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Overview

• Acknowledging IMLS/Communications
• Grant Award and Timeline
• Administering Funds
• Forms, Records, and Reporting
• Summary Table of SLAA Actions
• Questions?
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Presentation Notes
The goal of this webinar is to provide an orientation to the grant award guidance we sent out on February 12, 2014. We’ll cover one piece of that guidance in depth today – the acknowledgment of IMLS – along with some communications opportunities through IMLS social media.  



Acknowledging IMLS

• It is required
• Grantee Communication Kit: 

http://www.imls.gov/recipients/grantee.aspx

Presenter
Presentation Notes
Acknowledging IMLS is required of the State Library Administrative Agencies and their subgrantees for any projects that use IMLS funds.  There are logos, tag lines, and guidelines in the Grantee Communication Kit, and we ask that you please share this link with your grantees. 



Minimum Acknowledgment

• Required: “Institute of Museum and Library Services”

• Consider: “federal” funds

• Optional: “LSTA” or state library references

excerpt
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Presentation Notes
At a minimum, we’d like to see a reference to the “Institute of Museum and Library Services,” whether through a logo or text.  It’s also helpful to specify that the funds are from a federal source.  In the past, the example tag line in the grant award guidance made reference to the Library Services and Technology Act, but that makes for a very long credit line, especially for those who also reference the state library (as in the example on the screen).  Ultimately, we just want to see “Institute of Museum and Library Services” referenced somewhere.  In addition to being a requirement, it helps us keep track of your good work in the field.  When we run searches on news sources and web-based materials, it will ensure that your projects come to our attention, and that we, in turn, have the opportunity to highlight  them in materials for stakeholders.  You can also send press coverage directly to your program officer when appropriate.



Example – statewide project

Footer of every Michigan eLibrary page
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Presentation Notes
In addition to news coverage, remember that an IMLS reference should be included on any grant-related products themselves.  This includes websites, brochures, posters and a range of other materials.  When program officers make site visits to the states, the lack of IMLS acknowledgement is one of the issues they report with some frequency.  So we’re including examples here from a couple of Grants to States projects that included acknowledgement.  The example on this page is from the Michigan eLibrary, which includes in its footer both an IMLS logo and a tagline.



Example – statewide project

Back of Wisconsin brochure
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This brochure from Wisconsin includes the acknowledgment, “This project is made possible by a grant from the U.S. Institute of Museum and Library Services.”



Example – subgrantee project

Mississippi YouTube video with text
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Here’s a subgrant example. It is a YouTube video with a project description and IMLS acknowledgment.  



Example – subgrantee project

California flickr photostream text (and tags!)
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This California subgrantee added similar text to their flickr photostream, and even created tags such as “U.S. Institute of Museum and Library Services” and “LSTA.”



State Library Acknowledgement

• Avoid: “This event is funded by the [state 
library] under the Library Services and 
Technology Act (LSTA) through the Institute of 
Museum and Library Services.”

• Preferred: “This event is supported by the 
[state library] with federal funds from the 
Institute of Museum and Library Services”

Presenter
Presentation Notes
Those of you who run subgrant programs may incorporate a state library acknowledgment in addition to the IMLS acknowledgement in your guidance to subgrantees.  On this slide are two example tag lines for that kind of scenario.  The version on top should be avoided, because to the casual reader, it sounds more like state funding.  The example on the bottom is more clear and concise.



Your Social Media and IMLS

• Twitter: @US_IMLS
• Facebook: www.facebook.com/USIMLS

Presenter
Presentation Notes
If you promote grant-funded projects through social media, please be sure to tag IMLS.  Our Twitter handle is @US_IMLS, and our Facebook page is USIMLS.  Here are two acknowledgement examples that made it into our feed because they tagged IMLS.



How IMLS Features Your Projects

• Primary Source
• Project Profile
• UpNext blog

• First person narratives
• 300-500 words
• Include pictures
• (contact your program officer with ideas)
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In addition to Facebook and Twitter, we have several other channels to feature your projects.  We encourage you to subscribe to our monthly electronic newsletter, Primary Source, which you can sign up for online.  It includes a new Project Profile each month, which is drawn from the range of IMLS grants.  We include several from your Grants to States each year.   The IMLS UpNext blog is another way to showcase exemplary grant projects, though it can be a more labor intensive undertaking on your part.  We generally look for first-person narratives of 300 to 500 words accompanied by pictures.  We’re currently running a blog series based on your state library interviews with program officers last year, but if you have specific projects you’d like to showcase on our blog, contact your program officer with ideas.  



State Profiles on IMLS Website

Including all 50 States, D.C. and U.S. Territories
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We are excited to tell you about our newest addition to the State program pages of the IMLS website.  We have posted state program profiles for each of the fifty states; Washington, D.C.; and the five U.S. Territories.  Each page features the state librarian, his or her photo and contact information, and a snapshot of the state library’s federal funding and funding priorities as outlined in the state’s five-year plan.We will be sharing this new resource with various library stakeholders, at library conferences, meetings, with library trade writers and bloggers, and we hope you will find your state’s page useful.



