Reporting Requirements: Basic Information

Note: Extension Requests are addressed in the last paragraph.


Below you will find some general rules about reporting on your grant.  Please refer to your grant number in any paperwork you submit.  Although we need to maintain some oversight, we don't want to burden grant recipients with too many requirements.  Our general rule of thumb is that common sense prevails.  If something doesn't make sense for your project, we can probably make adjustments.  Contact Janet at the Archives if you have any questions (287-5791 or e-mail janet.roberts@maine.gov). 

**All project activities, and all spending on the project (whether grant or matching money), must take place during the grant period.   Any substantive changes in personnel or grant activities, including extensions of the grant end date, must be cleared with the Maine State Archives. **

Visuals:  Both the MHRAB and the National Historical Publications and Records Commission (NHPRC) are interested in good illustrations of the project.  If, because of this grant, you were able to preserve an important document; you found and preserved a wonderful photograph; or someone took an excellent picture of the project in progress, please send a couple photocopies of the item to Janet at the Archives.  Who knows -- you might end up illustrating NHPRC's annual report!

Budget note: If there were parts of your original budget that the Board excluded from the project, they should not be used for the match.  Attach copies of bills for amounts over $100.

Extensions:  Although we do not encourage you to extend your grant period, we do understand that sometimes circumstances preclude finishing on time.  If that happens, send a letter a month before the end date of the grant.  In it, include 1) an explanation of why you were unable to finish on time; 2) a review of your progress to date; 3) a request for a specific new end date for your project.  You will receive an acknowledgment with the new end date and new reporting due dates. 

