
 
 
 

 
 
 
June 1, 2015 
 
 
Dear Purchase of Service Grant Applicant: 
 
This packet contains the application for Purchase of Service Grant funds in 
the arts from the City of Highland Park. The Purchase of Service program 
supports the work of organizations that provide residents of Highland Park 
programming in the arts in the community.  
 
The packet contained herein includes the following: 
- Application Checklist (PDF form) 
- Application (PDF form) 
- Application Guidelines and Review Criteria  
- Purchase of Service Grant Frequently Asked Questions 
 
Grant Application Deadline: The grant application deadline is 4 p.m. on 
Monday, August 17, 2015. No applications will be accepted after the 
deadline.  You can access the application on the City of Highland Park 
website, www.cityhpil.com/cac 
 
The City of Highland Park looks forward to assisting your efforts for the 
community. Please contact me at 847 926-1612 or lsmith@cityhpil.com if 
you have questions or need additional information. 
 
Sincerely, 

 
Lee Smith 
Senior Planner  

CITY OF HIGHLAND PARK 
1707 St. Johns Avenue 

HIGHLAND PARK, ILLINOIS 60035 
 

http://www.cityhpil.com/cac
mailto:lsmith@cityhpil.com
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Please fill out this checklist and grant application.  
 
Please submit one original and eight (8) collated, double sided, and stapled 
copies of the three items below; and a digital submission (CD or emailed 
PDF) of the application form and the project budget .   
Please do not use plastic binders, etc.  
 
 Application Form 
 Project Budget 
 Current list of applicant's officers and board 
 
 
Submit One (1) copy of the items below, as applicable: 
 
 Financial statement for applicant's last complete fiscal year 
 Complete budget for applicant's current fiscal year (total organization 

budget  
 Copy of Annual Report to Secretary of State (Not-for-profit  

Corporation) 
 Copy of IRS determination letter (Internal Revenue Service tax exempt) 
 Copy of approved by-laws (Nonprofit Association) 
 Copy of ordinance/legislation (Governmental Unit) 
 
 
Application Deadline: Monday, August 17, 2015 at 4:00 p.m. 
 
For Cultural Arts Grants 
Submit to: Lee Smith, Cultural Arts Commission Staff Liaison 
 Department of Community Development 
 City of Highland Park 
 1150 Half Day Road 
 Highland Park, IL  60035 
 lsmith@cityhpil.com, (847) 926-1612 
 

PURCHASE OF SERVICES GRANT PROGRAM 
Highland Park Cultural Arts Commission 

APPLICATION CHECKLIST 
 

 

mailto:ezeller@cityhpil.com
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The Highland Park Cultural Arts Commission's Purchase of Service Grant Program is 
available to create projects and broaden public access to more arts activities and 
encourage organizations to be more creative in planning cultural arts projects. The 
program is partially funded through a grant from the Illinois Arts Council. 
 
I. PURPOSE AND DEFINITION 
 
Purchase of Service Grants provide partial funding for public projects and activities 
planned and sponsored by applicants that serve residents of Highland Park.  Unless 
specially exempted, all funded projects must occur before June 30, 2016.   
 
For the purpose of this program, a "project" may be defined as an arts activity, program, 
artist-in-residence, event or series of events.   Requests supporting organizational 
operating funds are not eligible for funding.  
 
II. ELIGIBILITY 
 
  A. Not-for-profit organizations, institutions or associations that serve 

Highland Park residents may apply.  The applicant need not be an arts 
organization. 

 
  B. Individual schools and parent/teacher organizations are not eligible for 

direct grants.  However, pre-schools and school districts may seek 
funding for arts related projects that will benefit the community. 

 
  C. Individuals are not eligible for direct grants.  Artist's fees, however, 

should be included in projects for which grants are requested.  
Individual artists seeking funding for projects that will benefit the 
community should approach local not-for-profit organizations willing 
to sponsor the project and apply for funding. 

 

PURCHASE OF SERVICE GRANT PROGRAM 
Highland Park Cultural Arts Commission  

2015-16 GRANT GUIDELINES & REVIEW CRITERIA 
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III. DEADLINE AND CALENDAR 
 
  A. Deadline for application is 4:00 PM, August 17, 2015.  The applicant 

must submit one original and 8 copies of the application, project budget 
and Board list and one copy of additional attachments as set forth in the 
application packet checklist. Also provide a digital submission (CD or 
emailed PDF) of the application and supporting documents. All copies 
must be collated and stapled.  Incomplete or late applications will not 
receive consideration. 

 
  B. Applications must be received at the Highland Park Department of 

Community Development, 1150 Half Day Road, Highland Park, IL 
60035, by the deadline date and time. 

