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Presenter
Presentation Notes
Teri intro – today’s slides/recording will be available on our website soon, and we’ll let you know when they’re ready.  Now we’ll begin the recording. With this year’s report going back to a single allotment for FY22, we wanted to be sure to do a refresher on these details. We will take periodic breaks for questions.



Overview

• Warm-up quiz!
• Top takeaways
• Upcoming reporting deadlines
• Obligating vs. liquidating funds
• Costs that are NOT allowable
• Frequent mistakes in the Interim Federal Financial Report (FFR)
• How to enter FY 2022 award project data

• Administrative Costs
• Refresher and general best practices for the SPR

Presenter
Presentation Notes
Teri 



Warm-up quiz!
Question 1

True or False: Both the interim financial report 
and final report are due on December 30th.

Presenter
Presentation Notes
False: The interim financial report is due in the SPR on Dec. 30, but the final report that includes the Financial Status Report, is due at the end of January.



Warm-up quiz!
Question 2

Which are the best dates to reflect in a project?
a) The default dates of the entire two-year grant period
b) Dates for when the project actually ran
c) Project dates can start 30 days before the start of 

the grant period and 30 days after

Presenter
Presentation Notes
B. Dates for when the project actually ran. – be sure to change the default dates when they do not match the project dates



Warm-up quiz!
Question 3

Which of these is an administrative cost?
a) Collections for a new Teen Room
b) A trainer’s salary and benefits for a computer 

class
c) New office furniture for the SLAA
d) All of the above

Presenter
Presentation Notes
C: new office furniture for the SLAA.  We saw an uptick of costs like this during ARPA, so just a clarification that this is normally part of your 4% rather than a cost reflected in a project. 



Warm-up quiz!
Question 4

What is a baseline consideration for bundling 
discrete grant activities into a single SPR project?
a) When a single grantee is running multiple grants
b) When grants with statewide audiences and large 

price tags don’t have a lot of exciting outcomes
c) When the work all supports a single intent and 

the same subjects and beneficiary audiences

Presenter
Presentation Notes
C. The work can be done by different grantees, like libraries carrying out summer reading activities, but everything has to reflect the same intent, subjects, and beneficiaries.  Grants with large price tags and statewide audiences are sometimes better entered as discrete projects, otherwise they become what we affectionately call “kitchen sink projects.”



Top takeaways

• Submit all reports in the SPR, not eGMS
• DO NOT have two tabs or windows open when in the SPR, use 

the “print” function and save a PDF of prior work for reference
• Open the Final FSR and SAVE before you certify the report to 

reflect all the latest auto-calculations
• For any state contact updates use State Info, not eGMS
• These are the Authorizing Official certification steps:

• Interim FFR: Projects > Financial Status Report > Interim (FFR) > Certify button at the top

• FSR: Projects > Certify Reports > click “Certify Reports” again and enter password

Presenter
Presentation Notes
Dennis: Quick and dirty things to know



Upcoming reporting deadlines

December 30, 2023 
• 2023 interim federal financial report (FFR)

January 29, 2024
• 2022 final financial status report (FSR) encompassing 

final performance report (SPR) for FY 2022 award

If you are unable to meet your reporting deadline, you need to contact 
IMLS before that deadline to ask for a reporting extension.

Presenter
Presentation Notes
Dennis: With the latest regs, you have 90 days after September 30 to submit your interim financial report for fiscal year 2023, and 120 days to report the full FY 2022 award, which pushes it to the end of January.  Remember: if you are unable to meet your reporting deadline, you need to contact IMLS before that deadline to ask for a reporting extension.



Periods of performance

Oct. 1 2021

FY 2022 2-year award 2022 
SPR

FY 2023 2-year award 2023 
SPR

FY 2024 2-year award

Oct. 1, 2022 Oct. 1, 2023 Oct. 1, 2024 Oct. 1, 2025

2022 
SPR
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Dennis: The light-colored bar is the period of performance, and the block after is the time you have to submit your report. As a reminder, the FY 2022 award ended September 30 unless you had an extension, which are now very rare.  Remember that this year’s performance reporting for FY 2022 will still reference the 2018-2022 five-year plan goals, and we won’t prompt you to update them in the SPR until next summer. The FY2023 award won’t end until September 30 of next year.  



