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Good Morning!

My name is Hal Keiner.  For those of you who don’t know me, I have served for the past three years as North Carolina’s Traveling Archivist, an outreach program sponsored by the North Carolina State Archives and the State Historical Records Advisory Board, and funded initially by NHPRC, the National Historical Publications and Records Commission.  That was my post-retirement job.  Until July, 2009, I served as University Archivist, Director of Records Management, and Curator of Rare Books at Appalachian State University.

The manager of the Traveling Archivist program and the Getting Ready to Go workshops is here today, Andrea Gabriel, who holds the position of Supervisor, Resource Management Branch at the State Archives.

So, because we are a small group, let’s go around the room and introduce ourselves.  Please identify your organization and positions, and briefly tell us why you are here and what your hope to learn.  That will help me provide extra emphasis on certain parts of the workshop.






Workshop Sponsors:

North Carolina Department of Cultural Resources and the

North Carolina State Archives

National Historical Publications and Records Commission
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Our Sponsors: NC State Archives, NHPRC



PURPOSE of this Workshop

This Workshop will give you BASIC
INFORMATION to prepare a 
successful Grant



WHAT you will learn (Outcomes)

The nature of Grants and Grantors
Institutional Documentation Required
The Process of Grant Writing
Sources of Information, Support, Help
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Notes:  This workshop is a hybrid.  It was developed from my experience as the Traveling Archivist.  In visiting 66 sites over three years, plus 21 revisits, I was often asked about grants and I often recommended various grant programs that matched the needs of the small repositories I was visiting.  At the end of these discussions, assistance in grant writing was often mentioned as a desired follow-up to my site visits and reports.
 
However, it was often apparent that many of the historical societies, local history rooms in the public libraries, small museums, and other institutions with limited means, were not yet ready to go because they lacked the documentation necessary to meet the requirements of the granting agencies.  For example, the North Carolina Preservation Consortium will not pay for shelving in storage rooms unless the institution requesting the funds has a written preservation plan that explains how they manage security, control the storage environment, and protect their collections through the use of acid free materials.  Or, the North Carolina State Library will not fund an LSTA digitization project if the proposed collections have not been arranged and described in written finding aids.
 
As a result, we put this workshop together to help you create and/or rewrite the documents that are the foundation of an institution’s overall governance and collection management activities; and then demonstrate how the information from these documents is used to prepare the basic written elements that every grant demands: the project narrative and the budget.  So, the workshop will be divided into two parts, in the morning we will discuss your institution’s “foundational documents,” what they are, what information they should contain, and how they should be written.  In the afternoon you will learn how to extract information from these documents to prepare grants, with special emphasis on project narratives and budgets, but also discussing Grants.gov, boilerplate forms, and the supplemental materials every grant application demands.  And, as we proceed, I will point out grant programs that will support your efforts to create some of these collection management documents such as finding aids and preservation plans.  Finally,  throughout the workshop, we will discuss granting organizations and their programs, so that you will leave here with some ideas about which organizations you might want to approach.
 




The World of Grants
Government agencies, non-profit organizations 
and foundations sponsor grants for a wide 
variety of purposes:



 
Basic scientific research



 
Educational programs for the disadvantaged



 
Disaster relief



 
Initiatives to enhance nation’s art and culture by encouraging 
new work, or by preserving and providing access to what 
was created in the past
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A wide variety of government agencies, non-profit organizations, and private charitable foundations are the principle source of grant funds.  They give funds for a wide variety of purposes.  For example (to name but a few): 






North Carolina’s SMALLER Cultural 
Heritage Repositories:


 

Historical Societies


 
Genealogical Societies


 

Museums


 
Local History Rooms in Public Libraries


 

Institutional Repositories (Hospitals, Churches)
Any public or private, non-profit organization 
holding objects, books, manuscripts, records, 
photographs, audio-visual media, or ephemera 
of cultural and/or historical significance. 
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 We are concerned only with the last purpose: collecting, preserving, and providing access to North Carolina’s cultural heritage through its museums, archives, and libraries in their varied forms.  And we have geared this workshop to the state’s smaller institutions because they have traditionally either excluded themselves or been excluded by bureaucratic barriers from applying for funds. 




Principal Sources of Support for 
Cultural Heritage Projects:


 
Government Agencies: NEH, IMLS, NHPRC—Tax 
$$$



 
Non-Profit Organizations: NCPC, BRNHA—

 Donations, Membership Dues, Grants


 
Private Foundations: The Cannon Foundation,  
Lowes Charitable and Educational Foundation—

 investment income, corporate profits


 
Community Foundations—Donations, Endowments



 
Non-Profit Organizations with a Thematic Focus:  
NARF, NFPF—Donations, Endowments

Presenter
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Notes: Government agencies--National Endowment for the Humanities (NEH), National Historical Publications and Records Commission (NHPRC), Institute of Museum and Library Services (IMLS)---Taxpayer $$$
Non-Profit Organizations (North Carolina Preservation Consortium, Blue Ridge National Heritage Area)--Donations, Memberships dues, endowments, Grants
Private Foundations (the Cannon Foundation, the Duke Endowment, Lowes Charitable and Educational Foundation)---investment income and/or corporate profits
Community Foundations—Donations, Endowments
Non Profits with a Thematic Focus: National American Railway Foundation, National Film Preservation Foundation

We will return to and discuss these organizations and their programs this afternoon. 




ALL Grants are Structured Similarly
They ask you for FOUR TYPES of 

Information:
1.Institutional Information: Who you are
2.Project Narrative: What you want to do
3.Budget: How much MONEY will it cost
4.Supplemental Documents: Policies and 

Procedures, Resumes, Letters of Support, 
Legal Forms and Documents
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Workbook:  Turn to the first item, the NHPRC document entitled Documenting Democracy:  Access to Historical Records Projects.  Then turn to the section, Application and Submission Information.  On the third page you will see a section, Supplementary Materials followed by a bulleted list.  These are the documents that you are requested to append to your grant application.  Please note that they include: your institution’s mission statement, pertinent policies on collection development, processing, and preservation; and “discovery tools,” aka finding aids. Not every granting agency asks for these documents by name, but in their instructions for writing project narratives they will ask you for the information they contain.  In short, without your Institutional Documentation available, you are at a serious disadvantage in winning a grant. 




INSTITUTIONAL DOCUMENTATION
Grantors Request this information because they define:

Who you Are, and What you Do!!

Institutional Documentation needs to be created, updated, and

maintained.

Two types: Documents governing Executive Actions, and

documents directing Collection Management Activities



Documents Governing EXECUTIVE ACTIONS:


 
Mission Statement



 
Collection Policy



 
Institutional History



 
Organization Chart and Contact Information



 
Board Minutes/Meeting Minutes



 
List of Board Members



 
Financial Statements/Audit Reports/Tax Returns



 
Publicity Materials: Brochures, Press Releases, Newsletters, 
Web Site

Presenter
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Your Mission Statement, Collection Policy, and Institutional History are critical to preparing any grant; the other documents may contain information needed to support writing your project narrative and preparing the budget forms. 



Documents Directing COLLECTION 
MANAGEMENT ACTIVITIES:

Deeds of Gift and Inventories
Accession Records
Processing Manuals
Finding Aids/Cataloging Records
Preservation Policies and Procedures
Disaster Plan



QUALITY MATTERS

Good Documents = Good Information

Good Information Contributes to Well 
Written Grants

Presenter
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Notes: Grants are awarded to those who submit the best applications.  The Quality of your documentation matters.
 
Notes: An organization lacking ANY of the documents I have enumerated in the last two slides, may find it very difficult to win a grant.  Moreover, if your Institutional Documents are out-of-date or badly written you will find yourself handicapped.  Why?  Because grant-writing is a Competitive exercise!  In short, if you submit poorly written and inadequately prepared applications, you are putting yourself at a serious competitive disadvantage to other institutions applying for the same opportunity.  Remember: only between one in five and one in ten applications will be funded!




Key Institutional Documents:
Mission Statement
Collection Policy
 Institutional History
Deeds of Gift/Inventories
Accession Records
Finding Aids
Preservation Policies and Procedures
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We do not have time today to discuss and define each one of these documents.  Instead, I want to focus on the key documents that experience shows are most often required to support an application.  These are (see above):

And remember, this afternoon we will discuss grants to help you prepare Finding Aids and Preservation Plans 



MISSION STATEMENT

Broad Statement of Intent

Vary According to the Organization
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Workbook: Mission Statements for the Plainfield Historical Society  

Mission statements vary with the type of organization within which a repository is located. They tend to be broad statements of intent that explain an organization’s overall goals, core values, products, and/or services. Mission statements can be brief and to the point.  For example:

The Plainfield County Historical Society is a non-profit, membership-supported organization dedicated to preserving, protecting and promoting the history of Plainfield County, North Carolina.

