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New York Council for the Humanities
150 Broadway, Suite 1700, New York, NY 10038
Phone: 212-233-1131  Fax: 212-233-4607   Email: nych@nyhumanities.org
www.nyhumanities.org

Application Instructions
The Council’s application forms must be used and all instructions must be followed. Also be sure to review the Council’s Grant Guidelines before filling out your application. Incomplete or ineligible applications will not be considered. 
General Instructions

· For Mini Grants, submit one (1) application with original signatures. 

· For Major Grants submit one (1) application with original signatures and financial information, and nine (9) copies of only the application forms.

· All application materials must be submitted together; no materials will be accepted after the deadline unless they have been requested by the Council.

· The application may be typed, computer generated, or legibly printed by hand; we recommend downloading it and filling it out on the computer.  If any section is missing, your grant will not be considered.
· Number all pages, including page 1. 

· Do not staple any of your application materials.  Butterfly and paperclips are acceptable (please submit entire application with one clip whenever possible).

· Do not send any materials not asked for, including additional cover letters.

· Mini Grant proposals may be faxed or sent electronically, provided all materials are sent together, as attachments, including the financial information.  Incomplete applications will not be reviewed.
· Proposals must be received on or postmarked no later than the given deadlines (see “Award Categories and Deadlines” in the Council’s Grant Guidelines). 

Useful Definitions

· Project Director: This is the primary contact for the project, responsible for the overall management of the project and for ensuring that all necessary grant paperwork is submitted to the Council.  The Project Director receives all correspondence from the Council (with the exception of payments, which will be sent to the office of your Fiscal Agent).  

· Fiscal Agent: This contact is responsible for the record-keeping and accounting for the grant funds, matching contributions, and services received.  The same person cannot serve as both the Project Director and the Fiscal Agent.  This person will receive all payments, should the grant be awarded.
· Co-sponsoring organization (if applicable): Any organization actively collaborating with the applicant in the planning or implementation of the project.

· Cost Sharing: All Council grants must be matched by contributions to the project from the sponsoring organization, or from third parties in an amount equal to or exceeding the Council’s award.  National Endowment for the Humanities (NEH) funds may not be used as cost sharing.  Cost sharing may consist of cash contributions, in-kind contributions, or a combination of the two.

· Cash Contributions:  Cash cost-sharing contributions are defined as cash outlays for budgeted program activities that are paid: from your own funds; from monies contributed to you by other public agencies and institutions, private organizations, and individuals; and from funds received under agreements with federal agencies other than the NEH.  

· In-kind Contributions: In-kind cost-sharing contributions are not cash; rather, they are the dollar value of goods and services contributed to the project by either your organization or by third parties.

Application Cover Sheet Instructions

· The cover sheet must include the following:

1. Project Title:  A brief, descriptive title that clearly identifies the project.  This title should be informative to a nonspecialist, e.g. “Walking Tour of Historic Albany” or “The Performing Arts of India:  A Pictorial Introduction.”  It will be used by the Council to identify your project. 

2. Type of Application:  Check the appropriate box.  Requests between $250 and $2,500 are considered Mini Grants.  Requests for amounts of greater than $2,500 are considered Major Grants. 

3. Sponsoring Organization:  Enter the name of the institution and its complete official mailing address and electronic contact information. Be sure to complete this information if your organization has only a P.O. Box address.  For information on your Congressional, State Senate and State Assembly districts, visit www.congress.org and enter your zip code.
4. Project Abstract:  A concise description of the project no longer than 50 words.  

5. Request from the Council:

a. Grant Request:  The total dollar amount of the grant requested from the New York Council for the Humanities. 

b. Other Funds Raised To Date:  The total dollar amount of funds already raised for this project from third-party sources, as well as from the sponsoring organization. Do not include in-kind contributions.

c. Other Funds To Be Raised:  The amount needed for the successful completion of the proposed project.  Do not include funds requested from the Council.

d. In-kind Contributions:  The dollar value of noncash goods and services to be contributed.

e. Total Project Costs:  The estimated dollar amount of the entire project budget, i.e. the sum of lines a through d.

6. Admission Fee: Indicate whether an admission fee will be charged for any of the activities the Council is asked to fund.  If a fee will be charged, indicate approximately how much it will be.  (An appropriate admission fee is comparable to the cost of a movie ticket in your region). 

