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Application for Grant Funding
From the Arts & Culture Commission
(Use additional pages if needed)

Date of Application
Name of Organization:
Address:
Website
Name of Contact Person:
Address:
City:
Phone:

State:
Cell Phone:

Zip

Email:

Is this a Governmental or Tax Supported Social Service Agency?

Yes:

No:

Name of Event(s):
Date(s) of Event(s):
If your organization has received funds within the last five years from the City, list when and the amount:

Amount of Funding Requested:
Have you applied for or received grants from any other St. Charles City Board, Commission, Committee or
Department for this (these) or any other event(s)? If so, how much?

Does your organization have any other sources of income? If so, please list:

All guidelines, rules, application, grading matrix and other information
relating to Arts & Culture Funding are subject to change.
Revised 2/2017

Page 1

What is the purpose for which these grant funds will be used?

•

Attach full proposal to this application. Refer to the items in the Helpful Tips (See Page 4) contained in the
Guidelines for the Arts and Culture Grant Program when writing your proposal.

•

Attach your event’s operating budget to this application.

•

Attach copy of the organization’s 501(3)c letter

•

If the organization plans to request funding for multiple events during the fiscal year, you may submit one
application which explains all events.

•

Include documentation that the organization has met with the St. Charles City-County Library Information
Office for grant counseling and organizational development.

Clear Entire Form

Return the application and all supporting documents by U.S. Mail or by email to:
Don Stolberg, Staff Liaison to the Arts and Culture Commission
City of St. Charles
200 North Main Street Room 300
St. Charles MO, 63301
636-949-3551
donald.stolberg@stcharlescitymo.gov
Keep the Grant Funding Guidelines and Final Accounting Template for your reference.
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GUIDELINES for the
Arts and Culture Grant Program
The City of Saint Charles promotes participation regardless of race, color, national origin, sex, age, religion,
disability or political belief. The Arts and Culture Grant may not be used for programs or events of a religious
or political nature, or for programs or events that discriminate against any person or class of persons protected
by Title VII of the Civil Rights Act of 1964. Reasonable accommodations are provided upon request and in
accordance with the Americans with Disabilities Act. For assistance or to request a reasonable accommodation,
please call 636-949-3551 at least 48 hours in advance.
The link to the Grant application can be found at:
https://www.stcharlescitymo.gov/250/Arts-Culture-Commission
Helpful Tips
•
•
•
•

•

•
•

Read the guidelines before beginning the application process.
Attend a required information session with the St. Charles City-County Library Information Office for
grant counseling and organizational development. (see resources on the application form)
Plan answers carefully and remember that all applications are reviewed and scored on how well the
applicant meets the Eligibility and Evaluation criteria.
Don’t assume. The panel member who reviews the application may have no knowledge of your
organization or its programming. Make sure you describe existing and proposed programs in detail. The
application should stand on its own merits.
Proofread before submitting your grant application. Applications that contain typographical errors, poor
grammar, misspelled words, or incorrect addition or subtraction do not give a positive impression of the
organization and rarely score well.
Demonstrate adequate revenue sources for the project’s matching grant funds.
Be certain that your application and proposal answers the following questions:
1. What is the applicant organization proposing to do?
a) What are the goals of the event?
b) Are the proposed activities likely to achieve these goals?
c) Does the proposal clearly describe and justify the projects activities?
2. Why is the project being proposed?
a) How does the proposal benefit the community?
3. Where will the project take place?
a) Why was this area selected?
b) Are there better venues that may be available?
All guidelines, rules, application, grading matrix and other information
relating to Arts & Culture Funding are subject to change.
Revised 2/2017

