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unding Arts. Fueling Community.

Submittable How-To Applicant Handbook

On October 1st, 2019, ArtsWave began the launch of its new grantmaking
software system, Submittable. This handbook will serve as a quick how-to guide,

outlining each step of the application process.

How to Apply

1. Go to artswave.org, Click ‘Apply for Funding’ at the top of the page.
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Whaf's AfsWave? WaysioGive Communilyimpact Resources

ArtsWave is the engine for
Greater Cincinnati’'s arts.

Glfts from tens of thousands of individuals and companles create a wave of 100+

arts proJects and organizations that connect our region and make It vibrant.
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2. Select the grant program to which you would like to apply to, and click on the link to
apply within the details section. You will then be directed to the online Submittable
portal to complete your application.
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ArisWave Pride 4
The purpose of the ArtsWave Pride Grant Program is to promote, celebrate, and create inclusive arts experiences that may appeal

to or have relevance to the broader LGBTQIA community. ArtWave Pride grants will provide funding for arts or cultural heritage

projects that advance Cincinnati's reputation as a welcoming and inclusive community through the arts.

Click here fo apply: hitps:/ bmit/145008/prid it

Check back In early fall 2019 for more on

Young Professionals Grant Program

ArtsWave YP grants provide both seed funding fo support the development of new programming, as well as existing programming
with demonstrated impact in engaging young professionals. Grants are made possible by the donations of young professionals to

the 2019 ArtsWave Community Campaign.

The deadline to submit FY20 Letters of Intent has passed. Please check back In spring 2020 for more Information on the next cycle

of grants.

3. After reviewing the application guidelines, log-in to your account to complete your
application. For new users, select ‘Create your account’ to access the portal.

= application closes at 5pm on the deadline

** projects that start outside of this timeframe may be deferred to a future application deadline

Contact ArtsWave

Additional application questions may be directed to Krista Bondi, Interim Grants Manager, at
krista. bondi@artswave org or 513-632-0128 or Danielle Martin, Grants Coordinator, at
danielle martin@artswave.org or 513-632-0126.

Create Your Account ‘ Have An Account? Sign In

Powered by Qubmittable D @ 2019



Creating your Account
NAAANAANAAANAANAANAANAANAANAANAAN

1. Create an account by entering your e-mail, desired password, first and last
name. We recommend sharing one login account e-mail for your organization
to be used for future applications, grant requirements and communications.

Sign Up Sign In

Powered by Submittable "

2. You will receive an e-mail shortly after creating your account requesting that
you validate your e-mail address. Click on the link within the e-mail to validate
your e-mail.

Note: You will still be able to proceed with completing your application after
creating an account and will have the option to validate your e-mail after your
submission. Continue to next step.

Please confirm your email address Inbox x &8 @

Submittable Notifications <notification..  Sep 26,2019, 412 PM (17 hours ago) ¥y 4=
tome =

validate Your Email Submittable ©

Thanks for using Submittable. Qur records show you've created a Submittable account for

awapplicant@gmail.com. Please click the following link to validate your email address

hitps:/fartswave submittable. com/account/validateemail?code=5ce%d229-cb7 a-4cdd-9754-
28240921700

Thanks,
Submittable

Do not reply to this email. This address is used for notifications enly. If you need technical help,
contact Submittable Support support@submittable com

4. Reply » Forward



You will receive a notification confirming your e-mail has been validated.

Your Email Checks Out

Thanks for confirming your email address!

Powered by Submittable

Completing your Application
AN

1. Complete all required fields of the application with all relevant information.

D Foms x| aw Asply For Funding X [ ArtsWave Applizations Manager X 4+

ORGANIZATION INFORMATION

Organization Name *

Street Address *

city *

State *

You will have the option to save a draft of your application and return to
complete at any time prior to the application deadline.



2. When you are ready to submit, select ‘Apply’.

- a X
B Ferms X | aw ApalyForfindng X D) ArisWave Applications Manage: X |+
C @ answave bmit/ 145008 /pride-grnt-application % Q
Last Name *
Title *
E-mail *

“ ’ — ‘

Powsred by Submittable © 2019

@ Technicel Help | Privacy Policy

3. You will receive a message stating that your application has been submitted
successfully.
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Success!

You'll receive updates on your applications status by email You can also check its status at any time in your Submittable account.

f ¥ in 'Follow

Return to ArtsWave =



Checking on the Status of your Application
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1. You may log-in to check on the status of your application anytime. Upon
logging-in after a submission, your portal will display as pictured below.

