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Introduction

The NEH Division of Education Programs supports projects to 
improve huma n i t i e s  education in the nation's schools and colleges. 
This document contains instructions for completing a grant 
application. A p plicants should use these instructions in tandem 
with the D i v ision of Education Programs Guidelines, a separate 
publication that describes the types of projects the division 
supports and the review process employed for judging applications.

Institutions applying for grants from either the Program for 
Elementary and Secondary Education in the Humanities or the Program 
for Higher E d u cation in the Humanities must use the forms provided 
in this bookie t .

Individual applicants to the NEH / R e a d e r ' s  Digest 
T e a c h e r - S c h o l a r  Program must use the forms provided in that 
program's guidelines booklet.

To request copies of the Division of Education Programs 
Guidelines or the T e a c h e r - S c h o l a r  Program Guidelines, prospective 
applicants should call or write the Division of Education Programs, 
Room 302, National Endowment for the Humanities, 1100 P e n n s y l v a n i a  
Avenue, N.W., Washington, DC 20506 (202/786-0373). Questions about 
e ligibility are addressed in Section IV, below.

I .

PRELIMINARY PROPOSAL

The first step in preparing an a pplication is to call or write 
a division program officer to discuss the general eligibility of a 
proposal. The next step is to submit a three- to five-page project 
outline or prospectus. Once a staff member has responded to the 
prospectus, a full draft proposal should be prepared and submitted 
as far in advance of the application deadline as possible. Prog r a m  
officers will offer advice regarding a proposed project's content, 
eligibility, completeness, and competitiveness. While this 
co n s u ltation is not part of the formal review process, experience 
has shown that proposals benefit greatly from p r e l i minary staff 
review. C o m p e t i t i v e  proposals normally reflect the ideas, plans, 
commitment, and prose of the humanities teachers and scholars who 
will actually carry out the grant activities.
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1 1 .

THE APPLICATION

A p p l i c a t i o n s  to the D i v ision of E d u cation programs vary 
c o n s i derably in length and degree of complexity. In all cases, 
however, a complete a pplication consists of six parts: a completed 
NEH A p p l i c a t i o n  Cover Sheet, a table of contents, a one-page summary 
of the proposed project, a detailed narrative d e s c r i b i n g  the 
proposed project, a project budget, and appendices.

In p r eparing an application, follow these general directions:

o type (double-space) the a pplication on white 8 1/2" x 
11■ p a p e r ,

o number the pages consecutively,

o label the appendices and clearly reference them in the 
narrative, and

o bind the application on the left side.

Ap p l i c a t i o n  Cover Sheet

See the instructions for preparing the NEH Applic a t i o n  cover 
Sheet on page 8.

Table of Contents

List all sections, including appendices.

One-Page Summary

Briefly summarize the narrative (see below). This summary may 
be typed single-spaced.

Narrative De s c r i p t i o n  of the Project

The narrative is an extended d i s c u s s i o n  of the project, its 
intellectual content, its activities, and its intended audience. It 
is the focal point of attentipn at every stage of the review 
process. The narrative should not exceed twenty pages for 
institutes, conferences, projects in individual institutions, and 
collaborative projects or twelve pages for masterwork study grants 
and planning grants. To be competitive, a proposal should address 
the items listed below:
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Rat ionale

Explain how the project will improve the quality of humanities 
instruction. An intellectual rationale must be clearly 
articulated. The intended beneficiaries of the project should 
also be identified. If the impact of a project will be 
confined to a single institution, or to several institutions 
that are clearly specified, relate the intellectual purpose to 
the mission and curricular history of the institution(s ) in 
question.

Content and Activities

Provide details about the texts, topics, and issues to be 
studied and an argument for the order in which they are to be 
considered. include a work plan of activities. Specify when 
each activity would take place and what themes, methods, and 
formats would be employed to approach the materials. A 
bibliography and a day-by-day syllabus should be included.

FOR HIGHER EDUCATION INSTITUTIONAL PROJECTS: Describe the 
existing curriculum in the "institutional Context" section 
m e ntioned below. Any proposed curricular changes should be 
described here. For planning grants, present a detailed 
schedule for reading and disc u s s i n g  texts, topics, and issues 
related to the proposed curricular improvements. If the 
project's aim is to develop or improve courses, include syllabi 
of both the proposed courses and the courses they would replace 
and an account of how these courses relate to the rest of the 
curriculum. P e rtinent bibliographies, explanations of teaching 
approaches, and student writing requirements should also be 
included. If the project proposes faculty study in support of 
an existing curriculum, describe that c u rriculum and state 
e xplicitly that new courses are not being proposed.

project Staff

Identify those who will conduct and administer the project, 
define their roles, and state their qualifi c a t i o n s  for 
u n d e r taking the specific r e s p o n sibilities assigned to them.

For institutes, c o l l a b o r a t i v e s , conferences, and masterwork 
study projects, full resumes for and expressions of commitment 
from those lead ing the project should be included. If visiting 
scholars will be making contributions to the project, identify 
these contributors, explain their a p p ropriateness to the 
project, and include letters of commitment.

FOR HIGHER EDUCATION INSTITUTIONAL PROJECTS: A one-page resume 
for each member of the project staff should be included in an 
appendix. Do not include full resumes. Where pertinent, 
describe the nature of the commitment and duties of advisory 
board m e m b e r s .
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i ns titutio nal Co nte xt

Where relevant, describe how the project relates to the 
institution in which it will take place. Show how the 
resources of the host institution support the project, and 
describe any previous efforts to address the issues and 
o bjectives of the proposed undertaking. Cite relevant library, 
archival, and museum collections. Discuss residential 
facil i t i e s  and any other resources that would help foster an 
appropriate sense of intellectual community.

If the proposal is for a renewal of a p r eviously funded 
project, include a detailed evaluation of the initial project 
in an appendix. Explain how the second grant would augment the 
first by adding a new d i mension or reaching a new audience.

If more than a single institution is involved, describe any 
collab o r a t i o n  that has already taken place to achieve similar 
goals .

FOR HIGHER EDUCATION INSTITUTIONAL PROJECTS: Summarize the 
institution's mission, student body, and existing humanities 
curriculum. If the institution has received previous funding 
from the E n d owment to undertake work related to that proposed 
in this application, describe that work.

FOR E L EMENTARY AND SECONDARY EDUCATION C O L L A B O R A T I V E  PROJECTS: 
Appl i c a t i o n s  for collaborative projects submitted to the 
Prog r a m  for E l ementary and Secondary E d ucation in the 
Huma n i t i e s  should include letters of commitment from local 
school officials and teachers in an appendix.

E v a l u a t i o n  and Fo l l o w - u p

Indicate how participants and outside evaluators will assess 
the project. In an appendix, identify evaluators and include 
letters that d emonstrate their w illingness to serve. Where 
pertinent, describe in detail how the institution would 
continue the project once funding ends. F o llow-up and 
d i s s e m i n a t i o n  activities are p a r t icularly important for 
e l ementary and secondary education projects. These activities 
may include workshops, in-service presentations, newsletters, 
curricular projects, and conference presentations.

Appendices

Use a ppendices to provide s u p p lementary but essential 
materials, such as course syllabi, bibliographies, schedules of 
activities, resumes, and letters of commitment from consultants and 
other contributors. Appendices should include relevant and 
c o n c i s e l y - p r e s e n t e d  information only. Each appendix should be 
identified clearly and listed in the Table of Contents. At
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appropriate places in the proposal narrative, references should be 
made to items included in the appendices. For higher education 
institutional projects, one copy of the institution's current 
college catalogue should be submitted.

I



National Endowment for the Humanities
Washington, I).C.

The following pages include:

— Instructions for Com ple ting  the Application Cover Sheet 

— The Application Cover Sheet 

— Field of Project Categories and Codes

Please read the instructions before com pleting applicable questions. Please print 

or type.

Purpose: 1'he National Endowment for the Hum anities uses a single cover sheet 

for all of its programs. This cover sheet gathers information that is necessary in 

one of two ways:

(1) The information is necessary for efficient consideration of the application 

du r in g  the review process and in the adm inistration of the grant it an award is 

made.

