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SME Chapter Funding Application Guide 
 
This guide helps a chapter complete the 2025 application process and provides in-depth 
information. 
 
LOGIN PAGE: https://smemembership.awardsplatform.com 
 
 

 
 

The image above shows the login page. Login in with: 

• Facebook, Google, X(Twitter), LinkedIn or you can create an account using your email.  
 
NOTE: A chapter officer MUST login to complete an application. This allows for the application 
to be saved and returned to. It can also be tracked through the process.   
 
If choosing a social media option to login that social media page will appear. Once logged in to 
social media, the chapter funding application page will appear. See the example below.   

https://smemembership.awardsplatform.com/
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MY APPLICATIONS PAGE 
This is the first page after logging in.  
 
At the top are important dates and support information.  
 
Next to My applications is Active season (2025 Funding), which is the current funding year.  
 
Under My Application, there is a button - Start Application. Click this to begin an application.  
 
NOTE: If the application hasn’t opened or the application deadline has passed, then 
‘Applications are closed’ will appear. 
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MY APPLICATIONS PAGE (CONT.) 
 
If an application has been started or completed, it will appear on the My applications page.  
Here are the headings on the page: 

• Application: this is a hyperlink and can be clicked on to continue the application.  

• Form: Name of the application form. This auto populates.  

• Category: Name of category of the application. It is Chapter Funding for all applications. 
This auto populates.  

• Status: Explains the status of the application.  
o In progress: The application has been started but not submitted.  
o Submitted: Application has been submitted.  

• Updated: Last date of when the application had been opened.  

• PDF: This is clickable and will open the application as a PDF, which can be downloaded 
and saved.  
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NOTE: Applications can be updated until the closing date. After the application closes, no changes 
can be made.  
 
 
TOOLBAR 
 
 
 
 
 
 
The toolbar above will be shown at the end of the application.   
 

• SAVE + NEXT:  This saves the application and moves to the next section/tab.  
o This will be on the bottom of each page/tab.  

• SAVE + CLOSE: This will save and close the application. Log back in any time before the 
deadline to continue the application.  

o This will be on the bottom of each page/tab. 
• PREVIEW: Can see the application with answers.  

o This will be on the bottom of each page/tab. 
• SUBMIT APPLICATION: This appears once all the information has been entered. Click on 

this when ready to submit the application.  
o Even after submitting the application, changes can be made. This cuts off once the 

application closes.  
 
START HERE TAB 
Across the top of the page are tabs representing each section of the application. All applications 
will begin on the Start here tab. 
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1. CATEGORY:  There is only one option for this – Chapter Funding.  
a. Auto populates 

2. APPLICATION NAME: Provide a name for the application.  
a. This can be anything, but it is recommended to use the chapter name and a 

one/two word project name.  
b. Do not make it long – short and concise.  
c. REQUIRED 

3. CHECKBOX STATEMENT: Read and check this box. If this box is checked and SME National 
discovers the chapter has not filed  financial form or updated chapter officers, then the 
chapter maybe ineligible for funding.  

a. Once checked, the rest of the application can be completed.  
b. REQUIRED 

 

 
After clicking the checkbox, the above will appear and continue to the next section.  
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4. SAVE AND NEXT: Once the information on this page has been completed, click save and 
next to move on to the next section.  

 
APPLICANT INFORMATION TAB 

 

 
 
NOTE: The grey boxes are helpful hints. (Shown in the box in the example above.) This provides 
information to help complete the application. Please refer to these as moving through the 
application.  
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1. CHAPTER NUMBER AND NAME 
a. Select chapter from the dropdown menu.  
b. REQUIRED 

 
 
 

2. FIRST AND LAST NAME OF CHAPTER OFFICER COMPLETING APPLICATION 
a. This should be a chapter executive officer.  
b. Provide First and Last name. 
c. REQUIRED 

 
 

3. CHAPTER OFFICER TITLE 
a. Select title from the dropdown menu.  
b. REQUIRED 
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4. SUBMITTING CHAPTER OFFICER’S PHONE NUMBER 

a. Enter the phone number of the person completing the application.  
b. It must be in this format 1235555555 
c. No dashes or periods 
d. Include the area code 
e. REQUIRED 

 

 
 

5. SUBMITTING CHAPTER OFFICER’S EMAIL 

a. Enter the email of the person completing the application.  
b. It must be a valid email address in this format xxxx@xxxx.xxx (maybe slightly 

different for international emails) 
c. REQUIRED 

 

 
 

6. SECONDARY EMAIL (CHAPTER EMAIL, ANOTHER OFFICER’S EMAIL, ETC.) (OPTIONAL) 

a. If there is another email the chapter uses, enter it here.   
b. It could be a general email (like chapter123@gmail.com) or another officer’s 

email address.  

