OMB Control No. 3095-0015
Expires: October 31, 1999

NATIONAL HISTORICAL PUBLICATIONSAND RECORDSCOMMISSION
FELLOWSHIPSINHISTORICAL DOCUMENTARY EDITING:
INSTITUTIONAL HOST APPLICATION GUIDELINES

I.GENERAL INFORMATION:

TheNational Historical Publicationsand Records Commission (NHPRC) welcomesthe opportunity to
consider your application to host one of thetwo fellowsfor the 1999-2000 academic year.

Preparingthe Application: Pleasecompletethe Application for Federal Assistance (Standard Form
424), the budget form, and the certification forms, and prepare amulti-page project narrative. To assist
you in devel oping abudget, alist of sample costsisattached. For the project narrative, please provide
information about the following topics and provide other materialsasrequested. If werequirefurther
information about your application, wewill contact the project director.

Ingtitutional Responsibilities:

Some host institutions have had difficulties because of in-house personnel policies. Thisisespecially
apparent in state government and large university settings. 1n someinstances, project directors have had
trouble hiring thefellow at the Commission-established salary level. In others, thefact that the hiring must
take placefrom apre-sel ected pool of applicants caused problems. Instill other instances, there have been
problemswith pay, benefits, and withholding. Although some applicantsthought that these areas had been
carefully checked prior to application, when faced with thereality of hiring thefellow, they have had
difficulties. Several fellowshavelearned administration the hard way by having to figure out how they are
getting their stipend. The Commission therefore strongly urges applicantsto investigate fully institutional
hiring and payment/benefits procedures prior to making an application for an institutional grant, so that,
oncefunded, thefellowship will run smoothly.

Host institutions need to consider the manner in which thefellow will bepaid. Someformer host
institutions have placed the fellow on the payroll while others have simply paid thefellow asacontractor.
Itisalso up to theinstitution to decide whether or not to withhold taxesfor thefellow. Benefits
arrangements al so should be decided upon prior to the beginning of thefellowship. Inadditionto
determining financial arrangements, the host institution isrequested to assist thefellow in finding housing
for the duration of thefellowship. Aswith all NHPRC grant recipients, the host institution will berequired
to submit periodic financial and narrative reportson the project.

We have prepared a statement, “ Fellowships: A Brief Overview,” included with thisapplication, that we
hopewill smooth theway with your personnel office.

If aproposing institution has any questions or desires moreinformation, it may contact the Commission
staff at (202) 501-5610.

Deadline Schedule: Applicantsshould complete and submit the original and one copy of their application
to:

Fellowship Program

NHPRC

National Archivesand Records Administration
Room 106

7th Stret & PennsylvaniaAvenue, NW
Washington, DC 20408-0001

Thereceipt deadlineisOctober 1, 1998.



After reviewing the applications, the Commission will announceitsfinal selection of successful host
institutions by December 1, 1998. Inthe spring of 1999, each successful host institution will select its
fellow from apool of candidatesthat have applied to the NHPRC.

II.THEEDITING FELLOWSHIP:

Host institutions must be a sponsor of an active documentary editing project, supported by the NHPRC,
that iscurrently working on abook edition. Applicationsfrom prospective host institutions should
demonstrate theinstitution’ s capability to provide strong post-graduate hands-on training in documentary
editing. Thetraining should cover abroad spectrum of documentary editing activities, from document
collection, accessioning, and control, to selection, transcription, annotation, proofreading, and indexing.
The project’ sinvolvement in el ectronic publication, aswell asbook publication, will befavorably viewed
by the Commissionin making itsdecision. Potential host applicants may discusstheir plan of work with
Commission staff prior to application submission.

PreparingtheApplication:

An editing host institution has the option of having the grant made directly to thefellow or to the
institution. If theformer, the project director should submit apr oj ect narrativeonly, and shouldignore
the application instructionsrelating to institutional grants. The basic stipend ($33,000*) will bethe same
for either type of grant; a25 percent allowancefor fringe benefitswill be added to the basic stipend in
grantsmade directly tofellows. Inaddition, $1,000 will be availableto cover the costs of interviewing
individual applicants. Once adecision has been made and the application submitted, theinstitution cannot
changeto the other option.

Option A. Application for agrant tobemadeby NHPRC directly totheindividual fellow:

Please provide aproject narrative that includesinformation about thefollowing topics. If werequire
further information about your application, wewill contact the project director.

Project Title: Historical Documentary Editing Fellowship Project, Host Project Application

1. Describe the host documentary editing project
a. Staffing
b. Nature of the edition being published
c. Current status of the project’ swork

2. Describethe proposed training planin detail

A strong presentation of thetraining planisimportant to thesuccessof an application. TheCommissonisespecialy
interested inthefdlow having hands-on participationinabroad rangeof editing practices. Inaneffort to providethe
fellowswith broad exposureto editorial theory and practice, the Commissonasoisinterestedinlearning about
courses, classes, workshops, or other educationa opportunities, relativetothefdlowship, that theingtitution might be
abletoprovidethefedlow. A sampletraining planisincluded withtheseguiddines.