 
  C. Grant applications will be reviewed in October. 
 
  D. Funded projects and expenditures of Community Arts Access program 

funds must occur before June 30, 2016.   
 
 
IV. APPLICATION AND FUNDING 
 
First time applicants to this program must contact the Staff Representative to the 
Cultural Arts Commission well before the application deadline.  An appointment or 
extensive telephone conference will be scheduled to determine eligibility and review 
the application process. 
 
  A. Applications must be submitted on the appropriate forms with the 

required attachments.  Failure to adhere to the Grant Program 
Guidelines or to provide the required attachments will result in the 
rejection of the application. 

 
  B. A goal of the Purchase of Service Program is to encourage the 

generation of locally raised funds toward the purpose of increasing 
support for the arts on a community level. 

 
  C. Inclusion of in-kind goods and services in preparing the project budget 

of expenditures and income is required.  For the purposes of this 
application, only those goods and services donated by outside 
individuals or businesses may be considered as in-kind.  These may be 
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defined as any part of a project (professional services, equipment, 
printing, materials, postage, etc.) that is donated.   

 
  D. The Commission strongly encourages some proportion of matching 

contributions (either in-kind or cash) and will be considered as part of 
the review process.  

 
  E. Organizations may submit only one application per grant period. 
 
  F. Applicants must provide one original and eight (8) copies of the 

following information/attachments; and a digital submission (CD or 
email a PDF) with their applications:   
 
1. Completed Grant Application Form. 
 
2. Complete Project budget. 

 
3. Current list of applicant's officers and board.  

 
  G. Applicants must provide one copy of the following 

information/attachments with their applications.  Do not use binders 
or loose leaf notebooks. Use binder clips to put applications together.   

 
1. Proof of applicant's not-for-profit incorporation status, or an 

indication that applicant is applying for such status. 
 
2. Complete budget for applicant's current fiscal year (total 

organization budget). 
 

3. Financial statements of applicant's most recent complete fiscal year.   
 
4. Copy of Annual Report to Secretary of State (Not-for-profit 

Corporation). 
 

5. Copy of applicant's approved bylaws (non-profit association). 
 
6. Copy of applicant's ordinance/legislation (government unit). 
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H. From time to time, questions regarding an application and the relevant 
supporting documents may arise before the application is considered by the 
Commission.  Staff will reach out to an applicant’s in advance for a response 
that can be supplement the information provided in the application. The 
responses received in response to these questions are an important 
component of the application and will be considered by the Commission in 
reaching their decision with regard to the application. 

 
V. SPECIAL CONSIDERATION 
 
  A. Generally, the Purchase of Service Program will give special priority to 

programs and projects that: 
 

1. Encourage new works or innovative projects. 
 

2. Introduce the arts to new audiences. 
 

3. Serve the needs of the elderly, persons with disabilities, lower 
income groups, institutionalized persons, and other populations 
that historically have been under-served by or had limited access 
to the arts community. 

 
4. Promote multi-cultural events and programming. 

 
5. Provide increased opportunities for minority involvement in the 

arts. 
 

6. Affect more artists and larger audiences within the community. 
 

7. Strengthen the arts community by encouraging organizations 
whose programs/activities are mutually beneficial to work 
together.   

 
8. Attempt to offset part of their costs by charging admission 

and/or by raising funds from other sources. 
 

B.  The activity should not duplicate any existing program (in context and 
 stated objectives) serving the same population. 
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VI. SUPPORT RESTRICTIONS 
 
  A. Grants will be awarded to support arts activities that serve Highland 

Park residents. 
 
  B. Purchase of Service Program will not fund: 
 

1. Ongoing costs of operation. 
 
2. Permanent additions or improvements to property. 

 
3. Construction. 

 
4. Purchase of permanent equipment. 

 
5. An existing deficit from a previous year or previous project. 

 
6. Primarily credit-producing, curriculum-oriented activities.  

(Exceptions are school, college and university projects that 
involve widespread direct involvement by the community and 
general public.) 

 
7. Projects with no public and community service emphasis. 

 
8. Out of state touring. 

 
 
VII. GRANTEE CONTRACT 
 
  A. Grantees will be required to: 
 

1. Sign a contract with the City of Highland Park and the Highland 
Park Cultural Arts Commission. 

 
2. Assure the Cultural Arts Commission that they intend to comply 

with Title VII of the Civil Rights Act of 1964, indicating that no 
person will be excluded from participation or be denied the 
benefits of any program, activity or service on the basis of race, 
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sex, sexual preference, color, religion, ancestry, age, national 
origin or handicap. 

