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Communication Guidelines for Grant Recipients 
When news of a grant made by the Evanston Community Foundation is publicized, the benefits are widespread.  Your organization receives positive attention for the important work you are doing in the Evanston community – which can spark the interest of potential referrals, collaborative partners, and donors.  When the Foundation is recognized, other not-for-profit organizations learn about the Foundation’s grant-making programs and it can promote additional charitable giving in Evanston. 
Members of the media are interested in hearing directly from a not-for-profit organization and the people it serves.  You are the most knowledgeable about the programs, events, and results you have achieved with the support of the Foundation and other funders.  If we coordinate our efforts, we can be more successful in informing the public about the results of your work. 

Please give this information to the person who is responsible for publicizing your grant.  If you have any questions, call Rebecca Cacayuran at the Evanston Community Foundation (847-492-0990 or grants@evanstonforever.org).
Grant Recipient Responsibilities

You should acknowledge your grant in as many ways as possible.  The following guidelines are intended to assist in the communication of your grant:

1. Include news of the grant in any publications.  Acknowledge support from the Evanston Community Foundation, regardless of the funding source within the foundation, in appropriate printed and online materials such as press releases, social media, newsletters, printed programs, etc. On social media, be sure to tag the Foundation on Facebook, Twitter and Instagram.

2. Contact the local media, including community message boards, newspapers and special interest publications, with either a press release or a personal phone call.

3. Notify Foundation of press relating to the project, throughout the funding cycle (or after!). Please forward press to grants@evanstonforever.org or send copies snail mail. We’d love to see it!

4. The Foundation’s name and logo should be included in written and online publications, program booklets and signage of an event funded by the grant. 
5. Provide the Foundation with any high resolution pictures you have taken of your event or program.  Pictures of your event are the best way for people to learn about what you do.  Pictures can be emailed to Rebecca Cacayuran at Rebecca@evanstonforever.org.
6. Foundation Description.  If you need a description of the Foundation, use the following:


The Evanston Community Foundation helps Evanston thrive now and forever as a vibrant, inclusive, and just community. It builds, connects, and distributes resources and knowledge through local organizations for the common good. The Foundation builds endowments for current and future opportunities, fosters private philanthropy, focuses the impact of collective giving, finds solutions to community challenges, allocates grants, and provides leadership training.  For more information about the Evanston Community Foundation, visit www.evanstonforever.org.
Contact Information:
If you have any questions about publicizing your grant, please contact Rebecca Cacayuran, Program Officer, at 847-492-0990 or grants@evanstonforever.org.
Here is a sample press release for your use when acknowledging your grant from the Evanston Community Foundation. 

----------------------------------------------------------------------------------------------------

FOR IMMEDIATE RELEASE <DATE>

For further information contact:

<contact name>, <title>

<organization name>

<phone #>

<email address>
<TITLE>

(Your title should be a short and concise headline giving the editor instant information about this news release.)
“The <agency name> has been awarded a grant of <grant amount> by the Evanston Community Foundation,” <agency contact person> said today. 

According to <agency contact person>, the grant will be used for <purpose of grant, which can be explained in several sentences>. 

“Our agency has <cite accomplishments> during the last <number> years,” <agency contact person> said. “The grant from the Evanston Community Foundation will give us additional resources to <cite how grant will be used>.” 

<Name of recipient organization> was founded in <date> and has served <numbers of people or geographic area served and ways of providing service>. <Name of chairperson> is chairperson of the board of directors. 

The Evanston Community Foundation helps Evanston thrive now and forever as a vibrant, inclusive, and just community. It builds, connects, and distributes resources and knowledge to Evanston – not just one group, neighborhood or issue- all of Evanston. ECF stands ready to be a thought partner, a collaborator, an investor, a facilitator, and most of all a convener to grow impact. To learn more about the Evanston Community Foundation follow us on Facebook, Twitter and Instagram or visit www.evanstonforever.org.
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