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Part One: General Information 
 

The Opportunity: Museum Grants for African American History and Culture  
 
Museum Grants for African American History and Culture are intended to build professional 
capacity in the African American museum community. The program will assist staff at 
grantee museums to gain skills and knowledge in the areas of management, operations, 
programming, collections care and other museum skills identified as a high priority by 
applicants. It will provide an opportunity for grantee museums to design projects that meet 
their professional development needs by utilizing training, technical assistance, internships, 
outside expertise and other tools.  
 
For FY2006, the program will focus on the following three goals:  
 

• Developing and/or strengthening knowledge, skills and other expertise of current staff 
at African American museums.  

• Attracting and retaining professionals with the skills needed to strengthen African 
American museums.  

• Attracting new staff to African American museum practice and providing them with 
the expertise needed to sustain them in the museum field.  

 
Funds will support a wide range of activities, including:  
 

• staff exchange, education or training, or other strategies that increase needed skills;  
• attendance at professional museum meetings and conventions;  
• internships to introduce emerging museum professionals or potential professionals to 

hands-on museum activities; and  
• technical assistance or consultation with museum and/or business professionals from 

outside the institution.  
 
IMLS encourages projects for the full range of funding; we expect that awards will be 
made at all levels, from $5,000 to $150,000.  
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Eligibility  
 
WHO MAY APPLY  
 
An applicant must be:  
 

• a museum whose primary purpose, as reflected in its mission, is African-American 
life, art, history, and culture; 

• a unit of state or local government, or a private not-for-profit organization that has tax-
exempt status under the Internal Revenue Code;  

• is located in one of the fifty states of the United States of America, the District of 
Columbia, the Commonwealth of Puerto Rico, Guam, American Samoa, the Virgin 
Islands, the Commonwealth of the Northern Mariana Islands, the Republic of the 
Marshall Islands, the Federated States of Micronesia, or the Republic of Palau; and  

• a museum that, using a professional staff (1) is organized on a permanent basis for 
essentially educational or aesthetic purposes; (2) owns or uses tangible objects, either 
animate or inanimate; (3) cares for these objects; and (4) exhibits these objects to the 
general public on a regular basis through facilities which it owns or operates. 

 
MUSEUMS WITHIN MULTIPURPOSE ORGANIZATIONS  
 
Please note that a museum located within a parent organization that is a state or local 
government or multipurpose not-for-profit entity, such as a municipality, university, historical 
society, foundation, or a cultural center; may apply on its own behalf if the museum: (1) is 
able to independently fulfill all the eligibility requirements listed above; (2) functions as a 
discrete unit within the parent organization; (3) has its own fully segregated and itemized 
operating budget; and (4) has the authority to make the application on its own. When any of 
the last three conditions cannot be met, a museum may apply through its parent organization, 
and the parent organization may submit a single application for one or more of its museums.  
 

1. Museums include, but are not limited to, aquariums, arboretums, art museums, 
botanical gardens, children youth museums, general museums (those having two 
or more significant disciplines), historic houses/sites, history museums, natural 
history/anthropology museums, nature centers, planetariums, science/technology 
centers, specialized museums (limited to a single distinct subject), and zoological 
parks.  

2. An institution uses a professional staff if it employs at least one professional staff 
member, or the fulltime equivalent, whether paid or unpaid, who is primarily 
engaged in the acquisition, care, or exhibition to the public of objects owned or 
used by the institution.  

3. An institution exhibits objects to the general public if such exhibition is a primary 
purpose of the institution. Further, an institution which exhibits objects to the 
general public for at least 120 days a year shall be deemed to exhibit objects to the 
general public on a regular basis.  
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An institution that exhibits objects by appointment may meet the requirement to exhibit 
objects to the general public on a regular basis, if it can establish, in light of the facts under all 
the relevant circumstances, that this method of exhibition does not unreasonably restrict the 
accessibility of the institution’s exhibits to the general public.  
 
An institution that does not have as a primary purpose the exhibition of objects to the general 
public, but which can demonstrate that it exhibits objects to the general public on a regular 
basis as a significant, separate, distinct, and continuing portion of its activities, and that it 
otherwise meets the museum eligibility requirements, may be determined to be eligible as a 
museum under these guidelines. For more information, please see 45 C.F.R. Part l180.3(d)(2).  
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Data Universal Numbering System (DUNS)/  
Taxpayer Identification Number (TIN)  
 
D U N S  
 
To improve the statistical reporting of federal grants and cooperative agreements, the Office 
of Management and Budget has directed all federal agencies to require all applicants for 
federal grants to provide a Dun and Bradstreet (D&B) Data Universal Numbering System 
(DUNS) number when applying for federal grants or cooperative agreements on or after 
October 1, 2003. The DUNS number will be required whether an applicant is submitting a 
paper application or using the government-wide electronic portal (E-Grants).  
 
Organizations should verify that they have a DUNS number or take the steps needed to obtain 
one. Organizations can receive a DUNS number at no cost by calling the dedicated toll-free 
DUNS Number request line at 1-866-705-5711 or by visiting http://www.dnb.com/us.   
Individuals who would personally receive a grant or cooperative agreement award from the 
federal government apart from any business or nonprofit organization they may operate are 
exempt from this requirement.  
 
T I N   
 
The Taxpayer Identification Number (TIN) is an identification number used by the Internal 
Revenue Service (IRS) in the administration of tax laws. It is issued either by the Social 
Security Administration (SSA) or by the IRS. A Social Security number is issued by the SSA 
whereas all other TINs are issued by the IRS. An Employer Identification Number (EIN), also 
known as a federal tax identification number, is a nine-digit number that the IRS assigns to 
business entities. The IRS uses this number to identify taxpayers that are required to file 
various business tax returns.  
 
