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	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.
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MISSOURI STATE LIBRARY

LSTA Website Makeover

Information and Guidelines

Winter 2012
Grant Program Description

This program offers Missouri public libraries the opportunity to obtain grant funds to develop or redesign a website for more effective service delivery.

Your library’s website serves as the electronic gateway to your library and its services; as such it deserves the same planning and care that your library’s physical site receives. Websites are a form of marketing and a way of reaching otherwise unserved customers. A library website can be a vital information resource for your community. The library website should provide an access point for the depth of information and resources available at your library. 

Grant Program Objectives

1. To support the public’s need for information about library services
2. To provide equitable access to this information for the user, including those persons using assistive technology to access information
3. To improve the library’s communication with the community 

4. To assist library staff with developing capacity to maintain the website effectively 
Grant Priorities

Priority will be given to libraries establishing websites for the first time, and for libraries which need to meet the requirements of the ‘Basics’ list for content and design listed in this application.  Libraries which already provide the content ‘Basics’ may also apply for grants to improve the website design, navigation, usability, and accessibility, and to increase the functions and services offered through the library’s website.    

Professional services may be obtained for the planning and design of the website, with transition of the current library’s content to the new website structure, or for other activities deemed eligible by the State Library. 

Eligibility

This grant is open to all public libraries certified to receive state aid.  Eligible libraries must also have Internet access, preferably through the REAL Program. 
Available funds
The minimum amount that may be requested is $2,500; the maximum amount of funds that may be requested is $10,000. The State Library may decide to award a grant request in full or in part subject to funding availability and program priorities.

Matching Funds

A twenty-five percent (25%) minimum local match is required based on total project cost. For example, if the total project cost is $12,000, LSTA would fund $9,000 with local funds providing the remaining $3,000. If the total project cost is $15,000, LSTA would pay the maximum $10,000 (67%) and local funds would need to supply $5,000 (33%).
Allowable and Unallowable Costs
Allowable expenses include, but are not limited to:

· Cost for professional services to design the website, transfer information and train staff in how to maintain and update the site. This includes costs to develop templates or forms for use by the library in updating information on the website
· Travel expenses of the designer, including overnight expenses (lodging and food), if needed to meet with the designer(s). Travel reimbursement rates should be estimated at the current Office of the Secretary of State approved rates available at http://www.sos.mo.gov/library/development/grants/LSTA_Grant-Application-Guidelines.pdf 
· Training costs including travel expenses and fees for up to two-days of training for one staff person, if new web development software for the library staff’s use is purchased with this grant request

· Content server and application software for the website

· Public relations costs and materials to promote the completed website
Unallowable expenses include, but are not limited to:

· Servers and software modules to provide web access to the library’s electronic catalog (please use the Technology Ladder Grant application)
· Renovation or construction to the library facility; furnishings; supplies; signage
· Development or purchase of training materials
· Ongoing operating costs, such as web hosting service fees
· Extended warranties and service contracts
· Computer and software training normally provided by vendors as part of the installation process for hardware or software

· Hiring a member of the applicant’s own library or applicant’s regional library

· Library personnel costs associated with the design, implementation, or maintenance of the site including training in use of the software

· Travel expenses for the library staff
· Collection development acquisitions

· Costs for meetings, such as room rental, refreshments and related supplies

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 this grant are required to submit narrative, statistical, financial, and evaluative reports regarding the project.  Copies of surveys, promotional materials, brochures, evaluation results, and other documents produced as part of the grant project must accompany the final narrative report. 

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 report reviews, telephone calls, e-mail correspondence and/or onsite visits.
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 March 15, 2012.  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: Note that should you be awarded a grant, no grant funds may be encumbered or expended until the library has received the grant award packet, returned the grant acceptance form, and the grant period has started.

Upon submission of the Grant Acceptance form and 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 August 15, 2013.
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).

1. 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.  

