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Final Report Checklist

Formatting:

· Please print Final Reports on white paper using a 12-point font (Times New Roman or similar).
· Final Reports should not be placed in binders or folders; place one paper clip or staple in the left-hand corner.
Please include this checklist along with the following:
· Final Report Face Sheet
· Itemized Expenditures Form (Humanities Council grant funds only)
· Documentation of Grant Expenditures (e.g., receipts, cancelled checks, paid invoices.) 

· Documentation of In-Kind Cost Share (Include one (1) form for each contributor)
· Project Director’s Evaluation

· Scholar’s Evaluation
All forms must be completed in full and in agreement with original contract for grant to be satisfactorily closed. If you are interested in applying for another Humanities Council grant, please note that all previous grants must be closed out satisfactorily at least thirty (30) days prior to your submission of a preliminary application (Major grants only) or application (Small and DCCHP grants). 
Final Report Face Sheet
	GRANTEE/SPONSORING ORGANIZATION:  

	


	GRANT #:  
	REPORT PERIOD 
	

	
	FROM: 
	TO:


	LINEITEM

#
	CATEGORIES
	HUMANITIES COUNCIL of WASHINGTON, DC Grant FUNDS
	Cost-Sharing
(Total must meet or exceed grant)

	
	
	BUDGETED EXPENSE 
(From Application)
	DISBURSEMENTS

(Actual Expenditure of Grant funds) 
	CASH
	IN-KIND



	1
	HONORARIA
	
	
	
	

	2
	SALARY/WAGES
	
	
	
	

	3
	TRAVEL 
	
	
	
	

	4
	SUPPLIES
	
	
	
	

	5
	PUBLICITY
	
	
	
	

	6
	PRINTING
	
	
	
	

	7
	PROMOTION
	
	
	
	

	8
	COPYING
	
	
	
	

	9
	POSTAGE
	
	
	
	

	10
	TELEPHONE
	
	
	
	

	11
	EQUIPMENT/FACILITIES

RENTAL
	
	
	
	

	12
	EVALUATION


	
	
	
	

	13
	OTHER (EXPLAIN)
	
	
	
	

	
	TOTALS
	
	
	
	


	Total payment received
	$
	
	Remaining funds requested
	$


We certify that the above information is true and correct and that all expenditures were incurred solely for the purposes of the above – numbered grant during the grant period, in accordance with agreed conditions of the award.

SIGNATURE:  ___________________________________  DATE_________ PHONE #: ____                __


Project Director

SIGNATURE:  ___________________________________  DATE__________PHONE #: ____               __


Fiscal Agent

Itemized Expenditures Form (Humanities Council Grant Funds Only)
	GRANTEE/SPONSORING ORGANIZATION:  

	


	GRANT #:  
	REPORT PERIOD 
	

	
	FROM: 
	TO:


	EXP. #
	DATE
	PAYEE
	DESCRIPTION OF EXPENSE
	LINE ITEM #
	AMOUNT

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	

	TOTAL


	
	
	
	
	


The National Endowment for the Humanities requires that grantees maintain a written report of time spent on the grant project which is signed and dated by employees and volunteers, and approved by the project director.  Cost-sharing provided through the contribution of in-kind goods and services must be supported by documentation signed and dated by either an official of the organization or the individual who is providing the goods or services.  The record shall contain a description of the goods or services provided and the basis for determining their value.













Documentation of In-Kind Cost-Sharing Contributions
(One (1) Form is required for each contributor)
This is to document the following goods or services provided by:
	

	(NAME)

as a cost-sharing contribution for:
(PROJECT TITLE)



	GRANT #:
	


1.  Description of goods or services performed:

	

	

	


2.   Period of time when the services were performed or goods provided:  (Specify number of hours per day, week, or month.  Include dates.)

	

	

	


3.  Basis for determining value: (See attached)

	

	

	


4.  Total value:
	

	

	


I hereby certify that the contribution reported herein has not and will not be paid from any federal funds and further that said contribution has not and will not be used as matching for any other federally funded programs.

DATE:  ______________
Signature of Contributor ____________________________________

Signature of Project Director __________________________________________

In-kind contributions represent the value of non-cash contributions provided by (1) the regrantee, (2) other public agencies and institutions, and (3) private organizations and individuals.  In-kind contributions may consist of charges for real property and equipment, and value of goods and services directly benefiting and specifically identifiable with the regrant program.

Specific procedures for placing a value on in-kind contributions are as follows:

A. Valuation of volunteer services.  Volunteer services may be furnished by professional and technical personnel, consultants, and other skilled and unskilled labor.  Each hour of volunteered services may be counted as matching share if the service is an integral and necessary part of an approved program.

(1) Rates for volunteer services.  Rates for volunteers should be consistent with those regular rates paid for similar work in other activities.  In cases where the kind of skills required for the funded activities are not found in the other activities of the regrantee, rates used should be consistent with those paid for similar work in the labor market in which the regrantee competes for the kind of services involved.
(2) Volunteers employed by other organizations.  When an employer other than the regrantee furnishes the services of an employee, these services shall be valued at the employee’s regular rate of pay (exclusive of fringe benefits and overhead cost) provided these services are in the same skill for which the employee is normally paid.