If an organization does not have a DUNS and a TIN number, the application will be rejected.  
  

http://www.dnb.com/us
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Conditions of a Grant  
 
DURATION OF A GRANT  
 
Generally, project activities supported by grants may be carried out for a period of up to two 
years.  
 
PROJECT START DATE  
 
Projects may begin no earlier than November 1, 2006 and no later than January 1, 2007. 
Projects must begin on the first day of the month and end on the last day of the month. 
 
AMOUNT OF GRANT  
 
Museum Grants for African American History and Culture range from $5,000 to $150,000.  
IMLS will review and negotiate budgets as necessary. Applicants may be granted an amount 
less than requested.  
 
COST SHARING  
 
Project cost must be matched 1:1 through the cost share by the applicant. Applicants must 
provide at least one-half of the total cost of the project from non-federal sources. These costs 
may be supported by the grantee’s cash outlays including cash contributions from third parties 
that are used to support project costs, the value of the grantee’s contributions of property and 
services to the project, and third-party in-kind contributions that are used to support project 
activities. IMLS encourages applicants to contribute as cost sharing the salaries of any 
permanent staff to be employed on a project in proportion to the amount of time they will 
spend on the project. If IMLS funding is requested for salaries of permanent staff, the 
proposal should explain how their regular duties will be performed during the grant period. 
IMLS strongly encourages applicants to seek third-party donations of cash, equipment, and 
services. If any funds are to be contributed as cost share by sources other than the applicant or 
its official partners, the applicant must identify whether the commitment of funds is assured or 
pending. If the funds are assured, the applicant should include a letter from the source 
affirming its commitment. If the funds are not assured, the applicant should describe the plan 
for meeting the promised cost share from other sources in the event that the pending funds are 
not received. All revenues generated with project funds during the grant period must be 
reported as program income and should be applied to the grant recipient’s cost sharing or as 
specified in applicable OMB circulars. All listed expenses, including all cost sharing, must be 
incurred during the grant period. Government-wide uniform administrative rules and 
requirements apply, including appropriate OMB circulars.  
  
USE OF FUNDS  
 
IMLS grant funds may be used only for costs directly related to the project such as costs for 
salaries for museum personnel, project supplies and materials, membership fees, 
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telecommunication services and equipment, and other fees or expenses associated with the 
project. 
 
Grant funds may not be used for construction, contributions to endowment funds, social 
activities, ceremonies, entertainment, collection acquisition or pre-grant costs. 
 
Projects should be investments in the organization that will have long-term institutional 
impact, not one-time activities.  Any revenues generated with project funds during the grant 
period must be reported as program income and should be applied to the grant recipient’s cost 
sharing or as specified in applicable OMB circulars.  All listed expenses must be incurred 
during the grant period.  Government-wide uniform administration rules and requirements 
apply, including appropriate OMB circulars.  
 
For a list of allowable and unallowable costs, please see pages XX-XX. 
 
COPYRIGHT/WORK PRODUCTS 
 
IMLS requires acknowledgment of IMLS assistance in all publications and other products 
resulting from the project. Products should be distributed free or at cost unless the recipient 
has received written approval from IMLS for another arrangement. With written permission, 
the recipient may copyright any work that is subject to copyright and was developed under an 
award or for which ownership was purchased. IMLS reserves, for federal government 
purposes, a royalty-free, nonexclusive, and irrevocable license to reproduce, publish, or 
otherwise use the work and authorize others to reproduce, publish, or otherwise use the work. 
IMLS requires that grantees provide three copies of any products produced with IMLS funds 
to IMLS with final reports. 
 
ANNOUNCEMENT OF AWARD 
 
No information about the status of an application will be released until all applications have 
been reviewed and all negotiations are concluded.  IMLS will notify applicants of final 
decisions in mid-September 2006. 
  
PAYMENT, ACCOUNTING, MANAGEMENT, AND REPORT PROCEDURES 
 
A federal accounting office handles the payment for Museum Grants for African American 
History and Culture recipients, and grantees may request cash advances or reimbursements as 
needed during the project period. Payments are made electronically. IMLS requires grant 
recipients to maintain a restricted account for funds received during the project period. 
Grantees do not need to maintain a separate bank account for IMLS grant funds; however, 
they must establish and maintain a separate accounting category within an internal accounting 
system to show that the funds have been used for project costs only. This restricted 
accounting record must be adequate to satisfy normal auditing procedures. Grants are subject 
to the provisions of Office of Management and Budget audit requirements. In addition, 



 

9 

government-wide uniform grant administrative rules and requirements apply, including 
appropriate OMB circulars.  
 
Grant recipients are required to submit semi-annual interim performance reports every six 
months during the grant period as well as annual financial reports. They are also required to 
submit a final performance report and a final financial report at the end of the grant period.  
 

Application Review and Evaluation  
 
IMLS staff determines whether an applicant is eligible and whether an application is 
complete. IMLS staff may contact applicants to obtain information needed to make an 
eligibility determination. If an applicant is determined to be ineligible, the agency will reject 
the application without evaluating the proposed project. (See Eligibility, page XX). Similarly, 
the agency will reject an incomplete application without subsequent evaluation of the 
proposed project. IMLS will notify an institution in writing if its application is rejected. 
 
All eligible and complete applications are competitively reviewed through the agency’s peer 
review process. Applications are evaluated by individual field review and/or panel review. 
IMLS draws its reviewer pool from professionals in the field who have relevant knowledge 
and expertise in the types of activities and organizations identified in the applications.  
 