Grant Program Timeline

March 15, 2012

Applications due (postmark date)

July 10, 2012


Grant management training session (tentative)

July 16, 2012


Beginning date of grant period

November 30, 2012

First interim report due

March 29, 2013

Second interim report due

July 15, 2013


Ending date of grant period; all funds must be encumbered

August 15, 2013

Final report due to State Library; all funds should be spent
Mail original completed application forms and TWO ADDITIONAL COPIES to:
Debbie Musselman, LSTA Grants Officer

LSTA Grant Application 

Missouri State Library

600 West Main Street

P.O. Box 387

Jefferson City MO 65102-0387

For further information, contact:

Jean Morrison, Technology Consultant
Missouri State Library

600 West Main St, PO Box 387

Jefferson City, MO 65102-0387

Telephone 573-751-0158 or (in Missouri) 800-325-0131, ext.11. 

E-mail: jean.morrison@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

Website Makeover
APPLICATION FORM

Winter 2012
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:  
DUNS Number:

Address:  
City: 



County: 


 Zip Plus Four: 

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 impacted 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 your descriptions of the proposed program, guided by the points below.  Please number your sections to correspond with the numbers below.  The Program Narrative should be 3-5 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. Background Information and Customer Service Benefit
a. Status of your library’s website: If your library has a website, provide a succinct description of the status of the site including its Web address, its success at providing the “Basic Website Elements” listed in this application, and results of any website accessibility tests that have been performed.
b. Have you developed a purpose or goal statement for your website? If yes, what is it?

c. How does this project fit into your library’s technology plan?

d. What planning work have you completed to prepare for the website makeover project?
e. If you currently have a website, what elements from your current website do you plan to retain?

f. What functions and content would you like to add to your website?

g. How will your library patrons benefit from this project?

3.  Project Implementation and Maintenance

a. Do you plan to hire a web designer or web development firm for your project? (Services over $3,000 require documentation of your large purchase price analysis.)
i. If you have not chosen a designer to assist with your project, describe how you will make your selection.

OR
ii. If a designer has been chosen, summarize the proposed designer’s credentials and state the basis for your selection. Attach a resume or business equivalent.

b. Give project implementation steps and timetables indicating how you will carry out the project, staff involvement, etc. The projected timetable for the project should give details by month for the entire grant period and include estimates for when funds will be encumbered and disbursed.
c. Describe the library’s plan to provide for maintenance and upkeep of the website.

4. Evaluation

Project evaluation should be designed to provide a viable measure of effect and executed shortly after the conclusion of the project to establish immediate results. 

a. How will you measure the use of the website, thus providing output measures for reporting purposes?

b. How will you measure the effectiveness of this project in ways that record project outcomes such as changes in attitudes, knowledge gained or improved skills? This may also include anecdotal information.

Though not part of the awarded grant project, we recommend that, where applicable, the library should continue to assess the project beyond the end of the grant period to determine long-term impacts of the project on the community.

5. Publicity

a. How will you inform the community of the website changes which will be available through this grant?

Basic Website Elements for Public Libraries
If you currently have a website, indicate the current status of each item:

The Basics – strongly recommended content:










Yes
 Partly
 None

	Library name, address, city, state, and zip code for each branch
	
	
	

	Directions and maps
	
	
	

	Phone number(s) by branch and service (include area code)
	
	
	

	Contact Us or Ask a Librarian e-mail link
	
	
	

	Hours of operation for each branch
	
	
	

	Mission statement, possibly including future goals.
	
	
	

	Library policies (especially for library cards, loan periods, use of the meeting room, computer use, unattended children)
	
	
	

	Reference services and special collections
	
	
	

	Programs areas for Children’s, Young Adult, Teen services
	
	
	

	New items on the site; upcoming or calendar of events
	
	
	

	Training schedule
	
	
	

	Provide link and search tips to the online catalog, if available from automation vendor
	
	
	

	Provide link to subscription resources, such as the online databases available to REAL members
	
	
	

	Availability of wireless connection at the library site(s)
	
	
	

	Web tools such as pictures, slideshows, widgets, etc.
	
	
	

	Provide patron interactive/delivery web tools such as: Blogs, RSS feeds, etc.
	
	
	

	Websites should be accessible to mobile Internet devices/smartphones such as Blackberry, iPhone, etc. 
	
