Appendices
Appendix A—Guidelines for the Grant Process
1. Packaging and language:
a. Standard—Ownership/responsibility for the quality of submissions falls upon the deputy director (not on Emma or the area director).
b. Writing in Hebrew:
i. Organizations—It is desired and possible to guide organizations that they can submit documents to us in Hebrew. They can submit them by email and there is no need to send them by Fluxx to fulfil a request.
ii. Area directors—Because Fluxx does not respond well to Hebrew, files should be uploaded with the text for the portal under Internal Documents (link to template for organizational document—documents with the Foundation’s logo). Under the Staff Recommendation section, it should be written that the document is located there.
c. Writing in English:
i. The responsibility for writing in English is on the staff, with the assistance of an external company. See details about the work with the company in Appendix D.
ii. IM will upload to Fluxx after sending for editing. It is the responsibility of the grant process officer to confirm the company works in accordance with the right standards.
d. Document appearance:
i. The IM must have text justified to the sides, a consistent font throughout, and equal line spacing throughout.
ii. Here is a link to a template for an organization l document including the Foundation’s logo.
e. Recommendation for structuring grant documents and reports—see Appendix B.
f. When editing documents for sending to Ohad, the documents must be edited in Track Changes mode. In addition, in emails sent to Ohad (including the document), the main points edited should be mentioned.
g. In the case of similar grants or grants in a particular field for which the Foundation’s goals are identical in all grants (or other sections of the document are identical) it is fine to copy the text in the various documents, but a note to Ohad should be added so he knows in advance that the text will be repeated several times.

2. Involvement, support, and guidance:
a. The area directors can receive reporting orally instead of through a regular status report—a conversation (check-in call) is acceptable instead of a written report. The area directors should document the main points of the conversation in Fluxx.

3. Discussion in NIS:
a. As a rule, our discussions with grantees about new grants will transition to be in NIS. This means agreeing on grants of NIS X rather than discussing $Y.
b. Exceptions to this are organizations already receiving dollar amounts from us in an existing grant that is up for renewal. In such a case, the amount should be coordinated with Galia and Ohad before starting a discussion about renewal.
c. If there is an organization with expenditures in dollars, it is permitted to continue to discuss grants in dollars.

4. Fluxx General:
a. When we open a grant request, it must be opened in INTERNAL (up to 2022 we opened grants in General Grants).
b. Working in Fluxx—Change:
i. Starting Tuesday at 12:00, Ohad will enter Fluxx to approve the grants waiting for his approval that have been approved by the deputy directors up to that point.
ii. It is the responsibility of the staff, headed by the deputy directors for content, to plan the promotion of grants accordingly.
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	[bookmark: htable][bookmark: htable1]Document type
	NIS 300,000 and up
	NIS 300,000 and less	Comment by Ben Bokser: Which column applies to grants of exactly NIS 300,000? The current wording implies that both columns apply.

	Description of the project in the IM.
	1. Opening—A grant of NIS X per year for Y years shall be awarded to organization Z for ABC.
2. Describe organization (1–2 sentences).
3. Existing/new grantee—if existing: Mention the amount of the last grant and in 1–2 sentences describe our satisfaction from the organization. If new: mention why/how we reached it.
4. Renewing a project / supporting a new project—if renewal: Describe our satisfaction from the project’s performance up to now and a rationale for the need to continue support. If new: Describe the need for the project.
5. Planned activity—Describe the project.
6. If applicable—Additional things that are significant to note (about the grant, the organization, and/or the area)—collaboration with the government, potential of leveraging the grant, significant staff changes, legislative changes that could have an influence, a new philanthropist interested in the field, etc.
7.  Grant Funding—The organization’s annual budget is NIS X, the Schusterman Foundation will fund Y% of it per year for Z years. Additional funders include ABC (note the 3 biggest funders). It is necessary to describe the plan for support we propose. It is desired that there be a plan of decreased support from year to year or a plan that sends a message that it is expected that additional supporters join in supporting the organization or that we are not the largest philanthropic supporter.
8. Conclusion—Therefore, we recommend to approve / not to approve the request.
9. Documents to attached in Internal Documents.
10. Detailed budget Excel file / document.
11. Goals Excel file (in cases that require it).
	The necessary information is identical to that required for a grant of over NIS 300,000 but the amount of text should be significantly decreased.
A detailed budget document / Excel file should be attached in Internal Documents.


