum of earned and contributed revenue
Earned Revenue: Revenue or income that an organization receives in exchange for a service or product. Payments can be made by the direct beneficiary or recipient (for example, tuition) or by a third party (for example, performance-based government contracts). (Source: Nonprofit Finance Fund)
Contributed Revenue: Revenue or income received from individual, foundation, corporate or government donations. The donor may make contributions on an unrestricted basis (i.e. not specify the services to be delivered or the timeframe for service delivery) or may impose restrictions for use of the contribution under specific purposes. (Source: Nonprofit Finance Fund)
6.0 Use this space to clarify any information you need to make regarding a prior answer. Do not use this space to make the case for why the organization should support your request.
Authorizing Signatures

Authorizing Signatures: Prior to completing this section, review the Guidelines/Terms and Conditions for submitting a Final Application to Grants to Green. The Guidelines/Terms and Conditions describe how Grants to Green does business, addressing eligibility, submission deadlines, grant request amounts and other topics. Then enter in the name of the Organization Leader and the Board Chair and enter the date. Typing in the names of the Organization Leader and Board Chair acts as a signature; electronic signatures are not necessary. By typing in the names of the Organization Leader and the Board Chair, they authorize submission of the proposal and take responsibility for its content. 
Attachments Checklist
The preferred method for submitting attachments is electronic submission. Each attachment must accompany your application in order for the application to be considered complete. Please note that all attachments must be sudmitted prior to the deadline in order for your application to be considered complete. Incomplete applications will be declined and will not be reviewed.
Further explanation for the attachments: 

The following documents should be attached as separate documents and sent via email to the Foundation with your Final Application:

 FORMCHECKBOX 
 Copy of the Internal Revenue Service’s current 501(c)(3) designation letter 

 FORMCHECKBOX 
 Proof that the organization is registered and in good standing with the Georgia Secretary of State’s Office
 FORMCHECKBOX 
 One-page summary of the organization’s current strategic plan 
 FORMCHECKBOX 
 Signed and dated deed proving building(s) ownership or lease agreement proving long-term lease for at least 5 years or more
 FORMCHECKBOX 
 Letter from the Board of Directors signed by the organization’s Board Chair that includes a statement agreeing to allow Southface or the other entity that performed the assessment to present an executive summary of the findings of services to the Board or a relevant Board subcommittee as a 20- minute agenda item during one of its regular meetings. 

 FORMCHECKBOX 
 Completed Board Information Form: Download the form from The Community Foundation (www.cfgreateratlanta.org) or Southface (www.southface.org) website and complete the document.
 FORMCHECKBOX 
 Completed Green Champion Information Form: Download the form from The Community Foundation (www.cfgreateratlanta.org) or Southface (www.southface.org) website and complete the document. Please review the Green Champion Volunteer Description (on the Partners websites) before selecting a Green Champion.
Submitting a Final Application to Grants to Green
· Form: Applicants must use the form provided on The Community Foundation for Greater Atlanta or Southface websites. 
· Application Deadline: Grants to Green will only consider Final Application submissions for the upcoming deadline; old or outdated forms are not acceptable and will not be reviewed. Please check the date at the top of the application before completing and submitting the form. 
· Filing Your Application: Grants to Green accepts Final Applications any time prior to the deadline. Email your Final Application as a MS Word attachment to Grantstogreen@cfgreateratlanta.org no later than 5:00 p.m. on the deadline day. Submissions received after Noon based on the Grant Administrator’s computer date and time will be automatically declined as late. No staff may extend a Grants to Green deadline. Staff urges you to file your Final Application, complete with attachments, several hours in advance of the Noon deadline to avoid any computer-related problems that could arise when many applications are filed at one time. Note the name of the applicant organization and the phrase “Final Application” in the subject line of the email. 
· Acknowledgement of Receipt of Final Application: Every applicant will receive an automatic email reply notifying them that Grants to Green has received their Final Application. If your organization does not receive the acknowledgement email, please contact our Grants Administrator by calling (404) 688-5525
Questions?

You are encouraged to participate in an online orientation session. The cycle schedule is available on The Community Foundation for Greater Atlanta’s website: www.cfgreateratlanta.org and Southface’s website: www.southface.org. For further information, you may also email us at Grantstogreen@cfgreateratlanta.org. 
Page 1 of 4