 
3. Credit the Highland Park Cultural Arts Commission and the 

Illinois Arts Council in all publicity and in all media materials 
used in connection with the funded project. (Example:  “This 
program is partially funded by the Highland Park Cultural 
Arts Commission in partnership with the Illinois Arts Council, 
a state agency.") 

 
4. Submit to the Cultural Arts Commission, on appropriate forms, 

final financial and programmatic reports and photos within 14 
days following the completion of the project.  If a number of 
performances, workshops, classes, occur as a series in the funded 
program, one final report summarizing the financial and 
programmatic aspects of entirety of the series shall be submitted.  

 
  B. The Purchase of Service Program must be made aware of outstanding 

grant applications currently under consideration or recent awards in 
connection with the same or similar project. 

 
C.  Grant applications not complying with these guidelines will not be 

 accepted. 
 
 
VIII. REVIEW PROCESS 
 
  Applications are subject to the following levels of review and review criteria: 
 
  A. The staff representative of the Cultural Arts Commission has the 

responsibility for initial analysis of the grant application for: 
 

1. Clarity and completeness of application 
 

2. Compliance with program guidelines 
 

3. Fiscal accuracy 
 
  B. Review Panel -- (Cultural Arts Commission) will review applications 

based on the following criteria: 
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1. Would the program occur without support from the Community 
Arts Access funding? 

 
2. Will matching funds be provided for the program by other 

services? 
 

3. Does this project qualify for special consideration? 
 

4. What percent is this program of the total organization budget? 
 

5. What is the size of the Highland Park audience benefited? 
 

6. Are any special audiences targeted for this project? 
 

7. Are program costs being offset in part by admission fees? 
 

8. How is the program related to cultural arts? 
 

9. Are the funds requested designated for a specific program or a 
part of the organization’s operating budget? 

 
10. What is the artistic quality of the program?  

 
 

C. The Highland Park Cultural Arts Commission will review applications 
at a public meeting to be held in October.  Representatives from the 
organization applying for the grant are encouraged but not required to 
attend the meeting to address any questions from the Commission. 
 

  D. Grant recommendations of the Commission are subject to final 
approval by the Highland Park City Council. 
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Submit Original; eight (8) Copies and a digital submission (CD or email a PDF) of the 
application and the budget  
Submission Deadline:  August 17, 2015 at 4 p.m. 
 
READ PROGRAM GUIDELINES BEFORE COMPLETING THIS FORM.  
REPRESENTATIVES FROM ORGANIZATIONS APPLYING FOR FUNDING ARE 
INVITED AND ENCOURAGED TO APPEAR AT THE GRANT REVIEW MEETING IN 
OCTOBER. 
 
Submittal Date: __________________________ 
 
SECTION ONE: GENERAL INFORMATION 
 
Organization: ________________________________________________________________ 
 
 
Address: _____________________________________________________________________ 
 
 
City: _______________________________State: __________ Zip: _____________________ 
 
 
Phone: _________________________ Fax: _______________________ Hours: ___________ 
 
 
E-Mail address: ________________________Web Site address: ______________________ 
 
 
Chief Administrative Officer: __________________________ Title: __________________ 
 
 
Contact Person (if different): ___________________________ Title: __________________ 
 
 
Address: _____________________________________________ Phone: _________________ 
 
 
 
 

PURCHASE OF SERVICES GRANT PROGRAM 
Highland Park Cultural Arts Commissions 

APPLICATION FORM 
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Is your organization: (mark as many as are applicable) 
 
 Not-for-profit  Corporation (attach one copy of Annual Report to Secretary of 

State) 
 Internal Revenue Service tax exempt (attach one copy of IRS determination letter) 
 Nonprofit association (attach one copy of approved by laws) 
 Governmental unit (attach one copy of ordinance/legislation) 
 Other:  __________________________   
 
Proposed Program Description: ________________________________________________ 

 

 

_____________________________________________________________________________ 

 

 

Amount requested to support this proposed program: 

 

 

 

 

 

 
 
 
 

 

$______________ 



Purchase of Service - Community Arts Program Page 3 
APPLICATION FORM 
 
 

C I T Y  O F  H I G H L A N D  P A R K   
C U L T U R A L  A R T S  C O M M I S S I O N S  

 
.  

3 

SECTION 2: APPLICATION NARRATIVE: 
Instructions: Please type your responses in the space provided. Please limit your 
responses to no more than one paragraph.  For Arts organizations, please specify any 
Illinois Arts Council funding. 
 