Page 3

4. When will the project take place?
a) What is the timeline for accomplishing the work?
b) Is the timeline realistic?
c) Is the organization capable of keeping to the timeline and meeting its deadlines?
5. Who will participate in the project?
a) Who will the program serve?
b) Who will provide the services?
c) Who will oversee the project?
d) What are their qualifications?
e) Is a consultation, collaboration, or alliance with other organizations being considered? If not,
Why?
6. How are the chances of success being maximized?
a) Is the project’s approach practical?
b) How will success be measured?
OVERVIEW OF THE ARTS AND CULTURE GRANT PROGRAM
The City of Saint Charles supports enhancing the community’s quality of life through the arts and is dedicated
to promoting public participation in arts and cultural activities for residents and visitors. The Grant Program
was established to provide fledgling art and culture organizations with “seed” money to help them with events
that benefit the City of Saint Charles and its citizens. Its intent is to help these organizations learn the grant
process, to become self-supporting, and to develop to a point where they will no longer require a grant from the
Arts and Culture Commission.
The purpose of the Arts & Culture Commission is to:
• Improve artistic and cultural opportunities within the City of St. Charles
• Make recommendations to the Mayor and City Council
• Review suggestions for artistic and cultural projects, programs and festivals to be undertaken
• Encourage private participation and volunteer involvement in the various projects, programs and
festivals
• Establish awards and recognition programs as appropriate to recognize artistic and cultural
achievements within the City of St. Charles.

Application deadlines
Grant applications will be accepted Two (2) times per year and must be completed and submitted by 5:00 p.m.
on the third Friday in the months of June and December.

Size of grant award
The Arts and Culture Grant is a 50/50 matching grant. The maximum request is 50% of an organization’s
actual/eligible expenses for an event, up to $5,000. If the applicant plans multiple events during the calendar
year, one application that explains all events is sufficient. If any other city funding is provided for an event, the
amount of Arts and Culture grant will be offset, providing for a maximum of $5,000 city funding per event type.

Terms of grant support
The period of support for each grant cycle is January 1, through December 31, of the grant year. Grant funds
cannot be used for budgeted expenses incurred prior to or after the grant term and the matching funds required
for the grant must be collected during the grant term.
All guidelines, rules, application, grading matrix and other information
relating to Arts & Culture Funding are subject to change.
Revised 2/2017

Page 4

*A final accounting of expenditures will be due no later than sixty (60) days after the last grant funded
event. Failure to submit a financial accounting within that time period will result in forfeiture of
remaining grant funds and denial of future grants.

Allowable expenses
Production or exhibition related costs, payments to artists, and other direct costs with proper documentation that
are specific to the project outlined in the application are eligible for funding. Some advertising costs are
allowed, provided the portion of advertising cost charged to the grant is less than 25% of the total grant amount.
The following are not acceptable expenditures, including, but not limited to:
•
•
•
•
•
•
•

•

Taxes
Elimination of accumulated debt, fines,
penalties, costs of litigation
Personnel expense normally associated
with the general operations of the
organization
Operating/overhead expenses normally
associated with general operations of the
organization
Staff travel, meetings, conferences or
membership dues
Lobbying
In-kind contributions

•
•
•
•
•
•
•
•
•

Fundraising events or activities; events or
projects closed to the public
Projects already funded or completed
Receptions, social functions, or parties
Alcoholic beverages
Fireworks
Infrastructure
Scholarships, awards or cash prizes
Grant preparation costs
Cancelled checks payable to “Cash”
Receipts and invoices that do not have the
recipient’s name or date