7. Project Dates: Enter the specific date/dates of your public event will take place, indicating 
whether these are anticipated or confirmed. Also note if any events will take place in October, State Humanities Month with “SHM”.  

8. Proposed Grant Period: Enter the period during which you expect to make the project-related expenditures described in your budget.  The Council-funded portion of your proposed project must commence within eight months following an award.  Expenses incurred prior to announcement of an award cannot be paid from Council funds.  

9. History of Previous Applications to the Council:  Include the project title, date of submission, and award amount of all previously submitted Grant projects from the sponsoring organization (not including the Speakers in the Humanities program) for the last five years.  Attach an additional sheet if more space is required.
10. Co-sponsoring Organization:  The name, complete official mailing address, and contact information of any organization actively collaborating with the applicant in the planning or implementation of the project. Attach an additional sheet if there is more than one cosponsor.

11. Project Director:   See “Useful Definitions,” above. Include his or her salutation (Mr., Ms., Dr., etc.), name, address, telephone and fax numbers and appropriate email address. 

12. Fiscal Agent:  See “Useful Definitions,” above.  Include his or her salutation (Mr., Ms., Dr., etc.), name, address, telephone and fax numbers and appropriate email address. 

13. Authorizing Official:  Enter the name of the person (such as the president, vice president, executive director, provost, or chancellor) who is authorized to submit applications for funding on the applicant institution’s behalf and to provide the certifications set forth in these guidelines. 

14. Agreement:  The Project Director and Fiscal Agent must sign and date the application.  Original signatures are required, but can be submitted electronically.  The Council’s complete Grant Guidelines should be read before signing. 

15. Certification:  The Authorizing Official should sign and date the application.  An original signature is required, but can be submitted electronically.  The New York Council for the Humanities is required by federal regulations to obtain from all applicants certifications regarding nondiscrimination, debarment, and suspension.  These certifications are found on the page that follows the required signature in the application forms, and should be read before signing.  

Budget Request Form Instructions
Use the Budget Request Form to itemize and explain your project expenses.  Round all figures to the nearest dollar.  
· Grant Request (column A):  The following is an explanatory list of acceptable project-related expenses as related to the budget request form categories:  
A. Honoraria/Consulting Fees: The Council will fund scholars’ honoraria up to a maximum of $500 per participating scholar per public appearance, regardless of what the applicant has agreed to pay; consulting fees are not fixed.  
B. Staff Salaries: Staff salaries cannot to exceed 25 percent of the total grant request.

C. Travel, Lodging, Per Diem: These costs are not fixed except for car travel, which will be reimbursed at $0.52 cents per mile. Please note that the Council will not pay for international travel.
D. Publicity: Costs associated with publicizing and marketing a program, such as mailings, advertisements, etc.
E. Publications: Must be an integral part of a public humanities program (e.g., exhibition catalogues or the publication of lectures). The publication dimensions, length, distribution, print run, and cost for the org and public must be included in the budget notes.

F. Exhibit Expenses: May include fabrication and construction.

G. Equipment/Facility Rentals: May include the purchase of equipment only when the cost of purchase is documented as lower than renting for the execution of the project.
H. Office Supplies: Any project-related office supply purchases.

I. Overhead Costs:  Cannot be included in the Grant Request.  (see Cost Share)
J. Evaluation: May include the cost of a professional evaluator, recording of programs for future evaluation, etc.
K. Other: Indicate other expenses here that do not fall under any of the above categories.
· Cost Share (columns B & C):  See “Useful Definitions,” above. The following is an explanatory list of acceptable cost-share expenses as related to the budget request form categories.  Note: Monies listed as cost-sharing must be expended during the proposed grant period, not before:  

· Staff Salaries:  While it is permissible to include staff salaries related to the project in the cost share, other matching resources are preferred.  If staff salaries are included in the cost share they should be listed as cash (column B).
· Overhead Costs:  Council funds cannot be used to pay for overhead costs (Line 9).  However, such costs may be entered as part of the project’s cost share.  Applicants must itemize overhead costs in the budget notes; these include administrative salary not directly involved in the project, office rental, and utilities.  

· Totals: The sum total of each of the columns.  Column A. should equal line 5. a. Grant Request  on the application cover sheet.  Column C. should equal line 5. d. In-Kind Contributions.

