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REPORTS AND MATERIALS


CHECKLIST
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1
This list of forms, reports, and materials should be submitted to the VFH during the course of the grant period.  In-depth information on each of the following is provided in this manual.

Date
 Done

Due

       
      
1.
A signed copy of the Notification of Award Original signatures are required.  (Due within 90 days of the date of your Letter of Award - see bottom of page 2).  Retain one copy for your files.

       
      
2.
A signed copy of the Certifications Regarding Nondiscrimination and Regarding Debarment and Suspension (due within 90 days of the date of your Letter of Award - see bottom of page 2.)   
              
3.
A printout of your copy of the University of Virginia online Vendor Registration (must be complete online and due within 90 days of your receipt of the grant materials - see bottom of page 2.)

       
      
4.
Schedule (as soon as confirmed) with date, time, and location of program(s).

       
      
5.
Brochures or programs  (30 copies) and posters (3 unfolded copies) - when available).

       
      
6.
Interim Report, if required.  See Notification of Award for due date.


      

a.
Narrative report (one copy) -- a brief summary of arrangements to date and current status of grant.


      

b.
Financial report (one copy) -- a report on VFH forms of expenditures made to date.  Original signatures (on page one of the report) are required.


(see next page)

       
      
7.
Final Report (due at end of grant period).  See Notification of Award for due date.


     

a.
Narrative Report


     

b.
Financial Report (Please use VFH FORMS and submit separately from the narrative report; the Financial Report should bear the original signatures of the project director and financial officer.)  Final financial reports should be sent at the same time as the narrative report.  Final reimbursement for expenditures will not be made until you have submitted all required final report materials (narrative and financial).


     

c.
Basic Data forms

     

d.
Surveys:





•
participant survey summary (to be completed by speakers, panelists, scholars)




•
audience survey summary (optional)

     

e.
Other Materials:




•
printed materials (sample copies of invitations, fliers, and so on);





•
publicity, such as newspaper articles (please mount them on paper; do not send loose clippings), schedules of radio & TV broadcasts, handbills;





•
report by independent evaluator, (optional or if required as a condition of the grant);





•
papers or transcripts of major presentations;





•
photographs, interesting black and white glossy prints of key events or speakers, optional (no slides, please);





•
materials that may be specified in the Special Conditions section of your Notification of Award;





•
audio tapes, videotapes, films, or digital materials created as a result of the grant.  (See page 10.)




Staple the report in the top left corner.  We prefer that no covers be used.  If a cover is needed, we ask that you do not use a loose-leaf binder.  All materials must be no larger than 9" x 12" maximum.




Note that items 1 and 2 above (on page 1) must be signed and returned to the VFH before any grant funds can be released.



Please Note: You must return the three documents (#s 1, 2, 3) indicating your acceptance of the grant within 90 days following the date of your Letter of Award from the VFH President.  Failure to do so may result in nullification of the grant.  Under rare circumstances, the VFH may approve an extension for the 90-day deadline, but such an extension must be formally requested in a letter signed by both the Project Director and the Financial Officer.


GRANT AGREEMENT


See Also the Notification of Award for Other Provisions and Special Conditions

Grantees should understand that acceptance of an award creates a legal obligation on the part of the grantee to use the funds in accordance with the terms of the proposal and of the Grant Agreement. By signing the Notification of Awards, the grantee agrees to administer the grant in compliance with the following provisions, in addition to any special provisions or conditions incorporated in the grant award. 
I.
General Grant Provisions

A.
Non-Profit Status


Grants are awarded only to not-for-profit groups and organizations.  By signing the Notification of Award, the grantee certifies that it is a state or other public agency or an incorporated non-profit society, organization, institution, association, museum, or establishment in the United States.  It is the responsibility of the grantee to notify the Virginia Foundation of any changes in its status.


B.
Certification of Compliance with Civil Rights Statutes and Eligibility to Receive Federal Funds


The grantee certifies that it is in compliance with all Civil Rights Statutes and is eligible to receive federal funds as described in the Foundation's Guidelines and Application forms.  It is the responsibility of the grantee to notify the Virginia Foundation immediately of any changes that may affect compliance or eligibility.


C.
Notification of Project Activities


The grantee agrees that the Project Director will notify the Virginia Foundation of specific dates of all public project activities and events at least two weeks before the event, to enable a Virginia Foundation representative to attend the scheduled activity.