FY 2014 Allotment

• $154,848,000 total ($4,848,000 increase)
• How calculated:

• Minimum base ($680,000 states, DC and PR/ 
$60,000 other U.S. territories)

• Additional amount based on population
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Now we’ll turn to the grant guidance portion of the webinar.  The extranet site is where the Grants to States program manual exists for your reference. FY 2014 saw an overall increase of close to 5 million dollars for the Grants to States Program.  The award you received in February was calculated using the minimum base, which is $680,000 for states, District of Columbia and Puerto Rico, and $60,000 for other U.S. territories, plus an additional amount based on population.



Grant Award Notification

State of Alabama; Alabama 
Public Library Service
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The next several slides highlight a few pieces of the official grant award notification.  We issued your award to the institutional name that matched your listing in the System for Award Management, or SAM.gov.  For example, State of Alabama; Alabama Public Library Service.



Grant Award Notification
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The grant period on the award document runs from the beginning of October 2013 to the end of September 2015.  We’ll talk more about this timeline in just a few slides.



Grant Award Notification
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Presentation Notes
Your grant award number begins with the letters “LS”.  It is specific to your state and to the federal Fiscal Year 2014.  All your correspondence and documents related to the award should include this number.  



Grant Award Notification
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The Catalog of Federal Domestic Assistance, or CFDA number for the Grants to States program, is on the very bottom.  



FY 2014 Award Timeline

Project activities/funds obligated
all 

funds 
drawn 
down

FY 2014 FY 2015

Se
pt

. 3
0,

 2
01

5

O
ct

. 1
, 2

01
3

O
ct

. 1
, 2

01
4

De
c.

 3
0,

 2
01

5

Presenter
Presentation Notes
For the 2014 allotment, activities must occur between October 1, 2013 and September 30, 2015.  You then have 90 days to liquidate the funds, which will take you to December 30, 2015.



Award Timeline Resources

• See calendar and allotment lifecycle
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Since you receive a new grant award each year and each award period is two years long, there can be confusion when tracking expenses to the appropriate allotment. There are two resources on Grants to States extranet site that can help: the 2014 Grant Cycle Calendar pictured on this slide, and the Life Cycle of Allotment, which provides a short narrative explanation of the two-year cycle.



How to Request Funds

• Send to grantsadmin@imls.gov
• Request for Advance or Reimbursement SF-270 

(II. E. 1.2)

ACH
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Funds can be requested by your state’s drawdown contacts, who should sign the Request for Advance or Reimbursement form (SF-270), which then goes to the IMLS Grants Administration Office as a PDF copy via email.  You may request funds as frequently as needed. Grants Administration will acknowledge receipt of the SF-270 only if requested.  It may take up to 10 working days for the payment to be deposited in the account listed in your SAM.gov profile.  As noted in this year’s grant guidance document, ACH Payment Enrollment Forms are no longer being used to track account information. If you change your account, you must revise your information in SAM.gov. 



What Can We Purchase?

• Consistent with award (20 U.S.C. Subchapter 
II, 45 CFR Part 1183)

• Consistent with approved LSTA Five Year Plan
• Allowable under Cost Principles 2 CFR 225, 2 

CFR 220, 2 CFR 230
• Equipment purchase of $5,000 or more per 

unit requires prior approval from Program 
Officer (45 CFR Part 1183.32)
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Funds may only be spent on goods and services that support your Five Year Plan, meet the legislative priorities, and are allowable under the cost principles.  If you are purchasing equipment with a unit cost of $5,000 or more, send an email to your program officer that describes what you are purchasing and the relevant goal from your Five Year Plan.  For questions about equipment disposal, contact your program officer.  As stated in LSTA statute, funds may not be used for construction or renovations. 



Allowable Costs Resources

• Tip Sheet for Allowable Costs 
• Advertising, PR, and Promotional Materials
• Fundraising and Proposal Writing
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The Tip Sheet for Allowable Costs and additional information on advertising, public relations, and fundraising is on the Grants to States extranet site.  



Paying SLAA Staff with Grant 
Funds

• Staff may be paid based on the percentage of 
their involvement in LSTA activities

• Document personnel costs
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If you pay SLAA staff with LSTA grant funds, make sure they are paid in proportion to their LSTA  related work.  This must be documented, including staffing costs used for match and maintenance of effort. Remember: the maximum that can be spent on LSTA administration is 4%.  



