Important Payment and Reporting Information 
All reporting is done electronically.  You can access your online account at: 
https://www.grantinterface.com/masshumanities/common/logon.aspx. 

Getting Checks
a. For grants up to $5,000, we will make two payments: 90% and 10%. For grants over $5,000, we will make three payments: 45%, 45%, and 10%.  Checks are made out to the sponsoring organization and will be mailed to the Project Director unless we are instructed otherwise.   


b. We will send you the first payment upon receipt of the signed grant award letter and the Assurance of Compliance with Civil Rights Statutes form which have been emailed to you.  Have the forms signed, scan and upload them or use our fax to file feature available online. 
c. For grantees receiving over $5,000, the second 45% of the grant award will be sent upon receipt of the interim expenditures report which is assigned to you online.  You may elect not to submit an interim report if you prefer to receive your final 55% at the end of the grant period upon submission of your final report.  

d. We hold the final 10% until the project is completed and all final reports have been submitted and approved. This means that grantees finish paying their project expenses in anticipation of being reimbursed for the last 10% of their Mass Humanities grant.   Final reporting is assigned to you online and includes the following: 

· Final Expenditures Report

· Project Director Evaluation
· Factual Report:  Please familiarize yourself immediately with the kind of evaluation information and statistics we need.  It is important to keep an accurate record of this information from the very beginning of the project.
· Audience Count for each grant-funded event
· Audience Participation Surveys 

· Project Publicity
· Film trailer or other final product (for film grants)
e. Please allow four to six weeks from the time you request a check until you receive it.  If you have questions about a payment, contact Melissa Wheaton at mwheaton@masshumanities.org; 413-584-8440 x100).

f. The Project Treasurer should be aware of the limitations on grant funds which are listed on page two of the General Grant Provisions. If you introduce significant changes to your budget during the grant period (adding or eliminating line-items, or spending $500 more or less than anticipated on your original budget form), you must request a budget change request form to be assigned to you online.

g. If you need to request a change or extension, please ask for an extension form to be assigned to you, complete the form, and upload the form for review. 
For the financial reporting, be sure not only to keep a simple but clear set of books on income and expenses, with supporting documents, but keep track of in-kind contributions of services and facilities.  In other words, you will need to verify your match.  Regarding contributed services, a simple signed statement on paper will do (e.g., I contributed “X” hours of service at “Y” dollars per hour in the period from “this” date to “that” date, signed “so-and-so”).  This documentation need not be submitted with the final report, but it is important because our funders may require Mass Humanities to audit several grantees’ books.  If you receive a total of $750,000 or more in federal funds in a fiscal year, you are required to have an A-133 audit and submit a copy to Mass Humanities.
Interest Earned

Any interest earned with Foundation funds must be sent to Mass Humanities.

Other Requirements
Sample Letter to legislator 
Using the sample letter provided on our website, all grantees should acknowledge the grant to their state representatives and senators. 
Events Listing
Please keep Mass Humanities apprised of all your grant related events at least six weeks before they occur.  This is part of your contract.  Event listings will be added to our online calendar and included in our e-news and print newsletter if submitted early enough.  Update tentative events or add new ones by emailing mwheaton@masshumanities.org or by entering the event online at:  http://masshumanities.org/events/submit-an-event/
Publicity
The foundation must be credited for the support it provides by display/use of its current logo on all publicity, including printed materials, posters, brochures, and web pages related to the project.  

On web pages and email announcements, either the logo or the words Mass Humanities shall be hot-linked to the foundation's website, www.masshumanities.org.   Electronic formats of our logo are available on our website.  Please refer to the Mass Humanities Logo Guidelines for appropriate usage of the logo.  
http://masshumanities.org/grants/publicity/
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