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INTRODUCTION

Congratulations on your GCA grant! This document outlines information regarding your FY26
grant. FY26 grantees are strongly encouraged to review this handbook as some policies have
changed from previous years. Also, please review your contract carefully as it contains

important information.

Important Deadlines

Return contract and all associated
Documents via GCA’s online grant system at
http://gaarts.org/apply

August 22, 2025

Submit CRR for first payment (90% of grant)

For Project and Arts Education Program Grant
recipients, any time after actual expenses are
at least 1.5 times the amount being requested.
For General Operating Support (GOS) Grant
recipients, any time after actual expenses are
at least double the amount being requested.

Final Report

For Project and Arts Education Program Grant
recipients, all final reports are due no later than
30 days after the end of the funded project. For
General Operating Support (GOS) Grants, 30
days after the end of the funding period is July
31, 2025.

Questions about grant contracts, Supplier Change Request (SCR) Forms, W-9 Forms, ADA
Checklists, Residency Verification Affidavits, CRR Forms, and grant payments should be directed
to Delilah Johnson, Grants Specialist, at djohnson@gaarts.org or 404-962-4837.

Questions about your grant should be directed to your appropriate grant program manager:
* For General Operating Support (GOS) Grants, contact Allen Bell, Director of Grants and

Research, at abell@gaarts.org or 404-962-4839.
* For Project Grants, contact Tyrone Webb, Rural and Community Programs Manager, at

twebb@gaarts.org or 404-962-4044.

* For Arts Education Program Grants, contact Emily Yewell Volin, Grants and Arts
Education Program Manager, at evolin@gaarts.org or 404-962-4015.

General Provisions

All awards are made on a fiscal-year basis according to the state of Georgia fiscal calendar (July
1, 2025, through June 30, 2026). The arts programming listed in the application must be
completed within fiscal year 2026, and all expenses must be incurred within that same fiscal

year.
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CHANGES AND ITEMS OF NOTE

GCA FY26 grant recipients should be aware of the following changes and items of note.

Receipts Requirement

As of FY26, GCA will require receipts to document all grant-related expenses. Receipts will be
submitted with the Contractor’s Request for Reimbursement (CRR) Forms. See page 19 of the
handbook for details about the CRR form and receipts.

General Operating Support (GOS) Grant CRR Required with Contract

General Operating Support (GOS) Grant recipients will be required to submit a CRR Form
requesting the first 90% of the grant award when the contract is returned. The CRR Form will be
uploaded to the Contract Return Form in GCA’s online grant system.

General Operating Support (GOS) Grant Expense Identification Requirement

GOS Grant recipients will be required to identify how the grant funds and required matching
funds were spent. Funds may be used for any eligible operating expenses within the funding
period (July 1, 2025- June 30, 2026). Eligible uses of the grant include but are not limited to:

salaries, rent, utilities, programming expenses, marketing, insurance, etc.

Updated Ineligible Expenses List
The list of ineligible expenses has been updated and expanded. See pages 7-8 of the handbook
for the updated list.

Guidance for Diversity, Equity, and Inclusion Executive Order Compliance

GCA has collected guidance from the National Endowment for the Arts (NEA) regarding
compliance for the recent executive order regarding DEI programs. Details are on page 8 of the
handbook.

New Supplier Change Request (SCR) Form

The State of Georgia has updated the Supplier Change Request (SCR) Form. New grantees and
returning grantees with changes to their organization name, address, or banking information
should use the new SCR Form. Details are on pages 9-14 of the handbook.



CONTRACT PACKAGE

GCA FY26 grant recipients will receive a contract package via email.

Contract Package Email Contents
The contract package email will contain:
* the State of Georgia Grant Contract
* FY26 Grant Management Handbook
* a Corrections and Stipulations (C&S) Memo (if applicable)

Contract Package Return Form Requirements

Grantees will complete and upload the items listed below to the Contract Package Return Form
in the GCA online grant system at http://gaarts.org/apply. For your convenience, the Contract
Package Return Form contains links to the Supplier Change Request (SCR) Form, the W-9 Form,
the ADA Checklist, the Residency Verification documents, as well as the Contractor’s Request
for Reimbursement (CRR) form.

All grantees must return the following:
* Asigned FY26 Grant Contract

Grantees that did not receive a GCA grant in FY25 must complete and return the following:
* Supplier Change Request (SCR) form
*  W-9form
* ADA Checklist
* Residency Verification Documentation

o Non-profits with employees - register with E-Verify and return a notarized federal
work authorization affidavit (Appendix A in your contract).

o Non-profits with no employees - submit a copy of the driver’s license or passport
for the person signing the contract and the form certifying that your organization
has no employees (Appendix B in your contract).

o Local government entities - no residency verification documents are required.

Returning FY25 grantees may complete and submit the following if they have changes:
* Supplier Change Request (SCR) Form —if organization name, address, or banking
information has changed
* W-9 Form —if organization name or address has changed
* ADA Checklist — if organization moved or renovated the facility

Grantees may submit the following, if applicable:
* A C&S memo response (if required)
* Contractor’s Request for Reimbursement (CRR) Form - see page 19 of the handbook


http://gaarts.org/apply

SAM UEI Requirement

The federal government, including the National Endowment for the Arts (NEA), recently
transitioned from using DUNS numbers as their unique entity identifier (UEI) to using a new
identifier, known as a SAM UEI. Because GCA is funded in part by the NEA, we are also required
to transition to using the SAM UEI. Going forward, a SAM UEl is required to process all GCA
grant applications, contracts, payments, and final reports.

If you have not already obtained a SAM UEI and added it to your organization’s record in GCA’s
online grant system, you will need to do so for GCA to process the contract and payments for
your grant.

Detailed instructions for obtaining and entering a SAM UEI are included on pages 24-25 of the
Grant Management Handbook.



CHANGES TO TERMS & CONDITIONS PER NEA REQUIREMENTS

The National Endowment for the Arts (NEA) has added or amended some terms and conditions
for their grant funding. Because GCA awards NEA funding to support grants, and all state-
funded awards serve as part of an NEA match, all GCA grants must comply with the terms and
conditions provided by the NEA, which are available here and are part of all GCA grant
contracts: https://www.arts.gov/sites/default/files/GTC-PARTNERSHIP-FY25-PLUS-6-25-25-
FINAL.pdf. Some notable changes to the NEA terms and conditions are included below.

