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Grant Program Description
This grant program provides funding for eligible libraries and their partners in the cultural heritage community to carry out projects involving the selection, digital capture, storage, and provision of Web access to their important historical and cultural collections.  Digital Imaging Grants support creation of digital collections at institutions while at the same time adding expanded access to those collections via the Missouri Digital Heritage database and web site.  

These grant projects typically involve production of both digital images and metadata.  However, existing digital collections that lack adequate access may use grant funds to add item-level metadata and indexing. Grant projects that break new ground in terms of exploring standards and best practices are expected to document their results and make them publicly available.
Grant Program Objectives

1.  To create broader access to Missouri’s historical and cultural collections.
2.  To promote standards and best practices in scanning, metadata creation and Web-delivery.
3.  To help institutions to overcome the “Digital Divide” caused by lack of technical experience

     and personnel.
4.  To encourage and support networking and collaboration among Missouri’s cultural heritage
      institutions.
Grant Priorities
· Importance of the collection:  The proposal must demonstrate the unique nature of the materials to be processed, show how they can be characterized as original source materials, and explain what value or benefit will accrue to the citizens of Missouri and other patrons by making them available in digital format via the Web.  Collections should be generally representative of Missouri history and culture.  It is important to demonstrate what demand exists for these collections already. 

· Uniqueness and Availability:  Explain what makes your materials unique – are they held at only a few or no other institutions?  Are they already available in digital form at another site?  Would creating access to them complement existing collections at other institutions?

· Collaboration and Mentoring: Institutions carrying out a digitization project for the first time will benefit from collaborative relationships with other institutions.  Obtaining mentoring from a more experienced institution is strongly encouraged.
· Themes:  Applicants are encouraged to submit proposals that incorporate one or more of the following five broad themes.  These themes are designed to stimulate interest in digitization of historical materials considered significant and relevant to Missouri history and to give a sharper focus to this grant program.  However, grant applications whose materials do not fall into one of these five categories will still be accepted and given an equal review according to their relevance under the previously existing guidelines for the program.  The five themes are:
· The Civil War in Missouri

· The Westward Movement: to Missouri and Beyond

· Women in Missouri History

· Immigrants to Missouri: from Early Days to the Present

· Journeys in Missouri: Rivers, Railroads and Route 66

Eligibility

This grant is open to: 

· Public libraries certified to receive state aid,

· Academic, School or Special libraries with original source materials (historical or cultural)

· Archives, historical societies, or museums may be eligible to participate in partnership with a library.

· All libraries meeting the definitions of public, academic, and special library and library  consortium as defined in the Missouri Five-Year State Plan for the Use of Library Services and  Technology Act (LSTA) Funds are eligible to serve as the primary applicant and fiscal agent for these grants.  The definitions are posted at http://www.sos.mo.gov/library/development/grants/define.asp. 
Program Requirements:
All applicants for this grant program must send a Letter of Intent and have it approved before submitting a full application.  The instructions for a letter of intent are posted on the State Library web site at: http://www.sos.mo.gov/library/development/grants/LongTerm.asp next to the guidelines for Digital Imaging Grants, under the section header “Strengthening Service through Technology”.  Please contact Carl Wingo at Carl.Wingo@sos.mo.gov or 800-325-0131, ext.9 if you have further questions about the Letter of Intent. 
(A) Content

· The grant project must involve digital access to original source materials.  "Original source materials" refers in general to original historical and cultural materials, and not printed material or reproductions of original documents unless the originals no longer exist.
· Some examples of items that would typically fall within the scope of this grant are:

(1) archival materials, manuscripts, diaries, or journals; photographic negatives, prints or 
movie film;


(2) electronic media, such as video tapes, video disks, computer magnetic tapes, or 

floppy disks;


(3) sheet material, including handwritten musical scores, posters, drawings, or prints;


(4) sound recordings, including oral histories, songs, speeches, radio broadcasts, or
interviews

· Documents from a government entity may be evaluated for inclusion in a Digital Imaging Grant project on a case-by-case basis according to the following criteria: 


(1) What is their historical value and uniqueness?


(2) What is the value of making them available to the public?


(3) Have they been published in some other form? (for example, House and Senate 
records, deeds of trust)


(4) Does digitization provide indexing and access that does not already exist?


(5) Do the materials in question add some unique information to a larger existing 
project?

The above criteria are helpful but not always definitive.  In some cases, a government record may be the best source for a particular historical period or event.

· Genealogical source materials of various types (excluding lineage charts) may be eligible for grant funding if they have historical value for researchers other than those from the immediate family.  Eligibility will be determined on a case-by-case basis.

· Newspaper materials that focus on a significant historical period.  All newspaper digitization projects must be done to the standards set by the National Digital Newspaper Program (http://www.loc.gov/ndnp)  and be coordinated with the newspaper digitization work of the State Historical Society of Missouri.
· Projects that pilot the digitization and markup of indexes to historical source materials, such as newspaper articles or death notices, may be considered for funding on a case by case basis.
· Pilot projects to test the addition of collection-level records and finding aids to the Missouri Digital Heritage database will be considered for funding on a case-by-case basis.
· High school or college yearbooks are not currently eligible for digital imaging grants pending further study of their utility as a digital history resource.

(B) Methodology

· Metadata.  The project must include metadata relating to content description, administrative information, and file structure as part of the indexing for each digital image captured during the project. This metadata should include:


(1) Administrative Metadata: provides the management structure for a digital item, 
including rights management, access control, preservation, image identification and 
features.

(2) Structural Metadata: describes the internal organization of a document.  It supports 
functions such as providing key access points (table of contents, etc.), browsing, 
navigation (turning pages), relationships (sections vs. chapters), presentation 
(arrangement of sections).  Structural metadata is provided by document encoding 
schemes and the database programs that house the digital images.


(3) Descriptive metadata: defines elements for discovery and identification of items (such 
as title, subject, author, keywords, etc.) 