	
	

	A companion mobile website can be developed as part of this project
	
	
	


The Basics - additional recommended content:










Yes
Partly
None

	Message from Director and/or Library Board President
	
	
	

	List of Board members
	
	
	

	Board by-laws; Minutes of library board meetings
	
	
	

	
	
	
	

	Library history and future plans
	
	
	

	Map of library layout, with key to major service areas
	
	
	

	New book list
	
	
	

	Friends of the Library information: newsletters, membership form
	
	
	

	Volunteer opportunities and recognition of individuals
	
	
	

	Most recent annual report
	
	
	


The Basics – strongly recommended design elements:










Yes
Partly
   No

	Consistent format/background/logo/navigation within a library system.  Branches link back to main branch, and main branch links to branches
	
	
	

	Appropriate fonts, web-safe colors
	
	
	

	Feedback or comment form: fill-in form or mailto message
	
	
	

	URL on each page with revision date
	
	
	

	Use metatags on key pages to help the pages to be found with search engines such as Google and also to be correctly annotated in the search summary listing
	
	
	

	Design by the 10 second rule: a visitor should be able to find a link to your catalog, your locations, your programs, your resources, in less than 10 seconds from any page on your site 
	
	
	

	Include a site map, and provide a link to it on every page
	
	
	

	Avoid library jargon, e.g., provide a link to the library catalog, not to the OPAC
	
	
	

	Make sure pages load quickly: limit the use of images and text graphics; optimize images
	
	
	

	Avoid flashing objects and multi-colored text that distract a visitor's attention
	
	
	

	Avoid pages longer than 2 screens; most users will not scroll down to find information
	
	
	

	Make sure the page is accessible to users with disabilities.  Websites should meet accessibility guidelines as specified in the World Wide Web Consortium (W3C) Web Content Accessibility Guidelines (http://www.w3.org/TR/WCAG10/checkpoint-list.html ) and Federal Section 508 Standards for Electronic and Information Technology http://www.access-board.gov/sec508/guide/1194.22.htm 
	
	
	

	Check your pages in multiple browsers to be sure they render correctly, e.g. Internet Explorer, Netscape, Mozilla Firefox, Opera, even on a Mac (Safari)
	
	
	


Adapted from “Website Design Guidelines for Public Libraries” originally prepared for the Milton Public Library, Milton, MA.

	Part III: Budget Details


· 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 all budget categories in this grant. A fifty percent (50%) match is required for individual pieces of equipment in excess of $10,000.
	Library Name:

	Project Title:

	Category
	Item Description
	Quantity
	Cost Per Unit
	LSTA Funds Requested
	Local Funds
(Minimum 25% match) 
	Total Cost 

	Contractual Services
	 
	 
	 
	 
	 
	 

	 
	 
	 
	Subtotal
	 
	 
	 

	Equipment and Operating Software
	 
	 
	 
	 
	 
	 

	 
	 
	 
	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 including full descriptions, specifications and explanations of all items or services to be purchased. Provide explanations for both federal and local funds.  

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

	2/14/2012
	Online
	A Website Designer
	Web design and implementation
	$5,761 

	2/15/2012
	Letter
	B Website Designer
	Web design and implementation
	$7,000 

	2/13/2012
	E-mail
	C Website Designer
	Web design and implementation
	$9,000 


Pricing B was selected because…

	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:

· Assurances-Non-Construction Programs 

· Certifications Regarding: Nondiscrimination; Debarment and Suspension; Drug-Free Work Place; Federal Debt Status; and Lobbying 

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

· For grants requesting an excess of $5,000, include with your application a COPY of the Work Authorization Affidavit submitted to the Division of Purchasing & Materials Management (DPMM) to document your compliance with the E-Verify Program. Instructions regarding this document are available in the grant application packet
Signatures of both the Library Director and the Library Board President 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 Library Board acknowledges compliance with and agreement to all eligibility requirements.

	________________________________
	______________________________

	Printed name of Library Director

	Printed name of Library Board President

	________________________________
	______________________________

	Signature, Library Director (use blue ink)
	Signature, Library Board President 
(use blue ink)

	________________________________

Date
	______________________________

Date


Application Deadline: March 15, 2012 (postmarked or hand delivered).