(2) The information is required of the Endowment in various reports to Congress, 

other federal agencies, and the public. The Endowment must provide reports that 

involve statistical in formation or descriptions that can be obtained quickly from 

the cover sheet. In form ation is recorded in a computer, which stores the data for 

subsequent compilation and reporting.

Please read the instructions lot each question caref ully. Answer each question by 

typing or prin ting  your reply. Please verily your answers to be certain that they are 

correc t and complete.

You will find it helpful to complete the cover sheet last, after all other parts of 
the application have been prepared.

Privacy Act: The following notice is f urnished in compliance with the Privacy Act 

of 1974:

The information is solic ited under the authority of the National Foundation on the 

Arts and Hum anities Act o f  1965, as am ended, 20 L'.S.C. 956. T his information is 

needed to process the grant application and for statistical research and analysis of 

trends. The routine uses which may be made of this information are: general 

adm inistration of the grant review process; statistical summaries; congressional 

oversight; and analysis of trends. Failure to provide any of the requested inform a

tion will result in the delay or rejection of the application.



in st ruction s for C o m p l e t i n g  the A p p l i c a t i o n  Cover Sheet

The Office of Management and Budget requires federal agencies to 
supply information on the time needed to complete forms and also to 
invite comments on the paperwork burden. NEH estimates the average 
time to complete this form is 10 hours per response. This estimate 
includes the time for reviewing instructions; researching, 
gathering, and m a i n t a i n i n g  the information needed; and completing 
and reviewing the application. Please send any comments regarding 
the estimated completion time or any other aspect of this 
application, including suggestions for reducing the time to 
complete, to the A s sistant C h a i r m a n  for Admi n i s t r a t i o n ,  National 
E ndowment for the Humanities, Washington, D.C. 20506; and to the 
Office of Management and Budget, Paperwork Red u c t i o n  Project 
(3136-0059), Washington, D.C. 20503.

Block l - - l ndi vi dual app lica nt  or project director

Item a . Enter the name and mailing address of the person who 
will carry out the project or be chiefly responsible for directing 
it. (Information about an institution also is requested in Blocks
2 , 11 , and 12.)

Item b . in the space provided, enter the number corresponding 
to the project director's preferred form of address:

1-Mr. 3-Miss 5-Prof.
2-Mrs. 4-Ms. 6-Dr.

Item c . Enter the project director's social security number 
and date of birth.

Item d . Enter the project director's full telephone number 
with area code and extension. Whenever possible, specify a 
telephone number at which a message can be left.

Item e . If possible, indicate the code for the appropriate 
major field from the list of Field of Project Cate g o r i e s  and Codes 
on the reverse side of the A p p l i c a t i o n  Cover Sheet.
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Check (b )

Identify Type of institution--for example, religious 
organization, museum, historical society, government (state, local, 
etc.), public media (TV, radio, newspaper, etc.), educational 
institution (elementary/secondary, school district, two-year 
college, four-year college, etc.), library (public, research, 
etc.), center (advanced study, research, etc.).

Identify Status as either Private N o nprofit or Unit of State 
or Local Government. Example: T y p e : Historical Society. S t a t u s : 
Private Nonprofit.

Block 3--Type of application

Check appropriate type:

Item a . N e w - - a p p l i c a t i o n  for this project submitted to NEH 
for the first time.

Item b . Revision and R e s u b m i s s i o n - - a  version of the 
a pplication for this project was submitted to NEH previously but 
not f u n d e d .

Item c . R e n e w a l - - a p p l i c a t i o n  for funding a new grant period 
for a project previously funded by NEH.

Item d . S u p p l e m e n t - - a p p l i c a t i o n  for additional funding to a 
current NEH grant.

Block 4 - - P r o g r a m  to which application is being made

in the space provided, enter either E l ementary and Secondary 
Education or Higher Education. Do not fill in the box on the right.

If the application falls under one of the Endowment's 
initiatives described in Section VIII of the division guidelines, 
indicate the number corresponding to the initiative in the space 
p r o v i d e d :

03C--The Foundations of A m e rican Society

Block 2--Type of applicant

-9-
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Block 5-- R e q u e s t e d  grant period

Grant periods begin on the first day of the month and end on 
the last day of the month. Project activities need not begin on 
the first day, but all project activities must take place within 
the requested grant period. See Section VI for further information 
about grant periods.

Block 6--p rojec t fundi ng

Enter here the appropriate figures from the Project Budget. 
Fill in lines (a) through (e); enter "0* for blank lines.

Block 7- -Fi eld  of projec t

See the listing on the reverse side of the cover sheet for the 
category and code of the s pec if i c humanities field that best 
describes the content of the project.

Block 8 — Descr iptive title of project

Enter a brief title that clearly identifies the project and 
its humanities content. This title should be informative to a 
nonspecialist. NEH is obliged to be as clear as possible to the 
public about awards that it makes. The descri p t i v e  title will be 
used for this purpose whenever possible, but the Endowment staff 
may assign a different working title to the project.

Block 9 - - D e s c r i p t i o n  of project

Provide a brief d escription of the proposed project. Do not 
exceed the space provided.

Block 10--Will this proposal be submitted  to another gove rn ment 
agency or private entity for funding?

This information is sought without prejudice to the 
application. NEH frequently cosponsors projects with other funding 
sources. if not applicable, indicate *N/A.*

Block l l - - I n s t i t u t i o n a l  data

Item a . Indicate the name of the institution and the city and 
state of its official mailing address.
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Item b« Enter the institution's employer identification 
n u m b e r .

Item c . Indicate the name and title of the person who is 
authorized to submit the application on behalf of the institution 
or organization and to provide the certifications required in Block 
12 .

Item d . Indicate the name, mailing address, form of address 
(see instructions for Block lb), and the telephone number of the 
person who will be responsible for the financial a d m i nistration of 
the grant if the award is made. For example, at many universities 
the provost, vice president, president, or chancellor is the person 
■authorized" to submit an application (see item c), but the actual 
adminis t r a t i o n  of the project--such as, negotiating the project 
budget, ensuring compliance with the terms and conditions of the 
award--is the responsibility of a grants or research officer. It 
is the latter person who should be listed here.

Block 1 2 - - C e r t i f i c a t i o n

The Endowment is required to seek from institutional 
applicants a certi f i c a t i o n  regarding the n o n d i s c r i m i n a t i o n  statutes 
and from all applicants certifications regarding federal debt 
status, debarment and suspension, and a drug-free workplace. By 
signing and submitting this application, the individual applicant 
or the a uthorizing official of the applicant institution is 
providing the applicable certifications. Please refer to the 
■Certifications" and the accompanying instructions in the appendix 
to these application guidelines.
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N E H  A P P L IC A T IO N  C O V E R  SH EET
OMB No. 3136-0059 
Expires 6/30/92

1. Individual applicant or project director
a. Name and m ailing  address

Name
(last)

A d d re s s__

(firs t) (in itia l)

(c ity )

b. Form of address:

c. Social 
S ecurity  # _____

(state) (z ip  code)

Date of 
b irth

(m o day y r )

d. Telephone num ber 
O ffice:

(area code)

e. M ajor fie ld  of app lican t 
o r p ro jec t d ire c to r_____

Home

(code)

f .  C itizensh ip  □  U.S.
□  O th e r .

