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Section 1 – DIVERSITY IN LOCAL HISTORY 

1.1 Introduction 

The Washington State Historical Society (WSHS) will distribute $150,000 over the course of the FY21-23 
biennium through Diversity in Local History (DLH) Grants. The program will awards grants to heritage 
organizations to fund paid internships to support diversity, equity, and inclusion (DEI) initiatives. This 
program connects emerging professionals in the heritage sector to local history museums and historical 
societies in Washington, enables these organizations to incorporate diversity, equity, and inclusion 
principles into their practice, and promotes a long-term focus on inclusive history practices. These grants 
will be distributed through a competitive process. 

1.2 Background 

Washington State has 400+ heritage organizations that include local history museums and historical 
societies; tribal museums and cultural centers; online archives; historic gardens and historic house 
museums; maritime museums and historic ships; and genealogical societies. In early 2020, the WSHS 
launched a survey of the heritage sector to collect basic data and assess areas of need. The majority of 
organizations surveyed identified lack of funding as the primary factor limiting their ability to provide 
new programs, better steward their collections, and engage more diverse audiences. 

Beginning in March of 2020, indefinite closures due to COVID-19 had an immediate negative impact on 
the long-term health of our state’s heritage sector. While struggling to remain vital amidst the 
uncertainties brought on by COVID-19, many heritage organizations are considering what role museums 
and heritage organizations play in perpetuating systemic racism and other exclusionary practices, and 
how they can ignite or renew efforts to address inclusion in their work. Just 29% percent of heritage 
organizations surveyed at the beginning of 2020 reported adopting a DEI statement for their institution. 
Anecdotally, WSHS knows that recent demands for acknowledging and addressing racism have 
encouraged reflection and dialogue within these institutions, but many organizations don’t know where 
to start with this work. 

1.3 Overview 

To support organizations seeking to move forward in their DEI work, WSHS is providing grants up to 
$15,000 to fund internships that will promote diversity, equity, and inclusion work in heritage 
organizations. This program will provide funding for heritage organizations to hire current 
undergraduate students, graduate students, or recent graduates for projects in local history museums 
and historical societies across Washington to support efforts to reflect on institutional bias and 
implement new practices intended to ensure collections, public programs, and internal policies serve all 
members of the community and advance inclusive history. 

The Diversity in Local History Grants are open to all heritage organizations in Washington State, 
regardless of an existing track record of commitment to DEI work. WSHS believes that equitable 
practices are essential to the long-term health of the statewide heritage sector and wants to support 
heritage organizations in moving forward with DEI work from any starting point. In order for a 
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community to support their local history museum or historical society it is important that they see 
themselves represented there, and as communities change over time, so must our thinking and practice 
around heritage work. The best way that we can rebuild our heritage sector in the wake of this 
unprecedented public health and economic crisis is to help these organizations remain relevant and 
support their efforts to partner with their communities to understand how history connects us all. 

As statewide partners working to advance diversity, equity, and inclusion principles in the heritage 
sector, all heritage organizations, including granted heritage organizations and their interns, may 
request support from WSHS staff in the Heritage Outreach Department as well as other WSHS staff such 
as exhibitions/curation, public programs, education, collections, philanthropy, marketing and 
communications, and general management. This support is offered to all heritage organizations, 
regardless of participation in the Diversity in Local History grant program. 

1.4 Timeline 

May 11, 2022 Grant application and intern statement of interest form open 
May 24, 2022 Grantee workshop (register here) 
May 31, 2022 Academic Advisor/Intern Workshop (register here) 
June 30, 2022, 5:00pm Grant application due 
July 20, 2022 Granted projects announced, contracting begins 

July 21, 2022 Student/intern open house at the Washington State History 
Museum in Tacoma with a project overview info session 

August Intern selection and contracting 
September 2022 - June 2023 Project work and monitoring 
June 30, 2023 Grant projects completed, final reports submitted 

 

1.5 Contact Information 

Andre Jimenez 
Diversity, Equity, and Inclusion Specialist 
DLH@wshs.wa.gov 
253-798-5889 

  

https://us02web.zoom.us/meeting/register/tZcqcemrrTIjGNGKUp_EmizMX1Ykb-bPj7cv
https://us02web.zoom.us/meeting/register/tZAsd-isqzMoG9ALMbGDiQtWyJDEiqUrXQ3b
mailto:DLH@wshs.wa.gov
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Section 2 – GRANT APPLICATION 
The Diversity in Local History grant application will be due no later than 5:00pm, June 30, 2022. 