During the evaluation process, reviewers are instructed to evaluate the proposed projects 
according to the criteria identified in these guidelines. Accordingly, applicants should address 
all program criteria in their Application Narratives and include supporting materials in their 
submissions to the agency. The IMLS Director makes final funding decisions based on the 
reviewers’ evaluations and the overall goals of this program and the agency.  
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Part Two: Project and Application Requirements 
 

Eligible Grant Activities and Costs  
 
The Museum Grants for African American History and Culture Program is designed to help 
build professional capacity in the African American museum community (see “The 
Opportunity”, p.xx).  Applicants should define how the project activities relate to their 
institutional goals for building professional capacity.  
 
Types of grant activities funded may include but are not limited to:  
 

• Enrollment in courses or workshops, on site or through distance learning; 
• Attendance at conferences or other professional meetings;  
• Hiring of consultants or technical assistance to strengthen museum staff skills 

activities; 
• Organizational support for internships and fellowships (awards are not made to 

individuals), including support for development and implementation of internship and 
fellowship programs.  

 
All grantees will be required to provide staff attendance at one or more professional museum 
conferences as part of their project, and can fund this attendance with grant funds. 
Conferences can include state, regional or national (AASLH, AAAM, AAM, etc) meetings. 
 
Grant activities are expected to have quantifiable and measurable outcomes, and grantees will 
be expected to evaluate the success of the project against the established outcomes in the 
original grant application. IMLS will provide technical support to grantees as they develop 
their evaluation plans and implement those plans. Information about outcome-based 
evaluation can be found on the IMLS Website (http://www.imls.gov/applicants/obe.shtm) or 
may be requested from IMLS. 
 
Eligible expenses include but are not limited to:  

• staffing; 
• purchase of equipment, materials, supplies or services;  
• staff training;  
• internship stipends and support activities;  
• integration of technology into museum operations;  
• publication;  
• costs associated with evaluation of grant programs or activities;  
• indirect or overhead costs (see p xxx).  

 

http://www.imls.gov/applicants/obe.shtm
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Non-Eligible Activities and Costs  
 
Non-Eligible expenses include but are not limited to: 
 

• contributions to endowment funds;  
• acquisition of objects for the collection;  
• costs of social activities, ceremonies, and other entertainment;  
• pre-award costs (costs incurred prior to the effective date of the grant);  
• construction and renovation of museum facilities. Any activity involving contract 

labor in the construction trades is not an allowable cost. Exhibits fabrication can be an 
allowable cost. If you have a question about the eligibility of the scope of your 
exhibition activities, please call IMLS staff immediately.  

• collection conservation activities including the purchase of storage equipment such as 
shelving, installation of collections, HVAC systems, creation of collections storage 
facilities, object treatment, collections surveys, or historic structure renovation (for 
these activities, please see IMLS Conservation Project Support Guidelines for possible 
eligibility). 

• exhibit fabrication that includes creation of large scale permanent structure for animals 
or objects that would involve contract labor of the construction trades.  If you have a 
question about the eligibility of the scope of your exhibition activities, please call 
IMLS staff immediately. 

• general museum fundraising costs, such as development office expenditures or other 
staff time devoted to general fundraising. 

 
Applicable government-wide cost principles are listed in 45 C.F.R. Section 1180.10(a) (IMLS 
regulations), available upon request. 
 

Cost Share  
 
IMLS will provide up to one-half the cost of the project. Your cost share may consist of:  
 

• cash contributions;  
• earned income;  
• equipment;  
• in-kind contributions;  
• materials and supplies.  

 
You may not use federal funds as your cost share. In-kind contributions such as staff time, 
donated services, supplies, and space may be used as cost share if you can document that 
donations relate specifically to your African American History and Culture grant project. 
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Part Three: Completing the Application Narrative 
 

Application Narrative Questions and Evaluation Criteria  
 
IMLS reviewers base their evaluations only on the information presented in the application. 
This makes it very important for applicants to prepare a clear, concise, well organized 
document. Applicants must address each question separately, and in the same order in which 
they are listed below.  
 
1. Statement of Need  
 
Include a statement of need as it relates to the museum, its audience, and/or the African  
American museum community. Include information such as:  

• current status of the museum;  
• how the proposed project will improve museum staff abilities and museum services;  
• if applicable, how the project will improve the overall African American museum 

community. 
 
Evaluation Criteria: Evidence the applicant has performed a formal or informal assessment 
of museum and/or community needs, and has developed the project and its goals as the best 
solution to those needs.  
 
2. Project Design  
 
Include a description of the proposed project design. Include information such as:  

• project goals and objectives;  
• specific skills, knowledge, and experiences that will build staff or institutional 

capacities; 
• changes in behaviors the project is designed to provide to museum staff;  
• action steps and activities to implement the project;  
• expected results of project.  

 
Evaluation Criteria: Evidence that the project proposes efficient, effective and reasonable 
approaches to accomplish clear goals and objectives. Evidence that the methodology and 
design are appropriate to the scope of the project. Evidence that the project will meet IMLS 
program goals. 
 
3. Project Resources: Time, Personnel, Budget  
 
Describe project resources, both those funded by the grant and those funded by the 
institutional cost share. Include information such as:   
 

• time allocation to complete project;   



 

13 

• personnel involved in project, their qualifications, commitment to project activities, 
and how they will balance project responsibilities with other ongoing duties; 

• budget allocated to accomplish project activities, including both the applicant’s 
contributions and how the applicant will meet the match.  

