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THE CLAIRE GARBER GOODMAN FUND
GUIDELINES FOR STUDENTS
WHO MAY APPLY

Majors, modified majors, and minors in Anthropology, special majors, Senior Fellows, graduate students whose primary advisor is a member of the Anthropology faculty, and students who have taken several courses in Anthropology but lack formal status as a major. Grants are made in support of either individual or group projects up to an amount of $4,500.00.

HOW TO APPLY
A research proposal must be submitted to the Anthropology Department. Applications may be submitted at any time in the Fall, Winter, and Spring terms, normally at least two weeks before the end of the quarter and sufficiently prior to the project to allow for necessary approvals (see below). 
THE FACULTY ADVISOR
Endorsement by a member of the Department faculty must accompany the proposal. This signifies that at least one faculty member has advised preparation of the proposal and is willing to assume supervision of your project and evaluate it upon completion.

HOW AWARDS ARE DECIDED
Grants are awarded by majority vote of the Anthropology Department faculty based on the clarity, thoroughness, and anthropological significance of the proposed project. The amount awarded depends upon the financial requirements demonstrated in the proposal and on the available resources. If the grant is approved, the applicant will receive a formal letter outlining the conditions of the award.

THE FINAL REPORT
At the conclusion of the project, awardees prepare a written report (or an agreed equivalent). The report must include a 100- to 200-word abstract and a financial accounting that satisfies Dartmouth College financial reporting regulations. 

COURSE CREDIT
Students do not receive academic credit for conducting  off campus research projects. Academic credit for a research or independent study course to prepare a proposal or to write up research results must be arranged in consultation with the faculty advisor who will supervise it.

PREPARING A GOODMAN GRANT PROPOSAL: GUIDELINES
1. BEGIN EARLY
Goodman grant proposals are reviewed by the Department of Anthropology at faculty meetings. These occur three or four times each Fall, Winter and Spring quarter. Completed proposals must be received by the department at least one week prior to a faculty meeting in order to be considered. The process of preparing a Goodman Fund proposal involves intense consultations with a faculty advisor and writing/revising drafts until the proposal is in final form. From start to finish, preparing a proposal normally takes four to eight weeks. Learning how to write a proposal is part of the research process.

2. ADVISOR
Begin by finding a member of the Anthropology faculty willing to oversee your research project. In consultation with this faculty member, work to define the focus and scope of your project, a methodology for gathering data, and undertake the background reading necessary to inform your project.

3. COVER SHEET
Before you submit a first draft of your proposal to your faculty advisor, review previous student proposals (available from the Department Administrator in 408 Silsby) and obtain a Goodman Fund cover sheet (or download it on line at 
http://www.dartmouth.edu/~anthro/claire_garber_goodman_fund/index.html). 
The cover sheet contains a checklist of the document items that must accompany your proposal.

4. BUDGET
An integral part of the proposal is the budget. You and your advisor should work out a budget for the project. Some of the categories included in project budgets (depending on the type of work proposed) are: travel, housing, meals, supplies, and project-related communications.

· If your project requires the use of equipment—for example, a camera, recording equipment, computer, or camping gear—check with the Department Administrator. The Department of Anthropology owns equipment that can be loaned out for Goodman projects.

· Any equipment that is purchased with Goodman funds becomes the property of the Department of Anthropology upon completion of the project. For this purpose, “equipment” is defined as any item costing at least $50 and having a useful life of six months or more.

