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APPLICATION INSTRUCTIONS tc "Application Instructions"
Please submit one copy of your completed application.
tc "Before Applying"
Before Applying

Each year, Mass Humanities distributes roughly $350,000 to support educational projects aimed at out-of-school adult audiences.  Some of the projects we fund are Library Reading & Discussion Programs which take place in public libraries or other community centers.  These programs bring together community members and humanities scholars for discussion, learning, and enjoyment. In this way, Mass Humanities carries out its mission to use the humanities (history, philosophy, literature, and more) to foster critical inquiry, promote understanding of our varied cultural heritage, and provide occasions for the citizens of our state to engage actively in thoughtful public discourse about matters of individual choice and public responsibility.  

The following explanation of the application questions, along with the enclosed Library Reading & Discussion Programs Information Packet, will help you fill out this application.

A Word on Evaluation tc "A Word on Evaluation "
We are not asking for an evaluation plan in this application.  If funded, however, you will receive forms and directions on how to evaluate and report on your project.  

Deadlines and Decisionstc "Deadlines and Decisions"
You may submit an application for a grant up to $1,000 at any time.  Notification is immediate.  Note: Allow at least two months between the submission of your proposal and your first program for adequate preparation and publicity.

Explanation of the Application Questionstc "Explanation of the Application Questions"
1. 
Project Title.   Give the title of the series you want to sponsor.

2.
Name, address, phone and DUNS # of the Sponsoring Group.  There should be one designated primary sponsor with whom Mass Humanities staff will conduct all communication.  Cosponsoring groups are welcome.  They can increase the visibility and credibility of your project.

The federal government has adopted the use of DUNS numbers to track how federal grant money is allocated. DUNS numbers identify your organization and is required to received federal dollars.  If your organization does not know its DUNS number or needs to register for one, visit Dun & Bradstreet website.  Information on how to obtain a DUNS number can be found at masshumanities.org/files/grants/duns.pdf.
3.
Amount of federal funds the organization expects to expend during their current fiscal year.
4.
Name, address, and phone of the Project Director.   This person is in charge of the project and is the chief contact for Mass Humanities.

5.
Name, address, and phone of the Project Treasurer.  This person, who cannot be the project director or a relation, has charge of accepting, dispersing, and keeping accounts of project funds.

6.
Dates of the Program.  Provide the beginning and ending dates for your program.  Don’t provide merely the series dates but the date (after the grant is made) when work will start on the program and the date when work will stop.

7.
Summary of Project Budget.  Fill in these spaces after you complete the budget page.

8.
Program Summary.  Summarize your program’s theme, format, series dates, time, and location, as well as the reasons you chose this particular series.

9.
List the Program Schedule.  You should locate and call the humanities scholars you want for your program and arrange tentative dates before submitting the application.  You may call on scholars in the enclosed Scholars Directory or locate others yourself.  If any of the scholars you choose are not listed in the Scholars Directory, please include a one-page resumé for each with your application.

Who qualifies as a humanities scholar?  
Typically, a humanities scholar is an individual with an advanced degree (MA or PhD) in one of the humanities disciplines who is actively working in that field.  Occasionally, however, an individual without an advanced degree in the humanities may qualify as a humanities scholar by virtue of his or her special knowledge, experience or contribution to humanities discourse. 

10.
How will each book discussion be organized?  That is, what will the humanities scholars do, how much time will they lecture, how will you allow for and encourage discussion by the participants?

11.
What is the size and makeup of your expected audience?  How many people do you expect to participate and who will participate: the elderly, women, minority groups, college-educated, others?  What will the mix be?

12.
What are the reasons this reading and discussion series seems to be a good idea for your audience?  Who participated in choosing the theme and books?  

You may choose to develop your own series theme that is of particular interest or concern to your community.  If you do, you must complete Mass Humanities Project Grant Application instead of this application.  Please call Mass Humanities at (413) 584-8440 for Project Grant guidelines and application materials. 