Please note that no grant project work may begin until organizations have a fully executed contract with 
the Washington State Historical Society. Any intern hours completed before the contract is signed will 
not be reimbursed. 

2.1 Eligibility 

Eligible applicants include nonprofits, tribal entities, and local governmental entities in Washington State 
who have a mission to preserve and interpret history and heritage for the general public. State 
government entities are not eligible for this program. 

Applicants must provide a project manager for their project; ideally this individual will have some 
professional training in museum studies, public history, anthropology, information and library sciences, 
or a related field (however, this is not a requirement). 

2.2 Stipulations 

Grants are awarded on a reimbursement basis only. Expenses eligible for reimbursement through this 
grant program include:  

• $18/hour rate of pay to selected intern 
• Additional personnel costs related to the selected intern, if provided by the granted organization 

(including payroll takes, benefits, etc.) 

Grant requests will be based on the number of project hours proposed for the intern(s) who must be 
paid at a rate of at least $18/hour. Grant funds may be requested to cover the $18/hour rate as well as 
any additional personnel costs such as payroll taxes and employee benefits. Heritage organizations 
participating in the program may choose to pay their interns at a higher hourly rate using their own 
funding (with grant funds covering the first $18/hour). 

Please note that grant funds cover intern pay only and no other project costs are eligible for grant 
reimbursement. Ineligible costs include (but are not limited to) travel, lodging, project supplies, printing, 
exhibit/signage fabrication, software, operating expenses, and other staff time. 

The maximum grant request is $15,000, or roughly 833 intern hours. No match is required for this grant. 

Heritage organizations that receive grant funding must have sufficient funds on hand to pay their interns 
consistently (preferably twice per month) throughout the project unless another payment schedule is 
approved by DLH staff. Grantees will only be reimbursed upon submitting documentation of payment to 
their intern(s). Final reimbursement will not occur until a project final report is submitted. (See Sections 
4.3 and 4.4 for more information.) 

All project work funded by grant dollars must be completed by June 30, 2023. 

The Washington State Historical Society’s grant programs are made possible by appropriations from the 
State of Washington. It is important that legislators hear about the public benefit provided by the grant 
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funds through the Diversity in Local History program. For this reason, grant recipients will be required to 
submit, as part of their final report, a copy of at least one letter to a state senator or state 
representative describing the impact of this public investment. 

2.3 Criteria 

Grants will be distributed through a competitive process (see Section 2.6) and the evaluation of 
applications will be based upon the following criteria: 

• Degree to which the proposed project improves the diversity of the historical narrative of the 
applicant organization and/or helps bring DEI concepts and practices to applicant operations 

• Degree to which the proposed project will broaden the applicant organization’s audience, 
contribute to audience diversity, and leverage community engagement 

• Degree to which the proposed project promotes the long-term sustainability and stability of the 
applicant organization 

• Degree to which the proposed project scope of work is at an appropriate level for an internship 
learning opportunity 

• Demonstration of the following: 
o Clearly identified project goals, outcomes, and deliverables 
o Commitment of organization to DEI work and ability of organization to leverage 

proposed project into future DEI planning and work 
o Adequate personnel, resources, and finances to support the project and intern 
o Realistic scope and timeframe of proposed project 

• Geographic distribution of funds 
• General quality and completeness of application 

2.4 Heritage Portal 

All applications must be submitted through the Washington State Historical Society’s Heritage Portal 
which may be accessed at: washingtonhistory.org/heritageportal 

If you have already used the portal for other grant opportunities, you should use your existing login 
information and do not need to re-register. 

