
 
TO:       ARF (Animals: Respect & Friendship) Fund Grants Committee 

Judy Schoonmaker (Chair), Chaleen Abely, Nancy Cronin, Lindsay 
Lowell, Melissa Lowrey,  [Wally Jones, Ex Officio], Nancy Fischbach 
(Chair, CFMC Grants Committee), Cynthia Clegg 

 
 

 
 
FROM: Thayer Talbott 
 
DATE: August 26, 2015 
 
 
We will meet on: 

Thursday, September 10, 2015 
4:00 p.m. 

Community Foundation of Middlesex County 
211 S. Main Street, Middletown 

 
Our tentative agenda includes: 
 

1. Welcome and Introductions 
• CFMC and ARF (Animals: Respect & Friendship) Fund 

 
2. Overview – Competitive Grant Making through the Community Foundation 

• Grants Committee Guidelines and Roles and Responsibilities Document 

• Conflict of Interest Resolution and Form 

• Confidentiality Statement 

3. Review 2015 Process, -  See attached  

• Review and Scoring Process and Voting Guidelines 

• 2015 Timeline 

4. Estimated Available for Grant Making 

5. Confirm dates of next meetings 

6. Adjourn 
 
If for any reason you cannot attend this meeting, please contact Doretta at 860-347-0025 or email: 
Doretta@MiddlesexCountyCF.org. Thank you.    
 
Attached: Grants Committee Guidelines 

Roles and Responsibilities of Grants Committees 
  Due Diligence Policy 
  Confidentiality Policy 
  Conflict of Interest Resolution and Form 
  2015 Application Reviewer’s Guide 
  2015 Application and Instructions Packet 
  August through December 2015 Grants Timeline 

mailto:Doretta@MiddlesexCountyCF.org
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COMMUNITY FOUNDATION OF MIDDLESEX COUNTY 
COMPETITIVE GRANTS COMMITTEE GUIDELINES 

 
INTRODUCTION: Nothing in these Guidelines shall be construed to supersede the By-Laws 
or Certificate of Incorporation of the Community Foundation. Every effort has been made to 
align the three documents, but should any conflicts occur, the By-Laws and Certificate of 
Incorporation shall prevail. As stated in the By-Laws of December 17, 2013, which may be 
further cited below, “all provisions in the Certificate of Incorporation, [the] By-Laws or the Act 
that govern meetings, action without meetings, notice and waiver of notice, and quorum and 
voting requirements ... shall apply to committees of the Board and their members.” 

 
I. PURPOSE 
The Competitive Grants Committee shall develop and oversee the competitive grant distribution 
process and recommend grant awards consistent with donors’ wishes, community needs and 
available resources. 

 
The Grants Committee oversees the development and implementation of the Community 
Foundation of Middlesex County’s competitive grants funding program  in accordance with the 
CFMC’s policies and guidelines. The Committee shall review, research and recommend all 
competitive grants made by CFMC. The ultimate decision to fund competitive grants rests with 
the Board of Directors (the “Board”). The Committee is responsible for evaluating the grantee 
performance on an annual basis. 

 
II. MEMBERSHIP 
Members shall be current or past members of the Board and volunteers from the community. 
Committee members are appointed by the Chair of the Board with approval by the Board of 
Directors for a one year term running from January 1 to December 31. There shall be at least 
ten (10) members of the Committee, but no more than fifteen (15), with no more than three 
being past directors, and no more than four being current directors. The Board Chair shall 
serve as an ex- officio member of the Committee. The Board Chair appoints the Chair of the 
Committee. The Chair shall be a member of the Board of Directors. 

 
III. RESPONSIBILITIES AND DUTIES 
The Committee or its members shall develop and oversee the competitive grant distribution 
process and recommend grant awards consistent with donor’s wishes, community needs and 
available resources. Grants Committee members are responsible for the review process for 
competitive grants using the CFMC criteria. Members review grant applications and make 
recommendations to the full Board regarding funding. 

 
The Committee shall: 
1. Implement a comprehensive competitive grant funding program and process  with  

reporting and monitoring requirements as necessary for CFMC accountability. 
2. Develop grant review guidelines. 



Y:\Foundation #3\Foundation #3\COMMITTEES\Governance Committee\Committee Guidelines\Guidelines Final  

3. Honor the confidentiality inherent in the granting process. All discussion conducted at 
meetings, and the information distributed by and about nonprofit agencies, is confidential. 

4. Read and score assigned grant applications, participate in Committee meetings. 
5. Inform the Committee Chair of any grant review where participation has the potential for a 

conflict of interest. Prevention of actual or perceived conflicts of interest is an important 
responsibility for all participants in the grant making process. Protecting this aspect of the 
grant making process is critical to promoting and preserving the integrity of the decision- 
making of CFMC. Members should not vote on a grant application from an organization in 
which they, or a family member, have any direct financial or personal benefit. Reviewers 
should not vote on a grant application from an organization where they participate as a board 
member or in any other capacity that could create reasonable doubt as to their impartiality. In 
these instances, Committee members should disclose such relationships and recuse 
themselves from voting on that grant application. 

6. Make funding recommendations to the Board of Directors, adhering to the grant making 
policy, budget and granting schedule. 

7. Attend site visits of current and prospective grantees. 
 
Since the responsibilities of staff are an integral part of the work of the Grants Committee, the 
staff responsibilities are outlined in an attachment to this document. 

 
IV. SUBCOMMITTEES 
The Committee may appoint subcommittees, but no subcommittee will have final decision 
making authority on behalf of the Committee of the Board. The Chair of the Committee shall 
designate the Chair of any subcommittee. 

 
V. MEETINGS AND QUORUM 
The Committee will meet with such frequency and such time as its Chair or a majority of the 
Committee determines. For each competitive funding cycle, the committee shall meet as needed: 
to plan for the funding cycle, to review applications, to make funding recommendations, and to 
review the funding process just completed. Additional meetings of the Committee may be called 
by the Chair. 

 
A majority of the current members of the Committee shall constitute a quorum for the transaction 
of business at any meeting thereof, and the act of a majority of the members of the Committee 
present ay any meeting at which a quorum is present shall be the act of the Committee. 
 
