CANDO 2007 Handbook  
“Everybody Counts, Everybody Contributes, Everybody Benefits”


[image: image1.wmf]
Table of Contents

2Purpose of CANDO


2Eligible Associations


2Eligible Project Criteria


2Project Categories and Examples


3Ineligible Projects and Expenses


Grant Award Requirements...........................................................4
Award Amount and Match Requirements………………………4
Budget Line Items…………………………………………………4
Guidelines for Social, Youth, Cultural, Senior and Community Programs………………………………………………….………..5
Guidelines for Neighborhood Signs………………………………5
Guidelines for Beautification Projects…………………………...6
Frequently Asked Questions……………………………………...6
Completion Checklist……………………………………………...7
Forms Sections……………………………………………………..8


Purpose of CANDO

The purpose of the CANDO program is to offer grants to recognized Columbia Council of Neighborhoods (CCN) member organizations for projects ranging from landscaping to youth and senior citizen cultural programs.  Neighborhoods are given the opportunity to apply for funding of projects based on the needs of their community.  

Eligible Associations

To qualify, eligible associations must: 

· Be a registered member with the Columbia Council of Neighborhoods (CCN) as of January 1, 2007; 

· Have a Tax Identification Number (TIN) or Employer Identification Number (EIN) by using an IRS W-9 Form; and 

· Not be in default of any City grant monies that have previously been awarded.  Default includes non-submission of all required supporting documentation from previous CANDO funds. 
Individuals, businesses, citywide associations, social service agencies, fraternal and religious organizations, universities, political groups and public agencies are not eligible. However, eligible neighborhood associations may form partnerships with these groups for the planning and implementation of projects. The neighborhood-based association must be the lead applicant with primary responsibility for project implementation.
Eligible Project Criteria

In order to be eligible, proposed neighborhood projects must possess the following criteria: 

· Provide a public benefit to the applicant neighborhood; 

· Have an accountable neighborhood resident serve as the project leader; 

· Demonstrate neighborhood resident involvement; 

· Have goals which can be accomplished in 7 months or less, and; 

· Not use grant funds for the association’s operating expenses or to supplant a City of Columbia program.

Project Categories and Examples

1.  Social, Cultural and Community Improvements Programs

· Summer youth and senior program/camps

· After school programs

· Service programs/ workshops

· Service agency partnerships

2. Beautification & Signs

· Neighborhood entrance signs

· Street sign toppers

· Portable and temporary announcement signs

· Historical marker/ plaques

· Landscaping/ seasonal plantings

· Tree planting/ tree zone improvements

· Irrigation systems

The following project categories are no longer available through CANDO but are available by applying through the City of Columbia Mini Grant program. Mini Grant funds are available year round and can be applied on quarterly basis.  Contact Ebony Woods at (803) 545-3326 for more information.    

Neighborhood Park Improvements 
· Park improvements and/or enhancements

Community Relations, Outreach, and Development

· Newsletters

· Website development

· Neighborhood promotions

· Capacity building

· Projects that cannot continue without recurring expenses

Ineligible Projects and Expenses

 CANDO funds cannot be used for the following items:

1. Any expenses incurred outside of the grant award period of August 15, 2007 through June 30, 2008. 

2. Contributions to a contingency or reserve fund.
3. Contributions, donations and/or lobbying for political campaigns.

4. Any costs related to uncollectible accounts or late fees.

5. Salaries or expenses payable to any City of Columbia employee, or member of the City’s Citizens Advisory Committee.  

6. Construction, rehabilitation, or other improvements to private property.

7. Food items not solely dedicated to a specific grant funded event.  All food expenses must be approved prior to expenditures, be of a reasonable nature, and used only for grant funded events, e.g.,  food used during a program event is an eligible expense but food for monthly neighborhood meetings is an ineligible expense).  Food items cannot be requested if your total budget is less than $2,500.
8. Projects already funded by the City of Columbia Mini-Grant program.

9. Projects benefiting a for-profit business.

10. Expenditures over $500 without appropriate bid documentation;

· Over $500 requires two written, comparable bids and 

· Over $5,000 requires three written, comparable bids.

