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Organizations that receive IMLS grants or cooperative agreements are subject to
these General Terms and Conditions for IMLS Discretionary Awards (General Terms
and Conditions). The General Terms and Conditions are based on the administrative
requirements of 2 CFR Part 215, (Uniform Administrative Requirements for Grants
and Agreements with Institutions of Higher Education, Hospitals, and Other Non-
Profit Organizations); 45 CFR Part 1180 (IMLS grants regulations); 45 CFR Part
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debarment and suspension, and drug-free workplace) Organizations that receive
grants that are subject to these General Terms and Conditions must be familiar with
these regulations and comply with the relevant requirements and with other laws that
may be applicable.
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Glossary of Terms

Authorized Representative/Authorized Organization Representative/Certified
Authorizing Official - An official of the institution with the authority, in accordance
with applicable law and requirements, to apply for federal support and/or enter into
agreements and/or sign grant-related documents.

Cash Contributions - The grantee’s cash outlay for budgeted project activities, including
the outlay of money contributed to the grantee by third parties.

Central Contractor Registration (CCR) - See “System for Award Management.”

Cost Sharing - The portion of the costs of a project not charged to IMLS funds. This
would include cash contributions (as defined above), the value of grantee contributions of
property and services (valued in accordance with the applicable cost principles), and the
value of third-party in-kind contributions.

Data Universal Numbering System (D-U-N-S®) Number - The nine-digit number
established and assigned by Dun and Bradstreet, Inc. (D&B) to give business entities a
unique designation. A D-U-N-S® Number may be obtained from D&B by telephone or
the Internet (currently at http://fedgov.dnb.com/webform).

Debarment - An action taken by an agency to exclude an organization from participating
in Federal grants and contracts. (IMLS debarment and suspension regulations are found
at 2 CFR Part 3185 and 2 CFR Part 180).

Equipment - Tangible non-expendable personal property having a useful life of more
than one year and an acquisition cost of $5,000 or more per unit.

FFATA - The Federal Funding Accountability and Transparency Act, as amended
(currently at www.fsrs.gov).

Grant - A legal instrument of financial assistance between IMLS and a recipient to enter
into a relationship that enables the recipient to carry out a public purpose.

Grant Period - The span of time designated in the grant award notification or an
amendment, during which you, as the grantee, have the authority to obligate grant funds
and undertake project activities.

Grantee - The organization to which a grant is awarded and which is accountable for the
use of the funds provided.

Indian tribe - “Indian tribe” means any tribe, band, nation, or other organized group or

community, including any Alaska native village, regional corporation, or village
corporation (as defined in, or established pursuant to, the Alaska Native Claims



Settlement Act (43 U.S.C. 1601 et. seq.)), which is recognized by the Secretary of the
Interior as eligible for the special programs and services provided by the Unites States to
Indians because of their status as Indians.

In-Kind Contributions - The value of non-cash contributions provided by non-Federal
third parties. In-kind contributions may be in the form of real property, equipment,
supplies and other expendable property, and the value of goods and services directly
benefiting and specifically identifiable to the project.

Intangible Property - Property that includes, but is not limited to, trademarks,
copyrights, patents and patent applications.

Obligation - The amount of orders placed, contracts awarded, goods and services
received, and similar transactions during the grant period that will require payment
during the same or future period.

Program Officer - The IMLS program staff member designated in the cover letter of the
official grant award package as the person responsible for the oversight of the grant.

Program Income - Gross income earned by a grantee that is directly earned as a result of
the grant. It includes but is not limited to income from fees for services performed and
from the sale of items created under a grant, usage or rental fees for equipment or
property acquired under a grant, and license fees and royalties from patents and
copyrights.

Project Funds - Both the federal and non-federal funds that are used to cover the cost of
budgeted project activities.

Simplified Acquisition Threshold - This term replaces “small purchase threshold,” and
the threshold is currently set at $150,000 [2 CFR 2.101]. (See “Contract Provisions” in
the Appendix to these General Terms and Conditions.)

State - Each of the 50 States of the United States, the District of Columbia, the
Commonwealth of Puerto Rico, the U.S. Virgin Islands, Guam, American Samoa, the
Commonwealth of the Northern Mariana Islands, the Republic of the Marshall Islands,
the Federated States of Micronesia, and the Republic of Palau.