VI. MINUTES 
The Committee shall maintain minutes of meetings and regularly report to the Board on 
Committee findings, recommendations, and actions, and any other matters the Committee deems 
appropriate of the Board requests. 
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COMPETITIVE GRANTS COMMITTEE 
GUIDELINES 

Attachment 1. Staff Responsibilities and Duties 
 
 
 
1. Conduct a thorough review and research of nonprofit agencies in the Middlesex County area 

that focus on the Mission of  CFMC. 
2. Develop a grant application form to be approved by the Grants Committee and Board. 
3. Work with the Grants Committee to develop and implement a grant review process that is 

approved by the Grants Committee and Board. 
4. Enhance and conduct appropriate grant application/submission training for potential grantees. 
5. Review the application and review process on an annual basis for opportunities to improve 

efficiency and effectiveness; 
6. Follow up with grantees on a semi-annual basis to review impact of funds disbursed by 

CFMC. 
7. Monitor grants awards and projects for completion, use of funds and results/outcomes of the 

project. 
8. Identify and track internal and external trends and developments and determine what effect 

they may have on the Community Foundation’s future program(s). 
 

9.  Stay current with changing community needs, trends in delivering programs, and the 
response of the nonprofit community to these needs. 

10. Ensure the review, research and recommendation process is mindful that CFMC is funded by 
donors committed to making an impact in the Middlesex County communities and will 
expect staff and the Grants Committee to 
A. Identify a means to measure the impact of the grant(s); 
B. Ensure that the dollar amount and number of grants recommended to the Board support the 

Mission of CFMC and follow grant making policies 
11. Ensure grant recipients understand current funding does not guarantee availability of future 

funds. 
12. Ensure that donor intent for each fund is honored. 
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COMMUNITY FOUNDATION OF MIDDLESEX COUNTY 

GRANTS COMMITTEE 
Roles and Responsibilities  

 
 

Summary of Responsibilities 

The Grants Committee shall develop and oversee the competitive grant distribution process and 
recommend grant awards consistent with donors’ wishes, community needs and available resources.   
Grants Committee members are responsible for the review process for competitive 
grants using the Community Foundation of Middlesex County criteria. Members 
review grant applications and make recommendations to the full Board regarding 
funding.  
 

Specific Responsibilities 

♦ Read assigned grant applications, participate in Grant Committee meetings.  
♦ Attend Grants Committee meetings to present the results of their reviews.  
♦ Inform the Chairman of the Grants Committee, if assigned a grant review where 

their participation has the potential for a conflict of interest.  
♦ Attend site visits of current and prospective grantees. 

 
Qualifications 

♦ Familiarity with community needs and assets  
♦ Ability to remain objective when reviewing grant applications, conduct detailed 

and thorough assessments and present a concise but thorough evaluation  
♦ Willingness to consider opposing opinions and work toward consensus  
♦ Ability to give the time and energy required for the meetings and review process 
♦ Exercise professional judgment and confidentiality 
♦ Enthusiasm for role and mission of the Community Foundation 
 

Conflict of Interest 

Prevention of actual or perceived conflicts of interest is an important responsibility for 
all participants in the grantmaking process. Protecting this aspect of the grantmaking 
process is critical to promoting and preserving the integrity of the decision-making of 
the Foundation. To ensure this integrity, members should not vote on a grant 
application from an organization in which they, or a family member, have any direct 
financial or personal interest. Reviewers should also not vote on a grant from an 
organization where they participate as a board member or in any other capacity that 
could create reasonable doubt as to their impartiality. In these instances, committee 
members should disclose such relationships and recuse themselves voting on that grant 
application.  
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Confidentiality 

All discussion conducted at meetings, and the information distributed by and about 
nonprofit agencies, is confidential. 

 
 
Diversity/Inclusion 
All committee members and staff should be mindful of the Community Foundation’s 
commitment to diversity and inclusion.  By diversity we mean differences of race, 
religion, gender, age, ethnicity, occupations, socio-economic status, educational 
background, geographic distribution, and sexual orientation. By inclusion we mean a 
policy that ensures that the views and perspectives of those affected by our decisions 
are considered in the decision-making process.  
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COMMUNITY FOUNDATION OF MIDDLESEX COUNTY 
DUE DILIGENCE POLICY 

 
Prior to making and paying a grant, the Foundation shall conduct an independent investigation of the 
prospective grantee, and using due diligence, shall establish that the prospective grantee qualifies to 
receive the grant, has the capacity to fulfill the terms of the grant, and is willing to furnish the 
Foundation with any required evaluative reports. 
 
 
Evidence of Qualification for Competitive Grants: 
 Charitable status and charitable purpose: 

a)  Grants may be made to organizations defined as a §501(c)(3) public charity and 
§509(a)(1), and must be used for charitable purposes as defined by IRC §170(b)(1)(A) 

b)  Primary data sources to verify public charity status include: 
i) IRS Business Mater File (BMF), Publication 78 and the potential grantee’s IRS 
determination letter. 

c)  A prospective grantee shall furnish a copy of its 501(c)(3) determination letter or evidence of its 
governmental status under Section 170(c)(1) of the Internal Revenue Code.  

 
In all cases, it will be left to the discretion of the staff and grants committee to determine what additional 
information may be needed from the prospective grantee.   Such information may include the 
organization’s most recent audit, annual report, IRS 990, current operating budget, program budget, and 
list of officers and board members.  Information required may vary depending upon the size of the grant 
proposed and the nature of the grant (i.e. competitive/donor-advised; purpose of grant, etc.).   
 
 
Donor Advised Funds Grants: 
Certain types of grants are prohibited under Pension Protection Act of 2006. They include: 

a.   Grants to individuals, including grants made directly to an organization for the 
benefit of a specific individual (ex: grant to a school) 

b.  Grants to donors, advisors or related parties  
c.   Grants for non-charitable purposes. 

 
The Community Foundation understands the Pension Protection Act of 2006 requires staff to perform 
grant expenditure responsibility when such is required by law or policy. Grants to organizations not 
described in §170(b)(1)(A) of the Internal Revenue Code such as non charities, private non-operating 
foundations, or certain supporting organizations of public charities all require expenditure 
responsibility. 