· The grant project must involve use of a standard metadata scheme for item-level description and indexing. The Dublin Core metadata set is required for this grant program.  The guidelines for metadata creation are posted on the State Library grants web page (http://www.sos.mo.gov/library/development/grants/LongTerm.asp) along with the application packet for the Digital Imaging Grants. 
· If the grantee institution does not want to use Dublin Core metadata for its local database, the metadata elements should be mapped to Dublin Core elements. This mapping should be described in the grant application and a copy of the metadata in Dublin Core format must be provided at the conclusion of the project so that it can be loaded in the Missouri Digital Heritage’s CONTENTdm database.
· Thesaurus: controlled vocabulary for subject headings.  Please state whether you are using a standard system such as Library of Congress Subject Headings or National Archives Topical Subjects Thesaurus; or if not, why you chose not to use controlled vocabulary.
· Delivery System. Describe your institution’s database management system and Web server program or other image management system you will use to store and deliver digital objects and metadata via the Web.  For example, Microsoft Access combined with Microsoft Active Server Pages.  If you are not planning to make your collection accessible via a Web-accessible, searchable database at your institution and the only access to your collection will be via the Missouri Digital Heritage web site, please so state.
· Imaging Standards.  Projects should conform to the Western States Digital Imaging Best Practices posted at http://www.mwdl.org. 
(C) Other opportunities or obligations for grantees:

· Institutions that are just beginning to work with digital imaging projects are required to outsource all scanning and document image processing and it is strongly recommended that they partner with or seek mentoring from a more experienced institution.

· Applicants may contact previous grant recipients to approach as prospective partners/mentors.  A list of previous grant recipients is posted at: http://www.sos.mo.gov/library/development/grants.asp. A partnering institution is one that would co-sign the grant application and provide one or more of the services listed above.  A mentoring institution would provide only consulting services (paid or unpaid) to the grantee.

· All grantees are encouraged to attend workshops on planning and implementing a digitization project.  The Missouri Library Network Corporation (MLNC) offers workshops on various aspects of digitization and on the use of the CONTENTdm Acquisition Station.  The announcements for these workshops are posted at http://www.mlnc.org/Workshops/.  Digital Imaging Grant recipients will be required to use the CONTENTdm software, so they should plan to attend one of these workshops.  Please call Carl Wingo at 1-800-325-0131, ext. 9 if you are not able to attend one of these scheduled workshops and need to make other arrangements for training on this software.
· Grantees will be encouraged to present demonstrations and progress reports at various other venues around the state, such as the State Library's Summer Institute, MLNC’s Digitization Project Showcases, or the Missouri Library Association’s annual conference.
· Library must be able to measure the effectiveness of this project through surveys or other mechanisms that illustrate project outcomes such as changes in attitudes, knowledge gained or skills improved. This may also include anecdotal information.

· Library agrees to maintain records of expenses as required by the State Library and to preserve records for audit.

· Library agrees to maintain adequate property records and an up-to-date inventory of all property used on the grant.

For Public Libraries Only:

· Library participates in or has applied for participation in the REAL project, or has an Internet connection.

· Library provides a minimum of 20 hours of service to the community at each service point (excluding bookmobiles).

· Library has, or will develop, a written technology plan.

· Library agrees to file the statistical report form supplied by the State Library.

Available funds

The minimum that can be requested is $5,000; there is no limit on the maximum amount of funds that may be requested. The State Library may decide to award a grant request in full or in part subject to funding availability and program priorities.
Matching Funds

No local match is required for this program, except for the cost of equipment and operating software. A twenty-five percent (25%) minimum match is required for equipment and operating software. Individual pieces of equipment in excess of $15,000 require a fifty percent (50%) match.
Please Note Other Grant Forms

Requests involving equipment only should be submitted as a Technology Ladder or Technology Mini Grant application depending on the magnitude of the project.

Allowable and Unallowable Costs

Allowable expenses include, but are not limited to:

· Digital scanning or photographic equipment
· Image management or image processing software
· Hiring outside personnel to carry out scanning, indexing or metadata creation (see “Personnel” in the sample budget)
· Contracting with a vendor or other institution for scanning, indexing or metadata creation (see “Contractual Services” in the sample budget)
· Hiring a part- or full-time director for the grant project
· Costs for additional staff or staff hours specifically related to the project.
  For example, a library may use grant funds to pay an existing part-time employee for extra hours to plan and implement an activity related to the grant project, or a library with limited staff may hire a qualified individual at an hourly rate to work on a grant-related activity. Salaries for additional staff hours should be at the staff member’s current rate.  Salaries for non-staff members should be in keeping with the library’s current pay scale.

· Transcription of materials to be digitized, including audio recordings and handwritten documents, for the purposes of creating and indexing text files for full-text searching

· Conservation work to facilitate digital scanning, including disbinding of books or newspapers, surface cleaning to reduce any loose dust or dirt, mending paper sheets, including tears, stains, overturning and supporting any folds, and humidification and overall flattening of each sheet.  

Unallowable expenses include, but are not limited to:

· Installation charges, equipment training fees, extended warranties and service contracts, furnishings, signage, e-commerce devices on equipment, vehicles, and other items that may be deemed ineligible by the Missouri State Library
· Work done to preserve the original materials and prevent further deterioration, such as washing to neutralize acid paper

· On-going operating costs, such as monthly Internet Service Provider (ISP) fees
· Equipment for new facilities that are less than 75% complete at the time of application
· Office equipment, such as copiers, faxes, and telephones
· Remodeling
· Paying existing staff costs (i.e., using grant funds to pay for the hours a regular staff person spends on planning and implementing the project)
· Collection development acquisitions

· Vehicles

· Ongoing maintenance, multi-year warranties, subscription fees, or annual software license renewals
· Office application software 
· Supplies such as printer paper, ink cartridges or toner
· Filtering devices 
· Administrative overhead or indirect costs
· Other items that may be deemed ineligible by the Missouri State Library  
Notes:

 (1)  Applicants are required to submit for State Library review both a list of the vendors they have chosen for the grant project and additional information about the vendors upon request.