Project Grant Period: July 16, 2012 through July 15, 2013
THIS SHEET IS THE FINAL PAGE OF YOUR APPLICATION FORM:

APPROPRIATE ATTACHMENTS SHOULD FOLLOW THIS PAGE. 

Mail original completed application forms and TWO ADDITIONAL COPIES to:
Debbie Musselman, LSTA Grant Officer

LSTA Grant Application

Missouri State Library

600 West Main Street, PO Box 387

Jefferson City, MO 65102-0387

For further information, contact:

Jean Morrison, Technology Consultant

Missouri State Library

600 West Main St, PO Box 387

Jefferson City, MO 65102-0387

Telephone 573-751-0158 or (in Missouri) 800-325-0131, ext.11. 

E-mail: jean.morrison@sos.mo.gov
CERTIFICATIONS REGARDING: NONDISCRIMINATION; DEBARMENT AND

SUSPENSION; DRUG-FREE WORKPLACE; FEDERAL DEBT STATUS; 
AND LOBBYING

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. By signing this form, the authorizing official acknowledges compliance with and agreement to all statutes and regulations referenced herein. Further information may be obtained by contacting the Library Development Division of the Missouri State Library.

1. Nondiscrimination

The authorized representative, on behalf of the applicant, certifies that the library will comply with the following nondiscrimination statutes and their implementing regulations:

(a) Title VI of the Civil Rights Act of 1964, as amended (42 U.S.C. § 2000 et seq.), which prohibits discrimination on the basis of race, color, or national origin;

(b) Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. § 701 et seq.), which prohibits discrimination on the basis of disability (note: IMLS applies the regulations in 45 C.F.R part 1170 in determining compliance with § 504 as it applies to recipients of Federal assistance);

(c) Title IX of the Education Amendments of 1972, as amended (20 U.S.C. §§ 1681–83,1685–86), which prohibits discrimination on the basis of sex in education programs; and

(d) The Age Discrimination in Employment Act of 1975, as amended (42 U.S.C. § 6101 et seq.), which prohibits discrimination on the basis of age.
2. Debarment and Suspension

As required by 2 C.F.R part 3185, the authorized representative, on behalf of the applicant, certifies to the best of his or her knowledge and belief that neither the library nor any of its principals for the proposed project:

(a) Are presently excluded or disqualified;

(b) Have been convicted within the preceding three years of any of the offenses listed in 2 C.F.R. part 180.800(a) or had a civil judgment rendered against it or them for one of those offenses within that time period;

(c) Are presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State, or local) with commission of any of the offenses listed in 2 C.F.R. part 180.800(a); or

(d) Have had one or more public transactions (Federal, State, or local) terminated within the preceding three years for cause or default.

Where the applicant is unable to certify to any of the statements in this certification, the authorized representative shall attach an explanation to this form.

The Applicant, as a primary tier participant, is required to comply with 2 C.F.R. part 180 subpart C (Responsibilities of Participants Regarding Transactions Doing Business with Other Persons) as a condition of participation in the award. The applicant is also required to communicate the requirement to comply with 2 C.F.R. part 180 subpart  (Responsibilities of Participants 2 Regarding Transactions Doing Business with Other Persons) to persons at the next lower tier with whom the applicant enters into covered transactions.

3. Drug-Free Workplace

The authorized representative, on behalf of the applicant, certifies, as a condition of the award, that the applicant will or will continue to provide a drug-free workplace by complying with the requirements in 2 C.F.R. part 3186 (Requirements for Drug-Free Workplace (Financial Assistance)). In particular, the applicant as the recipient must comply with drug-free workplace requirements in subpart B of  2 C.F.R. part 3186, which adopts the Government-wide implementation (2 C.F.R. part 182) of sections 5152-5158 of the Drug-Free Workplace Act of 1988 (P. L. 100-690, Title V, Subtitle D; 41 U.S.C. §§ 701-707).