 
Supporting organizations receive public charity status from the IRS due to its particular relationship 
with another publicly supported charity or government unit. Based on that relationship, a supporting 
organization is defined as Type I, Type II, or Type III. Type III supporting organizations are further 
defined as functionally or non-functionally integrated. Any type of supporting organization that 
supports a public charity which is controlled directly or indirectly by the donor, donor advisor, or 
related parties requires expenditure responsibility by the Community Foundation. Any non-
functionally integrated Type III supporting organization requires expenditure responsibility. 
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The following steps should be followed to determine whether a grant recommendation from a Donor 
Advised Fund requires expenditure responsibility: 
1. A prospective grantee shall furnish a copy of its 501(c)(3) determination letter or evidence of its 

governmental status under Section 170(c)(1) of the Internal Revenue Code. 
2. Verify that the organization is a public charity  

a. by checking its status in IRS Publication 78, the organization’s IRS determination letter, 
or IRS Business Master File,  

3. Utilizing the Council on Foundation’s Expenditure Responsibility Decision Tree (attached), 
determine if the prospective grantee qualifies as an organization that requires expenditure 
responsibility. 

4. If it is determined a prospective grantee qualifies as an organization that requires expenditure 
responsibility, the Community Foundation will not recommend the grant for Board of Directors 
review. 

 
Community Foundation of Middlesex County does not make grants to organizations and/or 
supporting organizations which require expenditure responsibility. 
 
 

Grants from Field of Interest Funds 
Staff will follow the steps required under Competitive Grants, and further will review proposals for 
appropriateness of funding based on the donor’s intent as stated in the fund agreement. Grants are paid 
out to appropriate organizations each year based upon funds available and approved by the Board of 
Directors. 

 
 
Grants from Designated Funds 
Staff ensures when working with a donor to establish a designated fund that the recipient 

organization qualifies for such a charitable grant. Designated grants are paid out to the relevant 
organization named in the fund each year based upon funds available and approved by the Board of 
Directors. 
 
 

Agency Endowment  Fund Grants 
Agency grants are paid out to the relevant organization named in the fund each year based upon funds 
available, unless otherwise requested by the agency, and approved by the Board of Directors. 

 
 
Approved by Board of Directors, May 25, 2005 
 
Amended by Board of Directors, December 13, 2011 
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POLICY RE: CONFIDENTIALITY AND ANONYMITY 

 

All agreements with donors and all information concerning donors and prospective 
donors will be held in strict confidence by the Foundation board, staff, consultants and 
volunteers, subject to legally authorized and enforceable requests for information by government 
agencies and courts. No employee of the Foundation will provide any information in response to 
a subpoena or other form of request without consulting legal counsel to the Foundation. All other 
requests for or releases of information concerning a donor will be honored and allowed only if 
permission is obtained from the donor prior to the release of such information. 

It is the Community Foundation’s policy not to release, sell or license any information in 
its database without a donor’s consent. 

A donor’s expressed wishes for public anonymity will be respected. Internally, only those 
individuals with a need to know for legal, processing or other substantive reasons will know the 
donor’s name or details of the gift. 

 

Approved by the Board of Directors on May 25, 2005 

 

 

__________________________________ 

Print Name 

 

__________________________________    _____________________ 

Signature        Date 
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Community Foundation of Middlesex County 
 

CONFLICT OF INTEREST RESOLUTION* 
 
I.  The Community Foundation of Middlesex County (the “Foundation”) recognizes that the Foundation must 

avoid conflicts of interest and the appearance of conflicts. 
 
II.  The Foundation recognizes that its staff, members of the board and its committees, volunteers, and their 

respective families, serve as employees, volunteers and consultants for organizations that may seek 
funding from the Foundation or receive its investment funds. 

 
III.  To avoid conflicts of interest and to minimize the impact where conflicts are unavoidable, staff and board 

members, and members of all committees including non-board volunteers, are required to: 
 

A. Disclose to the President (or in the case of the President or a Board Member, to the Board) 
participation by themselves or  a Related Person as a board member, employee, consultant or 
representative for any organization that seeks funding from the Foundation, or any entity with which 
the Foundation is investing or contemplating investing funds. For the purpose of this Resolution, a 
“Related Person” is one or more of the persons or entities enumerated in Article V, Section 5.2 of the 
Foundation's Bylaws. 
 

B. Disclose to the President (or in the case of the President or a Board member, to the Board) any other 
business or financial transaction between themselves or a Related Person and the Foundation. 

 
C. Recuse themselves from involvement in any decision or discussion in which they or a Related Person 

have a business or financial interest, unless otherwise approved by the Board as provided in Article V, 
Section 5.2 of the Foundation’s Bylaws. 

 
IV. The board shall keep a list, to be updated annually, of the organizations on which board members, 

committee members, staff, volunteers and Related Persons serve. In the interests of minimizing the 
potential for conflicts of interest, it is desirable, but not required, that no more than two board members 
serve as members of any one community board or serve as fund-raisers for the same organization. 
 

V.  Lobbying by grant applicants throughout the application process with any member of the board or 
committee is considered inappropriate and unacceptable. When such contact is made, the board or 
committee member is expected to notify the Foundation staff and refer the applicant to the staff for 
discussion of the issue or application. 
 

VI.  Board, committee members and staff are prohibited from accepting gifts of more than nominal ($25) value 
from applicants or those seeking investment funds from the Foundation. 

 
VII.  Any Board, committee member or staff member who becomes aware of a potential violation of these 

provisions shall report such suspected violation following the procedures set forth in the Whistleblower 
Policy, Section 4 “Reporting Violations.” Potential violations shall be handled by the procedures set forth 
in the Whistleblower Policy, Section 5 “Compliance Responsibility,” Section 8 “Confidentiality,” and 
Section 9 “Handling of Reported Violations.” 

 
* All references to the Board include any committees of the Board, including those with non-board members.   
 