Obligating vs. liquidating funds

• From the 2022 G2S guidance: 
• “All project activities must be completed and all 

funds obligated by September 30, 2023. All 
financial obligations incurred under the award must 
be liquidated by January 29, 2024.” 

• Liquidating funds can include reconciling 
accounts and making payment requests from 
IMLS

Presenter
Presentation Notes
Dennis: While you must obligate all funds by September 30, you have 120 days to fully liquidate your funds, which means finalizing them from an accounting standpoint.  This includes making payment requests through the IMLS eGMS Reach system.  We’ve had more questions about this in recent years and just wanted to underscore it here. 

https://www.imls.gov/sites/default/files/2022-01/fy22grantawardguidance.pdf


REMINDER: submit all 
reports through the SPR 

for the 
LSTA Grants to States 

program
Not eGMS!

https://imls-spr.imls.gov/Login

Presenter
Presentation Notes
Dennis: All reports for the IMLS Grants to States program, which utilize LSTA funds, are due in the State Program Report software, not eGMS.  Every year we see some stray eGMS reports, usually entered directly by finance staff with access to eGMS.  Please spread the word. 

https://imls-spr.imls.gov/Login


References we don’t want to see in a Project

The following costs are NOT allowable:
• Entertainment
• Advocacy
• General marketing (must be specific to an LSTA-funded project)
• Furniture with no programmatic purpose
• Supplanting funds (federal funds used in place of local funds)
• Costs associated with starting a new organization
• Operational costs in SLAA projects (Admin project instead)
• Activities unrelated to the LSTA purposes and priorities

Presenter
Presentation Notes
DENNISWe saw examples of almost all of these in the last cycle and underscore them here again. Summer reading performers can sometimes sound like entertainment; make sure it’s educational. Using the word “advocacy” is an optics issue for us, and sometimes emerges in trustee training activities. General marketing of library services is not an allowable cost and has to be tied back to a specific, LSTA-funded project. If you’re going to let your grantees buy furniture, make sure they can tie it back to something that supports the goals of your five-year plan. If federal funds are used to fill gaps that normally would be supported with state, local, or tribal funds you might be supplanting funds.Start-up activities for new organizations, however worthy, are not allowable.Costs that support the general operating environment of an SLAA, like phone lines, office furniture, and moving costs, are better suited for the Administrative Project, if at all. Any activities that aren’t broadly tied to libraries or that don’t reflect our LSTA purposes and priorities are going to be questionable.We expect to offer a more in-depth session on allowable costs at the 2024 G2S conference. Break for questions

https://imls.gov/grants/grants-state/purposes-and-priorities-lsta


Entering Interim FFR data for the 
FY 2023 LSTA funds 

(including frequent mistakes)

Presenter
Presentation Notes
Laura: Now I will be going through how to enter your interim FFR data for your FY23 allotment award.  We’ve had to return a lot of these reports in recent years, so we wanted to review some common issues.



FY 2023 interim FFR report

Presenter
Presentation Notes
Laura: As a reminder, here’s the path to the Interim Federal Financial Report in the SPR, which you’ll fill out with your FY2023 allotment information.  From the Projects menu, select Financial Status Report, then select Interim (FFR).



FY 2023 interim FFR reporting

Add the FY23 grant number in the “identifying number” field

This number comes from the award document (available in eGMS)

Presenter
Presentation Notes
Laura: For the FFR federal agency grant number, make sure you write in the allotment log number. You can find it in the IMLS eGMS Reach system as well as on your Official Award Notification document, as shown in red at the bottom of the page.