D.
Acknowledgement of Foundation Support


In all publicity and in all productions, exhibits, publications, videos and films, and printed materials the grantee must display the VFH logo and specify that the program is sponsored (or made possible by) the Virginia Foundation for the Humanities.  A sample statement of acknowledgement is included in this manual.  (See page 20.)  A page representing the variety of VFH logos is included in the grant packet; these logos are all available online at www.virginiafoundation.org, under “Grants,” and “Forms and Resources.” Higher resolution formats and/or camera-ready art is available on request.
 
E.
Collection and Use of Information


When a grantee collects information from the public (by interview or questionnaire) in connection with research for a project funded through this grant, it may not, without prior approval from the VFH, represent in any way that the information is being collected by or for the VFH.


F.
Attribution and Ownership


1.
The grantee may publish the results of a grant activity provided that such publication contains an acknowledgement of VFH grant support and includes in an appropriate place, a statement that the findings and conclusions do not necessarily represent the views of the VFH or of the National Endowment for the Humanities or the Commonwealth of Virginia.



2.
The United States Government and the VFH reserve non-exclusive licenses to use and reproduce for non-commercial purposes, without payment, any publishable matter or media including copyrighted material, arising out of grant activities.


G.
Indemnification


The grantee shall hold the VFH harmless and defend and indemnify it against all claims, actions, liability, damage, loss and expense by reason of injury or death to any person or persons or damaged property arising or alleged to have arisen from the acts or omissions of the grantee, its employees, agents, and sub-contractors.  


H.
Contract Modifications


Only the Board or President of the VFH is authorized to modify any of the terms of this agreement, including the scope of performance and cost limitations.  The VFH shall not be liable for any costs incurred by the grantee that are not in conformance with the terms of this agreement.  (See page 7, "Budget and Project Changes.")  Note that VFH funds may be expended only in approved budget categories.  (See page 7, Item 10).


I.
Project Income


If approved in advance, the grantee may earn or receive income to support the project through registration or admission fees or from other sources.  Such income must be applied to the cost of the project and must be accounted for and reported to the VFH as Cost Share in support of the project.



During the grant period or following its termination, 50 percent of the net royalties or net proceeds that arise from the sale, rental, or use of products (publications, films, video and audiotapes, exhibits, etc.) funded by the VFH through this grant, may be requested for return to the Foundation in an aggregate sum not to exceed the total amount of the Foundation's award.  Thereafter, 10 percent of the gross proceeds earned will be paid to the Foundation.

J. Cost Share

All VFH grants must be matched on at least a 1:1 basis with cost share – either cash or in-kind – from non-Federal sources.  VFH staff can assist in identifying possible sources of eligible cost share.  Records of matching cash and in-kind contributions to the project must be maintained by the grantee, along with records documenting the expenditure of VFH funds, for a period of three years following the end-date of the project.  See Sections II A 2, 3, and 4; and II C.

K.
Brochures, Programs, and Other Printed Materials


1.
The grantee agrees to provide to the VFH 30 copies of all brochures and programs and 24 copies of any grant-supported book or catalogue (see p. 13).



2.
The grantee agrees to send a copy of promotional materials to VFH Board members (addresses are included in this manual).



3.
In most cases the grantee should include in printed programs a short bibliography of further readings related to the program subject.

II.
Financial Grant Provisions  (Refer Also to Section on "Interim Reports and Final Reports")


A.
Records


1.
The grantee agrees to maintain records and accounts consistent with generally accepted accounting principles, and to provide for such fiscal control as is necessary to assure proper disbursing of, and accounting for, project grant funds.



2.
Some of our grants are audited each year.  The grantee certifies that accounts and supporting documentation related to project expenditures are adequate to permit an accurate and expeditious audit.  An audit may be made at any time by the VFH, its designated representatives, the National Endowment for the Humanities, or applicable government agencies.



3.
The grantee agrees to maintain records showing that cost share contributions, whether cash or in-kind, are not less than the amount indicated in the approved budget, or any revision approved by the VFH.  The grantee further agrees to secure reasonable written proof of the value of in-kind contributions to the project.



4.
The grantee will maintain all such records and accounts for this project for a period of not less than three years after acceptance of its final project report.


B.
Limitations on the Use of Grant Funds (see also the section on budget changes)



1.
Grant funds and cost share must be obligated and used during the grant period, which includes time to complete all transactions.



2.
Grant funds may be expended only for project purposes and activities, as set forth in the budget and proposal originally approved by the VFH, or as subsequently amended in writing and approved by the VFH.  (See page 7.)



