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APPLICATION GUIDELINES

2005 Share Your Heritage 

Local Workshop Host 

What is a Share Your Heritage workshop?

It is an intensive planning workshop designed to bring a targeted group of diverse community representatives together to address key cultural heritage tourism challenges.  Each workshop will address a specific challenge or theme, and will result in a targeted action plan for local cultural heritage tourism project(s). 

Workshops are a partnership effort between the National Trust for Historic Preservation’s Heritage Tourism Program and a local cosponsor. This is not a grant of money to local partners. Specific information about the responsibilities of both partners is included in these guidelines.

Is a Share Your Heritage workshop right for us?
A Share Your Heritage workshop is ideal for rural communities that have recently inventoried cultural resources and are currently developing a cultural heritage tourism plan or launching a cultural heritage tourism effort.  The workshop provides a pivotal planning component as part of a larger, ongoing partnership effort with strong local leadership. 
What does a workshop include?

Workshops are 2 to 2 1/2 days long and include presentations by experts in cultural heritage tourism as well as interactive training and problem solving exercises specific to the challenge addressed by the workshop. Workshops often include a field trip or cultural experience related to the challenge or theme of the workshop. Throughout the workshop, emphasis is placed on participation by attendees. A brief action plan is developed following the workshop.
Each workshop will be open to approximately 30 invited participants.  Participants will include targeted community, regional and/or state leaders representing a broad spectrum of disciplines.  Workshop participants can also include multidisciplinary “teams” working together to develop strategies for specific cultural heritage tourism project(s) or program(s). 

Who is eligible to apply as a local workshop host?

Non-profit organizations or governmental agencies in rural areas are eligible to apply as the lead co-sponsor.  A steering committee including the lead co-sponsor and four other broad-based organizations is recommended to provide diverse perspectives while remaining a manageable working group.  Partners should include at least one arts organization.

When can workshops be held? We recommend a minimum 3 month planning period prior to the workshop.  Anticipating a January 2005 announcement of selected workshop locations, workshops should be held between April and September 15, 2005.  

Where are workshops held? 

The workshop site should be large enough to house all participants and faculty in one location.  College campuses, religious retreats, historic hotels, and state parks all may be appropriate locations if they offer a self-contained retreat workshop setting at an affordable price.  

The facility should have one large, attractive meeting room with space for at least 40 people and full audiovisual capabilities.  If the meeting room has windows, be sure there is a way to darken the room.  In addition, the facility must have 2-3 breakout rooms as well as dining and lodging facilities that are either in-house or nearby.  The local cosponsor identifies the workshop location.
What are the Share Your Heritage workshop goals?

· Develop a better understanding of cultural heritage tourism 

· Provide cross-discipline training.

· Encourage innovative solutions through problem solving exercises 

· Provide networking and partnership building opportunities

· Foster stronger leadership and a team approach.

· Provide cultural heritage tourism development tools to key leaders

What are the responsibilities of the local cosponsor?

The local cosponsor will be responsible for advance, on-site and follow-up responsibilities including: 

1) Identify workshop theme/issues 
2) Identify and secure a workshop location 

3) Arrange workshop lodging and food for speakers and participants

4) Cover on-site lodging and food costs for speakers.

5) Set up planning meetings and/or conference calls 

6) Coordinate agenda at local level

7) Provide names for invitation list 

8) Send out invitations 

9) Process registrations

10) Provide selected handouts and conference notebooks (such as list of registrants and local case studies)

11) Provide staff/volunteers to assist with on-site registration

12) Providing staff/volunteers to record discussion in breakout groups

13) Identify and arrange for local and regional speakers as needed, including associated expenses

14) Identify local case studies to include in the workshop

15) Arrange opening reception 

16) Arrange transportation during the workshop (e.g. field trip)
17) Arrange pre or post workshop activities & tours (optional)
18) Implement the action plan developed during the workshop

What are the local cosponsor’s financial responsibilities?

Local cosponsors will provide and document a local investment of at least $15,000 (in-kind or cash) towards the workshop and associated costs.  Documentation of local expenses and income must be provided to the Heritage Tourism Program for federal reporting purposes to NEA and USDA.
Allowable costs may include:

1) Staff time

2) Workshop meeting space

3)  Audio-visual needs

4)  Participants & speaker meals

5)  Participants & speaker lodging 

6) Duplication of notebooks 

7) Workshop tour transportation
8) Other miscellaneous expenses

Local cosponsors can document the local investment in a variety of ways. The sample budget below provides one example.  Depending on your resources and needs, your local budget may vary.
Sample Local Host Budget

Expenses

Local staff time


$ 7,500

(417 hrs x $18/hr)

Meeting Space Rental

$    500 

Audio-Visual 


$    200

Food




     Reception for 36 at $8 @
$    288

     2 breakfasts for 36 at $7@
$    504
     2 lunches for 36 at $10@
$    720
     2 dinners for 36 at $15@
$ 1,080

     4 breaks for 36 at $3@
$    432
Lodging




     2 spkrs x 2 nights x $100 
$    400
     $50 discount for34 rooms
$ 1,700
Motorcoach


$    200
Cultural entertainment

$    400

Duplication

     36 notebooks at $25@
$    900

Postage/Supplies/Phone
$    176
TOTAL



$15,000

Income

In-kind staff time

$  7,500

In-kind meeting space

$     500
In-kind audio-visual

$     200

In-kind duplication

$     900

Motorcoach (in-kind discount)
$     100

Discounted lodging

$  1,700
Local cash sponsorships 
$  4,100
TOTAL



$15,000
All donated services including local staff time must be documented with a letter confirming the value of contributed time or services on organizational letterhead. Federal funds or funds used to match other federal grants may not be counted towards the local investment.   