2.1 Briefly describe the purpose of your organization. 
 
 
 
 
 
 
 
2.2 Are you currently receiving funding from any other granting sources?   If 

yes, identify the funding sources, the level of funding and if funds are being 
used for the program described in this application. 

 
 
 
 
 
 
 
2.3 Have you previously received financial support from the Highland Park 

Cultural Arts and/or Human Relations Commission?   If yes, when and for 
what? 
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Program Information  
(Only for program which funding is requested) 
 
2.3.1 Program Description: Give a detailed description of the program you are 

proposing for funding, including the following information: program  
description, location(s), date(s), and time(s) and target audience 

 
 
 
 
 
 
 
 
 
 
 
2.5       Program Goal: Describe what need the program addresses.  How did your  
            organization determine that need? 
 
 
 
 
 
 
 
 
 
 
2.6       Describe how your organization plans to evaluate the project to determine if  
            you have met your goals as outlined in Question 2.5. 
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2.7      Please estimate the number of persons that will benefit from this program  
           including the following:   
 

(a) Highland Park residents 
(b) Volunteers 
(c) Paid support personnel 
(d) Under-served populations (elderly, youth, disabled, minorities, etc.) 
(e) others (describe)   

 
 
 
 
 
 
 
 
2.8         Is this program new, ongoing, or expanded? Describe efforts (planned or 

undertaken) to expand the program, target new audiences, and secure new 
funding sources. 

 
 
 
 
 
 
 
2.9         What are your contingency plans for the program if funding assistance is less 

than anticipated? 
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Special Considerations 
 
2.10       The Cultural Arts place a priority on supporting programs that meet the 

needs of persons who historically have been under-served by programming.  
Does this program meet the needs of the elderly, youth, disabled, or other 
under-served communities?  If yes, how?  Please describe in detail. 

 
 
 
 
 
 
 
2.11       Does this program provide increased opportunities for multi-cultural 

involvement?  If yes, how?  Please describe in detail. 
 
 
 
 
 
 
 
2.12 Does this project encourage cooperation between arts and/or human services  
 organizations? 
 
 
 
 
 
 
 
2.13 If applying for a cultural arts grant, please answer the following: 

Does this project encourage new works or innovative projects?  If yes, how? 
Does this project introduce the arts to new audiences? 
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SECTION THREE: PROGRAM BUDGET 
 
The following information should relate only to the program for which you are 
requesting funds. 
 
3.1      What is your total agency budget? 
 
 
 
 
 
 
 
 
3.2      What is your program budget? 
 
 
 
 
 
 
 
 
3.3      What percentage of the total agency budget will support the program you are  
            proposing? 
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EXPENDITURES       
        

A 
Personnel (program 

related) Cash 
Indirect 
Costs 

In-Kind 
Donations Total Budget Notes 

1 Administration         
  
  

2 Artistic         
  
  

3 Technical         
  
  

4 Other         
  
  

 Total Personnel         
  
  

        

B 
Implementation 
(Cost of Program)       

1 
Space/Equipment 
Rental         

  
  

2 Travel/Transportation         
  
  

3 Promotion/Printing         
  
  

4 Postage         
  
  

5 Telephone         
  
  

6 Supplies/Materials         
  
  

7 Artistic Service         
  
  

8 
Other Professional 
Services         

  
  

9 Other         
  
  

          
  
  

C 
Total Expenditures 
(A + B)         
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INCOME       

  Cash 
Indirect 
Costs 

In-Kind 
Donations Total Budget Notes 

1 Admissions         
  
  

2 Tuition & Fees         
  
  

3 Other         
  
  

4 
Corporate 
Contributions         

  
  

5 
Foundation Support/ 
Grants         

  
  

6 
Individual 
Contributions         

  
  

7 
Government 
Support/Grants         

  
  

8 Applicant Cash         
  
  

9 
Purchase of Service 
Grant Request         

  
  

           

10 
Projected Total 
Income          

        

Program Net Cost       

 

Total Expenditures 
- Projected Total 
Income          
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SECTION FOUR:  ASSURANCES 

If the grant is awarded, the applicant assures the Highland Park Cultural Arts 

Commission or Human Relations Commission that the funds will be administered by 

the applicant; that any funds received under this grant shall not be used to supplant 

funds normally budgeted for same and that funds received shall be used solely for the 

described activities; that the applicant has read and will conform to the program 

guidelines; that the filing of this application by the undersigned, officially authorized to 

represent the applicant organization, has been duly approved by the governing board 

of the applicant organization on the                              day of                                      , 2015. 