(sp e c ify )

2. Type of applicant
a. f~l by an ind iv idua l b. □  th rough an org. ins titu tio n
If a, ind ica te  an ins titu tiona l a ffilia tion , if applicable, on line 11a,
If b. com ple te  b lock 11 below  and ind icate  here:
c. Type
d. Status

3. Type of application
a. P  new c. P  renewal
b. P  revision and resubm ission d. □  supp lem ent 
If e ither c or d, ind ica te  previous grant num ber:

4. Program to which application is being made

Fn r tn w m e n t In itia tive s
(code)

5. Requested grant period
F ro m In

(month year) (month year)

6. Project funding
a. O u trigh t funds
b. Federal match
c. Total from  NEH
d. Cost sharing
e. Total p ro jec t costs

7. Field of project 8. Descriptive title of project

9. Description of project (do not exceed space provided)

10. Will this proposal be submitted to another government agency or private entity for funding?
(if yes, ind ica te  where and when)

11. Institutional data
a. Ins titu tion  o r o rgan iza tion : d. Name and m ailing  address of in s titu tiona l grant adm in is tra to r:

(nam e)

(c ity )

b. Em ployer iden tifica tion  num ber

c. Name o f au tho riz ing  o ffic ia l:

(state)

(last) (firs t) (in itia l)

(firs t) ( in it ia l)

(c ity )

Telephone

(state) (z ip  code)

Form of address

12. Certification
By s ign ing  and subm itting  th is  app lica tion , the ind iv idua l app licant or the au tho riz ing  o ffic ia l o f the app lican t in s titu tio n  (B lock 11c) is 
prov id ing  the app licab le  ce rtifica tions  regard ing the nondiscrim ina tion  statutes, federal debt status, debarm ent and suspension, and a 
drug-free w orkplace, as set fo rth  in the appendix to  these app lica tion guidelines.

(signature) (date)
Note: Federa l law  p ro v ide s  c r im in a l p e n a ltie s  o f up  to  $10,000 o r im p ris o n m e n t o f up to  five  years, o r bo th , fo r k n o w in g ly  p ro v id in g  fa lse  in fo rm a tio n  to  an agency  o f the  U S g ove rn m e n t 18 
U S C S e c tio n  1001

For NEH use only
Date received
A p p l ica t ion  #

In it ia ls



Field of Project Categories and Codes

I he following categories and codes should be used lo complete blocks 

Id and 7 of (he \ LH Application ( lover Sheet. II no exac tl\ appropriate 

category is provided, please select the larger category that would in

clude the more precise one. (This listing is strictl) lor use b) the NEH 

stall to help retrieve information about applications and grants l>\ sub

ject matter field. The listing is not comprehensive and is nut nitwit tu define 

the disciplines oJ the humanities. l or that definition and advice about eligibil

ity for Endowment awards, please consult elsewhere in these applica

tion materials. The hierarchical arrangement is for convenience.

.4 nth roptdogy L I 

Archaeology L'rt

Archived MaiuigemenllConservatum 11

Arts. History and Criticism MA

Architecture: History & Criticism L3  

Art: History and Criticism M l 

Dance: History & Criticism M3 

Film: History & Criticism M4 

Music: History & Criticism M5 

Theater: History & Criticism M2

Communications P 2
Composition & Rhetoric PI 

Journalism P4 

Media PS

Education H I

Ethnic Studies K1
Asian American K5 

B lack/A frc >- A mericai l K4 

Hispanic American K3 

Jewish Kti 

Native American K2

History A I
African A2 

American A3 

Ancient AC 

British A4 

Classical A5 

European Afi 

Far Eastern A7 

Latin American A8 

Near Eastern A9 

Russian AA 

South Asian AB

Hum anities L "N

I nterdisaplim i ry L ' 1
African Studies G I 

American Studies G3 

Area St tidies ( i l l  

Asian Studies G">

Classics C7 

Folklore Folklile K1 

History Philosophy of Sc ience, 

Iechnologv or Medicine GA 

Intel national Studies G G  

Labor Studies (.1 

Latin American Studies G) 

Medieval Studies (.8  

Regional Studies GF 

Renaissance Studies GO 

Rural Studies GC 

L rban  Studies G2 

Western Civilization GB 

W om ens Studies G I

I.a nguages Cl I

Ancient CC 

Asian CA 

Classical C2 

Comparative CO 

English CE 

French C3 

Germ an C4 

Italian C5 

Latin American C<> 

Near Eastern CB 

Slavic C7 

Spanish C8

Lm w I Jurisprudence Q 1

Library Siieine H3

Li nguistics J I

Literature D l

African I)K  

American I)F.

Ancient DC 

Asian DA 

British DD 

Classical 02 

Comparative DO 

French 1)3 

G erm an 1)4 

Latin American 1)6 

Literary Criticism D I 

Near Eastern DB 

Slavic 1)7 

Spanish D8

Museum Studies/Historic Preservation 12

Philosophy B 1
Aesthetics B2 

Epistemology B3 

Ethics B4

History o f  Philosophy B5 

Logic B(i 

Metaphysics B7 

Non-Western Philosophy B8

Religion E l
Comparative Religion E5 

History o f Religion F.2 

Non-Western Religion E4 

Philosophy o f Religion E3

Social Science i  ’2
American Government F2 

Economics N1 

Geography 17  

International Relations F3 

Political Science FI 

Psychology 1'5 

Public Adm inistration F4 

Sociology SI



BUDGET IN STR UCT IONS

The proj ect budget must appear on the NEH Budget Form and must 
be prepare d in accordance with the budget instructions. Before 
c o mple ti ng the Budget Form, review the inform ation  in Section VI 
that pertains to the types of funds available, cos t-s ha ring 
exp ect atio ns , grant period def inition, grantee res ponsib ilitie s,  
and el igible gifts and donors. If you have ques ti ons after reading 
the D i v isio n of E d uc ation Programs G u id elines  or the budget 
instructions, please contact a divisi on  prog ram officer.

R e ques te d Grant Period

Grant periods begin on the first day of the month and end on 
the last day of the month. All project activities must take place 
during the requested grant period. For grant periods of longer 
than ei ghteen months, separate budgets for each twe lve-month  period 
of the projec t must be submitted.

Project costs

The budget should include the project costs that will be 
charged to grant funds as well as those that will be suppor ted by 
applicant or third- pa rty cash and in-kind co nt rib utions.

All of the items listed, whether sup ported by grant funds or 
c o s t - shar in g co nt ribut ions, must be reasonable, necess ary to 
ac com plish project objectives, allowa bl e in terms of the appl icable  
federal cost principles , auditable, and incurred during the grant 
period. charges to the project for items such as salaries, fringe 
benefits, travel, and contractual services must conform to the 
written policies and est ablished practices of the applicant 
o r g a n i z a t i o n .

When indirect, costs are charged to the project, care should be 
taken that expenses included in the organi z a t i o n ' s  indirect cost 
pool (see Indirect Costs) are not charged to the project as direct 
costs.

-15-
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Salaries and Wages

Only project personnel employed by the institution should be 
included in this budget category. List consultants and 
par t i c i p a n t s  not employed by the applicant institution in sections
3 and 7, respectively. Faculty participants typically receive 
released time from teaching one or more courses if they are 
involved in extensive study and joint planning activities during 
the academic year. Most institutions share a s ignificant portion 
of r e l e ased-time costs. For faculty involved in organized study 
and joint course planning during the summer, most institutions 
provide unif o r m  stipends of approximately $500 per week. Faculty 
part i c i p a n t s  in summer projects are expected to devote themselves 
fully to the project during the time for which they are being 
compensated. A d m i n i s t r a t i v e  assistance may be calculated as a 
p ercentage of salary.

Project directors may receive c o m p ensation both during the 
academic year and during the summer. When a project director needs 
released time during the academic year to carry out project 
activities, this expense may be charged to the project but usually 
would not exceed one course per quarter or semester. For 
activities that take place outside the academic year, compensation 
for project directors is usually based on a p e rcentage of salary. 
For one summer month of full-time activity devoted to their 
projects, directors who are paid on a nine-month basis may receive 
one-ninth of their academic year salaries; for two months of 
f ull-time activity, two ninths. Two codirectors would each receive 
60 percent of these amounts. J u s t i f i c a t i o n  should be provided in 
the budget narrative (see budget section 11, below) for an 
u nusually long or complex project that requires additional 
compensation.



