Teacher Institutes for Advanced Study Grant
Preliminary Application Worksheet
Draft Deadline: September 1 
Final Deadline: October 1 (Before 11:59 PM)
To qualify for an award of $30,001 or more, the LEH requires that applicants submit a Preliminary Application at least four weeks prior to the final application deadline. LEH staff reviews Preliminary Applications, and applicants receive written recommendations to strengthen the proposal via email within two weeks after submission of the Preliminary Application. 

Preliminary Applications should consist of a completed narrative and budget request; ancillary documentation such as résumé sheets and letters of support is not needed at this phase. Applicants should consult LEH program and budget preparation guidelines while developing this draft, and are strongly encouraged to consult with the appropriate program officer to clarify any points of concern or uncertainty. 

Use this Preliminary Application Worksheet to develop your draft application for LEH staff review. Please note where responses to questions are character-limited. Final applications will be submitted online; the online application will be available on the LEH Web site four weeks prior to the final deadline date. 

Drafts should be submitted via email to the appropriate program officer. For program guidelines and personnel, visit http://www.leh.org/html/grants.html.   

Project Narrative

1. (2,500 characters) Organizational History – Provide a concise history of the sponsoring organization. Please include its MISSION and its most recent annual BUDGET. 

2. (5,000 characters) Project Description – Describe your project. First, list the GOALS of your project; then, describe its FORMAT.

3. Project Dates – e.g., 12/1/2010 – 6/30/2011. To comply with fiscal year reporting requirements, project activities may not extend beyond June 30 in any given year. If funded, these dates are subject to LEH staff approval.

4. (5,000 characters) Project Timetable – Outline your project’s ACTIVITIES, and provide a tentative SCHEDULE listing DATES and LOCATIONS for specific events. 

5. (5,000 characters) Humanities Content – Discuss how the HUMANITIES relate to your project. Name the specific disciplines and describe the critical, analytical and/or historical application of these disciplines, illustrating by specific example. This section is crucial.
6. (5,000 characters) Connection To Curriculum – It is crucial that all-LEH supported Teacher Institutes be of explicit relevance to teachers’ everyday classroom responsibilities. Visit the website of the State Department of Education to consult the Louisiana Comprehensive Curriculum’s Grade Level Expectations (GLEs) for the teachers targeted by the proposed institute. List the specific GLEs your institute will address, illustrating by specific example.
7. (2,500 characters) Expected Impact – What are the short- and long-term EFFECTS you hope your project will have?

8. (5,000 characters) Supplemental Materials – Will any SUPPLEMENTAL MATERIALS be created to accompany the project (e.g., Web sites, bibliographies, websites, study guides, posters, etc.)?

9. (5.000 characters) Scholars and Consultants – List by NAME and QUALIFICATIONS the humanities SCHOLARS, and key consultants involved in this project. Define the ROLE each will play in the project. Applicants are strongly encouraged to partner with district curriculum supervisor(s) in project planning and implementation.
10. (5,000 characters) Audience – Describe your target AUDIENCE, including grade levels taught by targeted teachers and districts served.
11. (5,000 characters) Promotion – Describe your plans to PROMOTE your project to your target audience. Have you already contacted school districts for assistance in project planning?
12. (5,000 characters) Supplemental Materials – Will any SUPPLEMENTAL MATERIALS be created to accompany the project (e.g., Web sites, bibliographies, study guides, posters, etc.)?

13. (5,000 characters) Evaluation – Describe your plans to EVALUATE the extent to which your project succeeds in fulfilling its stated goals. Obtaining an INDEPENDENT EVALUATOR to assess the project’s strengths and weaknesses and complete the LEH Independent Evaluator’s Report is required. The chosen Independent Evaluator’s credentials should demonstrate expertise relevant to the content and format of your project. The LEH recommends that up to $200 be budgeted as a stipend for Independent Evaluators on Teacher Institutes for Advanced Study.
Budget Summary

14. Budget Summary – Upload a completed LEH BUDGET SUMMARY FORM http://www.leh.org/grants/app_budgetform.xls. Itemize requests in each category, demonstrating unit cost.
Detailed Budget Breakdown 

The LEH requires a detailed breakdown of your budget summary to fully analyze the implementation plan for the grant. 

15. (5,000 characters) Budget Narrative – Use this space to:

· List by name and function all key project staff, humanities scholars, and consultants involved in your project; indicate payment and services for each.

· Explain or justify any unclear line items in your budget form.

· Itemize costs for books, fees, stipends and any other costs incurred per participant. 

· Distinguish between cash and in-kind cost share items.

Materials Required for Final Application Only

· Background information on the Project Director, Fiscal Agent, and Sponsoring Organization and Authorizing Official, including complete contact information; LEH grant history; legislative districts; nonprofit status (the sponsoring organization’s Tax ID number, and/or a copy of its IRS determination letter; if a new organization, a letter signifying application for nonprofit status is required); etc. Please note that the Project Director and Fiscal Agent cannot be the same person.
· Completed, signed LEH résumé sheets (http://www.leh.org/grants_forms/resume_sheet.doc) for up to five (5) key scholars/consultants for whom LEH support is requested.

· Completed, signed LEH résumé sheet (http://www.leh.org/grants_forms/resume_sheet.doc) for the Independent Evaluator.

· Letters of support from organization(s) interested in using the production. Multiple letters must be converted into a single, digital document.
· Ancillary documentation such as a letter from the university signifying tuition waivers for participants; letters of support from local school districts; bids, vendor quotes and cost estimates; additional LEH resume sheets or CVs for scholars/consultants; examples of promotional materials; or work samples must be submitted as a single, digital document. 
· An LEH contract form (www.leh.org/grants_forms/grants_contract_form.pdf) containing the signatures of the Project Director, Fiscal Agent and Authorizing Official.
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