Subgrant - An award of financial assistance in the form of money or property, made
under a grant by a grantee to an eligible sub-recipient or by a sub-recipient to a lower-tier
sub-recipient. The term does not include the procurement of goods and services.
Discretionary program grantees of the Office of Museum Services (OMS) and the
Office of Library Services (OLS) do not have the authority to make subgrants (re-
grant) with funds they have received from IMLS (45 C.F.R. §1180.55).

Supplies - All personal property, excluding equipment and intangible property as defined
in this glossary.



Suspension of an organization - An action taken by an agency that immediately
prohibits an organization from participating in Federal grants and contracts for a
temporary period, pending completion of an agency investigation and any judicial or
administrative proceedings. (IMLS debarment and suspension regulations are found at 2
CFR Part 3185 and 2 CFR Part 180).

Suspension of a grant - The temporary withdrawal of federal sponsorship. This includes
the withdrawal of authority to incur expenditures against grant funds, pending corrective
action or a decision to terminate the grant.

System for Award Management (SAM) - The federal repository into which an entity
must provide information required in order to conduct business as a recipient. This
information was previously collected at the Central Contractor Registration (CCR)
repository. Additional information about registration procedures may be found at the
SAM Internet site (currently at https://www.sam.gov).

Termination - Cancellation of federal sponsorship of a project, including the withdrawal
of authority to incur expenditures against previously awarded grant funds prior to the
planned end of the grant period.



1. What do these General Terms and Conditions apply to?

These General Terms and Conditions apply to grants that IMLS issues to private nonprofit
organizations; institutions of higher education; and state, local, and federally recognized Indian
tribal governments (unless we designate in the grant award that a different set of IMLS General
Terms and Conditions apply). The IMLS Library Grants to States Program has a separate set of
award terms and conditions.

2. What are my responsibilities when accepting a grant?

In accepting an award, you assume the legal, financial, administrative, and programmatic
responsibility for administering the award in accordance with these General Terms and
Conditions and must comply with applicable laws, statutes, regulations, executive orders, OMB
Circulars, and the terms of the award. You must also comply with the specific Assurances and
Certifications that are part of a grant application.

While these General Terms and Conditions highlight those laws and requirements that apply
most frequently to recipients of IMLS awards, you are responsible for following all applicable
requirements of all other federal laws, executive orders, regulations, and policies governing this
program, whether or not they are listed herein. Failure to comply could result in suspension or
termination of the award, IMLS recovery of award funds, suspension/debarment of your
organization, and/or other actions.

For reference, laws and requirements that relate specifically to IMLS grants include but are not
limited to:

IMLS’s authorization statute (20 U.S.C. §9101 et seq.)

IMLS’s African American grant program statute (20 U.S.C. 880r-5)
IMLS regulations (45 CFR Chapter XI and 2 CFR Chapter XXXI)
IMLS appropriations laws

You assume responsibility for the conduct of project activities under an IMLS award, for
adherence to the award conditions, for submitting financial and performance reports, and for
informing IMLS during the course of the award of any significant programmatic, administrative,
or financial problems that have arisen, including allegations of research misconduct. Forms, form
instruction, and other guidance for successfully managing an IMLS discretionary grant are
available on the IMLS website. You must also maintain documentation, which is subject to audit,
of all activities and expenditures affecting the award.

3. What are these Terms and Conditions based on?

These General Terms and Conditions are based on the administrative requirements of 2 CFR Part
215; 45 CFR Part 1180; 45 CFR Part 1183; 2 CFR Chapter XXXI. The above regulations apply
to the majority of IMLS discretionary awards. Organizations that receive IMLS grants or



cooperative agreements that are subject to these General Terms and Conditions must be familiar
with these regulations and any other applicable laws and follow the relevant requirements.

4. Do | have to be registered in the System for Award Management
(SAM)?

Grant payments cannot be made to organizations that do not hold current System for Award
Management (www.SAM.gov) registrations.

You must maintain your registration in SAM until you submit the final financial report required
under this award or receive the final payment, whichever is later. This requires that you review
and update the information at least annually after the initial registration, more frequently if
required by changes in your information or by other guidance.

