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1. Description of the project and its significance 
 
           The Learned T. Bulman Archives at Washington & Jefferson College seeks to 
obtain a Sustaining Cultural Heritage Collections implementation grant from the National 
Endowment for the Humanities. The Bulman Archives, which contains a wide variety of 
historical and cultural information, should perform a comprehensive rehousing of its 
manuscript collection. Currently housed in a bank of eleven steel filing cabinets, the 
manuscript collection’s documents and photographs are held in acidic enclosures; the 
combination of the less-than-ideal filing cabinets and acidic envelopes is causing 
unnecessary damage to the historic items within the manuscript collection. Data from a 
preservation survey undertaken by staff at the Bulman Archives confirms the need for a 
rehousing project to replace all acidic folders, utilize archival-safe document boxes 
rather than filing cabinet drawers, and install an open-shelf storage system to better 
accommodate the manuscript collection. 
 
        The Bulman Archives did not have the services of a full-time, trained archivist 
until 2010; prior to that time, the library staff cataloged archival materials according to 
subject classification rather than their provenance. As a result, items were mislabeled 
and have been removed from their original context. While finding aids do exist for some 
of the more well-known holdings, the majority of the manuscript collection can only be 
accessed via a card catalog. Preservation improvements to the Bulman Archives’ 
manuscript collection will undoubtedly benefit both the materials and the users at 
Washington & Jefferson College. As items are rehoused, the archives staff will improve 
their intellectual control of the collection and will be able to provide better reference 
assistance to researchers. 
 
        Items within the manuscript collection range from eighteenth-century 
correspondence to Civil War-era telegrams, to Victorian scrapbooks and World War II 
photographs, to 1950s sock hop posters and present day college course catalogs. The 
Bulman Archives strives to preserve materials associated with the history of Washington 
& Jefferson College as well as documents relating to early American history and its 
association with Southwestern Pennsylvania. The importance of the manuscript 
collection has only recently been realized by the administration at Washington & 
Jefferson College, and our proposed project to comprehensively rehouse this collection 
will preserve these significant materials for posterity. We expect that successful 
completion of this project will increase the shelf-life of these archival collections, better 
facilitate reference requests, and promote the use of the manuscript collection for years 
to come.  
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3. Narrative 

Introduction 
 
        The Learned T. Bulman Archives, located at Washington & Jefferson College’s 
U. Grant Miller Library, houses many interesting and historically significant collections. 
From eighteenth-century correspondence featuring America’s founding fathers and 
albumen-print photographs of Civil War soldiers to secret fraternity rituals and 
scrapbooks of society ladies, the Bulman Archives has something compelling for every 
patron. The collection has a strong focus on documenting Washington & Jefferson 
College as well as Southwestern Pennsylvania’s impact on American history. Since the 
archives’ founding in 1948, a vast number of archival materials have been donated to 
the college by alumni and the surrounding community. The documents, inserted into the 
Bulman Archives’ manuscript collection, were not properly processed at their time of 
acquisition, nor were they housed correctly. 
 

Of the more than 2,200 folders included in the manuscript collection, over 85% 
are acidic and should be replaced as soon as possible in order to prevent additional 
contact damage with the items in the collection. The manuscript collection is contained 
within a bank of eleven metal filing cabinets, shown to cause undue wear and tear on 
the archival folders as the drawers are opened and closed. Additionally, at least one of 
these filing cabinets is leaking its fire-retardant powder, which has accumulated in the 
cabinet’s drawers and on the collection’s folders. The Learned T. Bulman Archives 
seeks to obtain a $24,000 Sustaining Cultural Heritage Collection implementation grant 
in order to fully rehouse the manuscript collection and install a better storage system: 
We wish to re-folder all acidic enclosures, accommodate the folders in archival-safe 
metal-edge boxes, and build storage shelving to completely replace the current metal 
filing-cabinet configuration. 

 
The archives’ materials are currently located throughout three different rooms on 

the ground floor of the U. Grant Miller Library. (Two rooms comprise the actual archives, 
and the third is regarded as the “overflow area” for the backlog of archival collections 
that have not yet been processed.) The first room of the Learned T. Bulman Archives 
acts as the reading room for the archives, containing a table and chairs, exhibit 
shelving,  a card catalog, and reference materials. The second room, accessible only 
through the archives’ reading room, is called the “stacks,” or main storage area for the 
archives. The environment, controlled by the H-VAC system, is well-maintained within 
the recommended temperature and relative humidity ranges for mixed-media archival 
collections. While the ten-member library staff also has access to the archives if 
needed, there is only one full-time archivist and two part-time personnel to address 
processing, preservation, and access to the archival materials. The archives’ budget 
comes directly from the U. Grant Miller Library’s yearly operating budget. User statistics 
assert that more than 150 patrons utilized the Bulman Archives in 2011, either in person 
or via emailed reference requests. 
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The Bulman Archives is considered a division of the U. Grant Miller Library, 
whose mission is “to build an accessible and relevant collection and to provide a user-
centered environment that invites socialization and promotes discovery, scholarship, 
information literacy, and life-long learning.” Materials associated with Washington & 
Jefferson College’s history as well as documents relating to eighteenth- and nineteenth-
century American history, especially as they relate to Southwestern Pennsylvania, are 
defined within the archives’ collection scope. The manuscript collection in the Bulman 
Archives is the largest, and most frequently used, portion of the archives. Obtaining an 
implementation grant for the Learned T. Bulman Archives to completely rehouse its 
manuscript collection would help to support the mission of the library by preserving 
these historic materials for posterity while providing access to current researchers. 
 

Significance of collections 
 

The manuscript collection of the Learned T. Bulman Archives is a grouping of 
different accessions and items gathered by the archives throughout the twentieth and 
twenty-first centuries. Currently the collection encompasses eleven filing cabinets, each 
four drawers deep. All materials of the collection have been placed into individual 
folders and into the filing cabinets organized by subject. Each drawer contains an 
estimated 50 folders; these may contain anything from a single piece of paper to whole 
manuscripts accompanied with photographs, books, newspapers, audio or film reels, 
and ephemera. The manuscript collection is the most highly used collection of the 
Learned T. Bulman Archives. The materials in the collection range across a long 
spectrum from a telegram announcing President Lincoln’s assassination, to class notes 
from students, to photographs from college reunions, to the papers of the college’s 
founders. It is hard to pinpoint the greatest strength of the collection because the 
materials encompass a large genre of information, and no statistics are readily available 
to determine which materials are the most highly used. The collection does focus on 
individual achievements of students and alumni, and activities of the surrounding 
community of Southwestern Pennsylvania. Users of the collection are varied but most 
common are families of alumni researching their genealogy. Others include researchers 
who are working towards publishing their work or for their own personal interests. 

 
The archivist at the Learned T. Bulman Archives is also the outreach librarian for 

Washington & Jefferson College, and she is working toward promoting the archives. 
Portions of the archives’ manuscript collection have been highlighted in the alumni 
magazine, discussing new accessions and detailing chronologies of materials. The 
radio show for the library has an archives-specific episode each month, featuring 
contextual histories of items from the archival holdings. (One such story discussed 
Henry Ford’s influence on the college in the 1930s which had been otherwise forgotten.) 
Another recent outreach activity was a photo caption contest, where students created 
their own captions of photographs, also housed in the manuscript collection filing 
cabinets, ranging from 1800s to present. The archivist is currently acquainting students 
with the archives and the potential use that it may have for their studies. 
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Other repositories in Southwestern Pennsylvania hold materials related to 
subjects contained within the manuscript collection. Citizens’ Library, located a block 
away, possesses items relating to Washington County (in which the college resides), 
but the library is unable to properly preserve these materials. Another related repository 
is the Heinz History Center, located in downtown Pittsburgh, Pennsylvania. While the 
Heinz History Center collects historic materials from Southwestern Pennsylvania, the 
Bulman Archives has a higher concentration of information from Washington County 
and the college. 
 