Option B. Application for agrant tobemadeby NHPRC totheinstitution:

Please complete the Application for Federal Assistance (Standard Form 424), the budget form, and the
certification forms, and prepare amulti-page project narrative (as described under Option A above). The
necessary blank formsareincluded with these guidelines.

*Thissdary will becong dered each yesar, taking into account thegenerd rateof inflation, and thelevel of beginning
sdariesinacademiaasreportedintheannua AmericanHistorical Association survey of academicsdaries.

PAPERWORK REDUCTIONACT PUBLICBURDEN STATEMENT

Theinformation requested on thisformisbeing collected and used for eval uating your proposal for agrant funded by the National Historical
Publications and Records Commission. We estimate the public burden per response is eight hours to read the instructions, gather necessary
data, and complete the information collection. In accordance with 36 CFR 1206.58, you must provide the information in order to be
considered for a grant. This information is protected under a Privacy Act system of recordsThe Paperwork Reduction Act requires us to
notify you that a Federal agency may not conduct or sponsor, and you are not required to respond to, a collection of information unless it
displays a currently valid OMB control number. The OMB control number for this information collection is 3095-0015. Send comments
regarding the burden estimate or any other aspect of the collection of information, including suggestions for reducing this burden, to National
Archives and Records Administration (PIRM-POL), Room 3200, 8601 Adelphi Road, College Park, MD 20740-6001. DO NOT SEND
COMPLETED FORMS TO THIS ADDRESS. Send to Fellowship Program, NHPRC, National Archives & Records Administration, Room
106, 7th & Pennsylvania Ave., NW, Washington, DC 20408-0001. s\transfer\admirlombledit990.pm6




SAMPLE COSTSTOBEINCLUDEDINTHE
HISTORICAL DOCUMENTARY EDITING BUDGET

NHPRC Cost Sharing TOTAL
(Host Institution)

1. Salariesand wages:
Editing Fellow $33,000* $33,000

Subtotal $33,000 $33,000

2. FringeBenefits:

Editing Fellow (25 percent)* $8,250 $8,250
Subtotal $8,250 $8,250

4. Travel:
I nterviewing prospective Fellows $1,000 $1,000
Subtotal $1,000 $1,000

9. Indirect Costs:

40 percent of salaries & benefits** $16,500 $16,500

10. TOTAL PROJECT COSTS $42,250 $16,500 $58,750

*Thissalary will be considered each year, taking into account the general rate of inflation, and thelevel of
beginning salariesin academiaasreported in the annual American Historical Association survey of aca-
demic salaries.

**Theinstitutional applicant should alter the fringe benefits and cost-sharing figures as appropriate.
Please note: Thisisasamplebudget for editing fellowship projects. Category numbers correspond to
budget sheet (NARA FORM 17001) category numbers. Theinstitutional applicant isfreeto alter any of

the cost-sharing amounts as appropriate.
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National Historical Publicationsand RecordsCommission
Felowships
A Brief Overview for the Applicant’ sPer sonnel Office

Sincetheinception of itsgrant program three decades ago, the National Historical Publicationsand
Records Commission hasfocused its energy and resources on the documentary needs of the United
States—to save endangered historical documents, to make plansand set prioritiesfor preserving archival
materials, to help train those who work with documents and records, and to make avail abl e through books
and other forms of publication those documentary material sthat inform scholars, teachers, students, and
othersabout America shistory. The NHPRC isencouraging agrowing national effort to preserveand
publish our historical documentary heritage. Behind the Commission’ swork isthe determination to protect
anational documentary treasurethat, if lost, cannot be replaced.

TheNHPRC Fellowshipin Historical Editing was established in 1967 to give historians hands-on
experiencein asmall but important field of history. Thisprogram grew out of aperceived need for
experienced, qualified historical editors. The National Historical Publicationsand Records Commission
Fellowshipin Archival Administration wasestablished in 1985 with the assistance of The Andrew W.
M ellon Foundation to give professional archivists actual working experiencein administration. This
program grew out of aperceived need for experienced, qualified archival administrators.

Contingent on funding for 1999, one host institution for each fellowship will be selected from the pool of
applicants. Announcementswill then be sent to the major archival, historical, and rel ated newsl ettersand
journals, soliciting applicationsfrom personsin the archival and historical professionsto fill the
fellowships. All applicationswill be received by the Commission initsofficesin Washington, DC, by a
March 1, 1999, deadline. Commission staff will screen the applicationsto ensurethat they are complete
and that the applicant meetsthe Commission’ squalifications. Applicationswill then beforwarded to the
host project director, who will make her/hisown selection. Thefellowshipsare planned to begin between
August 1 and October 1.

