
Guide to Support Material 
 

Support materials give the panelists additional information to understand your organization and 

project. This may include brochures, annual reports, work samples, past evaluations, surveys, 

long-range plans, copies of letters, articles, reviews, etc. You will need to prepare multiple sets 

of support material and send them to MAC postmarked by the first Monday in March. We will 

distribute the material to the proper panel members. If you are applying for funding in 

Established Institutions or Mid-Sized Arts Organizations send 13 sets. If you are applying for 

funding in any other annual program, send 7 sets. 
 

Do 

Use an inexpensive paper presentation folder (the type commonly used in grade school with 

pockets and clasps). Put your organization’s name and grant identification number on the front. 

Put all materials in plastic sheet protectors for easy viewing. Use dividers to separate items by 

criteria. Create a “contents” page that lists the items under the area they support. Place bulky 

items in the pockets. Do not use three-ring binders as they add weight and postage cost. 
 

 Maximum of 10 items, including a maximum of 3 audio/visual materials (i.e., CD/DVD).   

 Submit items that directly address the evaluation criteria. Support material can add detail or 
verification that is not included in the application form or required attachments. 

 Label each piece to indicate which criteria they support as well as how it supports the 
criteria. 

 In multipage documents or brochures, highlight or flag sections of particular interest to 
panelists. 

 Highlight and/or flag places where you acknowledge MAC support. 

 Audio materials may include CDs and DVDs.  Panelists will limit their review of audio 
support materials to 3-5 minute segments, so cue the segment and indicate the track to be 
reviewed.   

 Visual materials may include CDs, DVDs, videos, and photographs.  Panelists will limit their 
review of video support materials to 3-5 minutes, so cue the segment intended for review.  
You can create a photo montage to save space and item count (one page = one item).  
Caption photographs (date, program, what is happening) so that panelists can fully 
appreciate them. 

 Printed materials may include: programs, brochures, reviews, newspaper/magazine articles, 
annual report, and newsletters. Each brochure, review or letter is considered one “item.” 
 

Don’t: 

 Submit material stapled or clipped together or loose in an envelope. 
 Include letters of support from individuals whose only connection with your organization is 

their letter of support. Letters from involved individuals are more compelling. 
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