5. Do | have to comply with the Federal Funding Accountability and
Transparency Act (FFATA)?

You must comply with the Federal Funding Accountability and Transparency Act (as
implemented in 2 CFR Part 170) and report total compensation for each of your five most highly
compensated executives for the preceding completed fiscal year, if the following criteria are
true for your organization —
e More than 80 percent of annual gross revenues are from the federal government, and
those revenues are greater than $25M annually; and
e Compensation information is not already available through reporting to the Securities and
Exchange Commission (SEC).

6. What determines allowable costs for IMLS-funded work?

Allowable costs and cost allocation methods for work performed under an IMLS grant must be
determined in accordance with the applicable federal cost principles and the terms and conditions
of the grant award.

The following circulars set forth the federal cost principles that apply to the various types of
IMLS grantees:

« 2 CFR Part 220 - Cost Principles for Educational Institutions (formerly OMB Circular A-
21);

« 2 CFR Part 230 - Cost Principles for Non-Profit Organizations (formerly OMB Circular
A-122);

« 2 CFR Part 225 - Cost Principles for State, Local, and Indian Tribal Governments
(formerly OMB Circular A-87).

Copies of the cost principles may be obtained from www.omb.gov.


http://www.sam.gov/
http://www.omb.gov/

7. Are extensions of the grant period allowed?

If you determine toward the end of a grant period that additional time is required to complete the
original scope of the project with the funds already made available, an Authorized
Representative/Authorized Organization Representative/Certified Authorizing Official of your
institution may submit a request to the appropriate IMLS program officer to extend the grant for
up to a year.

Extension requests must be made at least 30 calendar days prior to the original grant ending date
and explain in detail the reason for the request. Extensions are not automatic and some IMLS
programs do not allow extensions. We will inform you in writing as to whether an extension
request has been granted. We do not typically extend a grant more than once.

8. Are changes in project scope allowed?

Any project that is carried out under a grant must be consistent with the scope of the approved
proposal. The scope of a project encompasses the purpose for which the grant is undertaken, the
subject matter, the treatment of the subject matter, the historical time frame of the project, the
volume of material that will be studied/treated, and the products that are expected to result from
grant activities. No changes may be made in the scope of a project without written approval from
IMLS.

All requests for a change in the scope of a grant must be signed by an Authorized
Representative/Authorized Organization Representative/Certified Authorizing Official and
submitted to the appropriate IMLS program officer.

9. Are changes in key project personnel allowed?

The replacement of the project director or the co-director or other personnel specifically
identified in the grant award notification, or a substantial reduction in the level of their effort
(e.g., their unanticipated absence for more than three months, or a 25 percent reduction in the
time devoted to the project), requires prior written approval from IMLS. When it is specifically
required as a condition of a grant, written approval will also be needed for the replacement or the
substantial reduction in the level of effort of other personnel whose work we deem critical to the
project’s successful completion.

All requests for approval of changes in key project personnel must be signed by an Authorized

Representative/Authorized Organization Representative/Certified Authorizing Official and
include evidence of the qualifications for replacement personnel.

10. How do | make changes to the project budget?

The project budget is the schedule of anticipated project expenditures that is approved by IMLS
for carrying out the purposes of the grant. When you or a non-Federal third party supports a



portion of the project costs, the project budget includes that portion as well as the IMLS share of
project expenses.

You must obtain prior written approval from the IMLS program officer whenever a budget
change is necessary because of:

a. achange in the scope or objectives of the project (see Article 8);

b. the transfer to a third party (by contracting, or other means) of any work under a grant;*

c. the addition of costs that are specifically disallowed by the terms and conditions of the
grant award or for which the applicable cost principles require prior approval, e.g., the
purchase of equipment, participant support costs, foreign travel;

d. the transfer of funds among direct costs categories, or, if applicable, among separately
budgeted programs, projects, functions or activities, when the federal share of project
costs exceeds $100,000 and the cumulative amount transferred exceeds 10 percent of the
total current approved project budget (IMLS funds plus cost share); or

e. the transfer of funds from stipends or training allowances to other budget categories.

All requests for budget revisions must be dated and signed by an Authorized
Representative/Authorized Organization Representative/Certified Authorizing Official and
submitted to the IMLS program officer.