Or, they can go into more detail:

The Plainfield County Historical Society is a not-for-profit organization of those who subscribe annually to its membership.  As a 501c3 educational institution, the Society disseminates information and stimulates interest through its collections, publications, information sessions, meetings, and special programs for the furtherance of the Society’s purpose.  The purpose is to collect, preserve, research, exhibit, and educate with those published sources, records and manuscripts, and objects and artifacts that serve to illuminate the human experience in Plainfield County.

How do you write a superior mission statement?
 
Key points:

Not a waste of time because it focuses your board and staff on Purpose and Goals.

Mission Statements should be reviewed, discussed and recommended by Board, Staff, and Members (patrons) to get buy-in from all stakeholders and get everyone on the same page.

Mission statements should be regularly reviewed and updated because times change, and so do missions in response to outside events: old organizations go out of business, founders and “old guard” members retire, catastrophes strike, economic situation changes, etc.

Mission statements set the tone: Who we are, What we do





Collection Policy

Guide to Acquiring materials:

States what you want
States what you don’t want
Sets terms for Acquisition

Presenter
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Workbook: Collection Policy (turn page, on verso of Mission Statements)

Notes:  policy should be well-defined but flexible, a tool for the organization to use to make good decisions about acquisitions.   It should begin by explaining the purpose and scope of collecting activities.  It should then define areas of particular interest, and identify the formats of records sought and those excluded. The collection policy should include a statement on access; and it should note the existence of important Society-wide regulations that govern the management of all collections.
 
Ad hoc collecting in the absence of a collection policy can easily result in a number of undesirable outcomes, including the creation of an irrelevant collection, misuse of resources, and duplication of another institution’s efforts.

Collection Policy restrains Directors from accepting whatever is offered. (Doesn’t stop them, but may give them pause)
 
 Lastly, a well established collection policy is a very useful document to have when you are explaining your decision not to accept a collection to a disappointed donor.






Collection Policy Elements:
1.

 
Repository Name

2.
 

Repository Purpose
3.

 
Statement Regarding Access

4.
 

Subject Emphasis
5.

 
Acceptable Formats

6.
 

Acquisition Procedures (Intellectual Property)
7.

 
De-accessioning, Loans, Reproduction

Presenter
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Workbook: Collection Policy

Using the Collection Policy from the Workbook, let’s locate these seven elements.



Institutional History

Who, What,When, Where, Why, (How)

Press Release 

Many Flavors (depending on the purpose)
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Note:  Most grant agency staff and outside reviewers will never have heard of you or your institution.  To rise above your competitors, it would be useful for you to have at hand a history of your institution that highlights its accomplishments and its collections.  A stand alone document is useful to add to the addenda you will submit, but you should also be prepared to include something about your history in the grant’s project narrative.

Notes:  From the examples in the Workbook you will note that the circumstances surrounding the founding and work of the institution shapes the institutional history. Don’t forget to highlight the unique, the particularly important, such as the environment in which the institution is located (an historic town, an historic building, etc.), important people (founders, benefactors), milestones, quantitative accomplishments (that is numbers related to collections, visitation, etc).




Deeds of Gift and Related Inventories

Essential for Collection Access Grants:



 
Collection Surveys and Assessments



 
Accessioning Projects (and minimal processing)



 
Processing Collections/Writing Finding Aids



Deeds of Gift: Purpose



 
Establish Transfer of Legal Ownership from 
Donor to Repository



 
Establish the Conditions of Transfer



 
Document Contents of Gift through a written 
Inventory



Deed of Gift: Parts
Date of Transfer
Name of Donor
Name of Repository
Contact Information
Title and Summary Description
Inventory

Presenter
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Notes:  Referring to the Workbook.  The first four elements, Date of Transfer, Donor, Repository, and Contact Information are obvious.  For legal and tax reasons, many universities demand that all gifts, both monetary and in kind, be gifted to the University’s foundation.  Also, the contact person may be different from donor, particularly if the donor is elderly.
 
The Title is usually an artificial but descriptive name referencing the creator of the collection, e.g. The Smith Family Papers, 1871 – 1937; The Literary Archives of John Smith, 1910 -1967; The Genealogical Research Files of Jane Smith, 1953 - 1984; the Records of the Smith Manufacturing Company, 1921 – 2008.
 
The Summary Description, provides an overview and should include a statement of extent (amount).  For example: The Papers of Professor Joseph Smith occupy a five drawer, letter-sized, filing cabinet, containing approximately eight cubic feet of records.  The papers document his work in the Geology Department at State University from 1969 until his retirement in 2005.  They include correspondence files; mainly with colleagues at other universities; grant proposals; photographs taken during research field trips; field research notebooks; records of academic committees Smith served on; student recommendations and other student correspondence; and manuscripts of articles and three books.
 
The Inventory, includes a general description of the contents of each storage container, in the case of the Smith Papers above, organized by file drawer, numbered one to five.
 
Inventory of the Papers of Professor Joseph Smith
 
File Drawer #1
 
Correspondence with colleagues, 1969 -2005, 25 folders
 
Note: The level of detail in creating the inventory should be driven by the contents.  A box of text books can be a box of books, a box of rare books should include a list by title.
 
The inventory is important for two reasons.  First, because it gives you a record of what was actually delivered as part of the gift.  If a relative claims later that items were gifted improperly but are missing from the collection, you have the necessary documentation to prove that these items were not included.  Again, the level of detail in the inventory will be of importance here, particularly if you are trying to locate a particular object.  Second, the inventory gives you the a starting point to create administrative and intellectual control over the collection through accessioning and processing in the future.  In particular, the inventory will reveal the collection’s original order, a crucial starting point for later cataloging.




Deed of Gift: Parts cont’d.


 
Transfer of Ownership Statement



 
Statement regarding Format Conversions



 
Access Restrictions



 
Credit Line



 
Disposal Criteria and Authority



 
Signatures

SAA: A Guide to Deeds of Gift

http://www.archivists.org/publications/deed_of_gift.asp
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Notes:  The Transfer of Ownership Statement formerly gifts legal ownership and physical custody of the materials to the repository (or entity associated with the repository, e.g. a foundation).  The statement then notes whether the intellectual property associated with the collection, in particular copyright, is also transferred.  If the intellectual property is retained by its creator (or creators), the terms of use and permissions should be spelled out. In any event, most collections will contain intellectual property that cannot be gifted such as letters from others who retain copyright to their words, to photographic images they created, etc.  Therefore most repositories provide blanket statements in their accession records and finding aids, shifting the onus for obtaining permission to quote from literary works, use images in publications, etc. to the researcher. The Transfer of Ownership often concludes with a pledge by the repository to manage and care for the records in accordance with recognized professional standards.
 
Format Conversion statements grant the repository the right to microfilm collections, to make copies of certain files, and, most importantly to digitize and publish collections on the Web.  The donor needs to understand that digitization means that the content of the collection, in spite of demands to respect copyright, usually mean that the content is lost to the public domain.
 
Access Restrictions provide donors with the opportunity to close collections for a term of years or to force researchers to ask for permission from the donor before the repository will make a collection available.  Repositories would be well advised to understand the onerous nature of restrictions for their staff, the potential for misunderstandings, and the overall difficultly in carrying out access restrictions to the letter.  Collections that donors want to lock away from view except to a hand-picked few researchers should be rejected.
 
The Credit Line defines how the gift will be cited in the future.
 
Disposal Criteria and Authority is a necessary statement that notes that some items or groups of items may be found in the collection having limited research value. For example, they may be duplicates, routine, or divorced intellectually.  The statement then allows the repository to dispose of these items or requires the repository to first offer to return them to the donor. 
 
Signatures  Obvious necessity, but note that your institution’s attorney may request that Deeds of Gift only be signed using blue ink, to distinguish the original from copies.
 
Notes:  The Deeds of Gift agreements in the workbook vary significantly.  In writing or updating your forms I highly recommend consulting the SAA pamphlet A Guide to Deeds of Gift.  The URL is at the bottom of the slide.




Accession Records



 
Create the First Level of administrative and 
intellectual control



 
Are based on the Deed of Gift and Inventory



 
Provide an opportunity to separate materials by 
format



 
Accession Records and Minimal Processing
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Workbook:  Accession Record: Appalachian State University
 
Notes:  Accessioning provides an opportunity to sort materials acquired by gift into separate categories by format, creator, or other logical divisions. Objects to the registrar, books to the librarian, manuscript materials to the archivist.  The archivist may decide that the manuscripts are one collection or several.  If the latter, then a separate accession for each collection should be created, all related to the deed the gift and the original inventory.  Example: a cohesive collection of family papers containing a separate and unrelated group of scrapbooks from a distant cousin.  This relationship can be explained in a note on the collection’s provenance.
 