Required Forms

• 2014 Assurances and Information Update
• Additional forms if change in Chief/Authorized 

Certifying Official (exception: interim chief)
• 2014 = streamlining of forms
• PDF versions acceptable
• Send all forms to program officer
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If your authorized certifying official hasn’t already signed the 2014 Program Assurances that were attached to the February 12th email, you’ll need to return them to your program officer right away.  We also require a new Information Update from each state on an annual basis. If your authorized certifying official changes, there are some additional certifications and assurances to return to IMLS.  However, this applies to permanent staff only; interim chiefs do not have to send these additional forms.  Some of the certifications were streamlined this year – we’ve bundled language from the former Debarment certification with the 2014 Program Assurances, and we are no longer required to collect FFATA forms.  Please note that submission of PDF copies are acceptable – you do not have to send them in the mail.  



Five-Year Plan Revisions

• Only a change in goal(s) is considered 
substantive

• Need IMLS approval before implementing 
substantive changes

• Send request by April 1, 2014 to Program 
Officer for changes to be effective after 
October 1, 2014
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Your Five Year Plan is your grant application.  If you are planning on making any changes to your goals in the Five Year Plan, you must notify IMLS by April 1.  If approved, we will notify you in writing and the changes will take effect October 1.  As a reminder, you cannot implement these changes until October 1.



Subgrantee Certifications

• Civil rights/nondiscrimination
• Debarment and suspension
• Lobbying
• Internet safety certification
• Trafficking in persons

Federal

SLAA

Subgrantee
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For those of you that award subgrants, it is important to note that all of the certifications and assurances that apply to the state library agency also apply to subgrantees, with the exception of drug-free workplace. Recipients of subgrants must certify that they are compliant with these statutes and regulations. 



Records

• Treat the whole plan as a single application
• Five-Year Plan 2008-12 keep until 2016/2017*
• Five-Year Plan 2013-17 keep until 2021*
• See Records Retention document

Presenter
Presentation Notes
You are required to keep all pertinent records for all projects related to your LSTA plan, such as invoices, payroll, and time and attendance records.  Even though you receive the grant funds in annual awards, the whole five-year plan is to be considered as a package for records retention.  For example, the final narrative and financial reports for the 2008-12 plan were due December 2013 (with the exception of the pilot states, whose 2012 narratives are due in the coming months), and therefore you must keep all records related to that 5-year plan through December 2016 or spring 2017. The asterisk indicates that there are exceptions that may extend the retention period: if you are being audited, for example. For the current five-year plan, your final report will be submitted in 2018, so all pertinent records must be retained through 2021.  Be sure your records officer is aware of this requirement, and share this information with your finance office and other staff as appropriate.



Reporting: SAM.gov

• Formerly CCR website
• Your registration must be active to receive an 

award
• Must update at least annually

Presenter
Presentation Notes
Now we’ll talk about a couple of online reporting systems. The first is the System for Award Management or SAM.gov. You cannot receive a grant award unless your State Library Administrative Agency’s registration status is active in this system. It’s important to review your registration at least annually. Your finance office may manage your agency’s registration in SAM, just make sure someone is keeping this up-to-date.  SAM is also where you can search the Excluded Parties List System to make sure you are in compliance with the debarment and suspension certification.



Reporting: fsrs.gov

• SLAAs must report subawards ≥ $25,000 
• Report in fsrs.gov by the end of the month 

following the month you gave the award
• e.g. gave award in March; report in fsrs.gov by end 

of April

• FFATA and SAM Guidance
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Even though we’ve dispensed with the FFATA form, you are still required to comply with the Federal Funding Accountability and Transparency Act.  It requires that primary recipients of federal funds (in this case State Library Administrative Agencies) report subawards of $25,000 or more. Fsrs.gov, the FFATA subaward reporting system, is where you enter information about any subawards of $25,000 or more. IMLS staff are monitoring this site to track your reporting.  After you submit this information it is viewable by the public on USAspending.gov. If you encounter any problems using this site that cannot be resolved through the help desk, please let your program officer know.  Please also note the FFATA and SAM Guidance, which also covers the reporting of executive compensation.  To date this hasn’t applied to any State Library Administrative Agency, but you should be familiar with the reporting requirements.



Reporting: Quarterly and Final

• Quarterly Grant Accrual Report Guidance
• Closing out the Grant Cycle 
• State Program Report and Financial Status 

Report
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The quarterly grant accrual report is another reporting requirement. This report is submitted to IMLS by email and there is guidance and a worksheet available on the Grants to States extranet site. Also, to close out your award, each year you must complete the online State Program Report and submit a signed Financial Status Report.



Contact Information

• Michele Farrell, Senior Program Officer
• mfarrell@imls.gov; 202-653-4656

• James Lonergan, Senior Program Officer
• jlonergan@imls.gov; 202-653-4653

• Timothy Owens, Senior Program Officer
• towens@imls.gov; 202-653-4776

• Giuliana Bullard, Office of Communications 
and Government Affairs
• gbullard@imls.gov; 202-653-4799
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Remember that your Program Officer is available as a resource for questions at any time.  Giuliana in the communications office can also answer questions you may have about acknowledging IMLS.
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