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Volunteer Center Capacity Building Fund Application Template:
This document is a template available for applicants.  Please note it is important to review the full application on our website as this document does not include all information.
[bookmark: _GoBack]There is a 7 page limit on the narrative section for this grant.  This does not include the performance measures or budget.
All applications are due to info@serveindiana.gov by March 31st, 2016 by 5pm (EST)
Cover Sheet:
1. Name (Grant’s main contact):
2. Organization Name:
3. Address:
4. City/Town:
5. State:
6. Zip:
7. Website:
8. Email Address:
9. Phone Number:
10. Are you currently a state vendor?  Is yes, please provide your vendor number:
11. Have you completed the online bidder registration at http://www.in.gov/idoa/2464.htm ?  This is required if your organization is not already in the state bidder system.
Narratives:
VOLUNTEER GENERATION FUND ACTIVITIES 
The activities described below in Key Function #1 are minimum expectations for all applicants under the Volunteer Center Capacity Building Fund grant. Applicants must commit to doing at least 2 of the functions listed below in bold. Additional non-bold activities are encouraged and allowable activities under the grant. It is understood that new and/or rural applicants may only have the capacity to complete minimum requirements. Applicants serving urban areas are expected to include additional non-required activities to be considered a competitive application. If the applicant does not intend to implement key functions because they are already provided by another entity in the community and would create duplication of services, this should be noted in the narrative. If the applicant does not intend to implement an optional key function, this should be noted by putting “NA” in the narrative section. 

Narrative sections should describe grant activities in detail, as well as an overview of how those activities will be sustained after the grant term expires. Applicants are encouraged to be creative in identifying activities, programming, and partnerships within these functional areas to achieve their organizational goals, build sustainability, and meet community needs. For each section applicants should: 
1. Describe in detail how key functions will be met, including expected number, length, and/or frequency of services and activities, as relevant; and 
2. Outline the timing for activities. 

KEY FUNCTIONS 

1. Connect people with opportunities to serve. 
a. Build relationships with local nonprofits, schools and government entities that utilize volunteers in order to learn about their volunteer needs and to refer prospective volunteers to their organizations based on the volunteer’s skills, interests and abilities. 
b. Use, update and maintain an active database for the purposes of volunteer recruitment and management. Work with local volunteers and agencies to register and utilize database as the portal for volunteer recruitment, matching and data collection. 

Grantees will ideally have invested in an online connecting site with functionality that connects nonprofits’ volunteer opportunities and volunteers and the ability to manage volunteers during times of disaster. These grantees not utilizing an online platform must maintain a local database of opportunities to facilitate volunteer connection. 

2. Increase capacity for organizations to engage volunteers in meaningful service. 
a. Increase the capacity of organizations to implement effective volunteer management best practices, such as by providing or partnering to provide coaching, training, technical assistance, professional development opportunities, best practice sharing, and/or support. (required to select 2/3 bold initiatives)

b. Develop a skills-based volunteer program. Work with businesses to recruit skilled volunteers, and with nonprofits to build capacity to engage them. (required to select 2/3 bold initiatives)

c. Share information about the benefits of employee volunteerism with employers. 

d. Develop a fee-based program including community research, program development, marketing, training, recruitment, placement, tracking and evaluation and continuous improvement for the project. 

3. Promote volunteering. 
a. Develop a community volunteer recognition program, including submission of at least one local nominee for a state volunteer award. 

b. Conduct one-day project activities for Martin Luther King, Jr. Day of Service (on MLK Day annually) and 9-11 Day of Service and Remembrance (on 9/11 annually) and consider participating in other Days of Service, as appropriate for the community and program design. 

4. Develop internally and/or support partners in developing local programming/projects designed to utilize volunteerism as a solution to natural disasters and other community problems. 
a. In partnership with local emergency management officials develop or support an existing system for engaging unaffiliated volunteers during times of disaster (several national models are available for consideration). (required to select 2/3 bold initiatives)

b. Identify other programming that can be operated/managed by the Volunteer Center to address community needs, such as service-learning. Applicants are encouraged to consider programming that will generate revenue or resources as a way to build sustainability for the project. 

c. Engage volunteers in meaningful service within the Corporation for National and Community Service’s focus areas: education, healthy futures, environmental stewardship, veterans, economic opportunities, and disaster preparedness/response. More information on the CNCS focus areas can be found on their website at: http://www.nationalservice.gov/focus-areas. 