Notes:  Accessions records have become increasingly important for many repositories collecting personal papers, archival records and other unpublished manuscripts.  Because formal processing takes a great deal of time and resources, accessions sometimes sit on shelves for years after acquisition.  Especially in the case of accessions in which the provenance of the material is clear and the original order is logical, it makes sense to create “super” or content rich accession records, which will serve as finding aids and open the collection for research.  At the same time, the collection can be re-housed in acid free boxes but folders can be maintained and the arduous work of removing stables, reformatting acidic paper (e.g. newspaper clips), can be left for reprocessing at a later date (if warranted)




Accession Records: Content


 
Accession Number



 
Accession Date



 
Collection Title (based on Deed of Gift)



 
Access Restrictions (from Deed of Gift)



 
Storage Location (or Locations)



 
Collection Description and Note on condition (based on 
Deed of Gift)



 
Extent (cubic feet, linear feet)



 
Accessioning Staff Member



 
Box and Folder List (based on Deed of Gift Inventory)

Presenter
Presentation Notes
Note:  It is important to recognize how the Accession Record builds on the Deed of Gift, that is, how one document is based on another and is dependent on the quality of the information recorded.



Donor Records
Donor Records Need to be Maintained!

Donor Records include:



 
Donor correspondence



 
Certificates of Appraisal



 
Deed of Gift and Inventory



 
Accession Record

Presenter
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Notes:  Donors are your friends!  They are potential sources for further gifts and donations of money.  Keeping good donor records means that you can quickly answer donor questions regarding their gifts, appraisals, etc.



Finding Aids
Finding Aids are the written product of Archival 
Processing, a sequence of steps that arrange and describe 
collections of unpublished manuscripts or records.

Finding Aids have three parts:



 
Administrative Information



 
Notes



 
Container List
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Workbook: Veonica Curran Finding Aid.  Finding aids are the principle means for researchers to locate information.  They guide researchers to groups of particularly important letters, to a set of photographs documenting and important event, place, etc., or to set of records describing an invention, transaction, etc.  They follow a format that has evolved over a period of sixty years, and now provides a flexible, comprehensive tool to describing archival collections of all kinds. 



Finding  Aids: Administrative Information



 
Repository ID



 
Title



 
Creator



 
Collection #



 
Extent



 
Restrictions



 
Provenance



 
Copyright Notice

Presenter
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Workbook:  Veronica Curran Finding Aid.  Let’s look at the components of the modern finding aid.



Finding Aids: Notes
Abstract
Biographical Note/Administrative 

History
Chronology
Scope and Content Note
Arrangement Note
Controlled Access Terms
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The first note is the ABSTRACT.  This serves two purposes: first, as an introduction to the collection’s contents; and second, as the starting point for a cataloger to construct a MARC record for the repository’s on-line catalog, or for a cataloger to mark up the finding aid into EAD.  Abstracts should be written last since they are summary in nature.  They should be concise and to the point, explaining the overall importance of the collection, noting significant people, corporate bodies, events, and subjects (e.g. “these diaries provide a singular glimpse into the world of a Civil War surgeon.”).  
 
The next note is the BIOGRAPHY/ADMINISTRATIVE HISTORY.  This is one of the major prose compositions within the document.  It is a series of paragraphs, an essay really, that provide a history of the person or family, or the organization that created the records.  If the finding aid is the guide to a manuscript collection, the composition will provide a comprehensive portrait of the person, persons, or family members who produced or collected the records (e.g. correspondence, diaries, photographs, etc.). These individuals should be brought to life not only by providing the circumstances of birth, marriage, and death; but also by accurately placing these lives in the context of their times through the description of important events in an individual’s career, explaining the role and importance of certain associates, and by highlighting accomplishments and honors.  If the finding aid is a guide to the records of an agency, office, department, or other entity within a broader organization, then the administrative history will describe the founding of the parent, including its mission, goals, and accomplishments; highlighting its activities, products, responsibilities, and methods; while noting important structural changes that shaped the organization’s evolution.  The writer should then turn to the narrower functions of the agency, office, or department that created the records.  Accomplishments should be noted that were particularly important to the organization’s success.  Reporting relationships and the role of particularly important managers need to be explained. At the end of the note, a bibliography of published and unpublished sources used in writing the Biography or Administrative History should be included.

A very useful means of summarizing Biographical or Administrative History information is to add a CHRONOLOGY: a timeline of important events drawn from the explanatory paragraphs.  
 
The third note is the SCOPE AND CONTENT NOTE.  If the Biography/Administrative History describes the creators of the records then the Scope and Content Note describes the records themselves.  That is, it is a composition that provides the researcher with an overview of the collection in relation to its creator or creators.  It can begin by explaining the types of material the collection contains and then provides both the overall dates covered and bulk dates (or date ranges where most of the records are concentrated).  Soon, though, the writer should turn to the heart of the matter, describing the research value of the collection to understanding the past.  What parts of the collection help explain why events occurred or why decisions were made? What records provide avenues to understanding larger historical trends, themes, or movements? In short, the writer should try to place the creators and their records in proper historical context.  The weaknesses of the collection should then be noted, such as gaps in documentation.  Connections to other collections in the repository or elsewhere should be emphasized, along with published works whose themes the collection will reinforce, or perhaps contradict.  When the researcher finishes reading the scope and content note he should have been guided through the collection and made to understand its potential as a resource for historical evidence.
 
The fourth note is the ORGANIZATION AND ARRANGEMENT NOTE.  Some processing manual writers add this information to the Scope and Content note, but arrangement should really be considered separately.  This note can be brief, but it should provide an overview of the arrangement scheme of the collection.  It is certainly helpful to discuss here instances when the original order of the collection has been abandoned and an artificial arrangement imposed.  The note should end with a list of all series and sub-series numbers and titles, with inclusive dates.
 
SERIES DESCRIPTIONS:  Some processing manual writers consider the description of the collection’s series, and related sub-series, to be a finding aid’s most important element.  For example, Frederic Miller calls them “the heart of an archival inventory.”  They are certainly important, particularly when the collection is very large and is arranged in a large number of series.  Indeed, some institutions create a MARC record for each series of large collections to keep the record’s length to manageable proportions.  However, it is best to let the collection and its contents dictate the importance of series descriptions.  If the collection contains records, even in large numbers, whose arrangement is straightforward, and whose contents are homogeneous, than series descriptions can be short and uncomplicated.
 
Each Series description begins with the number, title and inclusive dates from the list at the end of the arrangement note.  Next, the series’ physical contents are described: the number of boxes and folders, and the types of materials.  This is followed by a note on the arrangement of the series. The description concludes with a carefully written explanation of the series’ intellectual contents, including specific references to the principal subjects, events, people, places, functions, and activities that the records document.  The goal here is to describe the records, not their creators, whose lives or administrative histories have already been thoroughly discussed.
 
CONTROLLED ACCESS TERMS  Some processing manuals call for the definition of Library of Congress Name and Subject Headings as “access points” to the finding aid, again as an aid to catalogers.  This is tedious work, although LC’s new Authorities site, makes choosing correct names and subjects much less burdensome than in the past.  But not everyone has these tools available, and most catalogers prefer to read the finding aid and choose headings based on their experience.  Personal Names, Corporate Bodies, and Subjects will all be brought out in the components of the finding aid, so leaving the choice of access points to a cataloger is certainly acceptable. 



Finding Aids: Container List

Box and Folder List
Added Folder Descriptions
Series Descriptions (Interspersed 

throughout, may contain sub-series 
descriptions)

Presenter
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The final finding aid component is the CONTAINER LIST, usually organized by box number, folder number, and folder title.  This enumeration usually follows each Series Description.  The container list for a particular series may be interrupted by sub-series descriptions and accompanying box/folder numbers and titles.  Folder Titles should be carefully chosen and be as descriptive as possible, always including date ranges and/or bulk dates.  The author believes strongly that explanatory notes following a title are very useful if the folder title fails to convey the importance of the records contained within.
 




Finding Aids: Their Importance


 
Well written Finding Aids are the most comprehensive 
descriptive tool for researchers.



 
Well written Finding Aids can provide remote access to 
collections in different ways:
1.

 

Published on your web site as PDFs
2.

 

Marked up in EAD, they become a fully searchable XML 
document on your web site

3.

 

Used as the basis for collection level MARC records with 
URL links to complete document, located through OPAC



 
Well written Finding Aids a prerequisite for Digitization 

Presenter
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Notes: If your collections justify the time and effort to process and write finding aids, both NHPRC and NEH have programs that fund such efforts.  If you want to digitize your collections, finding aids are an essential pre-requisite to a grant for this work (NC ECHO LSTA Digitization Grants, see NC Digital Heritage Center brochure, contact Nick Graham)




Preservation Plans

Two Kinds:

Plan for Improvement (roadmap)
Day-to-Day Procedures

Presenter
Presentation Notes
Workbook:  Preservation Plans: University of Central Oklahoma, Barry University 

Notes:  The Plan for Improvement usually is written after an assessment and points to specific changes a repository will make to come into compliance with standards and recognized best practices.  This type of plan is particularly useful to support an NEH Preservation and Access grant to buy environmental monitoring equipment, acid free boxes, etc. 
 