FOR INSTITUTES: Directors of national and regional institutes 
for teachers and administrators and directors of institutes for 
college and university faculty receive c o m p e nsation for the time 
they spend preparing for an institute and selecting the 
participants, directing the institute during the summer, and 
performing specified follow-up activities. For a six-week 
institute, plus a month of planning and f o llow-up activities, 
compensation would normally be two and a half-ninths of salary.
For a four-week institute, plus a month of planning and follow-up 
activities, compensation would normally be two-ninths of salary. 
C o m p e n s a t i o n  may be greater if projects require extensive f o l low-up 
activities or smaller if much of the work will be carried out by an 
adminis t r a t i v e  assistant or project coordinator. Two codirectors 
each receive 60 percent of the amount that would be required if the 
project had only one director.

Fringe Benefits

Fringe benefits should be calculated only for those 
individuals listed under Salaries and Wages.

Fringe benefits may include contributions for social security, 
employee insurance, pension plans, etc. Only those benefits that 
are not included in an organization's indirect cost pool may be 
shown as direct costs.

Consu l t a n t  Fees

List those individuals who would contribute to the project as 
visiting lecturers, directors of faculty study sessions, and 
external evaluators. The honoraria for visiting faculty and other 
consultants average $250 to $350 per day, not including travel and 
subsistence costs. Travel and subsistence costs should be entered 
in budget section 4.

T ravel

Travel costs and a per diem allowance for project staff, 
consultants, and participants should be entered in this section. 
Travel and s ubsistence expenses should be calculated in conformity 
with institutional policy. L e s s - t h a n - f irst-class accommodations 
must be used and foreign travel must be u n dertaken on U.S. flag 
carriers when such services are available.

Project directors for all projects except institutes for 
college and u n iversity faculty will attend planning meetings at the 
Endowment's offices in Washington, D.C. Directors of elementary 
and secondary projects should budget for a one-day meeting for each 
year of the requested grant period. Directors of higher education 
institutional projects should budget for a two-day meeting for each 
year of the requested grant period.
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Include such items as s t ationery supplies, blank computer 
diskettes, books, films, videotapes, and educational software. All 
must be essential to the project. See section 12, below, on 
inadmissible budget items.

Services

If rental of equipment is proposed, enter it in this section 
of the budget form. A rental charge during the grant period should 
not exceed the purchase price. Large or expensive equipment 
rentals and purchases must be justified in the budget narrative.
(See "Other Costs" below for a treatment of equipment purchases.)

Other costs

Stipends for project p a r t i cipants employed by the institution 
that do not include fringe benefits should be listed here.
Stipends for project p a r t i cipants not employed by the institution 
and not serving as consultants (see budget sections 1 and 3, 
respectively) should be listed here. Normally, both e l ementary and 
secondary e d u cation and higher e d ucation institutes and elementary 
and secondary education collaborative projects provide participants 
with books, travel, an allowance to be paid to the p a r t i cipant for 
room and board, and a stipend of $250 per week. The institution is 
required to provide an option of on-campus housing and meals 
appropriate to the status of institute p a r t i cipants as visiting 
scholar/teachers. All costs for participants other than travel 
should be itemized here. Travel costs should be entered in budget 
section 4.

W hen an applicant proposes to charge the purchase of permanent 
e quipment to a project, this expense should be included under 
"Other Costs". However, the applicant must demons t r a t e  in the 
budget narrative that the purchase of permanent equipment is 
absolutely necessary to carry out the project and will be less 
expensive than rental. P e r manent equipment is defined as an item 
costing more than $500 with an estimated useful life of more than 
two y e a r s .

indirect costs (Overhead)

T hese are costs that are incurred for common or joint 1
objectives and therefore cannot be readily identified with a j
specific project or activity of an organization. Typical examples |
of indirect cost type items are the salaries of executive officers, 
the costs of operating and m a i n t a i n i n g  facilities, local telephone 
service, office supplies, and accounting and legal services.

Indirect costs are computed by applying a negotiated indirect 
cost rate to a dist r i b u t i o n  base (usually the direct costs of the 
project.) O r g a n i z a t i o n s  that wish to include overhead charges in 
the budget but do not have a current federally negotiated indirect 
cost rate or have not submitted a pending indirect cost proposal to 
a federal agency may choose one of the following options:

Supplies and Ma terials

-18 -



1. The Endowment will not require the formal negotiation of 
an indirect cost rate, provided the charge for indirect costs does 
not exceed 10 percent of direct costs, less d i storting items (e.g., 
capital expenditures, major subcontracts), up to a maximum charge 
of $5,000. (Applicants who choose this option should understand 
that they must maintain d o c u mentation to support overhead charges 
claimed as part of project costs.)

2. If your organization wishes to use a rate higher than 10 
percent or claim more than $5,000 in indirect costs, an estimate of 
the indirect cost rate and the charges should be provided on the 
budget form. if the applicant is approved for funding, you will be 
instructed to contact the NEH Audit Office to develop an indirect 
cost p r o p o s a l .

Budget N a rrativ e

Include with the project budget a brief narrative explaining 
project expenses. c l a r i f i c a t i o n  of salary items may be useful 
here. if released time from teaching duties is proposed, indicate 
clearly how it will be used.

Ina dmi ss ible Budget Items

The division does not ordinarily fund or accept as cost 
sharing (see Section VI) the following budget items: (a) travel 
associated with independent scholarly research; (b) the purchase of 
equipment, including computer hardware and n o n educational software, 
such as word processing, statistical packages, computer languages, 
data base management, spreadsheet programs, graphics, etc.; (c) the 
d e v e l opment of education technologies or m a terials that are 
p r imarily pedagogical; or (d) costs related to purely social events.

Tuit i o n  fees are not normally charged to participants in 
activities for which the Endowment is s upporting the costs usually 
covered by tuition. Cre d i t  may be awarded to participants seeking 
it, however, at the disc r e t i o n  of a college or u niversity 
sponsoring an NEH- f u n d e d  project. Any filing fee or tuition 
charged should be applied only to participants wishing to receive 
credit and should be fixed at the lowest rate possible.



SAMPLE BUDGET COMPUTATIONS

Salaries and  Wages
N E H  Funds

(a)
Cost S haring

(b)
Jane D oe/Project Director t ] 9 m onths x 100% @ $27,000/academ ic yr. $13,500 $13,500
Jane Doe [ ] 1 summ er m onth x 100% @ $3,000 3,000
John Sm ith/R esearch Assistant t ] 6 m onths x 50% @ $25,000/yr. 6,250
Secretarial Support [ i  ] 3 months x 100% @ $14,000/yr. 3,500

F rin g e  Benefits
11 % of $36,250 2,503 1,485

8 % of $ 3,500 280

T rav e l
New York City/Chicago

no. of 
persons 

[ 2 ]

total travel subsistence transport, 
days costs + costs = 
[ 4 ] $300 $430 730

V arious/W ashington D.C. conf. [ 5 ] [10 ] $750 500 1,250
C onsultan t Fees

Serbo-Croatian Specialist 5 $100 500
Services

Long Distance Telephone est. 40 toll calls @ $3.00 120
Conference Brochure 50 copies @ $3.50/copy 175
T O T A L  D I R E C T  C O S T S $31,808 $14,985

In d irec t Costs
20% of $46,793 $ 6,362 $ 2,997
T O T A L  P R O J E C T  C O S T S  (Direct and Indirect) $38,170 $17,982

T ota l
(c)

$27,000
3,000
6,250
3,500

3,988
280

730
1,250

500

120
175

$46,793

$ 9,359 
$56,152



National Endowment fo r the Humanities
BUDGET FORM °mb no. 3136-0059

Expires 6/30/92
Project D irector If th is  is a revised budget, ind ica te  the NEH a p p lica tio n /g ra n t 

number:

A pp lican t O rganization Requested G rant Period 

From to
m o /y r m o /y r

The th ree -co lum n budget has been developed fo r  the convenience of those app lican ts who wish to  iden tify  the p ro jec t costs tha t w ill be 
charged  to  NEH funds and those tha t w ill be cost shared. FOR NEH PURPOSES, THE O NLY CO LUM N TH A T  NEEDS TO BE 
C O M PLETED IS C O LU M N  C. The m ethod of cost com puta tion  should c lea rly  ind ica te  how the to ta l charge fo r each budget item was 
determ ined. If more space is needed fo r any budget category, please fo llo w  the budget form at on a separate sheet of paper.