Additions to Ineligible Expenses

The complete list of ineligible expenses is included below. This list is comprised of previous and
new ineligible expenses. All grant recipients agree that no portion of grant funds will be utilized
for the following expenses:

e Capital Expenditures/Equipment, which are permanent fixtures or equipment with a
useful life of over one year that cost more than $10,000 or the capital level cost
established. This included:

o Buildings or real estate/land purchases

o Construction, renovations or improvements involving structural changes
o Roads, driveways, parking lots or projects/repairs

o Permanent or generally immobile equipment

e Fundraising event expenses, as well as general fundraising expenses

e Programming outside of Georgia

e Programs that are not arts-based

e Tuition for college/university study

e Scholarships, gifts, prizes, or awards. This includes cash prizes, gift certificates/gift
cards, or any other cash equivalents with monetary value

e Endowment funds or cash reserves

e Debt and interest associated with capital expenditures

e Depreciation

e Bad debt, fines and penalties or deficit reduction

e Alcohol, concessions, food, or drinks

e Entertainment expenses, such as receptions, refreshments, staff or cast parties, staff
awards, flowers, etc.

e Late registration fees for conferences

e Fees paid to lobbyists, lobbying activities

e Goods for resale, including concessions, promotional merchandise, clothing, or other
items purchased for sale

e Improvements to arts facilities that also serve as private residences

e Severance pay, legal settlements

e Travel and accommodation expenses that are over the rate allowed by the state of
Georgia (see http://gsa.gov/portal/category/100120 for a breakdown of travel rates)

e Any air travel not on a U.S. flag air carrier or a foreign air carrier under an air
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transport agreement with the United States when these services are available

e Prohibited telecommunications and video surveillance services and equipment
produced by Huawei Technologies Company or ZTE Corporation or any subsidiary or
affiliate of such entities

e Audit costs that are not directly allocable to a federally required Single Audit

e Contributions or donations to other entities

e Rental costs for home office workspace owned by individuals or entities affiliated
with your organization

e Vehicle purchase costs

e \isa costs paid to the US Government

e Any expenses labeled as miscellaneous, other, additional expenses, discretionary
expenses, slush fund, etc.

New Executive Order

GCA grant recipients must adhere to and abide by all applicable federal and state laws,
regulations, and executive orders in the performance of their grant agreements, including new
executive orders.

One new executive order, Executive Order 14173, Ending lllegal Discrimination and Restoring
Merit-Based Opportunity, provides that award recipients should (A) agree that its compliance in
all respects with all applicable Federal anti-discrimination laws is material to the government’s
payment decisions for purposes of section 3729(b)(4) of Page 45 of 56 title 31, United States
Code; and (B) certify that it does not operate any programs promoting “diversity, equity, and
inclusion” (DEI) that violate any applicable Federal anti-discrimination laws.

The NEA provides some guidance regarding compliance with this executive order. The NEA
clarifies that: “The certification requirement requires you to certify that any DEI-related activity
that you conduct, regardless of its connection to your federal award, does not violate
applicable federal anti-discrimination laws.”

Your organization may operate programs that promote DEI “provided that the programs do not
violate federal antidiscrimination laws. Applicants may not intentionally discriminate on the
basis of race, color, or national origin in their programs or activities under federal law, whether
or not those activities are funded by a federal grant. Whether or not a particular activity
constitutes unlawful discrimination does not turn solely on whether it is labeled "DEI" or uses
terminology such as "diversity," "equity," or "inclusion." For example, applicants with programs
focused on interests in particular cultures, heritages, and areas of the world would not in and of
themselves violate Title VI, assuming they are open to all participants regardless of race, color,
national origin, or other protected criteria.”

“If you are concerned that a program you are operating may violate federal antidiscrimination
law, you may refer to public resources on these laws, or obtain private counsel. For more

information about federal antidiscrimination laws that may apply to your award, you may visit
the Office of Civil Rights’ webpage for Applicants & Recipients of Federal Financial Assistance.”
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CONTRACT PACKAGE RETURN FORM

The Contract Package Return Follow-Up Form in GCA’s online grant system contains links to the
Supplier Change Request (SCR) Form, the W-9 Form, the ADA Checklist, the E-Verify federal
work authorization affidavit, the form for certification of no employees, and the Contractor’s
Request for Reimbursement (CRR) form.

These items must be submitted online through the Contract Package Return Follow-Up Form
in GCA’s online grant system no later than August 22, 2025. If the items are not returned by
the deadline, the contract may be cancelled and the grantee may not receive the FY26 award.
In addition, FY26 grant panels will be informed that the contract was not returned, and they will
take this into consideration when scoring.

If extenuating circumstances will prevent you from returning the contract by the deadline,
contact Delilah Johnson (djohnson@gaarts.org) to request an extension.

To locate the Contract Package Return Form, log in to your online grant system account at
http://gaarts.org/apply . Scroll down and find your FY26 Grant. Below your application will be a
green bar, then under that will be the FY26 Grant Contract Package Return Form. Click on EDIT
to the far right to open the form.

Contract

The contract will be sent via email. All grantees will sign the contract and upload it through the
online grant system at http://gaarts.org/apply. The contract must be signed by one of the two
authorized officials listed in the original application. If both of those people have left the
organization, please complete a Change of Information Form via GCA’s online grant system at
http://gaarts.org/apply and submit it at the same time that you send the contract. The contract
will be signed by GCA before it is sent to grantees, so once it is sighed by your authorized
official, you will upload a fully executed copy.

Supplier Change Request (SCR) Form
Grantees must complete a Supplier Change Request (SCR) Form if:
e Your organization did not receive a GCA grant in FY25.
e Your organization received a GCA grant in FY25, but has changes to the organization
name, organization address, or organization banking information.