Locating amount drawn down in Reach
• Go to the payments 

Tab in the 2023 
award record

• Look at “Total 
Approved Requests” 
figure

• Look at the request 
Status Date and 
subtract any requests 
approved after 
September 30, 2023

Presenter
Presentation Notes
Laura: Here is a screenshot showing where you can find the amount drawn down in Reach. First, go to the payments tab in the 2023 award record. Then look at the total approved requests figure, as seen circled here in the middle of the page. Be sure to look at the request status/date as shown circled in red at the bottom of the page and subtract any requests approved after September 30, 2023.



Interim FFR financial fields
• “Total Federal funds authorized” auto-calculates the 2023 award amount
• Tip: Hit “Save” for the correct auto-calculated figures to populate (not there initially)
• Report on spent funds for FY 2023 in “Federal share of expenditures” and related 

fields, as of 9/30/2023

Auto-calculated: allotment

Report amt drawn down as of 9/30/23

Auto-calculated
Report on match as of 9/30/23

Presenter
Presentation Notes
Laura: The "Total Federal funds authorized" field, which is an auto-populated field, reflects the FY 2023 allotment.  You may have to open the report and hit “Save” for the auto-populated fields to appear. “Federal share of expenditures” will be how much you’ve expended on your award as of September 30, 2023. You can find this information in eGMS under the Payments area. The "Total recipient share required" field, which is an auto-populated field, reflects the allotment match requirement. In the “Recipient Share of expenditures” field, you will report on how much you have contributed to match so far.



Interim FFR frequent mistakes

• “Cash Disbursements” should 
match eGMS Reach 
“Payments” (as of 9/30/2023)

• Amount in “Cash 
Disbursements” typically 
matches “Federal share of 
expenditures”

• Leave “Indirect Expenses” 
blank

• Typically leave “Program 
Income” blank

More Interim FFR tips, p. 13: https://www.imls.gov/sites/default/files/2021-09/imlsstateprogramreportinguserdocumentation.pdf

Presenter
Presentation Notes
Laura: In recent years we’ve been returning a lot of Interim FFRs, so here are the common issues we’ve noticed. Cash disbursements should match eGMS REACH payments as of September 30, 2023. �The amount in cash disbursements typically matches the federal share of expenditures. Leave indirect expenses blank and you will typically leave program income blank. Visit the link at the bottom of the slide to see more tips.

https://www.imls.gov/sites/default/files/2021-09/imlsstateprogramreportinguserdocumentation.pdf


Certify the Interim FFR

Presenter
Presentation Notes
Laura: Note that the Interim FFR has its own certification process – this sometimes falls through the cracks and we have to follow up.The Authorized Certifying Official, which is usually the Chief Officer, needs to certify by the reporting deadline of December 30, 2023. You can ensure the certification went through by looking at the certification fields in the Interim FFR, which, once certified, should contain the name of the chief and a date stamp.



Administrative project

• Use the 
Administrative 
Project to 
report on 
funds under 
the 4% federal 
cap, as well as 
any state or 
other match

Presenter
Presentation Notes
Dennis:You can use up to 4% of each award for your SLAA Administrative Costs. It is an option to use any or all of the allowable 4%.  Remember that the Administrative Project can include state or other Match for administrative purposes, and the Match amount is not subject to the 4% cap. 



Administrative Costs (4%)
• Administrative costs are: 

• Necessary, reasonable, allocable, and allowable 
• Associated with the SLAA’s management, oversight, and administration of plans and activities funded under LSTA

• Examples of Administrative costs:
• Personnel and consultants who manage and administer the LSTA program (staff time prorated as needed).
• Travel expenses to carry out the management/oversight/administrative activities of the LSTA program. 
• Financial management costs, including audit costs, for the LSTA program.
• All facilities-related costs, such as rent, maintenance, utilities and security, incurred at the State level. 
• State advisory council on libraries, other advisory councils or committee expenses for the LSTA Program.
• Publicizing the State Plan. 
• Grant selection and award activities. 
• Time reporting on LSTA funds.