 
Evaluation Criteria: Evidence that the applicant will effectively complete the project 
activities through the deployment and management of resources including money, facilities, 
equipment and supplies. Evidence of sound financial management, coupled with an 
appropriate and cost efficient budget. Evidence that the applicant has the ability to meet the 
cost share requirement. Evidence that the project personnel demonstrate appropriate 
experience and expertise and will commit adequate time to accomplish project goals and 
activities. Reviewer evaluation for this section of the application will include the Narrative, 
Budget Forms, Budget Justification, and Resumes.  
 
4. Impact   
 
Describe how the project will impact the institution. Include information such as:   

• specific outcomes that will result from the project;   
• how the project’s accomplishments, benefits, and changes will continue beyond the 

grant period. 
 
Evaluation Criteria: Evidence that the project will create specific changes and benefits for 
the applicant, and/or the community served. Evidence that the applicant has plans to sustain 
those changes and benefits beyond the grant period.  
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Part Four: Preparing the Application Package 
 

Preparing Your Application  
 
An application requesting funding through Museum Grants for African American History and 
Culture should include the following materials organized in the order listed. Following this 
list is a description and reference pages for each piece of the application.  
 

1. Face Sheet  
2. Museum Grants for African American History and Culture Information Form  
3. Statement of Purpose/Mission Statement (not to exceed one page) 
4. Institutional Financial Statements (for past two fiscal years; no full audits please)  
5. Narrative (not to exceed five pages) with each evaluation criteria numbered and 

labeled  
6. Schedule of Completion  
7. Project Budget (Summary, Detailed, and Budget Justification)  
8. Current, federally negotiated rate for indirect costs, if applicable  
9. Proof of Non-profit Status, if applicable  
10. List of key project staff and consultants  
11. Resume(s) for key project personnel (not to exceed two pages per person)  
12. Attachments (see page 3.10 for more information, not to exceed 20 pages)  
13. Grants Processing Information Sheet (included on page 6) 
14. Signature of Authorized Representative/Authorizing Official on Face Sheet and 

Assurances/Certifications (included on page 6.4)  
 
ELECTRONIC FILL-IN APPLICATION FORMS  
 
IMLS now makes all application forms available on our Web site in PDF (Portable Document 
Format) for download. Applicants can download the electronic version of an IMLS 
application form using freely available software, and type into the forms on any computer. 
This eliminates the need for a typewriter or for re-creation of IMLS application forms. Note 
that the forms cannot be submitted electronically, but may be completed online and then 
printed on the applicant’s printer and shipped. Caution: the forms cannot be saved, so they 
must be completely filled in and printed in one operation. To access the fill-in application 
forms, visit http://www.imls.gov. Alternatively, applicants may recreate the forms 
electronically following the IMLS format or may type on printed forms.  
 
FACE SHEET 
 
The Face Sheet and Museum Grants for African American History and Culture Information 
Form are provided as pages x.x to x.x in the Application Forms section of this document.  Use 
or replicate this form.  These pages are available as a fill-in form on the IMLS Web site.  Visit 
www.imls.gov.  

http://www.imls.gov/
http://www.imls.gov/
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FACE SHEET INSTRUCTIONS  
 
1) Applicant Organization  
Enter the legal name of the organization that is submitting the application and its mailing 
address, Web address, DUNS and TIN numbers. Please make sure to include the zip + 4 and 
the Congressional District in this address. To find your zip + 4 code, please go to 
http://zip4.usps.com/zip4/welcome.jsp. To find your Congressional District please go to 
http://www.house.gov and enter the address, including the zip + 4. If a museum or other 
eligible entity does not have the authority to apply directly to IMLS for funding, enter the 
name of the parent organization that is submitting the application on behalf of the eligible 
entity, enter the name of the museum or other eligible entity in the space provided on the 
African American History and Culture Information Form, p. XX number 1, for the 
organizational unit. 
 
2) Project Information  
Enter the project title, a brief description, and the grant period start and end dates.  
 
3) Project Director  
Enter the name, address, and contact information of the person (Project Director) who will be 
responsible for carrying out the project and who will serve as the primary contact with IMLS 
regarding the progress achieved under the grant.  
 
4) Primary Contacts/Grants Administrator  
If the Project Director performs all the grant administration tasks as well, check the “Same as 
Project Director” box and go to the next item. If your institution has someone separate from 
the Project Director who manages the grant administration tasks, fill in the information of that 
person (Grants Administrator).  
 
5) Type of Applicant  
Select one code that most accurately describes your institution.  
 
6) Authorized Official/Authorizing Representative  
Enter the name, address, and contact information of the person (Authorized 
Representative/Authorizing Official) who has the authority to apply for federal support of the 
institution’s activities and enter into legal agreements in the name of the institution. (In those 
rare instances when a person who would normally serve as the Authorized Representative/ 
Authorizing Official is the Project Director, the name, title, address, etc. of the person to 
whom the Project Director reports—e.g., the Board Chair—should be entered here and that 
person should sign the application.) All written correspondence will be sent to the Authorized 
Official/Authorizing Representative.  
 

http://zip4.usps.com/zip4/welcome.jsp
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AFRICAN AMERICAN HISTORY AND CULTURE INFORMATION SHEET INSTRUCTIONS 
 
The Museum Grants for African American History and Culture form is provided on pages XX 
to XX in the application forms section of this document. These pages are available as a fill-in 
form on the IMLS website.  
 
1) Legal Name/Organizational Unit  
Enter the legal name of the applicant. If the museum is not able to apply for grants on its own 
behalf, then enter the name and address of the museum in the Organizational Unit. For 
example, if a museum that is part of a parent organization such as a university is applying, the 
university would be the legal applicant, and the museum would be entered as the 
organizational unit.  
 
2) Type of Museum  
Enter the most appropriate discipline of the applicant organization. 
 