	Intermediate Report
	1. A reminder of what the grant was given for (in a sentence) and the grant amount.
2. Bottom line—met / partially met / did not meet goals. Summary by the staff of the situation, not a summary of the report.
3. If applicable—mention anything additionally worth mentioning (about the grant and/or the field)—significant staff changes, legislative changes that could influence the filed, a new philanthropist interested in the field, etc.
4. Conclusion—We recommend to approve / partially approve / not approve the report and the associated payment.
5. Is there a continuation (or emphases for continued monitoring of the grant, or a process in advance of the grant’s conclusion / a new grant, etc.)?
	The necessary information is identical to that required for a grant of over NIS 300,000 but the amount of text should be significantly decreased. The recommendation’s length should be proportional to the grant amount, and all are generally short. 

	Summary Report
	1. A reminder of what the grant was given for (in a sentence) and the grant amount.
2. Bottom line—met / partially met / did not meet goals. Summary by the staff of the situation, not a summary of the report.
3. If applicable—mention anything additionally worth mentioning (about the grant and/or the field)—significant staff changes, legislative changes that could influence the filed, a new philanthropist interested in the field, etc.
4. Thoughts about a continued relationship with the organization.
5. Conclusion of recommendation—We recommend to approve / partially approve / not approve the report and the associated payment and close the grant. Additionally, we are / are not in discourse about renewal and why / why not.
	The necessary information is identical to that required for a grant of over NIS 300,000 but the amount of text should be significantly decreased. The recommendation’s length should be proportional to the grant amount, and all are generally short.  


 


Appendix C—Questions and Answers
1. Q: What is the difference between the Foundation’s goals and the project’s goals?
A: The Foundation’s goals must reflect the big picture and describe in short why we want to provide the grant and what we will aspire to achieve from it. The project goals must describe specifically what the project aspires to achieve. In both sections up to 3 goals should be written.

2. Q: What must be the length of a recommendation document (IM)?
A: There must be a correlation between the grant size and the recommendation length.

3. Q: How do I know that my grant is A learning?
A: The default is that as long as there is no defined and approved strategy the grant promotes it is a B grant. A common case for an A learning grant request is after a strategy was developed and approved and an area was marked within it that requires further learning through learning grants. In other words, in A0 it is mentioned that it is planned to provide learning grants. The more complicated case is when there is a strategy being developed (with defined objectives) and during its development it is understood that there is a value in learning grants. In such a case there is room for a learning grant, not A0.

4. Q: Is it necessary to prepare a strategy implementation planning document (A0) in a field in which grants have already been implemented on the basis of the strategy and in which field activity has already been launched?
A: As a rule, for every grant there must be a strategy implementation document (A0). Exceptions will be approved specifically by Ohad.

5. Is it necessary to update the A0 document as work progresses?
A: As part of the work plan process, it is necessary to return to the A0 documents in the year’s last quarter and decide which updated/new A0 documents should be prepared for the next year.

6. Q: I want to renew a grant to an organization we have already supported in the past—What should I do?
A: Renewal grants should be raised in the relevant forums by their classification. For A and B grants, it is necessary to address the question in a grant development under Section 2— “The Project,” and for C grants, the question should be addressed in an express IM under “Project Descriptions.” See Appendix B—Proposed structure for writing recommendations for grants and grant reports, which includes a discussion of the information that must be mentioned in the case of renewal.

7. Q: I have an emergency grant / very unique opportunity—How do I promote it?
A: In order to observe the principles of flexibility and creativity and on the basis of the Foundation’s staff’s healthy logic, there is no framework of rules that determine what can be considered a unique opportunity or an emergency grant. As a rule, it is the deputy director’s decision whether to promote such a grant to Ohad after the staff considers it. If Ohad approves promoting the grant, it will be raised for discussion at the weekly or periodical grants meeting in accordance with the type of grant.

8. Q: How do I know which grants require evaluation and measurement and if required what is needed?
A: As a rule, there is value to measurement and evaluation in A grants and B grants that may be meaningful for a strategy not yet consolidated. Measurement and evaluation should be adapted to every grant. In many cases, reporting or measurement will be required of the grantee vis-à-vis defined objectives. The Excel file developed for this goal can be used for guidance in such a case.
Later on in the year a dedicated guide will be written on this topic. Additionally, a learning session will be held in the future on measurement and evaluation as part of the learning process on strategic philanthropy.

9. Q: What are the tools available to me in the grant development process?
A: There are a variety of tools available to the area directors in the grant development process—translation and editing, external consultation, measurement and evaluation by the foundation, integration of media as part of the grant, and more. The use of these tools, beyond a decision about the project officer, is conditional on approval by the deputy director. Discussion about the project officer must arise as part of the strategy implementation discussion (A0) or the grant development discussion and be approved by the deputy director and the director.

