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DEADLINES:
· May 15 – for projects in July, August or September (Q1)
· August 15 – for projects in October, November or December (Q2)
· November 15 – for projects in January, February or March (Q3)
· February 15 – for projects in April, May or June (Q4)
Included in this packet:

· Guidelines/Eligibility/Funding Limitations/Process

· Detailed Instructions for:

· Forms

· Narrative

· Support Documents

· National Coding Key Appendix
The following is an application checklist when preparing your application:

Submit one complete original signed application packet and eight (8) copies

· Basic Information Form

· Project Information Form

· Project Budget Form

· Narrative (not to exceed 2 pages)
· Resumes
· Additional Support Materials

It is strongly suggested that all applicants: a) consult with a member of the Arts Council of Beaufort County staff prior to starting the application process and b) submit the application for pre-review 2 weeks prior to the deadline.  Let us help you!

PLEASE NOTE: The following will not be considered for funding:  a)  Applicants who did not comply with previous grant contractual agreements (final report and proper accreditation) and b)  Incomplete applications.

ABOUT THE ARTS COUNCIL

The Arts Council of Beaufort County is a nonprofit organization which serves as the local arts agency for the artists, organizations, educators, and citizens of Beaufort County. The Arts Council’s mission is to sponsor, promote, encourage, and advance artistic, cultural, and educational activities in Beaufort County. The Arts Council office is located at 2127 Boundary Street, Suite 18A, Beaufort.  For more information, contact Arts Council of Beaufort County, P. O. Box 482, Beaufort, SC 29901; (843) 379-2787; or send email jw@beaufortcountyarts.com.
ABOUT THE COMMUNITY ARTS GRANT PROGRAM

The Community Arts Grant Program of the Arts Council of Beaufort County is a process, supported with public funds from the South Carolina Arts Commission, the City of Beaufort, John and Susan Bennett Memorial Arts Fund of the Coastal Community Foundation of South Carolina, and charitable donations from the Arts Council's fundraising projects. Small grants are awarded quarterly to nonprofit organizations, schools, individual artists, and teachers for cultural activities occurring in or benefiting the citizens of the greater Beaufort area.  A local panel, representing the communities of Beaufort County, is appointed by the Board of Directors of the Arts Council to review the project application packets and to recommend levels of funding. The Arts Council Board of Directors is responsible for approving funding decisions.  Under certain circumstances, an applicant may appeal the decision of the Council and request additional review or re-apply during the next quarter.

THE QUARTERLY DEADLINES

Submit original signed form and 8 (Eight) copies by:

· May 15 – for projects in July, August or September (Quarter 1)
· August 15 – for projects in October, November or December (Quarter 2)
· November 15 – for projects in January, February or March (Quarter 3)
· February 15 – for projects in April, May or June (Quarter 4)
*Applications must be received by 5:00 PM on due date at Arts Council office, 2127 Boundary Street, Suite 18A Beaufort, SC. If due date falls on a weekend or holiday, applications are due by 5:00PM on the next business day.*
ELIGIBILITY REQUIREMENTS

To be eligible for a grant award, a teacher must meet the following basic eligibility requirements:
· Be employed as a teacher in a school (K-12) or college in Beaufort County

· Obtain written permission—in the form of a signature on the application form—from the principal or administrator of his/her school

AWARD LIMITATIONS

Eligible organizations and individuals may apply for funding no more than twice during a fiscal year (July 1 through June 30). The cumulative funding cap for organizations, schools and individual artists awarded in one year is $2,000, and for teachers, $1,000.