13.
How will you publicize the series?   Consult the Publicity Plan in the Information Packet and think through how you will stimulate public interest and then summarize your plans (e.g. press releases, posters, bookmark announcements, radio spots, word-of-mouth, etc.).

14.
Budget Instructions.  A sample outline budget for a five-book series is included for guidance. However, use the actual estimated costs in your community (not necessarily those in the sample budget) for printing, phone, and other expenses as well as estimates of time corresponding to your experience with similar programs and to your publicity plans.

A word on inkind matching: Mass Humanities’ grant to you must be matched in kind or in cash.  Unless otherwise stipulated, all of your grant can be matched in kind, that is, with anything that contributes to your series once it is funded.  (Work on the application cannot be counted as match.)  The easiest way to figure match is to list everything and everyone contributing to the series and estimate amounts and costs as if these items or work had to be paid for.  Some items typically contributed as inkind match are: use of meeting facilities, refreshments, copying and duplication, local use of a phone, and free newspaper, TV, and radio publicity.  Some services generally contributed are the scholars’ preparation time, coordinating work by library staff and/or volunteers, distributing publicity by volunteers, and publicity writing and organization.                  
Note: inkind match should equal or exceed the amount requested from Mass Humanities.  This is rarely a problem. 

15. Budget Form Explanation

A. 
Personneltc "A. 
Personnel"

1. Humanities Scholars

(a)  
Cash column: We suggest a flat fee of $250 to cover both honorarium and 




travel expenses.  




5 scholars x $200 = $1,000


(b)

Inkind column: You may assume that each scholar will put in a minimum of six 
hours of preparation for each program, and you may value this time at $15 per hour.  




5 scholars x 6 hours x $15 = $450 inkind match.


2. Others

(a)

Cash column: It is assumed that payments to others will be minimal in order to keep the total grant request down.  If payments to others are necessary, please itemize.


(b)

Inkind column: Usually the project director and other volunteers donate most or all of the time spent in publicizing and running a series.  For a series of five programs, it is possible that these people will put in 50 hours or more.  Applicants will need to keep track of donated time, but for purposes of the application estimate the number of hours at $10 per hour, 50 hours x $10 = $500.
B. 
Traveltc "B. 
Travel"

1.
Cash column: Travel for scholars is already included in the flat fee of $200.  Other travel, if any, should be itemized in the application.  The rate is 31¢ per mile.


2.
Inkind: Travel not paid for may be counted as inkind match at the same rate.

C. 
Suppliestc "C. 
Supplies"
Sponsors sometimes duplicate an evaluation form.  Funds to cover expenses like this can be charged to the grant or considered an inkind contribution.

D. 
Postagetc "D. 
Postage"
Sponsors sometimes send postcards to the audience to remind people of upcoming events.  This expense can be charged to the grant or considered an inkind contribution.

E. 
Rental (space and equipment)tc "E. 
Rental (space and equipment)"
If the meeting space is not free to the project, charges for rental may be requested as a grant expense.  Otherwise, the estimated rental value may be included as inkind.  Use reasonable rates for your area.

F. 
Telephonetc "F. 
Telephone"
For a five-program series, toll charges could approach $30-40.  Calls made before the application is approved may not be charged to the grant.  They may not be counted as inkind.  Monthly base charges during the project may be counted as inkind.

G. 
Publicitytc "G. 
Publicity"
Time spent on promotion may be counted as inkind.  Cash expenses may be charged to the grant.  These expenses may include printing of posters, flyers, and bookmarks.  You can get an estimate from a printer and include it in the cash column.  And news releases or stories carried in newspapers,  announcements broadcast on radio and TV, notices in newsletters, etc., count as inkind match.  You can generally assume that, with normal publicity, at least $300 worth of this free publicity will be contributed to the project.

H. 
Othertc "H. 
Other"
Child care and janitorial costs may be included in the grant budget as cash request or match.

Mass Humanities funds may not be used for food and refreshments.  Their costs should be listed as match.

