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Grant Management Guide and Forms

www.statelibrary.pa.gov/LSTA
MANAGE AN LSTA GRANT

« LSTA Grant Implementation Guidelines (PDF)
» LSTA Record of Equipment (PDF)

« LSTA Allowable Costs (PDF)

« Budget Revision Request (PDF)

» LSTA Final Report (PDF)

« LSTA Financial Report (PDF)

( 2016/2017 Competitive Grants)
List o Aw ]

Trustee Training Grant Guidelines (PDF)
= Grant Management Guide (PDF)
= Grant Guidelines
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Presenter
Presentation Notes
On the LSTA section of the State Library’s website (www.statelibrary.pa.gov/LSTA) you will find the Grant Management Guide and your report forms for the 2016/2017 Competitive Grant.  Also, on this webpage, under Manage an LSTA Grant, you can view information about Allowable Costs, Budget Revision forms and the LSTA Final Report templates. We will discuss that information later in our webinar.

*Note about the PDFs* 
If some of you encounter issues with the PDFs, download the form(s), then opening them from the free reader should work.  However, before clicking on the PDF forms, make sure your machine has the most current free version of Adobe reader.  User’s have encountered viewing and data entering issues when opening the PDF in other platforms such as Google Docs.
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Grant Period

% pennsylvania
DEPARTMENT OF EDUCATION

Grant Timeline Points

Date

Date grantee may begin to spend or
encumber grant funds

July 1, 2016

First quarterly LSTA Report Due

October 31, 2016

Second quarterly LSTA Report Due

January 31, 2017

Budget Revisions

APPROVED by May 31, 2017

Third quarterly LSTA Report Due

April 30, 2017

Date all grant funds must be spent or
encumbered by

June 30, 2017

Final LSTA Report Due

July 31, 2017

Return unexpended LSTA grant funds Check
payable to: Commonwealth of Pennsylvania

Postmarked by July 31, 2017
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Presentation Notes
Final Expenditure Date: 
	
You are expected to spend all of your grant funds. This is part of good grant management.  
Because the application budget are estimated figures, the budget revision form should be used to re-budget funds when necessary.  The final due date for re-budgets is May 31, 2017.

Return of Non-Liquidated Funds:

In the event that you do not spend all of your funds, it is important that you return any unspent funds, made payable to “Commonwealth of PA” by July 31, 2017.   It is imperative that we have these funds returned by the due date so that we can repurpose the funds.  Any unexpended funds must be returned to IMLS at the end of the program year.
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Reports

Date

First quarterly Project & Activity Report
and Financial Report Due

October 31, 2016

Second quarterly Project & Activity
Report and Financial Report Due

January 31, 2017

Budget Revisions

APPROVED by
May 31, 2017

Third quarterly Project & Activity Report
and Financial Report Due

April 30, 2017

Date all grant funds must be spent or
encumbered by

June 30, 2017

Final Project & Activity Report and
Financial Report Due

July 31, 2017
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Presentation Notes
The  LSTA report is made up of four portions:  the financial report, Part 1, Part 2 (Activity Worksheets), and Supporting documents.

Reports need to be complete and on time?
Why are the reports important to us
The reports help us to know that activities are progressing and that you are having a successful grant
The reports are strategically designed to give us the information we need for our report to the federal government
The reports are embedded with instructions on how to complete.
It’s imperative for the narrative sections of the report to be written for the general public.
These contracts are on a reimbursement basis, payments will not be OK’d to pay without them.  On that note, the request for reimbursement should not be submitted prior to the submission of the reports.