3) Attendance 
Enter the museum’s attendance for the 12-month period prior to application. 
 
4) Hours Open  
Enter the number of hours the museum was open to the public for the 12-month period prior 
to application.  
 
5) Date First Opened  
Enter the year the museum was first open and exhibiting to the general public.  
 
6-9) Staff  
Enter the number of full-time and part-time paid or unpaid museum staff. 
 
10) Operating Income  
Enter the museum’s two most recent amounts of non-Federal operating income and 
corresponding years. If the institution has a budget surplus or deficit, a one page explanation 
must be attached for each.  
 
11-12) Grant Request/Cost Share  
Enter the museum’s grant amount request and cost share.  
 
13) Summary of Project Activities  
Enter a description of all project activities.  
 
APPLICATION CHECKLIST  
 
The Checklist is provided on page XX in the Application Forms section of this document.  
Use the Checklist to help you arrange the sections of the application in the correct order. 
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STATEMENT OF PURPOSE/MISSION STATEMENT AND HISTORY  
 
The Statement of Purpose/Mission Statement and History page includes a mission statement 
and brief background history for the reviewers that:  
 

• Must note the source, approving body, and date of the official document where it 
appears 

• May be quoted from or summarized to convey the essential points of the statement, if 
the statement is too long to be quoted in full.  

• Must accurately portray your museum’s purpose or mission.  
• Uses the remaining space available on the page to include a brief history of the 

museum. 
• Must not exceed a maximum length of one page 8-1/2 by 11 inch single spaced. 

 
INSTITUTIONAL FINANCIAL STATEMENTS  
 
Institutional Financial Statements are a snapshot of the museum’s financial health that helps 
reviewers determine financial stability and gives an overall picture of the institution. 
Institutional Financial Statements:  
 

• Include a required copy of your museum’s financial statements for your past two 
complete fiscal years. If at time of application your fiscal year is complete, but not yet 
audited, please submit these unaudited figures and label as such.  

• If your museum is part of a larger organization (municipal government, university, 
etc.), do not include financial statements for those parent organizations, only for the 
museum.  

• Can be in the form of statement of activities, internal balance sheets, audit summary 
pages, or federal tax returns.  

• Do not include copies of full audits. (Full audits may be included in the attachment 
section, if desired).  

• Do not include audits of value or worth of the collection used for insurance purposes.  
 
NARRATIVE  
 
A well-designed proposal is thorough and succinct while addressing all narrative questions. 
The application narrative must be no more than seven pages and:  

• Identify grant activities and address the Narrative Questions listed on pages XX-XX.  
• Answer each question in the order listed on pages XX-XX, with corresponding labels 

and numbers. 
• Not include detailed budget discussions. These should be included in Budget 

Justification section (see page XX). 
• Be legible so that reviewers can easily read the information you provide. 
• Be no more than seven single-spaced, one-sided pages in length. 
• Have a margin of at least .5 inch on all sides.  
• Have a page number on each sheet.  
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• Be printed in a standard 12-point typeface with no more than six lines per vertical inch 
and standard spacing between letters. Condensed fonts are not acceptable Handwritten 
applications will not be accepted.  

 
SCHEDULE OF COMPLETION  
 
The applicant must provide a Schedule of Completion that shows when each major project 
activity will be complete and how grant funds will be expended throughout the project. The 
Schedule of Completion must correspond to the activities described in the Narrative. A 
Sample Schedule of Completion is provided on page XX. The dates on your Schedule of 
Completion must correspond with the project dates on the Face Sheet (pages XX) and Budget 
Pages (pages XX).The applicant need not follow the sample format but must provide the same 
information, indicating milestones for completion of each major project activity and showing 
how grant funds are to be spent over the course of the project. The project must begin 
between November 1, 2006 and January 1, 2007, starting only on the first day of the month. 
 
BUDGET  
 
The IMLS application for the Museum Grants for African American History and Culture 
includes three elements to describe the costs of a proposed project: a Summary Budget form 
that describes costs for the entire project, a Detailed Budget form for each year of the project, 
and a Budget Justification that explains all components of the Detailed Budget form.  
 
1. DETAILED BUDGET  
 
Project Costs  
The budget should include the project costs that will be charged to grant funds as well as 
those that will be supported by applicant or third-party cash and in-kind contributions (cost 
sharing). In-kind contributions include the value of services or equipment that is donated to 
the project free of charge. All of the items listed, whether supported by grant funds or cost-
sharing contributions, must be reasonable, necessary to accomplish project objectives, 
allowable in terms of the applicable federal cost principles, auditable, and incurred during the 
grant period. Charges to the project for items such as salaries, fringe benefits, travel, and 
contractual services must conform to the written policies and established practices of the 
applicant organization. When indirect costs are charged to the project, care should be taken to 
ensure that expenses included in the organization’s indirect cost pool (see Indirect Costs 
below) are not charged to the project as direct costs. It should be completed for each year (12 
month) of project activities. It should be duplicated, one set for each year of your project. It 
should clearly and specifically identify sources of contributions. For third party contributions, 
it must indicate whether the contributions are assured or pending.  
 
Fringe Benefits  
Fringe benefits may include contributions for social security, employee insurance, pension 
plans, etc. Only those benefits not included in an organization’s indirect cost pool may be 
shown as direct costs.  



 

19 

 
Travel Costs  
The lowest available commercial fares for coach or equivalent accommodations must be used 
and foreign travel must be undertaken on U.S. flag carriers when such services are available.  
 
Equipment  
Permanent equipment is defined as nonexpendable personal property having a useful life of 
more than one year and an acquisition cost of $5,000 or more.  
 