W hen the requested g ran t period is eighteen m onths o r longer, separate budgets fo r each tw e lve-m onth  period of the p ro jec t m ust be 
developed on dup lica ted  copies of the budget form .

SECTION A — budget detail for the period from __________ to ___________
mo/yr mo/yr

1. Salaries and Wages
Provide the names and titles of p rinc ipa l p ro ject personnel. For support staff, inc lude the title  of each position  and ind icate  in brackets 
the  num ber of persons w ho w ill be em ployed in tha t capacity. For persons em ployed on an academ ic year basis, list separate ly any 
sa la ry charge fo r w ork done outside the academ ic year.

method of cost com puta tion  NEH Funds Cost Sharing Total
nam e/titie  o f pos ition  no. (see sample) (a) (b) (c) 

________________________________ [ ] _________________________________________ $___________  $------------------- $-------------------

SUBTO TAL

2. Fringe Benefits
If more than one rate is used, lis t each rate and salary base.

rate salary base (a) (b) (c) 

_______% of $____________________ $___________  $___________  $_______

. % of $_

SU B TO TAL $___________  $___________  $_______

3. Consultant Fees
Include payments fo r professional and technical consultants and honoraria.

no. of days da ily  rate of
name or type of consu ltan t on p ro ject com pensation (a) (b) (c)

SUBTO TAL



NEH Budget Form Page 2

4. Travel
For each trip , ind ica te  the num ber o f persons trave ling , the to ta l days they w ill be in travel status, and the to ta l subsis tence and 
transpo rta tion  costs fo r tha t trip . When a p ro jec t w ill invo lve the travel o f a num ber o f people to  a conference, ins titu te , etc., these costs 
may be sum m arized on one line by ind ica ting  the po in t o f o rig in  as “ various.” A ll fo re ign travel must be listed separately.

from /to
no. o f to ta l 

persons travel 
days

subsistence
costs

transporta tion  
costs =

NEH Funds
(a)

Cost Sharing
(b)

Total
(c)

SU B TO TAL $___________  $___________  $___________

5. Supplies and Materials
Inc lude  consum able  supplies, m ateria ls to  be used in the pro ject, and items o f expendable equipm ent; i.e., equ ipm ent item s costing  less 
than $500 o r w ith  an estim ated useful life of less than two years.

item basis/m ethod o f cost com pu ta tion  (a) (b) (c)

------------------------- ----------------------------------------  $---------  $---------  $__________

SU BTO TAL $___________  $___________  $___________

6. Services
Inc lude the cost of dup lica tio n  and p rin ting , long d istance te lephone, equ ipm ent rental, postage, and o ther services related to  p ro ject 
ob jectives tha t are no t inc luded  under o th e r budget ca tegories o r in the in d irec t cost pool. For subcontracts over $10,000, p rov ide an 
item ization o f subcontract costs on th is  fo rm  o r on an attachm ent.

item basis/m ethod of cost com pu ta tion  (a) (b) (c) 

-------------------------------------------------- --------------------------------------------------------------------------------  $------------------- $------------------- $___________

S U B TO TAL $. $■ $.



NEH Budget Form Page 3

7. Other Costs
Inc lude  p a rtic ipan t s tipends and room  and board, equ ipm ent purchases, and o ther items not prev iously  listed. Please note that 
“ m isce llaneous” and “ co n tin ge n cy ” are not acceptable budget categories. Refer to  the budget ins truc tions  fo r the restric tion  on the 
purchase of perm anent equipm ent.

NEH Funds Cost Sharing Total
item basis/m ethod of cost com puta tion  (a) (b) (c)

______________________________  _________________________________________________ $---------- $---------- $----------

SU BTO TAL

8. Total Direct Costs (add subtota ls of item s 1 th rough 7)

9. Indirect Costs [Th is  budget item applies on ly  to  ins titu tiona l app licants.]

If ind irec t costs are to  be charged to th is  pro ject, check the appropria te  box below  and provide the in fo rm a tion  requested. Refer to  the 
budget ins truc tions fo r  exp lanations o f these options.

□  C urren t ind irec t cost rate(s) has/have been negotia ted w ith a federal agency. (Com plete items A and B.)

□  Ind irec t cost p roposa l has been subm itted to  a federal agency but not yet negotiated. (Ind ica te  the name of the agency in item A 
and show proposed rate(s) and base(s), and the am ount(s) o f ind irect costs in item B.)

□  Ind irec t cost proposal w ill be sent to  NEH if app lica tion  is funded. (Provide an estim ate in item  B of the rate that w ill be used and 
ind ica te  the base aga inst w h ich it w ill be charged and the am ount o f ind irec t costs.)

□  A pp lica n t chooses to use a rate not to  exceed 10% of d irec t costs, less d is to rtin g  items, up to a m axim um  charge of $5,000. (U nder 
item  B, enter the  proposed rate, the base aga inst w h ich the rate w ill be charged, and the com puta tion  of ind irec t costs o r $5,000, 
w h ichever sum is less.)

A. ___________________________________________________  _______________________________ _______
name of federal agency 

rate(s)

date of agreem ent

base(s)
NEH Funds Cost Sharing

(a) (b)
Total

(c)

of

of

TO TAL INDIRECT COSTS

10. Total Project Costs (direct and indirect) for Budget Period $--------------- $--------------  $.



NEH Budget Form

SECTION B — Summary Budget and Project Funding

Page 4

SUMMARY BUDGET
Transfe r from  section  A the to ta l costs (co lum n c) fo r each ca tegory  of p ro jec t expense. W hen the proposed gran t period is e ighteen 
m onths or longer, p ro jec t expenses fo r each tw e lve-m onth period are to be listed separate ly and to ta led in the last co lum n of the 
sum m ary budget. For pro jects that w ill run less than eighteen m onths, on ly  the last co lum n of the sum m ary budget shou ld  be 
com pleted.

Budget Categories

1. Salaries and Wages

2. Fringe Benefits

3. C onsu ltant Fees

4. Travel

5. Supplies and Materials

6. Services

7. O ther Costs

8 Total Direct Costs (items 1-7)

9. Ind irect Costs

10. Total Project Costs (Direct & Indirect)

First Year/ 
from : 
to:

Second Year/ 
from : 
to:

T h ird  Year/ 
from : 
to:

TO TA L COSTS FOR 
ENTIRE GRANT 
PERIOD

PROJECT FUNDING FOR ENTIRE GRANT PERIOD

Requested from  N EH :1

O u trigh t $_________________

Federal M atching $-----------------------------

TO TAL NEH FUNDING $._________________

Cost Sharing:2

Cash C on tribu tions 

In-K ind C on tribu tions 

Pro ject Income 

TO TAL CO ST SHARING

Total Project Funding (NEH Funds + Cost Sharing)3 = $_

'Ind ica te  the am ount of ou trig h t a nd /o r federal m atching funds that is requested from  the Endowm ent.

2ln d ica te th e  am ount of cash co n trib u tio n s  that w ill be made by the app lican t o r th ird  parties to  support p ro jec t expenses that appear in 
the budget. Include in th is am ount th ird -p a rty  cash g ifts  that w ill be raised to release federal m atch ing funds. (C onsu lt the program  
gu ide lines fo r in fo rm a tion  on cost-sharing requirem ents.)

Occasionally, in -k ind  (noncash) con trib u tio n s  from  th ird  parties are included in a pro ject budget as cost sharing ; e.g., the value of 
services o r equ ipm en t that is donated to  the p ro jec t free of charge. If th is  is the case, the to ta l value of in -k ind co n trib u tio n s  shou ld  be 
indicated.
When a pro ject w ill generate incom e that w ill be used during the grant period to support expenses listed in the budget, ind icate  the 
am ount of incom e that w ill be expended on budgeted pro ject activities.

3Tota l Project Funding should equal Tota l P ro ject Costs.

