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Cultural Affairs Commission


FY 2008-2009
APPLICATION FOR 
SPECIAL EVENT

START-UP SPONSORSHIP GRANT
Must be submitted no later than 5:00pm May 9, 2008
Please provide one compact disc (CD) or digital video disc (DVD) of the typed, completed electronic document sponsorship application and one (1) printed hard copy. In addition, please provide one (1) copy of supporting documentation.
THIS APPLICATION FORM IS AVAILABLE ON-LINE:

http://www.plano.gov/Departments/Arts/Cultural+Affairs+Commission.htm
For a copy of the application please contact:
Cultural Affairs Commission
c/o Dana Conklin

Marketing and Special Events Manager
1409 Avenue K
Plano, TX 75074
(972) 941-7321

danac@plano.gov

FY 2008-2009
APPLICATION FOR 

SPECIAL EVENT

START-UP SPONSORSHIP GRANT

APPLICANT AGENCY: __________________________________________________
EVENT NAME: ________________________________________________________
EVENT DATE: ________________________________________________________
CONTACT PERSON:

Name: ___________________________ Title: _________________________


Address: ____________________________ City: __________ Zip: __________


Daytime Phone: _______________________ e-mail: _____________________
CONTACT PERSON:

Name: ___________________________ Title: _________________________


Address: ____________________________ City: __________ Zip: __________


Daytime Phone: _______________________ e-mail: _____________________
BRIEF EVENT DESCRIPTION: 


Please provide a brief description of the event. (Narrative will be requested later in this application)

Agency Board of Directors 

Name






City of Residence

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Planning Committee (if appropriate)

Name






City of Residence

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Leadership Diversity

Please indicate the percent of Board and/or Planning Committee belonging to the following groups:

	
	Board
	Planning Committee

	
	
	

	White (not of Hispanic origin)
	
	

	Black (not of Hispanic origin)
	
	

	American Indian / Alaskan Native
	
	

	Hispanic
	
	

	Asian / Pacific Islander
	
	

	Multi-Racial / Other
	
	


NARRATIVE QUESTIONS
Please look at the criteria in the sponsorship guidelines when you answer the following questions. Be specific and give examples. Answers to individual questions should be as brief as possible and should never exceed one page.

1.
Describe the purpose and history of the event.
2.
Describe the uniqueness of the event.

3.
Outline the event for the upcoming sponsorship year.
4.
Describe the 3, 5, and 10-year vision for the event

5.
Show evidence of growth in community support prior to this application. Be sure to include specific information as to the activities taking place within the City of Plano.

6.
How does your event meet the definition of Event Merit as described in the grant guidelines?

7.
How does your event meet the definition of Community Partnership as described in the guidelines? Be sure to include detailed descriptions of the public benefits to the City of Plano, which will result from your organization’s efforts.

8.
How does your event promote tourism into Plano? What is your event doing to promote the use of Plano hotels/motels?

9.
How does your organization meet the definition of Administrative and Fiscal Responsibility as described in the guidelines?
10.
What are your fundraising plans/forecasts for the next three years?
11.
How does your organization plan to manage expenses for the next three years?

12.
How do you publicize your activities? How do you evaluate these efforts and what have you done to increase the effectiveness of your marketing efforts?

13.
How does your marketing plan focus on Plano?

14.
What do you consider to have been your greatest success in FY 2006-07?

ATTENDANCE:

Please provide a history and projection of your attendance figures

	
	FY 2005-06
	FY 2006-07
	FY 2007-08
	FY 2008-09
	FY 2009-10

	Projection
	
	
	
	
	

	Actual
	
	
	
	
	

	
	
	
	
	
	

	% = Plano residents
	
	
	
	
	


VOLUNTEERS:

	Services Provided
	Number of People
	Number of Hours

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL
	
	


GRANT REQUEST:

Total Amount Requested for 2008-09


$
____________

Total Amount Received for 2007-08


$

_______

Percent increase requested over last year’s grant
 
__________%

BUDGET:

Event Budget Information
Please provide a quick outline of your budgets matching the City of Plano Fiscal Year(s) in which the funding occurs. The City of Plano Fiscal Year begins October 1 and ends September 30.