You will find a link to this form within the Contract Package Return Form or you can download
the form here: https://www.dropbox.com/scl/fi/5zIzns8wpmdkgb6k6zmbu/SCR-Form-4-25-
V3.pdf?rikey=6g9xqwrrixfs4ie95465h6w3g&st=g20redje&dI=0. You must use the form you find via
the link and not a copy of one that you have submitted in previous years. Read the instructions
carefully as errors will cause the state to return the form for corrections, which will delay any
payments. Also, do not strike through or write over mistakes on the form. If you make a
mistake, please start the form again.
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SAD SUPPLIER CHANGE REQUEST FORM

Agency Supplier Liaisons MUST complete the Agency Liaison Use Only sections AND ensure the
ATE ACCOUNTIR Fi supplier has completed sections 1 - 3, the Supplier Use Only sections prior to submitting this form to

3A0.
[ ] new [Jexsstne  suppuER DNUMBER: s 0 0 0 o[ ][]

SECTION 1 SUPPLIER IDENTIFICATION

FEISSN/TIN DDDDDH |_ D

Supplier Name as listed with IRS:

Doing Business As (dba): = apsticabie

CONTACT INFORMATION (*REGUIRED) Enter the street address, city, state, zip, and county)

D “Physical Address: | |

|:| Mailing Address: | |

D Payment Remit to Address: | |

Contact's Name wreaur=n For P:.ruENT|:| |COI‘IL&]EI’5 Title: I |

“Contact's Email Address:' |

Primary Phone #:l | Ext: |:| Contact’s Phone #:l | Ext: :I

D Landline I:ICe Il wesa ror ientity vermeation D Landline D Cell used tor igentsty verinoation
Driver's License #: ror indicusis ars | | DL State: I:I

SECTION 2 BANK ACC D'J NT INFORMATIDN Reguined for Hew and Reactivating cupolers to addinhange bank information fo recelwe payments wia ACH.
DI do not wish to provide banking information and understand all payments made to me will be via check.

DACH is not applicable for the change request

[Jreplace Remittance Address at Loc#] | With Addrio# [ |
DReplac& Invoicing Address at Loc # I:I With Addr 1D # l:l

I:IAdd New Bank Account I:I Change Bank Account  Enter Loc # I:I Agenicy Liakons are mauined 2 aompéets feme on i 1ine for ban oranges

Name Exactly as Listed on Bank Accoum:| |

Bank Name:| |

routine 2 [T 1T T ] wew account = |
Last Four Digits of Previous Bank Account # or snanges ety |:||_“:“:|

D Check here if General Bank Account can be used by ALL State of Georgia agencies making payments.

D Check here if this account can only be used for a SPECIFIC PURPOSE | I
SPECIFIC PURPOSE DESCRIPTION

ACCOUNTS RECEIVABLE NOTIFICATION
PAYMENT REMIT EMAIL ADDRESS: | |
PAYMENT REMIT EMAIL ADDRESS: | |

I authorize ihe Stats of Georga io 02posht paymant for goods andior services recsivad Into the provided bank ccount by e Aulomated Clearng House [ACH). | furiher
acknowledge thatthis agreement is to remain In full effect unil such time as changes to the bank account Information are submiltted In writing by the wendor or individual named
below. It Is the sale responsibliy of the vendor or Individual o notfy the Siste of Geongla of any changes to the bank account Informaton. The State of Gaorgla Independently
authenticates bank account ownership.

[

Printed Name of Company Officer Signature of Company Officer Date

Revised 4/2025
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The following pages include written instructions for the SCR Form.

Section 1 - Supplier Identification

FEl Number - Enter the organization’s Federal Employment Identification (FEI) Number.
DO NOT enter a Social Security Number for an individual.

Supplier Name - Enter the name of the organization as listed with the IRS.

Doing Business As (dba) - If the organization would like the check for grant payment
made payable to an organization name that is different from what is entered as the
Supplier Name, then enter that name on this line.

Physical Address - Enter the complete physical address (street address, city, state, zip,
and county). This field is required for all SCR Forms and should be the only address line
completed if this is an initial SCR From submission.

Mailing Address — This field should be left blank, unless this is an address change
request and the mailing address is different from the physical address. For instance, if
the organization has a P.O. Box, the P.O. Box address can be entered here. Enter the
complete mailing address (street address or P.O. Box, city, state, zip, and county). This
field should be left blank if this is an initial SCR Form submission.

Payment Remit To Address — This field should be left blank, unless this is an address
change request and the payment remit address is different from the Physical Address
and the Mailing Address. This field should be left blank if this is an initial SCR Form
submission.

Contact’s Name — This field is required. Enter the business contact person’s first and last
name.

Contact’s Title — This field is required. Enter the business contact person’s title.
Contact Email — This field is required. This should be the best email address for the
person signing the Supplier Change Request (SCR) Form. Enter the complete payment
remit to address (street address or P.O. Box, city, state, zip, and county).

Primary Phone Number — Enter the supplier’s primary phone number. The supplier
must indicate whether the Primary Phone is a landline or a cell phone.

Contact’s Phone Number - Enter the direct number of the authorized business contact
person. The supplier must indicate whether the Contact Phone is a landline or a cell
phone.

Driver’s License Number and State — This is optional. This should be the driver’s license
number and state for an individual contracting with the state.

Section 2 — Bank Account Information

I do not wish to provide banking information — Must be selected if the organization
completing the form (supplier) does not elect to receive their payments via ACH, the
supplier should select this option to receive a paper check.

ACH is not applicable for the change request — Must be selected if the organization
completing the form (supplier) already receives payment via ACH from the State of
Georgia.

Add new bank account — The grantee must select this option if they are requesting to
receive payments via ACH or to add bank account information for a Specific Purpose.
Change existing bank account — The grantee must select this option if they are
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requesting to change their existing ACH bank information, the supplier MUST select this
option. Changing bank information may result in a grantee no longer being able to
receive payment via ACH.

Name exactly as listed on bank account - Enter the grantee organization name that is
listed on the bank account.

Bank name - Enter the name of the bank where grant payments will be deposited via
ACH.

Routing Number and Bank Account Number - These should be the routing number and
bank account number where the organization’s grant payment should be direct
deposited. If you prefer for the payment to be sent by check, then you may leave the
routing number and bank account number blank and check the box at the top of this
section signifying that your organization elects not to share banking information. If you
prefer to receive a check for the grant payment, be sure to confirm that the organization
address listed on the SCR Form matches the organization address included in the
Contract and is the address where your organization prefers to receive payment.