· Budget Notes:  For each item on the budget request form, explain your calculations as specifically as possible. Be sure to provide the basis for all cost estimates for each budget category, including the estimated number of hours or days a person will work on the project and the rate per hour or day.  For example, for line two, Staff Salaries, indicate the names and titles of staff members, the number of days or months they will work on the project, their annual salaries, and the percentage of their salaries being requested.  Identify the sources of all matching funds, both cash and in-kind. This information can be included on the Budget Form or as a separate attachment.
· Estimated Cost Per Attendee: The total project cost (Total of Column D.)  divided by the estimated number of attendees (as mentioned in the Narrative, question 5.).
Fund-raising Information Form Instructions
Only applicants seeking cash support from more than one source must complete this section. Explain, in detail, where you will obtain the balance of funds for all awarded, pending, and anticipated non-Council sources. 
· Funds Already Awarded to This Project: Indicate the source of the funding and the amount of the award. This section relates to 5. b. Other Funds Raised To Date on the application cover sheet.

· Applications Pending for This Project: Indicate the source of the funding, the amount requested, and the date by which you expect to be notified of your award status. This section relates to 5. c. Other Funds to be Raised on the application cover sheet.

· Anticipated Applications for This Project: Indicate the source of the funding, the amount you will be requesting, and the status of the application. This section relates to 5. c. Other Funds to be Raised on the application cover sheet.

Grant Narrative Instructions
All proposals must include a grant narrative in order to be considered.  Please note:

· Mini Grant narrative should not exceed 700 words for all 7 questions. 

· Major Grant narrative should not exceed 1200 words for all 7 questions.
· If you are applying for a Mini Grant exhibition planning grant (Mini Grant category only) you do not have to answer questions 5 and 7. 

All proposals must include a grant narrative that answers the following questions in order:

1. What is the activity being proposed? Be sure to include the humanities issues and ideas that will be addressed.

2. What are the goals for the proposed project?

3. Exactly which portion of your project are you asking the Council to support?
4. Who are the confirmed* humanities scholars involved in the project, what are their credentials, and what will they be contributing to the project? (Please indicate if any of the scholars listed are unconfirmed at the time of your application.
5. What is the intended audience, how large do you expect it to be, and how will you reach it?

6. What is the mission of your organization and what strengths does it bring to this project?

7. How will you evaluate the results of your project?

*There must be confirmation letters or emails from all scholars on file with the host organization (the Council may request these as part of its review process).

Appendices
All applications must also include:

· One paragraph bios of all key project staff, scholars, and consultants.

· Sponsoring organization’s Internal Revenue Service letter determining non-profit status or a copy of its New York State Charities Registration Filing.  A form used for making tax-exempt purchase is not acceptable proof of non-profit status.

· Sponsoring Organization’s most recent annual report and/or audited financial statements

· Institutional Fact Sheet (provided).

· Checklist (provided).

· A one-page graphic supplement (optional).

For publications, websites, and brochures also provide:

· A sample of the text for the public (limit one page).

· Publication specs including cost per copy to the public (for publications only).

For exhibition implementation also provide:

· Drawing or description of the exhibition layout.

· A selected list of 10-15 representative objects that will be included in the exhibition including their source.

· A timeline for carrying out the exhibit indicating who is responsible for each activity.

· A sample of the introductory and/or label text that will accompany the exhibit (limit one page).

For film series also provide:

· A list of titles to be shown.
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APPLICATION FORMS
Updated January 2010.  Do not use earlier forms.
Review the Council’s Grant Guidelines & Application Instructions before completing these forms.
Application Cover Sheet


1. Project Title:_______________________________________________________________________
2. Type of Application:


□ Major Grant


□ Mini Grant

3. Sponsoring Organization
Name: 
Address 1:
Address 2:
City, State, Zip code: 



               County: 
Phone: 
 

Fax: 



  General Email: 
Website: 

U.S. Congressional District:_____

New York State Senate District:
_____
New York State Assembly District:_____

4. Project Abstract (50 words or less):

5. Request from the Council

a) Grant Request: 




$________________


b) Other Funds Raised To Date:



$________________


c) Other Funds To Be Raised:



$________________


d) In-kind Contributions:



$________________


e) Total Project Costs:




$________________
6.  Will an Admission Fee Be Charged? 

