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Native American Library Services
Applicant Webinar - Budgets

Institute of Museum and Library Services Tuesday, February 19, 2019



e Audio: You may play the audio on your computer or via phone. Call 1-888-272-8702.
When prompted, enter 2053175#.

e Recording: After the webinar, a recording will be emailed to all reviewers.

* Slides: To download these slides, click File, then Save, and select Whiteboard. Be
sure to save the slides as a .pdf!

e Questions: Type your questions in the chat box. We will hold a Q&A session at the
end of the presentation.

All participants will be muted during the presentation. If you encounter any technical
Issues, please type your question in the chat box and someone will assist you.



What Will We Cover Today?

 Native American Library Services Basic Grants
program

* Application
e Budget Form
* Reporting




Native American Library Services Basic Grants

Program Goals

Deadline

Amount and Length
Cost Share

Eligibility

Support existing library operations and maintain core library
services. Also provide funding for continuing education of
library staff or hiring of consultant to do a library assessment.
Non-competitive.

April 1, 2019

$6,000 - $10,000 (up to $3,000 for Education/Assessment
activities) - One year

Not required

Federally recognized tribes; Alaska Native villages and
corporations



Before You Apply

e Acquire a D-U-N-S® Number for your institution, if you don’t
already have one: http://fedgov.dnb.com/webform

* Register your institution with the System of Award
Management (SAM), or ensure your existing SAM
registration is active: http://www.sam.gov/

* Create a Grants.gov account for your institution, or ensure
%our existing Grants.gov account is active:
ttp://www.grants.gov/

* Read the Notice of Funding Opportunity, and download the
current versions of the application forms from it.




Notice of Funding Opportunity

All application requirements and instructions can be found in the Notice of Funding
Opportunity on our website:

NATIVE AMERICAN LIBRARY
SERVICES BASIC GRANT

FY 2019 NOTICE OF FUNDING OPPORTUNITY

Federal Awarding Agency. Irsitwte of Museumn and Libeary Senvices
Fundding Oppartunity Tithe: Mathve Armerican Library Serdoes Baesc Grant
Announcement Type: Wi:y
Funding Opportunity HLII‘I'IDIEl"( NAG-BASIC-FY19 >
W ETH—

ance (CFOA) Number:

Remember this number for Grants.gov /

Dwe Date: Submit through Grants.gov by 11:59 pum. LS, Eastern Time on
April 1, 2019,

Anticipated Date of Notification of | July 207% (Ssubject to the availability of funds and IMLS
Avwaind Decigions: discretion

Beginning Date of Period of Projects must begin on August 1, 3015
Penfonmande



https://www.imls.gov/sites/default/files/fy19-ols-nab-nofo.pdf

Table of Application

Components

= Serves as a checklist
= |dentifies document formats and naming conventions

D2a. Table of Application Components

Component Fapmat Fibe name bo use
Requined Doouments

1 it T ol Iy "t DL
Thiz Apgdicaticn for Federal Grants.govform | nfa
Qrganizational Form (SF-4245)
[MLS Program Information Sheet | IMLS PDF form Programinfo.pdd
Library Services Plam Marrative POF docusmeent Blan pdt
(three pages ma)
IMALS Busdigiet Fonmy IMLS POF foemne. | Budiget.pdf

Conitionally Hequired Doosments

Hitad P Form IMLS POF Digitatproduct.pdf

doturnan




Application Components

* Application Cover Form (SF-4245S)
 IMLS Program Information Sheet

e Library Services Plan
 [MLS Budget Form
 Digital Product Form, if applicable

All documents must be saved and submitted in PDF
format!




Library Services Plan

 No more than 3 single-spaced pages

e Address the questions in the same order in which they are listed below:
 What are you focusing on during the year?
e Why is it important?
 How will you carry out your plan successfully?
e What re do vou anticipate?

* [nclude a budget summary

* Describe, separately, education/assessment activities or travel, if
applicable

e Must be PDF format!