· Your budget should be realistic. You will be expected to complete your project within the financial parameters outlined in your budget. This will require that you obtain prior estimates from appropriate sources—such as travel agencies, retail suppliers, catalogues—and use them to compute what the project will actually cost.
· It is useful to budget for office supplies such as print cartridges and photocopying costs. Please see the departmental administrator for estimates.
5. HUMAN SUBJECTS APPROVAL
All proposals involving the study of human subjects must be submitted to and approved by Dartmouth College’s Committee for the Protection of Human Subjects. Approval or exemption from CPHS is required before funds can be released (See CPHS information at end of this document.) CPHS documentation should be prepared and submitted simultaneously with submission of the proposal to the department. See http://www.dartmouth.edu/~cphs/tosubmit/students/
6. SECURITY AND HEALTH: INTERNATIONAL SOS

Goodman Fund grantees conducting research outside the U.S. are required to register with International SOS via http://www.dartmouth.edu/~rmi/rmstravel/isosgeneralinfo.html.
· For students planning international travel, we encourage all applicants to consult online resources such as: 
· US Department of State (http://travel.state.gov/)
· Centers for Disease Control and Prevention (http://www.cdc.gov/)
· World Health Organization (http://www.who.int/en/)
Goodman Fund grants comply with Dartmouth College travel policy regarding trips to destinations that may place human safety and security at risk. The Goodman Fund will not fund travel to regions of the world for which the US Department of State has issued travel warnings. For some countries (such as Nepal), applicants may be able to get a waiver.
7. RELEASE FORM
Prior to Activation of any student Goodman Grant, a “Release to Accept a Goodman Grant” must be signed by the Grantee and his/her parent or legal guardian. Please see the Department Administrator for details.

8. WRITING PROPOSALS

Each student application to the Goodman Fund should include the following:

1. A completed Cover Sheet for Goodman Fund Projects (Appendix 3).

2. A statement of the topic, hypotheses to be tested, or questions to be investigated. These points should be clearly stated.

3. The methods to be employed in the research. These will include a reading schedule and a research or writing program. You should state how and where your data will be collected and how these data will help answer your major questions.

4. If your research involves human subjects, your proposal must explicitly discuss how you will address the issues of informed consent, informant confidentiality, and any other issues that might present the risk of social harm to your subjects. 

5. A bibliography. All research proposed for Goodman funding should be based upon familiarity with relevant scholarly literature in the appropriate fields. This task is best accomplished through prior consultation and review with relevant faculty members.
6. A budget for project expenses. 
7. If you expect to affiliate with another institution or if such affiliation is required, please submit a letter of invitation or support from that institution.

8. If you find it necessary to change the focus or methods of your investigation while in the field, contact your faculty advisor for approval as soon as possible.

9. RECEIVING FUNDS

There are several ways to receive funds.
Cash Advance. Awardees may receive all or part of your Goodman grant funds in advance — up to $500 in cash and the balance in the form of a check, or they may request a check for the entire amount. Since it takes a week or more to process the request for an advance, grant recipients need to be in touch with the Department Administrator in 408 Silsby at least two weeks before incurring project expenses. Requests received in the summer quarter on during an “off” term may be subject to delay. Please note that cash advances not reconciled in a timely manner at the conclusion of a project are subject to IRS taxation, and unreimbursed disallowed expenses may delay graduation like any other amount owed to Dartmouth College.
Reimbursement. Grantees may pay research expenses from your own pocket and be reimbursed for these costs by submitting receipts and/or a Travel Expense Voucher (see below) to the Department Administrator. Reimbursement can be made as you incur costs or on completion of your project.

Direct Charge to the Goodman Fund. For items or services purchased from Dartmouth (such as airline tickets, work done at College Printing and Mailing, or film purchased from the Scientific Stockroom), awardees may request that the bill be sent directly to the Department Administrator (Hinman 6047) for payment. Please be sure the expense is properly marked with your name so that it can be allocated to the proper account. 

Awardees are responsible for the funds received, so cash and checks should be safeguarded. For projects that involve movement from place to place, bank debit cards or stand-alone debit cards that can be used internationally are usually the best solution. Inform your financial service provider of your intended destinations to prevent a possible fraud alert being placed on your account. If you plan to be at one site for the duration of your project, however, it may be best to open a local bank account.