3.
No funds from this grant may be used to pay indirect costs or overhead, unless specifically authorized by the VFH.  Indirect costs may be used as cost share.



4.
No funds from this grant may be used to purchase permanent equipment unless specifically authorized by the VFH in the approved budget.



5.
No funds from this grant may be used to pay the costs of any alcoholic beverages, entertainment or social activities, coffee and other refreshments, or gifts.



6.
No funds from this grant may be used to pay the costs of any meals except for the necessary travel expenses of speakers and other program participants.  Maximum allowable meal costs per person are based on limits established by the Commonwealth of Virginia. (See www.procurement.virginia.edu) The VFH will disallow any meal charge that exceeds these limits, as well as meals for persons other than speakers and program participants.  No meal charges are permitted unless the Approved Budget allocates funds for travel and subsistence.



The VFH will also disallow any lodging charges in excess of the state limits in effect on the date(s) of travel. These limits vary according to locality. (See www.procurement.virginia.edu). 



Grantees should consult with the VFH if necessary regarding current state limits on meal and lodging charges.



7.
Necessary travel expenses will be allowed at a rate not to exceed the current rate per mile allowed by the Commonwealth of Virginia for privately owned vehicles.  (See www.procurement.virginia.edu). Travel reimbursement may be made for actual expenses only, not estimated expenses. Please itemize travel expenses in detail on page two of the financial report.  Such expenses must be reasonable and may be disallowed if excessive.  If necessary, air travel will be allowed, but must be an economy or coach rate and take advantage of all available discounts and super savers. Travel expenses over these limits may be applied to cost share totals.


8.
No funds for this grant may be used to pay international travel, including Canada 



and Mexico.


9.
Funds disbursed to the grantee that remain uncommitted at the termination of the grant period must be returned with the final financial report by check made payable to the Virginia Foundation for the Humanities (VFH).  Additional information about grant payments is on page 8.



10.
Note that VFH funds may be expended only in approved budget




categories.  Approved budget categories are those for which funds are




specifically awarded at the time the grant is made.  The approved




allocation of VFH grant funds is indicated on the Expenditures




Report/Cash Request form under the "Approved Budget" heading.  All




other requests for reimbursement will be disallowed.


11.
Grant-funds may upon request be transferred from one approved budget




category to another.  Please consult with VFH staff before making any such




transfer in an amount exceeding $500.



12.       Grant funds awarded for honoraria are limited to $500 per person per day 




exclusive of travel. VFH funds for individual honoraria may be combined with




funds from non-VFH sources. These additional funds from other non-VFH 




sources should be included in cost share totals.


13.       Honoraria must be paid directly to the recipient. Funds for honoraria may not be 




paid to a third party or used to purchase goods or services provided to an 




individual or organization as gifts. 

C. Limitations on Cost Share

Funds and in-kind services from Federal agencies, or from federally-funded agencies such as other state humanities councils, may not be claimed as cost share in Virginia Foundation grants.

III.
Budget and Project Changes

Proposed changes in the scope, objectives, activities, or duration of a project or in the project director or other key professional personnel must be requested in writing by the grantee and approved in writing by VFH.


Budget revisions that involve the addition of line items not included in the approved budget or the deletion of approved items must also be requested and approved in writing.

IV.
Interim Reports  


The grantee agrees to submit a short interim narrative report outlining the progress of the grant by the date(s) listed on the "Notification of Award."   


For complete explanations of each component of the interim report, refer to the section on "Interim Reports."  Additional information may be found on the "Notification of Award" and the "Checklist of Reports and Materials Due."

V. Final Reports  

The grantee agrees to submit a final report stating the accomplishments of the project,


evaluating the effectiveness and overall quality of the program; the size and composition


of the audience, the contributions of scholars participating in the program; and the


extent to which public awareness of the humanities was fostered.  The final report


includes:



· narrative report



· financial report



· basic data forms


· survey forms – a sample audience survey form is included, but may be adapted to 



suit individual project needs.



· publicity and promotion materials


For complete explanations of each component of the final report, refer to the section on


"Final Reports."  Additional information may be found on the "Notification of Award"


and the "Checklist of Reports and Materials Due."

VI.
Grant Payments

Although the VFH is not a state agency, grant payments are processed through the University of Virginia's accounting system.  In most cases 30-40 days are required between the time funds are requested and the date the check is actually received.  Grantees should plan accordingly.  See page 7 for budget information.


