[image: ]
Library Innovation Lab 2020 
REVISED INTERIM REPORT GUIDELINES 6/30/2020


Instructions
Your initial “deliverable” for the first part of the Library Innovation Lab program is a short description of your “prototype” (the project you plan to “test” this fall) and a related budget.  See details below.

Please develop your written project plan in response to the prompts below, not exceeding three pages (you do not need to repeat the prompts) and label “[Your Library]Prototype Project Plan” before uploading, following the prompts.  

If you want to provide materials (copies of surveys, other documents) too that’s fine – just compile into one PDF file and label “[Your Library]. Supplemental materials”, then upload. 

[bookmark: _GoBack]To receive the balance of your grant funds (up to $5,000, you will need to complete the project budget form showing how you plan to spend the total award (including the $1,000 already disbursed) and required matching cash or in-kind contributions before December 31, 2020.  Remember that only project-related expenses are eligible (see list below for clarification). 
Upload your budget form (Excel sheet attached) labeled “[Your Library]. Project budget”.

Finally, be sure to complete the online form field that asks for a short description of your project. In 150 words or less, describe your project (activities, events, etc.), the general time frame and location(s) of these, some key objectives, and the target audience(s) you want to reach. (You can copy and edit from the information you provide in the Summary section of your Plan – see below)

Please submit these via the grantee portal no later than August 3, 2020, using the log-in information obtained when you applied. Once logged in, you will see a “Start” button on the grant you were awarded, which will take you to the tasks that you must complete.  If you have any problems accessing the portal, please contact Grants Manager Debra White (dwhite@calhum.org) for assistance.  The report must be approved by the Authorizing Official designated in your application. Remember the report is not submitted to California Humanities until you see “Submitted!” onscreen. 

You may submit your plan, budget, and short project description as soon as you wish, but no later than August 3, 2020. 


A. Prototype Project Plan (3 pages)

1. Summary (What): Describe the public humanities project you are proposing to implement (“test” this fall. Sketch out  key activities and events, the general time frame and location of these, some key objectives, and the target audience(s) you want to reach.
2. Rationale (Why): Reiterate your problem statement (the need(s) you are trying to meet. How did you identify this/these need(s)? Why do you think your project offers an effective and feasible way to meet this (these) need(s)?  
3. Participants and Audiences (Who): Who are the people (the immigrants as well as any other constituents) your project will engage? Provide brief demographic descriptions as well as an estimated number of participants. . If you will reach different segments of the community through different activities, describe those.  
4. Activities (How/When/Where/Who): Briefly describe key project activities, where they will take place, when they will happen, and who will be responsible for carrying them out, including any community partners as well as library staff.  This could include additional planning as well as programming, outreach and marketing, assessment,  and overall project management.
5. Resources (What): what resources will your project require? Consider human and material resources including needed personnel, equipment, supplies, venue, etc. 
6. Anticipated outcomes. Briefly describe what you want to accomplish by doing this project. Make sure your desired outcomes relate to the needs you identified in developing your problem statement. How will the project benefit the people you want to reach and engage – both core participants as well as the broader community?  (consider humanities learning outcomes such as self-expression, communication, connection, understanding, awareness, knowledge, insight, empathy)? What do you hope to learn that will be of benefit to you and the library? (consider acquisition or development of skills and capabilities) What information will you need to gather to assess potential impacts? 
7. Design Process.  Briefly describe the process you and your team, if others at your library are also working on the project, used to develop your prototype, including consultation with community members and other stakeholders as well as any other relevant research activities.  (Optional: Attach a PDF file containing of any documentation you wish to share, e.g. completed checklists, survey results, findings from past programming, diagrams, etc.)

[bookmark: _Hlk38977804]B. Project Budget (Excel form)
Participating libraries may receive up to $5,000 total in grant funds for this program (including the $1,000 already disbursed).  The total amount requested must be matched with an equivalent amount of cash or in-kind contributions from non-federal sources secured by December 31, 2020.  Unspent or unmatched funds should be returned to California Humanities, not banked for future use. An updated expenditures report, showing how you spent grant funds and other resources, will be requested as part of the final report (due no later than March 27, 2021).

Please use the Excel form (budget template) to develop your proposed budget for this project.  California Humanities funds may be used to support eligible project-related activities and expenses, including honoraria for speakers or presenters, staffing costs, programming expenses including travel (current IRS rates), equipment, publicity, promotion, venue rental, refreshments and hospitality, etc. within the grant period. Some restrictions apply, including a 10% cap on indirect costs or organizational overhead. 
 
The following are not eligible for support with grant funds:

· Activities unrelated to the proposed public humanities project

· General operating expenses including fundraising, marketing, or staff development activities 
· Capital improvements to library facilities or purchase of equipment not related to the project
· Scholarships, prizes (other than nominal), charitable donations, or gifts (the latter except as honorarium for services rendered to the project)
· Purchase of alcoholic beverages 
If you have questions, please contact your mentor or Felicia for assistance (fkelley@calhum.org)
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