Requirements for Publicizing Your Event
· The OHC & NEH name and logo must appear on all printed and broadcast materials connected with your event. You can download these logos directly from our website at: http://www.okhumanitiescouncil.org/newsmedia.
· The following statement must be included in all promotional materials and verbally acknowledged at the opening of each segment/venue of your event:  
Funding for this program is provided in part by a grant from the Oklahoma Humanities Council (OHC) and the National Endowment for the Humanities (NEH). Any views, findings, conclusions, or recommendations expressed in this [program, publication, exhibition, website] do not necessarily represent those of OHC or NEH.  

· Publicity for your event should include a press release, sent to the attention of the Education and/or Entertainment editor of your local and regional newspapers, radio stations, and television stations. A template for the press release is enclosed. To maximize visibility, send a press release during the planning stage of your event; then update the release and resubmit it 10 days before your event begins. A follow up phone call is highly encouraged the day of your event! 
· The enclosed OHC Logo poster(s) must be prominently displayed at each segment/venue of your event.

· Please note that your acceptance of grant funds gives OHC the right to use and publish, both electronically and in print, any images or other copyrighted material generated from your event. If children will be a part of your audience, take care to announce or inform parents that their child’s attendance implies permission to publicly use their likeness.  
Suggestions for Publicizing Your Event

· OHC staff members are available for interviews to publicize your event. To locate our staff directory, visit http://www.okhumanitiescouncil.org/contact-us.
· Oklahoma Humanities magazine offer: Encourage attendees to look at the enclosed copy of the magazine and sign up for a free subscription using the enclosed sign-up sheet. We want your audience to know about other OHC-funded humanities events.

· Other ways to promote your event: 

Submit the event to online community calendars.

Place flyers in the local library, community center, chamber of commerce, and businesses.

Take advantage of talk radio and ask to be interviewed about the event.

Ask your board, staff, and constituents to help you “talk it up” with people they know.

· Photograph your event and share the images with OHC. Images from OHC-funded events help us acquire future funding and keep our donors/board of trustees informed. When possible, OHC staff members will attend and photograph your event. 

If you have questions regarding publicity, contact Traci Jinkens, Marketing and Development Director at: traci@okhumanitiescouncil.org.

Press Release Template

[Date of release]


Contact:  [Name and title of person that media should contact]

[Name of your organization]

[Contact person telephone number] • [Contact person email address]
[Headline]

[Your city], OK—[Name of sponsoring organization] announced today that is will host [Name of program].  The event is made possible by a grant from the Oklahoma Humanities Council.

[Next, enter details about your program: date, time, location, description of the event, people involved, who is invited to attend, etc.]

[Include a quote from the organization director, a board member, or community leader expressing excitement about the program and how it will benefit the community.]

For additional information on the event, contact: [Name, telephone, email].  

About the Oklahoma Humanities Council

The Oklahoma Humanities Council is an independent, nonprofit organization whose mission is to promote meaningful public engagement with the humanities—disciplines such as history, literature, film studies, art criticism, and philosophy. As the state partner for the National Endowment for the Humanities, OHC provides teacher institutes, Smithsonian exhibits, reading groups, and other cultural opportunities for Oklahomans of all ages. With a focus on K-12 education and community building, OHC engages people in their own communities, stimulating discussion and helping them explore the wider world of human experience. 

##### End #####
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Please print your name and mailing address. Your information helps us determine public interest in our programs.  Include your e-mail address, and we will send you periodic electronic communications.

	Name
	Address
	City, State, Zip
	E-Mail Address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Oklahoma Humanities magazine is a publication of the Oklahoma Humanities Council, featuring educational articles on the humanities (history, literature, philosophy, public dialogue, and more); interviews with authors, poets, and other dignitaries working in the humanities field; news on OHC programs; and coverage of festivals, exhibits, lectures, and other humanities events across our state.

Certification of Final Report for

Oklahoma Humanities Council Grant

We certify that, to the best of our knowledge and belief, the material in the final program evaluation report and the final financial report represents an accurate and complete account of actual events, expenditures, and cost-share on this project.

	Fiscal Agent

	Signature:
	
	Date:
	

	Name:
	

	Address:
	

	City, State, Zip:
	

	Work Phone:
	
	E-Mail:
	


Please note:  If individual or address has changed, check here □ and contact OHC.

	Authorizing Official

	Signature:
	
	Date:
	

	Name:
	

	Address:
	

	City, State, Zip:
	

	Work Phone:
	
	E-Mail:
	


Please note:  If individual or address has changed, check here □ and contact OHC.

Organizational Resources & Third Party In-Kind

Services Report Form
Services for which you are not seeking reimbursement

	OHC Project No.:  
	
	
	
	

	Title:  
	
	
	
	

	
	
	
	

	Professional Services
	
	
	

	       Number of hours devoted to project work: ______ @ $______/hr:
	
	$
	

	Travel Expenses:_________ miles @ 51¢ per mile
	
	$
	

	       Tolls:
	
	$
	

	       Parking Fees:
	
	$
	

	
	
	
	

	Printing and Duplicating Costs:
	
	$
	

	Postage:
	
	$
	

	Telephone:
	
	$
	

	Secretarial Services:_________ hours @ $________
	
	$
	

	Equipment Rental (including office equipment, etc.):
	
	$
	

	Other:
	
	
	$
	

	
	
	
	$
	

	
	
	
	$
	


These forms are the Organizational Resources/Third Party In-Kind Match equivalent to bills and receipts.  

They must be kept in your files with other financial documents related to the project.  

Please do not forward these forms to OHC.
	Signature of Authorizing Official

	

	Name (Print)

	

	Institution

	

	Address, City, State, and Zip Code


Sample Audience Evaluation

Name of Program:




Date:

Location: 

Audience Members:  Because this program is supported in part with funds from the OHC and the National Endowment for the Humanities (NEH), the board of the OHC will very much appreciate your responses and comments.  
Demographic Information:

	

	□ Native American
	□ Male
	Education
	Income

	□ African American
	□ Female
	□ High School/GED
	□ Under $25K

	□ Asian
	□ Under 18
	□ Some College
	□ $25K - $50K

	□ Caucasian
	□ 18-30 Years
	□ College Graduate
	□ $50K - $75K

	□ Hispanic
	□ 30-60 Years
	□ Graduate School
	□ Over $75K

	
	□ Over 60
	
	


To better understand the economic impact of this program to the community, we are interested in finding out the approximate amount of money you will spend. During the course of your visit, how much will you and your group spend:  □ Under $10
□ $10-$30
□ $30-$50
□ Over $50

How many miles did you travel to attend this program: □ < 10
 □ 10-30
□ 30-50

□ > 50

Did you acquire a new perspective on account of this program?  □ Yes
□ No

If yes, please explain:_____________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

Do you intend to learn more about the topic of the program?   □ Yes
□ No

How did today's program benefit your community?_____________________________________________

______________________________________________________________________________________
______________________________________________________________________________________

Your praise, criticism, and suggestions are welcome.  Please feel free to include your observations here.

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________



Free One-Year Subscription to


Oklahoma Humanities Magazine