Note: All Board of Directors members, committee members, volunteers, and staff will complete a new Conflict of 
Interest Disclosure annually in January for the upcoming fiscal year, even if there are no changes to an 
individual’s statement. 
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Community Foundation of Middlesex County 
Committee Member Disclosure Form – 2015 

 
The following is from the Board approved Conflict of Interest Policy: 
 
To avoid conflicts of interest and to minimize the impact where conflicts are unavoidable, staff and 
board members are required to: 

Disclose participation by themselves or members of their immediate families as a board 
member, employee, consultant, volunteer or representative for any organization that seeks 
funding from the Foundation, or any entity with which the Foundation is investing or 
contemplating investing funds. 
The board shall keep a list, to be updated annually, of the organizations on which board 
members, staff and their immediate families serve.  Immediate family means spouse, children 
and parents.   

 
Committee member Name (please print) _________________________________________ 
 
Personal Organizational Involvements (Continue on back, if necessary) 

Organization Position/Involvement 
  
  
  
  
  
  
  
  
  
  
  
  
  

  
Immediate Family Member Organizational Involvements (Continue on back, if necessary) 

Organization Position/ 
Involvement 

Immediate Family 
member 

   
   
   
   
   
   
   
   
   
   

 
 
(continued page 2 - please sign at the bottom of page 2 and return to the Community Foundation) 



Y:\Foundation #3\Foundation #3\POLICIES\Current Policies Approved by Board\Conflict of Interest Disclosure 
Form-Committee.doc Amended December 2008 

 
  Family relationship or a business relationship with any other officer, director, trustee or  
  key employee: 

Organization Position/ 
Involvement 

  
  
  
  
  
  
  
  
  
  

 
Personal Organizational Involvements (Continued from front) 
 

Organization Position/Involvement 
  
  
  
  
  
  
  
  
  

 
 
Immediate Family Member Organizational Involvements  (Continued from front) 
 

Organization Position/ 
Involvement 

Immediate Family 
Member 

   
   
   
   
   
   
   
   
   
   
   

 
 
Committee Member Signature ________________________________  Date ________________ 
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COMMUNITY FOUNDATION OF MIDDLESEX COUNTY 
Grants Committees 

2015-2016 Application Reviewer’s Guide 
 

Community Foundation of Middlesex County Funding Priorities 
 
Focus and Impact Areas have been established by donors and the Foundation’s Board of Directors.  Grants are 
available across the various focus areas:   
 
 Focus Areas: 

1. Animal / Human Welfare & Services (AW): Grants to this focus area provide for the needs (food, 
health and shelter), services (training, rescue and adoption) and educational programs provided by 
organizations dedicated to helping animals and their human friends. 
 

2. Arts (A):  Grants will help enrich the county’s quality of life with participatory and/or audience-
oriented artistic activities.  Grants may include, but are not limited to, special projects, productions 
or activities. 
 

3. Education (ED): Education is an essential part of the overall vitality of the community.  Grants are 
awarded to support opportunities both within and outside the formal education system to promote 
learning at any age, creating possibilities for self-sufficiency, personal growth and discovery, and 
better preparing our workforce for the future.   
 

4. Environment (EN): Grants to this focus area will enhance, protect or increase appreciation for the 
quality of the environment, including botanical beautification, of a specific area, the Connecticut 
River Estuary, or the whole of Middlesex County. 
 

5. Heritage Enhancement (HE):   Grants to this focus area will increase public understanding of the 
rich heritage of communities in our county.  Desirable projects would help the public develop a 
better sense of where we came from and broaden appreciation of our local stories and history. 
 

6. Human Services (HS):  Grants to this focus area provide for basic human needs (food, clothing and 
shelter), and opportunities for self-improvement for persons in need.  This may include financial 
assistance to programs that provide activities for children from low-income families and/or help 
adults become more productive, self-reliant members of society. 

 
7. At-Risk Boys and Young Men (BM): Established in 2013, the At-Risk Boys and Young Men Fund 

Committee’s mission is to provide grants for programs that help young men and boys reach their 
full potential. The Committee is interested in programs which focus on prevention, education, self-
respect and self-confidence, skill development, and enhance positive work and life experiences. 

 

8. Women and Girls (WG):  The Foundation’s Women and Girls Grants Committee is seeking 
applications that empower women and girls to be self-reliant and to reach their potential.  
Programs should be models in providing meaningful opportunities and services to women and 
girls.   
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The Foundation is particularly looking for grants that add value to, and have a positive impact on, the health 
and vitality of the Middlesex County community.  Grant applications should address a need within the focus 
area and demonstrate impact on the organization, project, community or persons served.  The Foundation 
seeks projects that possess some of the following elements: 

• address a documented need or concern of the focus area; 
• recognize and build on a community’s or organization’s strengths and assets; 
• build the capacity of community organizations and/or individuals to help themselves; 
• foster cooperative approaches to community issues through collaborations based on shared visions and 

mutual responsibility;  
• serve as a catalyst for attracting other resources, such as matching gifts; and 
• build infrastructure within the organization in order to meet its mission. 

 
Normally, the Foundation will not award grants to endowment, capital campaigns, sponsorships, and 
building programs nor to fund debt reduction or lobbying.  Grants will not be made to individuals, political 
organizations and campaigns.   
 
Reviewing the Application: 
 
“For Internal Use Only” box in the upper right-hand corner is coded as follows: 

• #: The letters designate the focus area and the two or three digits are the assigned 
grant number – these correspond with the last two or three digits on the scoring 
sheet under “Org ID-App. #” 

• Letter of Supp: If applicable, a Letter of Support was or was not submitted with the original 
application;  

NA – a letter was not required for the application. 
• Prev: These designations refer only to the Competitive Grants cycles and answer the 

questions, Has the organization previously applied, and Were they funded:  
 Yes (G) Yes, at least one previous application which was funded 
 Yes (NG) Yes, at least one previous application but never funded 
 No  No previous application 

• 3/1 GR YR: Will answer the question, was the organization funded in the previous two years 
– the corresponding years(s) is given based on whether the organization has 
received one previous grant or two. “G I” refers to Grant Year 1 and “GII” refers 
to Grants Year 2 in the “3 grant awards / 1 year off” cycle. 

 
When reviewing the letters, you may find the question below helpful. Please use your best judgment based on 
your current knowledge and experience in the community. Feel free to call Thayer or Cynthia at 860-347-0025, 
if you have questions specific to an application.  

