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Introduction 

…”we can make a difference” 
 

Although many people are members and believe deeply about the chosen mission and its related 

cause, only a small percentage of them invest much more than a paid membership subscription 

and minimal service. Those membership fees, along with revenue from our fundraising services 

projects, provide the majority of our non-profit‟s operating funds.  

 

Our club also relies on a small subset of passive fundraising partnerships with for-profit 

corporations, primarily corporations and small businesses who provide typical day-to-day 

products to address our membership‟s household budget and lifestyle.  

 

We invite you to share information and participate in our club by investing in our membership 

programs. Our organization serves the much larger causes of many nonprofits, who continue to 

rely on our Foundation to expand their reach and impact.  

 

Club members become a part of a powerful community involved in an ongoing reciprocal 

relationship with other non-profit and for-profit businesses, working together to:  

 

¶ allow donors and supporters an easy access to information and resources 

about our organization‟s cause and missions in the community; 

 

¶ assist other nonprofits in gathering information on potential sources of 

financial and volunteer support for their programs; and  

 

¶ encourage individuals to become involved in the nonprofit sector by 

providing them with the inspiration that we each can make a difference.  
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Concept/Philosophy  

 

Kiwanis Club of Corrales, and it's related Foundation, is a community service  

organization that creates, administers and supports one-time and ongoing projects of  

benefit to our surrounding community [the Middle Rio Grande Valley], with a primary emphasis on children 

and youth. The Service Projects which we generate and maintain under the Kiwanis banner also provide the 

membership with opportunities to give of themselves: their time, energies and expertise in hands-on service 

to the community we live in.  

In financial support of these projects we hold various fundraising events and activities,  

and accept donations from philanthropic individuals and organizations - as well as the  

membership at large - to The Kiwanis Club of Corrales Charitable Foundation.  

While we may from time to time help provide startup funds for new community projects  

not our own, it is not part of our mission objectives to be a continuing part of the  

sustaining budget for other fundraising 50l( c) (3) organizations.  

Nonprofit organizations must be qualified by the Internal Revenue Service for tax  

exemption as a 501 (c) (3) organization and have proper liability insurance to indemnify  

The Corrales Kiwanis Club Charitable Foundation, as a named insured.  

Funds/Grants applications that are denied should not be construed as a rejection or  

negative evaluation of the worth to the community of the project described by the  

individual or organization applying. The myriad opportunities for the Kiwanis Club to  

grant funding for worthwhile projects of other community service organizations and  

individuals may far exceed our limited resources. When these opportunities match our  

objectives, and our budget and funding capabilities, we are happy to give them full consideration.  
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Charitable Review Committee  

 

The Kiwanis Club of Corrales Foundation‟s Charitable Review Committee reviews financial requests  

from community organizations and individuals for specific projects that benefit others.  

Such requests are reviewed in a three step process, using various criteria.  

 

Receipt and initial review by Charitable Review Committee  

 

Board Review of CRC recommendation   

 

Decision including award amount by the Board of Directors  

Requests are considered on the basis of the Foundation's focus on children / youth, our number one 

priority.  Priority is given to requests that benefit children in our community, which is geographically 

defined as the Middle Rio Grande Valley.  

 

In no case are individuals or families awarded funds for their own use. In no case will an award place the 

Kiwanis Charitable Foundation in a deficit position.  Funds will be provided from those available in the 

Annual Budget or specifically identified alternative sources. If reserve funds are available, these may be 

applied based on Board approval.  
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Review  
 

Financial requests are directed to the attention of the Kiwanis Foundation CRC. The request is then initialed 

Received and Dated, and reviewed by the committee at its next scheduled meeting on the basis of merit and 

appropriateness for the Kiwanis Foundation's focus.  Requests that do not meet the Club's primary focus may 

also be referred to the Charitable Review Committee and Board of Directors if they merit further review. Such 

exceptions might include projects that benefit children outside of our community or projects that benefit the 

community overall and therefore have some benefit to children as members of our community.  

