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 Register/login to begin the grant application process.



 Fill in the required registration information. 

 Once complete, a verification email will be sent to your email address. 

 You MUST sign in to your email account and confirm your email address to continue. 

 

 



 After registration, you will be able to 

view all available grants.  

 Select the grant of your choice. 

 

 

 After selecting your grant of choice. You will 

be asked to complete an eligibility quiz.  

 

 



 IF eligible, you will be allowed to begin the application process which consists of 

completing an application form, uploading your supporting documents and 

uploading a W-9 form. 



Contact Information 
  These pages collect your contact information and project narrative. Your narrative

should explain your project in its entirety. 



Demographics 
  These pages are demographic information questions that are used in our yearly

reports. 



Demographics  



Demographics  



Demographics  



Application Example  

Expenses 
 List your projects complete overall 

costs and who is expected to fund 

these costs i.e., VICA, self, an 

organization, etc. 

 You will be asked to breakdown 

these dollar amount of each 

expense on the next page. 

Anticipated Income 
 Will you make a profit from your 

project? List the dollar amount.  

In-Kind Services 
 Grants are funded on a 1 to 1 match; which 

means that VICA will not solely fund your 

projects cost.  

 Your match must be shown through a cash 

match and in-kind services. 

 

 

 

Budget  



Budget Breakdown  

 Breakdown the dollar amount of each project expense. The subtotal of each category 
should match the dollar amount that you entered on  the previous page.  

 Once complete, your total project expenses funded by VICA should match your request amount. 



Submitting Your Application 
 
 

 Sign your application:  left click on the 
signature line and use your mouse to 
draw out your signature 

 Upload any supporting documents 
that can help us better understand 
your funding request.  

 Upload a completed W9 form. 

 Mark your application complete.  

 Review your application. 

 Ensure that all tasks are complete and 

click submit. 
 



After Submission  

 Once your application has been submitted you will receive a confirmation 

email. 

 Check your email often for updates. 



If Awarded 

 If awarded; you will receive an 
award letter in your email 
with a link to your online 
account (you can always sign 
in to your account for 
updates). 

 Once you sign in to your 
account you will find the grant 
contract and voucher to be 
completed. 

 

 



Grant Contract & 
Voucher 

 Initial, sign and date to 
complete.  

 Review and submit when 
finished. 

 Once received, the Council will 
begin to process your grant 
payment. 

 



Final Report Form 

 ALL grantees are required to submit a final report form at the end of your project.  

 All final reports are due on August 1st. You will receive an email reminder. 

  Follow the link to complete your report which consists of a financial report and 
documentation of completion (pictures/receipts/copies of the final product) 

 Turning in your final report form is the final stage in your grant application 
process.  

 