(2)  The State Library does not offer recommendations or lists of vendors for scanning and metadata creation.  Applicants are encouraged to consult with previous grantees to obtain information about and recommendations for suitable vendors.

Bid Procurement: If your grant request requires procurement of a large dollar item, a competitive bid process may be necessary.  For items over an amount specified in your procurement guidelines (example-Missouri State Library’s specified amount is $3,000), you will need to document your bid process should you be awarded a grant. Informal methods of requesting competitive bids are: fax bids; telephone bids; e-mail bids; or catalog comparison. Any questions regarding this process can be addressed to the LSTA Grant Officer, Debbie Musselman, at 800-325-0131, ext. 14.
Reporting Requirements

· Libraries awarded a Digital Imaging Grant are required to submit narrative, statistical, financial and evaluative reports regarding the project. Copies of documentation surveys, promotional materials, brochures, evaluation results and other documents produced as part of the grant project must accompany the final narrative report.

· Grant applicants must submit sample metadata with their application to demonstrate how their collection can be cataloged using the required minimum item-level Dublin Core fields.
· Grantees will also be required to include copies of metadata for review with each interim project report and the first interim report must include 15% of the project’s total planned metadata and images.
· Grantees must be willing to participate in statistical information gathering and other surveys to measure the effectiveness of this project.  For example, grantees may be asked to specify what percent of a given set of materials required re-scanning to meet imaging standards for the project.
· Grantees must be willing to participate in the Missouri Digital Heritage Initiative by having a link to their local project, if any, on the MDH “Collections” page and by contributing metadata and archival-quality digital images to the MDH CONTENTdm database.
· Grantees must be able to provide documentation of output measures such as searches done on a project database or Web page.
· If the purchase of equipment is a large financial part of the grant, the grantee may be asked to make the equipment available to other institutions in the future.

Grant Monitoring

According to Federal Regulations 45CFR1183.40, revised October 1, 2004, “grantees are responsible for managing the day-to-day operations of grant and subgrant supported activities. Grantees must monitor grant and subgrant supported activities to assure compliance with applicable Federal requirements and that performance goals are being achieved. Grantee monitoring must cover each program, function, or activity.”  
In an effort to comply with the Federal Regulations, Missouri State Library staff will monitor and report program performance on awarded LSTA grants.  This will be accomplished by site visits, interim reports, or phone calls.    
Review of Applications

· Eligible applications are reviewed and evaluated by State Library staff.

· Staff recommendations are submitted to the State Librarian.

· The State Librarian makes recommendations to the Secretary of State.

· The Secretary of State makes the final decision.

· To be eligible for review, grant applications must be postmarked by November 15, 2008.  Only complete application forms from eligible institutions will be reviewed.

· Libraries will be notified of grant decisions by mail.

· No grant funds may be encumbered or expended until the library has received the grant award packet, returned the certification and assurances forms, and the grant period has started.

Assurances

Before you apply:  

Determine if your library’s cash flow is adequate to meet the following terms and conditions of this grant, should it be awarded.

1. How this grant will be paid: 

Upon completion of the final executed agreement and submission of the Application for First Payment, grantees are paid 35% of the total grant award. These funds must be encumbered before requesting payment.

 

A second payment of 35% of the total grant award is made with the expected disbursement within 30 to 45 days of receipt of those funds by the grantee.  Payment is processed upon State Library receipt and approval of at least one Interim Report plus the Request for Second Payment. 

The Final Report and Payment Request are due no later than 30 days after completion of the project or the end of the grant period, whichever occurs first.  A final payment, not to exceed the remaining 30% of the grant award as supported by expenditure documentation, is disbursed upon receipt and approval of the Final Report and Final Request for Payment by the State Library. The final report and payment request are due no later than February 28, 2010.

It is the grantee’s responsibility to use the grant funds to pay project expenses in a timely manner. Grantees with cash flow issues are advised to work out payment arrangements with vendors in advance if they must wait for a final grant payment to complete all payments to vendor(s).

2. Disbursement of funds by grantee.

Federal regulations require the grantee to expend (disburse) all Grants payments within a reasonable time period of their receipt – generally up to 30 days.  Failure to do so risks default of the grant funds to the State Library.  

How to apply?

1. Identify project technology, personnel and contractual needs
2. Plan project implementation
3. Decide what staff persons will be working on the project
4. If outsourcing, get estimates from at least three vendors and make a selection
5. Estimate the amounts of federal and local funds you will need
6. Complete the application form and return on or before the deadline
Grant Program Timeline:
November 15, 2008

Applications due (postmark date)

February 1, 2009

Beginning of grant period

February 2009


Grant Management Session (date to be announced)

June 30, 2009


First Interim Report Due

October 1, 2009

Second Interim Report Due

January 31, 2010

End of grant period

February 28, 2010

Final reports due

Mail completed application form to:
Debbie Musselman, LSTA Grants Officer
Digital Imaging Grant

Missouri State Library

600 West Main Street

P.O. Box 387

Jefferson City MO 65102-0387

For further information contact:

Carl Wingo, Consultant, Technology and Digitization Services 

1-800-325-0131 ext. 9.

Carl.Wingo@sos.mo.gov
CIPA COMPLIANCE

In deciding whether to apply for any LSTA-funded grant, libraries should be aware that accepting such a grant might trigger an obligation to comply with the Federal Children's Internet Protection Act (CIPA).  Whether or not CIPA is triggered will depend on the specific use of the LSTA funds awarded.  If triggered, CIPA will require a grant recipient to certify that it has in place a policy of Internet safety that includes the operation of a technology protection measure (filter) with respect to any of the recipient's computers with Internet access. The nature of the certification depends upon the type of library making application.
MISSOURI STATE LIBRARY
Digital Imaging Grant
APPLICATION FORM

Fall 2008
Project Number: _________________________________________

________

(State Library Use Only)

This sheet must be the first page of your application. Please type.