Why are the reports important to you as a grantee?
They are part of good grant management, the incoming reports are tracked, late reports are documented, and it could affect future grant opportunities.
Helps you keep on track with project timeline and goals.
Provides you with a platform to brag about your AWESOME project.
Helps you get your funds faster
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LSTA Project and Activity Report (Part 1)

-y -
~_« pennsylvania .
o e Important Notes:
Office of Commonwealth Libraries

*PROJECT AND ACTIVITY REPORT * Project Summary
Fart « Brief high level description

The LSTA Project and Activity Report is required for all projects awarded federal Library Services and Technology Act (LSTA)

funds. There are three parts to this report: O t t
PartI: Overall project information (Data) u p u S
Part I Activity Worksheet(s) — specific activity used to complete project. .
Part III: Supporting documents (printed materials, articles, photos or products). ° N u m b e r Of O u t re aC h m ate r I a I S
All reports are shared with the Institute of Museum and Library Services (IMLS) and is subsequently posted online for

the general public to view C re ate d -
7

Electronically submit LSTA Reports to: ra-lstaapa.gov
Please put LSTA Quarterly Report OR Final Repori respectively, followed by the Project Number in the subject line.

The Project and Activity Report must include at least sne Activity Worksheet(Part II). i N u m b e r Of tan g i b I e ite m S

The Activity Worksheet(s) can be found under the “Manage an LSTA Fnanl" section of the Library Services and Technology Act

is;ai ::: :1: State Library of Pennsylvania website. p u r C h aS e d ;
* Number of programs added

A completed LSTA report consists of a Project and Activaty Report (Parts I IT & II1 (if applicable)) and the Financial Report

Quarter

(O First Quarter Report due October15 (O Second Quarter Report due January 15 (0 Third Quarter Report due April 13 O u tCO m eS
Project Information i Change Iﬂ knOW|6dge, Skl”S or
- behavior

Project Number (FC or MO#) LSTA Grant Total
Project Website (if applicable) Match Total

. iﬂ"na'::;;ﬁ Project Total Eval u ati O n
S — « How the information was
s gathered

E-Mail Address
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Presentation Notes
We do look at the reports – so please be good stewards of your grant award. Be judicious in completing the reports as this information is vulnerable to audit and is incorporated into the state report to the federal government. 

For each quarter, Part 1 is used to report high-level overall project information (Data); this is also where the outputs and outcomes of the project is reported.  Outside of the Outputs and Outcomes, very specific project information should not be included in Part 1 narrative sections.

These forms are to be written for the general public – it is also a tool for us to collect the information that we need.

This form needs to be emailed to ra-lsta@pa.gov the respective due dates.  When emailing, please put LSTA Quarterly Report OR Final Report respectively, followed by the project number in the subject line.  The project number starts with FC and can be found at the top right corner of every page of your contract.


~ DEPARTMENT OF EDUCATION

LSTA Project and Activity Report (Part 2)

Activity Worksheets

Activity Type Mode

Program

Instruction: Involves an interaction for knowledge or skill :
Presentation

transfer. Consultation
Acquisition
N Creation
Content: Involves the acquisition, development, or transfer .
. . Description
of information. .
Lending
Preservation
Planning/Evaluation: Involves design, development, or Retrospective
assessment of operations, services, Or resources. Prospective

Procurement: Involves purchasing facilities, equipment/supplies,
hardware/software, or other materials (not content) that support general
library infrastructure.
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Presentation Notes
Part 2 is used to report on specific activities done to complete the project (not all worksheets will apply to your project).  Activities are the “how” of a project.  There are four activity types that can be used to describe your projects.  Please note, each project will have at least one activity worksheet.  

The four Activity Types are:  Instruction, Content, Planning and Evaluation and Procurement.  The Mode within an activity type further identifies how the activity was carried out.

*Please Note*
The Planning/Evaluation worksheet should only be used when the overall project outcome is the result of the design, development or assessment.  Work on these types of projects usually involves a formal agreement with an outside consultant. 

The Procurement  worksheet should only be used when the overall project outcome is the purchase of equipment/supplies, hardware/software, or other materials (not content) that support general library infrastructure.  Purchasing supplies as part of for example a program could be reported on either the Instruction or Content worksheet depending on how the supplies are being used.
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LSTA Project and Activity Report (Part 3)

Supporting Documents >
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e [ O il 2
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Presentation Notes
Part 3 includes the supporting documents of the project (printed materials, articles, photos and/or products created).  

OCL and IMLS love to see visual of the outstanding work libraries use LSTA funding for. 