Within 30 calendar days of receiving the request for budget revision, we will review the request
and notify you whether or not it has been approved. If the budget revision is still under
consideration at the end of 30 calendar days, we will inform you in writing of the date by which
you may expect a decision.

11. What are the cost-sharing requirements?

You are required to share in project expenses at the level indicated in the approved project
budget. You must also maintain auditable records of all project costs whether they are charged
to grant funds or supported by cost-sharing contributions. Any proposed change in level of cost
share must be submitted to IMLS for approval.

All cash and in-kind contributions to a project that you or a non-federal third party provide are
acceptable as your cost share when such contributions are

e verifiable from your records;

e not included as contributions for any other federally assisted program;

e necessary and reasonable for the proper and efficient accomplishment of project
objectives;

e types of charges considered allowable under the applicable cost principles;

e used to support activities that are included in the approved project work plan; and

e incurred during the grant period.

L IMLS approval is not required for third-party transfers that were described in the approved project plan, or for the
purchase of supplies, materials, or general support services.



Contributions, such as property, space, or services that you provide for a project must be valued
in accordance with the applicable federal cost principles.

When your cost sharing includes non-federal third-party in-kind contributions, the basis for
determining the value of volunteer services and donated property or space must be documented
and must conform to the applicable federal cost principles.

Unless otherwise approved by IMLS, the following items are not eligible as cost share:

 other federal funds, including IMLS funds. This includes federal funds that have been
subgranted or disbursed to you from another grantor;

» resources that have been used as cost share for another IMLS award or other federal
program;

 contributions or gifts transferred to your organization that are restricted and cannot be
used to support the project;

+ gifts (testamentary or otherwise) that are not available to your organization during the
project period.

12. What is the process for receiving payment from IMLS?

Grant payments cannot be made to organizations that do not hold current System for Award
Managment registrations (SAM.gov). You must maintain the currency of your information in
SAM from the time of application until submission of the final financial report required under an
award or receipt of the final payment, whichever is later. Generally, you must renew SAM
registration annually.

You will request payments with form SF270, Request for Advance or Reimbursement, which
you can find on the IMLS website at http://www.imls.gov/recipients/administration.aspx and e-
mail it in PDF format to IMLS Grants Administration at grantsadmin@imls.gov.

If you do not have the capability to email PDF documents, forms may be mailed to
Institute of Museum and Library Services
Attn. Grants Administration
955 L'Enfant Plaza North, SW, Suite 4000
Washington, DC 20024-2135

If your SF270 form is incomplete or inaccurate, your payment will be delayed.

The SF270 must be signed by an Authorized Representative/Authorized Organization
Representative/Certified Authorizing Official of your institution.

You may submit a payment request whenever grant funds are needed. Emailed payment requests
are normally processed within ten business days. Mailed payment requests will take longer.



To avoid possible delays in processing a payment request, you should explain unusually high
payment requests when they are submitted to IMLS.

Advance Payment

Unless otherwise stated in the special terms and conditions of the grant award notification (or
subsequent action), you are authorized to be paid on an advance basis through electronic funds
transfer, provided that the following conditions exist:

1. Funds for the project period have been obligated in the form of a signed grant
award notification;
2. You maintain or demonstrate the willingness to maintain written procedures that

will minimize the time elapsing between the transfer of funds to you from the
U.S. Treasury and your disbursement of such funds;

3. Your financial management system meets the standards for fund control and
accountability prescribed in 2 CFR Part 215 (formerly OMB Circular A-110) or
45 CFR § 1183.20; and

4. Your SAM.gov registration is current and active.

Requests for advance payment must be limited to your immediate cash needs. Advance payments
must be fully disbursed (example: checks written, signed, and issued to the payees) within 30
days of the date you receive the advance funds from the U.S. Treasury. Advance payment
requests for must be submitted no earlier than 15 business days prior to the beginning of the
period for which the funds are requested.

Frequency of Requests

You may submit a payment request whenever grant funds are needed. Requests for advance
payment must be submitted no earlier than 15 business days prior to the beginning of the period
for which the funds are requested. Grantees that email payment requests to IMLS can normally
expect payment via electronic transfer within ten business days. Mailed payment requests will
take longer to process.