1. How well does the application meet foundation priorities? 
2. Does the request demonstrate a local need for proposed service or program?   
3. Does the request propose effective, organized delivery of services to a well-defined population in 

Middlesex County? 
4. Does the request duplicate any existing services? 
5. Is the financial plan realistic?  Are there other funders?  Is there a plan for long-term funding? 
6. Is the agency an appropriate sponsor for the project:  qualified and in good financial health? 
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Scoring  
Please do not score the applications for the October meetings. 
Scores need to be submitted to Thayer by NOON on Monday, November 16th by e-mail 
Thayer@MiddlesexCountyCF.org or fax 860.347.0029. 
 
APPLICATION Scoring: 
   ___ (1) Recommend for Funding      
   ___ (2) Strong Merit; should be funded if dollars available 
   ___ (3) An Application with Possibilities; warrants further discussion 
   ___ (4) Decline 
 
Grants Review and Scoring Schedule: 
Sept. 17 Applications submitted to the Community Foundation 
 
Oct. 2  Application Materials will be available to Committees by 4 p.m. 
 
Oct. 3 to Oct. 14 – Committee members are asked to review the applications. Questions, requests for 
clarification, or requests for further information about any specific application may be submitted to staff by e-
mail or at the October Committee meetings.  
 
October 14, 4:00 p.m., at CFMC in the Board Room – Sari A. Rosenbaum Fund for Women & Girls Grants 
Committee Meeting to review applications 
 
October 15, Noon, at CFMC in the Board Room – Grants Committee Meeting to review applications 
 
TBD week of October 13, 5:30 p.m. – At-Risk Boys & Young Men Fund Grants Committee Meeting 
TBD week of October 13, 4:00 p.m. – ARF Committee Meeting to review applications 
 
Oct. 15 to Nov. 5 – Staff will contact organizations and request the information and/or clarification as 
submitted by the Committees. Staff will compile the responses and prepare a report which will be available 
with the scoring sheets.  
 
Nov. 6 Scoring Materials and Applicant Reports will be available to the Committees in both hard copy 

and by e-mail 
 
Nov. 16 Committees scores submitted to Thayer by NOON 
 
December 2nd & 3rd, Noon each day, at CFMC in the Board Room – CFMC Grants Committee Meetings  
 
December 3rd, 4:30 p.m. each day, at TBD – At-Risk Boys & Young Men Fund Grants Committee Meetings  
 
December 2nd, 4:00 p.m., at CFMC in the Board Room – Sari A. Rosenbaum Fund for Women & Girls Grants 
Committee Meetings 
 
TBD week of November 30, 4:00 p.m. at CFMC in the Board Room – ARF Grants Committee Meetings 



 
Application Information and Instructions 
 

PLEASE READ ALL INSTRUCTIONS BEFORE COMPLETING THE APPLICATION. 
 
Detailed information about Grants and the Focus Areas can be found on our website. 
 
Final applications for submission must be signed, stapled and submitted as hard copy. 

o Please provide a physical signature on your original application form; 
o Be sure to include one (1) original and sixteen (16) copies. 

 
To reduce waste and speed up processing, grant applications and attachments should be copied double-sided, whenever 
possible, and submitted without covers, folders or other packaging or collateral. 
 

All submissions must be received in hard copy at the Foundation office by 
Thursday, September 17, 2015 at 4:00 PM. 

 
           Collating Submissions:                                                 Applications include the following: 

ITEM ONE ORIGINAL 16 COPIES 
Completed Application Form, printed and signed. 
 √ √ 
Current Operating Budget: one page summary of the organization’s 
current operating budget. 
 √ √ 
Project Budget Summary: include amount requested, anticipated sources 
of income, and expenses for this project. 
 √ √ 
List of Board members and officers, with professional affiliations 

√ √ 
Nonprofit Documentation: one copy of your 501(c)(3) determination letter 
or evidence of 170(c)(1) tax exempt status. 
 √  
Collaborations between two or more agencies must include a Letter of 
Support from the executives of the partnering organizations. 
 √  
School-based Projects must include a Letter of Support from the 
superintendent and principal(s) of the participating school(s). 
 √  
   
Fiduciary Agent Status – Organizations that do not have tax exempt 
status at the time of application submission, must have a tax exempt 
Fiduciary Agent – for information and assistance, contact Thayer at 
860.347.0025 
Organizations requiring a Fiduciary Agent – Completed and signed 
Fiduciary Agent Form √  
 
All submissions must be received at the Foundation office by Thursday, September 17, 2015 at 4:00 PM. 
 



3 Year Grant Policy: Beginning with grants awarded during the 2009-2010 Competitive Grant Cycle, the Community 
Foundation instituted a “three-year-grant / one-year-off” policy, in which agencies receiving grant awards for three (3) 
consecutive years will not be eligible for a grant award in the fourth (4th) year and may not submit an application during 
that cycle. Note: This policy applies only to grants received during a competitive grant cycle. Grant funding received from 
donor advised, designated and field of interest funds at the Community Foundation are not considered under the “3-years-
grant/1-year-off” policy. 
 
 
Applications may be mailed to Community Foundation of Middlesex County, 211 South Main Street, Middletown, CT 
06457, or delivered to the Community Foundation office at 211 South Main Street, Middletown but must be received by 
the 4 PM deadline on September 17th. All applications will be acknowledged. 
 
Submissions of interim status reports or final evaluations from previous grants are required prior to September 17th. 
Evaluation Forms are available on the CFMC website. 
 
Organizations will be notified if further information is requested for consideration. Notification of final grant decisions will 
be made by December 30, 2015 with grant awards distributed in 2016. 
 

Application Instructions: 
 

The application is an Adobe “fill-form” – Please update your Adobe / Acrobat software to the most recent version before 
opening the application. The form has been tested on an iPad and may be completed using the Adobe Acrobat application. 
Other iPad PDF applications will not allow the form-fill option. The application has not been tested on other tablets.  
 
SAVE the application form to your computer before beginning to complete the application. Once you have saved the 
application to your hard drive, you will be able to save your work to the document. 

How To Save The Application: 
• When you open the Application PDF file on our website,  

o Click the Save File icon that appears when your mouse hovers over the lower-center area of the PDF 
document,     OR 

o Click File,  
o Click Save As, 
o Save to your computer. This will allow you to complete the application electronically, save your work, and 

print your application. 
Note: If you have difficulty opening the form once you have saved it on an Apple computer, Open the Acrobat Reader 
Program, and from File/Open, select the application file. 
 