Other required information:

Organizational History: Provide a brief history of your work as an organization, including the year the organization was established. In addition, describe how the volunteer center program connects to the organizational mission and advances the goals of the agency. What expertise does your organization have with volunteerism and service and/or community development? Describe relevant experience with volunteer program development, volunteer management best practices, training, and capacity building. 

Organizational Experience and Accomplishments: Provide specific examples of your organization’s experience and past accomplishments in the proposed areas of activity and your experience operating and overseeing a program comparable to the one proposed. Discuss expertise in building relationships, partnerships and collaborations. 

Staff Responsibilities: Identify the key program and fiscal positions responsible for your proposed program, and the percent of time dedicated to the program. Explain relevant experience that staff has for administering a grant and program like this one. 

Management and Monitoring: Describe your capacity to manage a federal grant and to provide on-site monitoring of financial and other necessary systems. Provide examples of other federal grants received, including amount and duration. What infrastructure has your organization developed to ensure effective project oversight? Describe past experience in collecting and reporting performance measure data. 

Community Assets and Need: Please describe the community to be served by the program, including population, geographic location, and demographics of those served. Describe any documented community needs, and level of local philanthropic support. Describe plans to ensure the program’s sustainability without VCCBF funds in the future. Discuss non-federal commitments (in-kind and cash) that you have obtained, the additional commitments you plan to secure, and how they will be used to support this project. 

Community Support: Describe the level of community involvement in developing your program structure. What community stakeholders were involved or consulted for the development of the volunteer center, and what is the level of internal organizational support and external community support for the project? What plans do you have for community stakeholder involvement in the future? 

Performance Measure Narrative: In this section, please describe your success in meeting past performance measures for other grant funds. If you were unable to meet your performance measures, please identify any challenges you had with tracking, reporting or meeting identified performance measures and steps you have taken to overcome these challenges. In addition, please make note of any additional measures that are being tracked by your organization (outside of those required by the grant requirements) and your success in achieving those measures or challenges in meeting the organizational measures. If you have plans to track any additional measures for the upcoming grant period, please note those in this section. 

2.3 Budget 

The detailed budget must provide a full explanation of associated costs including their purpose, justification, and the basis of your calculations. Budgeted costs should be relevant to the activities described in the narrative section of the grant. As appropriate, calculations should be presented in an equation format, identifying the number of persons involved with the event, per person/unit cost, and/or annual salary cost. 

2.3.1 BUDGET REQUIREMENTS 

Federal Share: Applicants may request grants in the amount of $20,000-$25,000. 

Matching Share: 
	Local minimum matching requirements vary based on the population of the largest city within the organization’s service area (based on the average population from the 2010 census data). Matching above the minimum level is encouraged and applicants providing additional matching funds will receive additional points in the grant scoring process. Match can be cash or in-kind, but must be appropriately documented in accordance with federal OMB circulars and regulations. During grant operations, match must be adequately documented and be based on actual costs, expenses and time spent. Largest city population within service area 
	Minimum matching requirement 
	Example 

	20,000 and greater 
	25% 
	Federal grant of $10,000, local match of $2,500 

	10,000- 19,999 
	20% 
	Federal grant of $10,000, local match of $2,000 

	Less than 10,000 
	15% 
	Federal grant of $10,000, local match of $1,500 



Required Budget Items: 
All grantees are expected to budget for the following two items in order to maximize resources. 
· Web-Based Volunteer Portal: All grantees are expected to budget for the use of a web-based volunteer portal. It is acceptable for funding to come from federal or local share. This should appear as a specific budget listing within an appropriate line item. There is no set cost or recommended amount as the cost will vary, but programs must budget something in this category. 
· Training: All grantees are expected to budget at least $500 under “travel” to attend/participate in training activities. 