 
 
 
Chief Administrative Officer_____________________________________________ 
 
 
 
Program Director_______________________________________________________ 
 



05-26-15 1 

Arts Grants FAQ 
 

City of Highland Park Purchase of Service Grant Program 
Frequently Asked Questions 

 
What is the Purchase of Service Grant Program? 
The City of Highland Park provides grants for local organizations in the arts and human 
services. These grants are called Purchase of Service Grants by the City. Arts groups may 
be more familiar with this grant program being called the Community Arts Access 
Program. By either name, the following questions and answers are designed to assist 
local organizations prepare their application for City of Highland Park grant funding.  
 
 
Who is eligible to apply? 
- Not-for-profit organizations, institutions or associations that serve Highland Park 

residents may apply.   
- Individual schools and parent/teacher organizations are not eligible for direct grants.  

However, pre-schools and school districts may seek funding for Purchase of Service 
funds that will benefit the community. 

- Individuals are not eligible to apply for Community Art Access grants. Organizations 
can, however, apply for artist's fees within projects for which grants are requested.  
Individual artists seeking funding for projects that will benefit the community should 
approach local not-for-profit organizations willing to sponsor the project and apply 
for funding for the project. 

 
 
What is the deadline for submitting a grant application? 
Applications should be directed to the Cultural Arts Commission Liaison in the Planning 
Division, Department of Community Development, at 1150 Half Day Road, Highland 
Park, IL, 60035 and must be received by Monday, August 18, 2014 at 4:00 p.m.  Late 
and/or incomplete applications cannot be considered. 
 
 
What are the priorities for Arts Grant funding? 
The Cultural Arts Commission will give special priority to programs and projects that: 
- Encourage new works or innovative projects. 
- Introduce the arts to new audiences. 
- Serve the needs of the elderly, persons with disabilities, lower income groups, 

institutionalized persons, minorities, and other populations that historically have been 
under-served by or had limited access to the arts community. 

- Promote multi-cultural events and programming. 
- Affect more artists and larger audiences within the community. 
- Strengthen the arts community by encouraging organizations whose 

programs/activities are mutually benefited by working together. 
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- Attempt to offset part of their costs by charging admission and/or by raising funds 
from other sources. 

 
What activities are not eligible for funding? 
- Ongoing costs of operation. 
- Capital improvements including permanent additions or improvements to property. 
- Purchase of permanent equipment. 
- An existing deficit from a previous year or previous project. 
- Primarily credit-producing, curriculum-oriented activities.  (Exceptions are school, 

college and university projects that involve widespread direct involvement by the 
community and general public.) 

- Projects with no public and community service emphasis. 
- Out of state touring. 
 
 
What is the timing after grant consideration and when do we get the money? 
Grant applications are considered by the Commission in early October and funding 
recommendations are made to the City Council at that time. The City Council acts on the 
funding recommendations at the end of October. In early November, staff sends out grant 
agreements to organizations receiving Purchase of Service Funds. Grant checks will be 
disbursed to the organizations after all of the signed grant agreements are returned. The 
approved grant funds typically are received by the applying organizations around the end 
of the year.   
 
 
Where exactly are we required to acknowledge the Cultural Arts Commission (and 
the Illinois Arts Council, as the case may be)? 
Organizations receiving grants shall credit the City of Highland Park Cultural Arts 
Commission and the Illinois Arts Council on all public notices, publicity, printed 
programs, public media, and other applicable material.  The Grantee shall also supply the 
City with copies of all such notices and publicity.  
 
 
What is the spending period and deadline? 
All funds received in the Purchase of Service Grant program shall be expended between 
September 1 and June 30th of the following year. Exceptions may be made and should be 
discussed with staff prior to submitting an application.  
 
 
What do we do if our program changes after we have been awarded a grant? 
Contact the staff person you have worked with on your grant. If the change is major, it 
will require consideration by the Commission and an amendment of the Grant 
Agreement. It would be determined at that time if grant funds would need to be 
reimbursed to the Commission.  
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What is the difference between “Indirect Costs” and “In-Kind Donations” in the 
budget? 
Indirect costs represent the value of overhead costs (personnel, etc.) that are 
proportionally allocated to a project from an already budgeted expenditure. Indirect costs 
cannot be specifically charged to any one project and as such are split between projects 
and general operating expenses. For instance, administrative expenses toward the 
program applied for may represent 10% of a salaried employee’s time. That 10% of the 
employee’s cost should be allocated to the project being applied for and included in the 
indirect column.  
 
Identify all organizational staff that will be working on the program and establish the 
percentage of their annual time that is devoted to the program. Calculate on a per staff 
person basis by staff category – administration, artistic, technical, or other – the specific 
personnel costs. These expenditures are indirect project costs.  
 