Current conditions and preservation challenges 
 
 The collection at the Bulman Archives includes a wide variety of materials, 
ranging from paper, scrapbooks, and newspapers to photographs and audiovisual items 
(see Appendix A). The archives is housed in a stable, climate-controlled environment, 
but items within the manuscript collection are suffering from poor storage conditions 
such as crowded, acidic folders (see Appendix B) and damage from storage units not 
sufficiently supporting their materials.  The preservation conditions at the archives are 
ideal in terms of environment, as the facility is connected to an HVAC system which 
ensures building temperatures remain between 60-64 degrees Fahrenheit and have a 
humidity level between 40-44% throughout the year.  Fire alarms and smoke detectors 
are situated throughout the building in which the archives is housed and security 
personnel monitor the premises on a continuing basis.  Additionally, procedures are in 
place to eliminate theft in the archives. These include secure rooms for collections to 
which only archives and library staff have access and the monitoring of patrons during 
their use of materials.  With a controlled environment, pests are a minimal concern for 
the archives ,but management of this concern is conducted through the Buildings and 
Facilities Department who work with archives staff to address pest issues. The U. Grant 
Miller Library, in which the Bulman Archives is housed, has developed a disaster plan 
which addresses both library and archival materials. The archives and college 
administration have worked hard to ensure a system of preservation is in place for its 
collections. The current storage conditions, however, create a significant imbalance in 
this system, but it is one we are confident our rehousing project can correct. 
 
 In our planning phase, we conducted a survey of preservation needs for the 
collection.  We found these storage conditions were detrimental to items in that crowded 
folders caused folds and tears and larger materials were made to fit within folders too 
small to hold them, causing edge damage. In addition to being crowded, the folders 
were themselves deteriorating and acidic. Many of the folders contained adhesives, 
creating the potential for acid transfer to the items. The folders are housed in cabinets 
lined with fire-retardant dust which has accumulated on some of the items. Upon 
completing our preservation survey and assessing our preservation needs, we 
determined a grant-funded project to rehouse items in the collection would provide us 
with the opportunity to properly preserve the collection. 
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Through the Sustaining Cultural Heritage Collections Grant, we aim to implement 
a cost-effective, short-term rehousing project to stabilize the manuscript collection at the 
Bulman Archives. Rehousing of this collection would involve purchasing archival-quality 
boxes, folders, interleaving papers, and open metal shelving which can support boxes 
and three-dimensional objects. Furthermore, since rehousing would involve movement 
of the items we have also taken into account the level of intellectual control the archives 
has over the collection. Currently, the collection has few finding aids, and items 
correspond to an ineffectual card catalog system. Rehousing of the manuscript 
collection would therefore also involve a degree of arrangement and description. This 
system of arrangement was put in place prior to the current administration, and working 
backward from this system creates a financial burden in terms of staff work time to 
complete the collection arrangement. While the Sustaining Cultural Heritage grant does 
not typically address cataloging or documentation projects, we believe our goal to 
create a better intellectual arrangement for the collections not only falls within the scope 
of the grant, it is integral to our physical arrangement through rehousing of the 
manuscript collection. This work will ensure materials are safely transferred from old to 
new housing and, combined with preservation efforts, provide better access to the 
materials. 
 
 In the planning phase of our project we determined that the current budget for the 
archives falls short when considering the cost of implementing a complete rehousing 
and limited arrangement of the manuscript collection. The archives’ budget is able to 
accommodate two full-time staff and one part-time intern in addition to routine operating 
costs. However, supplies and labor costs for a rehousing project are outside the scope 
of the archives’ current budget. While this proposed rehousing project has the full 
support of the library and archives’ administration, efforts to allocate more funds for a 
project through the college were unsuccessful as the school has implemented several 
other large-scale projects, creating a drain on its resources. 
 
 In an effort to create a cost-effective project, we have developed strategies 
for successful project implementation. These include refoldering only those items which 
are in acidic folders not all items in the collection (unless significant damage is present) 
and integrating arrangement of the collections as part of the rehousing. (Please see 
Part 6, Budget Form, for an estimation of the cost of archival supplies needed in order 
to refolder, rehouse, and store the manuscript collection.)  In an effort to make our 
project as environmentally-sensitive as possible, we will purchase only sustainable, 
recycled/recyclable materials. 

 
History of the project 
 

The Learned T. Bulman Archives does not have any preservation and 
conservation policies in place, although efforts have been made in the past to conserve 
and preserve materials. For example, a letter penned from John Hancock received 
conservation treatment in the form of Japanese tissue paper mending, but it is stored 
between poster boards placed at the bottom of a filing cabinet with books and other 
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materials sitting on top. Other observed practices that are not archivally safe include 
documents stapled inside plastic sleeves, laminated documents, documents glued to 
boards, and tears mended with tape. The archives staff is aware that these past 
practices are not appropriate and no longer use these methods to preserve items. 
 

The archives is currently updating its strategic plan, supporting the goal that 
collections be made accessible to patrons both physically and virtually. Many collections 
within the archives have not been properly processed and thus are inaccessible for 
patrons. The archives would like to process and rehouse these collections, and make 
finding aids that could be accessed online. These are long-range goals that will take a 
significant amount of time and energy to complete. The manuscript collection fits within 
these goals because while it is currently accessible by patrons, the method of 
organization is done in a “library standard” in which the collection is organized by a 
definitive subject that is not necessarily beneficial to the researcher. 
 

This manuscript collection is essential for the Bulman Archives; neglecting its 
preservation needs is not an option. This collection is the most used within the archives 
and it is prudent that rehousing the manuscript collection should be the first large-scale 
project undertaken by the Bulman Archives. With time comes degradation, and as each 
item is removed from its folder and placed back in, the potential for damage increases. 
This proposed rehousing project will ensure the longevity of the materials to be 
continually accessed by patrons. Once the project is completed, the archivist will 
continue to educate students of the college about the archives and general archival 
practices through their mandatory introductory seminar class. In addition, it is expected 
the use of the manuscript collection will increase as the archives staff are made fully 
aware of the materials contained within the collection, thereby improving their ability to 
provide researchers with ample reference assistance. This project will be beneficial to 
not only the records contained within the archives but to its user base as well. 
 

Methods and standards 
 
           The Sustaining Cultural Heritage Collections Grant would allow us to implement 
a short-term rehousing project aimed at the most vulnerable parts of the Bulman 
Archives collection.  We have researched preservation standards within the profession, 
such as the National Archives guidelines on Holdings Maintenance and resources from 
the Northeast Document Conservation Center, which detail procedures for rehousing 
the formats in our collection and materials for storage (see Appendix C for a list of key 
references).  The selective refoldering of items in acidic enclosures is a method which is 
a cost-effective treatment standard in the preservation field.  Additionally, the use of 
interleaving papers to protect items in scrapbooks and between prints is a well-regarded 
preservation treatment, provided the interleaving does not cause undue stress to book 
spines.  Drawing on recommendations from leading institutions in the field, we will 
rehouse materials in archival quality, metal-edge boxes to prevent bending, slumping, or 
bowing of photographs and paper items.  To ensure rehoused materials are stored 
above floor-level to mitigate potential water damage and provide adequate air 
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circulation, we will store boxes on chrome-plated steel shelving.  The plan for 
implementing new storage will include the removal of the old storage cabinets, followed 
by the assembly of new shelving within the space.  No additions or modifications to the 
building or space will be required.  The incorporation of limited arrangement and 
description into the rehousing project will help to facilitate, along with the above 
preservation measures, the continued access to materials in the Bulman Archives. 
 
        The Bulman Archives has a stable, climate-controlled environment which offers 
ideal conditions for collections.  A serious detraction to these ideal conditions is the poor 
housing and storage of items in the manuscript collection.  By targeting this area of 
need, we will be able to not only stabilize materials but prevent future damage through 
proper housing and storage.  This, coupled with an emphasis on purchasing only 
environmentally-sensitive archival supplies and shelving, will contribute to a sustainable 
strategy of preservation. (Please see Appendix D for a floor plan of the Learned T. 
Bulman Archives.)  
 
        To make certain that collections are safely and professionally maintained 
throughout the rehousing project, labor will be supervised by the Archivist and Outreach 
Librarian who will also direct the limited arrangement and description during the project. 
 This supervision will also ensure that materials are properly rehoused according to 
preservation standards. 
 

