
[bookmark: _GoBack]Checklist to Manage Your Library Innovation Lab 2020 Grant

This document guides California Humanities’ LIL Grant recipients in managing their grant award. Grantees should reference their grant agreement for full details and terms of the grant, but below is a checklist covering major steps. Please visit the numbered folders in the toolkit for relevant documents and detailed instructions.

If you have questions or need to make any changes to personnel during the grant period, please contact Project and Evaluation Director Felicia Kelley at fkelley@calhum.org or consult Grants Manager Debra White at dwhite@calhum.org


	[bookmark: Beginning_of_Grant_Period]Award and R&D Phase (March – July)

	□ Signed Grant Agreement
	Return signed grant agreement (scanning each page of grant agreement) through the online grantee portal (https://ch- grants.smapply.io/) to receive the first $1000 installment of your award.

	□ Active SAM.gov registration
	If requested to do so, confirm that grantee organization has active registration in https://www.sam.gov/ and is free from exclusions.

	□ Announce Award
	
After California Humanities’ announcement, announce your grant award using the template press release (Folder #1) and on social media using social media badges (Folder #2). Connect with California Humanities on social media (See Folder #2)
· Facebook www.facebook.com/pg/calhumanities
· Twitter	@cal_humanities
· Instagram @california_humanities

	□ Thank you letter to elected officials
	Send a thank you letter to Congressional Representatives and elected officials using template (Folder #1) and send a copy to Project and Evaluation Director Felicia Kelley.


	□ Interim Report
	Submit Interim Report (Program Plan and Budget) through the grant portal by August 3, 2020.   Instructions and related documents are in Folder #4). The next installment of your grant award (up to $5,000 in total) will be issued on approval.
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	[bookmark: During_Grant_Period]Programming Period (August – December)

	

	□ Publicize your programs
	
Publicize your programs, using acknowledgment language and logos on your publicity materials (see Folder #2) – send us copies. 

Adapt and re-issue your press release, now with details about your programs.

Tag California Humanities using social media handles (Folder #2)

Send online calendar listing details of project-related public events in advance of your events to Project and Evaluation Director Felicia Kelley (template in Folder #2).



	[bookmark: _Hlk14766846]□ Invite elected officials to public programs
	Invite state, and federal elected representatives’ district offices to your events (look up) – let us know if any attend. 

	□ Use the audience survey
	Collect between 30 and 100 surveys (total) at project-related events (see Folder#3 for template and instructions). Note: You will submit these as part of your Final Report (see Folder#5).

	□ Public Programming Log
	Record your events and attendance using the public programming log (use form in Folder #3). Note: You will submit the completed form as part of your Final Report (Folder#6).

	□ Acknowledge California Humanities support 
	Use our logo and the approved credit line (Folder #2) on any print or digital program materials (brochures, publications, websites, media products). Acknowledge California Humanities support verbally at events. 





	End of Grant Period and Beyond:

	□ Final Report
	Submit all components of Final Report no later than March 27, 2021 (90 days after the end of your grant period on December 31, 2020) (see instructions and related documents in Folder #5 – this will also be the subject of a web session in fall 2020). 

	□ NEH Compliance Plan
	
Respond to California Humanities’ request for annual event information collection (reference your completed Public Programming Log) for compliance to the National Endowment for the Humanities (NEH).

	□ Second thank you to elected officials
	Send second thank you letter to Congressional Representatives and Elected Officials (template in Folder #5); copy Project and Evaluation Director Felicia Kelley.

	□ If applicable, share project- related event information
	If you continue to hold public programs related to your project, continue to send details about project-related public events both before and after to Project
and Evaluation Director Felicia Kelley and to tag us on social media
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