B.
Valuation of materials.  Contributed materials include office supplies, maintenance supplies, or workshop and classroom supplies.  Prices assessed to donated material included in the matching share should be reasonable and should not exceed the cost of the materials to the donor or current market prices, whichever is less, at the time they are charged to the project.

C.
Valuation of donated equipment, buildings, and land or use of space.

(1)  If the purpose of the regrant is to support activities that require the use of equipment, buildings or land on a temporary or part-time basis, depreciation or use charges for equipment and buildings may be made; and fair rental charges for land may be made provided that the Council has approved the charges.

(2)
The value of donated property will be determined as follows:

(a)
Equipment and buildings.  The value of donated equipment or buildings should be based on the donor’s cost less depreciation or the current market prices of similar property, whichever is less.

(b) Land or use of space.  The value of donated land or its usage charge should be established by an independent appraiser (i.e., private realtor) and certified by the responsible official of the regrantee.

D.
Valuation of other charges.  Other necessary charges incurred specifically for and in direct benefit to the regrant program on behalf of the regrantee may be accepted as matching share provided that they are adequately supported and permissible under the law.  Such charges must be reasonable and properly justifiable.

E.
The following requirements pertain to the regrantee’s supporting records for in-kind contributions from private organizations and individuals:

(1) The number of hours of volunteer services must be supported by the same methods used by the regrantee for its employees.

(2) The basis for determining the charges for personal services, material, equipment, buildings, and land must be documented.

Participating Scholar Evaluation Form
	

	Humanities Scholar:

	

	Project Title:

	

	Project Location:

	

	Program Date:
You may use the space provided or a separate sheet to answer the questions below:


1)  What was your role in the project?  (Planning committee, speaker, moderator, etc.)
2)  Did the program realize the stated goals or purposes of the project as described to you by the project director?  How (or why or why not)?

3)
To what extent were you able to apply your humanities training and knowledge?  To what extent were you able to use your discipline to discuss the issues involved?

4) Do you feel that your talent and knowledge were used to their best advantage?  If not, how could the program have used your talents more fully? 
5) What was your general impression of the audience?  What was the level of audience participation?  Was the discussion lively?

6) Did the audience understand how the humanities related to the project topic or issues?  Were you able to make a strong link between the humanities and the issues?

7) Did the program seem to change attitudes in the audience?  Offer them new ideas?  Encourage critical thinking?  Please give examples.

8) What do you think was the most successful aspect of this project?

9) Would you suggest any way the program could have been improved?
PROJECT DIRECTOR’S EVALUATION

Part I

	Grant #:



	Project Title:



	Sponsoring Organization:



	Project Director:



	Location of Program(s):



	Ward(s):



	Neighborhoods(s):



	Number in attendance:



	Date(s) of Program:




Part II

1. How was the program successful in engaging the audience in the humanities?  What was learned and what new perspectives were gained as a result of the program?

2. Were the stated goals of the project met?  How?

3. What special needs and/or interests of the community did your program address?

4. What was the audience response to the humanities scholars and to the program overall?
5. How would you describe the audience (e.g., amount, ethnicity, age)?
6.  What efforts did you make to publicize the project and what were the results?

7. Did your concept of the project and its purpose change during the course of the project?  If so, how?

8. In the future, what would you do differently?

9. Please note, where applicable, any changes in the budget or authorized extensions occurring during the grant cycle.

10. Please comment on the Humanities Council grant application and administration process.

Part III
Using a scale of 1 to 5 (5 = highest rating), indicate how you would rate each of the humanities scholars involved in the project.  Please photocopy this sheet for additional scholar evaluations.

(  Scholar Name: 





  Discipline 




1. Participation in planning: _____

2. Participation in event: _____

3. Ability to enter into exchange with audience:  _____

4. Command of subject matter and ability to use it in the exchange:  _____

5. Ability to “relate” to audience: _____

6. Ability to relate the humanities to issues under consideration: _____  

Explanatory comments (optional) 

	

	

	


(  Scholar Name: 





  Discipline 




7. Participation in planning: _____

8. Participation in event: _____

9. Ability to enter into exchange with audience:  _____

10. Command of subject matter and ability to use it in the exchange:  _____

11. Ability to “relate” to audience: _____

12. Ability to relate the humanities to issues under consideration: _____  

Explanatory comments (optional) 

	

	

	


(  Scholar Name: 





  Discipline 




13. Participation in planning: _____

14. Participation in event: _____

15. Ability to enter into exchange with audience:  _____

16. Command of subject matter and ability to use it in the exchange:  _____

17. Ability to “relate” to audience: _____

18. Ability to relate the humanities to issues under consideration: _____  

Explanatory comments (optional) 
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