	Part I: Application Form 


Name of Library: ______________________________________________________________

Federal Tax I.D. or Missouri Vendor Number if different: _______________________________

Address: ____________________________________________________________________

City: _______________________________ County: _______________ Zip: _______________

Phone: ________________________________ Fax: _________________________________

Library Director: _______________________________________________________________

Library Director E-Mail:



 Library Director Phone:




Project Director (contact person): _________________________________________________

Project Director E-Mail: ______________________ Project Director Phone: _______________
Project Title: _________________________________________________________________

Total population of library’s legal service area: _______________________________________

Estimated number of persons served by this project: __________________________________

LSTA Funds Requested:  _______________________
Local Match: __________________

Project Description: Provide a concise description of the project, including the intended audience and desired outcomes. Do not exceed 250 words.
	Part II: Program Narrative


Attach additional sheets with responses to the following items.  Include the applicant institution and partnering institution(s) names in the upper right-hand corner of each sheet.  Number your responses to correspond with the numbers below. Please type, double space, and number the pages.

1. LSTA Justification

a. Identify by number and title at least one LSTA priority provided at http://www.sos.mo.gov/library/development/grants/LSTA_Grant-Application-Guidelines.pdf  and explain how your project will address it.
b. Identify at least one Missouri State Library goal by number and title from Missouri’s LSTA Five Year Plan, 2008-12 posted at http://www.sos.mo.gov/library/development/grants/ApprovedMoLSTAPLAN092107.pdf and explain how your project will address it.
2. Introduction (maximum 1 page)

a. Introduce the library that will serve as fiscal agent and describe its qualifications as an applicant for funding.  Establish its credibility as an agency that can effectively administer a digital imaging grant.  Give similar background information for all project partners.

b. Describe any previous experience with digital imaging projects.

3. Narrative Description of the Project (maximum 5 pages)

A. Collection:
a. Please describe how the collection was selected.  What is its scope and content?  How can it be characterized as original source materials?  What criteria have you used to evaluate the historical and/or cultural value of the selected materials?  Why is this collection unique, significant, and generally representative of Missouri or a part of Missouri history?  Are any materials also held at other institutions?  Are any materials already available in digital format or via the Web?

b. Have you had the collection appraised by a professional historian?  If the collection has a local focus, is there a local historical society or other people in the community that can aid in identifying people, places and events?

c. How will providing digital access benefit the people of Missouri?  Describe and document, if possible, the current level of demand for this collection.

d. Does your project fit into one of the themes listed in the guidelines?  If so, how?

B. Metadata and Indexing:

a. What metadata scheme will you use to describe the collection?  How will you handle the use of administrative and structural metadata?  Please include in your application samples of each type of metadata record to be used in the project.
b. If you will not be using the Dublin Core schema, please describe how your metadata will map to Dublin Core.

c. How will the collection be indexed?  What level of access will this indexing provide (i.e., record-level, collection level, full-text keywords, etc.)?

d. What hardware and software will you use to provide Web-searchable access to the collection?

e. What thesaurus or set of controlled vocabulary will you use for subject headings?  State whether you are using a standard system such as Library of Congress Subject Headings or National Archives Topical Subject Thesaurus, or if not, why you chose not to use controlled vocabulary.

C. Methodology:

a. Who will carry out the various components of the project?  Give professional background, training and/or expertise for each person working on the project.  If you plan to outsource any portions of the project, what criteria and methods will you use to identify competent vendors or contract professionals?

b. If you plan to outsource a portion of the project, what quality control procedures will you put in place?  How will you enforce standards?  Do your legal agreements with vendors reference this issue?

c. If you are requesting hardware in this grant, please explain the specific use(s) to which it will be put and where it will be located during the project, and what it will be used for and where it will be located after the project is completed.

d. Innovative features—List anything about this project that is innovative or unusual.

e. How will this project contribute to statewide understanding of standards and best practices for digital imaging projects?
f. Are you planning to host your digital collection on a server at your institution?  If so, describe the database management system and Web server program or other system you will use to store and deliver digital objects and metadata via the Web.  For example, Microsoft Access combined with Microsoft Active Server Pages. 
D. Collection size, file types and specifications:

a. What types of items and how many of each are in the collection you plan to digitize?  (For example: 225 black and white photos, 33 color photos, 5 manuscripts.)
b. What types of digital files and how many of each will you create? (For example, 225 TIFFs, 225 JPEGs, 225 PDFs, etc.)

c. What are the specifications and sizes of each type of file?  Give file type, size, bit depth and dpi.  (For example, a 4MB 1-bit TIFF scanned at 600dpi.)

d. Please calculate the unit cost per digital item by adding total project costs for scanning, image processing, and metadata creation and dividing this figure by the number of digital items and list that value.

e. Please also estimate the average time per item for each operation listed in #d and list that value.

E. Project Implementation and Hosting Options   (Please check all that apply)
Project outputs:


□
Grantee will create metadata and digital images


□
Grantee will create metadata for existing digital images

Details: 











Metadata creation will be done by:



□
Existing staff at grantee institution(s)


□
Part- or full-time temporary staff hired for duration of project


□
Outsourced to vendor

Details: 











Scanning and image processing will be done by:


□
Existing staff at grantee institution(s)


□
Part- or full-time temporary staff hired for duration of project.


□
Outsourced to vendor

Details: 











Database management and web hosting arrangements:

□
Grantee will host metadata and images on its server and give Missouri Digital Heritage copies of the metadata and archival images.