Services  
The costs of project activities to be undertaken by a third-party contractor, including a partner, 
should be listed under this budget category as a single line item that shows the amount that 
will be charged to IMLS grant funds and the cost sharing that will be contributed by the third 
party. A complete itemization of these costs should be attached to the IMLS budget form. If 
there is more than one contractor, the cost of each contract must be listed separately on the 
IMLS budget form and must have an attached itemization.  
 
Indirect Costs (Overhead)  
These are costs that are incurred for common or joint objectives and therefore cannot be 
readily identified with a specific project or activity of an organization. Typical examples of 
indirect cost type items are the salaries of executive officers, the costs of operating and 
maintaining facilities, local telephone service, office supplies, and accounting and legal 
services. 

• Indirect costs are computed by applying a negotiated indirect cost rate to a distribution 
base (usually the direct costs of the project). Organizations that wish to include 
overhead charges in the budget, but do not have a current federally negotiated indirect 
cost rate or have not submitted a pending indirect cost proposal to a federal agency 
may charge an administrative fee to the project of up to 15%. IMLS will pay this 
administrative fee only on that portion of direct project costs that are supported by 
IMLS funds. This fee may also be applied to the direct project costs that will be 
supported by the applicant and may therefore be counted as part of the applicant’s cost 
sharing. If an applicant chooses this option, it must be careful to exclude all indirect-
cost type items from the budget and the fee may not be applied to more than the first 
$5,000 of distorting costs such as equipment purchases or subcontracts. For example, 
if your total request to IMLS is $100,000, and $20,000 will be spent on a contractor to 
provide digitization of collections, and $10,000 will be spent on a piece of equipment, 
then your modified direct costs would be $80,000 (since you must subtract any 
amount over $5,000 for large contracts and equipment when doing this calculation). 
Then your indirect cost are 15% of $80,000, or $12,000 ($100,000 total request - 
$15,000 of contractor cost - $5,000 of equipment cost = $80,000 modified direct 
costs). 

• If an institution has a federally negotiated indirect cost rate that will be current at the 
time an award is made, this rate may be used to determine total project costs, as long 
as the rate is applied in accordance with the negotiated agreement and a copy of the 
negotiation is forwarded to IMLS with the application. In this case, however, IMLS 
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will pay indirect costs only on the portion of the direct costs that are supported by 
IMLS funds. Indirect costs that are related to the direct project costs that will be 
supported by the applicant may be included in the budget only as a part of the 
applicant’s cost share/match. IMLS will not accept an indirect cost rate that is 
scheduled to expire before the award is issued.  

• An institution that is in the process of negotiating an indirect cost rate with a federal 
agency may apply the proposed rate to estimate the total project costs as long as it 
follows the instructions in the previous paragraph in applying the rate and includes the 
indirect cost proposal in the application material. IMLS will not pay any indirect costs 
until a rate is negotiated and a copy of the final agreement is submitted to the IMLS 
Office of Grants Administration. It is possible that the amount of the award will be 
reduced if the final negotiated rate is less than the rate that was used in the application 
budget. However, the amount of the award will not be increased if the negotiated 
indirect cost rate is higher than the rate proposed in the application.  

• An organization that will function as a partner in undertaking grant activities may 
charge an administrative fee to the project of up to 15 percent if it does not have a 
federally negotiated indirect cost rate that will be current at the time the award is 
made. If it chooses to charge indirect costs to the project, a copy of the indirect cost 
negotiation must be attached to the budget itemization.  

 
2. SUMMARY BUDGET 
 
The Summary Budget should clearly identify the amount requested from IMLS, and the 
amount provided as cash and in-kind contributions by the applicant, any partners, and from 
any other sources in the cost-share column. This page is available as an electronic fill-in form 
on the IMLS Web site (see page XX) or may be recreated using the same format. 
 
IMLS has provided instructions below on what information to include in the Detailed Budget 
form.  IMLS has described each cost category included on the Detailed Budget form, as well 
as the information that the applicant should include in this section.  It shows full project costs 
in each category for all years. 
 
3. BUDGET JUSTIFICATION  
 
The Budget Justification should explain all elements of the Detailed Budget. For example, the 
Budget Justification should explain the role that each person listed in the budget will play in 
the grant project. It should also provide justification for all proposed equipment, supplies, 
travel, services, and other expenses. The applicant should provide specifications for all 
hardware and software requested through IMLS funding. IMLS encourages applicants to 
contribute as cost sharing the salaries of permanent staff to be employed on a project in 
proportion to the amount of time they will spend on the project. If IMLS funding is requested 
for salaries of permanent staff the proposal should explain why funds are requested for this 
purpose and how the regular duties of these individuals will be performed during the grant 
period. The Budget Justification should explain the role of any outside consultants and third-
party vendors to be employed on the project and how each was identified and selected. Costs 
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for third party service providers should be documented by bids or otherwise justified. It 
should be no more than two single-spaced pages.  
 
PROOF OF NON-PROFIT STATUS 
 
If your organization is a private, non-profit organization 
 

• You must submit a copy of the IRS letter indicating your organization’s eligibility for 
non-profit status under the applicable provisions of the Internal Revenue Code of 
1954, as amended. 

• IMLS will not accept a letter of state sales tax exemption as proof of non-profit status. 
 
LIST OF KEY PROJECT STAFF AND CONSULTANTS  
 
A one page list of all key museum staff and consultants for the project is required.  If a name 
appears on this list, there must be a resume attached for that person. 
 
RESUMES 
 

• Resumes or vita of no more than two pages each for all key personnel (both staff and 
consultants) must be included. 

• If staff is to be hired with grant funds, a one-page position description of the open 
position qualifications must be included. Each position description must specify the 
amount and type of necessary experience, the level of education required, and the 
precise role that person will play in the project. 

