Humanities

Grant Application
Evaluation Toolkit

BOARD MEMBERS & EXPERT REVIEWERS

Created by Megan J. Hill Sundy, Grants and Evaluation Director




Table of Contents

INTTOAUCTION ..ttt e ettt e e et e e e e bt e e e e bt e e e e e abaeeeeennes 2
Humanities Montana Grantmaking OVENVIEW ..........euueeeiiiiiiiiiiieiiieiieeeeeeeeesessaeaesesessssrssananans 2
REVIEWET RESPONSIDIITIES ...cevvviiiieeeeeeeeeeeeee et e e e e e e e e e e eeeas 3
REVIEWET TOOIS & RESOUITES......eiiiiiiiiiieieiiieee ettt e et e e et e e e s eraee e e 4
EVAIUQTON BEST PrOCTICES ..ceiiiiiiieeeee et e 6
Reviewing, Scoring & DiscusSiNg APPRICATIONS ....vvvviviiiiiiiiiiiiiiiiiiiiieiieeeeereeeeeraaeeeeeeeaereee—————— 8
Step One - Review email from HM Grants & Evaluation Director........cccceeeeeeeecinnneee. 8
Step Two — Access FOUNAANT ACCOUNT . .cciiiiiiiiiiieeceeeeeeee e 8
Step Three — Review, Score, and Comment in Foundant .........cccoovvicciiiiiieeeeeeeeciee, 9
Step Four -Discuss Applications & Make RecommendationsS.........ccccvvvveeeeeeeeeecennnnen. 10
StEP FIVE —AWAIT DECISIONS ...covvvviiiieeeeeiieeeeiieeeeee et e e e e e e e et rreeeeeeeeeees e e eeeeseenees 10
AJAITIONAI RESOUITES. .....eiiiiiiiiieee e ettt e e st e e et e e e e aaeeeees 11
StAff CoNTACT INFOMMATION (... 11

1lPage



Intfroduction

To advance humanities programming in Montana we provide financial support to
organizations and individuals working to facilitate humanities-focused projects through
our grantmaking. We offer several competitive funding opportunities each year and
work closely with applicants to ensure project goals and activities align with our mission
and vision. This toolkit offers guidance for board members and external experts
reviewing applications and making award decisions.

Humanities Montana Grantmaking Overview

The National Endowment for the Humanities (NEH), established in 1965, works to
advance knowledge and understanding of the humanities and increase public
awareness of, access to, and support for the humanities throughout the United States.
As Montana's state humanities council, Humanities Montana receives general
operating support through the NEH's Office of Federal/State Partnership (Fed/State)
and serves as a Pass-Through Entity (PTE) for subawards administered to local and
regional organizations and individuals (research fellowships only). As stewards of
congressionally appropriated funds, Humanities Montana is responsible for acting in
compliance with the Code of Federal Regulations 2 CFR Part 200 and supporting
projects and organizations that will...

“...develop and support inclusive, meaningful programming that is grounded in rich, well-vetted
humanities content; to engage diverse audiences with humanities ideas, to serve as models of
excellent nonprofit management; to maintain open communication, mutual support and
collaboration, and shared goals with NEH and other councils; and to exercise responsible and

impeccable stewardship of public—and all—funds enfrusted to them.”
https://www.neh.gov/divisions/fedstate

Humanities Montana currently offers the following five funding opportunities:

e Big Sky Reads (HM staff responsible for review and award decisions)

$500 stipends to support public book clubs

e Mini-Grants (Executive Director and Board Chair responsible for review and award
decisions)

Up to $2,000 to support smaller and/or immediate humanities programming
needs
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https://www.neh.gov/divisions/fedstate
https://www.humanitiesmontana.org/big-sky-reads/
https://www.humanitiesmontana.org/opportunity-grants/

Community Project Grants (HM staff and board of directors responsible for review and
award decisions)

Over $2,000 and up to $10,000 to support humanities projects

Research Fellowships (HM staff and board of directors responsible for review and

award decisions. Non-voting external expert reviewers provide scores and comments for
each application.)

Up to $4,000 to support humanities-focused research and public programming

Film + Video Grants (3 stages) (HM staff and board of directors responsible for review
and award decisions. Non-voting external expert reviewers provide scores and
comments for each application.)