	
	FY 2006-07
	FY 2007-08
	FY 2008-09

	Revenues
	
	
	

	Expenses
	
	
	

	
	
	
	

	Total Net Gain/Loss
	
	
	


Budget for 2008-09 Grant Request
Please complete the following by providing information for your FY 2008-09 request and attach a copy of your complete detailed budget for the year of your request.
Revenue: 

	
	Total Event Budget
	City Cash Requested
	City In-Kind Requested
	City % of Total Budget 

	Sponsorships*
	
	
	x
	

	Corporate
	
	x
	x
	x

	Foundations
	
	x
	x
	x

	Individual
	
	x
	x
	x

	In-Kind Sponsorships **
	
	x
	
	

	Fees
	
	x
	x
	x

	Admission
	
	x
	x
	x

	Vendors (non-sponsor)
	
	x
	x
	x

	Vendors (sponsor)
	
	x
	x
	x

	Parking
	
	x
	x
	x

	Other (specify)
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Grand Total
	
	
	
	


*Sponsorship defined as cash-only in keeping with sponsor levels established by event.

**Includes any sponsorships of services balanced against event costs. (i.e. media value, contract services)

Expenses: 

	
	Total Event Budget
	City Cash Requested
	City In-Kind Requested
	City % of Total Budget 

	Contracted City Services*
	
	
	
	

	Contracted Services other than City
	
	x
	x
	x

	Rental Expenses
	
	
	
	

	In-Kind Services other than City
	
	x
	x
	x

	Advertising & Promotion
	
	
	
	

	Insurance
	
	
	x
	

	Other
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Grand Total
	
	
	
	


*Typically provided as in-kind services only. These will be calculated in accordance with Fair Labor Standards Act.

OTHER REQUIRED DOCUMENTATION

The following additional information is required to accept the sponsorship grant  application:

A. A detailed budget for request year as outlined on page 7.

B. IRS Letter of Determination certifying federal tax-exempt status under section 501(c)(3) of the Internal Revenue Code;

C. Statement of Good Standing from the Office of the Secretary of State, State of Texas, must be provided annually;

D. Articles of Incorporation, if applicable;

E. Constitution and/or By-Laws;

F. Balance Sheet and Statement of Income and Expenses and Form 990 as filed with the U.S. Internal Revenue Services for the two most recently ended fiscal years;

G. If your organization’s budget exceeds $50,000 (Exclusive of in-kind) attach a copy of the last independent audit of financial records. If no audit was completed, please explain;
H. At its own expense, a Contractor receiving cash funds in the amount of $75,000.00 or more agrees to maintain during the term of the grant agreement an Employee Dishonesty Bond (EDB) in an amount equal to the total dollar amount awarded to Contractor by the City as defined in the grant agreement. A copy of proof of EDB shall be attached to the funding agreement when executed.  Bonds shall be placed with insurers with an A.M. Best rating of no less than A:VI or a Standard & Poors rating of A or better.
I. Schedule of Board of Directors meetings, or event planning meetings, for the period of October 1, 2008 through September 30, 2009. Meetings must occur at least once per quarter;

J. Resumes of principal staff and other relevant job descriptions.

K. Organization will obtain a Certificate of Insurance for liability coverage as outlined in this application. The City of Plano requires each grantee to have liability insurance to protect the public for acts by the grantee. This mandated coverage does not cover the grantee nor any of its members. We encourage the grantee to acquire insurance to cover itself and its members as it deems fit. Please see your insurance agent for the local government endorsement. The cost of the local government endorsement may be included as part of your budget to be considered for a grant. The City of Plano Risk Manager is available at 972-941-7129 if you or your insurance agent has questions on the required coverage.

ORAL PRESENTATION OF GROUP’S APPLICATION IS MANDATORY
(JUNE 2, 2008)
INSURANCE REQUIREMENTS FOR SPECIAL EVENTS

Festival shall procure and maintain for the duration of the contract insurance against claims for injuries to persons or damages to property which may arise from or in connection with the Festival’s operation and use of the leased premises.  The cost of such insurance shall be borne by the Festival.

A. MINIMUM SCOPE OF INSURANCE
Coverage shall be at least as broad as:

1. Insurance Services Office Commercial General Liability coverage “occurrence” form CG 00 01 (10 01).  “Claims Made” form is unacceptable.

B. MINIMUM LIMITS OF INSURANCE
Festival shall maintain limits no less than:

1. Commercial General Liability:  $500,000 limit per occurrence for bodily injury, personal injury and property damage, $1,000,000 Aggregate.  

NOTE:  The aggregate loss limit applies to each event.

2. Participant Liability (where applicable – races, walks, etc.) $500,000 limit per occurrence for bodily injury, personal injury, and property damage, $1,000,000 aggregate.

C. DEDUCTIBLES AND SELF-INSURED RETENTIONS
Any deductibles or self-insured retentions must be declared to and approved by the City.  At the option of the City, either 1) the insurer shall reduce or eliminate such deductibles or self-insured retentions as respects the City, its officers, officials and employees, or 2) the Festival shall procure a bond guaranteeing payment of losses and related investigations, claim administration and defense expenses.