• 4% ceiling on federally-funded Administrative costs at the SLAA
• There is NOT a ceiling on state funds that go to administrative costs (and can count towards Match)
• Administrative costs in subawards are counted within the project and do not count toward the 4% ceiling 

See: https://www.imls.gov/sites/default/files/administrativecosts_feb2015.pdf 

Presenter
Presentation Notes
Dennis: https://www.imls.gov/sites/default/files/administrativecosts_feb2015.pdf

https://www.imls.gov/sites/default/files/administrativecosts_feb2015.pdf


FSR administrative costs

Auto-calculated: 4% of FY 22 Auto-populated from Admin project

Tip: If you notice any incorrect calculations in this section, try saving the FSR again.

Presenter
Presentation Notes
Dennis:In the Financial Status Report area for Administrative Costs, the Allowed field is auto-calculated as 4% of your FY 2022 award.  Figures that you included in the Administrative Project will show up in the Actual field.  The Difference will be auto-calculated.  If you notice any incorrect calculations in this section, try saving the FSR again. 



Financial Status Report (FSR)

• You must add the Grant Award number for FY 2022
• Federal Funds amount is auto-filled

LS-252411-OLS-22

Presenter
Presentation Notes
Dennis:To accommodate reporting the financials for both awards, begin by entering the log numbers for your FY2022 award in the Financial Status Report (FSR) form.  You can find this number on the award document, known as the “Notice of Action” in eGMS.  The total federal funds authorized will autofill. 



FSR match and federal outlays

Match auto-populated from projects

Required match auto-populated 

Federal outlays auto-populated from projects

Presenter
Presentation Notes
Dennis:Match figures in the FSR come from project budgets you’ve entered.  Save the FSR periodically to ensure that the latest information is being reflected. AND A REMINDER TO ALWAYS SAVE THE FSR WHEN YOU ARE FINISHED WITH YOUR PROJECT ENTRY, BEFORE CERTIFICATION.



Refresher: General best practices for the SPR

Presenter
Presentation Notes
Cindy:  I’m going to kick off this section by going over some first steps as a new user, as well as some suggested approaches for preparing your SPR report.



Logging In: https://imls-spr.imls.gov/Login

NOTE: 
• Chrome and Firefox are 

recommended browsers

• Do NOT open two browser 
windows or tabs for the SPR 
at the same time - issues 
tend to occur

• Use the “Print” (PDF) function 
to view previous reports 
concurrently

Presenter
Presentation Notes
Cindy: If you do not have a log-in for the SPR, your IMLS Program Officer can set you up in the system by creating an account for you.  Your username is your email address and we will send you your password.  You can change your password by going into the Account Management section of the SPR after you’ve logged in.  Please note that Chrome and Firefox are recommended browsers for this system.  Issues with saving and editing may occur when you open two browser windows or tabs for the State Program Report (SPR) at the same time, so it’s best to avoid that. This often occurs when users want to look back at the prior year’s report while completing the current year’sHowever, this often leads to editing and reporting bugsInstead, use the “Print” function within older projects to grab a PDF of that text, so you can view it concurrently. A caviat to avoiding a secondary tab is when an Activity tab automatically pops up. 



Account Management pertinent to reporting

In the system update: 
• User Info
• State Info (UEI)
• Subaward Info

Presenter
Presentation Notes
Cindy: One of the first things you should do when logging into the SPR for the first time is updating/verifying your own information, as well as the info about your state library, including fields like the UEI, which appear in the final report.  All three of these options are in the Account Management menu.If your state library grants subawards, don’t forget to maintain the Subaward Info section of the SPR.  



Subaward Info

Remember 
to enter 
Subaward 
Info!

Presenter
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Cindy: This section is separate from the Projects section of the SPR, and provides information about subawards beyond just the ones that were funded.



Writing Tips for Projects

• Adjust the default dates to reflect
 the actual project dates.

• Think about the entire project 
report as a whole. 