The Day-to-Day Plan is really a Policy and describes what preservation activities your repository regularly performs





Preparing a Grant Application
Topics to be Covered:
Defining your Project
Finding a Grantor
Working with the Grantor’s Staff
Writing your Grant
Submitting your Grant via Grants.gov
Sources of Help

Presenter
Presentation Notes
Introduction to Second Part of the Workshop



Project Definition
Answers to the Following Questions:
What do you want to do?
When do you want to do it?
How much will it cost?
Do I need a Planning Grant? 

Presenter
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Note:  Projects are designed to fulfill needs.  They may be large and expensive “bricks and mortar” or construction projects: a new building, a substantial remodeling of current space, the engineering and installation of a new HVAC system, etc.  Or, they may be more limited: creating a secure room with metal shelving and adequate temperature and humidity controls for collection storage.  Other projects may be related to collection management and usually fall into two categories. 1. Projects to improve access, such as processing manuscript or records, cataloging books, reorganizing reference files, digitizing photographs or documents, or creating on-line exhibits.  2. Projects to improve preservation: such as the re-housing of holdings into acid free enclosures, the purchase of data-logging equipment, contracting with a conservator to treat objects, books, manuscripts, or ephemera.
 
Note:  Tips: Think realistically, don’t be vague, and focus on a real need.  Do research and contact colleagues or experts who have done similar projects and ask them for their advice.  Then consider when you want to do the work, taking into consideration what else is going on; e.g. it would not be a good idea, if you are small historical society to start a large digitization project during the same year that you are preparing a major exhibition.  Also, think about who will do the work.  Will you have to hire a contract worker with archival experience to organize a major manuscript collection?  Will you need to partner with another institution to digitize your materials?  Finally, get a realistic idea, based on research, regarding the costs of your project.
 
Note: it may turn out that your project is so complicated that you will need to ask for a Planning Grant to define what you want to accomplish: Collaborative projects with multiple partners, projects requiring several years, major building projects requiring engineering and/or architectural support.




Project Definition: Politics

Getting everyone on board
Selling your project
Project Management

Presenter
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Note:   It is important to get everyone in your organization involved.  To make the project successful, everyone involved needs to “buy in” and take ownership and responsibility for success.  This means involving all staff and key volunteers in the planning process, requesting their input, honoring their ideas and suggestions, and establishing a cooperative environment.

Note:  if your organization is controlled by a board of directors or trustees, you will need to sell the project to them and win their support.  1.  Demonstrate how the project will further the mission and strategic plan of the organization.  2.  Explain succinctly the nuts and bolts of the work plan to create trust and understanding.  3.  Ask for feedback and be willing to incorporate reasonable suggestions.  4.  In the end, it is crucial that Board members know what’s going on and pass a resolution of support.  Otherwise you risk individuals going off on their own, freelancing, and jeopardizing success.  

Note:  An understanding of the principles of Project Management principles are useful to overcoming the politics of getting a project underway.




Selecting a Granting Source: Research

Tools:
The Foundation Center  

http://foundationcenter.org
The Internet
Your professional network/listserves



Selecting a Granting Source
Federal Agencies:
NEH: The National Endowment for the 

Humanities
 IMLS: Institute for Museum and Library 

Services
NHPRC:  National Historical Publications 

and Records Commission



National Endowment for the 
Humanities   www.neh.gov/grants

Eight Divisions and Offices manage 
programs.  Four most Important:
Division of Preservation and Access
Division of Public Programs
Division of Research
Office of Challenge Grants

Presenter
Presentation Notes
Note: the divisions and offices work with prospective applicants, recruit and oversee peer-review panels, provide analysis of panel results to members of the National Council on the Humanities and the agency’s senior staff, conduct site visits of projects that have received NEH support, and represent NEH at regional, national, and international conferences in the humanities.  As we will see, it is the first task, working with prospective applicants, which is the most important for you.
 




NEH Grant Programs Available:


 
American Historical and Cultural Organizations: 
Planning Grants



 
American Historical and Cultural Organizations: 
Implementation Grants



 
Challenge Grants (Bricks and Mortar, Exhibits)



 
Humanities Collections and Reference Resources



 
Preservation Assistance Grants for Smaller 
Institutions



 
Sustaining Cultural Heritage Collections

Presenter
Presentation Notes
Notes:  The NEH announcements for these programs are contained in the Workbook.

he first program, American Historical and Cultural Organizations: Planning Grants provides funding for the development of exhibitions and other public programs that make use of your collections.  For example, The Tenement House Museum in New York City received $40,000 in 2010 to plan for the reconstruction of the communal privies behind their tenement house, so that visitors would understand that before 1905 the tenement’s apartments lacked running water and indoor plumbing.  Everyone had to use toilets in the outside privies and do their laundry in the outside wash houses.

The second program provides money to implement projects developed through the Planning grants. For example, The American Precision Museum in Vermont received a grant to implement a project developed by their previous Planning Grant: to develop a comprehensive permanent exhibit on the history of the development of the American Machine Tool Industry and the establishment of the American System of Manufacturing in the 19th century, the prelude to the establishment of the American Century.

The third program, the Challenge Grants, mainly assists fund raising efforts to build or substantially remodel facilities by providing funds that are then matched 3 to 1 from local sources.  For example, the City of Seward, Alaska received $500,000 to design, build and furnish a combined library and museum building.

The fourth program, Humanities Collections and Reference Resources supports access projects such as the cataloging of rare books, processing manuscripts, organizing and preserving photographs, etc.  For example, the Newberry Library in Chicage received funds to process 56 manuscript collections, some 600 cubic feet, from its Midwest Manuscript Collections relating to the American Family, 18th - 20th centuries.

The fifth program, Preservation Assistance Grants for Smaller Institutions, provides funds up to $6,000 to hire consultants to conduct preservation assessments of collections and make recommendations to improve access and preservation.  Assessments may be used to develop projects that NEH may be asked to support through other programs.

The final program, Sustaining Cultural Heritage Collections, provides funds for the conservation of important collections.  For example, the Litchfield Historical Society received $400,000 in 2011 to improve collection storage through building renovations, HVAC improvements, etc.  



Institute for Museum and Library 
Services  (IMLS)

Characteristics:
Well funded compared to NEH and 

NHPRC
Source of Library Services and Technology 

Act (LSTA) funds
Grant Programs geared toward larger 

institutions
Program descriptions more difficult to 

understand than NEH and NHPRC.

Presenter
Presentation Notes
Notes:  LSTA funds allocated by state population, come into state through State Library and distributed in grants from the state LSTA board to individual libraries: money for Bricks and Mortar projects, and technology, i.e. the purchase of computers.  In NC, a small percentage of the LSTA budget ear-marked to support digitization projects.  These projects are managed via the North Carolina Digital Heritage Center at Chapel Hill.  See brochure. digitalnc.org

Notes:  IMLS programs are geared to larger institution and stress “leadership” and “innovation.”  They have few projects to fund basic access and preservation needs.   On the other hand, they have funded meaningful work in NC: Connecting to Collections.




IMLS Programs
http://www.imls.gov/applicants/search.aspx

Conservation Assessment Program
Museums for America
Sparks! Ignition grants for Libraries and 

Museums

Presenter
Presentation Notes
Notes:  See Workbook for IMLS grant announcements.

Conservation Assessment Program is a cooperative endeavor with Heritage Preservation.  It is similar to NEH’s Preservation Assistance Grants for Smaller Institutions.  Funds are used to pay for professional conservatives to come to your institution and survey your collections.  A report is then prepared defining conservation priorities to help develop strategies to improve collection care.

Museums for America is an IMLS core program for improving museums’ abilities to serve the public.  Funds, up to $150,000 can be used for a wide variety of programs, including basic collection care activities: archival processing, preservation activities, etc.

Sparks!: a relatively new program of small grants $10,000-$25,000 to Libraries, museums, and archives to test and evaluate specific innovations in the ways they operate and the services they provide. 


http://www.imls.gov/applicants/search.aspx


National Historical Publications and 
Records Commission (NHPRC)

Grant funding arm of NARA: National 
Archives and Records Administration

Very small budget: $5--$10 million yearly. 
50% to Publication Projects

Records Programs: Three themes:
1.  Documenting Democracy
2.  Digitizing Historical Records
3.  Electronic Records Projects

Presenter
Presentation Notes
Notes: Publication projects are mainly the papers of  Founding Fathers (Benjamin Franklin at Yale), and other prominent Americans (W.E.B. DuBois at UMass, Woodrow Wilson at Princeton).

NC State Archives plays a role in NHPRC grant applications from NC institutions, as NHPRC mandates that the State Historical Records Advisory Board (SHRAB) review all submissions.




NHPRC Documenting Democracy: 
Access to Historical Records Projects
http://www.archives.gov/nhprc/announcement/access.html

Basic Processing
Detailed Processing
Documenting Heritage
Retrospective Conversion of 

Descriptive Information

Presenter
Presentation Notes
Notes:  Workbook: Description of Documenting Democracy programs.  This is a very important program that provides money for doing the basic work of organizing and processing collections.  Later, we will look at a successful grant application to this program.
 
