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Prime Time Family Reading Time
What to Include with Your Final Report

All Prime Time Family Reading Time team members are responsible for completing and submitting an online final report within four weeks after the program concludes.  To receive payment from Humanities Nebraska, an invoice must be submitted along with the required final report.

How to Find Your Final Report:
Go to www.humanitiesnebraska.org.  On the home screen, click on “Programs” and then scroll down the Programs page to click on “Prime Time Family Reading Time.”  When you are on the Prime Time page, scroll past the photo to a bar that says “Connect to the Prime Time online application/report site now.”  Click that bar!  This will take you to a new screen where you can log into your account using your email address and password.  An account has already been created for you.  You do not need to create a new account.  When logged in, check “Dashboard” for your Prime Time program.  A final report form has been assigned to you.  To access it, click “Edit” on the right-hand side of the screen.
A detailed tutorial with screenshots is available upon request.
Program Coordinators Submit:
· Nebraska Program Coordinator’s Online Final Report
· Attendance spreadsheet (optional)

· Copies of publicity and media coverage

· Copies of receipts and an account (spreadsheet) of all expenses paid through the $1,000 grant
· Return any remaining funds to Humanities Nebraska

· If expenses exceeded $1,000, submit an invoice for reimbursement that includes descriptions of each expense and copies of receipts.

· Invoice for transportation provider (if applicable)

· Invoice for program coordinator honorarium (if not paid by the site to coordinate Prime Time)
· Entry surveys and completion surveys from the families (mail these to Humanities Nebraska)
· Sign your Student Intern’s timesheet to verify total hours and completion of internship.  This timesheet will be submitted by the Student Intern, but must have your signature to be valid.
Storytellers & Discussion Leaders Submit:
· Nebraska Storyteller and Discussion Leader Online Final Report

· Invoice indicating how many weeks you participated ($125 per week, plus an additional $125 for completing your final report) plus total mileage to sites outside your town/city of residence

Please see reverse side for more instructions on final report submission

Preschool Assistants Submit:
· Nebraska Preschool Assistant’s Online Final Report
· Invoice indicating how many weeks you participated ($100 per week) if not paid by the site
Community Liaisons Submit:
· Nebraska Community Liaison’s Online Final Report

· Invoice for $350 if not paid by the site

Student Interns Submit:
· Student Intern’s online questionnaire
· Student Intern’s complete timesheet with supervisor’s signature verifying total hours and completion of internship
· Invoice for honorarium
To receive payment from Humanities Nebraska, final reports must include an invoice.  The form can be found at: http://humanitiesnebraska.org/programs/pt-host-site-resources/resources-for-host-sites.html.  Failure to submit an invoice could result in delayed payments.  Signed contracts cannot be accepted in the place of invoices.  Please allow three to four weeks for Humanities Nebraska to review reports, submit check requests, and process payments.
If online access is unavailable, final reports and invoices can be submitted by mail to:
Erika Hamilton

Statewide Coordinator of Prime Time
Humanities Nebraska
215 Centennial Mall South, Suite 330

Lincoln, NE 68508

(402) 474-2131 ext. 104

erika@humanitiesnebraska.org
Please do not submit by fax.