If you are new to the portal, the registration process will involve setting up both an organizational 
profile and an individual profile. After a Heritage Portal account has been registered, users will receive a 
confirmation email and will be able to set their password and login information. Please note that it can 
take 24 hours, or until the next business day, to complete the registration process. 

2.5 Application Form 

Once registered, users will be able to update their organization profile and access the Diversity in Local 
History grant program application. Multiple individuals may be affiliated with one organization and work 
on the same grant request within the portal. Applicants will be able to save their progress and return to 
the form as many times as they need before submitting. 

http://washingtonhistory.org/heritageportal
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The application is divided into the following sections: 

2.5.1 Request Summary 
In the request summary section, you will outline the total number of intern hours estimated for the 
project and how many interns you are interested in hiring for the project. You will also be asked whether 
you will be paying the intern as an independent contractor or as a staff member, and if you select staff 
member, you will be asked to estimate the cost of any employee benefits or personnel costs you 
anticipate incurring as a result of the intern(s) becoming a staff member. 

The form will then use all of this information to calculate a total grant amount requested. If you need to 
change numbers you input, be sure to use the “Save and Continue” button to refresh the automatic 
calculations. 

You will also be asked to give your project a title and a short summary of the overall project work. Please 
note that you will have more space later in the application to describe the project in greater detail. 

2.5.2 Organizational Profile 
Start by selecting project personnel from the drop-down menu items for each field. The menus will 
display names of individuals linked to your organization profile in the portal. If you do not see the 
correct person listed, click the “Add New” link. Please note that adding a person through this link does 
not create a portal login for them—they will need to register their own account in the portal. 

You will provide the names and titles of the following project personnel. One person may serve in 
multiple roles, but please be sure to note the different expectations of each role: 

• Primary Contact - The person who will coordinate with WSHS for the administrative purposes of 
this grant, such as finalizing the contract, coordinating grant payments, etc. 

• Authorized Signatory - The person authorized to sign the grant contract on behalf of the 
organization's governing body. 

• Project Manager - The person who will manage the grant project and serve as a mentor to the 
intern offering regular check-ins with the intern, guidance on their work, project support, and 
professional development. 

Because the project manager is will be the main person working with the intern, you will be asked to 
briefly summarize the project manager’s professional experience and training. If the project manager is 
a volunteer, please describe their background and role within the organization.  

Then, please identify which person at the organization should be the contact person for the intern 
during the recruitment process. This is also the name and contact information WSHS will list with the 
project description when publicizing your project. 

Next, provide the names of each individual who plans to review intern statements of interest in the 
Heritage Portal. This is a permission within the portal that needs to be manually assigned by DLH staff, 
so it is important to get this information early so your organization can review intern submissions as 
soon as they are available. Each person who wishes to review portal submissions will need to have their 
own login and should register in the Heritage Poral individually if they have not already. 
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Finally, you will provide information about other organization staff, number of volunteers, your 
operating budget, and the size of your collections to give a broad picture of your organization’s size and 
capacity. Please note that if you have more than ten paid staff members, we request that you upload an 
organization chart with names and titles in the documents section. 

2.5.3 DEI Background 
The level of past or current DEI work described in the application form will not disqualify any applicant 
or negatively affect the application review. The questions are intended to gauge how much support 
from DLH staff might be needed by the granted organization. The WSHS is committed to supporting all 
organizations as they move forward in DEI work from any competency level. 

The application will ask you whether your organization has adopted a DEI statement, engaged in any DEI 
planning, or engaged in any DEI training and if so, summaries of that work. 

2.5.4 Project Description 
The Project Description section will begin with asking for a summary of any past work accomplished on 
the project so far if it is an existing initiative. 

Deliverables 
Then, you will describe the project in detail by listing out each project deliverable (meaning items you 
will submit as proof of project completion) and describe the work that will be accomplished to complete 
that deliverable. 

For instance, a deliverable might be an updated strategic planning document incorporating DEI 
principles. In that case you would describe the detailed project work that would be involved in 
researching, writing, discussing, and ultimately adopting updates to your strategic planning document, 
and submit a copy of the strategic planning document with your final report. 