Last four digits of previous bank account number - Enter the last 4 digits of the bank
account number previously provided for payments if your organization currently
receives direct deposit payments from the State of Georgia and wishes to change the
bank account where grant deposits are sent.

Check here if General Bank Account can be used by ALL State of Georgia agencies
making payments — Select this option if your organization receives payments from
multiple state agencies and all agencies should use this bank account for deposits.
Check here if this account can only be used for a SPECIFIC PURPOSE — Select this option
if the bank accounted entered here may only be used for a specific purpose and then
enter that purpose. You may enter, for example, Georgia Council for the Arts grants, or
GCA General Operating Support Grant, or another specific purpose for this bank
account.

Payment Remit Email Address - This should be the email address(es) for the person(s)
who should be notified when grant payments are made. You may enter up to two (2)
email addresses to receive notification of grant payments.

Printed Name of Company Officer, Signature, and Date — The name and signature of
the company officer should be the person who provided phone and email information
on the SCR Form. The signature must be a physical signature (printed, signed, and
scanned) or Adobe certified signature (using Adobe Sign & Certify with a time and date
stamp). Typed signatures in a cursive font, typed signatures in a non-cursive font,
digitally drawn signatures, Adobe signatures without a time and date stamp, or other
signature formats may not be accepted per state accounting rules and the form will be
returned to be completed again. In addition, even if the Adobe certified signature
includes the name of the person providing the signature and the date, the Printed Name
of Company Officer and Date fields must be completed. If these fields are left blank, the
form will be returned to be completed again.
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SECTION 3 DIVERSITY IDENTIFICATION (Check ALL That Apply)

BUSINESS CERTIFICATIONS MINORITY BUSINESS ENTERPRISE (51% ownership)
[JGA Small Business* [Jwomen Cwned [[] Hispanic - Latino [JAfrican American
D GA Resident Business** D Minority Business Certified D Native American |:| Asian American
|:| Mot Applicable D Pacific Islander D Mot Applicable
|:| Prefer Not to Answer

VETERANS OWNED SMALL BUSINESS (Check ALL That Apply)
DNanveteran Owned Small Business D\-’eteran—o'.'.'ned 3mall Business DService Disabled VOSB DF’refBr Mot to Disclose

“Basad on Gaorgialaw [0 CGA §0-5-21) (3) “Small Busingss ~means anybusinass which Is Independently owned and op2rated. Addtionally, such business must efmernave 300 of  less
empioyees OR 530 million or 256 In Qross recelpts per year.

~Gaorgla resident business is defined as any business hat reguiany maintains a place from which business is physically conduct=d In Georgia for at least oneyear prior to any bid or
proposal to e state or a new business that ks domiclled in Georgla and which reguiary maintaings a place from which business Is physically conducted In Gagrgia; provided,  however, that
& place from which business Is conducted shal notinciude a post ofMce Dox, 3 leased prvate mallbox, sibe raller, or femporary struciure.

SECTION 4 - REQUESTED CHANGE(S) — (Check ALL That Apply)
l:l'l 099 Eligible cannot changs te non-sligibls It suppilsr s alrsady 1053 siigibie

D‘IOQQ Addr ID # agency Lislzons are REQUIRED to enter the AdarD # wners to mall 1053 D
D1099 — M Enter Code (Required for Form 1099 — M)
D1099 -N Code 01 {01 Ie the only code avallable for the 1093 — NEC)

[]Add Additional Address e sassicns sicrees i 2ectizn 1
D Change/Correct Existing Address Enter Addr ID # to change |:|

D Add/Change Payment Alt Name to an existing or new address

Payment Alt Name: |

D Classification Change: jagency Liaiccac ars required to ohesk one for ClaceMestion Changec.|
[attorney [ JHcm [ Istudent [ ]Supplier Non-minarity
I:IGO\I' Non-State of GA |:| Non-Supplier |:| Supplier Minority

[_]FEVTIN Change

DStatewide Contract jpoas vss ony)

[ JHCcM vendor

I:‘DE&]CIWEI& Supplier Profile jagenoy Liasan MusT attaen eritien juctinzation from the suppisr with the 208

[ IReactivate Supplier Profile

DSupplier Name Change

DO[I‘IET {Frovided detalls In the Comments sootian below]

Comments

AGENCY USE ONLY SECTION 5: AGENCY LIAISON CERTIFICATION (REQUIRED)

By my signature below, | certify that all reasonable effort has been made to submit information that is complete, accurate, true, and is associated with
the supplier's name and Tax ID listed above.

AGENCY LIAISON NAME AGENCY LIAISON SIGNATURE DATE BUW/Company ID#

CLEAR PRINT
Revised 4/2025

Section 3 is divided into three subsections — Business Certifications, Minority Business
Enterprise, and Veteran-Owned Small Business. For each subsection, check the appropriate
boxes. If none of the Business Certifications apply, check Not Applicable. If none of the Minority
Business Enterprise boxes apply, check the box labeled Not Applicable. If none of the Veteran-
Owned Small Business boxes apply, check Nonveteran-owned Small Business. All three of these
sections must have at least one box selected. If any of the three sections do not have a box
selected, then the form will be returned to be completed again.
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Small business means any business which is independently owned and operated. Additionally,
such business must have either less than 300 employees OR less than $30 million in gross
receipts per year.

Georgia resident business means any business that regularly maintains a place from which
business is physically conducted in Georgia for at least one year prior to any bid or proposal to
the state or a new business that is domiciled in Georgia and which regularly maintains a place
from which business is physically conducted in Georgia; provided, however, that a place from
which business is conducted shall not include a post office box, a leased private mailbox, site
trailer, or temporary structure.

Women-owned businesses are companies that are 51% owned by women.

Minority business certified companies are certified as a minority business enterprise or a
minority subcontractor by submitting an application for the Disadvantaged Business Enterprise
(DBE) Certification to GDOT. Only suppliers who have successfully completed the DBE
certification process and registered in Team Georgia Marketplace are listed as a “Certified
Minority Business Enterprises”.

A minority business enterprise represents companies that are 51% owned by a minority.

A veteran-owned small business is a state-level designation for small businesses 51% owned
and operated by a United States Veteran. A United States Veteran must own or control 100% of
the assets of a sole proprietorship, at least 51% of the equity interests in a partnership, at least
51% of the aggregate of all stock outstanding, at least 51% of the membership interests in a
limited liability company, 100% of the control of a sole proprietorship, or at least 51% of the
control of a general partnership.