Institutional Grant Administrator

C om plete the in fo rm a tion  requested below  when a revised budget is subm itted. B lock 11 of the app lica tion  cover sheet ins truc tions 
con ta ins  a descrip tion  of the fun c tion s  of the ins titu tiona l grant adm in is tra tor. The signature  o f th is person ind ica tes approval o f the 
budget subm ission and the agreem ent of the organ iza tion  to cost share pro ject expenses at the level ind icated under “ P ro ject Funding."

Telephone ( )
Name and T itle  (please type or print)

S ignature
_____________  Date __________

NEH A pp lica tion /G ran t Number:



CHECKLIST FOR A COMPLETE APPLICATION

The f o l lowing documents should appear at the top of the a pplication 
package:

_____  The original Applic a t i o n  Cover Sheet signed by the
authorizing official

_____  Four copies of the original A p p l i c a t i o n  Cover Sheet

_____  The original NEH Budget Form

T welve copies of the application should be assembled in this order:

_____  A p p l i c a t i o n  Cover Sheet (copies of the signed original)

Table of contents

One-P a g e  Summary (may be single-spaced)

Na r r a t i v e  Descri p t i o n  of the Project (double-spaced)

Project Budget (copies of the original NEH Budget Form 
and budget narrative)

A ppendices

_____  Resumes for all project personnel

_____  Syllabi

D o c u m e n t a t i o n  of the commitment of key project
personnel, including those not affiliated with 
the applicant institution (for example, visiting 
lecturers or outside consultants)

Other relevant material, including one copy of a 
current college catalogue from institutions 
applying for higher education institutional projects
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III.
A PPLICATION DEADLINES

Program
Appli cat ion 
Deadline *

For Projects 
Beginning

Program for Elem e n t a r y  
and secondary Education 
in the H u manities

December 15 
March 15** 
May 15

July
January
January

N E H / R eader's Digest
T e a c h e r - S c h o l a r  Program May 1 ( p o s t m a r k ) September of 

next calendar
the
year

Program for Higher 
E d u cation in the 
Humanities

October 1 
April 1

April 
O ctobe r

*With the exception of the T e a c h e r - S c h o l a r  Program, applications 
must be received by the date indicated. If the published deadline 
falls on a weekend or holiday, applications must be received by the 
end of the next business day. The T e a c h e r - S c h o l a r  Program employs 
a postmark d e a d l i n e .

**The deadline for national and regional projects to be conducted 
in the summer of the following year.
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IV .
ELIGIBILITY

Any U.S. nonprofit organization or institution with a 
commitment to the improvement of humanities education may submit an 
a pplication to the Division of E d ucation Programs. The division 
regularly considers applications from schools, school systems, two- 
and four-year colleges, universities, college and university 
systems, libraries, museums, academic associations, and educational 
and cultural consortia. When two or more institutions or 
organizations join together in an application, one of them normally 
serves as the prospective grantee and administers the project on 
behalf of all the p a r t icipating units.

Individuals may apply to the NEH/Reader's Digest 
T e a c h e r - S c h o l a r  Program for Elementary and Secondary School 
Teachers. The Teac h e r - S c h o l a r  Program G u idelines are published 
separately and are available on request from the Endowment.

V .
EVALUATION CRITERIA

The review of applications in the D i v ision of Education 
Programs (described in detail in Section VI of the guidelines) 
requires from five to seven months.

Endowment reviewers evaluate proposals by answering the 
following general questions:

1. Is the project rooted in texts and topics of central 
importance to the humanities and is it likely to 
result in better humanities instruction?

2. is the intellectual rationale for the proposed 
project clear and persuasive?

3. Does the proposal include a bibliography and an 
academically rigorous syllabus?

4. Is the schedule of activities well-planned and 
feasible?

5. Are project personnel well qualified to carry out 
their proposed duties?

6. Do letters from visiting scholars and consultants 
demonstrate sufficient interest and commitment? For 
institutional projects, are proposed participants 
committed to the project?
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7. Ace the plans for project a d m i n i s t r a t i o n  sound? is 
the budget reasonable?

8. is the level of institutional cost sharing adequate?

9. Where appropriate, does the institution possess the 
resources and commitment to m a i n t a i n  the program once 
it is in place?

10. Are plans for project evalu a t i o n  reasonable?

11. Are f o llow-up activities likely to improve teaching 
and learning in the humanities?

V I .
TYPES OF GRANT SUPPORT

The E n d owment provides three types of funding: federal 
matching funds, outright funds, and a c ombination of the two.

Matching Funds

The Endowment is authorized to match gifts made to NEH or 
gifts that are given directly to an applicant and that will be used 
to support budgeted project activities during the grant period. 
A pplicants are e n couraged to identify potential sources of gift 
funds at the time they make an application to the Endowment.

E nd o w m e n t  m a t c h i n g  funds are awarded on an up to o ne-for-one 
basis. The purpose of matching funds is to stimulate private 
support for projects in the humanities by offering potential donors 
the incentive of doubling the impact of their gifts. Because 
matching funds enable NEH to provide support to a wider range of 
s ignificant but often costly projects, institutional applicants are 
encouraged to consider requesting complete or partial funding in 
the form of a m a t ching grant. Applicants who apply for m a t ching 
funds support should refer to page 31 for information on eligible 
gifts and donors.

Outright Funds

An outright grant is one in which the award of Endowment funds 
is not contingent on the applicant's raising gifts for the project.
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Combined Funds

Appli c a n t s  also may request a combination of outright and 
matching funds from the Endowment. For example, if a project will 
cost $85,000 and $20,000 in gifts will be raised from eligible 
third parties, the applicant should request $20,000 in matching 
funds from the Endowment. Support for the balance of project 
expenditures ($45,000) may be requested in outright funds.

It should be noted that, under certain circumstances, the 
E ndowment may offer total or partial m a t ching support to an 
applicant requesting only outright s u p p o r t .

Cost Sharing

All applicants are encouraged to participate in the support of 
project expenses. Cost sharing consists of the cash contributions 
made to the project by the applicant and third parties as well as 
third-party in-kind contributions, such as donated services and 
goods. cost sharing includes gift money that will be raised to 
release federal match i n g  funds. Normally, the Endowment's 
contribution to projects funded by the Division of Education 
Programs will not exceed 85 percent of total project costs. For 
higher e d u cation institutional projects the Endowment's 
c o n t r ibution will not normally exceed 70 percent of total project 
c o s t s .

Grant Period

The grant period encompasses the entire period for which 
Endowment funding is requested in the current application. All 
project activities and the expenditure of project funds, that is, 
grant funds and cost-sharing contributions, must occur during the 
grant period.

In d e t e r m i n i n g  the beginning date of a proposed grant period, 
applicants should refer to the schedule of application deadline 
dates and project beginning dates on page 26 of this booklet. The 
maximum period for which funding may be requested in an a pplication 
is 3 6 m o n t h s .
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Gran t e e  R e s p o n s i b i l i t i e s

If funding is approved by the Endowment, the applicant 
org a n i z a t i o n  will be responsible for insuring that the grant is 
a d m i n istered in accord with the following provisions.

o The grantee must have a financial m a n a g e m e n t  system
that records separately within its general accounting 
system the receipt and d i s b u r s e m e n t  of grant funds 
and cos t - s h a r i n g  contributions and that monitors the 
e x p e n diture of these funds against the approved 
b u d g e t .

o All commitments and obligations of grant funds and 
c o s t - sharing contributions are to occur during the 
grant period.

o Project activities are to be carried out in
accordance with the schedule provided in the approved 
a p p l i c a t i o n .

o Changes in the scope and o b jectives of the project 
may not be made without prior Endowment approval.

o The replacement of the project director, the
codirector, or other professional staff members who 
are s p e c i fically named in an award notice requires 
prior Endowment approval.

o A d e quate d o c u m e n t a t i o n  of the time spent by all 
project personnel on grant activities must be 
m aintained by the grantee.

o All procurement transactions are to be conducted in a 
manner that provides, to the m a x i m u m  extent 
practical, open and free competition; for purchases 
in excess of $10,000, any use of sole-source 
contracts must be fully justified and documented.

o Unless otherwise notified in writing, grantees must 
acknowledge Endowment support in all materials 
resulting from grant activities.

o If a grantee earns income from grant activities or 
products that result from grant activities, the 
Endowment reserves the right to recover a portion of 
the program income.
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Eligible Gifts and Donors

Only gifts of money, including the net proceeds from the sale 
of noncash gifts, that will be used to support budgeted project 
activities during the grant period are eligible to be matched with 
federal m a t c h i n g  funds. The source, date of transfer, and amount 
of the gift or net proceeds from the sale of a noncash gift must be 
d ocu m e n t e d  in the applicant's records.

