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Overview

 Purpose of visit
 Pre-visit
 Site visit
 Post-visit
 Questions

Presenter
Presentation Notes
Within the Grants to States 5-year cycle we will visit every state, so even if you’re not among the states with 2014 site visits, this webinar should provide you with some useful information.  We’ll cover the purpose of the site visit and what to expect before your program officer visits, when your program officer is onsite, and what happens after the visit.  There will be time for questions at the end.  



Michele Farrell                                     Omaha Public Library, NE     

Staff Intro

Presenter
Presentation Notes
In this webinar we included a picture of each program officer, for those who haven’t met us yet, and a picture of what we see on a typical site visit.  This is a picture of the Peek-A-Book kiosk purchased with our funds.  Seeing this item is part of monitoring.



Purpose of visit

 Monitoring/technical assistance
 Visit LSTA-funded projects
 Identify best practices

Presenter
Presentation Notes
Monitoring involves assessing the program administration, including programs and business management.  We’re looking to see that you’re making progress toward the goals listed in your five year plan and spending funds properly.  So how much money are we talking about?  Well over the last five years, Wyoming, which gets one of the smallest allotments, has received over $4 million and California, which receives the highest allotment, has received over $75 million; since 2010 the entire Grants to States program has received over $796 million in federal funds.  The site visit is our opportunity to visit Grants to States-funded projects and highlight what you’re doing well.  



Site visit

 Generally 2-3 days
 Meetings with key personnel
 Discussing checklist items 
 Field visits

Presenter
Presentation Notes
Usually, the site visit includes one day onsite at your state agency and two days on the road, though it can vary depending on whether or not you issue subgrants.  LSTA coordinators generally accompany us throughout the visit.  We’ll provide more details about the meetings with key personnel, checklist items, and field visits later in the webinar. 



Pre-visit responsibilities

IMLS LSTA Coordinator
initiates contact organizes visit logistics,    
sends preparatory materials including field visits
(letter, checklist) prepares itinerary
checks records on file reviews checklist

communicates communicates

Presenter
Presentation Notes
This slide outlines some of the major responsibilities leading up to the site visit.  Once your program officer initiates contact, the LSTA coordinator generally serves as the point person.  You are responsible for organizing visit logistics, sending us an itinerary for each day’s meetings, and preparing the site visit checklist as best you can.  We’ll send out the preparatory materials, including a letter outlining expectations for the visit as well as the checklist.  At that point you should choose field visits in consultation with us and discuss other logistics.  We’ll review your records and other materials on file here at IMLS, and we’ll continue to communicate with you throughout the lead-up period. 



Checklist

 Overview of state’s libraries and statistics
 Legal authority and compliance
 Administrative activity
 Financial activity

Presenter
Presentation Notes
The checklist is a helpful tool for preparing for site visits.  We’ll use this document to guide our conversations with you while onsite.  The checklist covers four main areas:  the general statistical information that provides a state overview; legal authority and compliance; administrative activity; and financial activity.  If you would like to provide an explanation for these areas when completing the checklist, the document includes expandable comment boxes to allow you to do so.  During the visit we’ll continue working on the checklist with you.  Please note that this isn’t a static document, and may change over time.   You can find the latest version on the Grants to States extranet site.    



James Lonergan                          Elaine I. Sprauve Public Library, St. John, VI

Staff Intro



Overview of your state

 What types of libraries and how many
 What does staffing look like
 If you give subgrants, to what types of libraries

Presenter
Presentation Notes
We’re going to cover each of the four sections of the checklist in some detail, and the first is the overview section.  It gives us a snapshot of library services in your state and helps to put them in a larger context.  This section asks about the types and number of libraries in your state, your staffing, and what types of libraries receive subgrants, if any.



Legal authority and compliance

 Statutory authority
 Assurances and certifications
 Other federal requirements

Presenter
Presentation Notes
The second general area of the checklist covers legal authority and compliance.  Please note that the latest version of the checklist reflects the recent consolidation of the debarment and program assurances and elimination of the FFATA form.  The state library administrative agency has statutory authority, and we’ll ask for the citation that designates it as such.  We may ask to see copies of IMLS assurances and certifications, such as non-construction and program assurances for the most recent grant award.  We’ll ask how you’re ensuring compliance and whether you have any questions about the assurances.  The checklist also covers other federal requirements such as Civil Rights and Limited English Proficiency.  We’ll be looking for written procedures that cover these issues and will ask for examples from your agency’s manual and other sources.  



Administrative activity

 Written policies and procedures
 Training of staff 
 Records retention
 Complaint procedures
 Advisory council
 Completeness of grant 

files

Presenter
Presentation Notes
The third general area of the checklist covers administrative activity.  We’ll ask to see files related to administrative activities for the Grants to States Program, as well as files for subgrantees, if any.  These would include your written policies and procedures.  We will also ask about conflict of interest policies for an advisory council or who signs off on your IMLS certifications.  