A.
For private organizations and state agencies:



1.  First Payment -- After the VFH's receipt of the signed Notification of Award and completion of the University of Virginia Vendor Registration process, the VFH will automatically issue the first grant payment equal to 50 percent of the total grant award.



2.  Additional Payments -- Additional payments of up to 30 percent of the total grant award may be requested either with a scheduled interim report or, if no interim report is required, at any time during the grant period, provided the request is accompanied by a letter describing progress made and a report on funds spent to date.



3.  Final Grant Payment -- In all cases the final 20 percent of the grant, or the balance of documented expenditures not covered by previous payments (see A-1 and 2 above), will be issued after the VFH receives all required final report materials.  This last payment may be used to cover obligated but unpaid expenses, or reimbursement for costs, documented in the Final Report.

B.
For University of Virginia Departments:



Project Directors of grants awarded to departments within the University of Virginia should sign the Notification of Award and forward it to the Office of Sponsored Programs (OSP).  OSP will establish an account for the grant, monitor grant expenditures, and co-sign all financial reports.

VII.
Termination of Grants

If the VFH should determine that the general provisions or special conditions of the grant award are not being met, the Foundation retains the right to withhold funds until the conditions are met.  Failure to conform to the project as approved or to VFH guidelines and provisions can result in a termination of the grant and a further demand for the return of VFH funds already allocated.

VIII.
Grant Extensions

Under special circumstances, the grant period may be extended, to allow for completion


of a funded activity and/or the final report.  It is not always possible to grant extensions,

and no extension will be allowed unless it is requested in writing and approved in advance by VFH staff.  Grantees are expected to meet the reporting schedule set forth on the Notification


of Award and to contact VFH well in advance if a delay is anticipated.

IX.
Staff Assistance and Online Resources

Members of the VFH staff are available to provide advice and assistance to grantees


throughout the project period.  Call the Foundation at 434-924-3296 with questions, or use our 

website at www.virginiafoundation.org to access copies of forms and instructions (including this 

grant manual.)  Logos, pages 2 & 3 of the Financial Reporting forms, and Frequently Asked  Questions can all be found under the red “Grants” button atop the home page.

REPORTING FORMS & INSTRUCTIONS

(Final Reports require all items; Interim Reports require only items in sections I & II)

Please note that a maximum of 80 percent of the total grant award can be disbursed before the final report is complete and has been approved.  The Virginia Foundation for the Humanities makes its payments through the University of Virginia; payments are sent 30 days from approval of the report. 
 A report cannot be approved until all of the items below have been received. The Grantee must retain, for three years, original invoices, receipts, and other records documenting expenditures and cost share. Do not send these documents to the VFH. Read the Notification of Award and the Grant Agreement for specific information on accounting, reports and due dates.

I. Completing pages 1, 2, and 3 of the financial report.

A.  Page 1: 
1. Indicate whether you are filing an interim or final report.

2. Expenditures of grant funds are allowed only within approved budget categories, although funds may be transferred from one category to another.

3. Indicate the starting and ending dates covered by the report. On final reports, this must not extend beyond the grant period.

4. Enter expenditures of grant funds, totaled by budget code, in the appropriate column.

5. The signatures on page one both must be originals, not photocopies.
6. The signatures must match the names assigned for the project director and financial officer on the Notification of Award.  (If any changes are made, the VFH must be notified in writing.)

B. Page 2:
1. Expenditures of VFH funds must fall within grant period.  (See Notification of Award.)  Enter budget code as shown on page 1.

2. All columns should be completed.  (Budget codes on Page One refer to approved categories.)

3. Travel must be itemized in detail to ensure it falls within state limits. Please include name of traveler, hotel, airline, restaurant or rental company, and all associated hotel, meal, air, rail or mileage charges. Include the name of the person eating, as well as the name of the restaurant, for example. (Mileage reimbursement is made at the state allowance current at the time of travel; See www.procurement.virginia.edu) Include extra pages if necessary.  Listing only the name of the traveler and a single sum for travel costs is insufficient. We will require you to resubmit itemized travel expenditures before any funds are disbursed.

4. Lodging, Meal, and Incidental Expense Limits: www.procurement.virginia.edu
       
C.  Page 3:
1. List and date cash and/or in-kind cost share (contributions from sources other than the VFH. Cost share must be included.

2. All cost share contributions must be made during the grant period.  Please report all possible cost share.  It will most likely exceed the grant award but must at least equal it.