Notes:  This is one of the few programs that support the organization of an archival program from the beginning through the processing of the collections. Successful applicants can use funds to hire consultants and contract workers to conduct surveys and assessments, followed by a program to collect records and carry out arrangement and description activities leading to the creation of written finding aids (processing) and web access.  North Carolina institutions have been successful in participating in this program.  This year the Mint Museum won a Documenting Democracy grant to organize an institutional archives of the museum’s historical records, including curatorial research files. 


http://www.archives.gov/nhprc/announcement/access.html


Non Profit, Quasi-government Organ-
 izations, and Community Foundations



 
North Carolina Preservation Consortium (NCPC)

http://www.ncpreservation.org/grants.html



 
Blue Ridge National Heritage Area

http://www.blueridgeheritage.com/sites/default/files/

images/Grants/Forms/2012HeritageGrantGuidelines.pdf



 
Community Foundations

http://www.communityfoundations.org/all.php

Presenter
Presentation Notes
Notes: The North Carolina Preservation Consortium (NCPC) is 501c3 nonprofit organization dedicated to the preservation of collections in our State's libraries, archives, museums, historic sites, and other heritage institutions. Our preservation mission addresses the proper care and handling of materials; storage and environmental control; disaster preparedness and recovery; the repair, reformatting, and conservation of damaged items; and collection security.  Funding for NCPC comes from institutional dues paid by libraries and other repositories.  The Executive Director is Robert James, Preservation Librarian at the Joyner Library, ECU.
 
To support preservation activities statewide, NCPC sponsors a grant program which provides limited funds, up to $2,000 to underwrite specific projects, mainly to improve collection management.  Information on these grants is available at the link above, and is included in the workbook.  Note: to be eligible for an NCPC grant, you must be a member.

Notes: The Blue Ridge National Heritage Area was designated by Congress and the President in November, 2003 in recognition of the unique character, culture, and natural beauty of Appalachia and the Blue Ridge Mountains in Western North Carolina. The Blue Ridge National Heritage Area has great significance, not only to historical North Carolina, but also to the history of our nation.
The federal legislation that designated the Blue Ridge National Heritage Area also created a nine-member board of directors. The board then formed a 501(c) 3 nonprofit organization—which operates under the name the Blue Ridge National Heritage Area Partnership—to steward the federal funds that support the designation, develop a management plan, build partnerships in the region, attract matching funds, and implement projects.

Among the partnership’s initiatives is a grant program that supports preservation, interpretation, development, and promotion in five specific “heritage” areas: Agriculture, Cherokee, Craft, Music, and Nature (landscape).  The grant guidelines are found at the URL above, and under “preservation” they state that funds are available for projects to develop archives that collect and make available collections that support the one or more of the five heritage areas, or use existing collections to create interpretive exhibits.
The BRNHA is an example of an obscure Federal program that funds projects and that you will only find if you search diligently for grant opportunities.
 
Notes:  North Carolina has a number of community foundations that support various local endeavors.  A complete list is found at the link above.  These foundations have different funding priorities, but most are willing to consider compelling, well thought out projects.  If your institution’s board includes local leaders, they are the obvious choice to make informal contacts with community foundations to gauge interest in supporting your proposed project. 


http://www.ncpreservation.org/grants.html


Private Foundations with a NC Focus


 
The Cannon Foundation



 
The Duke Endowment



 
The Marion Stedman Covington Foundation



 
Lowes



 
Bank of America



 
Wells Fargo



 
Duke Power



 
Other LOCAL Companies

Presenter
Presentation Notes
Notes:  Private foundations give a staggering amount of money through grants to North Carolina institutions, both public and private, every year.  In 2008, according to the Foundation Center, the top fifty foundations making awards gave $621,483,637 through 3,306 grants.  The top two foundations, the Duke Endowment and the Bill & Melinda Gates Foundation gave $140 million and $112 million respectively.  Of greater interest, out of these top fifty foundations, 25 were domiciled in North Carolina, including the foundations of large corporations: Bank of America, Wells Fargo, Duke Power, Progress Energy, Lowes, etc., but also an incredible array of family foundations established by philanthropic individuals, Duke, Cannon, Reynolds, Terry, etc.
 
Notes: The Foundation Center should be your starting point for locating private foundations, gathering contact information.  Remember, private foundations are constantly changing their giving “themes:” they might have supported elementary education three years ago, but are now emphasizing giving to improve geriatric care.
 
Notes:  The first three foundations listed above are stand alone organizations.  Lowes, BofA, and Duke Power have foundations attached to their Corporate Communications departments that regularly give to local projects in communities where they do business.  For example, Progress Energy, now part of Duke Power, has given a grant to the Penland School of Crafts over the past several years to support art classes at Penland for Mitchell County students because the public schools lack the money to teach art in the county’s elementary schools.  BofA remains a major contributor in North Carolina because Hugh McCall, who built BofA through mergers, began the process as the president of Charlotte’s North Carolina National Bank.  Today, Charlotte remains an important center of BofA activities.  Also, Wells Fargo, the successor to Wachovia and First Union, has shown an interest in supporting cultural organizations around the state through their corporate foundation.  Other smaller North Carolina companies with formal giving programs usually have a broad theme to promote “community improvement” which allows them to consider giving to local historical societies, and small museums.  In short, if approached they MAY listen to you, but you have to make the initial contact.

Notes:  Lowes has recently taken a new approach.  IF you need help with a “bricks and mortar” project, Lowes prefers that you approach the manager of your local Lowes store.  If approved, the manager may assist you by proving in-kind building materials (e.g. shelving, sheet rock, lumber, etc.).




The Marion Stedman Covington 
Foundation
http://www.mscovingtonfoundation.org

Background: Marion Stedman
Foundation Established in 1986
Focus on Historic Preservation since 2007

Presenter
Presentation Notes
Notes:  Marion Stedman Covington was born and raised in Asheboro.  Her father was a textile manufacturer and the founder of the Stedman Corporation.  Attended Greensboro College for Women and Duke University.  In her later years she concentrated on voluntarism and philanthropy, with a particular interest in Historic Preservation.  Foundation founded in 1986 and supported a variety of arts, cultural, and health initiatives. Mrs. Covinton’s particular interest in Historic Preservation led the trustees of the Foundation following her death to shift the giving focus exclusively to Historic Preservation.
 
Lots of grants to help local history museums preserve and repair their house museums, but grants also given for archival supplies and equipment to preserve collections.  Scale: $1,000 - $50,000.  The grant application process is somewhat simpler than what is required by Federal agencies, but still requires the same information and documentation. I have included a copy of the Covington Foundation Grant Guidelines in the Workbook.


http://www.mscovingtonfoundation.org/


Subject or Format Specific Non Profits



 
North American Railway Foundation

http://www.narfoundation.org


 
National Railway Historical Society

http://www.nrhs.com


 
National Film Preservation Foundation

http://www.filmpreservation.org/nfpf-grants

Presenter
Presentation Notes
Notes:  IF your project has a subject focus or deals with records in a specific format, you may find that there are foundations out there whose mission matches your needs.

Notes: The North American Railway Foundation and the National Railway Historical Society have given money over the years to support transportation museums, but they have also helped other repositories with significant railroad related collections, including buildings, artifacts and photographs.

Notes:  The National Film Preservation Foundation provides grants to restore and preserve historically important films.  Highly technical and very expensive, usually requiring a vendor.

Notes:  Other Foundations out there.  Good Hunting (on the Internet)

http://www.narfoundation.org/
http://www.nrhs.com/
http://www.filmpreservation.org/nfpf-grants


Writing Your Grant
First Steps:



 
Read the Grant Application—Carefully



 
Develop a Timetable to finish tasks and meet deadlines



 
The four grant writing Tasks for Federal Programs

1.  Contact a Program Administrator

2.  Prepare a draft Application (and a second draft?)

3.  Prepare a final version of the Application

4.  Submit Application via Grants.gov

Presenter
Presentation Notes
Notes:  The documentation accompanying Federal grant applications is extensive and can seem overwhelming at first.  However, a careful reading of the documents on the NEH, IMLS, or NHPRC web sites can save you time and keep you from making mistakes that may disqualify your institution, no matter how good your project may be.
 
Notes:  Writing a grant is like a home renovation project: when you think you know how long the project will take, you would be wise to immediately double that estimate.  You need to include in your timetable time to do the following tasks once you have defined your project internally.  1. Contact a program officer and get preliminary feedback on your project.  2.  Prepare a draft of the heart of the grant, the Project Narrative and the Budget and ask for a preliminary review.  3.  If necessary, prepare a second draft.  4. Prepare the final draft of the grant, collect all supporting documents such as resumes, letters of support, and affidavits (boilerplate) in electronic formats (may mean scanning letters and documents).  5. Sit down and submit the grant through Grants.gov.  To develop a realistic timetable, work backwards from the submission date.
 