 
Work plan 
 
Phase I: Assess preservation needs of the collection through a preservation 
survey using a random sampling method, analyze survey results and findings 

Timeline Action Items 

Week 1 Construct preservation survey proposal, design sampling scheme, design 
sampling criteria 

Week 2 Conduct collection preservation survey, survey environmental conditions & 
storage area 

Week 3 Analyze survey results and findings, prioritize preservation needs, determine 
recommendations for improving preservation 

Week 4 Establish preservation project guidelines, research current pricing for 
materials 

Week 5 Finalize project budget, order materials for rehousing & reshelving 

Week 6 Disseminate project guidelines to personnel, train interns and/or volunteers 

 



Alex Hilton, Keir McCoy, Julia Rossi, and Alexis Yorczyk 
LIS 2215 – Grant Proposal (Parts I & II) 

Summer 2012 
 

7 
 

Phase II: Implement proposed preservation project, rehouse and re-shelve 
collection materials with minor arrangement and description 

Date Action Items 

Week 7-
Week 8 

Begin refoldering and rehousing materials, arrangement where necessary 

Week 9 Remove now empty file cabinets and assemble new shelving, arrange 
boxes on shelves 

Week 10 Create a box-level description to correspond with card catalogue, 
document/chart location of materials on shelving for future referencing 

 
 
Phase III: Post-Project Completion 

Date Action Items 

Week 
11-12 

Construct project recap evaluation and analysis, present final result to 
institution, write & submit NEH performance report 

 
 
Project team 
 
  The team will consist of one temporary, full-time staff member serving as the 
Project Archivist and one temporary, part-time staff member serving as the Project 
Assistant. The project team will consist of one temporary, full-time staff member serving 
as the Project Archivist and one temporary, part-time staff member serving as the 
Project Assistant. These two positions will be contingent upon funds received by the 
NEH grant.  

Amy Welch is the full-time College Archivist & Outreach Librarian for the 
university. She will serve as the project’s supervisor during each step of the project. Her 
duties will include monitoring the budget, training the project interns, ensuring proper 
work flow, and alleviating any issues with the project’s implementation. The full-time 
Director of Library Services, Alexis D. Rittenberger, will be available for guidance 
throughout the project; otherwise her participation in the project will be minimal. Both 
Amy Welch and Alexis D. Rittenberg will be available as liaisons between the university 
and the project itself. There are two interns that will be working exclusively on the 
project, predominantly in the actual rehousing and reshelving of the manuscript 
collection materials. (Please see Part 5, “List of Participants.”) 
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Project Results and Dissemination 
 
        Preservation improvements to the Bulman Archives’ manuscript collection will 
undoubtedly have beneficial results for both the archival materials and for the users at 
Washington & Jefferson College. As items are rehoused, the archives staff will gain 
better intellectual control of the collection. They will then be able to refer researchers to 
materials that were previously unknown due to the earlier misguided arrangement of the 
manuscript collection. The mission of the U. Grant Miller Library, and by association, the 
Learned T. Bulman Archives, is “to build an accessible and relevant collection and to 
provide a user-centered environment that invites socialization and promotes discovery, 
scholarship, information literacy, and life-long learning.” Certainly, the rehousing of the 
manuscript collection will facilitate discovery of materials which will assist users and 
promote scholarship, literacy, and learning. 
 
        The items in the manuscript collection are historically significant to Washington & 
Jefferson College, its surrounding community, Southwestern Pennsylvania, and myriad 
well-known alumni and benefactors. As our preservation survey results show, the acidic 
envelopes and filing cabinet storage system presently in place have inflicted 
unnecessary damage on the materials within the manuscript collection. Our proposed 
solution of refoldering and rehousing these items in acid-free folders and document 
boxes, coupled with an open shelving system, will properly preserve these archival 
materials indefinitely. 
 
        The Washington & Jefferson College administration wholeheartedly supports the 
proposal to rehouse the Learned T. Bulman Archives’ manuscript collection. Since 
attention had not been brought to the preservation issues until recent years, upon the 
hiring of a full-time archivist, adequate funding had not been slated for the archives to 
perform a project such as this. However, with urging from library and archives 
personnel, the poor housing conditions of the manuscript collection have been brought 
to light. The institution is now aware of the preservation issues within the archives, and 
they wish to aid in the safeguarding of these materials for future users. As the college 
archivist continues to promote the Bulman Archives and provide outreach activities to 
the community, we anticipate increased user interest in the archival collections. 
 
        Should the Bulman Archives receive a Sustaining Cultural Heritage Collections 
implementation grant, upon completion we will hold an “open house” to present the 
finished product to the Washington & Jefferson College faculty, staff, and students. 
Archives staff will evaluate and analyze the project’s work plan and methodology and 
also disseminate this report to the college administration. Information about this 
rehousing project will be published on the library website and in college publications, 
highlighting items from within the manuscript collection. We will fulfill our reporting 
requirements to the National Endowment for the Humanities promptly. 
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4. History of grants 
 

The Learned T. Bulman Archives has not been awarded previous grants, federal 
or otherwise, for improvements and preservation of its cultural heritage collections. 
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5. List of Participants 
 

All participants for the rehousing project at the Bulman Archives are or will be 
staff members at Washington & Jefferson’s U. Grant Miller Library.  
 
Loblob, Bob 
  Bob is one of two interns working exclusively on this project. He is currently a student at 
the University of Pittsburgh earning a Master’s in Library and Information Science concentrating 
in Archives, Preservation, and Records Management. His duties will include:   

 Rehousing the manuscript collection 
 Assembling the shelving 
 Performing any necessary preservation treatments 

 
Moore, Anna Mae 

Anna Mae is the Archives Assistant at the U. Grant Miller Library. She will be working 
only part time on this project (10 hours a week) being that her other duties take precedent. Her 
role will include advising interns and maintaining documentation about the project’s progress.  
 
Rittenberger, Alexis D. 

Alexis is the Director of Library Services at the U. Grant Miller Library. While she does 
not work exclusively in the archives, it is under her jurisdiction. Her involvement in this project 
will be minimal; the archives staff will submit periodic reports about the project’s progress and 
disseminate the final results to the library administration.  
 
Vandelay, Art 

Art is one of two interns working exclusively on this project. He is currently a student at 
the University of Pittsburgh earning a Master’s in Library and Information Science concentrating 
in Archives, Preservation, and Records Management. His duties will include: 

 Rehousing the manuscript collection 
 Assembling the shelving 
 Performing any necessary preservation treatments 

 
Welch, Amy 

Amy is the College Archivist & Outreach Librarian at the U. Grant Miller Library she will 
be overseeing the project and be continually involved with the project for every step of the 
process. She received her Master’s in Library and Information Science concentrating in 
Archives, Preservation, and Records Management from the University of Pittsburgh. Her duties 
will include: 

 Monitoring the budget 
 Training the interns on how to perform the rehousing project 
 Ensuring the timeline is strictly followed 
 Alleviating any problems should they arise 
 Performing any necessary preservation treatments 
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click for Budget Instructions
Computational 
Details/Notes (notes) Year 1 (notes) Year 2 (notes) Year 3  Project Total

01/01/20__‐
12/31/20__

01/01/20__‐
12/31/20__

01/01/20__‐
12/31/20__

1. Salaries & Wages
Project Archivist [1] $44,000  25% $11,000 % % $11,000
Project Assistant [1] $38,000  13% $4,750 % % $4,750

% % % $0
% % % $0
% % % $0
% % % $0

2. Fringe Benefits
Project Archivist 24% $2,640 $2,640

$0

3. Consultant Fees
$0

4. Travel
$0
$0

5. Supplies & Materials
Archival buffered reinforced tab file folders, letter size $31.95 per pack of 100 20 $639 $639
Archival buffered reinforced tab file folders, legal size $38.95 per pack of 100 2 $78 $78
Permalife archival buffered bond paper, letter size $19.60 per ream 5 $98 $98
Permalife archival buffered bond paper, legal size $25.99 per ream 1 $26 $26
Sleeves, L-Sealed on Two Sides, 3 mil Archival Polyester, E $87.75 per pack of 100 2 $175 $175
Document storage box, 12.25" x 10.25" x 5" $4.75 per box 200 $950 $950
Document storage box, 15.25" x 10.25" x 5" $6.25 per box 20 $125 $125
Shelving Rivet Span Starter Unit 84H x 69W x 30"D $250.00 each 1 $250 $250
Shelving Rivet Span Adder Unit 84H x 69W x 30"D $235.00 each 1 $235 $235
Particle Board Decking One Board 69 x 30 x 5/8" Thick $48.99 each 2 $98 $98

Project Grant Period: mo/day/year through mo/day/year

Budget Form
OMB No 3136‐0134
 Expires 6/30/2012

Applicant Institution: Name
Project Director: Name
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6. Services
$0

7. Other Costs
$0

8. Total Direct Costs Per Year $21,064 $0 $0 $21,064

9. Total Indirect Costs 
12% of direct costs Per Year $2,528 $0 $0 $2,528

10. Total Project Costs $23,592

11. Project Funding a. Requested from NEH $23,592
$0

$23,592

b. Cost Sharing $0
$0
$0
$0
$0

12. Total Project Funding $23,592

 ( $23,592 = $23,592 ?)