Donations are contributions made to a charitable organization. Donations can be a cash 
donation (put in the cash column on the income side of the budget form) or an In-Kind 
Donation of services (such as a contribution of photographic services made by a Board 
member of the organization) or goods (such as chairs, tables, and tablecloths for an 
event). The value of the in-Kind Donation (time and materials) can be included in the In-
Kind Donations column.  
 
 
Do we list support and resources in the budget that we have not yet received but are 
expecting or hoping to receive? 
Pending monetary support or donations cannot be included in the project budget 
presented with the application. Such support can be discussed in the project narrative. 
Should said support or donations be received prior to the presentation of the grant request 
to the Commission in October, the applicant can provide an amended budget for the 
Commission’s consideration.  
 
 
What information is expected in the event evaluations? 
All grantee organizations are required to file an Event Evaluation following the 
completion of the event(s) in support of which funds have been granted.  The Event 
Evaluation form requires the following information:  
- Name of organization(s) 
- Name of program, program description, date(s) and location(s) 
- Ticket Price/Event Fee 
- Estimated # of persons attending and # of Highland Park residents attending 
- Nature of Audience and estimated # of attendees for each of the following categories:  

Adults, Children, Seniors, Persons with disabilities, and Persons of Hispanic ethnicity 
- Total # of individuals benefiting from the program 
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- Total # of artists participating in the program and names of the participating artist(s) 
and their contribution to the program 

- Total # of volunteers participating in the program 
- Impact on underserved populations 
- Means of providing program accessibility to individuals with special needs 
- Other  funding sources or sponsors who supported this event 
- Copies of event program, news clippings, press releases, publicity, and any other 

collateral material indicating Highland Park Cultural Arts Commission and Illinois 
Arts Council support of this project  

- Hard copy photographs (8 inches by 10 inches or less) taken at the sponsored event.  
A well-prepared evaluation reflects well on the organization and may be considered as an 
element in future grant applications. 
 
 
Are there any other tips you could give us that would be helpful in preparing our 
proposal? 
- Devote an appropriate amount of time to complete the application fully. 
- Type the application. 
- Read the instructions and guidelines carefully and check to make sure that you have 

included all required attachments. 
- Write a narrative that is simple, concise, and related to your mission. 
- Make sure the narrative and budget are in agreement. 
- Check to ensure your budget is properly footed. 
- Avoid the impulse to inflate the budget, revenue, or anticipated attendees. 
- In the project narrative, explain the project budget in detail. In particular, explain any 

line item amounts that are an amalgamation of a number of activities or seem 
unusually large.  

- Include credentials for key staff and board members and artistic personnel. 
 
 
Who should attend the Cultural Arts Commission Grant review meeting in 
October? 
As part of the grant process, applicant organizations are invited to meet with the Cultural 
Arts Commission in order to answer any questions that may arise related to their 
application.  Each applicant organization is encouraged, but not required, to send 
appropriate representative(s) capable of discussing the application, including the 
proposed creative program, the organization itself and the budgets for the projects for 
which support is being requested. 



GRANT AGREEMENT 
PURCHASE OF SERVICES PROGRAM 

 
This Grant Agreement (“Agreement”) is entered into as of the _________ day 

of ___________________, 2015, between ____________, ("Grantee"), and THE CITY 
OF HIGHLAND PARK, an Illinois home rule municipal corporation (“City”). 

 
IN CONSIDERATION OF the recitals and the mutual covenants and 

agreements set forth in this Agreement, and pursuant to the home rule powers of the 
City of Highland Park, the parties agree as follows: 

 
SECTION 1. RECITALS. 
  

A. The City sets aside a certain budgeted amount each year to provide 
grants to cultural arts organizations and programs (“City Grants”). 

B. The City created the Cultural Arts Commission (“CAC”) for purposes of 
promoting the cultural arts throughout the City. 

C. Based on the amount budgeted for City Grants and other amounts 
received from the Illinois Arts Council, the CAC makes an overall recommendation 
to the City Council for the allocation of the City Grants to individual cultural arts 
organizations and programs. 

D. On ____________, 2015, the City Council approved the CAC’s various 
grant recommendations including a grant to the Grantee, which shall be awarded in 
accordance with this Agreement. 

SECTION 2. GRANT.  The City shall, and does hereby, approve a grant to the 
Grantee in the amount of, and not to exceed, that specific amount set forth on Exhibit 
A (“Grant”).  The Grant shall be used by the Grantee solely to support the production 
of the program described on Exhibit A (“Funded Program”).  The City shall issue 
the Grant after the Grantee returns a fully executed copy of this Agreement to the 
City’s Director of Community Development.  
 