ELIGIBILITY CRITERIA

Basic eligibility requirements
1. Submit application and all supporting documents by the grant deadline.
2. An organization must have received its IRS 501(c)3 designation and maintain the designation with the
IRS during the grant period. A copy of the organization’s 501(c)3 letter must be submitted with your
application. Failure to do so will cause the application to be rejected.
3. Grants require a contract between the organization and the City, subject to approval of the City Council.
An itemized budget for the event, activity, project or public service must be submitted with the
application. As this is a 50/50 matching grant; not more than 50% of the organization’s total budget for
the event(s) shall be funded from a Commission grant. Grants allocated and/or requested from other
boards, commissions, committees or departments of the City shall be listed on the application and the
total amount of city funds shall not exceed $5,000 per event, including the Arts and Culture grant.
4. Applicants should be aware that funding of special events, activities and projects is not guaranteed by
the application process. The Commission reserves the right to consider applications on their merits and
to fund those which in the opinions of a majority of the Commission have a higher benefit to the
citizens of Saint Charles and should receive assistance.
5. If the program receiving a grant takes place on City property, a Special Event Packet must be filled out
and received by the Greater Saint Charles Convention & Visitors Bureau no later than 90 days prior to
the event. Contact the Greater Saint Charles Convention & Visitors Bureau at 636-946-7776 or at
gsccvb@historicstcharles.com for Special Event Applications.
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6. The Commission shall consider the amount of assistance given to the applicant in the last five years.
The goal of the A&C Commission grant program is to reduce the amount of grant funding for an
applicant from year to year. If an organization resubmits in subsequent years and is approved, the
grant amount shall be reduced a minimum of 5%, to a maximum of 20% from the previous year.
7. Organizations receiving grant funding will need to provide the Greater Saint Charles Convention &
Visitors Bureau with advertising material at least 90 days prior to the event. The Arts and Culture
Commission logo shall be included in all advertising, banners and print materials for the event. Contact
the Greater Saint Charles Convention & Visitors Bureau at gsccvb@historicstcharles.com or at (636)
946-7776 to obtain a copy of the logo, if needed.
8. Funding cannot be used for city services such as, park rental, police protection, fire services, tent
inspections, promoter licenses or any other services provided by the City of Saint Charles.
9. Required Training: Each organization must meet with the St. Charles City-County Library
Information Office for grant counseling and organizational development at least once before an
application is submitted. Please provide documentation of that meeting with the application. Failure to
do so may cause the application to be denied. Please refer to Resources below for more information.
APPLICATION REVIEW PROCESS

Eligibility review
1. There is no charge to review the organization’s application.
2. Applications will be reviewed for completeness and eligibility by City staff and then forwarded to the
Arts and Culture Commission for its recommendation. Incomplete or ineligible applications will not be
forwarded to the Commission for review or recommendation.
3. The Commission will send a recommendation to the Mayor and City Council for action on the
application. A grant amount recommendation from the Commission shall not exceed the amount of the
requested grant.
4. The Mayor and City Council will have final approval authority regarding the grant.
5. After review of the application by the Arts & Culture Commission, the Mayor, and the City Council,
your organization will receive a letter to inform it of the decision made regarding the organization’s
application.
6. If approved, the organization must provide advertising material to the Greater Saint Charles Convention
& Visitors Bureau. The organization will be responsible for including the Arts & Culture logo on
all advertising, banners and print materials for the organization’s event/program/project.
7. If denied, the organization will have the opportunity to resubmit the application.

Appeal Process
Applicants who are not approved for an Arts and Culture Commission Grant will be notified and will have 30
days to submit a formal appeal. Applicants who believe their application was rejected for either of the following
two reasons may appeal to the Commission for reconsideration:
1. Influence of Commissioner(s) who willfully failed to disclose conflicts of interest; or
2. Provision of incorrect information by City staff at the time of scoring, despite the presence of the
correct information as part of the original application.
The applicant must be able to show a link between one of these circumstances and a low score or rating and/or
negative evaluation comment. Failure to submit a complete application by the deadline does not constitute
All guidelines, rules, application, grading matrix and other information
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grounds for an appeal. Dissatisfaction with the denial of a grant or with the amount of the grant is
insufficient reason for appeal.
Appeals must be presented through the Arts and Culture Commission Staff Liaison at the City of St. Charles,
200 North Main Street, Room 300, St. Charles MO, 63301 or emailed to:
donald.stolberg@stcharlescitymo.gov. The deadline for appeals is 30 days from the date of notification. All
appeals will be presented to the Commission for their consideration. The applicant will be notified of the
Commission’s final decision. All decisions of the Commission are final.