Both restricted gifts (gifts that are given specifically in 
support of a project) and unrestricted gifts (gifts that may be 
used at the recipient's discretion) are eligible to be matched if 
the donors give the gifts directly to the applicant.

If a gift of money is given to an individual or organization 
associated with the project rather than directly to the applicant, 
that gift normally will not be deemed eligible to release federal 
m a t c h i n g  funds. The only exception is if the donor has given the 
gift s p e c i fically in support of the project and control over the 
e xpenditure of these funds is transferred to the applicant.

Appl i c a n t s  should note that the following items are not 
eligible to be matched with federal funds: f e derally appropriated 
funds, deferred and noncash gifts, income earned from gifts after 
they are transferred to the applicant, and income received from any 
fees for parti c i p a t i o n  in project activities.

Ineligible donors include the applicant who will carry out the 
project and any institution or individual who is involved in 
project activities and who will receive some sort of remuneration 
from project funds. To avoid any p o s s i bility of conflict of 
interest, a gift should not be used to release federal m a t ching 
funds when there is the appearance that the donor might benefit in 
any way by giving a gift to a particular project.
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VII.
APPENDIX

In struction s for C e r t i f i c a t i o n

1. The E n dowment is required to seek from institutional applicants 
a c e r t i f i c a t i o n  regarding the n o n d i s c r i m i n a t i o n  statutes and from 
all applicants certifications regarding federal debt status, 
d ebarment and suspension, and a drug-free workplace.

2. By signing and s ubmitting this proposal the individual 
applicant or the author i z i n g  official of the applicant institution 
provides the applicable certifications. when a prospective 
applicant is unable to provide the Endowment with c e r t i f i c a t i o n  
regarding the n o n d i s c r i m i n a t i o n  statutes or a drug-free workplace, 
the prospe c t i v e  applicant is not eligible to apply for funding from 
the Endowment. When the applicant is unable to provide 
c e r t ification regarding federal debt status or debarment and 
suspension, the applicant shall attach an explan a t i o n  to the 
proposal. The e xplanation of why the c e r t i f i c a t i o n  on federal debt 
status or debarment and suspension cannot be submitted will be 
considered in connection with the E ndowment's funding 
determination. Failure to furnish a certi f i c a t i o n  or an 
e x p l a n a t i o n  shall d isqualify such person from receiving an award 
from the Endowment.

3. The certi f i c a t i o n  regarding the n o n d i s c r i m i n a t i o n  statutes 
shall obligate the applicant for the period during which the 
federal financial assistance is extended. There are two 
exceptions. If any personal property is acquired with 
E ndowment assistance, this c e r t ification shall obligate the 
applicant for the period during which it retains ownership or 
possession of that property. If any real property or structure 
is improved with E n d owment support, this c e r t i f i c a t i o n  shall 
obligate the applicant or any transferee for as long as the 
property or structure is used for the grant or similar 
purposes. This c e r t ification is binding on the applicant, its 
successors, transferees, and assignees, and on the a u t h o rizing 
official whose signature appears on the a pplication cover sheet 
for this proposal.

4. The certifi c a t i o n s  are material r e p resentations of fact on 
which reliance will be placed when the E n dowment determines to 
fund the application. If it is later determined that the 
applicant knowingly provided an erroneous certification, in 
addition to other remedies available to the federal government, 
the E n dowment may seek judicial enforcement of the 
certification, may terminate the award for cause or default, 
or, when applicable, may take action authorized under the 
Drug-Free Wor k p l a c e  Act.
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5. The applicant shall provide immediate written notice to the 
E ndowment if at any time the applicant learns that its 
c e r t ifications were erroneous when submitted or have become 
erroneous by reason of changed circumstances.

6. The applicant agrees by submitting this proposal that, 
should the proposal be funded by the Endowment, it shall not 
knowingly enter into any project related transactions (as 
defined under "lower tier covered transactions") with a person 
who is debarred, suspended, declared ineligible, or voluntarily 
excluded from parti c i p a t i o n  in this covered transaction, unless 
authorized by the Endowment.

7. The applicant further agrees by s u bmitting this proposal to 
include without m o d i f i c a t i o n  the following clause in all lower 
tier covered transactions and in all solicitations for lower 
tier covered transactions: (1) The prospective lower tier 
p articipant 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 parti c i p a t i o n  in this transaction by any federal 
d epartment or agency. (2) Where the prospective lower tier 
p a r t i cipant is unable to certify to any of the statements in 
this certification, such prospective p articipant shall attach 
an explan a t i o n  to this proposal.

8. A grantee may rely on the certification of a prospective 
pa r t i cipant in a lower tier covered transaction that it is not 
debarred, suspended, ineligible, or v oluntarily excluded from the 
covered transaction, unless it knows that the certif i c a t i o n  is 
erroneous. A grantee may decide the method and frequency by which 
it determines the eligib i l i t y  of its principals. Each p articipant 
may, but is not required to, check the list of "parties Excluded 
from N o n p r o c u r e m e n t  Programs."

9. Nothing contained in the foregoing shall be construed to require 
e s t a b l i s h m e n t  of a system of records in order to render in good 
faith the c e r t ification required by this clause. The knowledge and 
information of a p articipant is not required to exceed that which is 
normally possessed by a prudent person in the ordinary course of 
business dealings.

10. Except when s p e c i fically authorized by the Endowment, if a 
grantee k n o wingly enters into a lower tier covered transaction with 
a person who is suspended, debarred, ineligible, or v oluntarily 
excluded from p a r t i c i p a t i o n  in this transaction, in addition to the 
remedies available to the federal government, the Endowment may 
terminate this transaction for cause or default.

11. The fol l o w i n g  definitions apply to the terms used in each of the 
c e r t i f i c a t i o n s .
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Def init ions

C o n t r o l l e d  Substance: A controlled substance in schedules I 
through V of Section 202 of the Cont r o l l e d  Substance Act (21 U.S.C. 
812) and as further defined by regulation at 21 CFR 1300.11 - 
1300.15.

C ov ered Trans ac tion: A covered transaction is either a primary 
covered transaction or a lower tier covered transaction.

Debarment: An action taken by a debarring official in accordance 
with 45 CFR Part 1169 to exclude a person from parti c i p a t i n g  in 
covered transactions. A person so excluded is "debarred.*

Delinquent: R epre s e n t s  the failure to pay an oblig a t i o n  or debt by 
the date specified in the agency's initial written n o t i f ication or 
applicable contractual agreement, unless other sati s f a c t o r y  payment 
arrangements have been made by that date, or if at any time 
thereafter, the debtor fails to satisfy the oblig a t i o n  under a 
payment agreement with the agency. if the debtor fails to pay the 
debt by the specified date, then the debt is d e linquent and the 
"date of delinquency" is the date given as the payment due date for 
contractual agreements or the date noti f i c a t i o n  of the debt was 
mailed, as appropriate.

Federal Debt: The amount of money or property that has been 
d etermined by an appropriate agency official to be owed to the 
United States by any person, organization, or entity. Examples of 
debt include delin q u e n t  taxes, audit disallowances, guaranteed and 
direct student loans, housing loans, farm loans, business loans, 
D e partment of E d ucation institutional loans, benefit overpayments, 
and other m i s c e l l a n e o u s  adminis t r a t i v e  debts.