Documentation of the local investment must be provided to the National Trust for Historic Preservation for use in a federal reporting process within 30 days of the completion of the workshop.  

What will the Share Your Heritage Program provide? 

Share Your Heritage assistance from the National Trust for Historic Preservation’s Heritage Tourism Program includes: 
· Coordination with local cosponsors and local planning committee via phone, e-mail and mail throughout the planning process.
· Assistance in developing the workshop agenda to address local issues.
· Providing 2 national speakers for the workshop including transportation to the airport nearest the workshop location and honorarium costs.  
· Developing training materials and preparing master copy for duplication.
· Completing federal reporting requirements for the National Endowment for the Arts (*Note: local hosts are required to document a $15,000 local investment).
· Compiling a brief action plan in written and electronic format 
What are the responsibilities of workshop participants?

Workshop participants will be responsible for attending the entire workshop and covering their own transportation costs.  Advance preparation may be required for workshop participants to prepare for the workshop.  In many cases, to encourage participation by key leaders, registration, lodging and meals will be provided by the local cosponsor for all registrants.  In some cases, participants may be asked to pay a small registration fee to defray workshop costs.  

What criteria will be used to select local cosponsors?

The Share Your Heritage initiative is looking for local cosponsors that represent diverse geographic areas and programmatic issues for cultural heritage tourism.  Preference will be given to applications from areas already working to address the challenge or theme, or organizations with a commitment to cultural heritage tourism.

Selected cosponsors must demonstrate an ability to meet all responsibilities for local cosponsors.  NEA and USDA, the national project funders, are specifically looking for projects with a strong arts component and projects that benefit rural communities.

Timely opportunities presented by an anniversary or celebration, the availability of funding, or other time sensitive factors will be taken into consideration.  Four workshops will receive national support in 2005.

How do we apply?

Send five copies of all application materials in an 8 ½” x 11” format OR one hard copy and an electronic application to Share Your Heritage, c/o Mountains Plains Office, National Trust for Historic Preservation, 535 16th Street, Suite 750, Denver, CO 80202.  
Completed applications for local workshop hosts must be postmarked on or before Friday, November 19, 2004.  

Questions? Call (303) 413-1986 or 
e-mail amy_webb@nthp.org. Applications can be downloaded at http://www.nationaltrust.org.  

Applicants will be notified of the final selection in January 2005.  
National funding provided by the
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 USDA Rural Development

Office of Community Development
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Program coordination provided by the Heritage Tourism Program of the
National Trust for Historic Preservation

on behalf of Partners in Tourism,

a national cultural heritage tourism coalition 
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Application Form
Local Hosts for Workshops
A. Lead Applicant 

     Contact Information

Name, Title, Organization, Address, City, State, Zip, Phone, Fax & E-mail.

B. Workshop Planning Committee 

List up to four additional organizations that will help to plan the workshop with complete contact information.  
The planning committee should represent a broad spectrum of rural cultural heritage tourism interests including tourism, arts, heritage, elected officials, economic development, business and community leaders, planning and other appropriate organizations.  Arts organization involvement is strongly encouraged.
C. Application Information

In 3 pages or less (single-spaced), respond to the following questions.

1) In 50 words or less, summarize         why this workshop is important and what you plan to accomplish.
2) What key issues or obstacles will you address at the workshop?

3) Have any of the participating organizations conducted a cultural resource inventory or developed a cultural heritage tourism plan?  Provide details and, if possible, a copy of the inventory and/or plan.

4) Briefly describe the cultural heritage tourism project(s) or program(s) that will be the focus for this workshop.
5) What progress has been made on these project(s) or program(s)?  What progress do you anticipate making prior to the workshop?

6) Where and when do you want to hold the workshop?  

7) Explain how this workshop will make a difference for your cultural heritage tourism project(s) or program(s).

8) Describe how you plan to ensure the participation of key potential workshop attendees.

9) What follow-up will be provided by the local co-sponsor or other planning committee members?

D. Local Co-Sponsor Responsibilities 

Describe how you intend to cover the staffing and financial obligations for local hosts.  Include a budget for local expenses and income that shows at least $15,000 in local investment.  Indicate if in-kind or cash contributions are anticipated or confirmed.  

E. Optional Supporting Materials

· Letters of support (Letters of support from partners, participants, and arts organizations are encouraged)

· Brochures, plans, or other information  (Please note that information will not be returned)

· Copies of any recent cultural resource inventories or cultural heritage tourism development plan

Five copies of all application materials in an 8 ½” x 11” format OR one hard copy and an electronic application should submitted on or before Friday, November 19, 2004. 
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