Limitations on Advance Payments

Requests for advance payment must be limited to immediate cash needs. Federal funds advanced
to the recipient must be fully disbursed (example: checks written, signed, and issued to the
payees) within 30- days of the date you receive the advance funds from IMLS. To avoid possible
delays in processing a payment request, you should explain unusually high payment requests
when they are submitted to IMLS.

Reporting on Advance Payments

You are required to report on the status of funds received from IMLS within 30 days of receiving
an advance, using either Section 11 or Section 12 of the SF270 form. This form must be
submitted for reporting, even if no additional funds are being requested. The next request for
payment will not be approved until the outstanding advance has been fully liquidated by the
recipient.




You must maintain advances of federal funds in interest-bearing bank accounts unless you
receive less than $120,000 per year in advanced grant funds or the most reasonably available
interest-bearing account would not earn more than $100 (State, Local and Indian Tribal
Governments) or $250 (Institutions of Higher Education, Hospitals, and Other Non-Profit
Organizations) per year on the federal cash balance, or would entail bank services charges in
excess of the interest earned. (You are encouraged to use women-owned and minority-owned
banks - banks that are owned at least 50 percent by women or minority group members).

Interest in excess of $250 annually that is earned on advanced payments must be remitted
annually to IMLS. You must mail a check identified as interest earned on advances of IMLS
funds to:

Institute of Museum and Library Services

Attn. Grants Administration

955 L'Enfant Plaza, North, SW, Suite 4000

Washington, DC 20024-2135

13. What are the reporting requirements?

You are responsible for submitting interim and final performance and financial reports. A final
performance report and a final financial report must be submitted to IMLS Grants
Administration within 90 calendar days after the completion date of the grant period. The grant
award notification includes a schedule of interim and final report due dates. If a grant is
extended, IMLS will email a revised reporting schedule.

Interim and final report forms and instructions are available on the IMLS website:
http://www.imls.gov/recipients/administration.shtm. Failure to submit reports on a timely basis
may result in delayed payments and the suspension of action on pending applications from the
grantee organization.

Interim and final reports (reports of 20MB or less) should be emailed in PDF format to
imlsreporting@imls.gov. The grant number must be referenced in the ‘Subject’ of the email. If
you do not have the capability to email PDF documents, the reports may be mailed to:

Institute of Museum and Library Services

Attn. Grants Administration

955 L'Enfant Plaza, North, SW, Suite 4000

Washington, DC 20024-2135

Reports that exceed 20MB must be mailed.

When a signed report is emailed to IMLS, you are required to retain the original report in
accordance with the standards set forth in Article 16 (Record Retention) of these General Terms
and Conditions.


http://www.imls.gov/recipients/administration.shtm
mailto:imlsreporting@imls.gov

14. What are the requirements for my organization’s financial
management system?

Your organization’s financial management system must meet the applicable federal requirements
(for example, 45 CFR § 1180.53 and 45 CFR §1183.20), consistent with the following standards.

Accounting System

You must have an accounting system that provides accurate, current, and complete disclosure of
all financial transactions related to each federally sponsored project. Accounting records must
contain information pertaining to federal awards, authorizations, obligations, unobligated
balances, assets, outlays, income, and interest. These records must be maintained on a current
basis and balanced at least quarterly.

Cash contributions to the project from third parties must be accounted for in the general ledger
with other grant funds. Third party in-kind (non-cash) contributions are not required to be
recorded in the general ledger, but must be under accounting control, possibly through the use of
a memorandum ledger.

Source Documentation

Accounting records must be supported by such source documentation as canceled checks, bank
statements, invoices, paid bills, donor letters, time and attendance records, activity reports, travel
reports, and contractual and consultant agreements. All supporting documentation should be
clearly identified with the grant and general ledger accounts that are to be charged or credited.

The documentation required for salary charges to grants is prescribed by the cost principles
applicable to your organization, for example:

e 2 CFR, Part 220 (Cost Principles for Educational Institutions)
e 2 CFR, Part 230 (Cost Principles for Non-Profit Organizations),
e 2 CFR, Part 225 (Cost Principles for State, Local, and Indian Tribal Governments)

Personnel activity reports must account on an after-the-fact basis for one hundred percent of the
employee's actual time, separately indicating the time spent on the IMLS grant, other grants or
projects, vacation or sick leave, and administrative time if applicable. The reports must be signed
by the employee, approved by the appropriate official, and coincide with a pay period. These
time records should be used to record the distribution of salary costs to the appropriate accounts
no less frequently than quarterly.