The request and response of the Charitable Review Committee will be filed with Kiwanis Foundation 

records by the Club Secretary.  

 

 

Review Recommendation 

  

The Charitable Review Committee will review the request. The Committee will be guided by the Foundation's 

focus and/or the merit of the financial request and its effect on the community. The criteria considered are 

listed in the “Grant Request Application.”  

 

When the Charitable Review Committee completes its review of the request, the Chairman will present the 

recommendation to the Board for consideration at the next regularly scheduled Board of Directors meeting. 
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Board of Directors  

 

 
It is recommended that an appointed member of the Charitable Review Committee (CRC) attend 

the Board of Directors meeting to respond to specific questions from Board members about 

requests, recommendations and reasons for the recommendation. The Foundation President will 

govern any request discussions at the Board meeting as they would for any other subject under 

"Roberts Rules."  

 
Following discussion on the request for financial support, the Foundation President will call for 

a motion and vote of Board members.  

 
Should the motion and vote for approval pass; the Foundation President will prepare a letter notifying the 

requesting party of the Kiwanis Club of Corrales Foundation's decision and the method of financial 

disbursement.  

 

Should the motion and vote not pass; the Foundation President will notify the Chairman of the Charitable 

Review Committee that the request was denied, and the reasons for denial. The President then will prepare a 

letter notifying the requesting party of the decision and rationale.  '  

A copy of the Board's disposition - approval or not - for the request will be noted in  

Board minutes and also filed by the Club Secretary along with the original request  

documents and letter of notification.  

 

 

Other Responsibilities  

 

The Charitable Review Committee Chairman at the request of the incoming Foundation President participates 

in the development of The Kiwanis Club of Corrales Foundation budget. The purpose is to anticipate where 

possible, incoming requests for financial support from the community.  

Club Foundation budgets should be based on development of expected foundation  

income to support anticipated and planned funds requests likely to be approved by this process and any 

ongoing funds requirements in future years. Consideration of establishing a “Reserve” and/or preservation of 

funds capital for these purposes is highly recommended.  

It is further intended that clear documentation of rationale for dispositions will serve as stimuli for the 

development and refinement of criteria used in judging requests. Clear communication of such criteria will 

make the system more efficient. It also serves to provide a paper trail for audit purposes and for guidance of 

future club officers. 
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Grant Application Process 
 
Proposals must be submitted on our application form and addressed as follows:  

Attn:  CRC committee  

Kiwanis Club of Corrales Foundation 

P.O. Box  3810 

Corrales, NM 87048  

 

Or email to:   info@kiwanis-corrales.org 
   

The Foundation will acknowledge receipt of grant proposals as quickly as possible and 

Applicants will be advised if any further information is required.  

 

The Kiwanis Foundation is able to respond favorably to only a small percentage of the grant 

requests it receives; therefore, declination of a request should not be interpreted as disapproval of 

its merit. Additionally, grants are made without any commitment for future support of operations 

or specific projects.  

 

KCCF currently considers two categories of grant application, each with its own funding source 

and review schedule; 

 

1. Youth Services Grant (YSG) Application 

Funding source:  general active and passive fundraising activity  

Funding guideline: 

{in support of “Life Long Learning” of local non-profits, children and 

adults, that enhances the quality of life in the village.}   

Schedule; 

Application due: ………..May 1st 

CRC review:…………….May 

Board of Dir review:……June 

Awards:…………………August 

2. Community Spirit Grant (CSG) Application 

Funding source:  Corrales Harvest Festival project  

Funding guideline: 

  {in support of outcome based projects by local non-profit efforts that 

promote the village and community spirit} 

Schedule; 

Application due:……….. Oct. 1st 

CRC review:…………… Oct. 

Board of Dir review:…… Nov. 