II. Include a Narrative Report. 
A. Interim Reports

        See Notification of Award for due date.  Some projects are not required to submit

        an Interim Report.  Provide a brief (usually one page) summary of the progress made

        to date and current status of project, noting:

(
Have agenda, speakers, dates, and locations of project been confirmed?


(
Have there been any changes in the project personnel?

(
How and when have promotional materials been distributed?  To whom?

B. Final Reports ( See pages 12-13)
III.
Complete and include the Basic Data Form (some sections may not pertain to all grants)
IV.
Summarize Participant Surveys.  (Participants include those involved in

planning the project, scholars, speakers, etc.) Include copies of the surveys with the

Final Report, as well as incorporating applicable comments into Narrative.
V.
Summarize Audience Surveys, if applicable. DO NOT include copies of these surveys 

      with the Final Report, but DO incorporate pertinent comments into Narrative.

VI.
Include brochures, posters, videos, or audiotapes if applicable. 

Thorough evaluation of all VFH-sponsored projects satisfies our responsibility to the public in two ways:  it helps to ensure the wise and effective use of our funds in the present, and to inform our funding decisions in the future.  Project Directors are critical to evaluation, since their responsibilities include collecting and reporting most of the information the Foundation needs to evaluate each project and its program as a whole.  The Foundation trusts that grantees will recognize the importance of their role in comparing our work with our goals.

If you have any questions about these reports or your obligations to the Foundation, please contact the staff as soon as possible.  We welcome your advice before, during, or after your project. 

434-924-3296

Throughout your project, please refer to the Checklist at the beginning of this manual.

Send all reports and materials to:
Virginia Foundation for the Humanities 

145 Ednam Drive

Charlottesville, Virginia  22903-4629
Attn: Grants

FINAL REPORTS
A.
Narrative Report  

While the VFH does not require a specific format for the narrative (and indeed encourages development of a format that suits the scope of the project), all final reports should address the questions listed below, adding other comments and information as appropriate.  The narrative should also include a description of the topic or issue addressed by the grant, the objective proposed in the application, and any subsequent alteration of the original issues and goals.  


Final project evaluations should focus on the role of the humanities, their contributions, and their impact or effects; the contributions of the speakers, panelists, and consultants; the success of your particular format, choice of topic, promotion, organization, and evaluation; and your impressions of VFH’s application and funding procedures.


(
Did the program foster a better understanding of the humanities and did it relate the humanities to current issues and concerns?


(
Did the program make a difference to the leaders, the sponsor, or the audience:  Was it a worthwhile investment?


(
What problems were encountered?  What special successes?


(
Did the program generate an educational dialogue among scholars, policy leaders, and the general public?


(
How might the program have been improved?


(
Are there plans for continuation or follow-up?  Are there new groups, new programs, or other resources and developments arising from the project?

B.
Financial Report (bound separately from the narrative report)


Final financial reports should be sent at the same time as the narrative report.  Final reimbursement for expenditures will not be made until you have submitted all required final report materials.  Note: Financial reports must include original signatures of the project director and financial officer.  Photocopies are not acceptable.  Failure to provide signed originals of the documents required will significantly delay payment of grant funds.
C.
Basic Data forms  

These five pages form a detailed questionnaire for reporting the quantifiable information related to your project.  The information presented here should be as accurate and concise as possible.


All final reports require the Basic Data forms unless otherwise indicated.
D.
Surveys 

(
Participant survey summary forms (from speakers, panelists, scholars) are required from key personnel and participants in your project (planners, speakers, etc.) You may copy the blank form included with your packet to distribute. Tabulated results of their comments should also be incorporated into the narrative report. 


(
The sample audience survey summary form provided is optional, and may be redesigned to better suit each individual grant project.  We encourage a form of audience evaluation at public events, but please do not send VFH each audience survey with your report. Do, however, tabulate the results of any questions asked, and include these results in summary form, along with any highlights, key comments and overall impressions, in the narrative report. 
E.
Publications
(
Grantees are expected to provide the VFH with 24 copies of any publications (books, pamphlets, exhibit catalogues, for example) produced in connection with the project, especially if VFH funds have been used to support their development.

F.
Other Materials

(
printed materials, including brochures(s) (30 copies), invitations, posters (3 copies), fliers, and so on);


(
publicity, such as newspaper articles (please mount them on paper; do not send loose clippings), schedules of radio & TV broadcasts, handbills;

G.
Optional Items 

(
report by independent evaluator, optional, or if required as a condition of the grant;


(
papers or transcripts of major presentations;


(
photographs, interesting black and white glossy prints of key events or speakers, optional (no slides please);


(
materials specified in the Special Conditions section of your Notification of Award.


