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There are two separate steps 
for a complete application.



Application Screens

The following screen review will include
Registration through Application Submission



When you initially bring up the NTFD Portal link, you will come to the Login/Registration 
page.  If you have used the NTDF Portal previously, you will login with your previous  e-mail 
address and password.  If you do not remember your password, click “Forgot Your 
Password” to have it reset.

If this is your first time using the NTDF Portal, you will need to use the Registration screen.

Click here to change 
between the Login 
and Registration 
screens.

Click here to reset
your password.



If this is your first time using 
the NTDF Portal, you will 
need to complete and submit 
the Registration.

You will get an email to verify 
your email address.

When your email is verified 
and your registration 
approved, you will receive an 
email with a link to set your 
password.



Once you login you will see your “Dashboard”.  It includes a link to create the 
Organization’s Profile, plus a list of Profiles and Event Applications from previous 
application cycles – starting with the FY2022-2023 Annual Application Cycle.

Prior event application(s) would be listed here 

Click here to start your 
organization’s Profile.

Current cycle closing date/time

Current cycle name



Organization Name

Organization Name

application due dates are shown here

You will start you application by completing an Organization Profile.  The tabs across the 
top of the page show your progression through the profile.  You will complete only one 
Organization Profile no matter how many Events you plan on submitting.



As you complete each page in the Organization Profile, you can either click “Save and Exit” 
to leave and come back later to complete it.  Or click “Save and Continue” to save that 
page and move on to the next tab.



Uploading PDF files can be done by either 
dragging and dropping them.  The box will 
turn green – as shown here – when your 
cursor is aligned.  Or you can also click the 
Upload button to use your file explorer to 
select the PDF file if you prefer.

NOTE: Only PDF files can be uploaded.  
Due to the less secure nature of native 
Work and Excel files the system will no 
longer accept them.  PDF files are also 
better for on-line viewing.



When the PDF file is uploaded, the box is 
replaced with three buttons.

You can now View, Download or Remove 
the file you uploaded.  

The Remove option allows you to make a 
correction if you uploaded the wrong file.  
The Upload box will reappear after the file 
is removed so you have upload a different 
one.



This is a sample of the 
Certificate of Good Standing
that is required.

A copy of the State of Missouri
registration or a copy of the 
order for a Certificate of Good 
Standing are not acceptable
alternatives.



Organization Name

If you are a returning NTFD Applicant, from 
the FY2022-2023 Application Cycle or since, 
you will see some additional buttons on the 
Organization Profile screens as you work 
through them.

The “Copy Prior” buttons allow you copy in 
the prior year’s information shown above 
the button.  You can then update or edit the 
information after it is copied into the field.

If you start to edit it and make an error, you 
can delete the information in the field and 
the “Copy Prior” will reappear.



As you move to the 
“Contact Information” 
tab you have the option 
of adding both Project 
Director (the key contact 
for the application – 
required) and Executive 
Director information. – 
optional.   If it is the same 
person, only use the 
Project Director fields.

If you were a prior 
applicant, the “Copy 
Prior” buttons will be 
available.



Organization Name As you continue to work through the 
Organization Profile tabs and press Save 
and Continue, you will see a Profile saved 
message on the upper left of the screen.

On the previous slides/pages you have 
read, you already know how to work 
thought all the remaining tabs to complete 
the Organization Profile.

One new field has been added to this page 
– Number of Vehicles registered to the 
organization.  This includes any cars, trucks, 
vans, etc. that are in the organization’s 
name.



Organization Name
The Organization Budget tab requires you 
to provide information on the finances for 
the entire organization – not just the 
event(s) you will be applying for.

The  minimum requirement is the Current 
Year Budget (Projected).  But it is 
recommended that you provide as much 
financial information as possible to provide 
a more complete view of the organization.

And all financial information provided 
needs to adhere to Generally Accepted 
Accounting Principles (GAAP) including 
line-item detail.
And must be uploaded as PDF files.



Organization Name The last tab in the 
Organizational Profile 
is the “Submit” tab.

It includes the 
Assurances at the top 
on the page.  These 
are conditions you 
agree to in submitting 
applications for NTDF 
awards.  Please read 
them thoroughly.



The bottom of the “Submit” tab 
Includes a statement of 
agreement and a Signature 
block.

The /s/ indicates that you 
accept your typed Signature as 
your legal signature.

The last step is pressing the 
“Submit” button at the bottom 
of the page.



application due dates are shown here

Prior event application(s) would be listed here 

Current

After submitting the 
Organization Profile, you 
return to the Dashboard.

You will get notifications that it 
was successfully submitted.

You are now ready to “Create 
an Event” application.

Click the button to proceed.



NOTE: Completing and Submitting the 
Organization Profile is only the first part of an 
NTDF Application.   An Event Application must 
also be Submitted for a complete application.

Organization Profiles without any Event Applications 
will not be considered for awards.



Prior event  would be listed here 

Current

If you were part of prior NTDF application cycles (from the 
FY 2022-23 Annual Cycle and on), you will also have the 
option of copying a prior event.  This will copy that event’s 
information into the event application for you to edit for 
the current application cycle.  Note: some data will not be 
copied as it needs to be input for this specific cycle. 

Prior event  would be listed here 

In the Create Event screen, all 
applicants will have the large 
“Create a new event application.”  
Clicking it will take you to a blank 
event application form. 