□
Grantee’s metadata and images will be hosted only on the Missouri Digital Heritage website.
Details: 











Data Uploading:
All grantees are required to sign an Acceptable Use Policy agreement (AUP) and download the CONTENTdm Acquisition Station software with which to upload metadata and/or digital images to the Missouri Digital Heritage server.  AUPs will be sent to grantees along with other project documentation after the grant agreement has been finalized.

F. Financial Issues:

a. How will you support this digital collection financially so that it will be accessible to the public free of charge?

b. What impact will implementing this project have on your institution's ability to maintain ongoing services (i.e., staffing, operation and maintenance budgets, etc.)?

G. Legal Issues:

a. If you plan to use materials or collections that belong to other institutions, please explain what steps you have taken to ensure that appropriate legal agreements are in place regarding ownership, copyright, and use of those materials.  Have you consulted with your legal advisor regarding these issues?

4.   Partnering Libraries and Other Institutions
a. Describe in detail the role each project partner will have in this project.  Include a brief one- or two-sentence description of each partnering institution and explain why these partners have been chosen. Attach a letter from each partner, written to the project director, outlining the partner’s commitment, describing their role in the project and any contributions or resources they will provide to the project.
5.   Project Action Plan (Implementation)
a. Present a detailed, step-by-step work plan, in chronological order, in the form of a timetable with tentative dates that describes the activities to be used to complete your project.  Include resources and equipment to be used, division of labor among project personnel, partners’ roles/involvement, and expected completion dates. Include estimates for when funds will be encumbered and disbursed.

6.  Evaluation of Project
a. Describe how you will carry out ongoing monitoring on project progress and quality levels for outsourced work. How will the project be evaluated, what tools of measurement will be used to determine the extent to which the project met its objectives, and who will perform the collection and analysis of evaluation data? Will there be follow-up evaluation after the project is completed?  

b. Append a sample evaluation form, if one is being used. Tools of measurement include questionnaires, interviews, data or number collection, use of existing data, structured observation, logs to record hit rates on the Web site, etc.

	Part III: Budget Details


1. Budget Worksheet: Fill in the budget worksheet below to create a line-item budget to submit with the budget narrative. Use the category titles described in Missouri’s LSTA General Application Guidelines. Round all figures to the nearest whole dollar. Give a description and separate costs for each type of item to be purchased. Specification sheets from vendors may be attached following the budget pages. Shipping charges may be included in the cost of each item. Provide a subtotal for each category. A twenty-five percent (25%) minimum local match is required for equipment and operating software. A fifty percent (50%) match is required for individual pieces of equipment in excess of $15,000

	Library Name:

	Project Title:

	Category
	Item Description
	Quantity
	Cost per Unit
	LSTA Funds Requested
	Local Funds 
	Total Cost 

	Contractual Services
	 
	 
	 
	 
	 
	 

	 
	 
	 
	Subtotal
	 
	 
	 

	Equipment and Operating Software

(Local match required)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	Subtotal
	 
	 
	 

	Personnel
	 
	 
	 
	 
	 
	 

	 
	 
	 
	Subtotal
	 
	 
	 

	Public Relations

	 
	 
	 
	 
	 
	 

	 
	 
	 
	Subtotal
	 
	 
	 

	Supplies
	 
	 
	 
	 
	 
	 

	 
	 
	 
	Subtotal
	 
	 
	 

	Travel
	 
	 
	 
	 
	 
	 

	 
	 
	 
	Subtotal
	 
	 
	 

	Other 
(Please specify)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	Subtotal
	 
	 
	 

	PROJECT TOTAL
	 
	 
	 
	 
	 
	 


2.  Budget Narrative
Provide a budget narrative explaining all anticipated project costs listed on the budget worksheet. Provide justification for all costs and a thorough description of each budget line item. For equipment and software this includes brand name, model numbers, specifications, number requested and cost. Attach copies of catalog pages or quote sheets from vendors, if available. Circle or highlight the items or prices you are specifying in your application. Provide explanations for both federal and local funds.  

Applications that request funding for computers that do not meet or exceed the minimum specifications established by the Missouri Secretary of State's Office will not be considered for funding. Justify larger or flat-screen monitors and extra large hard drives.

3. Large Purchase Price Analysis Summary (if applicable)

If your grant application includes an item, a set of the same item, or services totaling $3,000 or more, you must provide a summary of your price analysis process. In order to provide us with a comprehensive picture of the market value of the goods and services you are seeking to purchase through the grant, it is suggested that you obtain at least three cost comparisons.  This is used to determine the reasonableness of your proposed budget. Documentation involves writing down the information gathered during research of a purchase. Include the date researched, source of the pricing, vendor, item description and amount. Finally, describe how you made the decision to use the pricing you selected in your grant application.

Example:

	Date
	Source
	Vendor
	Item Description
	Amount

	6/30/2008
	Online
	A Microfilm Scanner Vendor
	ALOS Z40
	$5,865 

	6/30/2008
	Letter
	B Microfilm Scanner Vendor
	e-Image Data ScanPro 200
	$7,020 

	6/30/2008
	E-mail
	C Microfilm Scanner Vendor
	Canon MS300 Digital Microfilm Scanner
	$5,595 


Pricing B was selected because…
Computer Minimum Specifications

	Item Minimum Specifications


	Maximum Cost Per Unit

Supported in Grant



	Desktop PC

2.4 GHz Processor

2GB SDRAM Memory 

120 GB Hard drive 

19” Flat Panel Monitor 

256 MB Graphics Card

Blu-ray/CD-ROM/DVD-ROM drive

LAN Networking Port 


	$1,400

	Laptop PC

2.0 GHz Processor 
2 GB Memory 

120 GB Hard drive 

CD-Rom/DVD-Rom drive 

14” Display area

LAN Networking Port and Wireless Capable 

    (if wireless available at site)


	$1,700

	Gaming PC

6 MB, 2.66 GHz Dual- or Quad-Core Processor

6 GB Memory Vista 64-Bit

512 MB Graphics Card

640GB Hard drive

22” Flat Panel Widescreen Monitor 8 ms Seek Time or better

Blu-ray/DVD Player

Front USB and Audio ports

Gaming Keyboard

Gaming Headset

LAN Networking Port 


	$2,000

	Computer Training Lab Server

2.0 GHz  Dual- or Quad-Core Processor 

4 GB Memory 

80 GB Hard drive

· 4 or more hard drives for RAID (RAID 5) 

19 inch Monitor 

Rewritable CD-Rom/DVD-Rom Drive

Dual Power Supplies


	$4,000


All computers purchased with LSTA grant funds must meet these minimum specifications established by the Missouri Secretary of State's Office.
	Part IV: Certification and Signatures


ATTENTION:  

· You must use Application Form, Program Narrative, Budget Worksheet, and Certifications and Signatures for your application.  