Financial activity

 4% administrative costs
 Statewide cost allocation plan (SWCAP)
 Accounting procedures to track funds
 Match requirement
 Maintenance of Effort (MOE) requirement
 Audits

Presenter
Presentation Notes
The last general area of the checklist covers financial activity.  Some examples of 4% administrative costs might include staff administering the program or state advisory councils.  The statewide cost allocation plan, or SWCAP, is a percentage that the state takes off the top; however it cannot exceed 4%.  We’ll want to discuss Match and Maintenance of Effort, or MOE, and we’ll ask to take home documentation on how you track Match, MOE, and 4% administrative costs.  Before the visit, we’ll review the Federal Audit Clearinghouse to see if there were any findings related to your IMLS funds.  There is a link to this site at the end of the presentation in case you want to review any findings yourself. Among other financial activity areas, the checklist also covers equipment purchases of $5,000 or more and property.



Documents for IMLS

 List of people we will visit and their titles 
 Names and titles of SLAA personnel - LSTA
 SLAA organizational charts
 Match and MOE documentation
 Sample policies
 Public relations examples
 Project information 

Presenter
Presentation Notes
The letter to the coordinator and the checklist include a list of documents we’ll want to review. To help us prepare, we’d like to have the list of people we’ll be visiting and their titles along with the itinerary before the visit. You can provide the other requested documents while we’re there.  Some of these we’ll review together onsite and some we will want to take with us - electronic copies are preferred, if available. Organizational charts should be current.  For projects we’ll be visiting, it’s helpful to have project applications and interim reports to review, especially for any projects that haven’t been reported yet in the SPR.



Timothy Owens                                   Hearst Free Library, Anaconda, MT

Staff Intro



Visit: SLAA meetings

 State Librarian
 LSTA Coordinator
 Financial Staff
 Library Development Staff
 Tour

Presenter
Presentation Notes
Now we’ve come to the site visit itself and since we typically have this opportunity only once in a five-year period, we want to make the most of it.  As noted earlier, we usually expect to spend a day at your agency and there are a number of key personnel that we should meet while we’re there.  We’ll want to have time with the state librarian to discuss progress on the five-year plan, we’ll talk about the financial section of the checklist with the coordinator and staff from the finance office as appropriate, and we’ll want to meet with other agency staff involved with managing or supporting your LSTA projects.  If your state has a subgrant program, we’ll discuss this with you and your finance staff as well.  This includes confirming that submissions to the FFATA Subaward Reporting System, or FSRS, are current, as well as checking on your active registration in the System for Award Management, or SAM.gov.  The state agency portion of the site visit also provides us with an opportunity to tour your facilities.



SLAA review

 Project files
 Public relations examples
 Written policies
 LSTA program procedures
 Audit statements

Presenter
Presentation Notes
While we’re onsite, we’ll review some of the documents we mentioned earlier.  We’ll ask you to show us your project files and we would expect those files to include such things as applications, invoices, and documentation to track personnel costs. We’d also like to see examples of public relations materials for your projects, which we covered in depth in our March webinar on grant award guidance – that presentation is available on the Extranet site for reference.  As a reminder, the latest communication kit for grantees is available on our website, and we’ve provided the link at the end of this presentation.



SLAA review (cont.)

 Match and MOE files
 Record retention guidelines
 Subgrant cycle information
 Written guidance for subgrantees
 Complaint files

Presenter
Presentation Notes
There are some additional materials that we’ll review onsite.  We’ll want to see supporting documentation and files on Match and Maintenance of Effort (MOE).  If you have a staff person specifically responsible for records, you might have them meet with us to discuss agency recordkeeping.  Not all agencies award subgrants, but if you do, you should include information on how certifications and assurances flow down to your subgrantees. 



Field visits

 LBPH/Talking Books Library
 Public
 School
 Academic
 Special

Presenter
Presentation Notes
In addition to meetings at the state agency, field visits are an important part of our site visit.  This is an opportunity for you to highlight projects from subgrantees or libraries that have benefitted from regional or statewide projects.  The projects can be completed or still in progress.  While it’s not a requirement that you take us to each type of library listed here, seeing a variety of institutions that benefit from your LSTA program gives us a better picture of library services in your state. 



Post-visit

 Required actions
 Suggested recommendations

Presenter
Presentation Notes
Once the site visit is over, we’ll send a letter that will highlight any recommendations and/or required actions.  We’ll also be interested to hear from you with any feedback you have about the visit. The Grants to States program is a partnership and these visits provide an important opportunity for us to strengthen our connection. We sincerely appreciate all of your efforts in preparing for and participating in these visits.



2014 site visits

WA

MO

VT

HI

KY

AL

NJ

NC

Michele Farrell

James Lonergan

Timothy Owens

MS

CO

Presenter
Presentation Notes
Here’s a look at where we’ll be traveling in the coming months:  Michele will visit Colorado, Kentucky, Vermont, and Washington. James will visit Hawaii and North Carolina. Timothy will visit Alabama, Missouri, Mississippi, and New Jersey.



Contacts and resources

 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)

 Federal Audit Clearinghouse:  
http://harvester.census.gov/sac/

 IMLS Grantee Communications Kit: 
http://www.imls.gov/recipients/grantee.aspx

Presenter
Presentation Notes
As a reminder, any time you have questions, please don’t hesitate to contact your program officer.  You can find the site visit checklist and other resources on the State Programs site, and we’ve included links for the Federal Audit Clearinghouse and our Grantee Communication Kit here as well.
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