( $0 ≥ $0 ?)
 Third‐Party Contributions must be               

greater than or equal to Requested Federal Matching Funds  ‐‐‐‐>    

Applicant's Contributions:
Third‐Party Contributions:

Project Income:
Other Federal Agencies:
TOTAL COST SHARING:

    Total Project Costs must be equal to Total Project Funding  ‐‐‐‐>    

(Direct and Indirect costs for entire project)

Outright:
Federal Matching Funds:

TOTAL REQUESTED FROM NEH:
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Appendix A: Percentage of format types selected during the preservation survey in the 
planning phase. 

 

 

13



Appendices  Alex Hilton, Keir McCoy, Julia Rossi, and Alexis Yorczyk 
LIS 2215 – Grant Proposal (Parts I & II) 

Summer 2012 
 

Appendix B: Chart illustrating the amount of items surveyed which exhibited 
preservation concerns with regard to item housing. 

Over 85% of the items sampled were currently housed in acidic folders.  

 

 

 

 

Appendix C:  Key References for Preservation Standards 

Library of Congress.  “Collections Care (Preservation).”  Accessed July 17, 2012. 
http://www.loc.gov/preservation/care/. 

 
National Archives and Records Administration.  “Holdings Maintenance.”   

Accessed July 17, 2012.  http://www.archives.gov/preservation/holdings-
maintenance/. 

 
Northeast Document Conservation Center.  “Storage Furniture: A Brief Review of 

Current Options.”  Accessed July 17, 2012. 
 http://nedcc.org/resources/leaflets/4Storage_and_Handling/02StorageFurniture.php. 
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Appendix D: Floor plan of Learned T. Bulman Archives 
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Appendix E: Resumes  

 [We are aware that brief resumes of staff members are required for this proposal 
but we were unable to procure all of those resumes prior to this submission. We have 
included the resume of Amy Welch as one example. –AH, KM, JR, & AY]  
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AMY E. WELCH  
740 South Negley Ave. #302 • Pittsburgh, PA 15232 • 917-698-7170 • awhissen@gmail.com  

 

EDUCATION  
 

UNIVERSITY OF PITTSBURGH  Pittsburgh, Pennsylvania  

Masters, Library & Information Science  August 2011  

Concentration in Archives, Preservation and Records Management, GPA 4.0/4.0  
Relevant coursework included Archival Access, Advocacy, and Outreach; Preservation Management; Digital 

Preservation; Copyright & Fair Use in the Digital Age. 

  

BOWDOIN COLLEGE  Brunswick, Maine  

A.B. awarded Magna Cum Laude  May 1996  

Major in English, minor in Music.  

Academic Honors: Dean's List (each semester), James Bowdoin Scholar (each year). Other Honors: Paul 

Andrew Walker Prize in Journalism, Bowdoin College, 1995.  

  

LIBRARY & ARCHIVES EXPERIENCE  
 

WASHINGTON & JEFFERSON COLLEGE  Washington, Pennsylvania 

College Archivist & Outreach Librarian  August 2011-present 

Collect, preserve, and organize records related to the history of the college and the Washington region. Manage 

inventory project to determine whether items are missing; re-organize collection to improve description and 

access. Plan and teach bibliographic instruction sessions requested by professors; design and teach 15-minute 

targeted instruction sessions. Promote library services and resources to the campus community through the 

student newspaper, marketing and advertising campaigns, and the library’s radio program. Assist students with 

research and reference services. 

 

UNIVERSITY OF PITTSBURGH  Pittsburgh, Pennsylvania  

Finney Music Library, Reference Intern  September 2010-July 2011  

Staff reference desk and assist students and faculty with research and locating materials. Process new 

acquisitions for existing library/archival collection from University’s composer-in-residence and create finding 

aid. Catalog materials donated to the library, including 1,000+ LPs. Assist with ongoing MARC cataloging of 

archival music collection. Participate in weekly training with Public Services librarians at University’s main 

library.  

  

UNIVERSITY OF PITTSBURGH  Pittsburgh, Pennsylvania  

Project Archivist/Student Employee  November 2010-August 2011  

Inventory materials, and provide processing and arrangement recommendations for the papers of Dr. Adolf 

Grünbaum, Andrew Mellon Professor in Philosophy, in preparation for their donation  to a university library. 

 

CARNEGIE MELLON UNIVERSITY  Pittsburgh, Pennsylvania  

Information Assistant  July 2011-August 2011  

Process and describe the papers of Dr. Allen Meltzer in preparation for donation to the university archives. 

Collaborate with institutional repository to digitize portions of the collection already heavily used by 

researchers.  

 

  

 

  



RELEVANT EXPERIENCE  
 

CONTINUITY CENTERS  Woodbury, New York  

Marketing & Communications Coordinator  February-August 2010  

Developed sales & marketing plan for technology-based disaster-recovery company. Managed corporate re-

brand; assisted with design of new marketing pieces, web site and trade show collateral. Wrote marketing copy 

for web site, promotional materials, sales letters, and proposals.  

  

MUZAK  Edgewood, New York  

Regional Marketing Coordinator  December 2006-January 2010  

Created sales and marketing initiatives for a regional office. Developed promotional packages and incentives, 

and presented targeted projects to sales team. Trained new employees. Coordinated trade show exhibits and 

represented company at events. Acted as liaison between corporate and regional offices. Managed high-profile 

and multiple-location accounts through post-sale stages. Hired, trained and supervised Sales Coordinators.  

 

MUZAK  

Account Executive  August 2006-November 2006  

Developed new business in the metro NYC area. Established and maintained contact with new and existing 

clients.  

 

MUZAK  

Regional Marketing Coordinator  August 2001-July 2006  

Please see above description.  

 

MUZAK  

Sales Coordinator  December 2000-August 2001  

Provided daily support for sales team.  

 

WATERBURY REPUBLICAN-AMERICAN (Newspaper)  Waterbury, Connecticut  

Staff Writer  August 1998-December 2000  

Covered arts and entertainment, focusing on classical music and jazz for 60,000-circulation daily newspaper. 

Contributed lifestyle stories for daily and Sunday feature sections and special sections, such as vacation guides. 

Covered popular culture, trends, books, art, food and fashion.  

 

JOURNAL TRIBUNE (Newspaper)  Biddeford, Maine  

Staff Writer  August 1997-July 1998  

Covered local news for 12,000-circulation daily newspaper. Also wrote feature stories and provided back-up 

coverage for other towns.  

 

THE PORTLAND NEWSPAPERS  Portland, Maine  

News Assistant  June 1996-August 1997  

Contributed briefs for daily and Sunday newspapers. Provide reporting and research support to news staff.  

 

 

PROFESSIONAL MEMBERSHIPS  
 

Member of Society of American Archivists and Mid-Atlantic Regional Archives Conference. 

 

  



PUBLICATIONS  
 

LibGuide: History of Jazz: online pathfinder to assist students in an undergraduate History of Jazz course. The 

guide directs students to electronic and print materials, as well as additional resources of interest.  Viewable at 

http://pitt.libguides.com/content.php?pid=219272. 

 

Documenting Leadership in the Dick Thornbugh Papers: teaching packet designed to introduce high school 

students to archival materials using the Dick Thornburgh Papers at the University of Pittsburgh. To be 

published on the University of Pittsburgh’s Thornburgh Collection website.  

 

 

SKILLS  
 

Comfortable with a variety of software including Microsoft Office, Adobe Acrobat, and database applications 

such as Act (versions 4.0 and 6.0), Salesforce.com and DSI. Experience using Content DM, Greenstone, and 

DSpace digital library software. Working knowledge of Archivist’s Toolkit, Omeka, DACS, and EAD 

encoding. Aptitude for learning new applications quickly.  

 

Excellent written and oral communication skills developed through staffing academic library reference desk; in 

Marketing positions through daily contact with sales force and clients; and in journalism through interviewing 

sources and conveying stories in a clear, concise, and creative way.  

 

Detail-oriented, organized and analytical from cataloging materials, creating finding aids, assisting sales force, 

and reporting and writing for newspapers. Able to quickly switch gears to accommodate deadlines and manage 

simultaneous projects.  