Another deliverable example might be to do targeted community outreach and host events for new 
audiences. The description of this deliverable in your application should include creating documents that 
describe the event purpose/goals, the steps needed to do outreach to the community, and your plan for 
putting together the events. For the final report, you could then submit a copy of each of those planning 
documents and a summary statement of how the events went. 

A different type of deliverable might be to create interpretive or exhibit signage. Your description of this 
deliverable could include the work needed to research the information, find accompanying images, 
write the appropriate text for the signage, and produce the signage. Depending on the scope of the 
project, the documentation you submit with your final report could range from copies of the drafted 
text for the signage to mockups of the signage designs to photos of the signage fabricated and installed. 

DLH staff are available to offer guidance on how to define and structure deliverables that will meet your 
project goals and meet documentation requirements. 

Learning Objectives 
Next you will propose learning objectives for the project intern, meaning the new knowledge the 
organization will be helping their intern acquire, the types of skills the organization will be helping the 
intern enhance, and/or areas of competence the organization will be helping their intern develop or 
improve. 
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Organizations may select any learning objective that is appropriate for their project goals, but they 
should be overarching concepts rather than individual/specific skills. Here are some examples of 
learning objectives organizations may wish to use to guide their proposal: 

• Civic Identity: Create opportunities for active civic engagement amongst the communities you 
serve and promote the development of skills required for active civic engagement in society. 

• Cultural Humility: (a) Examine the ways one’s own attitudes and beliefs are different from those 
of other cultures and communities. (b) Value learning about the perspectives of diverse 
communities and cultures and create opportunities for others to do the same. 

• Perspective Taking: Identify, explain, apply, and evaluate multiple perspectives to think critically 
about and understand the past. 

• Systems Awareness: Design programs and processes in a way that illustrate and acknowledge 
the ways in which economic, political, and social structures have historically impacted 
individuals and communities. 

2.5.5 Project Impacts 
The questions in the project impacts section are designed for you to articulate the project objectives and 
long-term effects. The questions here directly relate to the criteria the Advisory Panel will use to review 
the applications, listed in Section 2.3. 

2.5.6 Project Logistics 
This section will outline your preferences for the logistical elements of the project work itself, meaning 
the schedule and format (in-person versus remote) of the work, and how flexible you are on those 
preferences. This information will be available to prospective interns to help them determine if your 
project is a good match for them. 

2.5.7 Documents 
In addition to filling out the form, the following documents will need to be uploaded through the portal 
to the application form: 

• Roster of governing body (e.g. board of trustees, tribal council, etc.) including professional 
affiliations and length of current terms 

• IRS Determination Letter (for nonprofits) 
• Mission Statement (and Vision & Values Statements if available) 
• Diversity, Equity, and Inclusion Statement (if available) 
• Current financial statements such as a balance sheet, a cash flow statement, or your last fiscal 

year’s IRS 990 form 
• Documentation of available cash on hand or written commitment of funds to pay intern signed 

by the director, board president, or equivalent organizational leadership 

2.6 Evaluation of Applications 

DLH grants will be distributed through a competitive process. Grant applications will be reviewed by DLH 
staff for program eligibility (as per Section 2.1) and those found to meet the minimum eligibility 
requirements will be forwarded to the DLH Advisory Panel. 
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Grant applications will be evaluated by the DLH Advisory Panel, a volunteer group of leaders from the 
heritage community, and applications will be scored based upon the criteria outlined in Section 2.3. 
Panel members with a conflict of interest involving an applicant or specific project will recuse 
themselves from reviewing or scoring that application. 

The Advisory Panel will meet to discuss the applications and their scores and will come to a consensus 
for awarding the amount of available funds. All grant applicants will be notified of results via email after 
the panel meeting. 

Projects selected by the Advisory Panel for grant awards will be summarized and announced in 
partnership with the selected host organizations. 

Section 3 – INTERN RECRUITMENT 
The Heritage Outreach Department of the WSHS will assist in advertising the available projects to 
prospective interns across Washington. Interested prospective interns may contact the granted heritage 
organizations directly or submit a statement of interest form through the Heritage Portal, which will be 
available to all granted heritage organizations to review. 

