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Manage Your Humanities For All Quick Grant

This checklist provides a guide to Humanities For All Quick Grant recipients in managing their grant award. Grantees should reference their grant agreement for full details and terms of the grant.  For all questions, consult Associate Program Officer, Erin Menne or the appropriate person indicated on the document.

AT THE BEGINNING OF THE GRANT PERIOD:

__ Return signed grant agreement
__ Announce award to community members and partner organizations
__ Send thank you letter to Congressional representatives
__ Participate in grantee orientation webinar


DURING THE GRANT PERIOD:
__ Use social media (Facebook & Twitter) 
__ Before marketing materials or final product are made public, request approval of Humanities For All Quick Grant acknowledgement and logo placement.
__ Send details of & marketing for project-related public events at least 1-2 months in advance 
__ Send project-related public event invitations to your Congressional representatives’ district offices (look up); 
CC Communications Manager.
__ (TBD) Administer and collect audience surveys (online survey available upon request) at all project-related events. 
__ Use public programming log to track event statistics and information.
__ Request approval of proposed project change(s) (if any) in advance through grantee portal.
__ Participate in yearly statistics collection for NEH compliance.

AT THE END OF THE GRANT PERIOD AND BEYOND:
__ Submit all components of final report.
__ Send second thank you letter to Congressional representatives.
__ Continue to participate in yearly statistics collection for NEH compliance.
__ Continue to send details of project-related public events at least 1-2 months in advance.


Resources (links or documents) 

Grantee portal						Grantee orientation webinar recording (1/10/17)
						
	
Announcement of Award/Press Release

Acknowledging California Humanities’ Support

Final Report Forms (instructions, PD narrative report, financial report, public programming log) (TBD)
	
 Logos/California Humanities Animated Logo

Online calendar form

Thanking Elected Officials
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