For any supporting documentation sent, make sure you have the appropriate legal back up, i.e., releases as they could appear on PDE or IMLS publications.
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Important Notes:

LSTA Competitive Financial Report Page 1 of 2

Office of Commonwealth Libraries

The contract can be

Grantee
Grant h;FC or :_’IC:QJ Total Grant Amount fo u n d O n e G ran tS >
roject Tit . .
conpitety - Tite Reporting=Final

Reporting=>Bar
Graph next to the

By signing this report, | certify to the best of my knowledge and bebef that the report is true, compiete and accurate and the expendiures, debursements
and csah receipts are for the prupose and objestives set forth in the lemms and conditions of the federal award. 1 am aware that any false, fictiious, o
fraudulent iROMMation of the omission of any matenal fact, may subject me to caminal civil of adnénistrative penalties for fraua, false statements, false
claims, of olhenwise

Sinatue fully executed
Current First Quarter Second Quarter Third Quarter Balance
m:? Ean;rlcfunﬂlresj Em{:r:lll::usp ﬂ:m Final (Unexpended Funds) C O n ta.Ct -

Salanes/Wages/Benefils 5000

Consulling Fees 50,00

Travel (at state rate) §0.00 =

SupphesMatenals 5000 M u St VI eW e aC h

Egquipment 5 0.00

Services 5000

Sevees 00 budget category.

Grant Totals $0.00 $0.00 $0.00 50.00 50.00 5000
Cash Malch $0.00
In-Kind $0.00
Project Totals| 5000 50.00 $0.00 50.00 5000 $0.00 The BUdget

Electronicaily submit LSTA Report to: ra-ista@pa gov
Please put LSTA Quartery Report OR Final Report respectively, followed by the Grant Number in the subect line

Summary will not
give the data
needed.

Mail signed reports to. Pennsylvania Department of Education
Office of Commonwealth Libranes
ATTM: LSTA
60T South Drive
Harrisburg, PA 17120-0600

Fallure to submit these reports timely could have an effect on the final grant payment.

www.education.state.pa.us = 10


Presenter
Presentation Notes
The financial report is to be completed quarterly.  As you can see, the report is set to build on itself.  The balance column and total rows will calculate as data is entered into the form quarterly.  

In order to complete the first column you will need to refer to you Budget Detail of your contract.  The Current Approved Budget can be found in Appendix B of your fully executed contract on eGrants. Here you will find a listing of the approved budget expenditures you applied for. 

Once you entered the figures in the approved budget section, the report has a formula already imbedded into it that will sum up this column and the total should equal the full grant award.  

You can then move onto entering your actual quarterly expenditures.  The top section, broken out by the budget categories, captures LSTA funds.  The bottom section captures local matching funds. Matching funds are any monies that have been spent toward the LSTA project above the awarded grant. They do not have to be matching dollar for dollar.  This is important to capture because it shows the community support for the grants. 

When completing the reports, keep an eye on the Balance column.  This will provide the amount of grant funds that may need to be returned to the Commonwealth if they are unspent. Please be aware we strongly encourage you to spend all funds, do not return $1.50.  There is always something that you can use that money for toward the grant.  The grant monitors can be helpful in giving you ideas for spending all funds. If however, you will be returning funds, the check should be sent along with this report and made payable to the Commonwealth of Pennsylvania. 
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'u" pennsylvania LSTA Competitive Financial Report Page 2012
DEPARTHENT OF EDUCATION

Office of Commonwealth Libraries

Important
Notes:

Please enfer the LSTA, Cash Match and In-Kind ameunt for this quarier. The Total column will auto calculate
In addition, a description for each expenditure for this quarter ks required

Budget Category LSTA Cash Match In-Kind Total

SalariesWages/Benefits $0.00
Descripiion:

Like LSTA
T l l T funds, a brief
description is
e ] o] required for
o any reported
match funds.

Supplies/Materials s0.00]
Descriplion
Equipment (>$5,000 pér unit) s000]
Descripiion.
Services [ [ [ 50.00]
Deseriplion.
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Presentation Notes
The next portion to complete is the description of the current quarter’s charges.  As with all of the other forms when you hover your mouse over the little yellow comment bubble OR the form fields, you will receive definitions and/or addition instruction on how to complete the form.  Also, copies of invoices, proof of purchases, etc., must be submitted for the form to be considered complete.

