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Be a Humanities to Go Program Host 

Here is a handy checklist because hosting a Humanities to Go program requires careful planning. Complete applications must arrive in our office ten (10) weeks before the date of your program. This gives scholars, hosts, and NHHC the proper lead time to ensure everything runs smoothly and promotes full community participation.

Program Costs and Things to Consider

Program Application Fees operate on a graduated scale. A program host’s first program cost share is $35, the second is $50, and the third is $75—a total of $160 for three programs per calendar year. For each program, NHHC pays the scholar a $200 honorarium and covers the cost of her or his mileage, up to 100 miles. Hosts are responsible for any additional mileage costs.
Travel expenses more than 100 miles are the program host's responsibility at $.50 per mile. Reimbursement should be added to the check with which the host organization pays the scholar.

Chautauqua or “living history” scholars receive the customary $200 dollar honorarium and may charge an additional fee capped at $125 per program (at their discretion). Program host are responsible for that fee. This negotiated fee is added to the check with which the host organization pays the scholar.
Multiple Presenter programs are limited to six per calendar year. Each presenter receives an honorarium and mileage allotment (unless they drive together). Please call the office to check on these programs’ availability. 
The Application Process 
□
Obtain an current HTG application, select a program, and acquire the presenting scholar’s contact information using the current HTG catalog or the www.NHHC.org website.
□
Figure out your costs (your cost share application fee, scholar honorarium, fees for two-person program or costumed performance). Determine the scholar’s round-trip mileage.
□
Contact the scholar(s) to check his or her availability for your desired date, time, and location. Tell the scholar about your organization and audience for the program. Share your expectations for the presentation. Inquire what room set-up she or he requires and what technology might be needed.

□
Please double-check to make sure that your application form is completely filled out with complete names, addresses, contact information, dates, times, locations, and mileage. Make sure it is signed and will arrive at NHHC within the 10-week deadline. It is a binding contract.
□
Mail your completed application and the appropriate cost share (payable to the New Hampshire Humanities Council) to NHHC, 19 Pillsbury St., Concord, NH 03301.
(over)

Planning and Promoting your HTG program 

□
When you receive confirmation of your program, please share that information with your scholar (and co-sponsor if you have one). In exchange for our sponsorship and promotional assistance, NHHC asks that you mention NHHC in promotional materials, in text and on the web, include a copy of our logo in your press releases, and display the NHHC banner at the program you host. 
□
A check made out to your organization will arrive about two weeks before the planned event. Its amount totals the honorarium and NHHC’s portion of the mileage. Deposit that check and reissue the monies to the scholar(s) in the correct amount, including additional mileage expenses or fees for living history presenters. 

The Evaluation Process

Thorough evaluation helps us to ensure the quality of our programming. Evaluation forms will be provided in advance and are also downloadable at our website, www.nhhc.org. In the final report, we ask for three different types of evaluations: the program host, audience member, and scholar evaluations (although scholars can return their report to us directly). 
□
Photocopy audience evaluation forms and make sure that you provide adequate time and tools to insure complete audience participation. Plan to save five to ten minutes at the close of your program, before refreshments, to ensure that your program is evaluated fairly and accurately. 

□
Train your volunteers in advance of your event. Responsibilities may include arranging advance publicity; hospitality and refreshments; setting up and testing audio-visual equipment; photocopying, distributing, and collecting evaluation forms; introducing and paying the scholar; and more. Make sure all volunteers are clear about their responsibilities. 

□
Contact NHHC immediately if there are ANY changes in your program. If you must change a date or time, or reschedule the program please inform NHHC by phone and email. We can help get the word out and post cancellation and rescheduling information on our website. Also make sure to call and email the scholar, appropriate community contacts, and media outlets as far in advance as possible with changes. 

Your Final Report 

□
Within two weeks of your program, please submit all evaluations (as outlined above) and the NHHC banner in the self-addressed envelope provided. 

On the back of your program host evaluation, please feel free to offer additional information, comments, and constructive criticism. Please make copies of the evaluations for your own records, if you so desire.
Need more info? Write or call Rick Agran, NHHC Humanities to Go— RAgran@nhhc.org, 603.224.4071