· Part II – Program Narrative and Part III – Budget Narrative should be submitted on white paper, single-sided, and double-spaced.  

· Please number the narrative pages of Part II and Part III.
· Part IV must be the last page of your application.

· Complete and include with your application the following assurances and certification forms:

1. Assurances-Non-Construction Programs 
2. Certifications Regarding Debarment, Suspension and Other Responsibility Matters; Drug-Free Workplace Requirements; Lobbying; Federal Debt Status; and Nondiscrimination

3. Internet Safety Certification for Applicant Public Libraries, Public Elementary and Secondary School Libraries, and Consortia with Public and/or Public School Libraries

Signatures of both the Library Director and the Library Board President or Authorizing Official are required, or the application will not be considered. The application must be signed in blue ink.
We are aware of, and agree to comply with, all state and federal provisions and assurances required under this grant program. If awarded grant funds, we assure that we will carry out the grant project according to the approved grant proposal. This application has been authorized by the appropriate authorities of the applying library. By signing this application, the authorizing official acknowledges compliance with and agreement to all eligibility requirements.

	________________________________
	________________________________

	Printed name of Library Director

	Printed name of Library Board President or Authorizing Official

	________________________________
	________________________________

	Signature, Library Director  (Blue ink)
	Signature, Library Board President or Authorizing Official  (Blue ink)

	________________________________

Date
	________________________________

Date


Mail completed applications to:

Debbie Musselman, LSTA Grants Officer

Digital Imaging Grant
Missouri State Library

600 West Main Street

P.O. Box 387

Jefferson City MO 65102-0387

Application must be postmarked by:  November 15, 2008
	For State Library use only:

	_______Approved  
	_______  Not approved        
	$_____________Amount Awarded
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Certifications Regarding Lobbying; Debarment, Suspension and Other Responsibility Matters; and Drug-Free Workplace Requirements

Applicants should refer to the regulations cited below to determine the certification to which they are required to attest. Applicants should also review the instructions for certification included in the regulations before completing this form. Signature of this form provides for compliance with the certification requirements under 45 CFR 1185.  Further information may be obtained by contacting the Library Development Division of the Missouri State Library.


1. Lobbying

As required by Section 1352, Title 31, of the U.S. Code, and implemented at 34 CFR Part 82, for persons entering into a grant or cooperative agreement over $100,000 as defined at 34 CFR Part 82.105 and 82.110, the applicant certifies that: 

(a) No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with the making of any Federal grant, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal grant or cooperative agreement; 

(b) If any funds other than Federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress or an employee of a Member of Congress in connection with this Federal grant or cooperative agreement, the undersigned shall complete and submit Standard Form-LLL, "Disclosure Form to Report Lobbying," in accordance with its instructions; 

(c)The undersigned shall require that the language of this certification be included in the award documents for all subawards at all tiers (including subgrants, contracts under grants and cooperative agreements, and subcontracts) and that all subrecipients shall certify and disclose accordingly. 


2. Debarment, Suspension, and Other Responsibility Matters

As required by Executive Order 12549, Debarment and Suspension, and implemented at 34 CFR Part 85, for prospective participants in primary covered transactions, as defined at 34 CFR Part 85, Sections 85.105 and 85.110-- 

A. The applicant certifies that it and its principals: 

(a) Are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from covered transactions by any Federal department or agency; 

(b) Have not within a three-year period preceding this application been convicted of or had a civil judgment rendered against them for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public (Federal, State, or local) transaction or contract under a public transaction; violation of Federal or State antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property; 

(c)Are not presently indicted for or otherwise criminally or civilly charged by a Government entity (Federal, State, or local) with commission of any offenses enumerated in paragraph (l)(b) of this certification; and 

B. Where the applicant is unable to certify to any of the statements in this certification, he or she shall attach an explanation to this application. 


3. Drug Free Workplace
(Grantees Other Than Individuals)

As required by the Drug-Free Workplace Act of 1988, and implemented at 34 CFR Part 85, Subpart F, for grantees, as defined at 34 CFR Part 85, Section 85.605 and 85.610- 

A. The applicant certifies that it will or will continue to provide a drug-free workplace by: 

(a) Publishing a statement notifying employees that the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in the grantee's workplace and specifying the actions that will be taken against employees for violation of such prohibition; 

(b) Establishing an ongoing drug-free awareness program to inform employees about-- 

(1) The dangers of drug abuse in the workplace; 

(2) The grantee's policy of maintaining a drug-free workplace; 

(3) Any available drug counseling, rehabilitation, and employee assistance programs; and 

(4) The penalties that may be imposed upon employees for drug abuse violations occurring in the workplace; 

(c)Making it a requirement that each employee to be engaged in the performance of the grant be given a copy of the statement required by paragraph (a); 

(d) Notifying the employee in the statement required by paragraph (a) that, as a condition of employment under the grant, the employee will-- 

(1) Abide by the terms of the statement; and 

(2) Notify the employer in writing of his or her conviction for a violation of a criminal drug statute occurring in the workplace no later that five calendar days after such conviction; 

