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Congratulations on receiving a Keystone Grant.  The following guide is intended to provide you with basic information to assist you in managing your grant.  The information in this guide does not include all of the requirements for the grant.   Please refer to the grant contract for the complete terms and conditions that apply to your grant.    
Contract
Applications, as approved, become part of a written contract between the Pennsylvania Department of Education and the grantee. The contract will include terms and conditions of the grant and the project budget.  Funds granted must be expended solely for the stated purpose outlined in the application and in accordance with the terms of the project contract. Funds not expended must be returned to the Commonwealth of Pennsylvania. 
Bid Specifications 
The project must be publicly advertised to ensure fair and equitable vendor participation. All local rules and procedures shall be followed for estimates, bid specifications, and the bidding process. Grantees should adhere to local bidding regulations and conduct a fair process through which a reasonable bid can be accepted. In order to speed up the grant process, bid specifications may be submitted with the application or any time thereafter. Bid specifications must be approved by the Office of Commonwealth Libraries before publicly advertising the project or announcing an invitation to bid.   
1. The grantee (municipality) should inform and assist the project library in properly executing the public bidding process if the library is supervising the project. 
1. Grant funds may not be encumbered until the fully executed contract is returned to the grantee.
1. Forward one copy of your bid specifications to our office as soon as they are completed. 
2. An electronic copy may be sent to: RA-keystone@pa.gov 
2. Print copy mailed to:  	Pennsylvania Department of Education	
Office of Commonwealth Libraries, 
ATTN: Keystone
221 Forum Building
607 South Drive
Harrisburg, PA 17120-0600
1. Bid specifications must be approved by the Office of Commonwealth Libraries before publicly advertising the project or announcing an invitation to bid on the project. 
1. Both the project library and the municipality (grantee) will be notified when the bid specifications are approved. At that time the project may be advertised and bids accepted. 


Public Bidding Process
1. All projects must be publicly advertised for bid, regardless of the total project cost, to ensure fair and equitable vendor participation. 
2. Local rules and procedures must be followed for estimates, bid specification content, and the bidding process. 
3. Grantees should adhere to local bidding regulations and conduct a fair process through which a reasonable bid can be accepted.
4. Bid specifications must include all provisions as agreed to in the State Assurance, included in both the grant application and the agreement, if appropriate to the project. This specifically includes compliance with: 
a. Pennsylvania Flood Plain Management Act 166 (32.P.S. § 679.101-679.601) and the regulations issued pursuant thereto (Title 12, Chapter 113)
b. Steel Products Procurement Act (73 P.S. § 1881 et seq.). 
c. Trade Practices Act (71 P.S. § 773.101 et seq.). 
d. Public Works Grant Recipient’s Bond Law of 1967 (8 P.S. § 191 et seq.) If the amount of the contract exceeds $5,000. 
e. Pennsylvania Prevailing Wage Act (43P.S. § 165-1 et seq.) If the estimated cost of the total project is in excess of $25,000.
f. Minority and Women Business Enterprise (Executive Order 1996-8) 
g. Agricultural Land Preservation Policy (Executive Order 2003-2)
h. Commonwealth Procurement Code (62 Pa .C.S. § 101 et seq.).
Quarterly Progress Reports
During the Keystone Grant period, you are required to submit periodic reports using the forms that can be found at the PA Department of Education website at: www.education.state.pa.us/Keystone. 
Note: Reports are required even if no project activity occurred.  
A Quarterly Progress Report includes:
· A descriptive narrative of all work and events
· An evaluation of the project’s progress.
· A description of problems encountered during the report period.
· An updated timeline indicating the current status of the project.  
The signed and dated Quarterly Progress Reports are submitted on the following schedule:
	REPORT PERIOD
	POSTMARK ON OR BEFORE

	April, May, and June, 2015
	July 15, 2015

	July, August, and September, 2015
	October 15, 2015

	October, November, and December, 2015
	January 15, 2016

	January, February, and March, 2016
	April 15, 2016

	April, May, and June, 2016
	July 15, 2016

	July, August, and September, 2016
	October 15, 2016



Requesting Payment
The grantee may request payment when the project expenditures equal or exceed the payment amount specified in the contract.  When sufficient expenditures have been reached, complete the following steps to request payment: 

1. Complete the Invoice Detail Worksheet.  Enter the invoices for all reimbursable and matching expenditures to date.  If the reimbursable expenditures exceed the amount of the Commonwealth General Invoice, the unreimbursed expenditures will be carried over to the following invoice until all grant payments have been made.  Note: More than one Commonwealth General Invoice may be submitted when total reimbursable expenditures equal or exceed the amount on each invoice.
2. Sign and date the Commonwealth General Invoice. 
3. Complete, sign and date the Reimbursement Report Form. 
Submit all forms and a copy of each expenditure invoice listed on the Invoice Detail Worksheet.  Upon review and approval of all documents, the Commonwealth General Invoice will be processed for payment. 
Note: The final General Invoice may be revised if the amount on the invoice is greater than 50% of the cost of the project. 

Final Reports 
Once the project is complete and all payments have been made, the Project Completion Report and the Final Financial Summary report must be submitted by the municipality within 60 days of the project completion. 
Project Completion Report
The Project Completion Report includes a summary of all work and events leading to the completion of the project, an evaluation of the final project and a description of any problems encountered.  
Final Financial Summary Report
The Final Financial Summary report provides for a reconciliation of the project funds.  The Keystone Grant funds received for reimbursement must be matched dollar-for-dollar.  Any grant funds received that exceed the match must be returned to the Commonwealth of Pennsylvania. 
Complete the following steps when preparing the Final Financial Summary Report.
1. Complete the Invoice Detail Worksheet by entering any invoices for matching expenditures not previously submitted. 
2. Complete and sign the Final Financial Summary report by providing the total Keystone Funds received, as well as the matching funds in support of the project and the total cost of the project.
Submit all forms and, if applicable, copies of any invoices for matching not previously submitted and a check made payable to the Commonwealth of Pennsylvania.  

General Information
Mail all reports, payment requests and returned funds to:
Pennsylvania Department of Education 
Office of Commonwealth Libraries 
ATTN: Keystone
221 Forum Building
607 South Drive
Harrisburg, PA 17120-0600

Project Sign/News Releases
During the project period, the grantee must display a sign at the project site identifying the project and stating:
This project is supported in part through a grant from the Office of Commonwealth Libraries, Pennsylvania Department of Education, with funds provided from the Keystone Recreation, Park and Conservation Fund.
All news releases about the project shall contain a similar phrase acknowledging the assistance of the Office of Commonwealth Libraries, Pennsylvania Department of Education and the source of the funds.
Record Retention
Grantees are required to keep separate bookkeeping records for the grant project in order to establish an audit trail. Grantees are required to retain Keystone Recreation, Park and Conservation Fund Library Facilities Grants records for a period of six years.
Audit
The Department of Education reserves the right to audit the provision of services and the expenditure of funds. The grantee will provide the auditor selected by the Department with full and complete access to all records related to, and all persons and employees involved in, the performance of the contract.                         
Monitoring
As part of the oversight of the grant program, the Keystone advisor and/or a Bureau of Library Development advisor may make a site visit to discuss the progress of the project.  Not all projects will receive a site visit.  Grantees should be prepared for a site visit by having appropriate documentation and information to answer questions about the project, including financial records.

Questions:
For assistance, contact the Bureau of Library Development via email at RA-keystone@pa.gov or phone at 717-783-5744.
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