& c @ managersubmittable.com/user/submissions

o

w
Submittab'e[:' Submissions  Discover Saved Following e ev

ArtsWave Applicant aQ

My Submissions

All Submissions Active Accepted Declined Withdrawn Saved Drafts Sort by date ~ ¥
We are the Arts ArtsWave - Pride Grant Application 09/26/2019
~S——
1result

2. Your application status will always display within the submissions tab to the left
of your application.

&« C # managersubmittable.com/user/submissions

w
Submittable[:' Submissions  Discover Saved Following e ev

ArtsWave Applicant a

My Submissions

\AII Submissions Active Accepted Declined Withdrawn Saved Drafts Sort by date N ¥

Received We are the Arts ArtsWave - Pride Grant Application 09/26/2019

1result



Received Status- Submission has been received
In-Progress- Application is currently under review
Accepted- Application Approved

Declined- Application Denied

Complete- All grant requirements have been fulfiled. Grant is now considered
closed.

3. Click on your organization link to view full details of your application. Here,
you will be able to review all activity regarding your applications, including e-
mail communications.

ACTIVITY MESSAGES CONTENT

Submission response sent to you. 09/26/2019 (17 hours ago)
Email:

Dear ArtsWave Applicant,

Thank you for applying! We have received your submission and look

forward to reviewing it.

Sincerely,
ArtsWave Impact Team

Submitted by you 09/26/2019 (17 hours ago)

4. Within the messages tab, you will be able to see all communications. You will
also be able to directly message any member of the Impact team within this
tab.



Download | Remove
ACTIVITY MESSAGES CONTENT FORMS

New Message

3 hours ago
From: ArtsWave
To: ArtsWave Applicant
Subject: A new requirement form has been added to your account
Please log in using the link below to complete your requirement form.
artswave.submittable.com/login

3 hours ago
From: ArtsWave
To: ArtsWave Applicant
Subject: Update on your application to ArtsWave’s Pride Grant Program

5. Within the content tab, you will be able to see all of the contents of your
application.

Download | Remove
ACTIVITY MESSAGES FORMS

ORGANIZATION INFORMATION

Organization Name

We are the Arts
Street Address

20 E. Central Parkway

Cincinnati

State

OH

Zip Code




Application Approval
NANAANAANAANAANAANAANAANAANAANAANAAN

1. Once an application has been approved, you will receive an approval e-
mail notification.

tome ~

Submittable ©

Dear Arts\WaveApplicant,

Congratulations!

+
It is my pleasure to inform you that ArtsWave has approved your application to Arts\Wave's Pride Grant Program.

To view your award amount, please login to your Submittable account using the link below:

https://artswave submittable comvlogin

After logging in, click on your application link. Your award amount will display at the top of your application page

The next step in the grantmaking process is for you to review the Arts\Wave Pride Grant grantee handbook and electronically submit the Arts\WWave Pride Grant

Acceptance Form, which consists of the follewing: 1) Vendor Survey, 2) W-3 Form, and 3) Authorization for Electronic Funds Transfer (cptional), via the

submittable portal. All required documents will be located on the Arts\Wave website under grantee resources within the "Apply for Funding' page. You may also

access the documents by clicking this link: hitps:/ivww artswave arg/in ris-i antees

The ArtsWave Pride Grant Acceptance Form is located under the Forms tab. You will receive confirmation upon submission of your form. After you submit your

completed acceptance form, we will issue your award payment in full. A final report, also accessible via the submittable portal, must be submitted within 30 days

of completion of your project

If you have any questions regarding your award or the decision-making process used by the committee to determine your award, please feel free to contact a

member of the Arts\Wave Impact Team.

On behalf of Arts\Wave and the Pride Grant Committee, congratulations on this award and best wishes for your continued success. \We are proud to be able to >

support this important work

2. Log-in to your Submittable account to view the award amount and
complete any additional forms/requirements. The award amount will be
displayed at the top of your application.

@& manager.submittable.com/user/submissicns/14033901#page-form-14033901

Submittable D  submssions  Discover  Saved  Following

Accepted
We are the Arts

Submitted to ArtsWave - Pride Grant Application on 08/26/2019 (23 hours ago)

Download | Remove

ACTIVITY MESSAGES CONTENT FORMS

mount Funded

6,000

ORGANIZATION INFORMATION

Organization Name

Wa ara tha Arts



Additional Forms and Requirements

1. After your application has been approved, you will need to complete a grant
acceptance form before funds can be distributed. The grant acceptance form
will include acceptance and aknowledgement of guidelines within the grantee
handbook and attachments of the organization’s 1.) W-9 form, 2.) Vendor
Survey and 3.) EFT (Electronic Funds Transfer) form (optional). You may access
the requirement form within the forms tab on your submissions page.

Download Remove
ACTIVITY MESSAGES CONTEN]|

= Grant Acceptance m
Pending

2. Payments are typically distributed on the 5t and 20t of the month in
alignment with ArtsWave payment schedule.



Contact Resources
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Submittable Support

support@submittable.com

ArtsWave Impact Team

Impact@artswave.org



mailto:support@submittable.com
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