Up to $8,000 for pre-production
Up to $10,000 for production

Up to $10,000 for post-production

The current grantmaking cycle is as follows:

Rolling application deadline — Big Sky Reads & Mini-Grants
December 1 deadline — Community Project Grants & Research Fellowships
April 1 deadline — Community Project Grants

August 1 deadline — Community Project Grants & Film + Video Grants

Reviewer Responsibilities

As stewards of federal funding, we are required to conduct a formal evaluation of alll
subaward applications. The following guidelines are based on 2 CFR 200.205, NEH
advisement, and national grantmaking standards.

Scoring against unpublished criteria or changing criteria without nofification to
applicants should be prohibited.

In addition to providing a score, reviewers should be required to provide written
comments on each application.

Reviewers may recommend approval or disapproval.
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https://www.humanitiesmontana.org/regular-grants/
https://www.humanitiesmontana.org/research-fellowships/
https://www.humanitiesmontana.org/film-video-grants/
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-C/section-200.205

e Reviewers should be told whether their comments or names will be provided to
applicants.

e After the reviewers have completed their ratings, an aggregate numerical list
reflecting the relative merit of each application should be prepared.

¢ This numerical evaluation should be based solely on scores assigned by
reviewers.

e Many pass-through entities create summaries of panel reviews or the actual raw
reviewer comments for transmission to all applicants. This not only increases the
transparency of the funding process, but also gives successful applicants insight
to areas where they need to focus attention during project implementation. For
unsuccessful applicants, the reviewer comments can help them improve their
project design and application for the next funding round.

Reviewer Tools & Resources
% HM website grant category pages, grants awarded, and grants resources

o Grants Awarded

o Grants Resources

o Grants News

o Big Sky Reads

o Mini-Grants

=  One-page Request for Proposal (RFP)

= Guidelines

=  Application Question List

o Community Project Grants

=  One-page Request for Proposal (RFP)

=  Guidelines

=  Application Question List

o Public Humanities Fellowships

=  One-page Request for Proposal (RFP)

= Guidelines

4| Page


https://www.humanitiesmontana.org/
https://www.humanitiesmontana.org/grants-awarded/
https://www.humanitiesmontana.org/grants-resources/
https://www.humanitiesmontana.org/news/
https://www.humanitiesmontana.org/big-sky-reads/
https://www.humanitiesmontana.org/big-sky-reads/
https://www.humanitiesmontana.org/mini-grants/
https://www.humanitiesmontana.org/wp-content/uploads/Web_Mini-Grants-3.pdf
https://www.humanitiesmontana.org/wp-content/uploads/2024-Mini-Grant-Guidelines_Updated-11.13.2023.pdf
https://www.humanitiesmontana.org/wp-content/uploads/Mini-Grant-Application-Question-List-2024.pdf
https://www.humanitiesmontana.org/community-project-grants/
https://www.humanitiesmontana.org/community-project-grants/
https://www.humanitiesmontana.org/wp-content/uploads/Web_Community-Project-Grants_2025-1.pdf
https://www.humanitiesmontana.org/wp-content/uploads/2024-Community-Project-Guidelines_Updated-11.30.2023.pdf
https://www.humanitiesmontana.org/wp-content/uploads/Application-Question-List_Community-Project-Grant-2024.pdf
https://www.humanitiesmontana.org/public-humanities-fellowship/
https://www.humanitiesmontana.org/wp-content/uploads/Web_Public-Humanities-Fellowships-RFP.pdf
https://www.humanitiesmontana.org/wp-content/uploads/FINAL_PH-Fellowship-Guidelines-2024.pdf

= Application Question List

o Film + Video Grants

= One-page Request for Proposal (RFP)

=  Guidelines

= Application Question List

o Application Scoring Rubric

s HM board portal — grantmaking resources for board members

o Grantmaking Toolkit (board resources folder)
o Scoring rubric (board resources folder)

o Evaluation form questions (grants committee folder)

N

U Reviewer Tips!

Board Portal Access

Video tutorial: hitps://youtu.be/EFWeHW2LgQk

Login information:

v" URL: https://www.humanitiesmontana.org/board-portal/

v Username: your email address used for all HM communication

v' Password reset: Enter any incorrect password in the password field on the login
page and you will then be prompted to reset your password.

v'If you need assistance, email megan.sundy@humanitiesmontana.org.