(e) Notifying the agency, in writing, within 10 calendar days after receiving notice under subparagraph (d)(2) from an employee or otherwise receiving actual notice of such conviction. Employers of convicted employees must provide notice, including position title, to: Missouri State Library, Library Development Division, 600 West Main Street, P.O. Box 387, Jefferson City, Missouri 65102-0387. Notice shall include the identification number(s) of each affected grant; 

(f) Taking one of the following actions, within 30 calendar days of receiving notice under subparagraph (d)(2), with respect to any employee who is so convicted- 

(l) Taking appropriate personnel action against such an employee, up to and including termination, consistent with the requirements of the Rehabilitation Act of 1973, as amended; or 

(2) Requiring such employee to participate satisfactorily in a drug abuse assistance or rehabilitation program approved for such purposes by a Federal, State, or local health, law enforcement, or other appropriate agency; 

(g) Making a good faith effort to continue to maintain a drug-free workplace through implementation of paragraphs (a), (b), (c), (d), (e), and (f). 

B. The grantee may insert in the space provided below the site(s) for the performance of work done in connection with the specific grant: 

Place of Performance (Street address, city, county, state, zip code) 

_____________________________________________________________ 

_____________________________________________________________ 

_____________________________________________________________ 

Check [ ] if there are workplaces on file that are not identified here. 


Drug-Free Workplace
(Grantees Who Are Individuals)

As required by the Drug-Free Workplace Act of 1988, and implemented at 34 CFR Part 85, Subpart F, for grantees, as defined at 34 CFR Part 85, Sections 85.605 and 85.610- 

A. As a condition of the grant, I certify that I will not engage in the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance in conducting any activity with the grant; and 

B. If convicted of a criminal drug offense resulting from a violation occurring during the conduct of any grant activity, I will report the conviction, in writing, within 10 calendar days of the conviction, to: Missouri State Library, Library Development Division, 600 West Main Street, P.O. Box 387, Jefferson City, Missouri 65102-0387. Notice shall include the identification number(s) of each affected grant. 


As the duly authorized representative of the applicant, I hereby certify that the applicant will comply with the above certifications. 

Name of Applicant 

__________________________________________________ 

Project Number and/or Project Name 

___________________________________________________ 

Printed Name and Title of Authorized Representative 

___________________________________________________ 

Signature 

___________________________________________________ 

Date 

[image: image1.png]OMB Approvai o, 0248.0040

ASSURANCES - NON-CONSTRUCTION PROGRAMS.

[Public reporting burden for (s collecion of nformalicn s estimated (o average 16 finutes per response, including ime for revieving|
insiuctions, searching existing data sources, gatheing and maintaiing the data needed, and compleing and reviewing the collection of
information. Send comments regarding the burden estimate o any ofher aspect of his collecion of nformation, ncluding suggesiicns for
reducing this burden, o the Offo= of Managerment and Budget, Paperwork Reduction Project (0348-0040), Washinglon, DC 20803,

IPLEASE DO NOT RETURN YOUR COMPLETED FORM TO THE OFFICE OF MANAGEMENT AND BUDGET.
ISEND IT TO THE ADDRESS PROVIDED BY THE SPONSORING AGENCY.

NOTE: Certan of these assurances may ol be applicable to your project of program. If you have questions, pleass contact the
‘awarding agency. Furher, certain Federal awarding agencies may require applicants 1o ceiy 1o addiional assurancss. If such

As the duly authorized representative o the applicant, | cerlfy that the applicant:

1

is the case, youwill be noliied

Has the legal auhorty to apply fer Federal assistance
and the insitutional, managerial and fivancial capabiity
(including funds sufficient to pay the non-Federal share:
of project cost) to ensure proper planning, management
and_completion of the project described in his
appication.

Wil give the avarding agency, the Comptrolir General
of the United States and, if appropriate, the State,
through any auhorized representative, access to and
the fght 1o examine all records, books, papers, or
documents related o he avard; and will cstablsh a
proper accounting system in accordance with generally
acospted accounting standards or agency direcives.

Wil establish safeguards 1o profibit_employees from
using their posiions fcr a pumcse that consiitites or
presents the appearance of personal of organizatonal
confictof ntersst, o personal gain.

Wl intiate and complete the work within the applcable:
time frame aftr reczipt of approval of the awarding
agency.

Wil comply with the Intergovernmental Persomnel Act of
1970 (42 US.C. §$4728-4763) relating to prescribed
standards for merit systems for programs funded under
one of the 18 stabiies or reguiations speciied in
Appendix A of OPN Standards for a Mert System of
Personnel Administration (5 C.F R. 900, Subpart F).

Wil comply with al Federal satutes relating to
nondiscrimination. These inciude but are not limited to:
(a) Tile Vi of the Civl Rights Act o 1964 (P.L. 88-352)
which prohibits discrimination on the basis of race, color
or nalional origin; (b) Tile IX of the Education
Amendments of 1972, as amended (20 U.S.C. SS1681-
1683, and 1685-1686), which prokibits discrimination on
the basis of sex;(c) Section 504 of the Rehabiltation

Praviaus Edition Ussble

Authorized for Local Reproduction

Act of 1973, as amended (29 LLS.C. §754), which
prohibits discrimination on the basis of handicaps: (d)
the Age Discrimination Act of 1975, as amended (42
US.C. SS6101-6107), which prohibits discrimination
on the basis of age; (@) the Drug Abuse Office and
Treatment Act of 1672 (P.L. 92-255), as amended,
relaing to nendiscrimialion on e basis of drug
abuse; (f) e Comprehensive Alcohol Abuse and
Alecholism Prevention, Treatment and Rehabitaion
Act of 1970 (P.L. 91-616), as amended, relating o
nondiscrimination on the basis of alcchal abuse o
alooholism: (g) §§623 and 527 of e Publc Heall
‘Service Act of 1912 (42 U.S.C. §5290 dd-3 and 290 e
3), as amended, rlaling 1o confidentialty of alcohol
and drug abuse patient records; (h) Tile VIl of the
il Rights Actof 1968 (42 LS C. 553601 et seq), as
amended, relaing to nondscimination in the sale.
rental or financing of housing (1) any oher
nondiscimination provisions in the specifc statuls(s)
under which application for Federal assistance is being
made; and, (j) the requirements of any oher
nondiscrmination statutz(s) which may apply to the
appication