Funding cannot be provided for:

· Capital improvements, mortgage payments, building construction, and renovation of a facility

· Entertainment costs for parties, receptions, and fundraising benefits

· Activities restricted to an organization's membership; funded projects must be open to the general public

· Projects not occurring in or benefiting Beaufort County

· Student productions/projects not sponsored or supervised by a teacher or school

· Non-cultural programs that are essentially recreational, social, or rehabilitational
· Travel expenses

· Per the SC Arts Commission, quarterly Community Arts Grant funding for Schools may not be used for artist in residencies
FUNDING CATEGORIES ~ Teachers
Projects involving visiting speakers and cultural demonstrations; funding may be provided for special arts resources or materials, to hire arts consultants or artists, or to purchase art supplies or other items for arts-related projects and activities.

· Maximum request: $500

· No match required

APPEALS PROCESS

Applicants may appeal the Council's decisions regarding their applications, however, dissatisfaction with the denial of a Community Arts Grant request or with the amount of an award is not sufficient reason to initiate an appeal. Formal appeals must be submitted in writing to the President of the Board of Directors within 7 calendar days of the notification letter of the Council's funding decision.

REVIEW & EVALUATION PROCESS

1) ARTS COUNCIL STAFF reviews applications for accuracy, completeness, and compliance with Community Arts Grant program guidelines.

2) COMMUNITY ARTS GRANT PANEL, comprised of artists, arts professionals and community members as appointed by the Board of Directors of the Arts Council for terms not to exceed three years, examines the applications and recommends levels of funding each quarter.

3) EXECUTIVE COMMITTEE/BOARD reviews panel recommendations and approves funding levels.

4) ARTS COUNCIL STAFF issues notification letters and award contracts.

TIMELINE

DEADLINES

Applicants are highly encouraged to consult with an Arts Council staff member prior to starting the application process and submitting the application for pre-review 2 weeks prior to the deadline.   Applications must be received at the Arts Council office (1111 Boundary Street, Beaufort) no later than 5:00 p.m. on the deadline date or, if the deadline date occurs on a weekend or holiday, on the first working day after the deadline. Late applications cannot be considered without prior approval.    
All applicants will receive a letter informing them of the funding decision.  Applicants may contact the Arts Council staff to discuss the panel's comments.  When a Community Arts Grant is approved, a contractual agreement specifying the terms of the Community Arts Grant accompanies the letter to the recipient. All brochures, fliers, programs, public announcements et cetera must state the following:

This project is partially funded through a grant from the Arts Council of Beaufort

County with funds from the City of Beaufort and the South Carolina Arts

Commission through the National Endowment for the Arts. Additional

funding is from the John & Susan Bennett Memorial Arts Fund of the

Coastal Community Foundation of South Carolina.

A Final Report must be furnished to the Arts Council within 30 days following the completion of the funded activity.  Accurate records of the project and expenditures must be kept by the applicant for all activities related to the grant for a period of five years.

Note:  Grant recipients who do not comply with the terms of the contract listed above (accreditation and final report) will not be considered for further funding.

Please read all application instructions carefully

Required Application Materials & Instructions:

· All application materials must be typed and submitted on 8.5 x 11 white paper

· Margins must be at least one (1) inch on the top, bottom and sides of all pages

· Use black type in a legible typeface no less than 12 point

· Each page/item of material must be labeled clearly with your name; number pages sequentially

· Do not include any more information than requested

· Do not use 3-ring binders, folders, or bind the application materials in any way other than with binder clips or paper clips

The application package must include a complete collated set, with original signature, and eight (8) copies of the following items:

1. One Form- “See Attached” is not acceptable, form must be completed as prescribed
Please complete the form as follows:

Part I  Basic Teacher Information:  (page 7)
· Type name, social security #, teaching discipline, street address, mailing address, phone number, email address and website address in the appropriate boxes
· List your previous Community Arts Grants by month/year and project title; e.g. 09/05 – “Project Title”; 03/06 – “Project Title”; if none, indicate with N/A
· Briefly describe the arts education programs in your school in no more than 500 characters

Part II Project Information: (page 8)
· Provide a one sentence project title

· Indicate the project beginning and ending dates

· Indicate total request amount
· Indicate the specific project line items being requested (e.g., artistic fees)
· Indicate the primary project artistic discipline from the list in Appendix A (page 10)
· Indicate the number/title of your primary project activity type from the list in Appendix A (p 10)
· Briefly summarize the cultural project/activities in no more than 500 characters