Theamount of grant fundsthat the host institution receivesis determined by the Commission, and the
Commission realizesthat at timesthefellow ispaid outsideinstitutionally established pay scales. Because
of the nature of the program, the salary cannot be adjusted site-by-site. Grant funds are designated for the
stipend, fringe benefits at theinstitution’ susual rate, and for on-siteinterviews of finalists ($1,000). The
host institution has the option of applying the amount for benefitstoward itsown institutional benefits
package or directly paying thefellow the funds, whereby that individual becomesresponsiblefor her/his
own benefits. The Commission encouragesthe host institution to providelife and health insurance, aswell
asretirement paymentsif that is customary for short-term faculty, staff, or fellowsat that institution. The
Commission also encouragesthe host institution to make regular paymentsto thefellow and to provide
withholding of incometax.

If you have any questions, please contact Laurie A. Baty of the Commission staff at (202) 501-5610 or by
e-mail at laurie.baty @archl.nara.gov.
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SampleTrainingPlan
NHPRC Historical Editing Fellowship

We expect to havethethird volume of the book edition of the M etterling papersready to send to the publisher
by the spring of 1996. Wewill continue production of theremaining volumesat therate of one every eighteen
months. Therefore, an early starting date (closeto August 1) would mean that thefellow will deal with thepage
proofsand indexing of V olume 3 at the beginning of thefellowship period. Morelikely, thefellow’ stenurewith
theproject will span work on VVolume4 (to beready for the publisher inlate 1997) and preliminary work on
Volume5. Nomatter what the starting date, then, thefellow will receive experiencein al major aspectsof
producing avolume. Althoughwearenot presently working on an electronic edition, wewill thoroughly
exploreevery possibleform of publicationtofacilitate accessto these papers. Wewill beinvestigating the
possihility of producing an edition on CD-ROM or other electronic format whilethefellow ishere, whichwill
providethefellow with an opportunity to participatein that important work.

Theinitial threeweeksor so of thefellow’ stenurewill be devoted to becoming familiar with Metterling, his
contemporariesand their period, his papers, hishandwriting, the search for and collection of documentsby the
project, the project’ sdocument control and filing systems, the microfilm edition, the organization of the book
edition, and thework completed onit thusfar. Oncefamiliar with these matters, thefellow will beready to
begin the transcription of documentsand the preparation of their textsfor publication. Thistraining, concurrent
with other activities, will carry over for several monthsand will givethefellow experiencein therendering of
manuscript originalsfor reproduction on the printed page, the use of el ectronic word processing, and the
project’ seditorial policies. Early inthefellowship term thefellow can a so begin assisting with theresearch,
checking, and writing of annotation. Liketranscription anditsrelated activities, annotation work will probably
extend through much of thefellowship period, running concurrently with other training.

Oncesufficiently grounded in transcription and the reading of the originals, thefellow will beableto
participatein the comparison of transcriptionsto the photocopied originasand inteam proofreading. During
most of thefellowship period, thefellow will help with the preparation of V olume4 of the M etterling Papersfor
thepublisher. Thefellow can assist with thewriting of thevolume' sintroduction; the preparation of headings
and source notesfor the documents; thereview of annotationsfor consi stency and accuracy; thefina checking
of thedocument texts; the review of formatting codesfor the printing of thevolume; the assembly of the
volume' svariouscomponentsinto large e ectronic filesto be sent to the publisher on computer diskette; proofing
gdleys, andindexing.

Theeditorswill encourageindividualized projectsasanimportant component of thefellow’ straining. For
example, thefellow might takeasequence of | ettersthrough transcription, preparation of sourcenotes, and
selection, research, and writing of footnotes. Special annotation research projects, or work with particular
textual or other editorial problems, areother possibilities. Such assignmentswill allow independent work on
real problemsunder theeditorial staff’ ssupervisionwhileproviding an avenuefor thefellow to pursue
particular interests.

Sincethe Metterling Papersproject hasarelatively small staff, thefellow will gain an exposureto all phases
of the project’ soperations. For example, asthe principal editor makeshis selections of documentsfor thefifth
volumeof theedition, thefellow will havethe opportunity to assist him and becomefamiliar with theedition’s
rationale of selection. Thefellow will also, asamatter of course, learn agreat deal about the project’ spractical
operations, fundraising, and relationswith thepublisher. If thefellow hasnever attended the NHPRC Editing
Ingtitute, an opportunity will be provided, asan overview of editing theory and practice, tositinonthecoursein
documentary editing taught by the project’ sassociate editor during thefall semester.
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