• Use plain language (avoid acronyms and 
jargon)

• Write in the past tense
• Avoid First Person singular (use “the library” vs. “I”)
• Use position titles, not staff names
• For continuing projects, tell us what you did this year

Presenter
Presentation Notes
Cindy: When working through the SPR and individual projects, in addition to using plain language, remember that the report is happening after the completion of activities and should be written in the past tense.  The SPR reports should avoid library jargon, while keeping in mind that the text will be accessible to the general public.  The one exception to using names in the report is with outside consultants, when it is acceptable to reference names.



Abstracts

• Between 90-160 words
• What did you do this year? Not just a general 

program description if a continuing project
• Should reflect the budget & activities
• IMLS updated the system this year to override 

any formatting in abstracts

Presenter
Presentation Notes
Cindy: When working through project Abstracts, IMLS Again, does not need a general SLAA program description or history.  Think about: What did you do this year?  What was accomplished?It should generally reflect the budget and activities. After years of formatting woes in the SPR abstracts, we updated the system this year to render everything plain text. If you have sub-awardees or project directors filling these out in the SPR, these are important points to relay to them.  And always, always review or proofread prior to submission to IMLS. 



Statewide Projects 

• A State Effort (or Statewide project):
• Has the entire state’s population as potential beneficiaries 

rather than a specific, and smaller, target audience
• Is usually administered by the SLAA
• If only a small number of libraries participate, it may not be 

statewide; instead, in the Activity area, indicating the 
participating libraries by name or number would be optimal 
for reporting

Presenter
Presentation Notes
Cindy:  An example of a state-wide project might be state-wide databases.  They are provided to everyone in the state!  However, something like Summer Reading, while potentially made available to the entire state, may not have statewide uptake and only have a few participating libraries.  If this is the case, Summer Reading might not be a state-wide project, even if the grantee is reported as the SLAA.  Instead, in the Activity area, Indicating the participating libraries by name or number would be optimal for reporting. 



Bundling Projects

Individual projects may be combined into a single project 
report if they:

• Are smaller projects (historically under $5,000/per project)
• Support the same Intent
• Cover the same subjects
• Target similar beneficiary audiences
• When bundled, there still must be no more than 10 

activities

Presenter
Presentation Notes
Cindy: Several criteria must be met to combine a subaward into a single project: at a minimum, they support the same intent and cover the same subjects.For example, if a state completed a continuing education project that offered grants of $2,000 to individual libraries the grants could be bundled as one project with different locales (libraries). In cases like these, you would list a state library contact as the project director.  If you have straight-forward purchases by a number of libraries that are more expensive, such as bookmobiles, they could also be bundled, even if they are much more expensive. Indicate the sub-recipients in activity locales, if possible, or report them by number to keep the administrative burden in check.  



Bundling scenario: 75 libraries with kits
• SLAA as grantee
• Single project/single activity
• Locales noted individually or, if “statewide,” as numbers

OR

Presenter
Presentation Notes
Cindy: This is another example.  75 libraries within a state utilized funds to purchase learning kits.  These projects could be bundled into a single line item in the SPR, so long as the libraries were 'counted' somewhere, either by Institution Name or Institution Type at the Activity level. And don't forget, SLAA's can always upload additional materials to support various projects or provide details if appropriate. 



Intents (14) and Focal Areas (6)

• Improve users’ formal education (Lifelong Learning)
• Improve users’ general knowledge and skills (Lifelong Learning)

• Improve users’ ability to discover information resources. (Information Access)
• Improve users’ ability to obtain and/or use information resources. (Information Access)

• Improve the library workforce (Institutional Capacity)
• Improve the library’s physical and technological infrastructure (Institutional Capacity)
• Improve library operations (Institutional Capacity)

• Improve users’ ability to use resources and apply information for employment support (Employment & Economic 
Development)

• Improve users’ ability to use and apply business resources (Employment & Economic Development)

• Improve users’ ability to apply information that furthers their personal, family, or household finances (Human 
Services)