3.1 Intern Eligibility 

Interns must be: 

a.) currently enrolled at an accredited institution of higher education in Washington State, or  
b.) have graduated within the last two years from an accredited institution of higher education and 

be currently residing in Washington State. 

Both undergraduate and graduate students are eligible to participate. Prospective interns should have 
an academic area of focus in a history- or humanities-based field, such as: 

• Museum studies/museology 
• Anthropology 
• History 
• Public History 
• Archaeology 
• Historic Preservation 
• American Ethnic Studies 
• American Indian Studies 

• Cultural Studies 
• Non-profit Management 
• Arts Management 
• Education 
• Humanities 
• Information and Library Sciences  
• Gender Studies

3.2 Statement of Interest Form in the Heritage Portal 

Interested prospective interns may contact the granted heritage organizations directly or submit a 
statement of interest form through the WSHS Heritage Portal. Submissions received through the portal 
will be distributed to all granted heritage organizations. 

Prospective interns interested in submitting through the Heritage Portal will register and create an 
individual profile. (If interns registered in a previous grant round, they should use the same login 
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information and do not need to re-register.) After a Heritage Portal account has been registered, users 
will receive a confirmation email and will be able to set their password and log in information. Please 
note that it can take 24 hours, or until the next business day, to complete the registration process. 

All information requested through the Heritage Portal statement of interest form is optional. 

In addition to filling out the form through the Heritage Portal, documents may be attached, such as: 

• Resume or CV 
• Contact information for three references 
• Academic transcript (official or unofficial) 

Prospective interns will be able to save their progress and return to the form as many times as they 
would like before submitting. 

3.3 Intern Selection 

Each granted heritage organization is responsible for contacting their preferred intern to make an offer 
of employment, either by selecting an intern who submitted materials through the Heritage Portal or 
selecting an intern that was recruited through the organization’s own process or preference. 

All interviews and offers of employment, if any, are at the granted heritage organization’s sole discretion 
and will be made directly to the intern(s) they select. Internship details such as internship scope, amount 
of hours, and schedule will be negotiated directly between granted heritage organizations and their 
selected intern. 

The WSHS is not entering into an employment relationship with any participant in the program and, to 
the extent an employment relationship exists, the granted heritage organization is the sole employer of 
participating interns. Granted heritage organizations are solely responsible for all obligations that arise 
from the employment relationship between them and the interns they hire. 

The terms of the grants provided to participating heritage organizations will stipulate that granted 
heritage organizations must pay their interns consistently (preferably twice per month) at a rate of at 
least $18/hour unless another payment schedule is approved by DLH staff. 

Section 4 – GRANT PROCESS 
Please note that no grant project work may begin until organizations have a fully executed contract 
with the Washington State Historical Society. Any intern hours completed before the contract is signed 
will not be reimbursed. 

4.1 Contracting 

Once grant recipients are selected, DLH staff will work with the granted heritage organizations to finalize 
a copy of the grant contract for review. Please let DLH staff know if your contract is particularly urgent, 
meaning you would like to start project work that will be reimbursed by grant dollars right away. 
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DLH staff will develop a draft grant contract based on the scope of work submitted. Grantees are 
welcome to submit additions or edits to the project scope at this stage. Once a project scope has been 
agreed upon by both parties, DLH staff will provide a final draft for Grantee approval and signature. The 
intern selection process may continue throughout the contracting process, but an intern must be 
selected before the contract is executed. 

All contracts will be signed electronically using DocuSign. DLH staff will initiate the signature process 
beginning with the authorized signatory for the governing body of the Grantee first, and then the WSHS 
agency director. The contract is not fully executed until signed by all parties. Remember that no grant 
project work may begin until organizations have a fully executed contract with the Washington State 
Historical Society. 

4.2 Learning Objectives 

After execution of the contract, grantees will submit a completed Learning Objectives Form to DLH staff 
through the Heritage Portal. The Learning Objectives Form is in two parts: the intern’s information and 
the description of the learning objectives. The learning objectives section should reflect the new 
knowledge the organization will be helping their intern acquire, the types of skills the organization will 
be helping the intern enhance, and/or areas of competence the organization will be helping their intern 
develop or improve. 