% Foundant - online grant management system
o View submitted and assigned applications
o Review, score, and comment on applications
o Search organization request and award histories

o View shared documents
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https://www.humanitiesmontana.org/wp-content/uploads/Fellowship-Application-Question-List-2024.pdf
https://www.humanitiesmontana.org/film-video-grants/
https://www.humanitiesmontana.org/wp-content/uploads/Web_Film-Video-Grants.pdf
https://www.humanitiesmontana.org/wp-content/uploads/Film-Video-Application-Guidelines_udpated-June-2024.pdf
https://www.humanitiesmontana.org/wp-content/uploads/Film-Video-Application-Question-List-updated-June-2024.pdf
https://www.humanitiesmontana.org/wp-content/uploads/FINAL_HM-Subaward-Scoring-Rubric-1.pdf
https://www.humanitiesmontana.org/board-portal/
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FEFWeHW9LqQk&data=05%7C01%7Cmegan.sundy%40humanitiesmontana.org%7C5dd6a61931434321b8dc08daeea3e7d7%7C68407ce503da49ffaf0a724be0d37c9d%7C0%7C0%7C638084684976011886%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=2ZyYuK8ZZ9%2Bn9Kkp9jXo8FtdMHFlkCw4eTuBjp%2BcTvM%3D&reserved=0
https://www.humanitiesmontana.org/board-portal/
mailto:megan.sundy@humanitiesmontana.org
https://www.grantinterface.com/Home/Logon?urlkey=humanitiesmt&SessionTimeout=false

L

Q Reviewer Tips!

Foundant Access

Video tutorials:

1. Board Member Evaluation Tutorial

2. General Evaluation Tutorial

Login information:

v URL: https://www.grantinterface.com/Home/Logon2urlkey=humanitiesmt

v' Username: your email address
v' Password: montana (new users only)
v

Forgotten password: Select “Forgot your Passworde” on the login page or email
megan.sundy@humanitiesmontana.org

Evaluation Best Practices

e Help maintain confidentiality of applicant and organization information, by not
sharing your Foundant account access with another person and shredding any
printed application materials after the review process is complete.

e Help ensure the integrity of our grantmaking and evaluation process by
acknowledging any known or potential conflicts of interest and recusing yourself
as a reviewer when appropriate. A conflict of interest might occur if:

o The reviewer’s personal business, friend or relative provides goods or
services to HM for consideration, or a vendor or business acquaintance
with whom they have an outside business relationship provides goods or
services to HM for consideration.

o The reviewer has a known bias towards the applicant, the applicant
organization, or the proposed project that would prevent an objective
assessment of the application.

o A gift, favor, or hospitality that would influence or would appear to
influence the reviewer's actions or the actions of others, e.g., a referral fee
or preferential discount, gift, or other valuable consideration from a
vendor, paid promoter, fundraising event sponsor, or any other outside
party, for referring HM business to such party.
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https://support.foundant.com/hc/en-us/articles/4527626973207
https://support.foundant.com/hc/en-us/articles/4527733129111
https://www.grantinterface.com/Home/Logon?urlkey=humanitiesmt

o The reviewer could potentially benefit professionally, financially, or
personally from the proposed project being considered for funding from
HM.

Foster accessibility in our grantmaking by adhering to HM's commitment to our
IDEA statement when reviewing applications.

Exercise fairness in the review process by using our guidelines and published
scoring rubric to minimize bias and subjective judgement in our decision-making.

Encourage excellence in our grantmaking by evaluating projects according to
our expectations that proposals are professional, adhere to our published
guidelines, and are feasible.

Contribute to our grantmaking efficiency by reviewing applications thoroughly
and in a timely manner.

Implement transparency in our grantmaking by adhering to federal uniform
guidance regulations for administering NEH subawards, utilizing funding
opportunity resources, and maintaining current board member profiles on the
organization's website.

Critically assess issues of advocacy and/or content that may elicit bias from
personal ideological worldviews (political, social, cultural, religious, etc.).
Consider this commentary on advocacy authored by former board member,
Henry Gonshak:

Humanities Montana realizes the difficulty of devising a just and workable policy on the
issue of advocacy, but we also comprehend how crucial it is that we address this
question directly and in all its complexity. While Humanities Montana recognizes how
important it is not to allocate taxpayer money to projects that push some narrow
political, social, or religious agenda, we also understand that if we demand that, in order
to receive funding, projects must suppress the expression of any point-of-view
whatsoever, we risk receiving proposals which are banal and lacking intellectual rigor.
We are also committed to funding projects which express a broad range of social,
political and ideological perspectives.

In short, while Humanities Montana discourages proposal which advance “advocacy” in
the sense of openly calling for the implementation of a specific course of social or
political action, we welcome proposals which demonstrate *advocacy” in the sense of
stimulating critical reflection by employing established scholarly techniques or
argumentation and persuasion.

