Instructions for Project Data Sheet

If the form is closed without all the required fields completed an error warning will alert you that certain fields need to be completed.  The form can be saved and closed and re-opened at a later period to complete the required information.
1.   Applicant Information

· Project Number  – Leave blank (Assigned by Council)

· Application Number  –  Leave blank (Assigned by Council)

· Project Name – Provide a short descriptive name for the proposed project 
55 character limit)

· Organization Name – Applicant’s legal name

· Organization Website – If applicable, provide the applicant’s website 
address

· Organization Address – Street and floor or suite number

· Organization City/State – City and State

· Organization Zip Code – five or nine digit zip code

· Taxpayer ID Number – Provide taxpayer identification number (TIN)
· Project Period – Month/Day/Year.  Use numbers.  (i.e., XX/XX/XXXX) 
· Council Member – Leave blank (Assigned by Council)

· Council Staff – Leave blank (Assigned by Council)

2. Project Information
· Type of Applicant – Select the type of applicant from the pull down menu i.e., Non-profit, School District, County, etc.)  Select only one.  Partnerships/collaborations must choose one organization as the primary applicant.

· Type of Project – Leave blank (Assigned by Council)
3.   Project Funding– the “Total Project Costs” must equal the total of “Council    Funds” plus “Applicant Matching Funds” (if provided).

· Grant Type – Select Non-Poverty or Poverty from the pull down menu.  
The U.S. Census Bureau provides information on the percent of persons 
in poverty by state and county.   Go to www.census.gov/.  In the “People” 
section, click on “Poverty”.  Click on “Small Area Income and Poverty 
Estimates” to access the state and county data.
4. Contact Information – List the appropriate individuals with whom the Council will communicate for the indicated purposes.  Use the check box to auto-fill repetitive information for a contact.  The auto-fill information can be over written if necessary (i.e. email addresses).

5. Signatory Authority – Identify the organization Director (CEO or equivalent) who can legally enter into a contractual agreement on behalf of the applicant.