 

mailto:xxxx@xxxx.xxx
mailto:chapter123@gmail.com
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7. Click SAVE + NEXT to continue.  
 
 
 
CHAPTER DEMOGRAPHICS TAB 
 

 
1. MY CHAPTER SIZE IS: 

a. The breakdown of chapter sizes is in the helpful hints grey box.  
i. The SME Member Council has approved the breakdown of chapter sizes.  

b. Select chapter’s size.  
i. Use the most recent monthly report to determine the number of 

members in the chapter. (Monthly reports are sent to the officers on the 
1st of every month.) 

ii. This will be the category the chapter falls under for the year but can 
change when applying for funding the next year.  

iii. To receive a chapter monthly report, email chapters@sme.org to request 
it.  

c. REQUIRED 
 

mailto:chapters@sme.org
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2. WHAT PERCENTAGE OF YOUR MEMBERS PARTICIPATE IN LOCAL MEETINGS/EVENTS? 

a. Select the participation level from the dropdown menu.  
i. This is an estimation.  

ii. Look over the past year and take an average of the members who attend 
to complete this question.  

b. REQUIRED 

 
 

3. Click SAVE + NEXT to continue.  
 
 
PROJECT DESCRIPTION TAB 
A project can be any number of things – events, communications, surveys, purchasing items for 
the chapter with the SME logo, partnering with other organizations, and more. These are 
examples but think outside of the box. Feel free to consult with SME National on any ideas by 
emailing chapters@sme.org.  
 
 
 
 

mailto:chapters@sme.org
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1. PROJECT TITLE 
a. Provide a description name for the project.  
b. REQUIRED 
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2. PROJECTED COMPLETION DATE OF PROJECT 
a. Enter when the project will be completed.  
b. Use the format MM/DD/YEAR 

i. Example: 09/14/2024 
c. Project must be completed by November 14, 2025.  

i. Keep this in mind when planning the project.  
d. REQUIRED 

 

 
 
 

3. EXPLAIN HOW THE PROJECT WILL HELP ACCOMPLISH THE SME MISSION STATEMENT 
AND FURTHER THE MANUFACTURING INDUSTRY.  

a. Provide a concise explanation of how the project aligns with SME’s Mission 
Statement.  

i. The mission statement is provided.  
ii. The project must tie back to SME’s mission statement.  

b. Limit of 500 words. (There is a counter that shows the word count.) 
c. REQUIRED 
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4. WHAT STRATEGIC MEMBERSHIP FOCUS AREA DOES YOUR PROJECT FIT UNDER? (check 

all that apply) 
d. Check at least one area from Brand, Engagement, and Growth. 

i. Brand = furthering the SME brand locally through the chapter.  
ii. Engagement = engaging current members. 

iii. Growth = grow the membership and/or retaining current members.  
e. More than one can be selected.   

i. These are the membership priorities SME National is focused on.  
ii. The project must fit into at least one of these areas.  

f. REQUIRED 
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5. PROVIDE A BRIEF DESCRIPTION OF THE PROJECT (include how the project will move the 
needle on the strategic focus area – Brand, Engagement, Growth) 

a. Write a concise description of the project.  
b. Make sure to provide information on how the project fits with the strategic 

area(s) choosen in the above question.  
c. Limit of 500 words. (There is a counter that shows the word count.) 
d. REQUIRED 
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6. OUTLINE THE PROJECT TIMELINE INCLUDING MILESTONE DATES. 
a. Use as specific dates as possible for the milestones. 
b. In simple terms, milestones act like checkpoints. Reaching a milestone indicates 

the successful completion of a group of important tasks or a significant phase of a 
project. (Monday.com blog) 

c. It can help to work backward from the project completion date.  
d. Bullet points are recommended but not required.  
e. Limit of 500 words. (There is a counter that shows the word count.) 
f. REQUIRED 
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7. WHAT IS YOUR COMMUNICATION PLAN FOR YOUR PROJECT? THIS SHOULD INCLUDE 
BEFORE, DURING, AND AFTER THE PROJECT COMMUNICATION.  

