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CAPACITY BUILDING APPLICATION
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Please Note: This application has been formatted so that you may complete it on your computer using Microsoft Word.  Click on the appropriate gray box and type your response.  Once you have completed the form, save it to your computer, print it, and mail the application with the necessary attachments to:

Karen L. Rosa

Vice President and Executive Director

Altman Foundation

521 Fifth Avenue, 35th Floor

New York, New York 10175

The Foundation will not accept applications submitted by email or fax. 


ORGANIZATION (Legal name):       
ORGANIZATION Web Site:       
Legal name of Fiscal Agent, if applicable:       
CONTACT PERSON & TITLE:       
PHONE NUMBER (with extension):       
EMAIL:       
DATE:      
ONE-SENTENCE DESCRIPTION OF REQUEST (including amount requested):      
For this type of investment, we select organizations that show long-term promise or have demonstrated effectiveness in their field but need enhanced capacity to create increased and sustainable human gain.  We view capacity building as a means, not an end.  For example, an organization is not higher achieving because it has a new person or a strategic plan, but because the new person or plan leads to stronger results for individuals, families, and communities.

The narrative section of this application (A & B) should not be more than six pages in length.  Please use bullet points where appropriate.

If you are applying for both direct service and capacity building support, please complete all of the Direct Service Application and only part B (questions 7-13) of this application.

A.  ORGANIZATIONAL CAPABILITY
1.
What is your mission and vision?  (No more than a paragraph)
     
2. Please briefly summarize the programs and services your organization provides. 


(No more than two paragraphs)
     
3.
What are your organization’s core competencies?  What does your organization do especially well? (No more than a paragraph)
     
4. List the top three results your organization has achieved in the past three years.  Please focus on the tangible results you have helped create for those you serve.

     
5.
Please have your senior financial person review the audited financial statements that you plan to submit with this application, including the statement of activities, balance sheet, and statement of cash flows, and comment on the major financial trends and challenges that your organization has experienced during this period and the plan you have put in place to manage these issues effectively.   If major shifts in expenses or income, operating deficits, negative cash flow, rising receivables or payables, and use of debt are affecting the overall health of the organization, please explain.
     
6. How does your Board of Directors ensure the financial health and viability of the organization, set strategic direction in accordance with mission, and evaluate organizational effectiveness, particularly in this economic climate?  Please also include the number of board meetings per year and the average attendance at board meetings.

     
B.  CURRENT REQUEST
We urge you to review the Application Guide for capacity building available on our website at http://www.altmanfoundation.org/application.html prior to completing this section.
7. Describe the challenge or opportunity your organization needs to address to achieve greater gains for those you serve.  (No more than two paragraphs)
     
8. Describe the new capacity you wish to create in response to the challenge or opportunity defined above.  Please be specific about what new capabilities will put in place.  (No more than two paragraphs)
     
9. Define the new and/or additional results you will achieve with increased capacity (e.g., reducing expenses, increasing revenue, improving results for clients, or decreasing the time it takes to get results).  Please be as specific as possible about the degree of change you expect as well as the timeframe for that change to occur.  (Feel free to use bullet points here.)
     
10. Outline the three or four steps most critical to achieving your capacity building results; tell us what has to be accomplished at each step for you to be on the path to success and provide a rough timeline.
     
11. What are the critical changes in organizational policy or staff behavior that must take place for this new capacity to have the greatest impact?  (No more than two paragraphs)

     
12. If the new capacity is dependent on either a new staff person or consultant, what characteristics are critical to this person’s success?  If you have already identified the staff person or consultant, please attach a resume.  (No more than a paragraph)
     
13. If the new capacity will lead to a net increase in operating costs (e.g., maintaining a new computer system, adding staff, increasing the number of program participants), how will you cover these costs in the future?  (No more than two paragraphs)

     
C.  GENERAL INFORMATION

Please provide the following information about your organization as a whole:

Geographic scope:

· Location of agency headquarters (address and neighborhood):

     
· Borough(s) and/or neighborhood(s) served:

     
Primary population(s) served 

(please be specific with regard to age, sex, ethnicity, special needs, etc.):

     
Year founded:      
Staff size:

Full-time      
Part-time      
Volunteers      
Board Chair/President and affiliation:      
What percentage of your Board members make personal financial gifts to your organization?      %

Please indicate the dollar range of Board contributions in the prior fiscal year $______________ to $     
and the median gift in that range:  $     .
Net assets for most recently audited fiscal year (FYE    /  /    ): $     
Operating revenue for most recently audited fiscal year (FYE    /  /    ), including unrestricted and temporarily restricted revenue, and excluding contributions to endowment/permanently restricted funds, donated goods or services, unrealized gains on investments, and all non-cash items: $     
· Percentage of operating revenue raised through private sources 

(e.g., foundations, corporations, and individuals):
     
%

· Percentage of operating revenue procured through public sources 

(city, state, or federal government grants or contracts): 
     
%
· Percentage of operating revenue earned (such as program or 

membership fees, tuition, investment income used for operations, 

Medicare and/or Medicaid revenue, rental income, ticket sales, 

and/or special event income): 
     
%


TOTAL: 
100
%

Can you verify that your organization is classified by the IRS as exempt from Federal Income Tax under section 501(a) of the IRS code as an organization described as 501(c)(3) and that you are not a private operating foundation? 


Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

Does your organization meet all the Better Business Bureau New York Philanthropic Advisory Service Standards for Charity Accountability [www.newyork.bbb.org]? If not, please explain on an attached sheet.



Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

ADDITIONAL DOCUMENTS REQUIRED
The following must accompany any full proposal submitted to the Foundation: 

General
· A cover letter signed by a senior executive or the board chair of your organization;
· A copy of your 501(c)(3) Internal Revenue Service tax exemption letter stating that your organization is not a private foundation; and

· A list of your governors, trustees, or directors, with their professional affiliations.

Financial - Financial review is an integral part of our due diligence process; not providing the documents listed below will delay the review of your application.
· Your most recent audited financial statement and management letter;

· If your last completed audit is more than a year old, please also send unaudited financial statements for the fiscal year most recently completed, including a profit and loss statement and a balance sheet with the prior year included as a comparison;

· For the current fiscal year:
·  A year-to-date profit and loss statement that compares budgeted and actual income and expenses; and 
· A current balance sheet.

These documents should include unrestricted, temporarily restricted, and permanently restricted income and assets. Please be sure to provide the prior year’s information for the same period as a comparison;

· A budget for the proposed project and for the organization as a whole for the year in which the requested funds would be used; and 

· Sources of income corresponding to the project and organization budgets: 

· Pending and secured public, corporate, and foundation supporters to date for the current fiscal year, with amounts; and

· A list of public, corporate, and foundation supporters for the most recently completed fiscal year, with amounts.
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