Formal agreements with independent contractors, such as consultants, must include a description
of the services to be performed, the period of performance, the fee and method of payment, an
itemization of travel and other costs which are chargeable to the agreement, and the signatures of
both the contractor and an appropriate official of the your organization.

If third party in-kind (non-cash) contributions are used on a project, the valuation of these
contributions must be supported with adequate documentation.



Internal Control

Effective control and accountability must be maintained for all cash, real and personal property,
and other assets. You must adequately safeguard all such property and provide assurance that it
is used solely for authorized purposes. You must also have systems in place that ensure
compliance with the terms and conditions of each grant award.

Budget Control

Records of expenditures must be maintained for each grant project by the cost categories of the
approved budget (including indirect costs that are charged to the project), and actual
expenditures are to be compared with budgeted amounts no less frequently than quarterly. IMLS
approval is required for certain budget revisions (see Article 10).

Allowable Costs

The applicable OMB cost principles, these General Terms and Conditions, and any special
conditions of the grant award shall govern the determination of the reasonableness, allowability,
and allocability of project costs.

Cash Management

You must also have written procedures to minimize the time elapsing between the receipt and the
disbursement of grant funds to avoid having excessive federal funds on hand. Requests for
advance payment must follow the guidelines set forth in Article 12 of this document.

Grant funds may only be obligated during the grant period, and they must be distributed
no later than 90 days after the end of the grant period.

15. Do | need to get an audit of my organization’s finances?

You must obtain an audit, as required by the Single Audit Act Amendments of 1996 (31 U.S.C.
887501-7507), and comply with the requirements of OMB Circular A-133, “Audits of States,
Local Governments, and Non-Profit Organizations,” if you expend in the aggregate of $500,000
or more in federal funds on financial assistance awards or cost-reimbursement contracts in any
fiscal year ending after December 31, 2003. (Copies of A-133 may be obtained from

www.omb.gov )

16. What are the rules for retaining records after a grant is
finished?

You must meet the applicable federal requirements for record retention (for example, see 2 CFR
8215.53 and 45 CFR §1183.42), as consistent with the following standards:

You must retain financial records, supporting documentation, statistical records, and all other
records pertinent to the grant for three years from the date of submission of the final Federal
Financial Status Report Form (SF425 form). Other requirements may apply for program income
and indirect cost rate proposals, etc.


http://www.omb.gov/

If any litigation, claim, or audit is started before the end of the three year period, you must retain
the records until all litigation, claims, or audit findings involving the records have been resolved
and final action taken.

IMLS, the Comptroller General of the United States, and any of their duly authorized
representatives, have the right of access to any pertinent books, documents, papers, and records
to make audits, examinations, excerpts, transcripts, and copies. Further, any contract you
negotiate in excess of the simplified acquisition threshold for the purposes of carrying out the
grant project must include a provision to the effect that you as the grantee, IMLS, the
Comptroller General, or any of their duly authorized representatives shall have access for similar
purposes to any books, documents, papers, and records that are directly pertinent to the project
for the purpose of making audits, examinations, excerpts, and transcriptions (for example, 2 CFR
§215.48(d) or 45 CFR §1183.36(i)(10)).

17. What rules govern our procurement procedures?

You are responsible for complying with the applicable procurement standards, for example set
forth in 2 CFR Part 215 (for institutions of higher education, hospitals, and other non-profit
organizations) and 45 CFR Part 1183 (for state, local, and Indian tribal governments).

You must have standards to ensure that materials and services acquired under federal awards are
obtained in an effective manner and in compliance with the provisions of applicable federal
statutes, regulations, and executive orders.

Written procedures should include, among other things, determining economical approaches;
providing for competition; dealing with conflict of interest; efforts to use small businesses,
minority-owned firms, and women’s business enterprises; and maintaining records sufficient to
detail the procurement process.

(See Appendix A for further guidance on procurement.)

18. What are the rules for equipment and supplies?

The purchase of equipment not included in the approved project budget is allowable only if it is
specifically approved by IMLS and there is documentation to support that the purchase is
necessary and reasonable to carry out project activities.

Equipment records must be maintained that include the description of the equi