Section 4

In this section, the only item that grantees may need to complete is the Payment Alternate
Name. If your organization wants payments to be made to an organization name other than the
Supplier Name entered at the top of page 1, then please check the Change/Add Payment Alt
Name to existing address box and enter the Payment Alternate Name.

Section 5
Please DO NOT COMPLETE OR SIGN the signature section below Section 5 at the bottom of
page two (2), as this section is for state agency use only.

Please note: When you scan and upload the Supplier Change Request (SCR) Form, you must
include both pages of the form.

14



Street Address Verification

For new grant recipients, address verification is required to accompany the SCR Form. Eligible
documentation includes a lease or deed, an invoice, a legal document, or a letter on the
organization’s letterhead stating the address that should be used for state accounting
purposes, including grant payments by direct deposit or check.

P.O. Box Verification

For new grant recipients with a P.O. Box completed on a second SCR Form, P.O. Box verification
is required to accompany the SCR Form. The only eligible documentation is a copy of the lease
for the P.O. Box.

W-9 Form
All grantees that did not receive a grant in FY25, or returning FY25 grantees with organization
name or address changes, must complete a W-9 Form.

You will find a link to the W-9 form within the Contract Package Return Form or you can
download the form here: https://www.irs.gov/pub/irs-pdf/fw9.pdf. You must use the form you
find via the link and not a copy of a form that you have submitted in previous years. Complete
the form and upload it within the Contract Package Return Form.

The following pages include written instructions for the W9 Form. In addition, GCA Grants
Specialist Delilah Johnson recorded a video with line-by-line instructions explaining what to
enter on the W9 Form. You can access the video here: How to Fill out W-9 form Audio

slide.mp4.

In section 1, enter the name of your organization. Make sure that the name you enter exactly
matches the organization name entered on the Supplier Change Request (SCR) Form.

In section 2, if applicable, enter the alternate (DBA) name of your organization. Make sure the
name you enter exactly matches the dba Name entered on the Supplier Change Request (SCR)
Form.

In section 3, because all GCA grant recipients are either a non-profit organization or a
government entity, check Other, and then enter either “nonprofit organization” or the type of
local government entity — such as public library, public school, public college or university,
downtown development authority, main street agency, city government, county government,
etc.

Skip section 4.
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. w_g Request for Taxpayer Give form to the
Aev. Marcn 202¢) Identificatlon Number and Certiflcation requester. Do not

ety GO to WwW.irs.gov/FormW for instructions and the latest information. send to the IRS.

Before you begin. For guidance related to the purpose of Form W-0, see Purposse of Form, below.

1 Name of enfityindivioual. An entry I= requirsd. (For @ soie propristor of disregarded enfity, enter the owner's name on Ing 1, and enfer Me businass/disregarded
entity’s name on ling 2.)

2 Business namea/disregardad entity name, I difarent rom above.

f,i 2a Check Me appropriats box for federal tay cassincation of the anttyIndividual whose name |5 enterad on line 1. Check | 4 Exemptions [codes apply only to
g onily one of e TolowIng SEven boves. certain entifies, not Indiduats;
ses Instructions on a:
5 [ indmdusivsce proprietor [ Ccomoration [ Scomoraion [] Patnership [] Trustfestate page 8
: @ [ LLC. Enter the tax classmcation (C = C COporation, S = S corporation, P - Parnership) . . . Exampt payee cade (If amy)
%g Note: Chack the “LLC™ box above End, In the entry space, enter the aporopriats code (C, S, of Py for f r\-etax ~
T g classification of the LLC, unless It |s & disregarded entity. A disragarded antity should Instead check the appropriate | Exemption from Forsign Account Ten
o & [0 for the tax clzszmcafion of Its ownar. Compilance Act (FATCA) reporting
- - "
ﬁ E [ other (see Instructions) code (i any)
L]
= | 3b If on line 3a you checked “Partnership™ or “Trustéestate,” or checked “LLC™ and entered P~ as iis fax classification, )
g &N you are provcing 15 for o 8 pernershp, s, o estte In which you have an ownrsp e, check P“SF;J:;?;‘:;“;‘;‘ET”
& tits box If you have any foreign pariners, owners, or beneficlares. Sae Instructions . . oL =
C;E 5 Address jnumbsr, streef, and apf. or suite no)). See Instructions. Aequester's name and address [optional)

6 City, state, and TP code

T Uist account number{s) here (optional)

m Taxpayer ldentification Number (TIN)

Enter your TIM in the appropriate box. The TIM provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social security number [SSM). Howewer, fora
resident alien, sole proprietor, or disregarded enfity, ses the instructions for Part |, Ister. For other
entities, it iz your employer identification number [EIN). i you do not have a numbsr, sse How fo get a
TIN, later.

Soclal securty number

Employer identification number

Mote: If the account is in more than one name, ses the instructions for line 1. See also What Name and
Number To Give the Requester for guidelines on whose number to enter. -

X0 Certification

Under penelties of perjury, | certify that:

1. The number shown on this form is my comect taxpayer identification number (or | am waiting for a8 number to be issued to me); and

2.1 am not subject to backup withhaolding becauss (5) | am exempt from backup withholding, or {b) | have not been notified by the Intemal Revenue
Service [IAS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (o) the IRS has notified me that | am
no longer subject to backup withholding: and

3.1 am a U.5. citizen or other LS. person [defined below); and

4. The FATCA code(s) entered on this form {if any) indicating thet | am exempt from FATCA reporting is comect.

Certification instructions. You must cross out item 2 above if you have besn notified by the IRS that you are currently subject to backup withholding

becauss you have failed to report all interest and dividends on your tax retum. For reel estate trensections, item 2 does not apply. For morigage interest paid,

acquisition or abandonment of secured property, cancellation of debt, contributions to an individeal retirement amangement (IRA), and, generslly, payments

other than interest and dividends, you are not required to sign the cerification, bt you must provide your comact TIN. Sea the instructions for Part |, later.

Sign | signature of

Here | u.s.person Date

In sections 5 and 6, enter the address for your organization. The address entered here should
exactly match the address entered on the Supplier Change Request (SCR) Form.

