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Authors in the Classroom (a CEH Packaged Program)

Application Procedure and Form 

What is the Authors in the Classroom Packaged Program? 

Generally, packaged programs are resources offered by CEH to libraries, schools, museums, or other nonprofit.organizations to make humanities-based programs more possible. A Packaged Program is not a grant. The Authors in the Classroom program is part of a family of pre-approved CEH programs for which 1) funds have already been set aside, and 2) presenters are made available to Colorado classrooms. 

In particular, the Authors in the Classroom program brings together authors and children in the intimacy of a classroom setting, where an author may engage the students in an exploration of culture and creative writing. First, and foremost, an Authors in the Classroom program should teach the importance of reading and writing to children and young adults and inspire them to be literate citizens. The authors are typically well-known Colorado writers, and many of them have been acknowledged for their contributions to the literary community. 

The expenses and funding amounts vary by program, depending upon things such as travel distance, lodging, and honorarium (the amount paid to the author). The sponsor pays an application fee ($20 per program), which is in turn put towards the author’s honorarium. 

How do I plan my Authors in the Classroom program? 

Start planning your program by 

1. Finding an author or poet. Have a program plan in mind before you begin your search for an author. Would you like a poet to visit the classroom in honor of National Poetry Month (April)? Would you like an author with a particular expertise in an area of study? After you have gotten an idea of what you’d like the author to bring the classroom, check out the wealth of resources offered by Colorado’s literary community. There are a number of author listings available online at the following sites:

a. Book.organizations of Colorado: www.coloradobook.org. Follow the “Find an Author” link.

b. Colorado Independent Publishers Association: www.cipabooks.com. Follow the “Young Authors League” link then click on “Speaker Information,” or check out their listing of CIPA STARS.

c. Colorado Poets Center: www.colopoets.unco.edu
d. Rocky Mountain Chapter of the Society of Children’s Book Writers and Illustrators: www.rmcscbwi.org. Follow the “Our Members” link.

2. Determining whether you (the Sponsor) would like to request one or multiple programs to form a series, and determine program dates.

3. Contacting authors to determine availability. 

4. Making arrangements with the author, illustrator, or poet.

5. Be sure to have your classroom and school prepared for the author’s visit and try to coordinate class schedules and curriculum to prepare children for the presentation. 

 How do I apply for Authors in the Classroom?

1. Fill out the Authors in the Classroom Application (pages 3-5) and designated items on the Author contract form (page 6). 

2. Mail the contract to the author and s/he will fill out the remaining sections and send the original back to you.  Include their signed contract with the application (make a copy for your records). 

3. At least four weeks prior to your first program, send to CEH:  

 FORMCHECKBOX 
 Program application

 FORMCHECKBOX 
 Author contract(s)

 FORMCHECKBOX 
 Check to cover your application fee

CEH staff will review the application and notify you within two weeks.


After approval of the program, you will receive:

 FORMCHECKBOX 
 A project checklist

 FORMCHECKBOX 
 Two copies of a signed memo of understanding (one for your files and one for CEH).  Sign and return one copy to CEH.

 FORMCHECKBOX 
 Evaluation forms for use in your classroom

PLEASE NOTE:

· CEH pays authors directly.  You, as the program sponsor, will not receive any funds from CEH.

· In an effort to increase the distribution of Authors in the Classroom programs across the state, CEH reserves the right to decline a program application if programs approved in the same cycle have already occurred at the same school or in the same geographic location. 

If you have any questions regarding our policies, available programs, or the application process, please call (303) 894-7951, ext. 19.
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Authors in the Classroom Application

Copy this page and complete a separate form for each program.

Applications must be received at least eight weeks prior to the first program.

TO AVOID DELAY IN PROCESSING YOUR APPLICATION, ALL ITEMS MUST BE COMPLETED.

Section A:  Applicant Information

Is your.organization a 501(c)(3) or government entity?  _____  Yes _____  No (Attach 501(c)(3) or the appropriate documentation indicating your.organization is part of a school district, local government etc.).  Do not attach a Colorado Department of Revenue Sales Tax Exemption Certificate. 

Sponsor Name (School): ____________________________________________________________________________

Official of the sponsoring.organization, (i.e., principal, superintendent, executive director, etc.): ____________________________________________________________Title:_________________________________

Address: __________________________________________________________________________________________

City,  Zip: _______________________________________________________________________________________

Phone: _____________________________ Fax: __________________________ 

E-mail: ___________________________________________________________________________________________

Project Director (Main Contact): ___________________________________________________Title: ____________

Address,: __________________________________________________________________________________________

City,  Zip Code:  _________________________________________________________________

Home Phone: _______________________ Work Phone: ________________________ Fax:_______________________ 

E-mail: ___________________________________________________________________________________________

CO Legislative District:__________  CO House District:____________  US Congressional District: ___________ 

(Find District information at www.vote-smart.org by entering your 10-digit zip code) 

Section B:  Proposed Program/Series

Purpose of presentation:

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Title of your program/series: 

 __________________________________________________________________

Date 

Time 


Author Name




Location

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Program location (including street address):
_________________________/___________________________________/____________________________

_________________________/___________________________________/____________________________

Have you confirmed the program date, time, and location with each presenter/facilitator? 