• If you have not chosen your key project personnel by the application deadline date, 
then you must submit position descriptions instead of resumes. Since African 
American History and Culture grant application reviewers rely on resumes and letters 
of commitment (see below) to determine the success of a project, if you have not 
chosen your personnel, you will be at a competitive disadvantage. 

 
  
 
 
 
 
 
 
 
 
 
 
 



 

22 

Part Five: Assembling and Sending the Application to IMLS 
 

How To Assemble the Application Package 
Review your application package carefully before sending it to us. You must include all of the 
required items listed below and the proper number of copies. (Each item described in detail in 
Step 2.) Your application is subject to rejection without review if any required item is 
missing. If you have any questions, contact IMLS at (202) 653-4789. 
 
ASSEMBLE YOUR APPLICATION MATERIAL AS FOLLOWS: 
 
Step 1: Make two photocopies of your application in addition to the original 
 

 
Note: Make sure to copy all 4 pages of the Face Sheet 
 
Step 2: Collate one original (complete) copy of your application as follows: 
 

 
 
Step 3: Make 10 identical sets of the material you assembled in step 2. 
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Step 4: Collate your piles from steps 1-3 as follows: 
 

 
 
PLEASE DO NOT USE STAPLES TO FASTEN EACH COPY OF THE APPLICATION.  
PLEASE USE BINDER CLIPS OR OTHER REMOVABLE BINDING SYSTEMS. 
 
YOUR MATERIALS ARE NOW READY TO SEND TO IMLS. 
 
Note: IMLS will not do your photocopying or collating! 
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Sending the Application to IMLS  
 
Send Museum Grants for African American History and Culture applications to: 
 
Museum Grants for African American History and Culture   
Office of Museum Services  
Institute of Museum and Library Services  
1800 M Street, NW, 9th Floor  
Washington, DC 20036-5802  
 
Applications must be postmarked by July 15, 2006 
 
SHIPPING 
 

• All applications must be postmarked no later than the application deadline. 
Applications that do not meet the postmark deadline will be rejected without 
evaluation. 

• All of the first-class and Priority mail sent through the U.S. Postal Service to IMLS is 
put through an irradiation process, which results in lengthy delays in mail delivery. 
Support materials (CDs, videos, slides, etc.) put through the irradiation process will 
suffer irrevocable damage. 

• Please consider using commercial delivery services. Applications do not need to be 
sent overnight; ground service is acceptable. 

• If you must use the U.S. Postal Service, IMLS recommends certified or registered 
mail. 

• Due to the length and number of copies required for complete submission, applications 
cannot be accepted by fax or e-mail. 

• In the event that a deadline falls on a day U.S. Post Offices are closed, such as 
Sundays and Federal Holidays, IMLS will accept proposals postmarked the next 
business day. 

 
HAND DELIVERY  
 
IMLS accepts hand-delivered applications between 9:00 a.m. and 4:30 p.m. (Eastern Standard 
Time) daily, except Saturday, Sunday, and Federal Holidays. IMLS will provide a dated 
receipt at the time of delivery.  
 
IMLS ACKNOWLEDGEMENT 
 

• Within 30 working days after the application deadline, IMLS will mail applicants an 
acknowledgment form with an application number. If this form is not received, contact 
IMLS to make sure the application was received. 
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• If an application is received more than 30 working days after the postmark deadline, it 
may not be sent out for review, and may be rejected. See Shipping, above, for 
information about postal delays.  

 
PROOF OF SHIPPING  
 
IMLS may ask for proof of shipping if the date on the package cannot be read. 
 

• The U.S. Postal Service does not always postmark a package when it receives one. 
Ask to have the package dated, and verify that the date stamped is correct.  

• IMLS will accept a legible receipt stamped by the U.S. Postal Service or a legible 
dated shipping label, invoice, or receipt from a commercial carrier.  

• IMLS will not accept private metered postmarks or private mail receipts unless they 
contain a legible date stamped by the U.S. Postal Service.  

• If using registered mail, the green return receipt card does not meet the IMLS 
requirement for proof of shipping. 

• If an application is received more than 30 working days after the postmark deadline, it 
may not be sent out for review, and may be rejected. 
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Part Six: Application Forms 
 

Application Checklist 
 
Use this checklist to help you arrange the sections of the application in the correct order. 
 

 Face Sheet (2 pages)  
 

 Museum Grants for African American History and Culture Information Form (two 
pages)  

 
 Explanation of budget deficit or surplus, if applicable  

 
 Statement of Purpose/Mission Statement and History (not to exceed one page)  

 
 Institutional Financial Statements  

 
 Narrative (not to exceed five pages)  

 
 Schedule of Completion  

 
 Project Budget Forms  

o Summary Budget  
o Detailed Budget  
o Budget Justification (not to exceed two pages) 

 
 Proof of current, federally negotiated rate for indirect costs, if applicable 

 
 Proof of Non-profit Status, if applicable  

 
 Assurances/Certification of Authorizing Official  

 
 Specifications for projects involving digitization, if applicable  

 
 List of key project staff and consultants  

 
 Resume(s) for key project personnel (not to exceed two pages per person)  

 
 Attachments (not to exceed 20 pages)  
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IMLS Face Sheet – page 1 

1. Applicant Organization 

Legal Name             

Address 1             

Address 2             

City       County      State     

Zip + 4/Postal Code     Congressional District       

DUNS Number      Employer Identification Number (EIN/TIN)     

Web Address http://           

2. Project Information 

Project Title             

Project Description             

             

             

             

             

Grant Period Start Date     End Date     (must begin between 11/1/06-1/1/07) 