Model Budget Breakdowntc "Model Budget Breakdown"
Category


                   Cash

Inkind
A. 
Personneltc "A. 
Personnel"

5 speakers @ $200

                 
1,000.00


Preparation: 5 x 6 @ $15





450.00


Program direction: 50 hours @ $10




500.00

B. 
Traveltc "B. 
Travel"

Volunteers distributing publicity,


100 miles @ 31¢





31.00

C. 
Suppliestc "C. 
Supplies"

duplication of evaluation forms 


and information forms, 150 @ 7¢




10.50

D. 
Postagetc "D. 
Postage"

60 postcards @ 20¢, 



12.00


25 stamps @ 34¢



  8.50

E. 
Rentaltc "E. 
Rental"

library space for programs, 5 x $50




250.00

F. 
Telephonetc "F. 
Telephone"

toll calls to speakers,



30.00


monthly base charge, 3 months @ $12




36.00

G. 
Publicitytc "G. 
Publicity"

design and layout



50.00

25.00


printing of 300 flyers and 300 bookmarks

75.00


composition of press releases


5 hours @ $10





50.00


free publicity (newspaper, radio, TV)


  

300.00

H. 
Othertc "H. 
Other"

(see note re: purchasing books on previous page)


Refreshments: 5 x $15





75.00


Child care: 5 programs of 3 hours

 
each @ $7 per hour



105.00





              
$1,280.50
          $1,727.50





          
      (or $1280)
       (or $1,727)

The Applicationtc "The Application"
Please submit one copy of your completed application to: 

Mass Humanities, 66 Bridge Street, Northampton, MA  01060

1. 
Project Title: ______________________________________________________________

2. 
Name, address and phone of Sponsoring Group


________________________________________
Phone #: 


________________________________________
________________________________


________________________________________
DUNS #: _______________________
3.  How much federal money do you expect your organization to expend during your current fiscal year? 
4. 
Name, address, email and phone of Project Director


________________________________________
Phone #: 


________________________________________
________________________________


________________________________________
Email address: 


________________________________________
________________________________

5. 
Name, address, email and phone of Project Treasurer


________________________________________
Phone #: 


________________________________________
________________________________


________________________________________
Email address: 


________________________________________
________________________________

6. 
Project Period:  from ____________________  to ______________________

7. 
Summary of Project Budget


Amount requested from Mass Humanities: 
_______________


Matching amount to be supplied by grantee:
 _______________


(in cash or inkind)                                         Total cost: 
_______________

8. 
Project Summary (please do not exceed space provided):

9. 
 ____________________________         _______________________________      _____________                             

           Signature of Project Director                           Signature of Project Treasurer                          Date 

10. 
List the Proposed Program Schedule:


Date

Book (Title and Author)

Scholar Name, Field, Address
11. 
How will each reading and discussion be organized?

11. 
What is the size and makeup of your expected audience?

12. 
What are the reasons this reading and discussion series seems to be a good idea 



for your audience?  
How were the theme and books chosen?

13. 
How will you publicize the series before it begins and while it is taking place?

14. 
Project Budget Summary.  Please supply a summary of line items here and attach a detailed breakdown 
(see Model Budget Breakdown on page 5).

	Category
	MFH Funds Requested
	Matching Amounts
	Source of Matching Amounts

	
	
	Cash
	Inkind
	

	A. Personnel
(salaries, speakers’ fees, honoria)

1. 
Humanities 
Scholars
	
	
	
	

	2. 
Other 
Personnel
	
	
	
	

	B. 
Travel


	
	
	
	

	C. 
Supplies


	
	
	
	

	D. 
Postage


	
	
	
	

	E. 
Rental (space & equipment)
	
	
	
	

	F. 
Telephone


	
	
	
	

	G.
Publicity


	
	
	
	

	H. 
Other (please specify)


	
	
	
	

	
	
	
	Subtotal Cash
	

	
	
	
	Subtotal Inkind
	

	
	
	
	Total Matching
	


Total Project Cost:    
Total Funds Requested:




_________________
_________________




Although line items need not be matched equally, the total matching contribution should equal at least 50% of the total project cost.
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