□Yes
            How much? ________   

□No  
7. Project Event Dates: ________________________________________________________________

Proposed Grant Period:


to



8. History of Previous Applications to the Council (attach additional sheets if necessary):
Project Title


Date of Application


Amount Awarded

_____________________________________________________________________________________

9. Co-sponsoring Organization (If applicable, please attach additional sheet if more than one co-sponsor.)

Name: 
Address: 
City, State, Zip code: 
Contact Person:



Title: 
Phone:


 Fax:


 Email: 

10. Project Director




11. Fiscal Agent
Name:_____________________________

Name:_______________________________
Title:______________________________

Title:________________________________
Address:___________________________

Address:_____________________________
               ___________________________


______________________________
City, State, Zip:______________________

City, State, Zip:________________________
Daytime Phone:_____________________

Daytime Phone:_______________________

Fax:_______________________________

Fax:_________________________________
Email:_____________________________

Email:________________________________

12. Authorizing Official By signing and submitting this application, the Authorizing Official is providing the applicable certifications as set forth (under “Certifications” on the following page) in these guidelines.
_____________________________________________________________________________________
 Authorizing Official Signature



Print Name



Date
13. Agreement 
It is understood that any funds granted as a result of this request are to be used for the purposes set forth herein.  Moreover, the applicant certifies that he/she has read the Council’s Grant Guidelines.
_____________________________________________________________________________________Project Director Signature



Print Name



Date

_____________________________________________________________________________________Fiscal Agent Signature




Print Name


               Date

Certifications (Keep for your files)
1.  Certification Regarding Nondiscrimination Statutes

The applicant certifies that it will comply with the following nondiscrimination statues and their implementing regulations:

(a) Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d et seq.), which provides that no person in the United States shall, on the ground of race, color, or national origin, be excluded from participation in, be denied the benefits of, or be otherwise subjected to discrimination under any program or activity for which the applicant received federal financial assistance.

(b) Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. 794), which prohibits discrimination on the basis of handicap in programs and activities receiving federal financial assistance.

(c) Title IX of the Education Amendments of 1972, as amended (20 U.S.C. 1681 et seq.), which prohibits discrimination on the basis of sex in education programs and activities receiving federal financial assistance.

(d) The Age Discrimination Act of 1975, as amended (42 U.S.C. 6101 et seq.), which prohibits discrimination on the basis of age in programs and activities receiving federal financial assistance, except that actions which reasonably take age into account as a factor necessary for the normal operation or achievement of any statutory objective of the project or activity shall not violate this statute.

2.  Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion—Lower Tier Covered Transactions (45 CFR 1169)

(a) The prospective lower tier participant certifies, by submission of this proposal, that neither it nor its principals is presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any federal department or agency.

(b) Where the prospective lower tier participant is unable to certify to any of the statements in the certification, such prospective participant shall attach an explanation to this proposal.
Budget Request Form

Please round off figures to the nearest dollar
	Budget Category
	Grant Request
	Cost Share: Cash
	Cost Share: In-kind
	Category Total:
	Budget Notes:
Include notes that explain all expenditures, as well as the sources of the cost share. This may be attached as a separate sheet.

	A. Honoraria/ Consulting Fees
	
	
	
	
	

	B. Staff Salaries
	
	
	
	
	

	C. Travel, Lodging, Per Diem
	
	
	
	
	

	D. Publicity
	
	
	
	
	

	E. Publications
	
	
	
	
	

	F. Exhibit Expenses
	
	
	
	
	

	G. Equipment/ Facility Rental
	
	
	
	
	

	H. Office Supplies
	
	
	
	
	

	I. Overhead Costs 
(please itemize)
	XXXXXXXX
	
	
	
	

	J. Evaluation
	
	
	
	
	

	K. Other (explain in budget notes)
	
	
	
	
	

	BUDGET TOTALS
	
	
	
	

	
	
	
	


ESTIMATED COST PER ATTENDEE = ___________

The Budget Totals of All Categories (last box on the last line of above Budget) / Estimated # of Attendees (mentioned in the Narrative, question 5.)

Fund-raising Information Form

1. FUNDS ALREADY AWARDED TO THIS PROJECT:

Agency                                                                                                                 Amount Awarded

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


2. APPLICATIONS PENDING FOR THIS PROJECT:
   Agency                                                                   Amount Requested               Decision Date

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


3. ANTICIPATED APPLICATIONS FOR THIS PROJECT:
Agency                                                                         Amount Requested             Status of Request

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Grant Narrative Form

· Mini Grant narrative should not exceed 700 words for all 7 questions. 