Grant payment
The City shall disburse the first fifty percent (50%) of the grant upon execution of the contract and shall
disburse the remaining fifty percent (50%) to be paid upon receipt of a complete accounting of income and
expenses related to each event, along with copies of all receipts and invoices. Receipts shall be detailed stating
what the payment is for and the amounts paid to substantiate a request for disbursement. Where a receipt or
invoice is unavailable, a cancelled check payable to the vendor may substantiate that an invoice has been paid
and that the request for reimbursement for expenses relate to the event. A report documenting how the funds
were expended is required within sixty days of the festival/event as stated in the contract. No additional grants
will be considered for a group which has not submitted this report to the City of St. Charles. Any unused or
unmatched funds remaining after the event shall be returned to the City within sixty (60) days of the event.

Reporting requirements
Final Accounting Reports are a requirement of the Arts and Culture Grant program. Failure to submit shall
cause a forfeiture of any remaining grant award and jeopardize future awards.

1. A final accounting of expenditures will be due no later than sixty (60) days after the event. The

2.
3.

4.
5.

6.
7.
8.

due date will be listed on your contract. No reminders will be sent. For questions regarding the final
accounting, please contact the staff liaison.
A sample Final Accounting template to list line items is included in this application package; however,
a similar template used by the organization is acceptable.
Make copies of all receipts and invoices for submission and keep the originals for your records.
Receipts must include dates and be numbered to match the correct line item that will describe the
expenditure. If an invoice is not available, a copy of the cancelled check is acceptable.
Future funding for organizations will not be considered for a group that has not submitted a final
accounting before the deadline.
After the review of an acceptable final accounting, your organization will receive the final 50% of the
grant. If your organization has not used the entire grant, your organization will be responsible to return
the remaining funds with a check payable to “City of St. Charles.”
Any unused or unmatched funds remaining after the event shall be returned to the City within sixty (60)
days after the event.
Any copies of cancelled checks not yet received from your bank at time of final accounting submission
must be forwarded to the Commission/City Staff immediately upon receipt.
City Staff, or its authorized representative, may call for a complete breakdown of actual event
expenditures, cash resources, and in-kind services and shall have access to the financial records of each
event.
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Resources:
St Charles City-County Library Free Grant Resources Program:
http://www.youranswerplace.org/nonprofit-services
Introduction to Grant Writers:
http://www.youranswerplace.org/introduction-grants-0
Steps to starting a 501(c)3 Nonprofit Organization in Missouri (Domestic):
http://www.youranswerplace.org/incubationstartup
St. Charles Arts & Culture Grant Application:
www.historicstcharles.com or www.stcharlescitymo.gov
Or contact Don Stolberg, Arts & Culture Staff Liaison donald.stolberg@stcharlescitymo.gov or
636-949-3551.
For a Special Event Application or to obtain a copy of the Arts and Culture Commission Logo for
advertising materials (to request the use of City property such as a park or the public streets for an event)
www.historicstcharles.com or Contact the Greater Saint Charles Convention & Visitors Bureau at
gsccvb@historicstcharles.com or at 636-946-7776 for Special Event Applications.

Checklist for Application:
Completely Filled out Application (Incomplete applications will result in denial)
501(3)c Letter
A written proposal
Budget
Documentation that the organization has met with the St. Charles City-County Library Information
Office for grant counseling and organizational development
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Arts and Culture Grant Funding
Final Accounting Form

Name of Organization:
Address:
City:
Contact Name:
Phone:
E-mail:

Number

State:

Zip:

Income Source

Description

Amount

Expense/Vendor

Description

Amount

1
2
3
4
5
6
7
8
9
10
11
Attach copies of invoices. Number the invoices to match the line items. Keep original invoices. Use additional forms if needed.
Send paperwork to: Don Stolberg, Arts and Culture Commission Staff Liaison
200 North Main Street, Room 300 St. Charles, MO 63301
636-949-3551, donald.stolberg@stcharlescitymo.gov
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Number

Expense/Vendor

Description

Amount

12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
Attach copies of invoices. Number the invoices to match the line items. Keep original invoices. Use additional forms if needed.
Send paperwork to: Don Stolberg, Arts and Culture Commission Staff Liaison
200 North Main Street, Room 300 St. Charles, MO 63301
Clear Entire Form
636-949-3551, donald.stolberg@stcharlescitymo.gov
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