Like the first page, this page is quarter specific.  However, the difference is this page does not build on itself and should completely change from quarter to quarter.  You only want to be entering data for the quarter you are reporting on.

Keep in mind that a brief description is required for any reported match funds.  However, copies of invoices, proof of purchases, etc. are only required when LSTA grant funds are used.  To help the review process go faster, please highlight the LSTA amounts on the copies submitted.  

Remember, reports are to be written for the general public.  Acronyms, people’s names (excluding consultant) should be excluded.
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Final Report
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Office of Commonwealth Libraries

LSTA Final Report

Project Report

General Information
Project Title:
Project Number (FC or MO):

Project Abstract: This is a brief description of the project's purpose, activities,

(80 — 160 words) and target beneficianes, plus any high-level results that are
appropriate to highlight. Ideally, it should stand on its own as a
narrative summary of the project

Pennsylvania State Goal: Select One ;I

Project Director Information
Project Director Name:
Project Director Phone:
Project Director Email:

Grantee Name:

October 2016 1

pennsylvania

DEPARTMENT OF EDUCATION

Important Notes:

Feedback — please offer
iInput so we can continue
to develop our
processes.

The best way to
communicate your
valuable feedback is via
email: ra-LSTA@pa.gov
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Presentation Notes
Please remember:  the entire LSTA report should be emailed by July 31, 2017.  The originally signed, in blue ink, financial report is the only document that must be mailed.�	
This Final Report is a huge piece of the information that we need so that we can complete our Federal Report.  All tips and trick previously discuss apply to the final report as well.  

Each year the Federal Government requires us to complete a State Program report to IMLS. This report, which is due December 30, requires much of the information that we require in this report. If we have questions when writing Pennsylvania’s report you will be contacting for more specifics or possibly clarification.  This communication will be drastically decreased if quarterly reports are completed clearly and effectively.

Please remember, the final payment will not be released until the full final report is received and reviewed.
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Budget Revisions

- l . For OCL Use Only
- ennsylvania ed -
EW\.RIML'\IIYUI EDUCATION LSTA hxﬁ I m Do_rtant N O_tes =
Office of Commonwealth Libraries Budget Revision Request Form
Grantee:  Only need
Grant # (FC or MO): d h
Progect Title:
Completed by: Title: ap p rove W e n
Telephone: Email: the budget
Signature: Dare: .
change is 10%
- Chacrest Proposed - - " -
Budget Category m':d Adjustment Revised Budget Justification for revision request 0 r m O re

Salaries Wages Benefits $0.00
(Consulting Fees $0.00
Travel far state rate) 000
Supplies Materials 30.00
Equiipment $0.00
Services 5000
\ndirect Casts §0.00
Grant Totals 50.00 50.00 50.00
ICash Match $0.00
In-Kind 5000
Project Totals $0.00 50,00 $0.00

Electromically submit LSTA Budget Fequest to; ra-Istacipa. gov
Please put LSTA Budget Fevision Request, followed by the Grant Number in the subect line.

Mail signed request to:  Penmsylvania Department of Education

Office of Commonwealth Libranes

ATIN: LSTA Budget Revisions Must be approved by May 31

Fourm Bulding, Room 120

507 South Dmi Please round ro the nearest whole number when completing this form.

Hamishurg, PA 171200600

www.education.state.pa.us = 13
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Presentation Notes

Here is the budget revision request form. Approval of the form is needed only when the change is 10% or more. An example of this would be if you were awarded a grant for $1000 and you wanted to move $100 from Supplies and Material to Services, then a submitted request would need to be approved.  If you were only moving $90 it would not be needed but could be used to communicate to us the change. In this example, the form would not need to be approved for you to re-allocate the funds locally.