Skip section 7.

In the section labeled Part I, you should enter the Employer Identification Number, or FEIN, for
your organization. Do not enter a Social Security Number.

In Part Il, sign and date the form. The signature must be an actual individual’s signature or a
date-stamped signature using the Adobe Sign & Certify tool. The date must be current. Forms
older than 60 days than the date entered on the form will not be processed and you will be
asked to complete the W-9 form again.

Once the W-9 form is completed, please save the form and upload it to the W-9 section of the
Contract Package Return Form.
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ADA Checklist

All grantees that did not receive a grant in FY25, or returning FY25 grantees that moved to a
new facility or conducted major renovations to their facility that impacted accessibility of the
facility, must complete the ADA Checklist.

You will find a link to the ADA Checklist within the Contract Package Return Form or you can
download the form here:
https://www.dropbox.com/s/o7jpjyacdfwkx8u/FY22%20ADA%20Checklist%20-
%20GCA%20Grants-%20updated.pdf?dI=0.

You must use the form you find via the link and not a copy of a form that you have submitted in
previous years. Complete the form and upload it within the Contract Package Return Form.

Residency Verification
GCA’s Residency Verification instructions depend on whether your organization is a nonprofit
with employees, a nonprofit with no employees, or a government entity.

* If your non-profit organization received a GCA grant in FY25, you were required to
submit a Residency Verification. You do not need to submit another Residency
Verification this year.

* If your non-profit organization has employees (that is, if anyone receives a W2 form
from your organization) and did not receive a GCA grant in FY25, the organization must
register with E-Verify and submit an affidavit certifying that the grantee uses the E-
Verify federal work authorization program.

* If your non-profit organization does not have employees (that is, if no one receives a W2
form from your organization) and did not receive a GCA grant in FY25, then you must
complete and submit a form verifying that your organization does not have employees
and submit a copy of a driver’s license or Passport for the person who signs the
contract.

* If your organization is a government entity, a public school, a public library, or a public
college or university, you do not have to submit any type of residency verification.

Residency Verification for Non-Profit Organizations with Employees
E-Verify registration instructions:
* Go to: https://www.e-verify.gov/
* Click on “l am an employer”
* Click on “learn how to enroll” if you are not already registered
* Click on “enroll now” and follow the steps to enroll in E-Verify
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Complete the Contractor Affidavit form at Georgia Department of Audits :
Information/Resources. This form asks you to confirm that your organization is registered with

and utilizing E-Verify, a web-based system that allows enrolled employers to confirm the
eligibility of their employees to work in the United States. By signing the form, grantees are
confirming that:

The organization is using and will continue to use E-Verify for the duration of this grant
contract and all future GCA grant contracts.

The organization will notify GCA if it ceases to use E-Verify.

The organization will only use subcontractors who are approved by E-Verify.

The organization will provide documentation to the State of Georgia regarding the legal
status of employees or subcontractors if requested by the state.

For additional information, go to https://law.justia.com/codes/georgia/2010/title-13/chapter-
10/e/13-10-91.

Affidavit instructions:

Use Appendix C attached to the contract or click the link to access the affidavit certifying

that the grantee uses the federal work authorization program:

https://www.audits2.ga.gov/wp-content/uploads/2021/10/Contractor Affidavit -
Updated December 2018 - Final.doc.

Download and save the affidavit.

Read and sign the affidavit and have the document notarized at the time it is signed.

“Federal Work Authorization User Identification Number” is the Employer ID number

issued by E-Verify. This is NOT the user login ID and is NOT the organization’s FEIN

number.

“Name of Contractor” is the name of your organization.

“Name of Public Employer” is Georgia Council for the Arts.

“Name of Project” should be the name of the grant that you are receiving — Project

Grant, Arts Education Program Grant, or General Operating Support (GOS) Grant.

Upload the signed and notarized affidavit to the online Contract Package Return Form.

Residency Verification for Non-Profit Organizations without Employees

If your organization is required to submit Residency Verification and your organization has no
employees (that is, no one receives a W2 from your organization), the person who signs the
contract should submit a copy of his/her driver’s license, Passport, or other authorized
document, and complete and submit a form certifying that your organization has no
employees. The form can be found in Appendix D attached to the contract or at the following
link: https://www.dropbox.com/scl/fi/x677nnnayl5li7zf7kfeo/Certification-of-No-Employee-

FILLABLE-FORM.pdf?rlkey=890I19716g7zsf7u5nm9rdbbig&st=3sg59vrj&d|=0.
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Corrections and Stipulations (C&S) Memo

If a grantee’s application has errors, omissions, and/or provides incomplete or confusing
information, that grantee will receive a C&S Memo which details the information that must be
provided to GCA before the grant contract will be executed. The C&S Memo and the grantee’s
response will become part of the binding contract with the state. If the C&S Memo states that
no response is needed, then the applicant does not have to return anything to GCA with the
contract related to the C&S Memo.

Contractor’s Request for Reimbursement (CRR) Form

In order to receive grant funds, a grantee must submit a Contractor’s Request for
Reimbursement (CRR) Form. Grantees may request 90% of the grant during the grant year, and
the final 10% may be requested when the Final Report is submitted.

You will find a link to the CRR Form within the Contract Package Return Form. The CRR Form
can also be found on the grant program pages on the GCA website:

General Operating Support (GOS) Grant - https://gaarts.org/grants/general-operating-support-

grant/
Project Grant - https://gaarts.org/grants/projectgrant/
Arts Education Program Grant - https://gaarts.org/grants/arts-education-program-grant/

For Project and Arts Education Program Grants: A CRR may not be submitted until grant
expenses totaling at least 50% more than the CRR request amount have been incurred. For
instance, if a grantee is awarded $5,000 for a Project Grant, then the grantee may request up to
$4,500 (90% of the award) once at least $6,750 in expenses have been incurred.

For General Operating Support (GOS) Grants: A CRR may not be submitted until grant expenses
totaling at least double the CRR request amount have been incurred. For instance, if a grantee
is awarded $10,000 for a General Operating Support (GOS) Grant, then the grantee may

request up to $9,000 (90% of the award) once at least $18,000 in expenses have been incurred.

Please note the following:

* The address on the CRR must match the address that was submitted on the Supplier
Change Request (SCR) Form.