 

Collaborative and focused work style developed through working among diverse colleagues with a multitude of 

quirks and specialties. Able to work respectfully and comfortably as a team member and supervisor.  

http://pitt.libguides.com/content.php?pid=219272


 

 

 

 

 

Grant Requirements for 

NEH Sustaining Cultural Heritage Collections 

Implementation Grant 

 

CFDA No. 45.149 

 



 
 

DIVISION OF PRESERVATION AND ACCESS 

SUSTAINING CULTURAL 

HERITAGE COLLECTIONS 

Deadline:  December 1, 2011 (for projects beginning October 

2012) 

Catalog of Federal Domestic Assistance (CFDA) Number: 45.149 

 
 
 
 

Items referred to in this document needed to complete your 

application:   

 

□ Budget instructions  
□ Budget spreadsheet 
□ Grants.gov application package and instructions 
 
Also see the application checklist at the end of this document. 

 
 

Questions? 

 
Contact the staff of NEH’s Division of Preservation and Access at 
preservation@neh.gov  and 202-606-8570. Hearing-impaired applicants can 
contact NEH via TDD at 1-866-372-2930. 

 
Submission via Grants.gov 

 

All applications to this program must be submitted via Grants.gov. 
We strongly recommend that you complete or verify your registration at least 
two weeks before the application deadline, as it takes time for your 
registration to be processed. 

mailto:preservation@neh.gov
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I. Program Description 

 
Sustaining Cultural Heritage Collections (SCHC) helps cultural institutions meet the complex 
challenge of preserving large and diverse holdings of humanities materials for future 
generations by supporting preventive conservation measures that mitigate deterioration and 
prolong the useful life of collections.  

Libraries, archives, museums, and historical organizations across the country are responsible for 
collections of books and manuscripts, photographs, sound recordings and moving images, 
archaeological and ethnographic artifacts, art, and historical objects that facilitate research, 
strengthen teaching, and provide opportunities for life-long learning in the humanities. To 
preserve and ensure continued access to such collections, institutions must implement 
preventive conservation measures, which encompass managing relative humidity, temperature, 
light, and pollutants in collection spaces; providing protective storage enclosures and systems 
for collections; and safeguarding collections from theft and from natural and man-made 
disasters.  

As museums, libraries, archives, and other collecting institutions strive to be effective stewards 
of humanities collections, they must find ways to implement preventive conservation measures 
that are scientifically sound and sustainable. This program therefore helps cultural repositories 
plan and implement preservation strategies that pragmatically balance effectiveness, cost, and 
environmental impact. Projects should be designed to be as cost effective, energy efficient, and 
environmentally sensitive as possible, and they should aim to mitigate the greatest risks to 
collections rather than to meet prescriptive targets.  

To help institutions develop sound preventive conservation projects, NEH encourages 
collaborative and interdisciplinary planning, which is important for identifying sustainable 
strategies. Such planning should include consideration of the following factors: the nature of the 
materials in a collection; the performance of the building, its envelope, and its systems in 
moderating internal environmental conditions; the capabilities of the institution; the nature of 
the local climate and the effects of climate change; the cost-effectiveness and energy efficiency of 
various approaches to preventive conservation; and the project’s impact on the environment.  

Sustaining Cultural Heritage Collections offers two kinds of awards: grants for planning and for 
implementation.  

Grants for planning  

To help an institution develop and assess preventive conservation strategies, grants of up to 
$40,000 will support planning projects, which may encompass such activities as site visits, risk 
assessments, planning sessions, monitoring, testing, modeling, project-specific research, and 
preliminary designs for implementation projects. Planning grants must focus on exploring 
sustainable preventive conservation strategies. They also must involve an interdisciplinary team 
appropriate to the goals of the project. The team may consist of consultants and members of the 
institution’s staff and might include architects, building engineers, conservation scientists, 
conservators, curators, and facilities managers, among others. A collections preservation 
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professional must be included on the planning team, and all members of the team must be 
identified in the application.  

  

Planning grants might be used to 

 reevaluate environmental parameters for collections; 

 examine passive (nonmechanical) and low-energy alternatives to conventional energy 
sources and energy-intensive mechanized systems for managing environmental 
conditions;  

 analyze existing climate control systems and the performance characteristics of buildings 
and building envelopes to develop a plan for improved operation, effectiveness, and 
energy efficiency;  

 examine options and develop strategies for lighting collection spaces in ways that protect 
collections while achieving improved energy efficiency; or 

 evaluate the effectiveness of preventive conservation strategies previously implemented, 
including energy-efficient upgrades to existing systems and performance upgrades to 
buildings and building envelopes.  

Planning projects can be designed to address a variety of preservation challenges. Various kinds 
of testing, modeling, or project-specific research may help applicants better understand 
conditions and formulate sustainable preservation strategies. Testing, modeling, or project-
specific research might include  

 measuring energy consumption; 

 using blower door tests to identify air leaks in buildings; 

 creating mock-ups of lighting options; 

 testing natural ventilation methods; 

 thermal imaging of buildings; 

 testing the effect of buffered storage enclosures on moderating fluctuating 
environmental conditions; 

 
 recommissioning or tuning small-scale climate control systems; or 

 
 adjusting the operating protocols for climate control systems. 

  
To enhance the outcomes of planning grants and to encourage incremental improvements in the 
care of collections, applicants may request an additional $10,000 to carry out one or more 
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recommendations made by the interdisciplinary planning team during the course of the project. 
Such work could help demonstrate the benefits of sustainable preservation strategies or lead to 
new information or changes in conditions that would influence “next steps.” Applicants should 
confer with their consultants before submitting an application to determine whether to request 
such funds to carry out recommendations of the planning team.   
 

Please note: NEH expects that SCHC planning grants will address complex preservation 
challenges, which only an interdisciplinary team can solve. Therefore, an applicant for a 
planning grant must have completed its basic preservation planning and identified its 
preservation challenges and priorities. Such basic activities as completing general preservation 
assessments and establishing environmental monitoring programs are eligible for support 
through NEH’s Preservation Assistance Grants for Smaller Institutions and would not be 
appropriate as the focus of an SCHC planning grant. 

Projects that seek to serve the field by developing new technical standards, best practices, and 
tools for preserving humanities collections are eligible for support through NEH’s Preservation 
and Access Research and Development grants. 

Grants for implementation  

To help an institution implement a preventive conservation project, grants of up to $350,000 
are available. Implementation projects should be based on planning that has been specific to the 
needs of the institution and its collections within the context of its local environment. It is not 
necessary to receive an NEH planning grant to be eligible for an implementation grant. Planning 
could be supported by NEH, other federal agencies, private foundations, or an institution’s 
internal funds. 

Projects that seek to implement preventive conservation measures in sustainable ways are 
especially encouraged. 

Implementation grants to preserve humanities collections might be used to 

 manage interior relative humidity and temperature by passive methods (such as creating 
buffered spaces and housing, controlling moisture at its sources, or improving the 
thermal and moisture performance of a building envelope);  

 install or recommission heating, ventilating, and air conditioning systems;  

 install storage systems and rehouse collections;  

 improve security and the protection of collections from fire, flood, and other disasters; or  

 upgrade lighting systems and controls, to achieve energy efficiency and levels suitable for 
collections.  

Implementation grants may also cover costs associated with renovation required to implement 
preventive conservation measures. Because SCHC grants may not fund new construction, the 

http://www.neh.gov/grants/preservation/preservation-assistance-grants-smaller-institutions
http://www.neh.gov/grants/preservation/preservation-and-access-research-and-development
http://www.neh.gov/grants/preservation/preservation-and-access-research-and-development
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costs of installing climate control, security, and fire protection systems in a building under 
construction are not eligible. However, grants may support the purchase of storage furniture 
and the rehousing of collections that will be moved into a new building.  

The Sustaining Cultural Heritage Collections program does not normally support activities such 
as cataloging, documenting, and digitizing collections. Applicants may request support for such 
activities only when the activities are a logical precondition to the project’s preventive 
conservation efforts. Applicants wishing to catalog, document, or digitize humanities collections 
should seek support through Humanities Collections and Reference Resources.  

Lessons learned  

Planning and implementation projects that focus on sustainable preservation strategies will be 
expected to create a white paper documenting lessons learned, so that others can benefit from 
the grantees’ experience. White papers will be posted on the NEH website.  

Sustaining Cultural Heritage Collections grants may not be used for 

 general conservation or preservation assessments and other basic preservation projects 
that could be supported through Preservation Assistance Grants for Smaller Institutions;  

 the preservation of materials that are the responsibility of an agency of the federal 
government, are privately held, or are not freely accessible for research;  

 the installation of climate control, security, lighting, and fire protection systems as a 
component of a project to construct a new building;  

 the preservation of the built or natural environment;  

 the renovation or restoration of historic structures, except insofar as that activity is 
needed to preserve humanities collections that such a structure houses;  

 the stabilization of archaeological sites; or  

 asbestos abatement.  

