






Louisiana Endowment for the Humanities 


INSTRUCTIONS ON GRANTEE 


ACCOUNTING AND REPORTING 


for Louisiana Publishing Initiative Grants


Project directors should read these materials BEFORE any grant activities take place or grant costs are incurred. These instructions for grantee accounting and reporting represent a compromise between the LEH’s need to obtain accurate evaluations and fiscal information, and the need for procedures to be as clear and simple as possible.  If the project director has any questions about the use of the reporting forms or doubts about the method of accounting, please contact your program officer and he or she will clarify your uncertainties. 





Instructions to Grantees: Accounting and Reporting Reporting





I.   Payment Request Form A: An initial payment of 25% of the total grant award will be made to grantees upon receipt of a signed Award Letter, a signed Grant Agreement and the commencement of the grant term.  ALL conditions, if any, placed on the grant (found on the first page of the award letter) must be met prior to receiving the first payment.  Form A must then be completed for the second and final payments. Form A will be explained below. 





II.   Interim Narrative Report Form B: An interim narrative report on the progress of the project should be submitted anytime between the 5th through 7th month of the grant period. The report should be submitted along with Payment Request Form A. 





III.   Final Narrative Report Form C: A final narrative report on the manuscript, its contribution to scholarship, and the possibilities of publication must be completed and submitted to the LEH at the completion of the manuscript. It is NOT necessary to wait for the book to be published before closing the grant, unless project funds were used for publication subvention. Payment Request Form A should also be submitted with these materials. 





IV.   Independent Evaluator Form D: The LEH requires all grants to be evaluated by a scholar who is not part of the project or employed by the same organization as the project director. For manuscripts, evaluations may come from readers’ reports or by the reader completing Form D. For a publication subvention, two book reviews should be submitted for the evaluation. In the event this is not possible, an independent reader should complete Form D.


Accounting Procedures


Because the LEH operates with funds granted through the National Endowment for the Humanities, all recipients of LEH awards must preserve all project receipts for THREE YEARS following the grant’s official completion.  Remember that the LEH reimburses actual costs incurred during the project.  The following procedures will help you track on-going expenditures during the project and complete the budget summaries required on Payment Request Form A at each payment period.  The LEH must in turn account to the NEH for your grant funds.  We urge you to be as accurate and clear as possible.


A. Keep track of all funds received from the LEH and all grant expenses.  Collecting bills and receipts in a folder will simplify record keeping and final reporting.


B. Keep a record of each check written together with a copy of the bill paid. Each time a check is written, record the date, the check number, the name and service of the recipient, and the amount.  The LEH does not need to receive original receipts or copies of receipts for reporting procedures.


C. Grantees are required to retain all documentation (bills and receipts) for three years after the close of the grant.  All grants are subject to audit.


D. Use the information you have gathered to complete Payment Request Form A at the following points in the grant process:


a.   Interim Budget Summary: Complete column 1 and 2.  Column 1 should reflect the exact budget breakdown submitted to the LEH in the application, or the revised budget if there were any conditions placed on the grant.  Column 2 should breakdown how the first payment funds were spent.  If first payment funds are used as the personal stipend, the entire sum should be placed in honoraria in column 2.  Amount Requested should be 50% of the total grant award amount.


b.   Final Budget Summary Report: Complete column 1 as done previously. Column 2 should reflect all LEH funds spent, including those funds not yet received (what will be received in the final payment).  Columns 3-5 should also be completed at this time.  Amount requested should be the remaining 25% of the grant or less (if not all LEH funds were needed to complete the project). 


Note: Louisiana Publishing Initiative grants DO NOT require a fiscal agent or sponsoring organization.  Since grant funds are paid directly to the grant recipient, you will be required to pay personal income taxes on the award amount.  A 1099 form will be sent to you at the beginning of the year following the grant award year.  If you have been awarded an LPI grant for a publication subvention, you were required to have a sponsoring organization and fiscal agent. Speak to your assigned program officer to learn more.  


Payments


I.  First Payment: Your first payment, or 25% of the total amount awarded, will be sent to you as soon as the Louisiana Endowment for the Humanities receives the signed award letter AND grant agreement.  Any and all conditions (if you have any) found on the first page of your award letter must be met prior to receiving your first payment.  


II.  Second Payment: In order to receive a second payment, or 50% of the total amount awarded, the LEH must receive the following materials no later than 5-7 months after the grant award date (found on your award letter):


A. Payment Request Form A


B. Interim Narrative Report Form B


III.  Final Payment: The final payment, or the remaining 25% of the total award amount, is sent when the following materials have been satisfactorily submitted to the LEH:


A.  A completed manuscript.  If a photodocumentary, this should also include 20-25 slides (or on CD-ROM, at least 400 dpi and 4x5 in size) of the images to be included in the manuscript.


OR


B.  Five copies of the published book if funds were used for subvention publication.


AND


C. Payment Request Form A


D. Final Narrative Assessment Form C


E. Independent Evaluator Form D or at least 2 book reviews from reputable critics.


F.  A manuscript (~3000 words) or photographic essay suitable for magazine publication.


Program & Budget Changes


All changes in the scope or objectives of a project, the major personnel (project director or major scholars) or the duration of the project must be submitted for prior written approval.  Written approval must also be obtained before subcontracting or transferring substantive project work. 





Prior written approval must also be obtained for budget changes that involve the addition or deletion of budget items or the inclusion of costs that were specifically disallowed by the terms of the grant award.  Other than these exceptions, regrantees are not restricted from transferring funds among direct cost categories, provided the scope or objectives of the project are not changed.


Required Publicity Procedures


The Louisiana Endowment for the Humanities grant guidelines require that ALL projects receiving LEH funding publicly acknowledge the Louisiana Endowment for the Humanities as the sponsoring organization.   





The LEH logos on the attached reproduction art sheet should be prominently displayed on all materials (posters, flyers, brochures, web site, banner, press release, etc.) that publicize the LEH funded project. Electronic versions of the LEH logo may be found on our website, � HYPERLINK "http://www.leh.org/html/downloads.html" ��http://www.leh.org/html/downloads.html�.





The following acknowledgement is the standard form upon publication of the manuscript or photodocumentary: 





This book has been made possible through a grant from the Louisiana Endowment for the Humanities, a state affiliate of the National Endowment for the Humanities. 





The opinions expressed in this book do not necessarily represent the views of the 


Louisiana Endowment for the Humanities of the National Endowment for the Humanities. 





The acknowledgement, or as much of it as the press will print, should be placed in at least one of the following locations of the publication:


The dust jacket of the book.  � HYPERLINK "http://www.leh.org/html/downloads.html" ��The LEH logo should also be included in this location�.


On the copyright page of the book.


In the acknowledgments section of the book.


While the LEH does not require a published product in order to close the grant, except for LPI projects using the funds for subvention publication, all terms of the grant agreement will not be complete until 5 copies of the book are submitted to the LEH upon publication.








For more information, contact: 


Rachel Norman, � HYPERLINK "mailto:norman@leh.org" ��norman@leh.org� • 504.620.2479


Walker Lasiter, � HYPERLINK "mailto:lasiter@leh.org" ��lasiter@leh.org� • 504.620.2631


Erik Charpentier, PhD, � HYPERLINK "mailto:charpentier@leh.org" ��charpentier@leh.org� • 504.620.2478


John Kemp, � HYPERLINK "mailto:kemp@leh.org" ��kemp@leh.org� • 504.620.2481