* The CRR may be submitted at the same time as the contract as long as enough expenses
have been accrued to meet the requirements detailed above.

* CRRs submitted during the year should be e-mailed to Delilah Johnson at
gcaforms@gaarts.org.

* The CRR for the final grant payment should be uploaded to the final report.

* No CRR will be processed if requirements from the preceding fiscal year, the Contract
Package, or the Final Report are outstanding.

* Each CRR must now be submitted with receipts totaling the reported total actual
expenses. For GOS grants, the receipts must be for the specific items for which the
grant funds are used.
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DURING THE YEAR

This section addresses things that you should keep in mind during the grant year.

Change of Information

Keeping your online account information up-to-date is important to ensure that you are
receiving notifications from GCA regarding your grant and that your grant payments are sent to
the correct location.

Grantees must complete a Change of Information Form if there are any changes to an
organization’s:

* Phone number

* Address

* Contact person

* Authorized officials

Grantees should complete the Change of Information Form within GCA’s online grant system at
http://gaarts.org/apply. After logging in, click on the Apply tab at the top of the page and scroll
down to the Change of Information Form and click on the blue Apply button.

Please allow up to four weeks for GCA to make the changes in your account. We will notify you
if we have questions and when the changes have been made.

GCA Logo and Crediting Requirements

Printed Credit

GCA requires all grantees to recognize GCA in all materials, publications, and programs that are
supported by state funds and in which other funders are credited. This includes programs,
newsletters, brochures, fliers, ads, calendars, posters, press releases, films, videotapes,
websites and all electronic transmissions. Any organization receiving a General Operating
Support (GOS) Grant must provide this recognition for the entirety of the fiscal year of funding.

The GCA logo must be reproduced in the same size and proportion as that of other sponsors. It
must be reproduced as it is provided, without alteration.

If there is no printed material associated with a program, oral credit must be given. The
statement below must be provided before the event or performance, and during any radio
broadcast or audiotape for the hearing impaired.

“This program is supported in part by Georgia Council for the Arts through the appropriations of

the Georgia General Assembly. Georgia Council for the Arts also receives support from its
partner agency — the National Endowment for the Arts.”
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GCA Logo Links
e GCA Full Color Logo - Transparent Background
e GCA Full Color Logo - White Background
e GCAAIlBlack Logo
e GCA All White Logo

To request eps versions on the logo, contact GCA Grants staff.

NEA Credit

GCA receives significant funding from the National Endowment for the Arts. Grantees should
recognize the NEA on their materials in addition to, but not instead of, the GCA logo. Visit
the NEA website for access to the logo.

Letters to the Governor and State Legislators
GCA wants the Governor and our State Legislators to be aware of the work of our grantees, as
well as the impact of your GCA grant. All FY26 GCA grantees are required to write a letter to the
Governor and both of their State Legislators (one State Senator [upper chamber] and one State
House Representative [lower chamber]) which includes the following information:

* the number of people served by the organization

* the ways that the organization serves its community

* the ways that the GCA grant will better enable the organization to serve its community

* aninvitation to the funded program(s) (if applicable)

Letters to the Governor should be addressed to:
Governor Brian P. Kemp
206 Washington Street
Suite 203, State Capitol
Atlanta, GA 30334

If you need contact information for your state legislators, go here:

https://openstates.org/find your legislator/. On this page, enter the physical address for the
organization receiving the grant, including street address, city, state, and zip code, and then
click Search by Address. The results will include your State Representative (lower chamber) and
your State Senator (upper chamber). Click on the elected official’s name to access their mailing
address and email address.

Grantees will be required to submit copies of the letters to the Governor and State Legislators
with their Final Reports.

Unused Funds

Grantees are strongly encouraged to use all of the funds awarded to complete the project or
operations supported by the grant; however, some grantees may be unable to use some or all
of the grant funds awarded due to a variety of reasons, such as inability to meet the required
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income match or the arts programming has been cancelled. Regardless of the reason, GCA
must be notified no later than May 1, 2026, about funds that will not be utilized. With enough
advance notice, GCA may reallocate the funds for other arts programming. If a grant recipient
organization fails to notify GCA prior to May 1 that a project is cancelled or that a portion of
grant funds will not be spent, then GCA may apply a penalty, which could include restricting
the organization from eligibility to apply for GCA grants for a specific number of years.

Programming Changes

If the programming and/or goals that were outlined in your original application change
significantly during the grant year, contact your grant manager to discuss the changes. GCA
understands that sometimes the scope of a project changes. While this is not always
problematic, sometimes the changes take the project too far away from what was proposed in
the application. Discussing changes with GCA early in the process will allow time to make
adjustments to avoid penalties for not fulfilling the project as outlined in the application.

Grant Change Form

Organizations that need to make significant changes to their funded programs should complete
the FY26 Grant Change Form within GCA’s online grant system. A change form must be
assigned by GCA staff. If you need to change your funded project, please contact the
appropriate grant manager.

While GCA will allow changes to the program, the revised program must still serve the same
audience and purpose as the original program, and must meet the same financial requirements
as the original grant, such as matching income and minimum expenses.

GCA will consider the following requests for changes:

* Change of Date: Grantees may change the date of their program as long as it takes place
prior to June 30, 2025.

* Change from a Live Event to a Virtual Event

* Change of Artist/Program: GCA will consider requests to change the artist or program.
The new program must serve the same audience and purpose as the original program.
For instance, if the original program involved a live performance for students, and the
company booked for the performance is not currently touring, the grantee could change
to an artist who can deliver a virtual performance for the same students.

* Cancellation: If the funded program cannot take place, and the option is not available to
postpone the event or change to a new artist, the grantee can cancel the event. If the
funded program must be canceled, the grantee should notify GCA prior to May 1, 2026.
Grantees that cancel a funded program will not be able to receive any funds from the grant
as the funds will be reallocated to other projects.

Once the change form is submitted, GCA will be in touch to notify the organization whether or
not the requested change is approved.
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FINAL REPORT

This section addresses the Final Report and other things you should keep in mind at the end of
the year.

Final Reports are required of all GCA grantees. All Project and Arts Education Program Grant
final reports are due 30 days after the completion of the project. GCA will publish instructions
for FY26 Project and Arts Education Program Grant final reports in the fall of 2024.