SECTION 3. GRANT CONDITIONS. 
 

A. Spending Requirements.   
 

1. The Grantee shall only make expenditures of the Grant between 
the dates set forth on Exhibit A (“Program Period”).   

 
2. The Grant shall be expended only on the Funded Program.  Any 

Grant funds not expended specifically on the Funded Program shall be 
returned to the City.   



 
3. In the event the Grantee makes a significant change to the 

Funded Program, as determined by a majority vote of the CAC, and without 
the prior written consent of the CAC, the Grant shall be returned to the City. 

 
4. The Grantee shall not expend any of the Grant on the purchase 

of any permanent equipment, capital improvements or construction, payment 
of the previous year's deficit, or any activities outside the State of Illinois.   

 
5. If approved by the City Council, the Grantee may spend no more 

than the amount designated in Exhibit A of the Grant for an individual’s 
academic study.  Any additional amounts shall be considered funds granted by 
the Illinois Arts Council and shall not be used to pay for an individual's 
academic study. 
 
B. Acknowledgement of Grant.  The Grantee shall credit the City 

of Highland Park Cultural Arts Commission and Illinois Arts Council on all 
public notices, publicity, printed programs, public media, and other 
applicable material.  The Grantee shall also supply the City with copies of 
all such notices and publicity.  

 
C. Financial Evaluation Report.  The Grantee shall submit a Financial 

and Evaluation Report to the City on forms provided by the City, within two weeks 
after the termination of the Program Period, but in no event later than May 31, 2016. 

 
D. Financial Records.  The Grantee agrees, upon the request of the City, 

to make the Grantee’s financial records pertaining to the Program Period available 
to the City.  The Grantee shall permit an authorized representative of the City to 
inspect and audit all data and records of the Grantee for the Program Period.  The 
records shall be made available to the City’s representative at reasonable times 
during the Program Period, and for a period of one year after the end of the Program 
Period. 

 
E. No Discrimination.  In all hiring or employment decisions or matters 

of the Grantee performed as a result of the Grant, there shall be no discrimination 
against any employee or applicant for employment because of age, race, gender, creed, 
national origin, marital status, or the presence of any sensory, mental, or physical 
handicap, unless based upon a bona fide occupational qualification.  The Grantee 
agrees that no person shall be denied, or subjected to discrimination in receipt of the 
benefit of any services or activities made possible by, or resulting from, the Grant.  

F. Geographical Boundary.  The Grantee shall not perform the Funded 
Program outside of the State of Illinois.   

 



G. Indemnification.  The Grantee shall, without regard to the availability 
or unavailability of any insurance, of the City, the CAC, the Illinois Arts Council, or 
the Grantee, indemnify, save harmless, and defend the City, the CAC, and the Illinois 
Arts Council and their respective officials, employees, agents, and attorneys against 
any and all lawsuits, claims, demands, damages, liabilities, losses, and expenses, 
including attorneys’ fees and administrative expenses that arise or may be alleged to 
have arisen, out of or in connection with the Funded Program, whether or not due or 
claimed to be due in whole or in part to the active, passive, or concurrent negligence 
or fault of the Grantee. 

H. No Personal Liability.  No elected or appointed official, or employee 
of the City, the CAC, or the Illinois Arts Council shall be personally liable, in law or 
in contract, to the Grantee as the result of the execution of this Agreement. 

SECTION 4. GENERAL PROVISIONS. 
 

A. Assignment.  This Agreement may not be assigned by the City or by the 
Grantee without the prior written consent of the other party. 

B. Third Party Beneficiary.  No claim as a third party beneficiary under 
this Agreement by any person, firm, or corporation shall be made or be valid 
against the City or the CAC. 

C. Entire Agreement.  This Agreement constitutes the entire agreement 
between the parties to this Agreement and supercedes all prior agreements 
and negotiations between the parties, whether written or oral relating to 
the subject matter of this Agreement. 

D. Exhibit.  Exhibit A is attached to this Agreement, and by this reference 
incorporated in and made a part of, this Agreement.   

E. Consents.  Unless otherwise provided in this Agreement, whenever the 
consent, permission, authorization, approval, acknowledgement, or similar indication 
of assent of any party to this Agreement, or of any duly authorized officer, employee, 
agent, or representative of any party to this Agreement, is required in this 
Agreement, the consent, permission, authorization, approval, acknowledgement, or 
similar indication of assent shall be in writing. 