Previously funded projects  

An institution whose project has received NEH support may apply for a grant for a new or 
subsequent stage of that project. These proposals receive no special consideration and will be 
judged by the same criteria as others in the grant competition. In addition, these proposals must 
be substantially updated and must include a description of the new activities and a justification 
of the new budget. The applicant must also describe how the previously funded project met its 
goals.  

 

http://www.neh.gov/grants/preservation/humanities-collections-and-reference-resources


National Endowment for the Humanities 

Sustaining Cultural Heritage Collection  

Page 6 of 17 

 

 

 

II. Award Information  

 
The maximum award for planning grants is ordinarily $40,000, for up to two years. Planning 
applications may, however, request up to an additional $10,000 to carry out one or more 
recommendations made by the interdisciplinary planning team during the course of the project. 
For such applications, the maximum award is $50,000. Grants can be made for up to five years 
for implementation projects, with a maximum award of $350,000. Last year NEH made nine 
SCHC implementation grants. Note that NEH anticipates making fewer than five SCHC 
implementation grants this year. 
 
Successful applicants will be awarded a grant in outright funds, federal matching funds, or a 
combination of the two, depending on the applicant’s preference and the availability of NEH 
funds.  
 
Cost sharing  
 
Cost sharing consists of the cash contributions made to a project by the applicant, third parties, 
and other federal agencies, as well as third party in-kind contributions, such as donated services 
and goods. Cost sharing also includes gift money raised to release federal matching funds.  
 
Although cost sharing is not required, NEH is rarely able to support the full costs of projects 
approved for funding. In most cases, NEH Sustaining Cultural Heritage Collections grants cover 
no more than 80 percent of project costs for planning projects and 50 percent of project costs 
for implementation projects.  
 

 

III. Eligibility  

 
U.S. nonprofit organizations are eligible, as are state and local governmental agencies and 
federally recognized Indian tribal governments. Individuals are not eligible to apply.  
 
NEH generally does not award grants to other federal entities or to applicants whose projects 
are so closely intertwined with a federal entity that the project takes on characteristics of the 
federal entity’s own authorized activities. This does not preclude applicants from using grant 
funds from, or sites and materials controlled by, other federal entities in their projects.  
 
Late, incomplete, or ineligible applications will not be reviewed.  

 
 

IV. Application and Submission Information 

 
Application advice and proposal drafts  
 
Prior to submitting a proposal, applicants are encouraged to contact program officers, who can 
offer advice about preparing the proposal and review preliminary proposal drafts if they are 
submitted at least six weeks before the deadline. Time constraints may prevent staff from 
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reviewing draft proposals submitted after that date. Draft proposals should be submitted by e-
mail attachment to preservation@neh.gov. Staff comments are not part of the formal review 
process and have no bearing on the final outcome of the proposal, but previous applicants have 
found them helpful in strengthening their applications.  
 

HOW TO PREPARE YOUR APPLICATION  

 
You will prepare your application for submission via Grants.gov just as you would a paper 
application. Your application should consist of the following parts.  
 

1. Description of the project and its significance  

Provide a one-page abstract written for a nonspecialist audience, clearly explaining the 
project’s importance to the humanities, its principal activities, and its expected results.  

2. Table of contents  

List all parts of the application and, beginning with the narrative, number all pages 
consecutively.  

3. Narrative  

For planning grants, limit the narrative to twelve single-spaced pages; for 
implementation grants, limit the narrative to twenty single-spaced pages. All pages 
should have one-inch margins and the font size should be no smaller than eleven point. 

Use appendices to provide material that supplements the narrative. As relevant, include 
(for example) sample materials (such as photographs) that illustrate the collections’ 
current conditions and the experience of the project staff in doing comparable work.  

Keep the application review criteria (see Section V below) in mind when writing the 
narrative, which consists of the following sections.  

o Introduction  

Provide an overview of your project and request to NEH, and explain how they fit 
into the institution’s strategic plan and preservation priorities.  

Provide a brief profile of your organization, including its collections, institutional 
history and mission, physical facilities, number of staff, operating budget, and 
number of users or visitors annually. Discuss the collections’ relevance to the 
institution’s mission. Identify plans or policies that guide the collections’ 
development.  

o Significance of collections  

Describe in detail the nature, size, and intellectual content of the collections that 
are the focus of the project. Discuss the collections’ current, past, or potential use 
in support of the humanities. Include examples of specific exhibitions, 
educational programs, research projects, and publications to illustrate the ways 
in which the collections have been used to examine humanistic themes and ideas. 

mailto:preservation@neh.gov


National Endowment for the Humanities 

Sustaining Cultural Heritage Collection  

Page 8 of 17 

 

 

 

In addition, discuss the relation of the collections to similar holdings in other 
repositories.  

o Current conditions and preservation challenges  

Describe the present condition of the collections and define the preservation 
challenges that the project would address.  

In addition, provide a brief overview of preventive conservation practices and 
policies at your institution. For example, identify policies, practices, and systems 
that are in place to manage environmental conditions, provide appropriate 
storage, and protect collections from fire, theft, pests, and disasters. Consider 
including visual documentation in appendices to illustrate the preservation 
problems described in the proposal.  

Describe the current level of administrative and intellectual control of the 
collections. If the project involves the movement or relocation of collections, 
explain how the current levels of control prepare for successful implementation 
of the project.  

o History of the project  

Discuss previous preservation actions and the findings of research or studies 
(such as general preservation or conservation assessments, environmental 
monitoring, and specialized consultations) that lay a foundation for the proposed 
project. Explain how the proposed project relates to your institution’s strategic 
plan or other long-range planning efforts. This section of the narrative should 
provide the rationale for undertaking the proposed planning or implementation 
activities, along with the expected outcomes.  

o Methods and standards  

For both planning and implementation projects, explain and justify the proposed 
methods and procedures. As relevant, discuss how the project explores or 
employs sustainable preservation strategies. In addition, discuss any research or 
professional standards and practices that inform the project.  

For planning projects, discuss the kinds of knowledge and skills that the planning 
team needs, and explain how the team has been assembled. Show how the 
project’s framework and methods are related to the expected outcomes. Describe 
the nature of any testing, modeling, or project-specific research that is planned, 
and explain how such activities could help you identify sustainable preservation 
strategies. If you are budgeting funds of up to $10,000 to carry out one or more 
recommendations made by the interdisciplinary planning team during the course 
of the project, you need not provide a detailed account of the anticipated 
activities.  However, by identifying your consultants and discussing the scope of 
your planning project with them as you prepare your application, you should be 
able to suggest a range of possible activities.  As relevant, explain how the 
interdisciplinary team will evaluate the results of these activities. 
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Implementation projects must be at a stage of schematic design when the 
application is submitted. If you are not following or are modifying the 
recommendations of assessors and specialists, explain why. Discuss any 
measures that will be taken to ensure that the collections are professionally 
maintained and protected during the project.  

For implementation projects to rehouse and improve storage of collections: 
Describe the methods and materials used to rehouse the collections and discuss 
the development of the storage plan. Include in the appendices floor plans of the 
existing and proposed storage areas that indicate square footage and the layout of 
cabinets and shelving.  

For implementation projects to improve and manage environmental conditions: 
Provide a detailed description of steps that will be taken to improve conditions 
for humanities collections and define expected conditions. As relevant, describe 
the primary design features of passive measures, mechanized systems, and 
equipment proposed for managing or controlling conditions. Discuss your 
institution’s capacity, including policies, procedures, and staffing, for operating 
and maintaining systems that manage environmental conditions. Discuss plans 
for ongoing monitoring of conditions, energy consumption, and system 
performance. (Environmental monitoring equipment may be included in the 
project’s budget.) Address the potential impact that the proposed environmental 
improvements would have on the structure or building envelope, particularly if 
the building is a historic structure.  

NEH funds must focus only on activities and equipment required to provide 
appropriate environmental conditions for humanities collections. In multi-use 
facilities, costs for conditioning noncollection spaces should be excluded from the 
project’s budget.  

For implementation projects to install or improve security, fire protection, or 
lighting: Describe the primary design features and explain how the proposed 
equipment would work in conjunction with institutional policies, procedures, and 
staffing to protect collections.  

If you intend to conserve, digitize, or catalog collections within the context of 
your project, provide a rationale for this work and a full description of these 
activities. Applicants should refer to the guidelines for Humanities Collections 
and Reference Resources grants for information required in an application to 
carry out these activities.  

