How to Apply for a Community Foundation Internship Grant
Jan 2021-Dec 2022
This grant period is from January 2021 through December 2022 (six semesters). The total available is
$18,600. An additional one-time, up to $1000 will be awarded for technology expenses related to the
intern’s work with uploaded receipt.
Those who have used the process before will find some changes below as of summer 2021. In particular,
the payment request has been automated and made a part of the application and additional information
about the intern is now requested to include interns in an intern peer group.

Community Foundation Eligibility
1. Community foundations and affiliate funds that satisfactorily participated in previous GIFT phases
and/or programs are eligible to take part in this program. IPAF reserves the right to determine, in
consultation with Lilly Endowment, whether the organization’s participation in a previous phase/program
was satisfactory.
2. The foundation must be legally established as a community foundation in the state of Indiana and a
public charity recognized by the Internal Revenue Service. (An affiliate fund must apply through the
community foundation with which it is affiliated.)
3. If more than one community foundation serves a county, each community foundation should apply
separately. Multicounty community foundations may submit one application for each county served.
4. The community foundation or affiliate fund must have a board of directors or county committee that
broadly represents the county it serves.
5. The community foundation or affiliate fund must be able to demonstrate that financial controls and
procedures are in place to safeguard and account for its assets.
6. Participation will not be required as a condition for taking part in any future GIFT programs the
Endowment may offer.
Student Eligibility
Full or part-time undergraduate* and graduate students who are enrolled in accredited two-year or fouryear Indiana colleges or universities from the following list of accreditation organizations, all approved by
the Council for Higher Education Accreditation, will be eligible for internships.
Accrediting Commission of Career Schools and Colleges
Accrediting Council for Continuing Education and Training
Accrediting Council for Independent Colleges and Schools
Council on Occupational Education
Distance Education Accrediting Commission
Higher Learning Commission of NCACS
Middle States Commission on Higher Education
Middle States Commission on Secondary Schools
New England Commission of Higher Education
Northwest Commission on Colleges and Universities
Southern Association of Colleges and Schools
Western Association of Schools and Colleges
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*(Incoming undergraduate freshmen are not eligible for the CFI program.)
Application Process
1. Community foundations will be required to submit a narrative stating their goals and objectives for
their internship program for each county served by the community foundation for each semester. GIFT
reserves the right in its sole discretion to approve internship plans and grants to community foundations.
Plans should be relevant to the needs and capacities of the foundation and the county it serves.
2. Narratives should clearly articulate goals and objectives of the internship, a well-written job
description that explains each intern’s duties, the number of interns expected during the period, and time
frames and compensation. The narrative must demonstrate a sound strategy for supervising the interns.

CFI Grant Application
Before you begin; please read ALL the instructions listed below. Follow these steps for successful
submission of your online application.

Step 1 - Create an Account & Log In
Go to https://ipagift.communityforce.com/Login.aspx
Simply click on the Create New Account Button to create an account for yourself. You will be asked to
provide a username and password. The user name must be an email address.
You may save and return to your application at any time by using your login information. After
you have created your account, you will simply login at the Sign In each time you return to the system.

After clicking on the Create New Account the following screen will open:
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Enter your information in the appropriate fields.
Once you have created your account you will be asked to login with your user id and password.

Click on the OK in the Acknowledgement Message Box.
The system will direct you back to the Sign In screen where you may now Sign In using your email
address and password you just created. Enter your information in the appropriate fields.
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After entering your Email and Password click on the Login Button.
If you have forgotten your password, click on the Forgot Password link. The system will ask you for
your email address that you used to setup your account. Enter your email address to have a reset
password email sent to you. Follow the instructions in the email. After you have reset your password a
second email will be sent to you to confirm the change. You will not be able to use that new password
until you confirm the change.
The following screen will appear each time that you sign in. Each semester will be listed. Make sure to
click on the appropriate semester’s Apply link.
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Step 2 - Read about the CFI Grant Application:
Please take the time to read all the information being provided. Click on the View More to open the
screen and read all the details:

Step 3- Accessing the CFI Grant Application:
Please read the details about our Grant Application. You are able to apply for multiple applications, so it
is important to have a short description for each application to make it easier when you return to do the
final reports. Once you have entered your description, click on the word: Apply
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The next screen is the Application Dashboard. Take a few minutes to read the Guidelines for Request,
Eligibility, and Application Process (listed at the bottom) before filling out the sections.
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Step 4 - Begin Filling Out the CFI Grant Application:
If this is an initial application, you must complete all the questions in each section of the Application
(Organization Information, Narrative, and Signature). If you have completed a prior application, see
section on “Importing information from existing application.” The system uses conditional logic. New
questions could appear or disappear based on how you answered a previous question. Required
questions are marked with a red * and all required questions must be answered. Each section on the
dashboard will read 100% when all the required questions in that section have been completed.

In the Narrative section you will enter a brief summary of your goals. The detailed semester Goals and
Objectives and Job Descriptions will be uploaded in PDF format.

Tip: When completing essay type questions, we suggest writing those in Microsoft Word or
Notepad. Simply copy and paste your response into the appropriate question and hit save so
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that it saves your response. You may type directly in, but if the system times out before you
finish you could lose your work.