Staple the report in the top left corner.  We prefer that no covers be used.  If a cover is needed, we ask that you do not use a loose-leaf binder.  All materials must be no larger than

 9" x 12" maximum.


SPECIAL PROVISIONS FOR MEDIA GRANTS

In accepting an award for a media grant, a grantee agrees to abide by the following special provisions.  The Foundation uses the term media first to refer to any film, videotape, video laser disc, audio-slide package, audiotape, radio program, CD-ROM, photographic or plastic display, book monograph, or article completed as part of a grantee's funded project during the period of an award.  Live programming produced for television, cablevision, and radio is also defined as media and is subject to these provisions as they apply.

I.
Production

A.
The VFH reserves the right to review media projects in their various stages of completion.  The grantee agrees to provide opportunities for VFH review at scripting, rough-cut, and final edit stages of the project.  The grantee further agrees to make adjustments required to render the completed project consistent with the Foundation's purposes as stated in its guidelines.


B.
As prepared for broadcast or distribution, a funded media product must display the VFH logo and include the following acknowledgement and disclaimer:



•
This film (program, etc.) was funded by a grant from the Virginia Foundation for the Humanities.



•
The opinions expressed in the program (film, DVD, etc.) do not necessarily represent the views of the Virginia Foundation for the Humanities.

II.
Ownership

A.
A grantee owns the product of the media grant and may copyright that product or assign this right.  Transfer of copyright must be approved by the VFH.


B.
The VFH retains a nonexclusive license to use and reproduce copyrighted materials arising out of grant activities.  This reservation will continue following any transfer of the product or copyright.  The VFH may distribute and broadcast the produced materials, as it deems appropriate, on a noncommercial basis, without payment.


C.
Within thirty days after the final date of the grant period, the grantee must submit to the VFH at least one copy of the media materials produced under the terms of the grant.  VFH may request additional copies.
III.
Distribution

A.
The grantee may distribute the media product commercially, but may not deny fair use and access to the VFH or any non-profit Virginia organization, and may assess such organizations for actual handling and shipping costs only.  VFH retains the right to distribute the products of its grants for non-commercial, educational use, at its own expense.

B.
Neither the grantee nor the assignees of the grantee may distribute the media product with advertising for commercial products; in support of partisan, religious, or political advocacy; or in a manner inconsistent with the VFH's purposes as stated in the guidelines.

IV.
Project Income

A.
During the grant period or following its termination, 50 percent of the net royalties or net proceeds that arise from the sale, rental, or use of products (books, films, etc.) funded by the VFH through this grant must be returned to the VFH in an aggregate sum not to exceed the total amount of the VFH's award.  Thereafter, 10 percent of the gross proceeds earned from products of the grant will be paid to the Foundation.

SPECIAL PROVISIONS FOR GRANTS SUPPORTING WEBSITES

· Websites created, expanded, or updated with VFH funds must be made accessible through one or more commonly used Web browser(s) and must conform to accepted international standards.

· In general, VFH-supported websites are subject to the same restrictions, requirements, and limitations on the use of funds that apply to other kinds of VFH-funded projects.

· Links established within a VFH-funded website may be made only to other sites sponsored and maintained by non-profit organizations.

· Linked sites must be educational in nature and must not promote a particular doctrine or viewpoint.

· All VFH-funded sites must include a link to the VFH website, and the VFH logo must be prominently displayed.

· VFH-funded sites must be maintained for at least one year after they are established or after VFH-supported content has been added, unless this provision is waived in writing by the VFH.

SPECIAL PROVISIONS FOR DISCRETIONARY GRANTS

Most general provisions and requirements outlined in this manual remain in effect for Discretionary Grants.  Grantees for these special projects should note the following.

Final Report

A.
Narrative report -- Unless otherwise noted on the Notification of Award under "special conditions," the grantee should submit a brief letter (usually 2-3 pages) describing the project and its outcomes, including any special successes and/or obstacles encountered.  Refer to the questions on page 12 for guidance.


B.
Financial Forms -- Financial reports should be sent at the same time as the narrative report.  (Blank forms are bound separately in your grant packet.)  All requirements and procedures outlined in this manual under "Grant Payments" are in effect for Discretionary Grants.