TIPS For Completing The Application: 
 

• Complete all fields in the application. 
 

• Focus and Impact Areas: “Primary Area” and “Secondary Area” (Page 1) require a selection from the drop-down 
menus initiated by clicking the arrows on the right of each response block; these are our published focus and 
impact areas. Please refer to the last page of this instruction document for a list of the focus areas and their 
descriptions. 

 

•  “Geographic Area(s) Served By Program/Project” (Page 3): Please select only those responses served by the 
program/project for which you are requesting funding. 

 

•  “Synopsis” (Page 1) and Narrative Sections on pages 4 and 5 have maximum character limits: 



o Maximum character limits include letters, numbers and spaces. 
o The form will not extend the area allotted to fit text; please be sure your complete response is in the 

viewable area prior to printing. 
o The form will not allow further text to be entered into the field when you reach the maximum character 

limit. 
o We recommend you draft your responses in a document program (such as Microsoft Word) which allows 

you to calculate the characters within a piece of text. 
o Text can then be copied from a document program and pasted into the field. 

 

• Final Applications for submission must be signed, stapled, and submitted as hard copy. 
o Please provide a physical signature on your original application form; 
o The application should be signed by the Chief Executive Officer or other Organization Representative 

authorized to apply for and accept funding; 
o Be sure to include one (1) original and sixteen (16) copies; 
o Please include only those items requested on the check list on Page 1 of this document. 

 
Help Us Speed Up Processing and Reduce Waste: 
Grant applications and attachments should be copied double-sided, whenever possible, and submitted without covers, 
folders or other packaging or collateral. 
 
All Submissions must be received at the Foundation office by Thursday, September 17, 2015 at 4:00 PM. 
 
Interim status reports or final evaluations from previous CFMC grants are required prior to September 17th.  
 
Important Information: 

• Grants are awarded to 501(c)(3) not-for-profit organizations and 170(c)(1) governmental agencies serving the various 
communities of Middlesex County.  

• Grants will be awarded to organizations that provide positive impact on the community within the focus areas 
identified below and will be a minimum of $500.  

• Applications from previous grantees are welcome; continued funding will be considered by the Grants Committee, 
but is not guaranteed. 

 
The Foundation is particularly looking for grants that add value to, and have a positive impact on, the health and vitality 
of the Middlesex County community.  Grant proposals should address a need within a focus area and demonstrate impact 
on the organization, project, community, and/or persons served.  The Foundation seeks applications for projects that 
possess some of the following elements: 

• address a documented need or concern within a focus area; 
• recognize and build on a community’s or organization’s strengths and assets; 
• build the capacity of community organizations and/or individuals to help themselves; 
• foster cooperative approaches to community issues through collaborations based on shared visions and mutual 

responsibility; 
• serve as a catalyst for attracting other resources, such as matching gifts; and 
• build infrastructure within the organization in order to meet its mission. 

 
Normally, the Foundation will not award grants to: 

• endowments, 
• sponsorships, 
• capital campaigns, 



• building programs, 
• to fund debt reduction, 
• lobbying.   

 
Grants will not be made to individuals, political organizations and campaigns.   
 
FOCUS and IMPACT AREAS have been established by invested donors and the Foundation’s Board of Directors.  Grants are 
available in the following focus areas:  
  

1. Animal/Human Welfare & Services: The ARF! Animals Respect & Friendship Fund Grants Committee is 
interested in programs that provide for the needs (food, health and shelter), services (training, rescue and 
adoption) and educational programs provided by organizations dedicated to helping animals and their human 
friends. 
 

2. Arts:  Grants will help enrich the county’s quality of life with participatory and/or audience-oriented artistic 
activities.  Grants may include, but are not limited to, special projects, productions or activities. 

 

3. At-Risk Boys and Young Men: The At-Risk Boys & Young Men Fund Grants Committee seeks programs that help 
young men and boys reach their full potential. Programs may focus on prevention, education, self-respect and 
self-confidence, skill development, and the enhancement of positive work and life experiences. 

 
4. Education: Education is an essential part of the overall vitality of the community.  Grants are awarded to 

support opportunities both within and outside the formal education system to promote learning at any age, 
creating possibilities for self-sufficiency, personal growth and discovery, and better preparing our workforce for 
the future.   

 

5. Environment: Grants to this focus area will enhance, protect or increase appreciation for the quality of the 
environment, including botanical beautification, of a specific area, the Connecticut River Estuary or the whole 
of Middlesex County. 

 

6. Heritage Enhancement:   Grants to this focus area will increase public understanding of the rich heritage of 
communities in our county.  Desirable projects would help the public develop a better sense of where we came 
from and broaden appreciation of our local stories and history. 

 

7. Human Services:  Grants to this focus area provide for basic human needs (food, clothing and shelter), and 
opportunities for self-improvement for persons in need.   

 

8. Women and Girls:  The Sari A. Rosenbaum Fund for Women and Girls Grants Committee seeks proposals that 
empower women and girls to be self-reliant and to reach their full potential.  Programs should be models in 
providing meaningful opportunities and services to women and girls.   

 

If you have any questions, visit the Foundation’s website for details: www.MiddlesexCountyCF.org 

or contact Thayer Talbott at 860-347-0025 x203 or email Thayer@MiddlesexCountyCF.org. 

 

http://www.middlesexcountycf.org/
mailto:Thayer@MiddlesexCountyCF.org
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Instructions: Save to your computer before completing.  Responses can be typed into the form once saved. Complete all 
questions; review instructions document for full details before completing. 

I. Organization Information 
 

Legal Name of Organization _______________________________________________________________________ 
 
Division or Department Name (if applicable) __________________________________________________________ 
 
If affiliated with a Parent Organization (other than above), provide name _______________________________________ 
 
Mailing Address  _____________________________________________________________________________ 
 
Street Address (If different from mailing address) _______________________________________________________________________ 

 
Website Address   ____________________________________________________________________________ 

 
 Organization’s EIN#____________________________________  Year Organized ___________________ 
 
 Are you a 501(c)3 Organization?  ___ Yes             or     Other Tax Exempt Entity?   ___ Yes    Type ________________  
 

If your organization is not a 501(c) 3 tax exempt entity or division/department of a government agency or religious organization, 
you must have a Fiduciary Agent in order to apply for grant funding.  Your Fiduciary Agent must complete and sign the 2015 
Fiduciary Agent Form. The completed form must be submitted with your original application.  Contact Thayer Talbott, 
860.347.0025, for more information. 

