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The following is an overview of the Community Investments Small Grants application.  Where applicable, 
we have included select list values and conditional questions to ensure visibility of all possible question 
combinations before you begin preparing your application responses. 

• Select the correct contact for each role 
from the list of contacts for your 
organization.

• If the correct contact is not listed, use the 
Add New link to add the contact.

• Complete the details requested in the text 
area below regarding the contact details. 
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Fiscal Sponsor Details

If you indicate that you do have Fiscal Sponsor, a conditional section will open to collect the details for 
your sponsoring organization. 

• Confirm your organization details on file are complete 
and accurate.

• If updates are needed, Save and Close your 
application and navigate to your Organization profile 
to provide the updates required. 
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Provide the address to be used for payments if 
you are awarded a grant. 

• Complete the details in the Organization 
Summary section.

• Note: If your operating budget is greater 
than $1m, you are not eligible for the Small 
Grants opportunity and must apply via the 
Open Cycle Standard application process. 
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• Note: Though listed in the dropdown, Small 
Grant awards cannot select Capacity 
Building as the primary type of support. 

The Grant Start Date and Grant End Date will 
be prepopulated by MHM based on our 
standard one-year term for Small Grants
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Request Summary section continued

Amount Requested cannot exceed 20% of 
your organization’s operating budget and 
should equal the Year 1 Requested Amount 
entered on the next page. 
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Request Amount and Budget section continued

• Select the Primary Grant Location from the 
dropdown list.

• Statewide and MHM Service Region selections 
are not allowed; a named county must be 
selected. 
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Grant Location section continued

• If applicable, select the Additional Grant Locations from 
the list  of MHM counties

• After you Save your application, the counties chosen will 
show in the summary box above the list. 

• If you selected Bexar as a Grant Location county, list the 
ZIP codes where grant activities will be taking place. 
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Population Served section continued

• Select one or more Age groups from the list

• Select one or more Ethnicity groups from the list
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• Enter the % for each county served.
• After you Save your application, the percentages entered 

will show in the summary box above the list. 

• The list will calculate as you enter values.
• You will receive a warning if the entries do not 

total 100%
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• Enter at least 2 Priority/Goal responses.
• Be sure to follow the example. Refer to the Goals and 

Metrics Applicant Handout as needed.
• Entries 3 – 5 are optional
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The following attachments are required as part of your application.
See the “Working with Attachments” page at the end of this document for 
detailed instructions on completing the upload process. 

When all answers have been provided and attachments uploaded, be sure to complete 
BOTH of the following steps: 

• Click the Save and Close button in the bottom right corner of the portal window.

• You will then return to the summary view of the report.  Be sure to click the Submit 
button to ensure MHM receives notification that your report has been completed. 

If you happen to skip any of the required questions, you will receive a prompt guiding you to the missing information 
when you try to submit your report.   

You may use the “Jump to new error” link to navigate to the missing details.

The required field(s) will also display a “can’t be blank” note 
under the related question(s).

A Project Budget Form is not required for 
General Operating Support requests.
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Working with Required Attachments
The following outlines the steps for working with required attachments as part of your application and 
post award reporting requirements. 
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1. Click on the plus sign aligned 
with a specific document 
prompt, or in the general 
Report Attachments section to 
begin the upload process
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2.   Drag and drop your file(s) into 
the Upload files window or 
click the Add files button to 
search for the file needed. 

3. You will see the file listed.  If 
the file type is not 
automatically assigned, use 
the dropdown list to select a 
document description. 

4. Once all documents have been 
added, click the Start upload 
button.

5. When the Status for each 
document reaches 100%, click 
the X in the upper right corner 
to close the Upload files wind. 

6. The documents will be 
displayed in the Attachments 
section of the form. 

5

6


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12

