PROCEDURES FOR APPLYING AND RESPONDING TO REQUESTS FOR ASSISTANCE FROM THE HISTORIC JACKSON WARD ASSOCIATION, INC. (HJWA)


I. Requests for Volunteer Assistance/Support

A. Written requests must be submitted via the Board of Directors at least sixty days prior to the event to allow ample time to circulate the request to the membership of the association.

B. Preference will be given to activities/events sponsored by the association’s partners or organizations located in the neighborhood.

C. Organizations that are not partners or located within the neighborhood will be requested to make an unrestricted, tax-deductible donation to the association (a list of partners can be obtained from the Board of Directors).

D. A review committee will screen the request against the neighborhood priorities.  Activities/events that do not support these priorities will not be considered by the larger membership. The neighborhood has established the following priorities in order to accomplish the HJWA mission:

· reduce crime and improve safety of Jackson Ward residents and visitors

· enhance awareness of Jackson Ward's history and integrate that history into the modern day experience

· beautify our neighborhood

· promote education and citizenship in our youth and residents

· improve communication with residents and visitors regarding events and issues facing the neighborhood

II. Requests for project/activity funding initiated by members of HJWA

A. Any HJWA member may request funding to organize and implement an HJWA project and/or activity.

B. The project and/or activity should include participation by HJWA members and residents living in the neighborhood.

C. Written requests must be submitted to the Board of Directors.

D. Under no circumstances will loans be made to individuals or organizations 

E. Information Required - The request must include the following information which may be submitted electronically or in hard copy:

1. A complete description of the activity;

2. A statement of how the activity will impact the HJWA community along with an explanation of how the activity will support the priority(s) established by the neighborhood;

3. Evidence that the activity has been appropriately sanctioned (i.e., city permits, licenses, etc.);

4. A copy of the budget for the activity/project;

5. Any additional information that may be requested by the association.

F. Approval or denial of requests will be based on the availability of funds, the intended purpose of the project, and fit with the neighborhood's priorities (refer to Section I.D. of this document for a list of priorities).

III. Requests for Financial Assistance initiated by an external organization

A. Written requests must be submitted to the Board of Directors at least sixty days prior to the date of need.

B. Requests will be accepted from verifiable non-profit organizations not from individuals or for-profit entities.

C. Preference will be given to requests from the association’s partners or organizations located in the neighborhood.

D. Requests for assistance from organizations outside the neighborhood will not be considered unless such request will have a direct impact on the HJWA or the neighborhood.

E. Under no circumstances will loans be made to individuals or organizations.

F. Information Required - The request must include the following information which may be submitted electronically or in hard copy:

1. A complete description of the activity;

2. A statement of how the activity will impact the HJWA community along with an explanation of how the activity will support the priority(s) established by the neighborhood;

3. A detailed description of the organization sponsoring the activity;

4. The name, address, phone number, and e-mail address for the person responsible for the activity;

5. A copy of the organization’s IRS non-profit determination letter;

6. A copy of the requester’s budget for the current year including the activity for which funding is sought;

7. Evidence that the activity has been appropriately sanctioned (i.e., city permits, licenses, etc.);

8. Evidence of the results of solicitation requests to other organizations/entities;

9. If funding is approved, a final report shall be provided within 30 days after the completion of the activity that must include actual activity expenditures, impact to the community, and measurable results. Failure to provide a final report may exclude an organization from future funding consideration, and;

10. Any additional information that may be requested by the association.

Approval or denial of requests will be based on the availability of funds, the intended purpose of the project, and fit with the neighborhood's priorities (refer to Section I.D. of this document for a list of priorities).

IV. Approval Process for all funding requests

A. A committee shall be created to pre-screen requests and to make a recommendation to the membership.

B. Upon receipt of a request for assistance, the review committee will screen the request according to the priorities established by the membership and the adequacy of information provided.  Requests falling outside that scope will not be considered by the larger membership.  The committee chair shall notify the board that the request is being denied.  If the board disagrees with the decision of the committee, the request may be discussed by the larger membership.  If the board agrees with the decision of the committee, notification of the association’s decision shall be communicated to the requesting organization by the committee chair.  

C. If a request has passed the initial screen, notification of its receipt may be circulated to the membership with a request for a response by a date specified.  Responses will be sent to the Secretary of the association or to a committee chairman designated in the notice.

D. An individual member or committee chair will be designated as the contact person for the activity.  This person will be responsible for making periodic reports, as appropriate, at monthly membership meetings.

E. The Board of Directors is authorized to approve requests not exceeding $500.00.  In the case of an emergency request not meeting the sixty-day requirement, the Chairman may approve the request with the concurrence of a majority of the Board to include the Secretary, the Treasurer or both.

F. No requests exceeding $500.00 may be approved by the Board of Directors.  Such requests must be approved by a majority of eligible voting members of the association present at a regularly scheduled or called meeting.

G. When an approval of the membership at-large is required, a minimum of five days notice of the pending action shall be given to the membership by e-mail, telephone, or by regular mail to those known to the Secretary not to have e-mail access.  Such individuals shall notify the Secretary of their lack of e-mail access.  The Secretary shall not be held responsible for failing to notify members if such members do not make it known they do not have such access.

H. All expenditures of association funds will be reported to the membership at the regularly scheduled meeting of the association immediately following the expenditure.  Accounting for all Capital One funds will be reported separately from the HJWA operating and membership funds.

I. Financial grants will generally not exceed $2,500 for any one activity/project. HJWA will consider funding requests from any one organization a maximum of two times per year.  However, the suggested maximum amount of $2,500 and funding request submission limitation might be exceeded if 75% of the eligible voting membership approves to make an exception.

�Just a suggestion to narrow the scope


�Just a few process suggestions
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