 
 
 
Project/Program Name: _______________________________________________________________________ 

 
Focus or Impact Area (see Instructions Document for a complete definition of each Focus and Impact Area) 

 
Primary Area      Secondary Area 
(Select one) ____________________________________ (Select one)  _____________________________________ 
 

Dollar Amount Requested: $__________________  Total Project Cost: $_______________________ 
 

Synopsis (No more than two sentences describing what the grant will fund.) (Response limited to 300 characters with spaces.) 
 
 
 
 
 
 
 
 
 
 

2015 Grant Application 
 
SUBMISSION DEADLINE: 
SEPTEMBER 17 BY 4:00PM 

For Internal Use Only   #_______-- ________ 
Letter Of Supp:  Yes___     No___         N/A___ 
Prev. Application: Yes(G)__  Yes(NG) __  No__ 
3/1 GR YR           G1________  GII________ 
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Organization’s Fiscal Year:      Jan 1 – Dec 31 ___           July 1 – June 30 ___         Other: ____________________ 
 
Date most recent IRS Form 990 was filed:     Year of Return ______________      Date Filed ____________________ 
 

 Organization’s Total Operating Budget Year:  _______  Budget: $ _________________________ 
 

 
If you are a division or department of a large parent organization, what percentage of your division/department is 
funded by the overall operating budget of the parent organization and what is your division/department’s total 
operating budget: 
 

______ % Total Division Operating Budget: $___________________ 
 
If the parent organization funds 10% or less of the division’s operating budget, you must submit an operating budget for your 
division as well as the operating budget of the parent organization. 

 
  
  
 Board of Directors Information: 
  
 Total Number of Directors/Trustees:    ________     Total Number of Board meetings held last year:   ________ 
 
 Average number attending in person: ________     Percentage of Board who financially contribute: ________ 
  
 List any national and/or state accrediting organizations, if applicable: 
 
 
 
 

 
Executive Officer’s Name   _______________________________________________________________________ 
 
Title _____________________________________________________________________________________ 
 
Phone __________________________        E-mail _____________________________________________________ 
 
Contact Person for this application, if different from above _____________________________________________________________ 
 
Title ________________________  Phone ___________________  Email __________________________________ 
 
Contact Person for this program, if different from above _______________________________________________________________ 
 
Title ________________________  Phone ___________________  Email __________________________________ 
 

 Briefly state the organization’s mission (character limit 750 with spaces): 
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 Brief description of organization’s background/history (character limit 1,000 with spaces): 

 

 

 

 

 

 

 

“3-years-grants/1-year-off” Policy For Competitive Grant Funding 
CFMC instituted a “3-years-grants/1-year-off” policy beginning in the 2009-2010 cycle for organizations receiving 
funding through the competitive grant making cycle. 
If an organization receives grant funding for 3 consecutive years through the competitive grant making process, the 
organization will not be eligible for a grant in the fourth (4th) year and must wait one year before applying for funding 
again. 
Note: This policy applies only to grants received during a competitive grant cycle. Grant funding received from donor advised, designated and field 
of interest funds at the Community Foundation are not considered under the “3-years-grant/1-year-off” policy. 
   
Have you applied for funding from CFMC previously?   __ Yes  __ No 
 
Did you receive a grant in the ___ 2012-2013 cycle; ___ 2013-2014 cycle, ___ 2014-2015 cycle? 
* Please check all that apply. If you answered yes to all three grant cycles listed, you are not eligible to apply during the current competitive cycle. 
 
 
 

II. Grant Program/Project Information 
 

Total Number of People in Middlesex County Impacted by this Program/Project  ________________________ 
 

Geographic Area(s) Served By Program/Project (Please select only those which are directly served by this program.) 

___ All Middlesex County            ___ Upper County  ___ Lower County 

___ Adjacent County or Counties      ___ State-wide 

___ Chester                    ___ Clinton                   ___ Cromwell   ___ Deep River  ___ Durham  

___ East Haddam          ___ East Hampton    ___ Essex  ___ Haddam  ___ Killingworth 

___ Middlefield   ___ Middletown    ___ Old Saybrook ___ Portland   ___ Westbrook 
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1.  Purpose: State the needs or issues to be addressed with this project/program. (Response limited to 1,500 characters 
with spaces) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Proposal: Describe the project/program.  (Response limited to 1,500 characters with spaces) 
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1. Goals & Objectives: Describe the objectives, how the goals will be achieved, and timeline.  
(Response limited to 1,500 characters with spaces with spaces) 
 
 
 

  
 
  
  
 

 
 

 

 

 

 

 

 

2.  Assessment: How will you know if the project/program is successful? What quantifiable tools or metrics are you 
collecting? What outcomes are expected?    (Response limited to 1,000 characters with spaces) 

 

 

 

 

 

 

 

 

 

 

3. The Community Foundation funds both on-going and new programs, and we are interested in knowing if this 
program is  ___ new or ___ on-going? 
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III. Financial Information 
A. Does your organization receive support from the United Way or other federated funds? ___Yes   ___ No 

 
  If yes, list the organization and the amount received for the last fiscal year: 
  Organization    Amount 
 
 
 
 
 

B. Please provide a one page itemized budget of income and expenses of the program/project, including the 
amount raised or expected from other sources.  If the project is ongoing, please provide an explanation of how it 
will be funded in the future.  A sample budget form is available on the Community Foundation’s website.  
 

C. Please provide a one page summary of the organization’s current operating budget. 
 

If the parent organization funds 10% or less of the division’s operating budget, you must submit an operating budget for your 
division. 

 
 

IV. Additional Information 
A. Please attach a list of Board members and officers, with professional affiliations, to the application. 