Notes:  To allow time to prepare a grant to a Federal agency I would advise reserving four months at a minimum, but more time if possible to allow time for rewriting narratives and recalculating budgets based on feedback from program officers. 




NHPRC: Establishing Contact
http://www.archives.gov/nhprc/NHPRC/



 
The Program Administrator: Your Best Friend



 
Notifying the SHRAB

Presenter
Presentation Notes
Notes:  As a sample of the process, please turn in your workbooks to the section containing NHPRC documents.  These documents can be found on the NHPRC page, on the National Archives web site.  http://www.archives.gov/nhprc/  To illustrate and demonstrate the grant writing process, we will assume that we are preparing an application for the Documenting Democracy program that I described previously.  On the NHPRC page, we click on the Grant Opportunities section which takes us to the list of Grant Programs offered.  We note that Documenting Democracy is the first program, so we open that page.  From here, most of the information that you will need to begin writing your grant is available. This the first document in your workbook, so lets take a look at this document.  
 
Notes:  After reading through the first section of this document, the Grant Program Description and determining that your project might be eligible for a grant, you should read through the rest of the document to familiarize yourself with the process.  Take notes and highlight statements and requirements you don’t understand.  Don’t be intimidated!  Grant writing is hard work but doable if you remember to split the process up into smaller tasks and know where to go for help.  OK, so the first thing we need to know is who we approach to find out if your project rally does fits the grant program’s purposes and whether you are eligible.  If we scroll down through the sections of this document, near the end we find your savior and what he suggests you should do to get started.
 
Notes: Alexander (Alex) Lorch who has provided his e-mail address and direct phone number: a very friendly, smart, helpful person. I would suggest sending Alex an email that provides him with an overview of your project, tells him something about your institution and its holdings, and asks him whether you would qualify as an applicant for a grant under the terms of Documenting Democracy. I would keep this e-mail brief, no more than one page.  He may answer you and ask for further information, but after this exchange of e-mails and phone calls, assuming that your project meets the grant program’s requirements, you will have a general idea how to proceed.  More importantly, by starting early and asking for guidance, you will have established yourself as a serious grant writer who wants to succeed. 
 
Notes:  Listed below Alex’s contact information is some of the services he may provide:
Advise the applicant about the review process;
Answer questions about what activities are eligible for support;
Supply samples of successful applications;
Read and comment on a preliminary draft. Applicants should submit a draft at least 2 months before the deadline.

Finally, NHPRC advises grant applicants at the beginning of the process to contact their State Historical Records Advisory Board about their intentions to apply for an NHPRC grant.  This is because NHPRC funds the SHRAB and asks its members to assist in preliminary reviews of grants.  This is the case in North Carolina. The Deputy Director of the NC SHRAB is the State Archivist, Sarah Koonts.  Therefore, if you receive positive feedback from the Program Administrator and decide to go forward with the application for the grant, I would let the State Archivist know what you are intending from the beginning.  Sarah or her staff may be able to help you in many ways. For example: another NC institution may be interested in submitting a similar grant and that chances for both would be improved through collaboration and the submission of a single application.
 


http://www.archives.gov/nhprc/


Writing the First Draft

Refer to: Documenting Democracy, Application and Submission 
Information

Application is divided into Four Parts:


 
Project Narrative



 
Project Summary



 
Supplemental Materials



 
Project Budget 

Presenter
Presentation Notes
Notes:  To teach you how to prepare the first, longest and most complicated part of the Grant, the Project Narrative, I want to compare what NHPRC is asking you do in the Application and Submission section of the Documenting Democracy description with the Sample Grant they provide on their web page.  This grant is found in the Workbook. NHPRC Application and Submission Information, Georgia Historical Society application: Essentials for Online Access and Education: EAD as Foundation. This a very complex grant proposal that lays out a plan for the Society to complete the transformation of finding aids from typed inventories, Word documents, and MARC records, to a standardized system of EAD encoded finding aids available electronically through a data base maintained by the Digital Library of Georgia or DLG.  To familiarize yourself with the nature of the grant, rather than read the entire Project Narrative, please turn to the Project Summary, which follows page 19 of the Project Narrative.  This section of the grant is written after you have completed the Project Narrative and abstracts the information contained there.
 
OK please read these three pages.




Project Narrative
Refer to: Documenting Democracy, Application and Submission 

Information

Six Numbered Sections:



 
Section 1: Project Overview, Significance, Institutional Info



 
Section 2: Work Plan. Methodologies, Marketing



 
Section 3: Products, Publicity, Evaluation



 
Section 4: Personnel



 
Section 5: Performance Objectives



 
Section 6: Financial Management of Grant Funds

Presenter
Presentation Notes
Notes:  Redundancy Problem!  National Significance, ways to interpret: famous as in renowned, but sometimes better to argue unique. Please note that you will be asked to reference your institutions foundational documents over and over.
 
From “Application and Submission Information:”

Before we go through the Georgia Historical Societies Project Narrative, let’s try to understand what the NHPRC wants:
 
Project Narrative
The Project Narrative is a description of the proposal. It should be no more than 20 double-spaced pages in 12-pt type formatted for 8.5 x 11 inch paper with standard margins. Please organize your narrative in these sections:
 
Begin with a brief overview of the project that shows how the records to be collected, processed, or preserved are of national significance and outlines the methods to be used. Potential applicants with collections primarily of regional or local significance should contact their State Historical Records Advisory Board about other potential funding options. Briefly summarize your organization's history, mission, and goals with an emphasis on its archival programs and records. Describe the nature and scope of your holdings and the percentage of your holdings that are available to researchers. Describe your access policies for public use of your holdings, including days and hours of operation. Explain the overall goals of the project and its relationship to your organization's mission and goals. Describe the materials that will be processed during this project, including the type of records, the quantity in cubic or linear feet, subject matters, formats, dates, and their historical significance. Be specific about the historical importance of individuals, events, organizations, and places documented by the records. Demonstrate for each collection why it should be processed at the collection, series, box, or folder level. Describe the current demand and the physical condition of the materials. Identify how you expect this project to change usage levels. Characterize the project's audience, and show how the activities proposed will improve public discovery and use of historical records, and increase public understanding of American history, culture, and the national experience.
 
Provide evidence of planning and a realistic scope of work for the project. Outline each stage of the planned work, describing each
     activity and clarifying complex work plans with a time chart identifying the personnel required for each activity (in the supplemental materials). Describe your current or proposed accessioning and processing methodologies and explain how they support the goals of  revealing hidden collections and preventing future backlogs. Detail the ways in which you plan to describe the materials. Explain  what preservation treatments are necessary. Indicate if you plan to digitize selected materials as part of the project. Describe how you will publicize the results, including the submission of catalog records and finding aids to national databases, websites, and press releases. In all cases, refer to the standards you intend to use to ensure the best results and measure productivity.  If including item-level preservation or digitization in the project, specify cost estimates for these items in this section or in detailed charts in the supplemental materials.
 
Describe the products you plan to produce for the completed project. This includes collections or records management materials, catalog records, archival finding aids, and related publicity materials. Applicants should contribute MARC records to appropriate national bibliographic utilities and use Encoded Archival Description (EAD) to place finding aids on the Internet, unless other formats are more appropriate. Presentations at or papers for professional organizations may also be appropriate products for these projects. In addition, discuss methods your institution will use to evaluate the project (e.g., researchers' surveys or other methods).
 
For people named in the proposal, provide a narrative explanation of the skills and qualifications that will make this project successful. For those to be hired provide a short explanation of the necessary skills. Explain any special training planned for personnel. In the supplementary materials, provide a résumé of not more than two pages per person for all staff named in the project budget. For those staff or consultants to be hired for the project, provide job descriptions or call for consultants.

List four to six quantifiable performance objectives that will allow you and the Commission to evaluate the project as you submit interim and final reports. Performance objectives might include the number of collections or the volume of records processed and preserved, the number of MARC records and finding aids created or updated and made available electronically, or types of new procedures put in place to expedite access to collections.

Provide evidence of your institution's ability to follow the relevant federal financial and managements regulations if the project application were successful. In particular, address the nature of your financial management system(s). Please note how the system(s) track actual grant and cost share expenses in comparison with budgeted expenses. In addition, explain how your personnel and management systems track the amount of time staff and consultants would spend on this project.
 
Notes:  OK let’s turn to the Georgia Historical Society’s application to see how they handled these six sections.  Turn to the first page of the Project Narrative which follows the 3 pages of the Federal Form SF-424 which I will talk about later.
 
They call their first section Project Overview.  It consists of an introductory summary paragraph that tells the reader right up front what the GHS wants and why.  The second part is tilted About the GHS,  It begins at the bottom of the first page and then goes on for three pages describing the Society and its collections, including information about number of holdings, extent, and content (and by inference, significance as the reader is left with an understanding that these are large, comprehensive collections that include unique holdings such as the Gullah materials). Also note the list of services undoubtedly copied from the mission statement. Section concludes with a description, labeled Project Goals which is very skillfully written to show how this project fits into the organization’s strategic plan and the series of past NHPRC and IMLS grant that the GHS has received.  Let me emphasize that this connection to the current project with past grants validates in the reviewers’ minds the worthiness of the GHS and the value of its application.
 