Applications to preserve Native American collections should discuss the 
institution’s compliance with the Native American Graves Protection and 
Repatriation Act and other relevant national and local statutes and regulations.  

o Work plan  

Present the steps of the planning or implementation project and discuss how 
each will be carried out. Indicate who is responsible for each activity. Include a 
schedule indicating what will be accomplished during each stage of the project.  

http://www.neh.gov/grants/preservation/humanities-collections-and-reference-resources
http://www.neh.gov/grants/preservation/humanities-collections-and-reference-resources
http://www.nps.gov/history/nagpra/
http://www.nps.gov/history/nagpra/
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o Project team  

Provide the names, qualifications, and expected contributions to the project of 
each member of the project team, including consultants as well as staff members.  

Include in the appendices résumés (of two pages or less) for each member of the 
project team, job descriptions for any new staff whom the institution would hire 
for the project, and letters of commitment from consultants.  

o Project results and dissemination  

Summarize the project’s expected outcomes. For planning projects, describe 
expected “next steps.” For implementation projects, explain how the preservation 
improvements could strengthen your institution’s work in the humanities.  

For planning or implementation projects that address sustainable preservation 
strategies, describe plans for sharing lessons from your project through your 
white paper and through such activities as blogs, conference presentations, or 
publications.  

4. History of grants  

If the project has received previous support from any federal or nonfederal sources, 
including NEH, list on one page the sources, dates, and amounts of these funds. If the 
project has a long history of support, the sources and contributions may be grouped and 
summarized.  

5. List of participants  

On a separate page, list in alphabetical order, surnames first, all project participants and 
collaborators and their institutional affiliations. When relevant, this list should include 
advisory board members, consultants, and authors of letters of commitment and letters 
of support. Because these individuals may not participate in the review process, this list 
is used to ensure that prospective evaluators have no conflict of interest with the projects 
that they will assess.  

6. Budget  

Using the instructions and the sample budget, complete the budget form (MS Excel 
format) or a format of your own that includes all the required information. You can find 
links to the budget instructions, budget form, and sample budget on the program 
resource page. While all items should be justified by the narrative, further explanation 
may be included in brief budget notes. For any outsourced work, third-party contractor 
costs should be included in the budget category “Services.” Attach a complete itemization 
of these costs to the budget form. If there is more than one contractor, each one must be 
listed on the budget form and the costs itemized separately.  

Planning grant applicants who are requesting up to $10,000 to carry out one or more 
recommendations made by the interdisciplinary planning team during the course of the 
project must show this expense as “work recommended by the planning team” in the 
“Other Costs” section of the budget. Include an estimated breakdown that shows how the 
funds might be divided among supplies, equipment, and services. 

http://www.neh.gov/grants/preservation/sustaining-cultural-heritage-collections
http://www.neh.gov/grants/preservation/sustaining-cultural-heritage-collections
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To the maximum extent practical, all procurement contracts must be made through an 
open and free competition. They are to be awarded to the bidder or offeror whose bid or 
offer is most advantageous, considering price, quality and other factors. Applicants must 
justify procurement contracts in excess of $100,000 that are not awarded by competitive 
bids or offers.  

Permanent equipment may be purchased for a project if an analysis demonstrates that 
purchasing is more economical and practical than leasing. Permanent equipment is 
defined as nonexpendable personal property costing $5,000 or more and having a useful 
life of more than one year.  

Consistent with the Buy American Act (41 U.S.C. 10a-c and Public Law 105-277), 
grantees and subrecipients who purchase equipment and products with grant funds 
should purchase only American-made equipment and products.  

7. Appendices  

Use appendices to provide the following items.  

o assessments and specialized studies Include assessments or specialized 
studies that are directly relevant to the project (e.g., a study of current 
environmental conditions, a preliminary design report that provides a 
description of the systems to be installed to protect the collections, or an analysis 
of storage conditions and requirements). For more general studies, we suggest 
that you submit summaries rather than full reports. Hyperlinks to online versions 
of such studies may also be included in the narrative.  

o institutional plans and policies Include only plans that directly support your 
project; when possible, present only summaries or excerpts, so as to avoid 
submitting lengthy attachments.  

o floor plans (for implementation projects to rehouse and improve storage of 
collections). 

o technical specifications for building envelope improvements, 
equipment, or systems Attach product data and specifications for proposed 
materials, equipment, and systems. Please consult program staff before 
submitting blueprints or other bulky specifications that cannot be submitted 
digitally via Grants.gov. (See How to Submit Supplementary Materials below.)  

o brief résumés (no longer than two pages) for staff with major responsibilities 
for the project’s implementation and for consultants to the project;  

o job descriptions for any additional staff who will be hired specifically to work 
on the project;  

o letters of commitment from key participants or partners, both within and 
outside the applicant institution;  

o letters of support (preferably no more than three) from experts in the project’s 
subject area, the proposed methodology, or the technical plan; 
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o if applicable, the State Historic Preservation Officer’s eligibility 
determination (see “Special requirements for renovation projects,” below); and 

o if applicable, the State Historic Preservation Officer’s written comments as to 
the effect of the project on the building or site (see “Special requirements for 
renovation projects,” below).  

 
Special requirements for renovation projects  
 
Section 106 review process and letter from the State Historic Preservation Office  
Applicants requesting support for building renovations are required to consult with their State 
Historic Preservation Officer (SHPO) to determine if a property or site is listed, or is eligible for 
listing, in the National Register of Historic Places. The SHPO’s eligibility determination should 
be included in an appendix to the application. If a property is eligible for or listed in the National 
Register, the applicant should, if possible, also include in an appendix to the application the 
SHPO’s written comments as to the effect of the project on the building or site, in accordance 
with the guidelines set forth in the Secretary of the Interior’s Standards for the Treatment of 
Historic Properties.  
 
Additionally, applicants who receive NEH grant funds for renovation projects on property or 
sites listed, or eligible for listing, in the National Register of Historic Places must provide NEH 
with assistance in carrying out its responsibilities under Section 106 of the National Historic 
Preservation Act, 16 U.S.C. Section 470f, as amended. For all funded renovation projects, 
Section 106 requires NEH to conduct a review to determine whether historic properties will be 
affected. If historic properties will be adversely affected by a project, Section 106 requires that 
NEH consult with the SHPO and the applicant to avoid, minimize, or mitigate the adverse effect.  

The Section 106 review process is initiated once NEH makes a decision to fund an application 
for renovation projects on property or sites listed, or eligible for listing, in the National Register 
of Historic Places. If such an application is selected for funding, the NEH Office of Grant 
Management will contact the applicant with a request for any additional information about the 
project that might be needed for Section 106 review. Once this information is received, NEH will 
conduct a review and determine whether further action is needed in order to comply with 
Section 106. The length of the Section 106 review process varies for each project. However, 
applicants can minimize the length of the review process by familiarizing themselves with 
Section 106 and by submitting required documentation with the grant application. NEH is not 
permitted to release any grant funds until the Section 106 process has concluded.  

For more information on the Section 106 review process, the required documentation, and the 
responsibilities of an applicant prior to and during the Section 106 review, please read the 
Section 106 FAQs, or contact the NEH Federal Preservation Officer by e-mail at FPO@neh.gov, 
by phone at 202-606-8309, or by mail sent to Federal Preservation Officer, Office of Challenge 
Grants, Room 420, National Endowment for the Humanities, 1100 Pennsylvania Avenue, N.W., 
Washington, DC 20506.  

 

http://www.nps.gov/history/hps/tps/standguide/
http://www.nps.gov/history/hps/tps/standguide/
http://www.neh.gov/grants/manage/special-requirements-renovation-and-construction-projects-required-section-106
mailto:FPO@neh.gov
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Wage rates for renovation  
 
Renovation projects using federal funds, in whole or in part, are subject in their entirety to the 
Davis-Bacon Act. 
 
Applicants should indicate in the narrative their awareness of and plans to meet the special 
requirements for renovation projects. 
 
 

HOW TO SUBMIT YOUR APPLICATION 

 
The application must be submitted to Grants.gov. Links to the Grants.gov application package 
and instructions for preparing and submitting the package can be found on the program 
resource page.  
 