The current budget would be established the same way as in the financial report forms. You then fill in your proposed changes and a justification. Please remember that the revisions 10% or more must be approved before any actions are taken. Your grant monitor and the LSTA Coordinator will review the request and determine if the changes being made fall under the original scope of the project. As you can see they will either approve or disapprove and a copy will be returned to you for your files. If it is approved the totals in the Revised Budget column will now become your most current approved budget and should be used for the next financial report. Please remember that the revision requests must be approved by May 31st. 


pennsylvania

DEPARTMENT OF EDUCATION

Managing Your LSTA Grant

Grant Documents & Record Keeping

IMPORTANT AREAS TO CONSIDER

« Accounting/Interest

e Audit
 Data and Publications Created with Grant Funds
 Equipment

e Records Retention

Details of all of these areas are located in the LSTA Grant Management Guide
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Presentation Notes
These are Federal Requirements:

Accounting/Interest – please keep accounting records separate so that there is a clean paper/electronic trail. interest – Grant funds are not to be held in an account that will pay more than $100 in interest during the grant period.

Audit – clean accounting.  Must be in compliance with Public Law 98-502, which is “The Single Audit Act of 1984.” If an audit is performed be sure to notify the Office of Commonwealth Libraries. 

Data and Publications – Use the following statement, which is also in the Grant Management Guide – gives credit to IMLS, Department of Education, Office of Commonwealth Libraries, and our Governor: 

“This project is made possible by a grant from the Institute of Museum and Library Services as administered by the Pennsylvania Department of Education through the Office of Commonwealth Libraries, and the Commonwealth of Pennsylvania, Tom Wolf, Governor.”

Equipment – Defined as: an individual unit costing over $5000.  It is the grantees responsibility to maintain equipment inventory files as the project level.  A record of equipment template is posted on the PA LSTA webpage.  In general, equipment purchased with federal funds must be used for the project purposes for five years, or the life of the equipment. 
	
Records Retention --  To meet state and federal guidelines all records pertinent to our agreement must be kept for at least 6 years. 
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Federal Restrictions on Use of LSTA Funds

IMPORTANT AREAS TO CONSIDER

» Advertising and public relations

* Alcoholic beverages

« Contributions, donations, honorariums, stipends
 Entertainment

 Fund-Raising

« General government expenses

* Lobbying

 Premiums, prizes, incentives, and souvenirs
 Refreshments

e Training

www.education.state.pa.us
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Presentation Notes
Advertising and public relations:
Advertising is allowed for the recruitment of personnel, procurement of goods and services, disposal of surplus materials,-- things necessary to meet the requirements of the federal award. Public relations costs are allowed to promote the project.

Alcoholic Beverages: Not allowed!

Contributions, donations, honorariums, stipends: No- not allowed.
Pay a speaker, or payment for work that was done – use the term “Fee.”

Entertainment: Not allowed
No snacks, tickets, shows, or meals.
If you are providing professional development and have people in for the entire day, you may provide lunch for them.

Fund-raising: Not allowed!

Lobbying: No, No!
Cost of certain influencing activities associated with obtaining grants, contracts, cooperative agreements or loans – not allowed.
Costs of membership in organizations substantially engaged in lobbying are not allowed!

Premiums, prizes, incentives, and souvenirs
No! Cost of promotional items and memorabilia, including models, gifts, and souvenirs, are not allowable.
Learning to read a book, and you give them the book, then yes, that is allowed.

Refreshments: No! No snacks or drinks are allowed.

Training: The cost of training for staff development is allowed.
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CONTACTS
GRANT MONITOR LSTA BUDGET/REPORTING
 Project assistance « Who can help me complete
¢ Must be communicated with if our financial reports?
you would like to make any « Has the State Library received
changes. our reports?
= change in activities When will we receive our
= change in budget payment?

« What if we don’t spend all of
our funds? How do we send
funds back?

. 2 . 2

_ o Hadiyah Cleveland, LSTA Coordinator
The staff member identified in the Linda Pierce, Fiscal Technician

email sent. ra-Ista@pa.gov

www.education.state.pa.us
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For more information on
Managing your LSTA Grant
please visit the PDE website at
www.statelibrary.pa.qov/LSTA

The mission of the department is to academically prepare children and adults
to succeed as productive citizens. The department seeks to ensure that the
technical support, resources and opportunities are in place for all students,

whether children or adults, to receive a high quality education.
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