This includes, but is not limited to: making a good faith effort, on a continuing basis, to maintain a drug-free workplace; publishing a drug-free workplace statement; establishing a drug-free awareness program for the applicant’s employees; taking actions concerning employees who are convicted of violating drug statutes in the workplace; and identifying (either at the time of application or upon award, or in documents that the applying library keeps on file in its offices) all known workplaces under its Federal awards.

4. Federal Debt Status

The authorized representative, on behalf of the applicant, certifies to the best of his or her knowledge and belief that the applicant is not delinquent in the repayment of any Federal debt.

5. Certification Regarding Lobbying Activities (Applies to Applicants Requesting Funds in Excess of $100,000) (31 U.S.C. § 1352)

The authorized representative certifies, to the best of his or her knowledge and belief, that:

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

(b) If any funds other than Federal appropriated funds have been paid or will be paid to any person (other than a regularly employed officer or employee of the applicant, as provided in 31 U.S.C. § 1352) 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 contract, grant, loan, or cooperative agreement, the authorized representative shall complete and submit Standard Form LLL, “Disclosure of Lobbying Activities,” in accordance with its instructions.

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

This certification is a material representation of fact upon which reliance is placed when the transaction is made or entered into. Submission of this certification is a prerequisite for making or entering into the transaction imposed by 31 U.S. C. § 1352. Any person who fails to file the required certification shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.

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

Signature of Authorized Certifying Official

Print name and Title of Authorized Certifying Official

___________________________

Date

8/2011
[image: image2.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.
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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
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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

Grant applications requesting an excess of $5,000 also need to submit a completed Business Entity Certification form indicating compliance with the Work Authorization Program. For vendor, bidder or contractor, read “grantee”. 

Work Authorization Program 
Effective September 1, 2009 
NOTICE TO VENDORS 

As a condition for the award of any contract or grant in excess of five thousand dollars by the state or by any political subdivision of the state to a business entity, or for any business entity receiving a state administered or subsidized tax credit, tax abatement, or loan from the state, the business entity shall, by sworn affidavit and provision of documentation, affirm its enrollment and participation in a federal work authorization program with respect to the employees working in connection with the contracted services. Every such business entity shall sign an affidavit affirming that it does not knowingly employ any person who is an unauthorized alien in connection with the contracted services. [RSMO 285.530 (2)] 

An employer may enroll and participate in a federal work authorization program and shall verify the employment eligibility of every employee in the employer’s hire whose employment commences after the employer enrolls in a federal work authorization program. The employer shall retain a copy of the dated verification report received from the federal government. Any business entity that participates in such program shall have an affirmative defense that such business entity has not violated subsection 1 of this section. [RSMO 285.530 (4)] 

Effective September 1, 2009, any entity contracting with the state or any political subdivision of the state shall only be required to provide the referenced affidavit, on an annual basis. The affidavit can be found at http://www.oa.mo.gov/purch/vendorinfo/285affidavit.pdf. Vendors may choose to send the required documentation using one of the following options: 

1.
Send the notarized affidavit and MOU signature page to Division of Purchasing & Materials Management (DPMM) prior to responding to any solicitations; OR 
2.
Send the notarized affidavit and MOU signature page to DPMM along with a bid solicitation response. 

Affidavits with a notarized dated of September 1, 2009 or later and the MOU signature page may be sent directly to DPMM via fax at 5735269815, email to purchmail@oa.mo.gov or mail to State of Missouri, OA/DPMM, P. O. Box 809, Jefferson City MO 65102, attention: Work Authorization Program. These documents will be kept on file for use by DPMM and other Missouri state agencies’ use. These documents will remain current for one year from the notarized affidavit date. For additional information regarding this new annual affidavit requirement, please email purchmail@oa.mo.gov or call 5737512387. 

For vendors that are not already enrolled and participating in a federal work authorization program, EVerify is an example of this type of program. Information regarding EVerify is available at http://www.dhs.gov/xprevprot/programs/gc_1185221678150.shtm.

For grant applicants that have already submitted e-verify documentation with the State of Missouri please remember to renew your Affidavit of Work Authorization on an annual basis. Instructions are available at http://oa.mo.gov/purch/vendorinfo/e-verify.htm. Note, you only need to complete Box C of the Business Entity Certification form.