Wil comply, or has already complied, with the
requirements. of Tiles 1l and I of the Uniforn
Relacaticn Assistance and Real Property Acquisiion
Polices Act of 1970 (P.L. 91-648) which provide for
fai and equiable rzatment of persans displaced or
whse property is acquired as a resull of Federal or
federally-assisted programs. These requirsments apply
0 all interssts i real property acquired for project
pumcses regardess of Federal parlidpation  in
purchases.

Wil comply, as applcable, with provisions of the
Halch Act (5 US.C. §$1501-1508 and 7324-7328)
which limit the paliical aciviles of employees whose
principal employment actiliss are funded in whole or
inpart vith Federal funds.

Standard Form 4248 (Rev. 757)
Proscribed by OMB Circular A-102
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10.

1"

Vil comply, as applicable,with the prosisions of the Davis-
Baccn Act (40 US.C. §5276a to 276a.7), he Copeland Act
(40 US.C. §276¢ and 18 US.C. §874), and the Conlract
Work Heurs and Safely Standards Act (40 UIS.C. §5327-
333, regarding labor standards for  federallyassisied
constuction subagreements

Wil comply, if applicable, wilh flood insurance purchase
requirements of Section 102(a) of the Flood Disaster
Prolection Act of 1972 (PL. 92:234) which requires
ecipienis in a specialflood hazard area o partcpat in the
program and to purchase flood nsrance if he total cost of
insurable construction and acaisition is $10,000 or more.

Wil comply wih environmental standards which may be
prescribed pursuant 1o the folowing: (a) instiution of
environmental qualty control meastres under the National
Envronmental Policy Act of 1969 (PL. 91-130) and
Exccutive Order (EO) 11514; (b) nolficaticn of violating
faclies pursuant to E 11738; () protection of wetlands
pursuant to EO 11990; (d) evaluation of flood hazards n
foadplains in accordane with EO 1988 (e) assurancs of
project consistency wih the approved State management
program developed under the Coastal Zone Management
Act of 1972 (16 U.SC. §51451 et seq) (1) cenfomity of
Federal actions 1o State (Clean Af) Impiementation Plans
Under Section 176(c) of the Clean Alr Act of 1955, as
amended (42 US.C. §§7401 ot seq ) (g) protection of
undergreund sourcss of dinking waler under the Safe
Drinking Waer Act of 1974, as amended (PL. 93523
and, () protection of endangered species under the
Endangered Species Act of 1973, as amended (P.L. 93
208,

12,

12,

1,

6.

17.

18,

Wil comply with the Wid and Scenic Rivers Act of
1968 (16 U.S.C. §§1271 et seq.) related to protecting
components or potential components of the national
wild and sceric rivers system.

Will assis the awarding agency in assuring complance
with Section 106 of the Natienal Histoic Preservation
Act of 1966, as amended (16 U.S.C. §470), EO 1153
(dentifcation and protection of historic propertes), and
the Archasological and Historic Preservaion Act of
1974 (16 1.5.C. §546%-1 el seq),

Wil comply with P.L. 93-248 regarding the protection of
human subjects involved In research, development, and
relaled activiies supperted by tis award of assistance.

Wil comply wilh the Laboratory Arimal Welfare Act of
1966 (P.L. 89-544, as amended, 7 U.SC. §52131 el
52q.) pertining to the care, handing, and frealment of
warm blooded animals held for research, teaching, or
other aciitiss supported by this award of assistance

Wil comply wih the Lead-Based Paint Poisoning
Prevertion Act (42 USC. §54801 ot seq.) which
prohibits e use of lead-based pant in constructon o
rehabiltation of esidence stnuclures,

Wil cause to be performed the requirsd financial and
compliance audis n accordance wih the Sngle Audit
Act Amendments of 1996 and OME Circular No. A-132,
‘Audis of States, Local Governments, and Non-Profi
Orgarizations.

Wil comply vith all appicable requirerments of all other
Federal laws, execufve orders, reguiations, and policies
governing this program.

[SIGNATURE OF AUTHORIZED CERTIFYING GFFICIAL

[FrTiE

[RPPLICANT GRGANIZATION

[GATE SUBMITTED

Standard Form §748 [ev. 797 Bk




INTERNET SAFETY CERTIFICATION FOR APPLICANT PUBLIC LIBRARIES

PUBLIC ELEMENTARY AND SECONDARY SCHOOL LIBRARIES, and

CONSORTIA WITH PUBLIC AND/OR PUBLIC SCHOOL LIBRARIES

As the duly authorized representative of the applicant library, I hereby certify that the library is (check only one of the following boxes)


CIPA Compliant (The applicant library has complied with the requirements of

 Section 9134(f)(1) of the Library Services and Technology Act.)

OR


The CIPA requirements do not apply because no funds made available 

under the LSTA program are being used to purchase computers to access 

the Internet, or to pay for direct costs associated with accessing the 

Internet.


Signature of Authorized Representative


Printed Name of Authorized Representative


Title of Authorized Representative


Date




Name of Applicant Library/Program
These grants are made available through funds from the Library Services and Technology Act appropriated by Congress and administered by the Institute of Museum and Library Services and the Missouri Secretary of State.








B.





A.








� Libraries using funds to pay for additional staff hours need to maintain in the grant folder time sheets or other documentation that show the time paid to employee was spent solely on the grant project tasks.
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