11. Salaries, cash incentives, gift cards, stipends, or scholarships to workers under the age of 18 years.

12. Replacement neighborhood signs funded with CANDO, CIF, or Mini-Grant funds in last 4 years.

13. Community relations, outreach and development projects.

14. Neighborhood park improvements and/or enhancements.

Grant Award Requirements 

· An eligible association.  

· An eligible project. 
· Before any grant funds can be issued, evidence must be provided that the project was endorsed by the neighborhood. The minutes reflecting this endorsement must include the name and description of the project and the number of for/against votes.

· Document  all sources of funds used for the proposed project, the amount of funds and how the funds will be used, including bid and cost proposals to support expenses of $500 or more 

· Submit a project update with every request for funds.
· Submit a final report using format provided at end of grant period. (Report forms included in ‘forms’ section of this handbook).
Award Amount and Match Requirements  

Your CANDO 2007 applications may request up to $2,500 with no cash match.  If you desire to apply for more than $2,500, you have to provide a 1:1 cash match and can apply for up to an additional $7,500.  Individual neighborhood organizations or Coordinating Community Councils may apply for up to a total CANDO amount of $10,000.  The maximum CANDO request is $10,000 in CANDO funds. The minimum CANDO request is $2,000 in CANDO funds.  Please do not send any monies with your application. Match documentation must be submitted with your application, if applicable.
Budget Line Items
1. Personnel (Salaries & Wages) 

Provide the names and qualifications of paid personnel. For volunteer staff, include the title of each position and indicate in brackets the number of persons who will be engaged in that capacity.  Document all salary and payment information on one sheet of paper at the end of the grant period.  

2. Travel

Foreign or out-of-state travel is prohibited. For in-state travel indicate the number of persons traveling and the total cost of transportation for each trip. No foreign or out-of-state travel will be allowed with use of the CANDO funds.
3. Supplies, Materials and Services 

Include consumable supplies, materials to be used in the project (i.e. art, crafts, etc.), items of expendable equipment, (i.e. office supplies, paper, pens, ink cartridges, etc.), and the cost of duplication and printing and other services related to project objectives.
4. Purchased and Contractual Services/Equipment

Include any contract services related to your project, equipment purchases per unit, training costs and registration fees.  Attach any necessary written bids and/or proposals. 
5. Other Costs 
Specify other items not previously listed. “Miscellaneous” and “contingency” are not acceptable budget categories. 

Budget Reminder

All purchases:

· Over $500 requires two (2) written, comparable bids and 

· Over $5,000 requires three (3) written, comparable bids and must be submitted with your budget.
Guidelines for Social, Youth, Cultural, Senior and Community Programs

1. Programs must be open and available only to residents in the applicant’s neighborhood. 

2. Resumes and/or a qualifications letter must be kept on file for any paid staff for review as requested by Community Development staff.

3. Background checks must be done on any volunteers and/or staff working with youth (ages 0-17). Background checks will be conducted by the South Carolina Law Enforcement Division (SLED) and should not be included in your budget.  Community Development will set-aside funds specifically for SLED checks.  The SLED checks must be requested prior to your first request for payment.  Verification of receipt of the results of the SLED checks must accompany your first request for payment.  No funds will be release unless SLED checks are completed.

4. The neighborhood president is responsible for ensuring the safety of the youth in the program. The president or project leader is required to review the background checks, resumes, and/or qualifications on those individuals working with youth.  

5. A neighborhood association will forfeit any monies left un-awarded and will also be barred from reapplying for CANDO for two years for engaging  volunteers or paid staff that have convictions such as, but not limited to, sexually related offenses, violent crimes, major drug offenses, and any other offenses that may be a negative impact on youth.

6. Nepotism is prohibited for all CANDO projects and programs. 

Guidelines for Neighborhood Signs

If you are applying for a neighborhood sign, you should contact a CANDO Technical Advisor in Community Development Department for a copy the ‘Guidelines for Neighborhood Signs’ and a sign application.  The completed sign application form should accompany your application, or at the latest be submitted before the CANDO agreement is signed.  

