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The Partnership Worksheet is for applicants to collect and compile the various roles and responsibilities of Arts Catalyze Placemaking project, activity and program partnerships.    
· This Worksheet is required for applications to Arts Leadership ACP-2 & ACP-3.  The Worksheet may be used by other ACP applicants as a tool to plan and clarify the roles of each partner and their specific responsibilities.
· Use the Primary Form (page 3 of this document) for up to 3 partners and the Secondary Form (Page 3 of this document) for data in relation to additional partners.

· List partners in order from most significant responsibilities to least significant responsibilities (top to bottom of the worksheet).
· Use as few or as many Worksheet pages as needed.  Please format any table and page breaks to retain ease of review.

· Enter all pertinent data, and upload the Partnership Worksheet document with your application.  See ACP Glossary of Application Terms for further information.

Primary Form / APPLICANT INFORMATION (see page 3 of this document)
· In column 1 of the top row (APPLICANT), enter all requested information.
· In column 2 of the top row (Project Management Responsibilities), use the pre-formatted bullets to outline the applicant’s responsibilities specific to the proposed project, activity or program.  List only major responsibilities.  Differentiate the applicant’s role from partners’ roles.
· In column 3 of the top row (Applicant’s Financial Contributions), enter:
a) The amount of your cash financial contribution toward the project, if any, and whether that amount is secured or anticipated at the time of application.  For example: $10,000  Secured / XX Community Foundation; or:  $12,500  Anticipated / pending grant; or: $0 / None
b) The amount of your in-kind contribution toward the project, if any, and whether that contribution is secured or anticipated at the time of application.  For example: $10,000  Secured / donated facility; or:  $850  Anticipated / donated school supplies; or: $0 / None
· In the last column (4) of the top row (COA Funds to be Paid to the Applicant), enter the amount of COA funds that will be allocated toward the applicant’s Administrative Expenses for the project, or enter “None” if administrative expenses are not projected to be paid with requested COA grant funds.
Instructions continued on page 2…

Primary Form / PROJECT PARTNERS (see page 3 of this document)
· In column 1 (PROJECT PARTNERS:), enter all requested information.

· In column 2 (Project Role), describe each partner’s role by selecting ONLY one of the terms provided below.  Enter ONLY one of the terms below (not the descriptions) to illustrate the roles and responsibilities of your assembled partnership.
a) Lead Partner (Has major responsibility for the project, activity or program.  Manages other partners or vendors.  Facilitates meetings and supports and participates in the decision-making process.  Responsible to disburse funds.  Manages accounting of income and expenses, prepares reports, etc.)
b) Support Partner (Has significant responsibility for the project, activity or program.  May manage selected partners or vendors.  May facilitate meetings and support and participate in the decision-making process.  Is not responsible to disburse funds.  May support accounting of income and expenses, prepare reports, etc.)
c) Associate Partner (Acts as a subordinate partner for the project, activity or program.  Does not manage partners but may manage selected vendors.  Participates in the decision-making process but perhaps not at all decision-making levels.  Is not responsible to disburse funds.  May support preparation of reports, etc.)
d) Other (You will have an opportunity to describe the partner’s unique role in  column 4 – see below)
· In column 3 (Relationship), enter ONLY one of the following terms below (not the descriptions).  Note: lettering will enter vertically on the form:
a) New (The relationship between the parties is new.  The parties have not worked together before at the level described)
b) Sustained (The relationship between the parties is pre-existing and the parties have worked together at this level before)
c) Expanded (The pre-existing relationship between the parties has changed.  The parties have not worked together at this level before)
· In column 4 (Project Management Responsibilities), use the pre-formatted bullets to outline the partner’s responsibilities specific to the proposed project, activity or program.  List only major responsibilities.  Describe the partner’s role as differentiated from the applicant’s and other partners’ roles.

· In column 5 (Partner’s Financial Contributions), enter:
a) The amount of the partner’s cash financial contribution toward the project, if any, and whether that amount is secured or anticipated at the time of application.  For example: $10,000  Secured / XX Community Foundation; or:  $12,500  Anticipated / pending grant; or: $0 / None
b) The amount of the partner’s in-kind contribution toward the project, if any, and whether that contribution is secured or anticipated at the time of application.  For example: $10,000  Secured / donated facility; or:  $850  Anticipated / donated school supplies; or: $0 / None

·  In column 6 (COA Funds Paid to the Partner), enter the amount of COA funds that will be allocated toward the partner’s Administrative Expenses for the project, or enter “None” if administrative expenses are not projected to be paid with requested COA grant funds.
SECONDary Form / PROJECT PARTNERS (see page 4 of this document)
· Follow all instructions above for Primary Form / Project Partners.
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Arts Catalyze Placemaking
PARTNERSHIP WORKSHEET / PRIMARY FORM (page 3)
	APPLICANT:

Project Liaison & Contact Information
	Project Management Responsibilities (bullet list)
	Applicant’s Financial Contributions to the Project
	COA funds to be Paid to Applicant for Admin expenses

	Organization:  
Address:  
Phone:  
E-mail:  

Project  Manager:  

	· 
	
	

	PROJECT PARTNERS:

Project Liaison & Contact Information
	Project

Role
	Relation-ship

with Applicant
	Project Management Responsibilities (bullet list)
	Partner’s Financial Contributions to the Project
	COA funds to be Paid to Partner for Admin expenses

	Organization:  
Address:  
Phone:  
E-mail:  

Project Contact:  

	
	  
	· 
	
	

	Organization:  
Address:  
Phone:  
E-mail:  

Project Contact:  

	
	  
	· 
	
	

	Organization:  
Address:  
Phone:  
E-mail:  

Project Contact:  

	
	  
	· 
	
	


[image: image3.jpg]Department of Economic and S —
Community Development 0 n n B c I c U.[‘

Office of the Arts still revolutionary




Arts Catalyze Placemaking
PARTNERSHIP WORKSHEET / SECONDARY FORM (page 4)
	PROJECT PARTNERS:

Project Liaison & Contact Information
	Project

Role
	Relation-ship

with Applicant
	Project Management Responsibilities (bullet list)
	Partner’s Financial Contributions to the Project
	COA funds to be Paid to Applicant for Admin expenses

	Organization:  
Address:  
Phone:  
E-mail:  

Project Contact:  

	
	  
	· 
	
	

	Organization:  
Address:  
Phone:  
E-mail:  

Project Contact:  

	
	  
	· 
	
	

	Organization:  
Address:  
Phone:  
E-mail:  

Project Contact:  

	
	  
	· 
	
	

	Organization:  
Address:  
Phone:  
E-mail:  

Project Contact:  

	
	  
	· 
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