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Travel and Training Grant Application
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At least six weeks before the event

PROGRAM CONTACT
Contact Elizabeth Yeager, Individual Artist Coordinator, at Elizabeth.A.Yeager@wv.gov // 304-558-0240, extension 152
This is a program of the West Virginia Department of Arts, Culture and History in coordination with the West Virginia Commission on the Arts.
The Culture Center / 1900 Kanawha Boulevard, East / Charleston, WV 25305-0300 
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We are an Affirmative Action & Equal Opportunity Employer and welcome your questions or comments.
What is the purpose of the Travel and Training grant program?
The Travel and Training grant program provides assistance to artists, arts administrators, and arts educators to attend conferences, workshops and seminars to learn new skills, network with colleagues and see other artists perform or demonstrate their work. This funding is reimbursement-based and reserved for events held outside the state of West Virginia or in-state events that are of national scope. 

Who may apply to this program? 

Any arts administrator, professional artist, or arts educator who meets all of the following criteria: 

· is 18 years or older 

· is a U.S. citizen 

· is a legal resident of West Virginia
· has resided in West Virginia for at least one year prior to the application deadline

· has submitted all final reports in conjunction with previous WVDACH/Arts grants 

Additional Eligibility Information:
· Individuals are eligible for ONE Travel and Training grant award per year.
· Only THREE staff persons per organization can receive a Travel and Training grant during any given fiscal year.
Examples of eligible expenses:
· Transportation (car rental, train/bus/flight tickets, gas)
· Mileage
· Hotel/lodging
· Meals and incidentals
Examples of ineligible expenses:
· Tuition/registration fees
· Materials
What funding amounts are available?

Applicants attending events may apply for funding for 75% of actual expenses with a reimbursement total of up to $500.
What do I need to know about available funds?

Funds are limited therefore early application is encouraged. Payment is made on a reimbursement basis. A check will be sent upon submission of a signed award letter, itemized statement, and original receipts. Receipts must be received within two weeks after travel date. Actual reimbursement amount will be based on original receipts and itemized statement received.
How will my application be evaluated?

Requests will be reviewed based on the following criteria:  

· The ability of the workshop or conference to address the applicant's stated needs and the impact the experience will have on the applicant’s community  

· Financial need of the applicant

· Equitable distribution statewide of the funds

How do I apply to this grant program?

Complete the application and submit it at least six weeks before the event. Applications may be emailed to the program coordinator, Elizabeth Yeager, at Elizabeth.a.yeager@wv.gov. Applications/emails MUST have the subject line “Travel and Training grant application.”
If funded, what are my obligations?

Successful applicants are required to:

· Sign and return contract

· Spend grant money only in accordance with the approved project; any and all changes require advanced written approval from the Director of Arts
· Provide all receipts and an itemized list of expenses
Application Instructions 

· Forms are compatible with Microsoft Word ONLY
· Form fields are highlighted in gray; fields will automatically expand 

· Applications must be typed; handwritten applications will not be considered

· Spellcheck is not active within the application so proofread outside of the document

· Sign the application in BLUE INK
Submission Checklist 

Use the Submission Checklist to finalize your package; the checklist represents an entire application package and the order in which materials should be packaged.

ALL ITEMS ARE REQUIRED 

 FORMCHECKBOX 
 Typed and signed Travel and Training application
 FORMCHECKBOX 
 Brochure or webpage capture of the conference, workshop, event
 FORMCHECKBOX 
 ARTIST ONLY – CV, resume, or current information documenting professional performances, exhibits, etc.
Email completed package to: 

Elizabeth Yeager, Individual Artist Coordinator
West Virginia Department of Arts, Culture and History

elizabeth.a.yeager@wv.gov
Subject line MUST say “Travel and Training grant application”
TRAVEL AND TRAINING APPLICATION
COMPLETE ALL FIELDS

Applicant’s Legal Name:      
Applicant’s Legal Mailing Address:       




City, State, Zip:       County:      
Telephone:       Email:         Website (if applicable):       


Organization Name (if applicable):      
For arts administrator, educator, or volunteer programmer:
1. Is your organization nonprofit?   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
2. Does your organization present at least three performances by professional artists or exhibits yearly?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

For artists, arts administrators, educators, and programmers:
3. Have you previously attended this event?   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No


· If yes, date(s) attended:      
4. Have you received Travel and Training funds to attend this event before?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
· If yes, in which fiscal year? (The WVDACH reports on a July 1-June 30 fiscal year)      
5. Have you received Travel and Training support this fiscal year?
 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
· If answered yes, you are not eligible for Travel and Training support this fiscal year. You may apply for Travel and Training support in the following fiscal year.
6. How will this event assist you as an artist/administrator/educator? Please respond with at least 3-5 sentences.      
7. Why do you need financial assistance to attend this event? Please respond with at least 3-5 sentences.      
8. In addition to submitting a brochure/web capture, describe the event, workshop, or conference for which support is requested and why it will benefit you. Please respond with at least 3-5 sentences.      
9. If an artist, please submit current information documenting professional performances, exhibits, etc. (i.e. artist resume, information documenting current exhibits, performances, etc). 

Name of event/class/conference/workshop:      
Sponsoring Organization (of event/workshop/conference):      
Sponsoring Organization’s Mailing Address:      
City:       State:       Zip:      
Phone:      
Location of event (city/state):      
Date of Event:       to      
Anticipated travel dates:       to      
Projected Budget
The projected budget does not include fees associated with registration or materials needed. Such fees may not be included in total project reimbursement. Current per diem rates: www.gsa.gov
Transportation


$     
Roundtrip mileage

$     
Hotel/Lodging


$                 

 

Meals & Incidentals

$     






TOTAL:



$     
Amount requested:

$     
I certify that this individual/organization meets all eligibility requirements and that all information contained in this application is accurate based on data available at the time of application.

Name:       

Signature: ___________________________________________DATE: __________




SIGN IN BLUE INK
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All publications and application forms are available in alternative formats upon request.


Contact Jenna Green, ADA Coordinator, � HYPERLINK "mailto:jenna.r.green@wv.gov" �jenna.r.green@wv.gov� 304-558-0240


or 304-558-3562 (TDD)
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Date received: ______________________


Application #: ______________________


PRN: _____________________________