10.  ALLOWABLE EXPENSE GUIDELINES

As a general rule, allowable expenses include travel to, within, and from the research site; meals and lodging; and other expenses relating directly to the conduct of the research. For example, a stopover in Europe on the way to South Asia, unless specifically related to the project and explained in the proposal, or a family visit, will be considered a personal expense. All expenses must comply with Dartmouth College financial policies, which are governed in turn by Internal Revenue Service regulations. Please visit the college website to view all policies in detail (dartmouth.edu/~cto/)
To help gauge what are allowable expenses, consider the following examples:

· Daily travel to your research site on the outskirts of Mexico City and back to your room in the capital is an allowable expense. A bus trip to visit another Dartmouth student staying on the other side of the city is not. The tip you give to the cab driver who brought you from the airport to your living quarters is allowable; the bribe you paid the ticket agent to get you on an earlier flight is not.

· Meals and lodging is a category that is interpreted very rigidly. “Meals” mean the actual cost of breakfast, lunch and dinner, plus customary gratuity. If you have been awarded per diem in lieu of meals, it will cover food items only. Personal expenses—for example, deodorant, shaving cream, doctor's visit, tattooing—and other non-research-related expenses—for example, laundry, movies, and postcards to friends and family—are not allowable. Keep a log of these expenses. Although not strictly required for small items, it is an easy way to track expenses.
Other allowable expenses can include the photocopying of library materials, gifts to informants, inoculations required of travelers to the research area, and payments to interpreters. Losses sustained in a poker game on the ferry—even if the game gave you valuable insight into the community you were studying—are not allowable expenses. Neither is the £10 that the grantee was short-changed by the dishonest street vendor on Portobello Road, nor the contribution you made to the Police Benevolent Fund so that the police officer did not ticket your illegally parked vehicle.
We have prepared an Excel document to help you record and reconcile your expenses on a daily basis (an electronic copy is available on our departmental website). If you are not able to access a computer during your project, you must keep your expenses by hand in a notebook and transfer them to the Excel document when you return. This document, which will total your expenses automatically, will also serve as the schedule that will be attached to the Travel and Entertainment form that we use to reconcile your cash advance (copy enclosed). In general, cash advances must be reconciled within a month of your return. Although your budget and the Excel document should outline all your expected expenses in the categories mentioned, the categories for reconciling your cash advance on the Business Expense Report (BER) form are as follows: 

· Personal car mileage: 
If you are using your own car you will be reimbursed at a variable rate per mile (as approved by the IRS). This is meant to cover all expenses for a vehicle (gas, tire wear, basic maintenance). You will need to keep track of your mileage, and will not report gas purchases, as they are included in the mileage reimbursement. Travel to airports in personal car is reimbursable. The repair and maintenance of personal vehicles is not.
· Car rental (if applicable). In this case, you would report gasoline purchases and rental costs only. 

For personal car mileage and car rental, a form must be submitted to the Office of Integrated Risk Management and Insurance, HB 6012 with a copy to the Anthropology Department administrator. You can download this form from our website. This form must be completed by all Dartmouth students requesting to drive any vehicle (College-owned, leased, rented or personal) on an official College-sponsored activity. Grantees who do not comply with this procedure cannot be reimbursed for mileage.
· Airline/train transportation
Whenever possible, airline tickets should be purchased through the Dartmouth Travel Office. Grantees can purchase their own airline tickets but you will not be able to be refunded until travel is completed.
· Local transportation: This category includes taxis and buses. 
· Lodging: When you request your cash advance, make sure you have enough to pay for your lodging.
· Breakfast, lunch and dinner: In general, it is a good idea to keep a log of daily allowable expenses. No receipts are necessary under $50, although they are strongly recommended. Although not strictly required, it is an easy way to track expenses.
· Parking/tolls: We will reimburse for parking and road/bridge tolls, however, you must be in compliance with College policy that requires that you are approved by the Office of Integrated Risk Management and the travel must be directly related to the project.
· Miscellaneous expense: This category will be important to you, as it is here that you will report all expenses that do not come under the above categories. You must itemize them — supplies, photos, Internet time, gifts to hosts, phone calls directly related to your project, and etc. Then we report the total amount on the BER. Your Excel document will be attached and serve as the “attached schedule” required for Miscellaneous Expense.
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