Step 5 - Upload Supporting Materials under Narrative Section:
Note: You can view samples of the documents that need to be submitted with the request by
clicking the Sample Document button on the Application screen.
Please note: All PDF documents orientation must be PORTRAIT and sized to 8-1/2" x 11". Do
not upload any documents in landscape orientation. Do not include any symbols in the name of
the funds to be uploaded (i.e. #, &, @, etc.)
Click on the Browse button and select the file to attach to your application.
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The final step is to sign the application. Click on the Signature button and type the name exactly as it
was entered in the Organization Information. Do not add any spaces or it will not allow you to sign.

The application is ready to submit when all of the information on the dashboard is 100% complete.

Step 6 - Review & Submit:
When you have completed your application be sure to review your information and edit where
necessary.
Fill out each section. When finished, click on the button.
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You must check the box at the top to confirm your submission. Then hit SUBMIT.

You will not be able to submit your application until all required fields are completed and supporting
documents are electronically attached to your application. If you have questions, please contact Sonya
Hallett at shallett@inphilanthropy.org.
You will receive the following email once your application has been successfully submitted.
Hi John Doe,

Thank you for applying for our CFI - 2021 Summer Semester and successfully submitting the application online.
Please check your email id johnd@yahoo.com for further communication from us if you are eligible.
Thanks,
Sonya Hallett
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Importing information from an existing application. Click on Choose Action and then Import
Responses From Existing Applications in the drop down box.

Click on Import

Click on Yes

After the import, review your Narrative information, Project Information, Budget Information, and other Application
sections and update the responses you have imported with the information specific to your current Application.
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Step 7 - Returning back to the System to Complete Your Application:
You may Sign In and out of the system to work on your application as many times as you need to.
Follow these steps to return back to the system and work on your application.
Sign In with your user id and password. Click on the My Applications tab in the left corner of the
screen below:

The following screen will open.
Note: When logged into the system you can click on the My Applications in the navigation to
return to this screen.

Column Headers:
Grants: Click on the corresponding semester CFI grant link to return to the application dashboard to fill
out the sections and questions or the final reports
Generate PDF: Allows you to generate a PDF to print a copy of your application.
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Select Radio Button: When you click on the select radio button a new screen will appear:

The Choose Action drop down box will provide you with the following options:

Preview and Submit: When each section of the dashboard reads 100%, you can preview your
completed application and submit it.
Print Application: Print a copy of your application for your records.
Delete: Delete your application. Deleting your application will remove it entirely from the system.
Withdraw: Withdraw and already submitted application. Withdraw will withdraw your application from
the submitted applications, but retains the information.
You will receive the following email once your application has been approved for payment.
Hi John Doe,
Thank you for applying for our CFI – 2021 Summer Semester and successfully submitting the application
online. Your application is approved and payment will be made on the 15th or 30th of the month.
If you have any questions, please contact Sonya at shallett@inphilanthropy.org.
Thanks,
Sonya Hallett

IMPORTANT: The final narrative reports are due within 30 days after the intern has
permanently left employment at the community foundation. If an intern continues
through additional semesters, an application and payment request must be
submitted and approved. However, the reports are not due until the end or
employment.
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The community foundation will need to complete its report and send a request to
the intern to complete the intern report. Both of these are done online through the
original application.
The website will timeout after 10 minutes of being inactive. Please be sure to save
your application often in case you cannot complete it within 10 minutes.
Step 8 - Completing Final Narrative Reports.

Sign In to your application to complete the final reports. Follow the steps described above.
Once your application has been approved, the radio buttons for the final narrative reports will be on your
dashboard.
Click on the Community Foundation Narrative Report button to complete the community foundation’s
final report online. Required questions are marked with a red * and all required questions must be
answered.
Click on the Request button to send an email to your intern to complete their Student Narrative Report.
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The following screen will appear, click on Student Narrative.

The following screen will appear. Complete the information to send to your intern.

Once you have made the request to your student, your application will show the requested date:
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Your intern will receive the following message:
Dear John Miller,
Sonya Hallett requests that you complete the student narrative report to complete your Community Foundation
internship.
Please complete the student narrative report by clicking here. click here.
If you are unable to use the click here link please copy and paste the URL below into your web browser to access
the request form.
https://ipagift.communityforce.com/NominateSection/DynamicNominatedSection.aspx?6E6F4F7A4631446D346
C4A72706F453378364B7157554F71702F33454D78786F6179395966752B665A5754586E4B5559323057464B4A667
26A4F494E4B4E3278582B68704F59327667626A56726B436934536C66304135724A3770314B6331686C753538733
56D4A6A7A536C6165686A4564422F6F7555503651717836534B44636C39574A45545230352F535A43496C323446
7153373276775059506B38304C34354D6D2B45612B326C67336C786A4A4D66386759615245575A4C6B5955716B
326D795855684946327746486B3569317271444E475561762F4F657030325077652F6F6A2F5A59683853446D3858
34775A3241736C345457487838534948513334504D6F665458662B64536B52456F554C4A575077617A56524E5552
7072656A5142685174735972646D566E6657686867493647536751737A56746936717647
If you have any questions, please contact:
Thank you for your time,
Sonya Hallett

You will be able to see when the intern has completed their student narrative because the Received line
will show 100%.
When your dashboard shows 100% for everything, you have completed all of the final reports that are
needed.
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Helpful Tip:
Do not use the back arrow of your browser to navigate the system. Use the listed navigation to
travel through the screens.
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