Certification and Release:

· Complete and sign appropriately (Note:  Must be signed by the school’s principal)
Part III Budget: (page 9) *Note you will want to turn off “insert” (by pressing the insert key) when filling out the budget form.
· List all expenses for this project per the form line items
· If you need more space, attach a separate sheet as follows:
· Type “see attached” in the appropriate blank

· Input the total amount on the form in the appropriate blank

· Label the separate sheet appropriately with name and “Additional Project Budget Information”

· Reference the line item name from the form
· Line A is the project expense total

· List all income for this project per the form line items

· Where (name) appears on the form, please include the name of the funder

· If you need more space, please follow the directions above
· Line B is the applicants project matching cash (per the income listed on the form)

· Line C is the project grant request amount

· Line D is the total project cash income

· Line’s A and D must be equal

2. Part IV:  Narrative 
· The Narrative can not exceed 2 numbered pages;

· Each page must be clearly labeled with your name and “Project Narrative;”

· Margins of at least 1 inch on the top, bottom, and sides of all pages;

· The typeface must be legible and at least 12 point; 
· Do not reduce line spacing; each paragraph should be separated with a line.
· Each item in the Narrative should be identified by the appropriate letter and topic heading

· Organize your topic responses using the boldfaced language contained in the questions; example:

A) Artistry

Educational and Cultural Aspects:  This project will address….

· Pay attention to Review Criteria Indicators, as panelists will use these as guides for their review and rating of your application.
· Be brief, but thorough. This is your chance to sell your project! Please address ALL four points within your narrative.

A) Artistry
· Describe the educational and cultural aspects of this project

· Describe your goals in undertaking the project and what you hope to achieve

· Provide information on key personnel and collaborating organizations and use of other artists (if applicable). Indicate how and why these people and organizations were selected. 
Artistry Review Criteria - 50 points
The applicant demonstrates the ability to maintain high professional standards and that the project will exhibit excellence, creativity and individuality.

Artistry Indicators: 
· Résumés of applicant and other artistic personnel involved 
· Evidence that the project design is feasible and well-planned 
· Submitted support materials 
B) Public Impact
· Describe the need you are planning to fulfill and anticipated outcome
· Describe how the project will affect students and indicate how many students may be involved
· Identify additional audiences (other than school students), if applicable
· Identify external support from the local cultural community, if any
· Explain how you will evaluate/measure the success of the project

Public Impact Review Criteria - 30 points
The project benefits the artist and/or the community at large or SC artists.

Public Impact Indicators: 
· Demonstrated need for the project 
· Cooperative relationships and support from other artists and community organizations and/or businesses
· Evidence of evaluation method

C) Project Management
· Describe what you plan to do (e.g., when the project will occur, where the project will take place, and how the activities will happen
· Explain the expenses (per the project expenses listed in the budget form) involved in conducting the project successfully and how the expense estimates were developed
· If applicable, describe marketing/distribution, media, and other promotional activities. 
· Describe, if applicable, how will you reach and involve underserved populations
· Clearly identify other sources of financial support to be provided throughout the project. 
Project Management Review Criteria - 20 points
The applicant has the ability to implement the project.

Indicators: 
· Previous Final Report on file

· Previously awarded Community Arts Grants have followed the crediting guidelines

· Application follows all guidelines and instructions

· Evidence of more than adequate financial resources are available to complete the project  
· Well-planned project and marketing/distribution efforts if applicable
3. Part V:  Résumés 

Include a brief résumé for all principal artistic project personnel referenced in the narrative
4. Part VI:  Support Materials 

· Support material, if applicable, should be concise and informative in support of your project (this includes quotes for materials, etc….).
· Label all attachments and support material with applicant’s name and a heading describing the material. 