IMLS Budget Form

IMLS BUDGET FORM

Th e fe [84 80 DO YY)

i LEgsd nier (58 Mo DF4045)
b Requarsted Gramt Pesiod Frome [ R DOM YY)
[: Wt i rewised Dadget. indicabe appiicathonprant naenber

1. Salaries and Wages

- prn e | a1 | o 3 LTIk Trtal
e Grant Fund | Lol Shaie G st Faind Cioal Shad e Gt Fuinid Codl Shdia Gt Funid Coafl Shade | Grasd Total
|
Wear 3 Coat Share Salanes Wages Rew 12}
Subtotal [ | [
2. Frirge Banafits
Yiear i Fear Yiear 3 Tortal
Peatie aavid B 1 .
. e Gwant Fund Lot Shaare Car anl Funad Coad Shaae Grdnt Fumad ol Shure Cara! Fumd Coal Shure Caraed Total
Subdotal

R 5D LT OS]




IMLS Budget Form

Download (see link in NOFO)
Follow the instructions (link in NOFO)

You must have Java Script enabled in your
browser

Delete browser cache before starting
Fill in all lines and then save

Only fill out Year 1

No cost share

No indirect

IMLS BUDGET FORM

Legal name (5a from SF-4245):

a.
b. Requested Grant Period From: (MM/DD/YYYY) I:l Through: (MM/DD/YYYY) I:l
c.

If this is a revised budget, indicate application/grant number: |

1, Salaries and Wages

Year 1 Year 2 Year 3

Total

Name/Title or Position Grant Fund | CostShare | Grant Fund | CostShare | GrantFund | CostShare [ Grant Fund

Cost Share | Grand Total

!Year 3 Cost Share Salaries Wages Row 12!

Subtotal [ [ |

2, Fringe Benefits

Year 1 Year 2 Year 3

Total

Rate and B
dle andsase Grant Fund | CostShare | Grant Fund | CostShare | GrantFund | CostShare [ Grant Fund

Cost Share | Grand Total

Subtotal

IML3-CLR-F-0030




Generally Allowable Costs

Examples of allowable costs

= |Library personnel

= Materials, supplies, and equipment
= Services

= Fducation/Assessment

Link to 2 CFR


http://bit.ly/2GOwg6a

Unallowable Costs

Examples of unallowable costs

= deneral fundraising costs, such as development office
staff or time devoted to general fundraising

= contributions to endowments

= gdeneral advertising or public relations costs designed solely for
promotional activities other than those related to the specific project

= construction expenses

= reconstruction or renovation of historic sites

= gsocial activities, ceremonies, receptions, or entertainment

= pre-award costs

= |ndirect costs

" — Link to 2 CFR
= advocacy or grant-writing activities



http://bit.ly/2GOwg6a

How can funds be used?

Salaries, wages, fringe benefits:

Permanent staff salary and benefits
Temporary and project staff

Supplies, materials, and equipment:

Collection development—books, electronic resources, subscriptions,
software, special collections

Equipment—computers, wireless equipment, E-Readers, copiers, printers
Library software for staff, visitors, specific educational programs, etc.

Furnishings like tables, chairs, rugs, circulation desk, shelving, book drop,
computer stations (not construction or renovation)

Library supplies in general or for specific projects and activities like making



How can funds be used?

e Contracts (e.g., for services) or Subawards

* Programs: literacy skKills, job readiness, health awareness, cultural knowledge, visual arts,
creative writing workshops, computer training

e Tutors
* Program-related supplies
* |nternet access
* Technical training and support
e Digitization of local materials
e Other costs
 Fees to join a consortium to share resources and databases
* Fees for membership in library-related organizations

 Renewal fees for library automation technical support and upgrades




Education/Assessment

Activities

Up to $3,000 but NOT required

Describe separately in your Library Services Plan

Can include:

* Costs to attend or present: continuing education courses; conferences; other training; and
related travel

* Include registration, travel, hotel, per diem
 Temporary staff costs when regular staff are attending courses, etc.

e Consultant for onsite professional library assessment, including technology and digitization

Must be PDF format!



Your Responsibilities and

Obligations as a Grantee

1. Conduct your project activities.
2. Adhere to the award terms and conditions, including;:
a. Request approval for changes in activities, personnel, and budget.

b. Follow government-wide requirements for implementing federal
grants (including 2 CFR Part 200)

c. Acknowledge IMLS support of your project.

3. Submit financial and narrative reports on time, using IMLS-designated
templates.

4. Keep in touch with your program officer.

5. Maintain documentation of all activities and expenditures that affect
your award. Follow your institution’s accepted business practices.