 

HOW TO SUBMIT SUPPLEMENTARY MATERIALS  

 
If you are sending supplementary materials (those that cannot be scanned and converted to an 
electronic form and submitted via Grants.gov), please include a list of the supplementary 
materials in the application’s table of contents, with an indication that the materials are being 
sent separately. The supplementary materials should be sent to the following address:  
 
Sustaining Cultural Heritage Collections  
Division of Preservation and Access 
Room 411 
National Endowment for the Humanities 
1100 Pennsylvania Avenue, NW  
Washington, DC 20506 
202-606-8570  
 
NEH continues to experience lengthy delays in the delivery of mail by the U.S. Postal Service, 
and in some cases materials are damaged by the irradiation process. We recommend that 
supplementary materials be sent by a commercial delivery service to ensure that they arrive 
intact by the receipt deadline.  
 

DEADLINES  

 
Draft Proposals (optional): Program staff recommends that draft proposals be submitted at 
least six weeks before the deadline. Time constraints may prevent staff from reviewing draft 
proposals submitted after that date.  
 
Applications must be received by Grants.gov by 11:59 p.m. (Eastern Time), Thursday, 
December 1, 2011. Grants.gov will date- and time-stamp your application after it is fully 
uploaded. Applications submitted after that date will not be accepted. Supplementary materials 
must also arrive at NEH by December 1, 2011, to be considered as part of the application.  
 

 

http://www.neh.gov/grants/manage/davis-bacon-act
http://www.neh.gov/grants/preservation/sustaining-cultural-heritage-collections
http://www.neh.gov/grants/preservation/sustaining-cultural-heritage-collections
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V. Application Review 

 
Evaluators are asked to apply the following criteria in assessing applications:  

 the significance of the collections and the potential impact of the project for the 
humanities;  

 the project’s methodological soundness; 

 the likely viability, efficiency, and productivity of the project, as demonstrated by the 
work plan; 

 for planning projects, the attention to identifying sustainable preservation strategies, as 
demonstrated by the composition of the interdisciplinary team and the institution’s 
preparations for the planning project; 

 for implementation projects, the thoroughness of the planning that has informed the 
project; 

 the experience and appropriateness of the project’s team in relation to the activities for 
which support is requested; and  

 the reasonableness of the proposed budget in relation to anticipated results.  

 
Review and selection process 
 
Knowledgeable persons outside NEH will read each application and advise the agency about its 
merits. NEH staff comments on matters of fact or on significant issues that otherwise would be 
missing from these reviews, then makes recommendations to the National Council on the 
Humanities. The National Council meets at various times during the year to advise the NEH 
chairman on grants. The chairman takes into account the advice provided by the review process 
and, by law, makes all funding decisions.  
 

 

VI. Award Administration Information  

 
Award notices  

Applicants will be notified of the decision by e-mail by September 30, 2012. Institutional grants 
administrators and project directors of successful applications will also receive at that time 
award documents by e-mail. Applicants may obtain the evaluations of their applications by 
sending a letter to NEH, Division of Preservation and Access, Room 411, 1100 Pennsylvania 
Avenue, N.W., Washington, D.C. 20506, or an e-mail message to preservation@neh.gov. 

Administrative requirements  

Before submitting an application, applicants should review their responsibilities as an award 
recipient and the lobbying certification requirement.  

mailto:preservation@neh.gov
http://www.neh.gov/grants/manage/responsibilities-award-recipients
http://www.neh.gov/grants/manage/responsibilities-award-recipients
http://www.neh.gov/grants/manage/assurances-and-certifications
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Award conditions  

The requirements for awards are contained in the General Terms and Conditions for Awards, 
the Addendum to it, any specific terms and conditions contained in the award document, and 
the applicable OMB circulars governing federal grants management.  

Reporting requirements  

A schedule of report due dates will be included with the award document. Reports must be 
submitted electronically via eGMS, NEH’s online grant management system. 

Interim and final performance reports will be required, as will a white paper (for projects that 
focus on sustainable preservation strategies). Further details can be found in Performance 
Reporting Requirements. 

A final Federal Financial Report (SF-425) will be due within ninety days after the end of the 
award period.  For further details, please see the Financial Reporting Requirements.  

 

VII. Points of Contact  

If you have questions about the program, contact:  
 
Sustaining Cultural Heritage Collections 
Division of Preservation and Access 
Room 411 
National Endowment for the Humanities 
1100 Pennsylvania Avenue, NW  
Washington, DC 20506 
202-606-8570 or preservation@neh.gov  
 
If you need help using Grants.gov, contact:  
 
Grants.gov: http://www.grants.gov 
Grants.gov help desk: support@grants.gov 
Grants.gov customer support tutorials and manuals: 
http://www.grants.gov/applicants/app_help_reso.jsp 
Grants.gov support line: 1-800-518-GRANTS (4726) 
Grants.gov troubleshooting tips.  
 
 

VIII. Other Information  

 
Privacy Policy  
 
Information in these guidelines is solicited under the authority of the National Foundation on 
the Arts and Humanities Act of 1965, as amended, 20 U.S.C. 956. The principal purpose for 

http://www.neh.gov/grants/manage/general-terms-and-conditions-awards-awards-issued-may-2009-or-later
http://www.neh.gov/grants/manage/addendum-general-terms-and-conditions-awards-awards-issued-october-1-2010-or-later
http://www.whitehouse.gov/omb/grants/grants_circulars.html
https://securegrants.neh.gov/eGMS/
http://www.neh.gov/grants/manage/performance-reporting-requirements
http://www.neh.gov/grants/manage/performance-reporting-requirements
http://www.whitehouse.gov/sites/default/files/omb/assets/grants_forms/SF-425.pdf
http://www.neh.gov/grants/manage/financial-reporting-requirements
mailto:preservation@neh.gov
http://www.grants.gov/
mailto:support@grants.gov
http://www.grants.gov/help/trouble_tips.jsp
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which the information will be used is to process the grant application. The information may also 
be used for statistical research, analysis of trends, and Congressional oversight. Failure to 
provide the information may result in the delay or rejection of the application.  
 
Application Completion Time  
 
The Office of Management and Budget requires federal agencies to supply information on the 
time needed to complete forms and also to invite comments on the paperwork burden. NEH 
estimates that the average time to complete this application is fifteen hours per response. This 
estimate includes time for reviewing instructions, researching, gathering, and maintaining the 
information needed, and completing and reviewing the application.  
 
Please send any comments regarding the estimated completion time or any other aspect of this 
application, including suggestions for reducing the completion time,  to the Chief Guidelines 
Officer, at guidelines@neh.gov;  the Office of Publications, National Endowment for the 
Humanities, Washington, DC 20506; and the Office of Management and Budget, Paperwork 
Reduction Project (3136-0134), Washington, DC 20503. According to the Paperwork Reduction 
Act of 1995, no persons are required to respond to a collection of information unless it displays a 
valid OMB number. 
 

APPLICATION CHECKLIST 

 

□ Verify your institution’s registration or register your institution with 

Grants.gov. Complete at least two weeks before deadline. 
 
□ Download the application package from Grants.gov.  The program resource page 

on NEH’s website has a direct link to the package or you can search Grants.gov for this 
program. 

 
□ Complete the following forms contained in the Grants.gov application 

package.  
 

1. Application for Federal Domestic Assistance - Short Organizational 

2.  Supplementary Cover Sheet for NEH Grant Programs  

3. Project/Performance Site Location(s) Form 

4. Attachments Form—Using this form, attach the parts of your application as 
described in the guidelines:   

ATTACHMENT 1:  Description of the project and its significance (name the file 
“projectdescription.pdf”) 
 
ATTACHMENT 2:  Table of contents (name the file “contents.pdf”) 
 
ATTACHMENT 3:  Narrative (name the file “narrative.pdf”) 
 

mailto:guidelines@neh.gov
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ATTACHMENT 4:  History of grants (name the file “granthistory.pdf”) 
 
ATTACHMENT 5:  List of project participants, consultants, and advisers (name the 
file “participantslist.pdf”)  
 
ATTACHMENT 6:  Budget (name the file “budget.pdf”) 
 
ATTACHMENT 7:  Appendices (name the file “appendices.pdf”) 

 
Upload your application to Grants.gov. NEH strongly suggests that you submit your 
application no later than 5:00p.m. Eastern Time on the day of the deadline. Doing so will leave 
you time to contact the Grants.gov help desk for support, should you encounter a technical 
problem of some kind. The Grants.gov help desk is now available seven days a week, twenty-four 
hours a day (except on federal holidays), at 1-800-518-4726. You can also send an e-mail 
message to support@grants.gov. 

http://www.opm.gov/Operating_Status_Schedules/fedhol/2011.asp
mailto:support@grants.gov
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