Proposers and board members concerned about the issue of advocacy might consider
some of the following questions:

71Page


https://www.humanitiesmontana.org/wp-content/uploads/Idea-Statement-1.pdf

e s the proposal admirably provocative and inspiring of heartfelt emotions, without
being objectionably propagandistic by stirring feelings alone at the expense of
rational thought?

e Has the project avoided a highly sensationalized presentation, while using
accepted standards of intellectual discourse (e.g., clarity of expressions, support
of views, logical argumentation, etc.)?

e Isthe project balanced, thorough and open-ended enough that one’s audience
is critically engaged, inspired to question and challenge?

e In the case of conference proposals, have the planners made an attempt to
solicit participants representing a diversity of perspectives on the topic under
discussion?

e And, adds member Joan Hoff, government or other institutional, academic, or
media programs that present primarily an establishment point of view on any
fopic must be encouraged to include dissenting voices. Board, staff members, or
evaluators should monitor such programs to ensure such balance.

Reviewing, Scoring & Discussing Applications

Step One - Review email from HM Grants & Evaluation Director

¢ Read summary of grant cycle and applications received.

e Review grant guidelines, application questions, and scoring rubric.

Step Two — Access Foundant Account

¢ Watch the following tutorial videos:

=  Board Member Evaluation Tutorial

=  Generdl Evaluation Tutorial

e Login to your Foundant account and locate applications assigned for your
review by clicking on the house button as pictured below, then clicking on Start,
Continue, or Update.
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https://support.foundant.com/hc/en-us/articles/4527626973207
https://support.foundant.com/hc/en-us/articles/4527733129111
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Step Three — Review, Score, and Comment in Foundant

e |dentify applications that have not yet been reviewed and/or applications that
have been identified as having a low number of completed evaluations.

e Review each application and provide scores and comments using the scoring
rubric. Your scores will be tied to descriptions included in the rubric and provided
as feedback to applicants upon request.

L

Y Reviewer Tips!

Effective comments ... Poor comments...

simply summarize or paraphrase the
applicant’s own words.

are presented in a constructive manner.

are concise, specific, and easy to read

and understand. make derogatory remarks.

penalize an applicant because you
reflect the resources of the institution. feel the institution does not need the
money.

offer or ask for irrelevant or

ific to the indivi | lication. . .
are specific to the individual application extraneous information.

. . make vague or overly general
reflect the numeric score assigned. g Y9

statements.
reflect the application’s strengths and question an applicant’s honesty or
identify areas for improvement. integrity.

are presented as the reviewer’s
personal or political opinions
unrelated to the content of the
application.

are directed to applicants for their use.
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https://www.humanitiesmontana.org/wp-content/uploads/FINAL_HM-Subaward-Scoring-Rubric-1.pdf
https://www.humanitiesmontana.org/wp-content/uploads/FINAL_HM-Subaward-Scoring-Rubric-1.pdf

Step Four -Discuss Applications & Make Recommendations
(Grants Committee)

L

©

Review overview of requested amount vs. available funds.
Review application scores and comments from staff and board reviewers.

Offer opportunity for committee members to elevate lower scoring applications
for consideration and assign new scores accordingly.

Discuss merit of the highest scoring projects (e.g., 80% or higher) and address
questions or concerns.

Determine semi-finalists for recommendations to the full board of directors.
Recommend decline rational for all other applications.
Vote on semi-finalist recommendations.

Request follow-up with applicants, if needed.

Reviewer Tips!

Discussion comments...

Comments shared during this discussion will be recorded and included in the committee
meeting minutes.

The committee meeting minutes will be included in the board packet.

Recorded comments will be provided as feedback to applicants upon request.

Step Five —Award Decisions
(All Board Members)

Committee Chair provides report to full board of directors during scheduled
board meeting and makes recommendations for subaward decisions (approve
and decline rationale).

Full board of directors finalize award decisions.

Board members comments are recorded in meeting minutes and will be
accessible to the grants and evaluation director for inclusion in feedback to
applicant, upon request.
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Additional Resources

¢ Decline Rationale document (provided upon request)

e Code of Federal Regulations for Subawarding Pass Through Entities — 2 CFR Part
200

Staff Contact Information

Megan J. Hill Sundy | Grants and Evaluation Director

(office) 406.243.6067 | megan.sundy@humanitiesmontana.org

H U m G n |‘I'| es Humanities Montana serves Montana's multicultural communities through sfories and
conversation. We offer experiences that nurture imagination and ideas by speaking to
Montanans’ diverse history, literature, and philosophy.
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https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200?toc=1
mailto:megan.sundy@humanitiesmontana.org
https://www.humanitiesmontana.org/