DLH staff are available to consult with Grantees and project staff to discuss the learning objectives and 
assist with refining and finalizing those objectives to align with the project goals and field best practices. 

Please note that WSHS staff are available to offer guidance regarding learning objectives to all history or 
heritage organizations pursuing any project, whether or not that project is related DLH, involves interns 
or volunteers, or is centered on DEI work. 

4.3 Project Work 

Once the contract has been executed and the Learning Objectives form has been submitted, grant 
project work may begin. Grantees should feel free to contact DLH staff at any time for support or if any 
unexpected issues arise. 

In order to receive reimbursement, all project hours must be documented and grantees must provide 
the following minimum information about hours spent on the project:  

• Date work was performed 
• Amount of time spent on that date 
• A short summary/description of the work completed that day 

Project documentation may be tracked in any format preferred by the Grantee. An example timesheet 
template may be found in Appendix A. 

There will be one required mid-point check in meeting between the Grantee and DLH staff to discuss 
progress and timelines for completing the work prior to the end of the grant deadline. 

All project work funded by grant dollars must be completed by June 30, 2023. 
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4.4 Reimbursements 

Grantees are responsible for submitting reimbursement reports through the Heritage Portal. The 
frequency of submission is up to the Grantee, but should reflect consistent payments to the intern, 
preferably twice per month (unless an alternative payment frequency has been agreed upon). 

The WSHS fiscal department’s pay schedule is twice per month on the 15th and 25th. Grantees must 
submit a reimbursement report at least ten days prior to those dates for a payment to be processed, 
meaning Grantees must submit a reimbursement report by the 1st day of the month for payment on the 
10th, or by the 15th day of the month for payment on the 25th. 

Reimbursement request forms will be available to grantees through the Heritage Portal. If you do not 
see one in the “Reports Due” menu of the Poral, contact DLH staff and they will be sure to add a 
reimbursement request form for you. Along with filling out the reimbursement request form, grantees 
must attach the following documentation for each reimbursement request: 

• A-19 invoice voucher – This is the form by which you as the grantee are invoicing the state for 
grant payment. You will submit one A-19 invoice voucher with each reimbursement request, 
and each subsequent voucher will tally the amount of grant reimbursed. The A-19 invoice 
voucher fillable PDF can be found here. 

• Proof of payment to intern – You must provide documentation of payment to your intern at a 
rate no less than $18/hour. 

• Documentation (such as timesheets) of intern project work – You must provide documentation 
of the time spent on the project by the intern that includes the date, hours, and a short 
description of the work. The hours in the documentation/timesheets should be reflected in the 
hours of the payment documentation. 

Be sure to submit complete, organized, and clearly labeled reimbursement documentation or your 
grant reimbursement payment may be delayed. 

The final reimbursement will not be processed until a final report has also been submitted. 

4.5 Final Report 

The final report will be added to the last reimbursement request and will be due no later than June 30, 
the last day permitted for project work. Grantees should go to their reimbursement request and select 
“Yes” to the question of whether it they are submitting their final reimbursement. The final report 
content will then be visible and will include: 

• Narrative describing the outcomes of the project (including the contracted deliverables), and 
whether the project met the stated goals (and if not, what challenges did you encounter?). 

• Documentation of each completed deliverable listed in the contract scope of work. 
• A copy of at least one letter to a state senator or state representative describing the impact of 

the grant project made possible through their public investment. 
• Publishable images of project work taking place (with image credits if applicable). 

Grantees may submit their final reimbursement request and final report as soon as project work is 
complete.  

https://www.washingtonhistory.org/wp-content/uploads/2021/10/DLH-A-19-Invoice-Voucher.pdf
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Appendix A – Sample Timesheet 
This is an example timesheet for informational purposes only. Grantees may record the project work 
information any format they prefer, as long as the minimum info identified in Section 4.3 is included. 

Download and adapt an Excel version of this form here. 

 

https://www.washingtonhistory.org/wp-content/uploads/2022/05/Sample-Volunteer-Timesheet.xlsx
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