· Major Grant narrative should not exceed 1200 words for all 7 questions.
· If you are applying for an exhibition planning grant (Mini Grant category only), you do not have to answer questions 5 and 7. 

Answer the following questions in order (attach additional sheets if necessary):

1. What is the activity being proposed? Be sure to include the humanities issues and ideas that will be addressed.




2. What are the goals for the proposed project?

3. Exactly which portion of your project are you asking the Council to support?

4. Who are the confirmed* humanities scholars involved in the project , what are their credentials; and what will they be contributing to the project? (Please indicate if any of the scholars listed are unconfirmed at the time of your application.)
5. What is the intended audience, how large do you expect it to be, and how will you reach it?

6. What is the mission of your organization and what strengths does it bring to this project?

7. How will you evaluate the results of your project?

*There must be confirmation letters or emails from all scholars on file with the host organization (the Council may request these as part of its review process).

Institutional Fact Sheet
Please note: This information is for data-collecting purposes only, and will not affect the review of your application.

Name of Applicant Organization:__________________________________

Location of organization:

Urban or suburban_____

Rural_____


Year founded: _____


# of visitors in most recent fiscal year (if applicable):____________    Fiscal Year:______

Open year-round?
Yes_____
No_____


Amount of operating budget in most recent fiscal year:___________    Fiscal Year: _____


Number of full-time paid staff members: _____


Number of part-time paid staff members: _____


Number of volunteers: _____


________________________________________________________________________

How did you learn about the Council’s grants program?

· Word of mouth
· Internet (including the Council’s website)
· Council mailing
· Council grant workshop
· Other (specify) ____________________________
Checklist (must be submitted with application)
A completed application consists of the materials listed below, assembled in the order they are listed. Before submitting your application, indicate that you have included all of the following information by checking the boxes below (if any items are missing, your application will not be considered):
Application Materials

Major Grants require one (1) original and nine (9) copies of all these materials in this order. 

Mini Grant and applications require only one (1) original of all these materials in this order:


· Application Cover Sheet with original signatures (pg 7 of this document)
· Budget Request Form with Budget Notes

· Fund-raising Information Form

· Grant Narrative

· One paragraph bios of all key project staff, scholars, and consultants

· One-page graphic supplement (optional)

For publications, websites, and brochures also provide:


· A sample of the text for the public (limit one page)

· Publication specs including cost per copy (for publications only)


For exhibition implementation also provide:
· Drawing or description of exhibition layout

· A selected list of 10-15 representative objects that will be included in the exhibition, including their source

· Timeline for carrying out the exhibit indicating who is responsible for each activity

· A sample of the introductory and/or label text that will accompany the exhibit (limit one page)

For film series also provide:
· List of titles to be shown

Supplemental Materials

All Grant applications require one (1) copy of the following supplemental information in this order:

· Institutional Fact Sheet

· Internal Revenue Service letter determining not-for-profit status or a copy of your New York State Charities Registration Filing

· Most recent annual report and/or audited financial statement

· This checklist

Founded in 1975, the New York Council for the Humanities helps all New Yorkers lead vibrant intellectual lives by strengthening traditions of cultural literacy, critical inquiry, and civic participation. The Council is a private, not-for-profit organization and an independent affiliate of the National Endowment for the Humanities, from which it receives major support. The Council also receives funding from the New York State Legislature, corporations, foundations, and individuals. In addition to the grants program, other programs of the Council include:


Reading Between the Lines: A free book discussion program for New Yorkers that offers innovative discussion programs for adults who want to explore humanities topics in depth.


Speakers in the Humanities: A speakers bureau that makes a wide variety of lectures by New York’s humanities scholars available to not-for-profit organizations.


Speakers in the Schools: A program that offers top-notch lectures on a broad range of humanities subjects to high school students across New York State.


State Humanities Month: A month-long celebration of the humanities in New York State, including programming in every region of the state, held every October.


Together—Book Talk for Kids & Parents: A new Council program that brings together parents and their 9-to-11-year-old children to explore and debate important issues about American identity and life, using the shared context of books.


To learn more about these programs, visit www.nyhumanities.org.
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