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PROJECT SUMMARY (on Application Cover Sheet) 

• This is panel’s first and lasting impression of your project, so excite the panelists! 
• Must be short, clear, factual, compelling, and assuring.  
• Summarize WHO, WHAT, WHERE WHY, WHEN, HOW, and HOW MUCH IT WILL COST. 
• Remember, this project must benefit the people of Pasadena. 

NARRATIVE PART 1 - Organizational Background Section 
Use the following headings and letters to organize your response: 

A. Mission/Purpose - WHY: 1-2 sentence description of overall Purpose and Goals. 
Can also include what makes your organization distinctive and its guiding principles.  

B. History/Programming: Prove your organization’s ability to successfully complete your 
proposed project by stating your accomplishments: 

• What are your core programs? (events, performances, exhibitions, workshops, series, 
classes, tours, recordings, publishing, meetings, conferences, etc.) 

• How many years have you been programming? 
• Statistics: Quantity of events, programs, people served, artists featured 
• Awards won 
• Key government and private grants (proves funders’ confidence and endorsements) 
• Titles of major art works created or presented 
• Names of staff members or Artists of note. 
• Cities or countries where your art work has been presented 
• Key accomplishments that have made a difference in the area or world. 

C. Planning/Leadership - HOW, WHY, and HOW MUCH:  
• What are organization’s artistic, administrative, financial goals for the next 2 years? 
• Examples of goals already accomplished: new programs, staffing, outreach, donors, 

members, facilities, equipment, grants, media coverage, marketing campaigns, events, 
board members, etc. 

• How does your Staff and Board help with the planning? 
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D. Community or Core Audience you serve- For WHOM and from WHERE: 
• Where do they live? 
• What are their cultures, races, nationalities? 
• What is their age range? 
• What are their income levels? 
• What is their arts experience? 
• What arts services do they need, and how do you know that? 
• How do you reach them to publicize your services and programs? 

E. Artistic Policy - HOW and HOW MUCH: 
• How does your org. make artistic decisions about programs, events, and artists selected? 
• Do you pay artists to perform or participate?  How do you determine their fees? 

NARRATIVE PART 2 - Project/Program Proposal (most crucial part) 

General Tips: Use the letters and headings below for each question. Keep in mind City of 
Pasadena’s priorities and mission: accessibility, safety, family friendliness, quality of life 
improvements, equality, permits, reaching as many tax payers, residents and visitors as possible. 
Study the panel’s REVIEW CRITERIA.  

A. Project/Program Description - HOW, WHAT, WHERE, WHEN, by WHOM:  
Methodologies: Describe your methods, strategies or actions to accomplish your goals. 
Sentences usually start with To create, To establish, To produce, To present, To provide, etc. 

• What activities will take place? 
• Where will they take place? 
• Timeline (WHEN): What key steps will you take to complete project? 
• Will you charge a fee or admission? 
• Will you partner with any other organizations or artists? Is so, who are they, and what role 

will each partner play? 

B. Project/Program Impact/Public Benefit - WHY 
• Why does Pasadena need this project? Quantify or prove those needs. 
• Why will your project meet those needs? 
• Why do this project now, and why at this site? 
• Is this an annual or ongoing Pasadena project? What impact has it already made? 
• What sources of proof do you have of its impact in the past? 
• Is this a new project? What new skills, funds, or resources will prove it will be a success? 

C. Use of Funds - HOW MUCH:  
• In narrative terms, describe how you’ll use PCAD grant funds.  
• Which parts will you pay for, and what will be the other sources of the matching dollars? 
• Who will manage the project? 
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D. Target Audience - FOR WHOM, specific to Pasadena: 
• In what neighborhoods or areas do they live? 
• What percentage of the audience and artists are from Pasadena? 
• What are their ages, cultural traditions, races, nationalities, income levels, languages? 
• What is their arts experience? 
• What arts services do they need, and how do you find that out? 
• How will your project involve or engage this audience? 

E. Outreach, Equity and Access - HOW you will inform, attract, and diversify audience 
(Page 12 of Guidelines offers helpful resources): 
• How will you publicize or market your project to draw the audience? 
• How do you or your organization and board reach out to new and diversified audiences? 
• What is your plan for expanding and diversifying your audience? 
• How will you quantify or confirm how many audience members are new and returning?  
• How will you make your project affordable to the general public?  

• Will it be free or charge admission?  
• Will you offer discounts or coupons? 
• Will have special student or senior rates or matinees?  
• Can volunteers attend for free? 
• Will you offer free Internet components? 

F. Facility/Project Site, and ADA Accessibility: WHERE will project will take place?  

• Describe your site’s seating capacity, location, equipment, ambiance, and closeness to 
public transportation, parking, restaurants and other assets to enhance the audience’s 
experience.  

• Is your site confirmed, or to be determined? Confirmed sites ensure more panelist 
confidence. You can add Host Venue letter to Supplementary Printed Materials.  

• Is site accessible to people with disabilities? Describe? 
• Will your site comply with City permitting and access codes? 

G. Goals, Objectives, and Evaluation - WHY, and SUCCESS MEASUREMENTS:  

• GOALS: Underlying reasons for project, which should fulfill your organization’s mission.  
• OBJECTIVES (quantifiable, measurable ways to accomplish your goals and desired 

outcomes. Sentences usually start with To increase, To decrease, To reduce.  
• What are your artistic goals?  
• What are your program development and/or management goals? 
• What are your audience and outreach goals? 
• How will this project effect your organization? 
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EVALUATION: Measurements and tangible ways to prove your project was successful.  
• Design your evaluation instrument (format) appropriately for your project. Completing this 

during and after the project will be extremely helpful when preparing interim and final 
grant reports, and applying for future funding.  

• Your organization, funders, and grant panelists will judge how good your project is using 
the following possible criteria: 

• How well did your Methodologies work? 
• Did you succeed or fail using new processes, technologies, equipment, 

collaborations, art forms? 
• Did you meet your Timeline? 
• Did project increase audience size, diversity, new faces, repeat visitors, mailing list 

signers, donors, requests for more, feedback in any form? 
• Did the project receive any media previews or reviews? 
• Did it provoke conversation, good Q & A? 
• Did you get any applause, standing ovations, lingering afterward, walk-outs? 
• Did you offer surveys or questionnaires, and what were the results? 
• What did you observe visually? 
• Did you ticket sales and reservations increase? 
• Were there long term effects?  

• Did you get future invitations and followups?  
• Did it inspire new offspring projects or collaborations? 
• Did it lead to changes in people’s lives, government policies, etc.? 

H. Additional Funding Sources - HOW MUCH: 
• Although PCAD does not require matching funds, the panel will feel more secure that the 

project will be successful if you have secured the endorsement of other funders. 
• Since PCAD usually can NOT fund your entire requested amount, how will you raise the 

rest of the money to ensure success? 
• What are the sources of these matching funds, and how much will each provide? 
• Are these funds confirmed, or still projected? 

Parts 4 and 5 - Project Budget Sections 
• Make sure your EXPENSES are realistic and consistent with project you describe. 
• Leave line items blank, if you will not be spending money for those things. 
• Make sure your EXPENSE total and SUPPORT/INCOME total are equal. 
• Enter only PROJECT expenses, not expenses for your entire organization’s operating budget. 

Part 6 - Project Budget Detail Section 
Opportunity to explain anything that might raise panel financial doubts 

• If project is ongoing, explain any significant increases or drops in line items from year to year. 
• Explain causes of surpluses or deficits, and how you will resolve or balance them. 
• Add any other relevant details that would not fit on budget application forms.