C.
Basic Data forms -- Complete all questions that apply to your project.  


SUGGESTIONS FOR PUBLICITY AND PUBLIC RELATIONS

1.
Involve other groups in initial planning.  Call together groups and members of the press in the early stages of the project and explain the project.  Arrange for co-sponsors who will assist in the planning and the execution of the project.

2.
Identify the target audience(s), e.g. general public, health care professionals, senior citizens.  Obtain mail lists from other organizations.

3.
Plan imaginative publicity and establish a theme.

4.
Appoint one person to oversee all publicity.
5.
In selecting dates, check the calendar for conflicting community events, sporting events, and holidays.

Publicity will include one or all of the following:
Brochures
1.
Include the VFH name and any other funding sources on the brochures and other printed materials.

2.
Engage a professional graphic artist for a polished look.

3.
Emphasize imaginative designs with distinctive graphics and legible typography.

4.
Allow several weeks for design, printing problems, and proofing.

5.
Consider a self-mailer with a return section or a brochure to serve additionally as a program.

6.
Include all pertinent information such as date (include year), time, place (with directions when necessary), parking facilities, child care arrangements.

Posters
1.
Use the same easily identifiable design used in the brochure.

2.
Include all necessary information, but avoid cluttering the poster.

Special Invitations
1.
Send to legislators, elected officials, and other key persons in your community.

2.
Send to members of the VFH Board (addresses are included in this manual).

3.
Inform state and federal legislators of the program and thank them for their support of the Foundation and the humanities.

Media - General Guidelines
1.
Send an initial press release stating that you have received a grant from the VFH for your program.  Be sure it is short, typed, and includes the name, address, and telephone number of the publicity contact person. Print, email and fax are acceptable options. If press releases are distributed, please send a copy of the release to “Grants” at the VFH as well.  We are able to assist with your promotional efforts by adding events to our VFH  online calendar listings, or including them in electronic and/or printed newsletters.
2.
Send feature stories about the program on a "time-released" rate building up to the program date.

Newspapers
1.
Make personal contact and find out deadlines and procedures.

2.
Engage a photographer to take black and white photographs for newspaper use (glossy prints, cropped, and identified).  Generally papers do not return photos.

3.
Compile a press packet with camera-ready art work, photographs, clearly written copy, biographical materials, and schedule of events.

Radio and TV (public and commercial)
1.
Make personal contact with station managers for public service announcements and paid announcements.

2.
Choose appropriate stations and ads for your targeted audience.

3.
Ask about a "one-for-one" package in which you pay for one ad and get a second free.  The rate is determined by the number of paid ads you take.

4.
Arrange for interviews with humanities scholars on community talk shows and related programs.  Send information to the interviewer early.

5.
Inquire about making a thirty-second promotional tape that can be played easily.

6.
Ask local merchants to mention your program in their ad.
Personal Contact
1.
Make publicity presentations at clubs and public events; hand out brochures.

2.
Organize telephone squads.

3.
Invite specific community leaders, business people, and elected and appointed local government officials.  Ask them to introduce speakers or portions of the program.

Other
1.
Place bookmarks in libraries and bookstores.

2.
Put flyers in restaurants, record stores, banks, and other public places.

3.
Use electronic signs such as those banks use.

4.
Print a short bibliography for reference materials to include in press packets and to be handed out at the program.

A final note
1.
Timing is important.  Map out your campaign so that all forms of advertising and promotion blend together.

2.
Keep copies of all press releases, stories, newspaper articles, and pictures to include them in your final report.

3.
Be sure to thank people publicly and in writing.  Be specific about their contributions.

ACKNOWLEDGEMENT OF FOUNDATION SUPPORT

Grantees must acknowledge the Virginia Foundation's support in all announcements and printed, video, audio materials.  Please use as much of the following as possible.  The Virginia Foundation will supply additional information on its program upon request.

This program [film; project; symposium; series] is sponsored [or made possible] by the Virginia Foundation for the Humanities.

The Virginia Foundation for the Humanities was established in 1974 to develop and support public programs, education, and research in the humanities and to relate the humanities to public issues.  The VFH promotes understanding and use of the humanities through public debate, group discussion, and individual inquiry.  The VFH is non-profit and non-partisan and receives support from private gifts, grants and contributions, and from the National Endowment for the Humanities, and the Commonwealth of Virginia. For more information, write or call the Foundation’s office at 145 Ednam Drive, Charlottesville, Virginia  22903-4629, (434) 924-3296, or visit the VFH online at www.virginiafoundation.org.