· NOTE: Original works of art will not be accepted. Support materials will be returned only if a self-addressed, stamped envelope (SASE) is submitted.

NOTE: Incomplete applications will not be considered for funding.

	Part I:  Basic Teacher Information

	Name:     

	Social Security Number:     

	Teaching Discipline:     

	School Name:     

	School Street Address:     

	City:     
	State:     
	Zip:     

	Mailing Address (if different from above):     

	City:     
	State:     
	Zip:     

	Phone:     
	Email:     

	School Website Address:     

	Previous Community Arts Grant Awards & Dates (mo/yr):

     


	Describe briefly the arts education programs in your school (no more than 500 characters):     



	Part II:  Project Information

	Project Title:     

	Project Dates  
	Beginning:     
	Ending:     

	Total Request Amount:     

	Specify Exactly the Project Budget Item the request will cover:

     

	Primary Project Artist Discipline:     

	Project Activity Type:     

	Brief Cultural Project/Activities Summary (no more than 500 characters):     



Certification and Release:

The undersigned certifies that he or she (1) is a principal officer of the applicant with the authority to obligate the above named organization; (2) has knowledge of the information presented herein; (3) has read the guidelines of the Arts Council's Community Arts Grant Program, herein by reference, and that this applicant complies with, and is made subject to said guidelines; (4) as the applicant or on applicant's behalf, releases the Arts Council, its employees, and its agents with respect to damages to property or material submitted in connection within
Name of Principal (Printed):     
Date:     
Signature of Above:(((((((((((((((((((((((((((((((((((
Part III Proposed Project Budget – Teachers; no match - “See attached” not applicable
Expenses (For this Project)

Outside Professional Services


Artistic Fees & Services


Describe

$     

Describe

$     

Describe

$     



$     
Itemized Supplies & Materials


Describe

$     

Describe

$     

Describe

$     

Describe

$     

Describe

$     

Describe

$     



$     

Space Rental






$     
Travel


Describe





$     
Marketing


Describe





$     




TOTAL PROJECT EXPENSES
$     


LINE A

Income (For this Project)

Applicant Cash






$     
Admissions/Sales





$     
Private Support


Corporate Name




$     

Foundation Name




$     
Government Support (do not include this request)


Federal Name





$     

*State/Regional Name




$     

Local Name





$     
Other Itemized Income


Describe

$     

Describe

$     

Describe

$     



$     

Total Applicant Matching Cash Funds


$      

LINE B

Grant Amount Requested from ACBC


$      

LINE C




TOTAL CASH INCOME

$      

LINE D


LINES A and D MUST BE EQUAL

* Highest priority will be given to those organizations that do not receive annual or long term operating support grants from the SC Arts Commission.
APPENDIX A

Primary Artistic Discipline

01 Dance

02 Music

03 Opera/Musical Theatre

04 Theatre

05 Visual Arts

06 Design Arts

07 Crafts

08 Photography

09 Media Arts

10 Literature

12 Folklife/Traditional Arts

14 multi-discipline

Primary Project Activity Type
01 Acquisition

02 Audience Services

03 Award/Fellowship

04 Creation of a work of art

05 Concert/Performance/Reading

06 Exhibition

08 Fair/Festival

09 Identification/Documentation

10 Institution/Organization establishment

11 Institution/organization support

12 Arts Instruction

13 Marketing

14 Professional Support-Administrative

15 Professional Support – Artistic

16 Recording/Filming/Taping

17 Publication

18 Repair/Restoration/Conservation

19 Research/Planning

21 Other Residency

22 Seminar/Conference

23 Equipment/Purchase/Lease/Rental

24 Distribution of Art

25 Apprenticeship/Internship

27 Translation

28 Writing about art

29 Professional Development/Training

30 Student Assessment

31 Curriculum Development/Training

34 Technical Assistance

35 Website/Internet Development

36 Broadcasting

99 None of the above
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