• Improve users’ ability to apply information that furthers their personal or family health & wellness (Human Services)
• Improve users’ ability to apply information that furthers their parenting and family skills (Human Services)

• Improve users’ ability to participate in their community (Civic Engagement)
• Improve users’ ability to participate in community conversations around topics of concern (Civic Engagement)

Presenter
Presentation Notes
Cindy: Now, this might look familiar to you...at least, those that worked on the most recent 5 Year Plan.Projects should have one intent.There are 14 intents with the six focal areas in parentheses.Intents are critical to knowing how to report and define your projects.Intents are related to the crosswalk your state library submitted in their five-year plan.State goals correspond to focal areas; projects correspond to intents.[Talk about these in the context of bundling]Now, Madison is going to provide some more details on reporting individual projects...



Activities

• An activity accounts for at least 10% of the 
total amount of resources committed to the 
project.

• Keep under 10 activities per project
• The activity title and description should be 

different, and it should not be identical to the 
project title and description

Presenter
Presentation Notes
Madison: An overall principle of the SPR framework is limiting activities to 10 per project.  A related principle is that more complex (or expensive) projects would likely have more activities. To consider something an Activity, it should account for at least 10% of the total budget (both federal funds and matching/in-kind)



Activity Abstracts

Presenter
Presentation Notes
Madison: Let’s talk about the activity descriptions. Here’s an example of an activity abstract that briefly outlines what happened. It is succinct, clear, and provides only the necessary info. Ask yourself: Does the writing in the activities and abstract accurately reflect what is in the budget?You can see the Activity and mode selections underneath Instruction – Consultation.  Activities also prompt you to enter quantities, such as how long a program lasted in minutes, how many consultations (this example), or how many books were purchased, and a somewhat common issue we see is leaving that section blank with only zeros. 



Activity Types (4) and their Modes 

• Instruction (Program, Consultation, Other, etc.)
• Content (Acquisition, Creation, Lending, etc.)
• Planning & Evaluation (Prospective, Retrospective)
• Procurement (no mode applicable) – NOTE: only 

available with Institutional Capacity intent

Presenter
Presentation Notes
Madison: The selection of Activity Type should generally follow the spending and focus of the project.  If you have staff attending conferences, use the Instruction – Other activity/mode.



Procurement

• Only available for “Institutional Capacity” Intents:
• Improve the library workforce
• Improve the library’s physical and technological 

infrastructure
• Improve library operations

• Many purchases are not “Procurement” Activity
• Purchasing databases = “Content – Acquisition” Activity
• Purchasing laptops for learning lab = “Instruction” Activity

Presenter
Presentation Notes
Madison: The Procurement activity is used very sparingly and is only available for the “Institutional Capacity” Intents. Here you can see two examples of purchases that are not procurements as defined by the SPR system.



Activity Outcomes

Presenter
Presentation Notes
Madison: As a reminder, we have outcomes reporting built into the SPR now, both at the activity and project level.  An outcome is the effect of programs and services, something that changes an individuals’ life or the community.  It’s a change in their knowledge, attitudes, skills, behavior, or condition.  We are trying to document what changed for participants due to their use of a service or program.As this chart shows, there are four times when you will be prompted to include activity outcome information: three of them involve surveying the library workforce and the other is surveying the general public.  For example, if you had instruction for library workforce and it is in the mode of a program, then you should have surveyed the participants. Note that IMLS doesn’t expect you to have surveyed children.  So activities that involve children don’t have to have outcome figures.  That said, we want you to include in the overall Project Outcomes section some information on how many children participated and some of the things you observed. 



Budget Reminders

• Conference registrations: Services, not Travel 
• Apps/Software/Licenses: Services, not 

Supplies 
• Avoid vague/misleading terms in descriptions 

(“Other related costs,” “Miscellaneous”)

Presenter
Presentation Notes
Madison: We won’t touch extensively on the budget area of the report in this refresher webinar, but wanted to mention a few tips:Conference registrations: Services, not Travel boxApps/Software/Licenses: Services, not Supplies boxAvoid vague/misleading terms in descriptions (“Other related costs,” “Miscellaneous” ). Please be specific.



