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INDIANA HUMANITIES
GRANT CHECKLIST
Collaboration Grant
GRANT AGREEMENT/INITIAL PAPERWORK

 FORMCHECKBOX 

Review the grant agreement—ensure that the grant amount (section II) and period of grant (section III) are accurate.

 FORMCHECKBOX 

Review the “Instructions for Certification” document for additional information pertaining to sections XV and XVI of the agreement. Note that you don’t have to do anything else with this form.
 FORMCHECKBOX 

Have both the project director and the sponsoring organization official sign the two copies of the agreement.

 FORMCHECKBOX 

Be sure to include a DUNS number on the agreement (in the signature section).
 FORMCHECKBOX 

Send letters to your congressional delegation describing the grant project.
 FORMCHECKBOX 

Return a copy of the grant agreement to Indiana Humanities, along with copies of your letters to your congressional delegation. (You may scan and email these documents if you would like.) Retain a copy of the grant agreement for your records.

INTERIM PAPERWORK

 FORMCHECKBOX 

If your project includes a public event (workshop, lecture, tour, etc.), complete and submit the online calendar of events form. Send this as far in advance as you can, preferably at least 30 days before the event. If you’re sponsoring multiple events, you may instead email a detailed list to grants@indianahumanities.org.
 FORMCHECKBOX 

When you’re ready to receive payment, submit the online cash request form. Note that you can request only 90 percent of the grant amount before the end of the project, and you must disperse any funds you request within 90 days of receipt. You may submit multiple cash requests as needed.

ACKNOWLEDGMENT/FINAL REPORT

 FORMCHECKBOX 

Acknowledge Indiana Humanities’ support at your events, on your final projects, on your project promotions/materials, etc. (See the project director guidelines for more information.)

 FORMCHECKBOX 

Complete and submit the online final report within 90 days of the project close (as indicated in section III of the grant agreement).

 FORMCHECKBOX 

Be sure to attach the final expenditure report when you submit your final report.

 FORMCHECKBOX 
 
Attach or send Indiana Humanities copies of press releases, articles, brochures, and other project materials as appropriate.

RECORD RETENTION

 FORMCHECKBOX 

Ensure you have receipts/invoices for all grant-related expenditures.

 FORMCHECKBOX 

Secure certifications for all in-kind contributions (staff/volunteer time as well as donated goods and facilities).
 FORMCHECKBOX 

Keep all project-related records, including receipts and in-kind certifications, for three years after you submit the final report. Keep these in your own files. Do NOT submit them to Indiana Humanities.
Direct all queries to Director of Grants, Indiana Humanities, 1500 N. Delaware St., Indianapolis, IN 46202; 
phone 317.616.9784; email grants@indianahumanities.org.