Your Approved Budget

IMLS BUDGET FORM IMLS BUDGET FORM

a. Legal name (5a from SF-4245); | a. Legal name (Sa from SF-4245):

R e -

& f this is a revised budget, indicate application/grant number. ‘ | — Yearl Year2 Year3 Total

Grant Fund | Cost Share | Grant Fund | Cost Share | Grant Fund | CostShare | Grant Fund | Cost Share | Grand Total

1. salaries and Wages

Year 1 Year 2 Year 3 Total
Grant Fund Cost Share | Grant Fund Cost Share Grant Fund Cost Share Grant Fund | Cost Share | Grand Total

Name/Title ar Positian

Subtotal

7. Other Costs

Year 1 Year2 Year3 Total

thom Grant Fund | Cost Share | GrantFund | CostShare | Grant Fund | CostShare | Grant Fund | CostShare | Grand Total

IMLS BUDGET FORM IMLS BUDGET FORM

a. Legal name (5a from SF-4245) | a. Legal name (5a from SF-424s): |
3. Travel 9. Indirect Costs (Read the instructions about Indirect Costs before completing this section.)
2. Fringe Year 1 Year 2 Year 3 Tatal 8.1 s % J ‘ - ‘ ‘
. Total C :
From/To and Purpose e e T e e e e e e e (O)current ingirect cost ratefs) have been negotiated with a federal agency.  Neme of Agency: Expiration Date:
Indirect cast proposal has been to a federal agency but not yet  Name of Agency:
O | ] propose e | \
finalized.
Subti OApphcant chooses a rate not to excesd 10% of modified total direct costs, and declares itis eligible for the 10% rate.
OADpI\'canz chooses not e include indirect costs,
Year 1 Year 2 Year 3 Total
Subtotal Rate and Base
u Grant Fund | CostShare | GrantFund | CostShare | GrantFund | CostShare | GrantFund | CostShare | Grand Total
4. Supplies, Materials, and Equipment
i Yearl Year2 Year 3 Total
q Grant Fund Cost Share Grant Fund Cost Share Grant Fund Cost Share Grant Fund Cost Share | Grand Total
Indirect Costs Subtotal
Subtotal 10. Total Project Costs
5. Contracts and Subawards Year1 Year2 Year3 Total
W Year 1 Year2 Year3 Total Grant Fund | CostShare | GrantFund | Cost Share | Grant Fund | CostShare | Grant Fund | Cost Share | Grand Total
i Grant Fund | Cost Share Cost Share | Grant Fund Grant Fund | Cost Share ST
Cantract
Contract Total Casts (excluding
P student support)
Subsuard
Subswsrd
Subaward
Subaward
Subtotal
OME Control #: 31370082, Exgiration date: 72172018 IMLS-CLR-F-0020

OME Control #; 3137-0002, Expirstion date: 7712018 IMLS-CLR-F-0030




Common Budget Changes

e Changing personnel v’

 Email program office with new contact information

. . 1o finish_oro

C ool e ) . |
reason-forthe-extension



Getting pre-approval for

changes

Changing your budget needs prior written approval for:
d A change in the project scope

d Adding new costs

d Changes with participant support

d New plans for sub-awarding or contracting
d Changes in cost-sharing

d A change in budget that is over 10% of the total budget

When requesting approval for budget revisions, use the same format for budget information that was
used in the application. All requests for budget revisions must be dated and signed by an Authorized
Official. IMLS has 30 days to review.



Getting pre-approval for

changes

When requesting approval for budget revisions, use the
same format for budget information that was used in
the application. All requests for budget revisions must
be dated and signed by an Authorized Official.

IMLS has 30 days to review.




Requesting payment

OMB Number: 4040-0012 REIMBL
Expiration Date: 01/31/2018 1. COMPUTATION OF AMOUNT OF ANCES
PROGRAMS/FUNCTIONS/ i I el
. "X one or both boxes 2. BASIS OF REQUEST ACTIVITIES
1. [] ADVANGE ] cAsH ToTAL
REQUEST FOR ADVANCE TYPE OF [] REIMBURSEMENT ] AccruaL
OR REIMBURSEMENT B NTep, | B the appicable box PR—
[ FimaL oullays fo date: [ ]|sl Ll ]3] ]
| PARTIAL b Less: Cumulative program I I 1| 71 1 |
income
3. FEDERAL SPONSORING AGENCY AND ORGANIZATIONAL 4. FEDERAL GRANT OR OTHER IDENTIFYING NUMBER = Net outiays (Line 2
ELEMENT TO WHICH THIS REPORT IS SUBMITTED ASSIGNED BY FEDERAL AGENCY et [ 1| T 1 111 ]
‘d. Estmated net cash oullays for
Svance period [ ]| [ J| J| [ ]
e Total (Sum affines ¢ £d) [ 11T 1T 11T ]