Budget Examples: Salaries/wages/benefits
• Provide position titles and FTE equivalents
• Differentiate LSTA and Match funds (narrative)

Presenter
Presentation Notes
Madison: Now I want to touch on providing enough information in the budget for the salaries and wages category. When filling out information for salaries and wages, please provide the position titles and FTE equivalents, especially when there’s more than one staff person. These two screenshots provide good examples of budget descriptions. The first shows the differentiation between LSTA and State funds. The second shows how a single staff member’s salary is allocated across multiple projects.Remember that we do not need names! We just want the position title.



Budget Examples: Other operational expenses

Presenter
Presentation Notes
Madison: The Other operational expenses area is only for indirect costs and should only be used for a subrecipient.  If a SLAA has indirect costs, they should be represented in the Administrative Project. Here are some examples:The two descriptions at the top of this slide were returned because the charges described are not considered “other;” as they directly relate to the project. However, You can see how these types of charges could be misperceived as “other” charges or a charge that doesn’t necessarily fit within any other budget box. For the purpose of the SPR, however, this category is solely reserved for indirect costs. For both these instances, these would go better in the “Services” box.The example at the bottom of the slide shows how this category should be used: to capture indirect costs of subrecipients.  The specific indirect cost rate percentage that was charged to the subrecipient’s grant is key and encouraged.  Again, if you have a project that combines multiple subgrants to several recipients, it would be ideal to itemize the costs in the budget box.



Additional Materials

• Consider all types of relevant 
materials
• Press releases
• Social media activity
• Toolkits or Reports
• Photos

•  Provide examples of administrative material

Presenter
Presentation Notes
Madison: Remember to upload Additional Materials if you have them. We love photos! Attaching outreach materials or curricula help tell the story. Web site links are good. Sign-up forms or marketing materials are also useful.



Project Outcomes

• Some projects may not have obvious outcomes, but this section is a good place 
to justify why you are continuing to do this project from year to year, or why you 
will not be continuing it

• Ideas for Project outcomes:
• Cost savings
• Changes in logistics and reasons for the changes
• Quotes from users or library staff
• Anecdotal stories 

• If one of questions doesn’t apply, instead of leaving it blank, put in “N/A.” That 
will signal that you didn’t just inadvertently skip it.

• Remember that Outcomes questions are made public on the SPR public 
website,  

Presenter
Presentation Notes
Madison

https://imls-spr.imls.gov/Public/projects
https://imls-spr.imls.gov/Public/projects


Project Tags 

• To help with national-level analysis, consider 
adding project tags, such as Broadband, 
Making, Summer meals, and Veterans

Presenter
Presentation Notes
Madison: Tags are also of interest to IMLS for national-level analysis, and could be helpful to you, too.  This is an open text field in the SPR, and you should separate any terms with commas. 



Match-Only Projects

• Entered as regular project
• Still need to be allowable costs
• Assign “Intent”
• Report at least one “Activity”
• Include “Match-Only” in title

Presenter
Presentation Notes
Madison: Some states may need to add a match-only project, where the budget would have zero dollars reported for LSTA funds, but there would be Match funds reported.  These will be reported as regular projects, with budget figures reported in appropriate categories, and you will need to identify an intent and report at least one activity.



Project Status for Projects

• You need to change all projects from “Draft” status to “Completed” 
status before validation and certification 

• Remember the shortcut in the List Projects option for changing 
project statuses in bulk

Presenter
Presentation Notes
Madison: Once you've completed your project data entry make sure that the project status is changed to COMPLETED. You have to do this before report validation and certification.Remember that you can change the status in bulk in the list projects.



Project Status for Admin/FSR 

• You still have to open the Administrative Project separately in order 
to change its status

• Open and SAVE the Financial Status Report at the very end of your 
reporting process to reflect the final information in the projects

Presenter
Presentation Notes
Madison:To change the status of the Administrative Project, you still have to open it separately to change its statusFor the Financial Status Report, we recommend opening and saving it at the very end of your reporting process so it will reflect the final information in the projects.