 
 
 
 
 
 
 
 



 
 
CITY ATTEST: CITY OF HIGHLAND PARK, an 

Illinois home rule corporation 
                                                
 
 
By:    By:         
       Rob Sabo, Deputy City Clerk Ghida Neukirch, City Manager 
 
 
GRANTEE ATTEST: GRANTEE 
 
 
By:       By:       
 
       Title :       
 
# 1297509_v1 



EXHIBIT A 
   
 
Grantee:  
Grant Amount:  
Funded Program:  
Program Period: September 15, 2015 and August 31, 2016  
Permissible Amount for Individual Academic Study:  
Conditions  

 



Community Arts Access Grant Program Evaluation Form 1 

 
 

1. Name of Organization(s):___________________________________________________ 

2. Name of Program Produced:_________________________________________________ 

3. Program Date(s):___________________________________________________________ 

4. Ticket Price/Event Fee:______________________________________________________ 

5. Program Location(s):________________________________________________________ 

6. Estimated Number of Persons Attending:_____________________________________ 

7. Estimated Number of Highland Park Residents Attending:_____________________ 

8. Nature of Audience (estimated number for each category): 

 a) Adults__________ Children__________    Seniors__________ 

b) Persons with disabilities__________  c) Hispanic persons__________ 

d) Other (please specify)______________________________________________________ 

9. Total number of individuals benefiting from the Program:_____________________ 

10. Total number of artists participating in the program:___________________________ 

11. Total number of volunteers participating in the program:_______________________ 

12. Was the City of Highland Park Cultural Arts Commission funding acknowledged 

in program literature? *   Yes______  No______ 

13. Was the Illinois Arts Council funding acknowledged in program literature? *   

      Yes______  No______ 

                                                           
* Please attach samples of distributed written materials 

PURCHASE OF SERVICE GRANT PROGRAM 
Highland Park Cultural Arts Commission 

 
EVALUATION FORM 



Community Arts Access Grant Program Evaluation Form 2 

14. Describe the program.  Was the program consistent with the description provided 

by your application request?  If not, how did it differ? 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

15. Name the participating artist(s) and their contribution to the program. 

___________________________________________________________________________

___________________________________________________________________________ 

16. How did the program meet the needs of under-served populations? 

___________________________________________________________________________

___________________________________________________________________________ 

17. How was the program accessible to individuals with special needs? 

___________________________________________________________________________

___________________________________________________________________________ 

18. Name other funding sources or sponsors who supported this event: 

___________________________________________________________________________

___________________________________________________________________________ 

 
ATTACHMENTS: 

1. Copies of event program indicating Highland Park Cultural Arts Commission 
and Illinois Arts Council support of this project. 

2. Clippings and/or publicity showing Highland Park Cultural Arts Commission 
and Illinois Arts Council support for this project. 

3. Copies of press releases issued by your organization related to this project. 

4. Photographs taken at the sponsored event. 

 
Please return one copy of this complete report and attachments to the: 

 
Highland Park Cultural Arts Commission 

1150 Half Day Rd 
Highland Park, IL 60035 

 
Forms should be filed 14 days after completion of the entirety of funded program, 
however all reports must be filed no later than August 31, 2016.   
Please call 847 926-1857 if you have any questions. 



Community Arts Access Grant Program Evaluation Form 3 

PROJECT BUDGET 
The following information should relate only to the project for which you were funded. 

EXPENDITURES: 
 

CASH IN-KIND TOTAL 

A. Personnel (project related) 
 

   
1.Administrative staff 

        
   

2. Artistic staff    
3. Technical staff    
4. Other staff    
TOTAL PERSONNEL    

B. Implementation: (Cost of Project) 
 

   
1. Capital expenditures 
 

   
2. Space/equipment rental 
 

   
3. Travel/transportation (Artist) 
 

   
4. Promotion/printing 
  

   
5. Postage & telephone 
 

   
6. Supplies & materials 
  

   
7. Outside prof. services 
 

   
8. Other                     
TOTAL IMPLEMENTATION    

C.  TOTAL EXPENDITURES (A + B)    

INCOME:    

D. Earned Cash Income: 
  

   
1. Admissions (sales) 
  

   
2. Tuition & fees 
 

   
3. Other                
            

   
TOTAL EARNED CASH INCOME    

E. Other Cash Income    
1. Individual contributions    
2. Business contributions    
3. Foundation grants    
4. Government sources (NEA, IL Arts Council, 
City, Park District, etc) 

   

5. Applicant funds    
6. Other                     

TOTAL OTHER CASH REVENUE    

F. TOTAL CASH REVENUE (D & E)    

G. COMMUNITY ARTS ACCESS GRANT     

H. TOTAL IN-KIND    

TOTAL REVENUE (F+G+H)    
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