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VDF Grant Year 2015 
Applying for VDF Grant Using eCivis

 
 
Step 1 - Download the VDF Large Grant Proposal 2015. 
Step 2 - Complete the proposal. 
Step 3 - Submit the proposal packet, budget worksheet and any supplemental files. 
 
 
1. Access the VDF-RFGP private solicitation web page located here.  

 
2. Click on and review the Overview, Eligibility, Financial, Contact and Files tabs: 

 
  

https://gn.ecivis.com/GO/gn_redir/T/4icxazwaig6w/iframe/true
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3. At the Files tab, download and save each file to your computer 

Download and save the  PDF files using the following steps: 
 
a. Click on the file link to open the file. 

b. Click on “File” in the upper left menu bar. 

c. Click on “Save As” in the drop down menu. 

d. Name the file and save it to a location on your computer that you can access 

later. 

e. Use the  back button to go back to the main page and then the Files tab.  
DO NOT CLOSE THE FILE USING THE  OR YOU WILL CLOSE YOUR 
BROWSER. 

 

Download and save the  Excel file using the following steps: 
 
a. Click on the file link to open the dialog box. 

b. Click on “Save As” in the dialog box. 

c. Name the file and save it to a location on your computer that you can access 
later. 

 
Note: These are general instructions based on the use of Windows 7 as the operating system and 
Internet Explorer as the browser. The use of a different operating system and/or a browser other 
than Internet Explorer, i.e. Google Chrome or Firefox may vary the process of saving or 
downloading files to your computer. 
 
4. Complete the proposal packet. 

 
a. Proposal packet in PDF format – Must be completed in fillable PDF format. 

Digital signatures of organization’s authorized officer will be accepted.  
b. Supplemental documents - Please label any supplemental documents with 

organization’s name and reference the attachment number for which you are 
providing the document. Supplemental documents should be uploaded in PDF or 
Word format. If handwritten documents are provided please make sure writing is 
legible. 

c. Attachment 4 - Budget Worksheet in Excel format – Must be completed and 
saved in Excel form. Do not alter the form in any way other than adding in line-
item budget. Organizations using a similar format to that of Attachment 4 can 
submit their document showing line-item budget of project/event cost.   
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5. When the proposal packet files are complete, use the following steps to submit the 
proposal packet through eCivis: 

 
a. Return to the VDF-RFGP private solicitation web page located here:  

 
b. Click on the “Apply” button. 

 
 

c. Enter the required information (indicated by the red *) in the “Organization 
Name”, “Applicant Name” and “Applicant E-mail Address” fields. 

 
 
 
 
 
 

https://gn.ecivis.com/GO/gn_redir/T/4icxazwaig6w/iframe/true
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d. Click on the  green plus sign next to “Application File”. 

 
 
e. Click on the “Browse” button and find the completed VDF Grant Proposal PDF 

file on your computer and double click the file. 

 
 

f. Click on the “Upload” button. 

 
 
 
 
 
 

 

+ 
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g. Look for the “Success Notification” and the file name listed on the screen. 

                     
 
h. Repeat steps d. through g for a budget worksheet file and any supplemental 

documents file until all necessary files appear on the screen. 

              
*Note: your files will not have the same name as listed above. 

 
i. Use the optional “Notes” field to add additional information (up to 1,500 

characters) if necessary. 

 
 

j. When you have confirmed that all required information has been uploaded click 
on the “Submit” button. The proposal packet must be submitted prior to 11:59PM 
(Arizona) on December 31, 2015. No late proposals will be accepted.  

 
k. Wait for the notification below and print this screen for your records. 
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You will receive a confirmation e-mail no later than the next business day. If you do not 
receive a confirmation e-mail please contact us.  
 
The tentative date for award notifications is March 1, 2016. Please do not contact us 
prior to that date.   