____ Yes    ____ No (Please confirm before submitting application.)
Section C:  Audience

Estimated audience size: __________ 

Intended Student Audience:

__ Elementary  __ Middle School __ High School __Teachers __ Other (describe)

Please tell us about your audience. Include details like age, ethnic and economic diversity. 
____________________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

Section D:  Budget

CEH requires that sponsors show how they have shared expenses for their program. This can be done with a combination of cash and “in-kind.”  Cash is typically the application fee. In-kind is the value of materials, personnel, supplies, or facilities donated to the program from the sponsoring.organization or other sources.  Please list the estimated value of the resources the sponsoring.organization or others are contributing to the program.  The total Sponsor In-kind and Cash must equal or exceed the amount requested.  

Sponsor In-kind and Cash




CEH Request ( see table below)



Staff and volunteer time
$_________


Author honoraria

    $_________









Subtract Application fee
             $ - 20








Honoraria Requested from CEH $_______
Services, materials, facilities
$_________


Author meals


    $________









Author travel


    $_________

Other



$_________


Author lodging


    $_________

Application fee* (Cash)
$___20____ 


TOTAL In-kind and cash
$_________


                 









TOTAL CEH request

    $_________

*Application fee due to CEH: $____20_____.  Please include a check to CEH for this amount with your application. If your Authors in the Classroom program is not approved, this fee will be returned to you.  

Is any in-kind listed above derived from state or local government sources?  If so, provide the following breakdown:  

State cash  

$ _________

State in kind 
      
$ _________

Local govt. cash  
$ _________

Local govt. in-kind
$ _________

Cash cost share requirements and funding amounts

In an effort to increase the distribution of Packaged Programs across the state, CEH reserves the right to decline a program application if programs approved in the same cycle have already occurred at the same school or in the same geographic area. 

	Program Name


	CEH Funding Limit
	Application Fee

	Authors in the Classroom

Presenters receive $100 per presentation plus travel at .29¢/mile, lodging at $67, meals at $28 (B. $7, L. $7, D. $14). Schools only may request up to four (4) presentations (by one author) per application and are limited to two (2) applications per year. Expenses above the CEH Funding Limit are the responsibility of the Sponsor and become part of the cash cost share. 
	$500
	$20


Section E:  Authorizing Signatures

Please sign below:

________________________________________

________________________________________
Project Director





Official of Sponsoring.organization

For further information, contact our office: 303.894.7951, ext. 15

Mail or fax your application to:

Colorado Endowment for the Humanities

1490 Lafayette St., Suite 101 • Denver, CO  80218

FAX:  303.864.9361 • Phone:  303.894.7951

www.ceh.org
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Packaged Program Contract Between CEH and Author
Project Director:
· Consult with the author to confirm their participation

· Complete numbers 1 thru 3 (Author name, etc.), 7a, and 8. Send one form to each author
Author:

· Complete numbers 4 thru 6, 7b, and 9. Be sure to sign form (7b)

· Retain a copy and return the original to the Project Director
1.  Name:  ____________________________________________________  Home Phone:  _______________________

    Work Phone:  _______________________     Address:  ___________________________________________________  


     _________________________________________________________________________________________

2a.  Program Dates:  _____________________________________  Program Times:  ______________________

2b.  Program Dates:  _____________________________________  Program Times:  ______________________

2c.  Program Dates:  _____________________________________  Program Times:  ______________________

2d.  Program Dates:  _____________________________________  Program Times:  ______________________

Program Location:  __________________________________________________________________________________

(include street address)

3.  Title of Presentation/Program:  ______________________________________________________________________

4.  Equipment required (podium, microphone, slide/projector, etc.):  __________________________________________

5. Travel and per diem agreed upon (compensation for travel is allowed at .29¢ per mile or coach airfare, whichever is lowest, round-trip from Author’s home to program location).  Mileage must be established in advance.  Compensation for lodging is $67/night and for meals is $28/day (meals are broken down as follows: $7 breakfast; $7 lunch; $14 dinner). Please note, once established, expenses will only be compensated at the agreed upon amount. 

Travel Arrangements: 
Cost:
$ _____________

Lodging Arrangements*
Cost:
$ _____________

Meal Arrangements

Cost:
$ _____________

6.  
Honorarium agreed upon

Cost:
$ _____________

We the undersigned, understand and agree to the terms outlined above.  

7a.  ______________________________________________________
____________________________

      Project Director Signature






Date

7b.  ______________________________________________________ 
____________________________

      Author Signature







Date

8.   Return to Project Director:  ___________________________________________________________________




       
Project Director’s Complete Address

      __________________________________________________________________________________________

9.   Packaged Program Title:  __________________________________________________________________

CEH Office Use Only





     Program #:  _________________





     Program date(s):  _____________








1490 Lafayette St., Suite 101


Denver, Colorado  80218


tel:  303-894-7951  Fax: 303-864-9361


www.ceh.org





1490 Lafayette St., Suite 101


Denver, Colorado  80218


tel:  303-894-7951  Fax: 303-864-9361


www.ceh.org





*NOTE: Contact CEH if you need to request lodging.
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