Organization Name

Fill in Title

1 - On the first page of 
the blank event 
application, ensure 
you enter the “Event 
Title” by overriding 
the Fill in Title place 
holder text.

2 - You must also 
select one of the two 
drop-down selections 
for “Other city of 
Kansas City, MO 
funding sources”.  
(enlarged and 
discussed on the next 
slide/page.

1

2



Enlarged from prior slide/page.
Since the City of Kansas City does not permit multiple City funding sources for the same event, you 
will be taken back to the Dashboard if the event is already receiving other City funding.



Event Location:
If the entire event is at one location, just enter that location.  
But if multiple locations are involved, please include them all.

NTDF Request:
Make sure the amount entered here matches the NTDF 
amount included in the budget section at the end.

Event Dates:
Enter the beginning and ending date of the event for 1,2,3, etc. 
day events.  For first-Friday type events, this would be the date 
the first one takes place and the date the last one takes place.  
But for series (like events that can be purchased as season 
tickets) that consist of several different concerts or shows, this 
needs to include multiple date groups by using the Add 
Another Date button.  We will dive deeper on the next page.

How often … :
Provide more detail about the events frequency.   Is it a one-
time event or does is take place annually?   Does is repeat 
monthly, for first-Friday or last-Saturday type events?  And 
how many times does it take place?  Provide the details.



Event Date Details
This example shows a series that consist of five 
individual concerts.  Each concerts is repeated 
on Friday, Saturday and Sunday.  So, each set of 
dates is for one of the concert groups.

The number of date sets would be dependent 
on the number of concerts being presented as 
a part of the series.

Why does this matter?
1. It helps the NTDF Committee understand 

the event (in this case a series) better than 
just listing the start and end date of the 
series.  Which tends to minimize it.

2. It also helps with getting the details of the 
series correct on the NTDF Calendar of 
awarded events.  Which helps to promote 
your event.



Two new fields have been added.

Short description … :
This is your chance to “sell” the event to 
someone what knows nothing about, as quickly 
a possible.  Think of it as your elevator speech  
for the event – someone says, “tell me about 
…” and you only have moments till they are 
getting off on the next floor.
This will be used to add to the NTDF Calendar 
for your event to help promote it.

Admission … :
Is the event Free or Ticketed?  Or possible 
both?
For example, it may be free, but tickets are sold 
for VIP seating.  Or it is free and ticketed, you 
require tickets for a free event for purposes of 
gaining attendee information or to control 
crowd size.  Check one or both boxes and use 
the “Other admission method(s)” to explain.



Continue completing the 
information.

Event Description:
The is the longer, more 
detailed version of the event 
description to explain the 
event to the NTDF 
Committee members. 
What do you want them to 
know as they make funding 
decisions?

As you fill in or edit the event 
application, you will use the 
“Save and Exit” and “Save 
and Continue” buttons the 
same way you did when 
completing the Organization 
Profile.



Organization Name
1 - After you click the “Save and 
Continue” on the first event 
application tab, you will notice that 
the “Event Title” entered is now 
updated at the title of the page.

2 - There is also the “In-process 
Application data saved” confirmation 
at the very top.

3 – The page tabs progress in the 
same way they did in the Organization 
Profile screens.

And all the file uploads work as you 
have previously learned.

1
2

3



Continue filling out or editing your event application 
with the skills and techniques you have already learned.



The Budget detail must be completed.  Section 1 is the projected/forecast budget for the event.  Section 2 needs to 
also be completed if this event was held in the past. And are the actual financials for the prior version of the event.
This Revenue area needs to include all revenue items including what is requested from NTFD and was received from 
NTDF in the prior version of the event.  And any other contributions, donations, ticket sales, etc.

1 2



The Expenditures portion has the same requirements stated for the Revenues section.
See previous slide/page.



The final tab for the Event Application 
includes the assurances, the same as the 
Organization Profile.  These are required 
for all applications. Please read them 
thoroughly.

The /s/ indicates that you accept your 
typed Signature as your legal signature.

The last step is pressing the “Submit” 
button at the bottom of the page.

Organization Name

application due dates are shown here



After Submitting or 
Saving and Exiting an 
event application, 
you will be returned 
to the Dashboard.

There will a 
confirmation at the 
top left of the page.

You could continue 
to create Event 
Applications by 
clicking the “Create 
an Event” button.

You can also take actions on current events.  For events that are “In 
Process” click the     icon to edit and finish the application.  For events 
that are “Submitted” you can click “view”.

Current event  would be listed here 

Current  event  would be listed here 
Current event  would be listed here 

Current
application due dates are shown here



Access the NTDF Portal
From KCMO.gov:

1

2

Step A

Step B

Step C

3

4

The City’s and NYDF’s sites are constantly updating.
So, colors, placement and content will be changing.  
But this basic navigation process should remain true. And the link to the NTDF Portal (Step C) is 
only up during application cycles.  So, save it as a favorite in your web browser.



Contact Information

Main Email: NTDF@kcmo.org
Phone: 816-513-3214
CC:

Steven.DeWilde@kcmo.org

We hope you have found this review of the NTDF Portal and the 
application process helpful and it will provide you a jumpstart when 
you apply for NTDF funding.  If you have questions or need 
additional help, please contact us.

mailto:NTDF@kcmo.org
mailto:Steven.DeWilde@kcmo.org
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