Guidelines for Beautification Projects

If you are applying for a beautification project, you should contact the Forestry & Beautification Department at 545-3860 to help with your project design.  In addition, the neighborhood must agree to sign a Cooperative Beautification Project Agreement that will be reviewed by the Forestry & Beautification, Public Works, and/or the Street & Traffic Departments and will be approved by the Public Works Department.  The neighborhood is responsible for maintaining the project site.  The agreement should accompany your application, or at the latest be submitted before the CANDO agreement is signed.  
Frequently Asked Questions

(1) What Are My Responsibilities? You have the financial and programmatic responsibility. Your neighborhood organization will receive funding on behalf of your projects/programs.  You will have to make sure that items are purchased, signs are installed, programs are taking place, completed projects, final reports, etc.  

(2) When can I start my project?

Do not obligate any funds prior to August 15, 2007.
(3) How do I get my first request for funds?
Submit a letter of request on neighborhood letterhead detailing the amount of request and address where check is to be mailed (please note that address must match the address provided on the W-9).  Only an authorized neighborhood representative (as indicated on CANDO application) may sign request. You may request up to half of the grant award in advance.  Matching funds must be expended first.  You must submit SLED reports, if applicable, with your request for funds. 

(4)  How many bids do I need?

Neighborhood organizations must have 2 written bids if purchases are over $500 and 3 written bids if purchases are over $5,000.   All items purchased must be listed in your contract.  You must buy from the lowest bidder.   

(5) What are the requirements on hiring personnel?

Resumes and qualifications of hired personnel will be kept on file by the neighborhood association and may be reviewed by CANDO staff to ensure qualifications of individuals are in accordance with the position.

(6) Can I use funds from one line item for another project?

You cannot exceed an individual line item amount by more than 10% without prior CANDO TA Staff approval. 

(7) What if we want to change our project after we receive the money?

You cannot change the scope of your project.

(8) What do I do with unused funds?

Any CANDO funds received that are unexpended must be reimbursed back to the City of Columbia.

(9)  Can I use CANDO to purchase food? 

You can use CANDO to purchase food ONLY if it is solely dedicated to a specific grant funded event. However, these food costs can ONLY be included in your request if the total CANDO request exceeds $2,500. At that point, food costs will be matched with CANDO funds by 50%.
(10) My final report is due no later than July 1, 2008. What is required for submission?

      A final report must be submitted for all grant awards and must include:  

· Narrative detailing your activities including number of participants, people/students served, total materials disbursed, event/program attendees, payments made to employees, etc.  

· Outcomes/Impact on your community 

· Success stories/Testimonials

· Lessons learned/How to improve your program

· Attachments such as event invitations & programs, brochures, agendas, art work samples, labeled scrapbooks, pictures (digital preferred).  
The following financial information must also be included:  
· Final expenditure report (blank copy included in ‘forms’ section of this handbook) detailing how funds were used.

· Cash match documentation 

· Original copies of all receipts, invoices, etc.

· Copies of canceled checks corresponding with receipts

· Timesheets (signed by employee and neighborhood representative) documenting dates and exact hours worked for all paid personnel.  
PLEASE NOTE:

Neighborhoods that are non-compliant in any way will not be eligible to apply for future funding for up to a two (2) year period.
Completion Checklist

·   
Completed CANDO application with appropriate signatures

·       Detailed Project Budgets with attached bid & quotes 

·   
Cash match documentation (if applicable)

·   
Signed IRS W-9 Form

· Project Plan and Timeline  

·   
Association minutes reflecting neighborhood approval of CANDO funds
·       One (1) original and two (2) unbound copies

Forms Section

Expenditure Report Form 

The Expenditure Report Form should be used to report all eligible expenditures for your program and should be used for all financial reports, including your final expenditure report. You must account for all expenditures made with 1st payment request before you can submit a 2nd payment request. If match is required, you must also account for all match expenditures. All supporting documentation such as paid invoices, receipts, etc., must be attached to and submitted with the Expenditure Report Form.  

Final Report  

A final report must be submitted for all grant awards using the format provided.  The final report form provides a format to collect information about your activities including number of participants, people/students served, total materials disbursed, event/program attendees that will help document the success of your program/projects.  The report form also includes a narrative section for: 

· Outcomes/Impact on your community 

· Success stories/Testimonials

· Lessons learned/How to improve your program

Attachments such as event invitations & programs, brochures, agendas, art work samples, labeled scrapbooks, pictures (digital preferred) should be attached to your final report.
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