EXHIBIT A

BUSINESS ENTITY CERTIFICATION, ENROLLMENT DOCUMENTATION,

AND AFFIDAVIT OF WORK AUTHORIZATION 

BUSINESS ENTITY CERTIFICATION:

The contractor must certify their current business status by completing either Box A or Box B or Box C on this Exhibit.


BOX A:
To be completed by a non-business entity as defined below.

BOX B:
To be completed by a business entity who has not yet completed and submitted documentation pertaining to the federal work authorization program as described at http://www.dhs.gov/xprevprot/programs/gc_1185221678150.shtm.

BOX C:
To be completed by a business entity who has current work authorization documentation on file with a Missouri state agency including Division of Purchasing and Materials Management.

Business entity, as defined in section 285.525, RSMo pertaining to section 285.530, RSMo is any person or group of persons performing or engaging in any activity, enterprise, profession, or occupation for gain, benefit, advantage, or livelihood.  The term “business entity” shall include but not be limited to self-employed individuals, partnerships, corporations, contractors, and subcontractors.  The term “business entity” shall include any business entity that possesses a business permit, license, or tax certificate issued by the state, any business entity that is exempt by law from obtaining such a business permit, and any business entity that is operating unlawfully without such a business permit.  The term “business entity” shall not include a self-employed individual with no employees or entities utilizing the services of direct sellers as defined in subdivision (17) of subsection 12 of section 288.034, RSMo.

Note:  Regarding governmental entities, business entity includes Missouri schools, Missouri universities (other than stated in Box C), out of state agencies, out of state schools, out of state universities, and political subdivisions.  A business entity does not include Missouri state agencies and federal government entities.

	BOX A – CURRENTLY NOT A BUSINESS ENTITY

	I certify that       





(Company/Individual Name)

 DOES NOT CURRENTLY MEET the definition of a business entity, as defined in section 285.525, RSMo pertaining to section 285.530, RSMo as stated above, because:  (check the applicable business status that applies below) 


 FORMCHECKBOX 
 I am a self-employed individual with no employees; OR


 FORMCHECKBOX 
 The company that I represent utilizes the services of direct sellers as defined in 

      subdivision (17) of subsection 12 of section 288.034, RSMo.

I certify that I am not an alien unlawfully present in the United States and if 

     
                                            (Company/Individual Name)              

is awarded a contract for the services requested herein under       
                                                                                                                (RFQ Number) 
and if the business status changes during the life of the contract to become a business entity as defined in section 285.525, RSMo pertaining to section 285.530, RSMo then, prior to the performance of any services as a business entity,      
                                                                                (Company/Individual Name) 

agrees to complete Box B, comply with the requirements stated in Box B and provide the Office of Administration, Division of Facilities Management, Design and Construction with all documentation required in Box B of this exhibit.  

     
Authorized Representative’s Name

(Please Print)

Authorized Representative’s Signature

     
     
Company Name (if applicable)

Date




EXHIBIT A, continued

	BOX B – CURRENT BUSINESS ENTITY STATUS

	(Complete the following if you DO NOT have the E-Verify documentation and a current Affidavit of Work Authorization  already on file with the State of Missouri.  If completing Box B, do not complete Box C.)

	I certify that      
                                                     (Business Entity Name)

MEETS the definition of a business entity as defined in section 285.525, RSMo pertaining to section 285.530.

     
Authorized Business Entity Representative’s Name

(Please Print)

Authorized Business Entity 

Representative’s Signature

     
     
Business Entity Name

Date

     
E-Mail Address

As a business entity, the contractor must perform/provide the following.  The contractor should check each to verify completion/submission:


 FORMCHECKBOX 

Enroll and participate in the E-Verify federal work authorization program (Website:  http://www.dhs.gov/xprevprot/programs/gc_1185221678150.shtm; Phone: 888-464-4218; Email:  e-verify@dhs.gov) with respect to the employees hired after enrollment in the program who are proposed to work in connection with the services required herein; AND


 FORMCHECKBOX 

Provide documentation affirming said company’s/individual’s enrollment and participation in the E-Verify federal work authorization program.  Documentation shall include EITHER the E-Verify Employment Eligibility Verification page OR a page from the E-Verify Memorandum of Understanding (MOU) listing the contractor’s name and the MOU signature page completed and signed, at minimum, by the contractor and the Department of Homeland Security – Verification Division.  If the signature page of the MOU lists the contractor’s name and company ID, then no additional pages of the MOU must be submitted; AND 

 FORMCHECKBOX 

Submit a completed, notarized Affidavit of Work Authorization provided on the next page of this Exhibit.