For General Operating Support (GOS) Grants, the report is due July 31, 2025, which is 30 days
after the end of the funding period. General Operating Support (GOS) Grantees may not submit
their final report prior to July 1, 2025, as the report must contain financial information for the
entire funding period, which does not end until June 30, 2025. General Operating Support
(GOS) Grant final report instructions will be published in the spring of 2025.

Final report instructions will be available on GCA’s website on the page for each grant type:
https://gaarts.org/grants/.

If the Final Report is not submitted by the deadline, grant panels in the following year will be
notified that the grantee did not fulfill the terms of the grant contract.

Goals
In the Final Report, grantees will report on the progress they made toward accomplishing the
goals that were outlined in the application.

Matching Income Requirements

General Operating Support (GOS) Grants require a 1:1 matching cash income for the grant
amount. For this year, Project and Arts Education Program Grants require a 50% matching cash
income for the grant amount. The matching funds must be received by the grantee by June 30,
2026. Failure to raise the cash match will result in cancellation of the unmatched portion of the
grant award. In-kind contributions of goods, services, or space are not allowed to be included as
part of the match.

Total Actual Expenses

GCA will not reimburse an organization for more than 50% of total actual expenses for FY26
General Operating Support (GOS) Grants as shown in the Financial Report Form. For instance, if
an organization is awarded a General Operating Support (GOS) Grant of $10,000, but the final
report shows that the organization only had a total of $18,000 in actual expenses, the
organization will only receive $9,000 of the total grant amount.

GCA will not reimburse an organization more than two-thirds (2/3) of total actual expenses for
FY26 Project Grants or Arts Education Program Grants as shown in the Financial Report Form.
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For instance, if an organization is awarded a Project Grant of $5,000, but the final report shows
that the organization only had a total of $6,000 in actual expenses, the organization will only
receive $4,000 of the total grant amount.

REQUIREMENT TO OBTAIN A SAM UEI

The federal government, including the National Endowment for the Arts (NEA), transitioned
from using DUNS numbers as their unique entity identifier (UEI) to using a new identifier,
known as a SAM UEI. Because GCA is funded in part by the NEA, we are also required to
transition to using the SAM UEI. Going forward, a SAM UEl is required to process all GCA grant

applications, contracts, payments, and final reports.

GCA CANNOT ISSUE ANY FY25 FINAL GRANT PAYMENTS OR FY26 GRANT CONTRACTS UNTIL
YOUR ORGANIZATION HAS ENTERED A VALID SAM UEI IN GCA’S ONLINE GRANT SYSTEM. We
urge you to go ahead and sign up for a SAM UEI to prevent any delay in grant payments.

If you attempt to register for a SAM UEI and are required to file an incident report, please let
GCA know by forwarding the email confirmation of your incident report to your grants
manager. In the case that there is a delay in obtaining your SAM UEI, this documentation will
be required to move forward with processing FY25 final grant payments.

All GCA grant recipients are required to register for a SAM UEI through http://SAM.gov and
enter that number in the appropriate section for the organization’s account in GCA’s online
grant system at http://gaarts.org/apply.

e For grantees and applicants that already receive funding directly from the federal
government, your organization already has a SAM UEI. Log in to http://SAM.gov, copy
the organization’s SAM UEI, and enter that number into the SAM UEI field for the
organization’s registration within GCA’s online grant system.

e For grantees and applicants that do not already have a SAM UEI, go to http://SAM.gov
and register your organization.

There may be a delay in the process to obtain your SAM UEI if your organization is not already
in the SAM.gov system, so please do not put off beginning the process to obtain a SAM UEI.

Please note, as you create a SAM.gov registration, GCA requests that you select the option to
make your record public so that we can view your record and confirm that your SAM UEl is
correct.

Registering in SAM.gov and obtaining a SAM UEl is free. You should never have to pay to obtain
a SAM UEL. If an entity proposes charging your organization to obtain a SAM UE], it is likely to
be a scam and you should cease communicating with that entity.
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Once you obtain a SAM UEI for your organization, enter that number into the SAM UEI field
for the organization’s registration in GCA’s online grant system at http://gaarts.org/apply.
Once you log in, go to the Applicant Dashboard. To the far right, you will see a pencil icon
within the Organization information section. Click on the pencil icon and scroll down to the
UEI/SAM Number field to enter your SAM UEI. After entering the SAM UEI, click on the Save
button at the bottom of the page.

If your organization needs technical assistance with obtaining a SAM UEI or resolving an
incident report, contact the Federal Service Desk (FSD.gov) by phone (866-606-8220) or online
through “Live Chat” or “Create an Incident”. Hours of operation are Monday-Friday, 8 a.m. to 8
p.m. ET. Please note that there may be a wait time for phone and Live Chat assistance.

If you have questions, please reach out to the GCA Grants Staff.

For General Operating Support (GOS) Grants, contact Allen Bell, Director of Grants and
Research, at abell@gaarts.org or 404-962-4839.

For Project Grants, contact Tyrone Webb, Rural and Community Programs Manager, at
twebb@gaarts.org or 404-962-4044.

For Arts Education Program Grants, contact Emily Yewell Volin, Grants and Arts Education
Program Manager, at evolin@gaarts.org or 404-962-4015.

Thank you in advance for obtaining a SAM UEI and entering the identifier into your
organization’s record in GCA’s online grant system. This will help GCA continue to provide grant
funding to your organization and to support arts programs throughout the state.

QUESTIONS

Questions about grant contracts, Supplier Change Request (SCR) Forms, W-9 Forms, ADA
Checklists, Residency Verification Affidavits, CRR Forms, and grant payments should be directed
to Delilah Johnson, Grants Specialist, at djohnson@gaarts.org or 404-962-4837.

Questions about your grant should be directed to your appropriate grant program manager:
* For General Operating Support (GOS) Grants, contact Allen Bell, Director of Grants and
Research, at abell@gaarts.org or 404-962-4839.

* For Project Grants, contact Tyrone Webb, Rural and Community Programs Manager, at
twebb@gaarts.org or 404-962-4044.

* For Arts Education Program Grants, contact Emily Yewell Volin, Grants and Arts
Education Program Manager, at evolin@gaarts.org or 404-962-4015.
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