Certify the SPR

Presenter
Presentation Notes
MadisonThe SLAA Chief or authorizing official needs to certify the SPR, and here is the path for that (The LSTA Coordinator can use the same sequence to “validate” to head off any error messages).This will certify the 2022 projects, FSR, and Admin projectSelect the “Certify Reports” option in the menu, then the chief or authorizing official will be prompted to reenter their passwordYou can ensure the certification went through by checking the project status under List Projects (“certified”) or by looking at the certification fields in the FSR, which, once certified, should contain the name of the chief and a date stamp.



Reminders

• The SPR Sandbox is available for practicing and training:
http://imls-testspr.imls.gov

Reporting deadlines
• December 30, 2023: Interim Federal Financial Report for FY 2023

• January 29, 2024: Final Report includes all projects and the Final 
Financial Status Report for FY 2022

• Resources are available at:
https://www.imls.gov/grants/grant-programs/grants-states/grants-states-
manual
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Madison: Final reminders – Here are the reporting deadlines, but pay attention to your individual deadlines if you were granted an extension. You can also look at the grant cycle calendar. The SPR does have a sandbox for practicing, so if you’d like to use it and do not have access, let your Program Officer know.

http://imls-testspr.imls.gov/
https://www.imls.gov/grants/grant-programs/grants-states/grants-states-manual
https://www.imls.gov/grants/grant-programs/grants-states/grants-states-manual


Contact Us

• Teri DeVoe, Associate Deputy Director
tdevoe@imls.gov; 202-653-4778

• Laura McKenzie, Program Specialist
lmckenzie@imls.gov; 202-653-4644

• Madison Bolls, Senior Program Officer
mbolls@imls.gov; 202-653-4786

• Cindy Boyden, Senior Program Officer
cboyden@imls.gov; 202-653-4776

• Dennis Nangle, Senior Program Officer
dnangle@imls.gov; 202-653-4661

Presenter
Presentation Notes
Madison

mailto:tdevoe@imls.gov
mailto:lmckenzie@imls.gov
mailto:mbolls@imls.gov
mailto:cboyden@imls.gov
mailto:towens@imls.gov

	State Program Report �(SPR) Refresher
	Overview
	Warm-up quiz!�Question 1
	Warm-up quiz!�Question 2
	Warm-up quiz!�Question 3
	Warm-up quiz!�Question 4
	Top takeaways
	Upcoming reporting deadlines
	Periods of performance
	Obligating vs. liquidating funds
	Report Submission Reminder in SPR
	References we don’t want to see in a Project
	Entering Interim FFR data for the �FY 2023 LSTA funds �(including frequent mistakes)
	FY 2023 interim FFR report
	FY 2023 interim FFR reporting
	Locating amount drawn down in Reach
	Interim FFR financial fields
	Interim FFR frequent mistakes
	Certify the Interim FFR
	Administrative project
	Administrative Costs (4%)
	FSR administrative costs
	Financial Status Report (FSR)
	FSR match and federal outlays
	Refresher: General best practices for the SPR
	Logging In: https://imls-spr.imls.gov/Login
	Account Management pertinent to reporting
	Subaward Info
	Writing Tips for Projects
	Abstracts
	Statewide Projects 
	Bundling Projects 
	Bundling scenario: 75 libraries with kits
	Intents (14) and Focal Areas (6)
	Activities
	Activity Abstracts
	Activity Types (4) and their Modes 
	Procurement 
	Activity Outcomes
	Budget Reminders
	Budget Examples: Salaries/wages/benefits
	Budget Examples: Other operational expenses
	Additional Materials
	Project Outcomes
	Project Tags 
	Match-Only Projects 
	Project Status for Projects
	Project Status for Admin/FSR 
	Certify the SPR
	Reminders
	Contact Us 

