








Louisiana Endowment for the Humanities 


INSTRUCTIONS ON GRANTEE 


ACCOUNTING AND REPORTING 


for Teacher Institutes for Advanced Study


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


INSTRUCTIONS TO GRANTEES: ACCOUNTING AND REPORTING





I. Suggested Accounting Procedures: 


Upon notification of your award and receipt of your initial payment from the Louisiana Endowment for the Humanities, a separate or sub-account should be set up distinct from other monies administered by the sponsoring organization.  Additional payments from the LEH should be deposited immediately upon receipt.  ALL disbursements made by the grantee from project funds should be by CHECK.  This account will be the source document for the grantee’s record keeping. 





II. Required Record Keeping: The grantee shall record and document project expenses for outright and matching funds, as well as both cash and in-kind cost share. Every check written should be supported by a receipt or by a voucher illustrating the services, goods or facilities provided.  The receipt should be marked PAID and the check number and budget category noted (i.e. salaries, office supplies, publicity). The invoice or receipt should be maintained in a file, and the reason for the expenditure should be noted on the check stub.  Remember that the LEH pays only actual costs for travel, per diem, etc. At the 1) interim point in the project and at the 2) completion of the project, the collected financial data will provide the figures for the budget summary of the Payment Request Form A, explained below. 





The National Endowment for the Humanities requires that these financial records (invoices, cancelled checks, and check stubs) be maintained by the sponsoring organization for 3 YEARS after the submission of the final financial report to the LEH. The LEH DOES NOT need the complete financial records of the project; the LEH only requires a truthful accounting of spent funds on Payment Request Form A.  The LEH is audited annually, and project records must be made available to the LEH and NEH upon request. 





III. Program & Budget Changes: All requests for changes in the scope or the objectives of a project, the major personnel (project director, major scholars or guest speakers), or the duration of the project should be submitted to the LEH 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, the inclusion of costs that were specifically disallowed by the terms of the grant award, the transfer of funds allotted for training purposes (such as participant stipends), and the transfer of funds that were budgeted for direct costs to absorb increases in indirect costs or indirect-cost type items. 








Requests for any of the changes mentioned above must be submitted in writing.  A written response approving or denying the request will be submitted in return by the LEH. Other than the exceptions listed above, regrantees are not restricted from transferring funds among direct cost categories, provided the scope or objectives of the project are not changed. 





IV. Reporting Forms: The following section describes the reporting forms used by the LEH to evaluate the fiscal administration of your grant and to assure the humanities content is as described in the final approved application.


A. Payment Request Form A: An initial payment of $1500 for printing and publicity 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. 


A second payment equal to 75% of the total award will be made upon full enrollment of the institute (20 teachers).  A roster containing the full name, address, phone number, email address, school, school parish, and courses taught for each teacher must be submitted to the LEH program officer in order to receive the second payment. 





For the final payment request, LEH Amount Expended should reflect ALL monies spent, including the remainder of the 25% payment yet to be received.  Please note: If expenses are less than what was budgeted for under LEH Amount Awarded, LEH Amount Expended on the final payment request may be LESS than LEH Funds Awarded. LEH Amount Expended can NEVER exceed LEH Funds Awarded. For Final Report Only must be completed, summarizing the financial data for Applicant Cost Share Expended, both Cash, In-Kind and Gifts, in its appropriate columns (3 -5) and categories.  Amount Requested should be the remainder of the 25% of LEH funds needed to complete all payments for the project, as it reflects the categories in the approved budget. 





B. Expenditure Report Form B: Check stubs and cancelled checks or grant expense reports from university accounting offices will provide the information for filling out Form B.  The form is completed by simply listing (in numerical sequence), each check written for expenses paid from the LEH outright, or gift and match funds. The Description column must contain a brief explanation of the expenditure. The Budget Category column entry must be from one of the approved categories appearing in the original budget.  The Amount column documents the amount of the check. The Final Expenditure Report should detail both checks previously released and checks to be written to pay remaining obligations (definite obligated amounts).  The Final Expenditure Report is cumulative and should list all expenses throughout the grant term charged to LEH outright. 





C. Teacher Institute Evaluation Form – Form C: Project directors must duplicate the enclosed Teacher Institute Evaluation Form or use this form to create one capable of gathering the statistical information the LEH seeks, while also encouraging an objective assessment of the program’s strengths and weaknesses. These forms must be distributed to ALL participating teachers satisfactorily completing the institute. These teacher evaluations MUST accompany the final report.  Project Directors will want to add further questions in order to evaluate the content of the institute and to assess the impact of their programs. 





D. LEH Program Evaluation Report – Form D: The LEH requires all Public Humanities Grants to be evaluated by an independent evaluator. A Final Payment cannot be released by the LEH until the Independent Evaluator’s Report has been submitted. Independent Evaluator funds should not be released until AFTER the completed evaluation report has been submitted to the project director. 





E. Final Evaluation Report – Form E: This report is to be completed by the project director at the conclusion of 


the project and should detail audience statistics.  The information compiled for this final evaluation provides data required by the National Endowment for the Humanities. The LEH also uses this information to evaluate its own program and in the development of future programming for the state. 





The second section of the Final Evaluation Report requires the project director to write a narrative report critiquing the topic, format, humanities scholars, resource personnel, logistics, promotion and administration of the grant.  This report should also deal, quite specifically, with the humanities content and the humanities scholar(s) involvement in the program.  The narrative evaluation should address whether an understanding of the topic was furthered, what impact the project had on the public at large and whether stated project goals were achieved. In other words, the Institute Director is being asked to honestly reflect on and critique the institute, including his/her own performance.   