EXHIBIT A, continued

AFFIDAVIT OF WORK AUTHORIZATION:

The contractor who meets the section 285.525, RSMo definition of a business entity must complete and return the following Affidavit of Work Authorization.

Comes now       

                                             (Name of Business Entity Authorized Representative) 

as       

                                                             (Position/Title) 
first being duly sworn on my oath, affirm      
                                                                                             (Business Entity Name) 
is enrolled and will continue to participate in the E-Verify federal work authorization program with respect to employees hired after enrollment in the program who are proposed to work in connection with the services related to contract(s) with the State of Missouri for the duration of the contract(s), if awarded in accordance with subsection 2 of section 285.530, RSMo.  I also affirm that

     
                                                       (Business Entity Name)
 does not and will not knowingly employ a person who is an unauthorized alien in connection with the contracted services provided under the contract(s) for the duration of the contract(s), if awarded.

In Affirmation thereof, the facts stated above are true and correct.  (The undersigned understands that false statements made in this filing are subject to the penalties provided under section 575.040, RSMo.)


     
	Authorized Representative’s Signature
	
	Printed Name

	
	
	

	     
	
	     

	Title
	
	Date

	
	
	

	     
	
	     

	E-Mail Address
	
	E-Verify Company ID Number


Subscribed and sworn to before me this _____________ of ___________________.  I am

 
(DAY)
(MONTH, YEAR)

commissioned as a notary public within the County of ________________, State of 

 
(NAME OF COUNTY)

_______________________, and my commission expires on _________________.


(NAME OF STATE)
(DATE)

	
	
	

	Signature of Notary
	
	Date


EXHIBIT A, continued

	BOX C – AFFIDAVIT ON FILE -  CURRENT BUSINESS ENTITY STATUS

	(Complete the following if you have the E-Verify documentation and and a current Affidavit of Work Authorization already on file with the State of Missouri.  If completing Box C, do not complete Box B.)

	I certify that      
                                                               (Business Entity Name) 
MEETS the definition of a business entity as defined in section 285.525, RSMo pertaining to section 285.530, RSMo and have enrolled and currently participates in the E-Verify federal work authorization program with respect to the employees hired after enrollment in the program who are proposed to work in connection with the services related to contract(s) with the State of Missouri.  We have previously provided documentation to a Missouri state agency or public university that affirms enrollment and participation in the E-Verify federal work authorization program.  The documentation that was previously provided included the following.  

· The E-Verify Employment Eligibility Verification page OR a page from the E-Verify Memorandum of Understanding (MOU) listing the contractor’s name and the MOU signature page completed and signed by the contractor and the Department of Homeland Security – Verification Division. 

· A current, notarized Affidavit of Work Authorization (must be completed, signed and notarized within the past twelve months).

Name of Missouri State Agency or Public University* to Which Previous E-Verify Documentation Submitted:      
(*Public University includes the following five schools under chapter 34, RSMo:  Harris-Stowe State University – St. Louis; Missouri Southern State University – Joplin; Missouri Western State University – St. Joseph; Northwest Missouri State University – Maryville; Southeast Missouri State University – Cape Girardeau.)

Date of Previous E-Verify Documentation Submission:      
Previous Contract Number for Which Previous E-Verify Documentation Submitted:

     
(if known)

     
Authorized Business Entity Representative’s Name

(Please Print)

Authorized Business Entity Representative’s Signature

     
     
E-Verify MOU Company ID Number

E-Mail Address

     
     
Business Entity Name

Date

FOR STATE USE ONLY:

Documentation Verification Completed By:

___________________________________
________________________

Name

Date




A.





B.
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