They call their second section Project Scope.  It begins with an introductory paragraph on page 7 that states that budget reductions forcing the reduction of hours the reading room is open has freed up staff to work on providing online access to the collections.  This, they claim, helps mitigate the reduced access, although this argument is somewhat specious since putting finding aids online should actually draw more people to the reading room to use the collections. The introduction is followed by three parts.  The first labeled Work Plan is quite specific and clear about the order of the work to be undertaken and how each task fits into the completion of the project in the two year time frame.  This narrative is supported by a Gantt graph which submitted as a separate attachment.  The Work Plan states what work will be done on each category of finding aid and provides estimates of time needed, and provides a justification for outsourcing the marking up of one group of finding aids into EAD.  The part concludes with a description of work to link the finding aids after transfer to the DLG with external web sites used by students and researchers, and discusses publicity plans for the project as it proceeds.  The second part of Second Section is labeled GHS Accessioning and Processing Methodologies, and begins on Page 11.  It explains the adoption and implementation of a processing system developed under a previous Basic Processing NHPRC grant.  The Second Section concludes with a part labeled Outreach Plan on page 12.  This plan notes how the finding aids will be linked to articles in the online New Georgia Encyclopedia, and to the video productions Today in Georgia History that are first seen on television and then maintained on a web site available to students. Publicity regarding the progress of the project and the availability of web content will be disseminated through press releases, blog posts, and social media.
 
The third section of the project narrative is Grant Deliverables and Evaluation.  It consists of two paragraphs on page 14.  The first repeats statements regarding the number of finding aids to be converted to EAD and the total number of finding aids that will be available on line through the DLG and the ArchiveGrid, the OCLC product that replaced RLIN database for manuscript collections when OCLC took over RLG.  There is also a short and inadequate paragraph on evaluation which I am surprised was not flagged for improvement by NHPRC staff and their reviewers.
 
The fourth section begins at the bottom of page 14 and is labeled Project Personnel.  It is divided into two parts: GHS Project Staff and Consultants.  It lists the key people who will carry out the grant and describes their skill sets, experience, and their specific roll in the grant project.  These written descriptions are supplemented by resumes that are submitted as appendices to the Project Narrative and Budget.
 
The fifth section labeled Performance Objectives is a list of interim goals, found on page 17, that will be referenced to measure progress in the interim reports that NHPRC requires grant recipients to submit.  They are really a restatement of the tasks and quantity of work that the GHS promised to complete.
 
The sixth section labeled Administration of Federal Funds begins on page 18.  It is a very succinct and well-written description of the GHS accounting arrangements for Grant administration.  It notes the use of segregated accounts to keep track of grant expenditures and the system for paying vendors and submitting requests for payment to the Federal Government.  It includes with brief description of the staff involved and their functions.
 
In conclusion, this grant was funded because the grant writer carefully read the grant guidelines provided by NHPRC, adopted the overall organizational scheme suggested, and prepared a carefully written document that did not exceed the stated space limitations, and including all the pertinent information asked for in a stylistically readable whole.  In short, the purpose of the request was well presented in a logical and coherent narrative. 




Project Summary
Contents:


 
Purposes and Goals of the Project



 
Methods



 
Summary of Plan of Work for Grant Period



 
Products to be Completed during Grant Period



 
Names, Titles, Institutions, Phone Numbers and 
E-mail Addresses of Project Manager and Key 
Personnel



 
Performance Objectives

Presenter
Presentation Notes
Notes:  The Project Summary is found on three pages following the grant narrative.  We have already read through this document.  It clearly should be written after the Project Narrative as it abstracts and reduces the information from the longer, more extensive document.  It is used by NHPRC as an executive summary for preparing press releases and administrative documents.




Supplemental Material


 
Resumes of Key Staff identified in Project Narrative



 
Position Descriptions for staff to be hired with Grant Funds



 
Your institution’s Mission Statement (supplemented with 
Strategic Plan



 
Your Institutions written Policy and Procedures

1.Collection Policy

2. Processing Manual or Written Guidelines

3. Preservation Policy and Procedures

4. Reading Room Policies and Procedures



Supplemental Material (cont’d)


 
Work Plan graphs and charts to supplement Project 
Narrative



 
Examples of Finding Aids, MARC cataloging records, EAD 
cataloging records



 
Statements of Commitment from Project Partners



 
Statement of Support from Professionals and Administrators 
with a Direct Interest in the Project

But note the Limit on the number of pages!!

Presenter
Presentation Notes
Notes:  Resumes and position descriptions are self evident.  As stated this morning, your institution’s administrative documents will be required, so you better have up-to-date, well written, comprehensive documents ready.  Statements of commitment and support are usually in the form of letters on official letterhead.  They can be scanned and submitted as PDFs through Grants.gov.




Budget


 
Budget Narrative



 
Budget Forms



 
Budget Explanations, FAQs, cheat sheets, etc.



 
Apply for a Grant:  
http://www.archives.gov/nhprc/apply/



 
Grant Opportunities, Documenting Democracy 
http://www.archives.gov/nhprc/announcement

 /access.html

Presenter
Presentation Notes
Notes:  The Budget Narrative is short, concise explanation of the material presented on the Budget Forms.  In particular it explains and emphasizes the justification for certain expenditures, the sequence of expenditures and, in general, the relationship of the budget to the project’s work plan as spelled out in the Project Narrative.  The Budget Narrative is a summary document that should be prepared after the Budget Forms are completed, and you should be sure that all expenses defined in the Project Narrative are explained in the Budget Narrative and accounted for in the Budget.  
 
Notes:  So let’s take a look at the NHPRC Budget form, a copy of which is included in your Workbook (last document).  So, there are fourteen pages here; but before we all start to freak out, let’s see what’s really required.  Please notice that the first 12 pages are divided into 4 page sections, allowing you to account for expenses in one year, two year, or three year projects.  That is, you simply are asked to divide your expenses by year, related to the projects progress as expressed in your work plan and accompanying charts.  The last 2 pages of the form are Section B where summarize the expenses for the whole budget.

Notes:  after filling in your institutional information at the top of the page, a process that you will repeat for each year of your project, you will see that the form asks you to account for expenditures in eight categories (No. 8 and No. 10 simply record totals)  
In preparing the budget, please follow the suggestions below in each of the categories (and when in doubt, as your Program Administrator, Alex Lorch):
 
Salaries:   List each staff position and compensation that will be charged to the project and show the percentage of time each staff member will devote to the project. Indicate which positions are to be filled for the proposed project and which personnel are already on the staff of the applicant institution. Grant funds may be used to pay the salaries of only those individuals actually working on the project. You may count the time provided to the project by advisory board members.
 
Fringe Benefits:   Include employee benefits using your organization's standard rates. No separate benefits should be included for positions that are computed at a daily rate or using honoraria.

Consultant Fees:   Include payments for consultant services and honoraria. Provide justification for large or unusual consultant fees. List consultant travel expenses in the "Travel" category. 

Travel:   Include transportation, lodging, and per diem expenses. The NHPRC does not fund staff travel to professional meetings unless the travel is essential to accomplish the goals of the project.

Supplies and Materials:   Include routine office supplies and supplies ordinarily used in professional practices. Justify the cost of specialized materials and supplies in a supplemental budget narrative.  Be sure to quote prices from current catalogs.  For computer equipment, get written description and price from vendor (Dell, Epson, etc.)
 
Services:   Include the cost of duplication and printing, long-distance telephone, equipment leasing, postage, contracts with third parties, and other services that you are not including under other budget categories or as indirect-cost expenses. The costs of project activities to be undertaken by each third-party contractor should be included in this category as a single line item charge. Include a complete itemization of the costs in a supplemental budget narrative.

Other costs:   Include costs for necessary equipment above $5,000, stipends for participants in projects, and other items not included in previous grant categories. The NHPRC does not provide grant funds for the acquisition of routine equipment such as office furnishings, shelving, and file cabinets, but we may provide grant support for the purchase of technical equipment, such as software, computers and peripherals, essential for a project.
 
Total Direct Costs:  These fields will self fill

Indirect Costs:  This is a very complicated and controversial subject.  Indirect costs are overhead: administrative salaries and benefits Office of Special Programs, Office of Special Accounting), the costs of maintaining buildings where you work, the costs of the technological infrastructure, etc.  In small, private institutions such as historical societies this is less of a problem because the size and scale is much smaller.  That is, you are probably not paying interest on bonds that supported the construction of a parking garage.  Therefore NHPRC allows you to declare a rate of 10% up to $5,000 per year in indirect costs which NHPRC will pay.