V. Project Director’s Final Report Packet: This packet must be received by the LEH no later than August 31.  To complete the final evaluation of the program, project directors are required to submit the following forms:


A. Payment Request Form A 


B. Expenditure Report Form B 


C. Teacher Institute Evaluation Form C (all participating teachers) 


D. Program Evaluation Form D (Independent Evaluator’s report) 


E. Final Evaluation Form E (statistical and narrative) 


F. Publicity samples and promotional materials, including 30 copies of brochure 


G. Photographs to document and support the narrative, if available 


H. Lesson plans, website URL, etc. created from the institute





VI. IRS Tax Form 1099: When humanities scholars or project consultants receive more than $600 in payments, the sponsoring organization must file 1099 forms with the IRS. The project director is responsible for distributing these tax forms to participants who qualify under this revenue clause. 





VII.  Common Reporting Errors: The following are examples of mistakes made when grantees report during or at the conclusion of a grant:


A. Failure to include the LEH Program Evaluation Form (Independent Evaluator’s report) can lead to long delays.  To avoid this time-consuming situation the LEH suggests that this report be obtained BEFORE the evaluator receives payment for their participation in the program. 


B. Failure to answer accurately the requested information will also lead to lengthy delays. For example, when reporting what humanities were involved in a project and how these disciplines were applied, a list (i.e. art, history, sociology) does not suffice. 


C. Failure to include all necessary signatures (Fiscal Agent, Authorizing Official, Project Director) always results in time lost through the mailing and re-mailing of materials. 


D. Failure to document staff time and expenses accurately might lead to unwitting falsification of documents since this information is almost impossible to recreate with complete accuracy. 


E. The failure to provide samples of publicity and promotional materials places LEH staff in the position of requesting this information of the project director after the final report has been received in our offices.  The final payment must be held until these materials are received. 


F. The reimbursement of estimated rather than actual costs leads to delays in closing out the grant.  This is in violation of the LEH guidelines and the signed award agreement. The final report must reflect ACTUAL expenditures.


VIII.  Required Publicity Procedures: The LEH grant guidelines require that ALL project publicity (whether paid for with LEH funds or not) acknowledge the LEH as the sponsoring organization.  The LEH logos on the attached reproduction art sheet should be prominently displayed on ALL materials that publicize this 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�.


In news releases, brochures, films, newsletters and other publicity materials, the following format should also be included when space permits: 





This program has been made possible through a grant from the LouisianaEndowment for the Humanities (the local affiliate of the National Endowment for the Humanities) and the State of Louisiana. 





The National Endowment for the Humanities is reviewed annually by a congressional finance committee. For this reason, we urge you to make the following announcement at the end of each project activity: “If participants have found the program to be informative, they should write their Congressional representatives to inform them of the benefits they derived from the program.”


A. Soliciting Publicity


Call your local paper/TV/radio stations and ask who would cover your event.


Send the reporter a one-page fact sheet and follow-up with a personal call or visit.


Explain the significance of your project to his/her readers/viewers/listeners and ask how he/she prefers to receive news releases and media packets.


Provide the information in the venue and format specified by each reporter.


Keep in touch!





B. News Releases


Follow guidelines provided by the appropriate reporters.


Answer WHO, WHAT, WHEN, WHERE, WHY and HOW.  Keep it simple and follow an inverted pyramid style of presenting the information (most important data at beginning, lesser information at the end).


Be brief, concise, interesting, FUN and accurate.


Spell all names correctly, especially the reporter’s.


Date all material and provide contact phone numbers (where you can be easily reached).


Close all news releases with the LEH “boilerplate”: Once a simple granting agency distributing federal funds for educational projects, the LEH has grown and adapted to meet the increasing needs of a changing world.  A nonprofit, state affiliate of the National Endowment


for the Humanities, the LEH garners half of its funding from local sources.  Through generous grants and technical assistance to scholars and ordinary folk across the state, as well as reading and discussion seminars at public libraries, the LEH celebrates the culture of Louisiana by helping people tell their stories every day. 





C. Photographs


The LEH strongly encourages project directors to submit high-resolution digital photographs along with final report documents. These may be emailed to your program officer or submitted on a disc with the final report.


Fill the frame before shooting.


Get a few shots of crowds to indicate turnout, but avoid pictures filled with the back of participants’ heads.


Photograph regularly as the project develops, as well as during the actual public event. Try to get your images to convey the story of your project.





D. Media Packets


Consider developing a media packet filled with the following materials to more effectively present your project to reporters and editors:


Cover letter explaining project


Fact sheet (bulleted version of news release no more than one page)


Bios/resumes of all pertinent project team members


Photos (clearly identified on back of each with felt tip pen or label)


 Media clippings


Referral letters/letters of support


Sample questions the reporter could ask about the project





E. LEH Board Members and Elected Officials


LEH Board Members: Use the enclosed labels to notify board members of your project date.  You may send them copies of the news release, an invitation or a personal letter. It is important that these representatives of the LEH know about every project funded by the organization.


Elected Officials: Notifying your local and state legislators, as well as your Congressmen is also crucial. Funding for future projects depends on the continued support of our elected officials, both here and in Washington DC.  You will a find a list of US Senators and Representatives in this packet.  You had to identify you state Senators and Representatives to complete the initial grant application. If you do not remember who your legislators are, you can find out at � HYPERLINK "http://www.legis.state.la.us/" ��www.legis.state.la.us�.  Please help the LEH maintain communications with these influential people.





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