If you are department or division of a parent organization, and you have a separate advisory committee or board 
from the parent organization, please submit a list of the advisory committee/board members, with professional 
affiliations. 
 

B. Please include one copy of your 501(c)3 determination letter or evidence of 170(c)1 tax exempt status. 
Additional financial documentation, including the organization’s most recent audit, annual report, and IRS Form 990 
may also be required. Only provide this information if requested. 
 

 
V. Collaborations:  The Community Foundation requires information about organizations or schools collaborating with 

your organization on this program. For the purposes of this application, collaborations are defined as partnerships 
where two or more agencies are equally committed, through staffing, funding, and resource allocation, to the goals 
and objectives of the program described in this application. Because the nature of collaboration requires two or 
more entities to work together, for the purposes of funding, only one organization may complete the application, 
and in doing so, accepts responsibility for all evaluative and fiduciary reporting to the Community Foundation.   
 
Is this a collaborative program/project with another organization(s)? ___ Yes  ___ No 
If YES, ensure one copy of the Letter of Support from each partnering agency’s executive officer is attached to the 
original application. 
 
Is this a collaborative program/project with a school?   ___ Yes  ___ No 
If YES, ensure one copy of the Letter of Support from the Superintendent and from the Principal is attached to the 
original application. 
 
Is this a new collaboration?  _____  Or       an on-going collaboration?   _____ 
 
If this is an on-going collaboration, how long has the collaboration existed? 
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 Please list each collaborating organization, its EIN number, and the names of the Board Chair and the Chief Executive 
Officer (or School Superintendent and Principal, if this collaboration is with a school): 

 
Organization: ____________________________________ EIN Number: _________________________________ 
 
Board Chair:  ___________________________     CEO/Superintendent/ Principal: ___________________________ 
 
 
Organization: _____________________________________ EIN Number: _________________________________ 
 
Board Chair:  ___________________________     CEO/Superintendent/ Principal: ___________________________ 
 

 
Organization: _____________________________________ EIN Number: _________________________________ 
 
Board Chair:  ___________________________     CEO/Superintendent/ Principal: ___________________________ 
 

 
   
VII. Marketing and Public Relations 
 Organizations receiving grants from the Community Foundation of Middlesex County should promote their funding 

awards according to the marketing and public relations guidelines established by the Community Foundation. By 
signing the application below, the CEO/Executive Director understands the Community Foundation’s marketing and 
public relations requirements if awarded a grant. The Community Foundation will host a seminar on marketing 
guidelines and tips for grantees annually. The Community Foundation’s Grantee Communications Kit may be 
downloaded on our website in the Nonprofit Resources section, middlesexcountycf.org/non-
profits/resources/forms-pr-guidelines/.  

  
  
 
CEO/Executive Director  
 
 
 _________________________________________________  _________________________________ 
 Printed Name       Title  
 
 
 ____________________________________________________   _____________________________________ 
 Signature        Date 

http://middlesexcountycf.org/non-profits/resources/forms-pr-guidelines/
http://middlesexcountycf.org/non-profits/resources/forms-pr-guidelines/
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Community Foundation of Middlesex County 
 TENTATIVE        Grant Making Process Timetable 2015-2016 

Revised 8/12/15 
Month Activity Responsibility Specific Dates 

August At-Risk Boys Fund Grants Committee Process Review 
Meeting Staff TBD-wk of Aug 18 @ 

5:30 PM 

 Grants Committee Process Review Meeting Grants Committee 
Tues., Aug. 18  
@ 8:30 AM. Chester 
Historical Society 

 W&G Fund Grants Committee Process Review 
Meeting W&G Fund Grants Committee Wed, Aug. 26 @ 4 PM 

    

September Applications Due to Community Foundation Organizations 
Thursday, Sept 17  
@ 4 PM 

 ARF Fund Grants Committee Process Review Meeting Staff TBD - wk of Sept. 14 @ 
4 PM 

    

October Application Materials to Committees ARF / At-Risk Boys / W&G Grants / 
Grants Committee 

Friday, October 2  
@ 4 PM  

 

Grants Committee meeting to review applications, 
request further information and specific questions 
(questions may be submitted by e-mail prior to the meeting 
also) 

Grants Committee Thurs. October 15 @ 
Noon 

 

ARF Grants Committee meeting to review 
applications, request further information and specific 
questions (questions may be submitted by e-mail prior to 
the meeting also) 

ARF Grants Committee TBD - wk of Oct 13 @   
4  PM 

 

At-Risk Boys Grants Committee meeting to review 
applications, request further information and specific 
questions (questions may be submitted by e-mail prior to 
the meeting also) 

At-Risk Boys Grants Committee TBD-wk of Oct 13 @ 
5:30 PM 

 

W&G Grants Committee meeting to review 
applications, request further information and specific 
questions(questions may be submitted by e-mail prior to 
the meeting also) 

W&G Grants Committee 
Wed. October 14 @  
4 PM 
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October / November Staff obtain further information from applicants, prepare 
reports and materials Staff Thursday, October 15 to 

Thursday, November 5  

November Applicant Reports and Scoring Materials to Grants 
Committees 

LHIftB / W&G Grants / Grants 
Committee 

Friday, November 6 @ 
4PM 

 Committee scores to MCCF staff LHIftB / W&G Grants / Grants 
Committee 

Monday, November 16 
@ Noon 

    

December Grant recommendations determined. Grants Committee Meeting 
Wed., December 2  

@ Noon 

 Final Grant recommendations determined. Grants Committee Meeting 
Thurs., December 3  
@ Noon 

 ARF Grant recommendations determined ARF Grants Committee Meeting TBD – wk of Nov. 30 @ 
4 PM 

 At-Risk Boys Grant recommendations determined At-Risk Boys Grants Committee 
Meeting 

Thurs., Dec 3 @ 4:30 
PM 

 W&G Grant recommendations determined W&G Grants Committee Meeting 
Wed., December 2  
@ 4 PM 

 Grants Approved Board Meeting Tues. December 15 
 Organizations notified. Staff By Tuesday, Dec. 29 
    

January – June 2016 Payments made to organizations. Staff January – June 2016 

 Public relations activities. Staff, organizations, volunteers Ongoing 

 Grantee Reception Staff and volunteers TBD  2016 
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