Awards: ………………….December 
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Grant Application Review Process Flow Chart 

 



 
 

The Kiwanis Club of Corrales Charitable Foundation 
 

This working document has been approved by the Kiwanis Club of Corrales Foundation Board of Directors 

for appropriate committee use.    Revision date ___ 11/11/2010______   Page 11 
 

  

CRC Evaluation Matrix 
 

Category Description Program Score 

General ¶ proposal describes applicant's mission   

 
¶ proposal describes experience of members and organization   

 
¶ project not likely to occur without our support   

Scope/Scale ¶ project is localized in scope    

 
¶ project has potential to serve as a model elsewhere   

    

 Proposal/Strategy 
¶ proposal identifies the project goals and objectives and how 

they align with overall mission   

 
¶ proposal explains why this project is needed and its importance   

 

¶ proposal actions are realistic and strategic with a high 
likelihood of success   

 

¶ project utilizes the strengths of each members and 
corresponding organization to the highest level   

 
¶ realistic, well-thought-out work plan submitted with timeline   

 
¶ proposal shows a high level of planning and organization   

 
¶ proposal describes the long-term effectiveness of the project 

     

 Community ¶ proposal identifies community partners   

 
¶ proposal describes how this project will benefit the community   

    

 Evaluation/outco
mes  

¶ proposal describes the evaluation process to determine the 
projects success   

 
¶ results are quantifiable, evaluatable   

 
¶ proposal outcomes are tangible, clear, and specifically set forth   

    

 Budget ¶ proposal includes a detailed budget that is appropriate for the 
goal and objectives of the project (overhead, consumables and 
etc.)   

 
¶ Matching funds    

 
grant score =       

* score each item: 0 = does not comply 
   1 = complies 
 

  
2 = complies well 
3 = complies very well 
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Grant Submission Correspondence  
 

Grant Award Announcement Letter (example)  
 

 

<grantee / president> 

<non-profit organization> 

<address> 

<city, state, zip> 

 

<date> 

 

Dear <grantee / president > 

On behalf of Kiwanis Club of Corrales Foundation, thank you for your submission for a 

grant from our organization.   We were fortunate through the hard work and community spirit of 

our volunteers this past year to have funding available that allows us to support non-profit 

organizations in Corrales, such as <organization>. 

 

Based on our charitable review committee and our board of director review your grant 

submission has been approved for  <$----.-- >.  

   

Enclosed find a grantee agreement for your review, signature and return.  Upon receipt of 

the agreement we will mail copy of the agreement with a check for the amount of your grant  

 

We wish you and your organization success in your upcoming endeavors. 

 

Sincerely, 
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Request for More Information about Grant  
 

[need document example ]
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Grantee Agreement   

 

Date of Agreement: <date> 

Grantee: <organization> 
Purpose of Grant: As per <year> Grant Application submission 

Grant Period: <year> 
 

 

This grant is awarded by Kiwanis Club of Corrales Foundation (KCCF the Grantor), is subject to the 

following terms and conditions:  

 

1. Grantee confirms that it is an organization that is currently recognized by the Internal Revenue 

Service (the “IRS”) as a not-for-profit organization or a public charity under sections 

501(c)(3) and 509(a)(l), (2), or (3) of the Internal Revenue Code (the “Code”), and Grantee 

will inform Corrales Harvest Festival Inc. immediately of any change in, or IRS proposed or 

actual revocation (whether or not appealed) of its tax status described above.  

 

2. This grant may be used only for Grantee‟s charitable and educational activities. While KCCF 

understands that the Grantee may participate in the public policy process, consistent with its 

tax-exempt status, Grantee may not use any grant funds provided to lobby or otherwise 

attempt to influence legislation, to influence the outcome of any public election, or to carry 

on any voter registration drive. This grant must be used for the project as described in the 

Grantee‟s proposal and related correspondence, and may not be expended for any other 

purposes without Corrales Harvest Festival Inc.‟s prior written approval. Grantee accepts 

responsibility for complying with this agreement‟s terms and conditions and will exercise full 

control over the grant and the expenditure of grant funds.  

