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Before You Apply

Carefully read and Guidelines and Request for Proposals for the grant opportunity.

Each grant opportunity has a unique website URL. It is very important that you use the correct link
to ensure that you are applying for the right grant opportunity. (If the grant opportunity is by
“invitation only”, access to the application form will be restricted to selected groups.)

Start Early! Allow enough time for preparing your application and gathering your attachments prior
to the deadline.

All application materials must be submitted as PDF documents. A list of free and inexpensive PDF
software is included at the end of this guide.

Confirmation emails from the Online System will be addressed from “The Community Foundation
for the National Capital Region” at grants@cfncr.org. Please make sure that we are on your safe
senders list.

Need help? Please contact us at grants@cfncr.org or 202-955-589



Step 1: Sign in or Create an Account
1. Click on the link for the application.

2. You will be prompted to sign in or create an account. All applicants are required to have an
account. An account allows you to save unfinished applications and return to complete them later

and track a history of your submitted applications.

Online Grant Application System

Please Sign In

Welcome to The Community Foundation for the National Capital Region’s Online Grant
Application System. Sign in here to view your organization's account. Creating an
account allows you to save and continue working on an application and view a
history of your online applications. If your organization has not used our Online Grant
Application System before, please create an account. Only an email address is
needed to create an account.

E-mail Address:
I am a new online applicant
© Iam a returning online applicant.
My password is:

| continue |

Forgot vour password? Click here

3. If you have utilized The Community Foundation’s online system before, select “l am a returning
online applicant” and enter your email address and password.

4. If you are a new applicant, select “| am a new online applicant” and hit continue. You will now
create an account. A working email address is required to create an account. You will receive an
email confirming your new account and password.

Create an Account

An account allows you to access your saved and submitted applications at anytime. 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 Address:

Confirm E-mail:

Password (minimum of 5 characters):

Confirm Password:

Create an Account

Click here to go back to the login page

Need help? Please contact us at grants@cfncr.org or 202-955-589



Step 2: Fill in your basic organization information

1. Provide your Organization Name, Contact Information and Fiscal Sponsor information (if applicable).

2. Tell us the amount of your request and a brief 75 word description of the request.

® cocuired bafors final submisiean Page 1 2 Review My Applhcation  Prnlter Friendly Version Email Draft

Organization Information

ORGANIZATION INFORMATION

© Organization Lugaltame * Fields marked with a
wtucio red dot are required.
® Organization Address Ling 1

Organization Address Line 2

m

3. You can click Save & Finish Later at any point to return later to complete your application

Save & Finish Later | | Review & Submit

Need help? Please contact us at grants@cfncr.org or 202-955-589 3



Step 3: Upload your Application Materials

1. On the Attachments page you will upload your application materials. Only PDF documents will be
accepted. Please

2. At the bottom of the page, select the appropriate title that corresponds to the document you are
uploading.

3. Browse for the document on your computer.

4. Click Upload. Repeat for each required document.

R T Page 1 2 PRaview My Appliation  Printer Frisndly Vergion  Email Draf

Attachments

Upload your preposal mm-hhm.mhlal:mlnmﬂmnd proposal consists of the fellowing elamants. You can stcess a copy of the Guidelines and Request
for Proposals by dicking the button in the top o,

The following will not be sccepted:

«Password protected documents of any format

=Tip Filas

£ you have any quastions or concerns please contack a wa of The C Found: at 202-953- 3090 or ninBcfnor.org.

¥ Tt

IMPORTANT: Do not upload more than one document with each attachment title.

(]

Upload

The maximum size for all attachments combined is 200 MB. Please note that files with certain extensions (such as "exe", "com", "vbs", or "bat")
cannot be uploaded.

1 [m)
Title: Application Form (Required) -

File Name:

Upload

]

Need help? Please contact us at grants@cfncr.org or 202-955-589 4



5. Each attachment that you have uploaded will be listed at the top of the screen.

6. If you need to remove an attachment, check the box next to it and then click remove.

® ;oquired befora final submission Page 1 2 Review My Application  Printer Friendly Version
Attachments

Uploaded Files

Intraductary Sheet and Namative Sample Nonpeofit Cover and Manrative docs 06/23/2010 ©01:38:03 PM 10 KB

Total size of uploaded files 10 KB
Available 204,790 KB

Remove

7. Once you have uploaded all attachments you are ready to review your application.

8. Review the information that you have filled into the form and the attachments that you have

uploaded.
a. If you did not fill out a required field, the system will alert you and will not let you submit your
application.

b. Ensure that you do not have more than one document uploaded with each attachment title.

9. Click Submit.

Congratulations you have submitted your application to The Community Foundation. The application will
now appear in the Submitted section of your account and you will receive an email receipt immediately.

Need help? Please contact us at grants@cfncr.org or 202-955-589 5



My Account

My Account Login Website https://www.grantrequest.com/SID_966/?SA=AM

From My Account you can:
¢ View Open applications that have not been submitted.

e View Submitted applications.
e Access a Second Stage Application (if applicable).
e Email a copy of an application to someone else for review.
e Change your password.
Online Grant Application System
My Account

Contact Us  Exit

Account: i’amonﬁcfﬁcr.wﬁ l iﬁiii i iii‘iiiiiﬁ

Open

The following applications have been started but have not yat been submitted. To edit or submit an application, click on the application nama.
Please note: applications that have not been updated in over 120 days will be automatically deleted.

Application Name Project Title Requested m Last Updated

20788 08/03/2010 | N

Eall 2010 Neighbors in Need Fund Direct Senvices

Submitted

These applications have already been submitted. To view 3 summary of the application information, click the application name.

Grant Opportunity 1 25,000 123456 07/30i2010 1:43:38 PM G

You can make changes to an open application at any point up until the deadline, however once an
application has been submitted you cannot make any changes.

Need help? Please contact us at grants@cfncr.org or 202-955-589 6



After your application has been submitted
¢ You will receive an email receipt containing the contents of your application.

e To avoid confusion, please do not submit more than 1 application per grant opportunity. Also,
please do not send a copy of your application via email, fax or hardcopy.

e Consult the Guidelines and RFP for the grant opportunity to which you are applying for details about
the review process.

Need help? Please contact us at grants@cfncr.org or 202-955-589 7



PDF Conversion Programs
All application materials must be submitted as PDF documents.

When naming your file, please do not use special characters (such as /, *,% , etc.) or spaces in the file
names. Such files are unrecognizable as PDFs to some systems.

The list below contains some of the PDF generators available, many of which are free or very inexpensive.
The Community Foundation does not endorse any particular software.

Adobe
http://www.adobe.com/products/acrobatstd/main.html

CutePDF
http://www.cutepdf.com

Google free PDF writer
www.google.com

Open office
http://download.openoffice.org
(also includes Microsoft compatible Office apps - large download)

Primopdf
www.primopdf.com/

PDF4free
www.pdfpdf.com/pdfdfree.html

PDFcreator
http://docupub.com

Need help? Please contact us at grants@cfncr.org or 202-955-589