3. Project Director 

Prefix    First Name     Middle Initial   

Last Name      Suffix    

Title              

Address 1             

Address 2             

City       County      State     

Zip + 4/Postal Code     E-mail         

Phone       Fax         

4. Primary Contact/Grants Administrator 

Same as Project Director (skip to item 5)  

Prefix    First Name     Middle Initial   

Last Name      Suffix    

Title              

Address 1             

Address 2             

City       County      State     

Zip + 4/Postal Code     E-mail         

Phone       Fax         

 
Continue to line 5 
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5. Type of Applicant: Check the one Applicant Type that applies. 
 State Government 
 County Government 
 City or Township Government 
 Special District Government 
 Regional Organization 
 U.S. Territory or Possession 
 Independent School District 
 Public/State Controlled Institution of Higher Learning 
 Indian/Native American Tribal Government (federally recognized) 
 Indian/Native American Tribal Government (other than federally recognized) 
 Indian/Native American Tribally Designated Organization 
 Public/Indian Housing Authority 
 Nonprofit with 501(C)(3) IRS Status (other than institution of higher education) 
 Nonprofit without 501(C)(3) IRS Status (other than institution of higher education) 
 Private Institution of Higher Education 
 Individual 
 For-Profit Organization (other than small business) 
 Small Business 
 Hispanic-Serving Institution 
 Historically Black Colleges and Universities (HBCUs) 
 Tribally Controlled Colleges and Universities (TCCUs) 
 Alaska Native and Native Hawaiian Serving Institutions 
 Non-Domestic (non-U.S.) Entity 
 Other (specify)            

 

6. Authorizing Representative/Authorizing Official 

By signing the application, I certify (1) to the statements contained in the list of certifications** and (2) that the statements 
herein are true, complete and accurate to the best of my knowledge. I also provide the required assurances** and agree to 
comply with any resulting terms if I accept an award. I am aware that any false, fictitious, or fraudulent statements or claims 
may subject me to criminal, civil, or administrative penalties.  
 
(U.S. Code, Title 218, Section 1001)    I Agree 
 
**Certifications and Assurances are set forth in the IMLS guidelines for the program to which application is made. 
 

Prefix    First Name     Middle Initial   

Last Name      Suffix    

Title              

E-mail              

Phone       Fax         

 
                            
Signature of Authorized Representative/Authorizing Official   Date Signed 
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Museum Grants for African American History and Culture  
Information Sheet 
 

1. Legal Name             

Organizational Unit (if different from Legal Name)         

Address 1             

Address 2             

City       County      State     

Zip + 4/Postal Code     

 
2. Type of museum (check one) 

 Aquarium  
 Arboretum/Botanical garden  
 Art museum  
 Children's/youth museum 
 General museum* 
 Historic house/site 
 History museum 

 Nature Center 
 Natural History museum 
 Planetarium 
 Science/technology museum 
 Zoo 
 Specialized** 
 Other     

 
* A museum with collections representing two or more disciplines equally (e.g., art and history). 
** A museum with collections limited to one narrowly defined discipline (e.g., textiles, stamps, maritime, ethnic group). 
 

3. Museum's attendance for the 12-month period prior to the application. 

Onsite       Offsite       

 
4. Total number of hours the museum was open to the public for the 12-month period prior to the application:   
 
5. Year the Museum was first open and exhibiting to the public        
 
6. Number of full-time paid museum staff                 7. Number of part-time paid museum staff    
 
8. Number of full-time unpaid museum staff                  9. Number of part-time unpaid museum staff    
 
10. 
 

Fiscal Year Revenue/Support/Income Expenses/Outlays Budget Deficit (if 
applicable) 

Budget Surplus (if 
applicable) 

Most recently 
completed FY 20_____ $ $ ($                                 ) $ 

Second most recently 
completed FY 20_____ $ $ ($                                 ) $ 

 
**If institution has a budget deficit or surplus for either of the two most recently complete fiscal years, please attach a single 
sheet behind this face sheet to explain the circumstances of this deficit or surplus. 
 

Continue to Line 11 
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11. Total Amount Requested $   .00 
 
 
12. Amount of Cost Share $             .00 
 
13. Summary of project activities (2,000 maximum character count): 
 
 
 
  
 



 

 

 

 

 

 

 

 
 

 

 











 

 

Grant Processing Information Sheet  
 
ELIGIBILTY REQUIREMENTS 
 
All IMLS Museum Grants for African American History and Culture applicants must answer 
the following questions. If your answer is not YES to each question, your institution is not 
eligible for this program. 
 
Please check the appropriate answer.  
 

1. A museum whose primary purpose, as reflected in its mission, is African American 
life, art, history, and culture. 

 Yes     No  
 

2. Is the institution either a unit of state or local government or a private not-for- profit 
organization that has tax-exempt status under the Internal Revenue Code, which is 
organized on a permanent basis for essentially educational or aesthetic purposes?  

 Yes     No  
 

3. Does the institution own or use tangible objects, whether animate or inanimate? 
 Yes     No  

 
4. Does the institution care for tangible objects, whether animate or inanimate?  

 Yes     No  
 

5. Are these objects exhibited by the institution to the general public on a regular basis 
through facilities the institution owns or operates? 

 Yes     No  
 

6. Is the institution open and exhibiting tangible objects to the general public at least 120 
days a year through facilities the institution owns or operates?  

 Yes     No  
 

7. Does the institution employ at least one professional staff member, or the fulltime 
equivalent, whether paid or unpaid, who is primarily engaged in the acquisition, care, 
or exhibition to the public of tangible objects owned or used by the institution?  

 Yes     No  
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