Cover-Sheet for Digital Storytelling Project Grants

*Required
	[bookmark: Text1]*From:      
	[bookmark: Text2]*Date:      

	[bookmark: Text3]*Faculty Title:      
	[bookmark: Text4]*Department:     

	[bookmark: Text5]*Phone:     
	[bookmark: Text6]*Email:     
	[bookmark: Text7]Office Building:     

	[bookmark: Text8]*Project Title:     

	[bookmark: Text9]*Short Project Description (150 words max):      



Budget Outline (Include a detailed budget narration/justification in the body of the proposal.)
	Transportation
	[bookmark: Text10]$     

	Per diem ($175 for food and lodging/day for domestic travel; $300/day for international travel)
	[bookmark: Text11]$     

	Stipend(s) (Multiply number of stipends requested times the stipend amount—cannot exceed $1,000 ea.)
	[bookmark: Text18]$     

	Equipment
	[bookmark: Text19]$     

	Materials (books, slides, etc.)
	[bookmark: Text20]$     

	Miscellaneous (explain in budget narrative)
	[bookmark: Text12]$     

	
Total Estimated Costs (you may include amounts not requested by this proposal)
	
[bookmark: Text13]$     

	
Total Requested from CIP 
	
[bookmark: Text14]$     


* Faculty members must submit original receipts for all expenses.

Applications will only be accepted in electronic form. Send this cover sheet and the proposal as attachments in one e-mail addressed to murphyjm@kenyon.edu. 

[bookmark: Check1][bookmark: Check2][bookmark: Text15]Is this grant a joint proposal? 	Yes|_|	No|_|	If yes, with whom?      

Have you used or are you planning to use IFDA, Departmental, or other grant funds for this project?
[bookmark: Check3][bookmark: Check4]	Yes|_|	No|_|
[bookmark: Text17]	If yes, include amount     



CHECKLIST

[bookmark: Check5]|_|Download a new cover sheet under a new document name each time you submit a proposal. Check to be sure that your cover sheet matches your proposal. Complete all sections of the form. Proposals with incomplete forms will not be reviewed.

[bookmark: Check6]|_|If your digital storytelling project fund proposal is being submitted in conjunction with a guest digital storyteller grant proposal, you must complete both applications.

[bookmark: Check7]|_|Do NOT send cover sheet as a .pdf. Please maintain original format. 

[bookmark: Check8]|_|Be sure you have read the guidelines for the type of grant for which you are applying. (Does your project fit the type of grant you’re apply for? Have you followed page limits?)
[bookmark: Check9]	|_|Have you completed all sections of the cover sheet?
[bookmark: Check11]|_|Have you included a project narrative no longer than 3 pages which describes the mode of digital storytelling to be explored, the participants, the specific activities planned, the anticipated outcome, how equipment will be handled in the long term, and whether stories will be stored and kept accessible through the college, or whether that responsibility remains with the storyteller? 
[bookmark: Check12]|_|Have you included a budget narrative/justification (Justify all expenses. Total requested budget amount should match budget summary on cover sheet)
[bookmark: Check13]|_|Have you included a proposed timeline/time table for this project?

[bookmark: Check14]|_|Please send your cover-sheet, proposal narrative, and any other documentation for this application as e-mail attachments to Joe Murphy, CIP murphyjm@kenyon.edu, electronically. Joe will send you an e-mail notice that your application has been received. If you do not receive notification that your application has been received within 24 hours (work week), please call Joe Murphy, 1-740-427-5120.

FOLLOW-UP CHECKLIST

[bookmark: Check16]|_|All original receipts with a completed T&E form will be due to Joe Murphy within 30 days of expenditures. Keep copies of your receipts. CIP recommends filing the T&E as soon as possible once all expenditures have been made. 

[bookmark: Check15]|_|A written report will be due to Joe Murphy (murphyjm@kenyon.edu) no later than one month following the conclusion of this project. The CIP recommends filing the report as soon as project is over (or in shorter updates along the way, if the project is longer). 



Cover-Sheet for Digital Storytelling Project Grants.
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