This is a much bigger problem for large institutions.  On the campuses of the UNC system, each university has negotiated a Facilities and Administrative rate (F&A) with a Federal Agency.  ASU’s current rate, negotiated with the department of Health & Human Services is 31.89 percent!!  This means that if ASU applies for a grant totaling $200,000 with a 1 to 1 or 50% match $64,000 will have to be turned over to the University to pay the F&A cost.  What this means is that 2 out of every 3 dollars being requested from NHPRC would go to pay the Indirect Costs.  The grant would probably fail.  Instead, if the Special Collections in the Library won an NHPRC Documenting Democracy Grant, the Director would probably sit down with the University Librarian and pose the question: Is the Library able to transfer back to the University a large sum of money from (lapsed salaries for example) to pay at least half of the F&A? 

Total Project Costs:  These fields will self fill.


http://www.archives.gov/nhprc/apply/


Submitting Your Application
www.Grants.gov



 
The Grants.gov

 
website: purpose



 
Registration



 
Adobe 8.1.3



 
Choosing the Grant Program

http://www.archives.gov/nhprc/apply



 
Filling Out SF-424

Presenter
Presentation Notes
Notes:  The Grants.gov web site is a portal allowing individuals and institutions to submit applications for assistance in the form of grants from Federal Government departments and agencies. Before Grants.gov, each agency had a specific set of rules for preparing and submitting applications.  When the applications were completed for NHPRC, you had to make 26 copies and ship them to DC via FedEx.  Grant.gov has meant that all applications can be submitted electronically—no more killing trees!  Many of the forms are self filling, and the budget forms include calculators to eliminate or at least reduce mathematical errors.  Finally, Grants.gov standardized the grant application process allowing the government to more easily track, monitor, and statistically analyze the distribution of funds from a wide variety of programs: the National Science Foundation, the National Endowments for the Arts and Humanities, etc.  Standardization is accomplished mainly by having everyone applying for a grant fill out the same document, the SF-424 Application for Federal Assistance.
 
1. You begin by going to Grants.gov and registering yourself and your organization as Grants.gov users.  2. Download and install the free Adobe Reader 8.1.3 which will allow you to view and fill out Grants.gov application forms. 3. Once registered you can find and apply for grant opportunities by selecting the agency and the particular program you are interested in.  Because I was looking for a particular NHPRC program, I started at the NHPRC web site where there are links to Grants.gov and other useful information.
 
Notes:  Workbook:  Form SF-424  Before you open the SF-424, determine if you are applying as an individual. If so, check the box on the Grant Application Package marked "I will be submitting applications on my behalf, and not on behalf of a company, state, local or tribal government, academia, or other type of organization." 

Select the SF-424 from the menu then click the Open Form button. 
All submissions are considered a New Application (question 1 and 2). Questions 3-7 will be filled in automatically (or left blank intentionally) by Grants.gov.

Applicant Information:   In Section 8, please supply the name of the applicant organization, address, employer/taxpayer identification number (EIN/TIN), and DUNS number of the applicant. (If applying as an individual, enter your name in item 8(a) and your social security number in item 8(b). Item 8(c), Organizational DUNS, is auto-filled.)
 
All institutions applying to federal grant programs are required to provide a DUNS number, issued by Dun & Bradstreet, as part of their application. Project directors should contact their institution's grant administrator or chief financial officer to obtain their institution's DUNS number. Federal grant applicants can obtain a DUNS number free of charge by calling 1-866-705-5711. 

If the project is going to be undertaken by an organizational unit of a larger institution, please provide that information is 8 (e). In the next subsection 8 (f), please list the Project Director and relevant contact information. The Project Director is the individual who will manage the day-to-day operations of the project and serve as contact with the NHPRC. Section 9 will provide a drop-down menu of Applicant Types. Please select the most appropriate categories. (If applying as an individual, Select P. Individual, from the drop-down.) Sections 10-12 will be filled in automatically by Grants.gov. Ignore Section 13. Please list in Section 14 the geographic areas affected by the project. 

Project Information:   Provide the title of your project in Section 15. Your title should be concise, substantive and informative to a non-specialist audience. ��In Section 16 (a), list the Congressional District where the applicant is located. If, for example, it is located in the 5th Congressional District of New York, put a "5" in the box. In section 16(b), list the primary Congressional Districts served by the project; you may use up to six alphanumeric characters to represent ranges of districts. You may attach a list of additional Districts to the next box. ��List the starting and ending dates for your project in Section 17. All NHPRC projects start on the first day of the month and end on the last day of the month.

Budget Information:   Section 18 requires applicants to provide estimated total project costs with projected levels of support. To accurately estimate these costs, you should first prepare a full budget (see instructions).

Executive Order 12372: Section 19 requires applicants to determine whether or not their application is subject to State review under Executive Order 12372. A table of contact information for the respective State offices is available at the White House Grants Management - Intergovernmental Review (SPOC List) page.

Authorities, Representations, and Signatures:   Provide, in section 21, the contact information for the Authorized Organization Representative (AOR) who is submitting the application on behalf of the institution. This person, often called an "Authorizing Official," is typically the president, vice president, executive director, provost, or chancellor. In order to become an AOR, the person must be designated by the institution's E-Business Point of Contact. For more information, please consult the Grants.Gov user guide, which is available at: http://www.grants.gov/CustomerSupport. (If applying as an individual, repeat your personal name and contact information in item 21. You are the Authorized Representative.) 

http://www.grants.gov/
http://www.archives.gov/nhprc/apply


Grants.gov: Mandatory Documents for 
Submission

Grants.gov
 

Lobbying Form
Assurances for Non-Construction 

Programs (424B)
Attachments: Must be in PDF 

Format

Presenter
Presentation Notes
Notes: The attachments are the documents that you have labored so long and hard to produce that make up the actual grant.  They need to be in the PDF format, so remember to convert your Word and Excel spreadsheets first.  If you need help, there is a list of PDF Converson Programs on the Grants.gov web site.  Because they are submitted as attachments, you should be careful to submit them in the order that the agency requests.  For example, NHPRC wants you to send the documents in this order:
 
Project Summary
Project Narrative
Participants' Résumés and Job Descriptions
NHPRC Budget Form
Budget Overflow Document
Budget Narrative
Appendices




Help is on the Way
The Foundation Center
http://www.foundationcenter.org

Purpose
Programs
Local North Carolina Libraries

Presenter
Presentation Notes
Notes:  Established in 1956 and today supported by close to 550 foundations, the Foundation Center is the leading source of information about philanthropy worldwide. Through data, analysis, and training, it connects people who want to change the world to the resources they need to succeed. The Center maintains the most comprehensive database on U.S. and, increasingly, global grantmakers and their grants — a robust, accessible knowledge bank for the sector. It also operates research, education, and training programs designed to advance knowledge of philanthropy at every level. Thousands of people visit the Center's web site each day and are served in its five regional library/learning centers and its network of 450 funding information centers located in public libraries, community foundations, and educational institutions nationwide and beyond.
 
NORTH CAROLINA:  TEN CENTERS
 
Brevard: Transylvania County Library, 212 S.
Gaston St. (828) 884-3151
 
Chapel Hill: Chapel Hill Public Library,
University Mall, 201 S Estes Dr.
(919) 942-4026
 
Charlotte: Charlotte Mecklenburg Library, 310
N. Tryon St. (704) 416-0101
 
Durham: Durham County Public Library, 300
N. Roxboro St. (919) 560-0100
 
Flat Rock: Blue Ridge Community College,
Small Business Center, 180 W. Campus Dr.
(828) 694-1779
 
Greensboro: Greensboro Public Library, 219
N. Church St. (336) 335-5430
 
High Point: High Point Public Library, Business
Research Services, 901 N. Main St.
(336) 883-3670
 
Jacksonville: Onslow County Public Library, 58
Doris Ave. E. (910) 455-7350
 
Raleigh: Nonprofit Resource Center, Olivia
Raney Local History and Research Library,
4016 Carya Dr. (919) 250-1229
http://www.wakegov.com/libraries/research/specialcollections/nonprofit.htm
 
Wilmington: New Hanover County Public
Library, 201 Chestnut St. (910) 798-6301
Winston-Salem: Forsyth County Public Library,


These libraries coordinate the Foundation Center’s activities:  publishing books and offer training courses, both online and in the classroom at various levels, to help you learn to write grant proposals that are more likely to succeed. 

Week-Long Training Course  ($795)
Full-Day Classroom Training Courses  (Proposal Writing, Budget, $195)
Basic Classroom Training Courses (Free)
Online Training Courses  (Comprehensive Course, $195)
Online Guides and Tutorials  (Free)
Webinars 


http://www.foundationcenter.org/


Questions? Contact Information
PowerPoint Presentation will be available on the SHRAB web 

page:

http://www.history.ncdcr.gov/SHRAB/default.htm

Thank You and Good Luck!
Hal Keiner

 
keinerhc@appstate.edu

Andrea Gabriel   andrea.gabriel@ncdcr.gov

http://www.history.ncdcr.gov/SHRAB/default.htm
mailto:keinerhc@appstate.edu
mailto:andrea.gabriel@ncdcr.gov
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