 

3.  If the grant has not been used for the activity as stated in the Grant Application by October 1, 

of the following calendar year, KCCF requests that Grantee return any unexpended grant 

funds remaining at the end of the project period.  KCCF reserves the right to require the 

Grantee to submit in writing a progress report on the expended grant funds during the project 

period.  

 

4. KCCF reserves the right to discontinue, modify or withhold any payments to be made under 

this grant award or to require a total or partial refund of any grant funds, if, in KCCF‟s sole 

discretion, such action is necessary: (1) because Grantee has not fully complied with the 

terms and conditions of this grant; (2) to protect the purpose and objectives of the grant or 

any other charitable activities of Corrales Harvest Festival Inc.; or (3) to comply with any 

law or regulation applicable to the Grantee, to Corrales Harvest Festival Inc., or this grant.  

 

For KCCF‟s files, please have the enclosed copy of this agreement signed where indicated by an 

authorized officer of Grantee and then returned to us within two weeks of receipt of this agreement. 
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On behalf of Grantee, I understand and agree to the foregoing terms and conditions of Kiwanis Club 

of Corrales Community Spirit grant, and hereby certify my authority to execute this agreement on 

Grantee's behalf.  

 

Signature: _____________________________________________________________  

Printed Name: __________________________________________________________  

Title: _________________________________________________________________ 

Organization Name: _____________________________________________________ 

Date: _________________________________________________________________ 
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Letter of Acknowledgement of  Grantee Agreement  
 

<president KCCF> 

Kiwanis Club of Corrales Foundation 

P.O. Box  ???? 

Corrales, NM  87048 

 

<date> 

 

Dear <Grant Request>,  

On behalf Kiwanis Club of Corrales Foundation, thank you for your <year> submission for a 

grant from our organization.   Based on -----------------------, we are unable to disburse funds for 

your grant request. 

 

 

We wish you and your organization continued success. 

 

Sincerely, 

 

 

<president> 
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GRANT APPLICATION FORMS 
 

Envisioned outcome of granting program: 

Youth Services Grant ……    

Community Spirit Grant …   

 
DATE_______________    

ORGANIZATION         

CONTACT PERSON:            

TELEPHONE:      FAX:                    

EMAIL:              

AMOUNT REQUESTED:       

DESCRIPTION/PURPOSE SUMMARY (Additional pages may be attached) 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

PROJECTED OUTCOME / BENEFIT:  

              

              

              

INVOLVEMENT OF KIWANIS VOLUNTEERS AND/OR OTHER CLUBS (Volunteers and Funding): 

_____________________________________________________________________________________________ 

             

_____________________________________________________________________________________________ 

 

Are you a 501c3 organization:   YES      NO [Attached Letter of Non-profit designation]   

Date organization was established? __________________________________   

PURPOSE OF ORGANIZATION / MISSION:         

  _______________________________________________________________________________ 

               

Have you submitted a request(s) to any other funding sources for this same project? 

Yes___     No___ 

If so, when and to whom ____________________________________________________________________ 

 

 

[check all Attachments that are included]  

Project narrative  -   

Project schedule  -        - 

Project budget     -  

Risk Assessment -  
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Application Guidelines 
 

 

KCCF currently considers two categories of grant application, each with its own funding source 

and review schedule; 

 

1. Youth Services Grant (YSG) Application 

Funding guideline: 

{in support of ñLife Long Learningò of local non-profits, children and 

adults, that enhances the quality of life in the village.}   

Schedule; 

Application due: ………..May 1st 

CRC review:…………….May 

Board of Dir review:……June 

Awards:…………………August 

2. Community Spirit Grant (CSG) Application 

Funding guideline: 

  {in support of outcome based projects by local non-profit efforts that 

promote the village and community spirit} 

Schedule; 

Application due:……….. Oct. 1st 

CRC review:…………… Oct. 

Board of Dir review:…… Nov. 

Awards: ………………….December 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