5. PARTIAL PAYMENT REQUEST 6. EMPLOYER IDENTIFICATION 7. FINANCIAL ASSISTANCE 1. Non-|
NUMBER FOR THIS REQUEST NUMBER IDENTIFICATION NUMBER onlnee | | | | ‘ | | |
[ ] e Il 1| [ 1| | ]

8 PERIOD COVERED BY THIS REQUEST - Pedera payments previously | | 1N 1] 1 Il ]
fom [ ) [ ] i Federd share row euesied || [T il T I
(Line g minus fine b
e e
. RECIPIENT ORGANIZATION equesied by Federa

rantor agency far | 2nd month)

Nome | T
ces

Street: | | 12 ALTERNATE COMPUTATION FOR ADVANCES ONLY
Street2: [ | a Estimated Federal cash outiays that will e made during period covered by the advance 3
city: [ ] b. Less: Estimated balance of Federal cash on hand s of beginning of advance period
o E— < ot ere i ) g |
sute: | = 12 CERTIFICATION

1 cerlythat e bestofmy knouedge and belie thedaka onthe reverseare comet and that o outfays were made n accondance wih the rant
povece: [ ] cononsor ffer arement an T ayren = e and s ot e prevely e
Country: | = SIGNATURE OR AUTHORIZED CERTIFYING OFFICIAL DATE REQUEST SUBMITTED

TYPED OR PRINTED NAME AND TITLE
10. PAYEE (Where check is fo be sent if different than item §) Prefic | [[] Fistiame: | Misdle ame: | I
Name: | LastName: | | St |

Tite:

Streett: | | il
Sweetz | | TELEPHONE (AREA CODE, NUMBER, EXTENSION)
o | ]

This space for agency use
state: | =1
Provi Puibic reporting burden for this coliection of information is eﬂlmﬂbdhmlﬁqeﬂ] minutes per response, inciuding ime for reviewing insinuctions,

rovince: I:l searching existing dsta sources, gathering and maintaining the data needed, and completing and reviewing the coliection of information. Send
Country: comments regarding the buden estimate or any oiher aspest of fhis collection of information, inshuding suggestions far reducing this burden, to the
ountry: | E|| Office of Management and Budget, Paperwork Reduction Project (0342-0004), Washington, DC 20503,
ZPiPostalCote: [ ] PLEASE DONOT RETURN YOUR COMPLETED FORM TO THE OFFICE OF MANAGEMENT AND BUDGET. SEND IT TO THE ADDRESS
PROVIDED BY THE SPONSORING AGENCY.

E-mail completed SF270s to: grantsadmin@imils.gov




Tip on requesting payment

e Reimbursements

. Fill out section 11

e Advances
. Fill out section 12
. For immediate cash needs

* Requests must be submitted no earlier than 15 business days prior to the beginning of the period for which funds are
requested

*  Must be fully disbursed within 30 days of receipt

e Put grant # in subject line

Email completed form to grantsadmin@imls.gov

e Keep copies!

 You must draw down all funds within 90 days after the grant period



Reporting

* Provides transparency and accountability for
grantees

e Informs IMLS and elected officials how the
funds are being used and what is successful

e Allows IMLS to evaluate program effectiveness

* Provides project examples to other grantees
and potential applicants




Reporting Resources




Things to Remember

= Basic Grants have a two-page combined
Financial and Performance Report

= Emailed to imlsreporting@imils.gov
" |[nclude grant number in subject line




Performance Reporting

e Use the form provided on the IMLS website
* Describe both project successes and challenges

* Describe changes, such as budget amendments,
extensions, and personnel changes with or
without IMLS

approval
e Tell us about the outcomes




Sandy Toro, Ph.D.
Senior Program Officer — Office of Library Services
202-653-4662

storo@imls.gov

Sarah Boonie
Program Specialist — Office of Library Services
202-653-4761
sboonie@imls.gov

Chelsea Cole
Program Specialist — Office of Library Services

202-653-4719
ccole@imls.gov



mailto:storo@imls.gov
mailto:sboonie@imls.gov
mailto:ccole@imls.gov
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