10. Q: We are staff responsible for a particular content area—What are our fields of responsibility in the grants process?
A:
1. Before the discussion:
1.1. Update the invitation of additional participants to the grants meeting beyond the permanent invitees.
1.2. Weekly meetings—Send documents for discussion by Sunday at 12:00 (failure to send documents on time = cancellation of the meeting). Periodic meetings—The grants staff teams must upload the materials to the shared meeting folder one week in advance, by 12:00 on Thursday.
2. During the discussion:
2.1. Focus the discussion on the key questions and managing it in the context of the forum.
2.2. Document important comments for continued development of the grant.
3. Manage the time allotted to the meeting.
3.1. After the discussion:
3.1.1. It is the area directors’ responsibility to raise final versions of the various process documents to the grant page in Fluxx (and the A0 document to the relevant folder).
3.2. Continuation of the process / general:
3.2.1. Ensure that the list of grants intended for the quarter is sent before the start of the quarter and is updated during the quarter if there are changes.
3.2.2. Promote grants for Ohad’s approval by Tuesday at 12:00. Grants not approved by then will not be submitted for Ohad’s approval during the week in question.
3.2.3. The deputy director bears ownership / responsibility for the quality of submissions (standardization and quality of English).

11. Q: I direct the grants process—What are my areas of responsibility in the process?
A:
1. Before the discussion:
1.1. Prepare a Gantt and update it in accordance with changes.
1.2. Publish an agenda for the upcoming meeting (by the Thursday before the meeting).
1.3. Invite the relevant participants to the meeting in accordance with the type of meeting and at the request of the relevant deputy director.
1.4. Plan and allot timing.
2. During the meeting:
2.1. Present a control table and vote on exceptions to the schedules that were defined.	Comment by Ben Bokser: What is a control table?
2.2. Document the main points raised in the meeting and document Ohad’s decisions and conclusion.
2.3. Maintain observance of the schedule.
2.4. Document comments that pertain to improving and optimizing the process.
2.5. Ensure all participants take part and make comments.
3. After the meeting:
3.1. Summarize decisions made at the meeting and email them to the deputy director and the team leading the grant.
4. Continuation of the process / general:
4.1. Improve and optimize the process—Once per quarter hold a monitoring meeting with all partners in the process.

Appendix D—Manner of work with the translation company, Academic Language Experts (ALE)
As of January 2022, the matter of arranging a translation company is in process, whereas the aspiration is to sign a permanent contract with a company. A contract has not yet been signed because we are not yet sure that the current company meets all the parameters we seek.
Nevertheless, because the need for translation and editing is already present, we wanted to arrange the manner of work on this front for the current period.
Therefore, the company we will work with until further notice is Academic Language Experts (ALE). In the last few months, the company has translated and edited for us (Hebrew to English and the reverse) grant recommendations, materials sent by grantees, presentations, briefs for Stacy, and more.
Manner of work:
1. The rates below were approved by Galia and therefore there is no further need to request price quotes or a deputy director’s approval for each job, because the rates are fixed and were preapproved.
It is the area director’s responsibility to receive approval in principle from her supervisor to send documents for translation and/or editing.
2. Lesley will coordinate the work with ALE. Where there is something that needs to be translated an email should be sent to her (lesley@schusterman.org.il) with the following details:
a. The file to be translated or edited
b. The date you request to receive the file back translated or edited.
c. Lesley will coordinate payment requests from ALE and ensure signatures by the relevant portfolio staff and submission to Sharon Lemel.
Emphases:
1. Quality control—Be aware that every job we ask of them will be submitted to us after undergoing two stages:
a. Translation and/or editing by a content expert
b. Review (inspection) by the managing editor
2. Requests on short notice should be avoided. Take into account that the company is indeed very good but is unable to work on urgent short-deadline jobs. They do serious work and therefore there is no possibility of sending them a document and them sending it back translated on the same day, and even the chance of them returning a document the next day is very low.
3. In many cases the translators and/or editors will send the documents back ready for use but will have added questions/comments/recommendations. Up to now the comments I have read have always been valuable. It is recommended to pay attention to them.
4. Presentations—ALE performs translation and editing work only. In cases when a presentation includes various graphic designs or diagrams, they will send the test that appears in the slide but will not edit the graphic design. Take this into account in planning time to spend working on the presentation.

Rates:
Translation (identical for Hebrew and English):
· NIS 0.58 per word	Comment by Ben Bokser: Although you wrote 0.58 agorot per word, I assume you meant 58 agorot or NIS 0.58 per word, here and below. 
· NIS 0.67 per work in the case of an urgent job (a job that includes over 500 words per day)
Editing—English:
· NIS 0.26 per word
· NIS 0.31 per word in the case of an urgent job (over 800 words per day)
Editing—Hebrew:
· NIS 0.27 per word
· NIS 0.32 per word in the case of an urgent job (over 800 words per day)
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