Grantee: (in the drug-free workplace certification) A person who 
applies for or receives a grant directly from a federal agency.

Ineligible: Excluded from p a r t i c i p a t i o n  in federal no n p r o c u r e m e n t  
programs pursuant to a d e t e r m i n a t i o n  of ineligibility under 
statutory, executive order, or regulatory authority, other than 
Executive Order 12549.

Lower Tier Cove r e d  T r a n s a c t i o n : (a ) Any transaction between a 
participant and a person other than a p rocurement contract for goods 
or services, regardless of type, under a primary covered 
transaction. (b) Any procurement contract for goods or services 
between a p a r t i cipant and a person, regardless of type, expected to 
equal or exceed the federal procurement small purchase threshold 
fixed at 10 U.S.C. 2304(g) and 41 U.S.C. 253(g) (currently $25,000) 
under a primary covered transaction. (c) Any procurement contract 
for goods or services between a p articipant and a person under a 
covered transaction, regardless of amount, under which that person 
will have a critical influence on or substantive control over that 
covered transaction. Such persons are project directors, principal 
investigators, and providers of f e d e r a l l y - r e q u i r e d  audit services.
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Participant: Any person who submits a proposal for, enters into, 
or reasonably may be expected to enter into a covered transaction. 
This term also includes any person who acts on behalf of or is 
authorized to commit a participant in a covered transaction as an 
agent or representative of another participant.

Person: Any individual, corporation, partnership, association, 
unit of government, or legal entity, however organized, except 
foreign governments or foreign governmental entities, public 
international organizations, or foreign government owned or 
controlled entities.

Primary Cove r e d  Transaction: This is normally any nonprocurement 
t ransaction between an agency and a person, regardless of type, 
including grants, cooperative agreements, scholarships, fellowships, 
contracts of assistance, loans, loan guarantees, subsidies, 
insurance, payments for specified use, donation agreements, and any 
other non p r o c u r e m e n t  transaction between a federal agency and a 
p e r s o n .

Principal: Officer, director, owner, partner, key employee, or 
other person within a participant with primary manag e m e n t  or 
s upervisory responsibilities; or a person who has critical influence 
on or s u b s t antive control over a covered transaction, whether or not 
employed by the participant.

Proposal: A solicited or unsolicited bid, application, request, 
invitation to consider, or similar commu n i c a t i o n  by or on behalf of 
a person seeking to participate or to receive benefit, directly or 
indirectly, in or under a covered transaction.

Suspension: An action taken by a suspending official in accordance 
with these regulations that immediately excludes a person from 
p a r t i c i p a t i n g  in covered transactions for a temporary period, 
pending c ompletion of an investigation and such legal, debarment, or 
Program Fraud civil R e m edies Act proceedings as may ensue.

V o l u n t a r i l y  Excluded: The status of n o n p a r t i c i p a t i o n  or limited 
p a r t i c i p a t i o n  in covered transactions assumed by a person pursuant 
to the terms of a settlement.

Certif ications

1. C e r t i f i c a t i o n  R e g a r d i n g  the N o n d i s c r i m i n a t i o n  statutes

The applicant (other than an individual who submits an 
a pplic a t i o n  to the Endowment) certifies that it will comply with the 
f o l lowing n o n d i s c r i m i n a t i o n  statutes and their implementing 
regulations: (a) Title VI of the Civil Rights Act of 1964 (42 U.S.C. 
2000d et s e q . ), which provides that no person in the United States 
shall, on the ground of race, color, or national origin, be excluded 
from p a r t i c i p a t i o n  in, be denied the benefits of, or be otherwise 
subjected to d i s c r i m i n a t i o n  under any program or activity for which
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the a p p licant received federal financial assistance; (b) Section 504 
of the R e h a b i l i t a t i o n  Act of 1973, as amended (29 U.S.C. 794), which 
prohibits d i s c r i m i n a t i o n  on the basis of h a n d i c a p  in programs and 
activities receiving federal financial
assistance; (c) Title ix of the Edu c a t i o n  A m e n d m e n t s  of 1972, as 
amended (20 U.S.C. 1681 et s e q . ), which prohibits d i s c r i m i n a t i o n  on 
the basis of sex in education programs and activities receiving 
federal financial assistance; and (d) the Age D i s c r i m i n a t i o n  Act of 
1975, as amended (42 U.S.C. 6101 et seq.), which prohibits 
d i s c r i m i n a t i o n  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. C e r t i f i c a t i o n  R e g a r d i n g  Federal Debt Status (OMB Circular 
A-129 )

The applicant certifies to the best of its knowledge and belief 
that it is not delin q u e n t  in the repayment of any federal debt.

3. C e r t i f i c a t i o n  R e g a r d i n g  Debarment and Suspension (45 CFR 
1169 )

The p r o s p e c t i v e  primary p articipant (applicant) certifies to 
the best of its knowledge and belief that it and its principals: (a) 
are not p r e sently debarred, suspended, proposed for debarment, 
declared ineligible, or v oluntarily excluded from covered 
transactions by any federal department or agency;
(b) have not within a three-year period p r e ceding this proposal been 
convicted of or had a civil judgment rendered against them for 
commission of fraud or a criminal offense in c o nnection with 
obtaining, attempting to obtain, or p e rforming a public (federal, 
state, or local) transaction or contract under a public transaction; 
violation of federal or state antitrust statutes; or c ommission of 
embezzlement, theft, forgery, bribery, falsi f i c a t i o n  or d e s t r u c t i o n  
of records, making false statements, or receiving stolen property;
(c) are not presently indicted for or otherwise criminally or 
civilly charged by a governmental entity (federal, state, or local) 
with c o mmission of any of the offenses enumerated in paragraph (b) 
of this certification; and (d) have not within a three-year period 
preceding this app l i c a t i o n / p r o p o s a l  had one or more public 
transactions (federal, state, or local) terminated for cause or 
default.
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4. C e r t i f i c a t i o n  R e garding Drug-Free Wor k p l a c e  Requirements 
(Drug-Free Workplace Act of 1988)

The grantee certifies that it will provide a drug-free 
workplace by (a) publishing a statement notifying employees that the 
unlawful manufacture, distribution, dispensation, possession or use 
of a controlled substance is prohibited in the grantee's workplace 
and specifying the actions that will be
taken against employees for violation of such prohibitions; (b) 
esta b l i s h i n g  a drug-free awareness program to inform employees about
(1) the dangers of drug abuse in the workplace, (2) the grantee's 
policy of m a i n t a i n i n g  a drug-free workplace, (3) any available drug 
counseling, rehabilitation, and employee assistance programs, and 
(4) the penalties that may be imposed on employees for drug abuse 
violations; (c) making it a requirement that each employee to be 
engaged in the performance of the grant be given a copy of the 
statement required by paragraph (a); (d) notifying the employee in 
the statement required by paragraph (a) that, as a condition of 
employment under the grant, the employee will (1) abide by the terms 
of the statement and (2) notify the employer of any criminal drug 
statute c onviction for a violation occurring in the workplace not 
later than five days after such conviction; (e) notifying the agency 
within ten days after receiving notice under subparagraph (d)(2) 
from an employee or otherwise receiving actual notice of such 
conviction; (f) taking one of the following actions with respect to 
any employee who is so convicted: (1) taking appropriate personnel 
action against such an employee, up to and including termination, or
(2) requiring such employee to participate satisfa c t o r i l y  in a drug 
abuse assistance or rehabilitation program approved for such 
purposes by a federal, state, or local health, law enforcement, or 
other appropriate agency; and (g) making a good faith effort to 
continue to maint a i n  a drug-free workplace through implementation of 
paragraphs (a), (b), (c), (d), (e), and (f).

Note

If a proposed project relates to American Indians, Aleuts, Eskimos, 
or native Hawaiian people and artifacts, the applicant should obtain 
from the Endowment a copy of its code of Ethics concerning native 
Americans. The code establishes certain standards of conduct in 
research, publication, and public programs involving native American 
p eoples.
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