a. Outline the communication plan for the project.  
i. This does not need to be very detailed but show how information will be 

shared with stakeholders.  
ii. Think about communicating with members, community, and SME 

National.  
iii. It can be any number of communication platforms – newsletters, emails, 

social media, in-person, press releases, blog posts, website updates, etc.  
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iv. Communicating about the project is important so stakeholders know 
what is happening and can be involved.  

b. Bullet points are recommended but not required.  
c. Limit of 500 words. (There is a counter that shows the word count.) 
d. REQUIRED 

 

 
 

8. Click SAVE + NEXT to continue.  
 
 
GOALS AND EVALUATION TAB 
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1. SMART GOAL 
a. Enter a SMART goal for the project.  

i. SMART stands for Specific, Measurable, Achievable, Relevant, and Time-
bound.  

b. One SMART goal is required.  
c. A link is included to an article on how to write a SMART goal.  
d. Limit of 200 words. (There is a counter that shows the word count.) 
e. REQUIRED 
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2. An additional SMART goal can be provided. To add one, check the box next to ‘Would 
you like to add an additional SMART Goals?’ A new box will appear to enter the 
additional SMART goal. This is NOT required.  

 

 
 

3. HOW WILL YOU EVALUATE AND MEASURE THE SUCCESS OF THE PROJECT? 
a. Explain in more detail how the SMART goal will be measured. 

i. What tool(s) will be used to measure the success of the project?  
b. Limit of 500 words. (There is a counter that shows the word count.) 
c. REQUIRED 
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4. Click SAVE + NEXT to continue.  
 

 
FUNDING TAB 
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1. REQUESTED FUNDING AMOUNT 

a. Enter a dollar amount. 
i. This is the money requested for the project.  

ii. It can only be numbers.  
iii. The requested amount cannot exceed $3,000 
iv. The full amount requested may not be awarded. The scoring committee 

will decide how to fund all projects.  
b. REQUIRED 

 

 
 

2. PROVIDE THE PROJECT’S BUDGET 
a. Enter amounts for the project.  
b. The total cannot exceed the amount requested.  
c. Notes can be provided next to each category.  
d. If there isn’t an amount, enter zero or leave it blank.  
e. REQUIRED 
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3. APPROXIMATE HEADCOUNT (IF APPLICABLE) 
a. Enter only a number.  
b. If the project does not require a headcount enter zero.  
c. REQUIRED 

 
 

 
 
 

4. IS YOUR CHAPTER GOING TO WORK WITH LOCAL BUSINESSES/ORGANIZATIONS TO FIND 
SPONSORSHIPS AND/OR MATCHING FUNDS FOR YOUR PROJECT? 
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a. Select Yes, No, Unsure. 
b. If No or Unsure, is selected, click Save + Next to move on to Supporting 

Materials.  
c. If Yes is selected, another box will appear.  
d. REQUIRED 

 

 
 
 
NOTE: If there aren’t any partnerships, it does not affect funding. However, it is 
encouraged to consider partnering with other organizations in the community. 
 
 

PLEASE LIST THE BUSINESS/ORGANIZATIONS. 
e. This only appears if Yes is on the previous question.  
f. Provide the names of the businesses/organizations partnering with. 
g. Limit of 300 words. (There is a counter that shows the word count.) 
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5. Click SAVE + NEXT to continue.  

 
 
 

SUPPORTING MATERIAL TAB 
This is optional and does not need to be completed. If there isn’t anything uploaded, click SUBMIT 
APPLICATION.  
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• Only one additional PDF may be uploaded to provide more information about the project.  
• The PDF can only be three pages long.  
• Do NOT provide any additional written materials, as this will not be considered by the 

scoring committee.  
o The project should be fully explained within the application.  

• Examples of what can be submitted: 
o Support letter for the project 
o More in-depth budget.   

To Upload a document: 
• A file can be dragged to the box OR 
• Click Select Attachments and find the file to upload.  
• When the file has been uploaded, a name can be provided. OPTIONAL  

 
NOTE: At this point, the application is complete. Click SUBMIT APPLICATION. This is the only 
way to finish and submit the application.  
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THANK YOU PAGE 

1. Once the application is submitted there will be: 
a. A Thank you page. 
b. The officer completing the application will receive an email with the application. 
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SUBMISSION RECEIVED EMAIL 

 

 
 