Limitations on Costs 
· Administrative costs must not exceed 5% of the total federal share requested. 
· Activities charged to the grant should be new activities or significant expansion of activities (that can be documented). It is not allowable to supplant other funds or staff costs with grant/federal funds to carry out the same activities. 
· Equipment costs are not allowed on this grant. Equipment is defined as tangible, non-expendable personal property having a useful life of more than one year AND an acquisition cost of $5,000 (five thousand) or more per unit (including accessories, attachments, and modifications). Include items that do not meet this definition in the Supplies line item. 
· Grantees should note that costs for supplies must be attributed across programs. Therefore, unless something will be used exclusively for grant program activities, it is not allowable to charge the full share to the grant. For example, there is a staff member who supports VCCBF and a computer is purchased for their use with federal funds. If they work 100% on the grant, it is allowable to charge the entire amount to the grant. If, however, they support other projects or activities of your organization, and they spend 15% of their time on the other activities, only a maximum of 85% of the costs of the computer can be charged to the grant (as federal share or match) and the remaining 15% must be paid from other sources and cannot be counted as match to the grant. 

2.3.2 Budget Instructions 

2.3.2.1. BUDGET: The budget should be sufficient to perform the tasks described in the proposal narrative. Do not include unexplained amounts for miscellaneous or contingency costs or unallowable expenses such as entertainment costs. Round all figures to the nearest dollar. The narrative must be completed for funds requested from the VCCBF under “federal” and for all other matching funds under “match”. For each line item, a full explanation must be provided in the budget narrative that specifies the purpose, cost basis, and calculation. 

2.3.2.2. BUDGET NARRATIVE: For each budget line item, enter a full explanation in the budget narrative field(s) to specify the purpose, cost basis, and calculation. Include at least $500 in travel to attend relevant training.  

2.3.2.3. SOURCE OF MATCH: Describe the grantee match contribution by clearly indicating the source(s), the type of contribution (cash or in-kind), the amount (or estimate), and the intended purpose of the match. Enter this information in the Match Source field in the Budget form.

2.3. Performance Measures 

The performance measure section reflects measures as approved by the Corporation for National and Community Service, in alignment with the National Performance Measures “capacity building” area.
 
Performance Measure Expectations: The targets noted in the chart below are those set for the Serve Indiana VCCBF grant. Individual grantees are expected to contribute to the overall state goals in their programming and activities. It is anticipated the programs serving urban areas will have higher performance measure targets than those serving rural areas. In addition, you’ll notice blank targets for numerous items below- these are for demographic data to be reported to the corporation and for statewide measurements that Serve Indiana will be collecting and reporting to CNCS and other constituents. Serve Indiana has not established statewide targets for these items, but may develop them later based on baseline data. 

Demographic Information: Items noted with an “*” are demographic indicators of interest to the Corporation and their stakeholders. If a program is not specifically targeting these populations, reporting is not required. However, if a program includes these types of leveraged volunteers or target groups, it is required that they collect and report on this data. For example, if your program has specific approved activities related to engaging baby boomers, you are required to collect and report actual data. Definitions for the demographic indicators and more information on making reasonable estimates can be found in the Frequently Asked Questions section.
Progress reports for this data will be due to Serve Indiana three times during the grant process.  Reports will be collected at the two month and five month mark as well as at the grant closing.  Those due dates will be sent out once grants are awarded.
	GOAL 2016
	Targets 

	TRAINING (Include tracking tool for these outcomes with application)
	Number of organizations that received capacity building services 

	Number of staff and community volunteers that received training
	

	Number of organizations implementing three or more effective volunteer management practices as a result of capacity-building services provided 
	

	Number of organizations reporting that capacity building services helped make the organization more efficient
	

	Number of organizations reporting that capacity building services helped make the organization more effective
	

	

	RECRUITMENT 
	Number of community volunteers recruited 

	Of the volunteers recruited, how many were: 

	Disadvantaged children and youth
	* 

	College students 
	* 

	Baby boomers 
	* 

	Serving on disaster response and preparedness 
	* 

	Skills-based volunteers
	

	Serving on Days of Service
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