The program is presented as a public service.  The principal aim of the program is to discuss in an objective and nonpartisan context topics of concern and interest to citizens of the Commonwealth of Virginia.  The views and opinions expressed in this program do not necessarily represent those of 

[sponsor's name], the Virginia Foundation, its contributors, or its supporting agencies.

SPECIAL ACKNOWLEDGEMENT FOR 
AFRICAN AMERICAN HERITAGE PROGRAM MINI GRANTS

Please use as much of the following more detailed acknowledgement, and whenever possible, include the VFH logo on all printed materials (A sample sheet of logo colors and sizes is included in the grant packet; digital logos are available via www.virginiafoundation.org under “Grants,” and “Forms and Resources.” Higher resolution images and camera ready print versions are available upon request.) 
This program (or series) is sponsored (or made possible) by the Virginia Foundation for the Humanities as part of its African American Heritage Program, which includes grants, the African American Heritage Database Project, and many other activities designed to increase public understanding and appreciation of African American history in Virginia.  Through these programs, the Foundation also seeks to promote research and documentation of existing African American historic sites, to support the institutions that interpret African American history in the state; and to encourage Virginians as well as people from all parts of the nation and the world to visit these sites. 

The views and opinions expressed in this program do not necessarily represent those of [sponsor’s name], the Virginia Foundation, its partners or financial contributors. For more information about the VFH and African American Heritage Program, please visit the foundation’s website at www.virginiafoundation.org.

VIRGINIA FOUNDATION FOR THE HUMANITIES

145 Ednam Drive – Charlottesville VA  22903-4629

Phone – (434) 924-3296     Fax – (434) 296-4714

www.virginiafoundation.orgPRIVATE 

Board of Directors  --  2008-2009
Stephen K. Adkins
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Chief Deputy Director

Virginia Department of
Human Resource Management
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B. Miles Barnes
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P. O. Box 360
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Peter Blake

Vice Chancellor for Workforce Development 

Virginia Community College System

101 North 14th Street
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Robert H. Brink 

Delegate, Virginia General Assembly

P. O. Box 7668
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Jack Censer

Dean, College of Humanities and Social Sciences

George Mason University

MSN 3G1

4400 University Drive

Fairfax, VA  22030-4444

Rose Nan-Ping Chen
President

The Rose Group for Cross-Cultural Understanding
Clara Barton #909

616 E Street NW

Washington DC  20004
Randolph Church

Senior Counsel

Hunton and Williams

5114 Forsgate Place

Fairfax VA  22030

Audrey Davis

Assistant Director and Curator

Alexandria Black History Museum

902 Wythe Street

Alexandria VA  22314

Rhoda Dreyfus

2740 Lonesome Mountain Road

Charlottesville VA  22911

John P. Fishwick, Jr.

Lichtenstein, Fishwick & Johnson

Attorneys at Law

P. O. Box 601

Roanoke VA  24004

Barbara J. Fried

Fried Companies, Inc.

5924 Fried Farm Road

Crozet VA  22932

Lisa Guillermin Gable
Managing Director, Guillermin and Gable LLC

10027 John S. Mosby Highway

Upperville VA  20184

Charles M. Guthridge

Principal, Charles M. Guthridge Associates

50 E. Square Lane

Richmond VA 23238

Jo Ann M. Hofheimer

6400 Ocean Front Avenue

Virginia Beach VA  23451

Maurice A. Jones

Vice President and General Manager

The Virginian-Pilot

150 W. Brambleton Avenue

Norfolk VA  23510-2075

Anna L. Lawson

1575 Catawba Road


Daleville VA  24083-2823

Cassandra Newby-Alexander

Professor of history

Norfolk State University

4116 Lakeview Drive

Chesapeake, VA 23323
Walter Rugaber
P. O. Box 938

Meadows of Dan VA 24120

Robert C. Vaughan, III
President, Virginia Foundation for the Humanities

145 Ednam Drive

Charlottesville VA  22903-4629

Peter Wallenstein

Professor of History

Virginia Polytechnic and State University

2012 Northside Drive

Blacksburg, VA  24060-2468

William C. Wiley

Chairman and Senior Managing Partner

Ascential Equity

P. O. Box 29538

Richmond VA  23242

Robin Traywick Williams

910 Lee Road

P.O. Box 111

Crozier, VA 23039

EXECUTIVE COMMITTEE

Anna Lawson, Chair

Barbara Fried, Vice Chair

Maurice Jones, Secretary/Treasurer
Robert Vaughan, President

Robert Brink

Maurice Jones

William Wiley
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