D. OTHER INSURANCE PROVISIONS
The policies are to contain or be endorsed to contain the following provisions:

1. General Liability

a. The City, its officers, officials, employees and volunteers are to be covered as “additional insured” as respects: liability arising out of premises owned, occupied or used by the Festival.  The coverage shall contain no special limitations on the scope of protection afforded to the City, its officers, officials, employees or volunteers.

b. Any failure to comply with reporting provisions of the policies shall not affect coverage provided to the City, its officers, officials, employees or volunteers.

c. Coverage shall state that the Festival’s insurance shall apply separately to each insured against whom claim is made or suit is brought, except with respects to the limits of the insurer’s liability.

d. Festival’s insurance shall be primary as respects to the City, its officers, officials, employees or volunteers.

2. All Coverages.
Each insurance policy required by this clause shall be endorsed to state that coverage shall not be suspended, voided, canceled, reduced in coverage or in limits except after thirty (30) days’ prior written notice by certified mail, return receipt requested, has been given to the City.

E. ACCEPTABILITY OF INSURERS
City prefers that insurance be placed with insurers with a Best’s rating of A-:VI or A or better by Standard and Poors.  This rating requirement may be waived for Workers’ Compensation coverage only by the Risk Manager or his designee.

F. VERIFICATION OF COVERAGE
Festival shall furnish the Agency with certificates of insurance affecting coverage required by this clause.  The certificates for each insurance policy are to be signed by a person authorized by that insurer to bind coverage on its behalf.  The certificates are to be received and approved by the City before the festival commences.  The City reserves the right to require complete, certified copies of all required insurance policies at any time.

G. FOOD AND/OR LIQUOR COVERAGE
If food is being provided to attendees or participants, Festival must provide Product Liability in the amounts listed above.  If liquor is being served, Festival must provide Host Liquor Liability, unless Festival is in the business of manufacturing, distributing, selling, serving, or furnishing alcoholic beverages, wherein a minimum $1,000,000 Liquor Liability Policy will be required.

H. SPECIAL EVENTS

Insurance provided by the Festival must cover all operations of the Special Event including but not limited to; participants, subcontractors, vendors, exhibitors, volunteers, etc.  If the policy of the Festival excludes any activity or group involved in the Special Event, the Festival must provide proof of insurance as required by this agreement.  Festival must furnish separate certificates for each group or activity not included or covered by Festival’s insurance.

I. HOLD HARMLESS AND INDEMNIFICATION

Festival covenants to save, defend, keep harmless and indemnify the City, its officers, officials, employees or volunteers (collectively the “City”) from and against any and all claims, loss, damage, injury, cost (including court costs and attorney fees), charges, liability or exposure, however caused, resulting from or arising out of or in any way connected to Festival’s event or activity, including any and all participants, exhibitors, sub-vendors, or otherwise involved in the event or activity.

The other party agrees to investigate, handle, respond to, provide defense for and defend any such claims, demand, or suit at its sole expense, and agrees to bear all other costs and expenses related thereto even if it is groundless, false, or fraudulent.

J. PROOF OF INSURANCE

Festival is required to submit original proof of insurance on a form acceptable to the City of Plano.  Certificates of Insurance similar to the ACORD form are acceptable.  City will not accept Memorandums of Insurance or Binders as proof of insurance.  City, at its own discretion, may require a copy of any policy presented to the City.  Endorsement naming City of Plano as additional insured and waiver of subrogation must be submitted with proof of insurance.

Two original certificates of insurance must be submitted.  Certificates should be submitted to:


ICA - C/O City of Plano


P.O. Box 2566


Fort Worth, TX  76113-2566


And


City of Plano


Attention:  Risk Management


P.O. Box 860358


Plano, TX  75086-0358

The following language must be included in the description box of the certificate.  No other language will be accepted, and will result in the certificate being rejected.

[image: image1.png]
VALIDATION OF APPLICATION

The signatory declares that he/she is an authorized official of the applicant, is authorized to make this application, and certifies that the information in this application is true and correct to the best of his/her knowledge. Signatory further declares that applicant, if previously funded by the City of Plano, has successfully fulfilled all prior sponsorship contract obligations.

                             _____________________________________          
                          
Signature of Authorized Official



Date








___________________________________
Typed Name

________

      ______________________________________

Title within Organization

________

      ______________________________________

Business Telephone
     
Home Telephone







___________________________________
E-mail address

“City of Plano is additional insured as respects the General and Auto Liability Policies.  Waiver of subrogation in favor of City of Plano as respects Workers’ Compensation.”
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