Public Library 

Collection Development Grant
Final Report Forms
Final Report

due by

September 15, 2016
This report must be completed, signed and submitted to the Missouri State Library by email, fax or mail:

Email to: LSTA@sos.mo.gov
Fax to: (573) 751-3612 OR 
Mail to:

LSTA Grant Program

Shay Young, LSTA Grants Officer

Missouri State Library

600 West Main, PO Box 387

Jefferson City, MO 65102-0387
Instructions for Final Report Forms,

Public Library Collection Development Grants

The Final Report consists of the following items. All items must be submitted or final payment cannot be made. Please use the report forms furnished in this packet.

1. Financial Report:  Complete the top part of the form. List only LSTA Grant funds in the chart. Do not include local funds on the chart.  Please use exact figures. Do not round.

LSTA Amount Approved—The LSTA amount approved for purchasing public library collection development materials as stipulated in the Grant Agreement. 

LSTA Amount Spent—List LSTA amounts expended during the grant period for each category.

LSTA Unspent Balance—List what is left to spend. (LSTA Amount Approved minus LSTA Amount Spent)

2. Payment Summary: Please list each invoice separately.  Include only approved items as listed in the project budget. Use exact costs. Do NOT round.

Example:
	Budget  Category
	Description of item or service
	Quantity
	Invoice Number
	Invoice  Date
	Vendor
	 LSTA Funds 
	 Local Funds 
	 Total 

	Library Materials
	Biographies for the adult collection
	15
	123456
	3/30/2016
	Books Galore
	$334.62
	$0
	$334.62


3. Narrative Report:  Please complete the form and answer the questions to document the activities during this grant period.  Use separate sheets; more than one question can be answered on each sheet. Include the grant number and library district name on each sheet.  Attach to report form.
4. Final Payment Request Form:  This form was customized for each grant award and sent to the library district along with the fully executed grant agreement. Please complete all information on this form and submit it with the final report in order to receive the final payment for the grant. If all of the LSTA allowable funds were not spent please adjust the request for final payment total by subtracting the amount not spent (the “LSTA Unspent Balance” on the financial report).

Questions about the report forms or administration of this grant may be directed to Becky Wilson at becky.wilson@sos.mo.gov or Debbie Musselman at debbie.musselman@sos.mo.gov or by telephone at 1-800-325-0131.

Please submit all forms by email, fax or mail to:



Email to: LSTA@sos.mo.gov
             Fax to: (573) 751-3612 OR

         
          
Mail to: 

             LSTA Grant Program

          
Shay Young, LSTA Grants Officer

         
Missouri State Library

          
600 West Main, P.O. Box 387


          

Jefferson City, Missouri  65102-0387
Missouri State Library – Library Services and Technology Act

Public Library Collection Development Grant Program

Final Financial Report

Grant Project Number: 
Library District Name: 

Project Director:

Name of Person Making This Report:

Phone Number with Area Code:

Email Address:
****Use exact costs. Do NOT round.****
	Budget Category
	LSTA 
Amount Approved


	LSTA 
Amount Spent
	LSTA Unspent Balance

(To be subtracted 

from final payment amount)

	Library Materials
	
	
	


Please describe any relevant funding issues:

CERTIFICATION:  By my signature, I believe the financial report and payment summary are correct, and that all items listed in the payment summary are for the purpose set forth in the award documents.

Typed or Printed Name and Title of Authorized Individual

Signature of Authorized Individual 




Date

Library Services and Technology Act Grant Program administered by the Missouri State Library, a Division of The Office of the Secretary of State

Public Library Collection Development Grant

Payment Summary – Final Report

Grant Project Number:  

Library District Name:  


Please list each invoice separately. Include only approved items as listed in the project budget. 

Use exact costs. Do NOT round.
	Budget  Category
	Description of item or service
	Quantity
	Invoice Number
	Invoice  Date
	Vendor
	 LSTA Funds 
	 Local Funds 
	 Total 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	TOTAL
	
	
	


STATE LIBRARY – LIBRARY SERVICES AND TECHNOLOGY ACT

PUBLIC LIBRARY COLLECTION DEVELOPMENT GRANT PROGRAM

FINAL NARRATIVE REPORT

Grant Project Number:
Library District Name: 

Project Director:


Name of Person Making This Report:

Phone Number with Area Code:

Email Address:
Total grant funds spent as indicated on the Final Financial Report: 

Total local funds spent during the grant period on the project as documented on the payment summary:

Was the grantee subject to a Single Audit during the project grant period (i.e. received $750,000 or more in federal funds?

Please answer the following questions on a separate sheet of paper.  Include the question above each answer. Two or three pages should be sufficient to complete this report. 

1. ACTIVITIES: List the major activities carried out during this project. 

2. OUTPUTS: 
a. Record the number of items added to the collection as a part of the project and their circulation in the chart below.

	
	Total

	Average number of months the materials were in circulation
	

	Number of print materials added to the collection
	

	Number of times print materials circulated
	

	Number of audio/visual materials added to the collection
	

	Number of times audio/visual materials circulated
	

	Number of electronic materials added to the collection
	

	Number of times electronic materials circulated
	


b. Please report any other statistics that were tracked and analyzed for this project.

3. EVALUATION METHODS: Which of the following evaluation methods have you used? Check all that apply. If a survey was/will be used, please include a blank copy of the survey with this report; all surveys must be reviewed and approved by the State Library before being implemented.  
Survey (If a survey was used, provide the number of surveys collected)

Review of Administrative Data (Statistical Analysis)

Interview/Focus Group

Participant Observation

Other, please describe
4. OUTCOMES: Identify the overall impact the project has had on your library, the individuals served and your community. This includes changes in behavior, skills, knowledge, attitude, status, and life condition. If a survey was used, provide a summary of responses received. (Attach a blank copy of any pre- and post-surveys used to this report.) 

5. IMPORTANCE OF FINDINGS: Briefly summarize the importance of the outputs, outcomes, and/or other reported results. 

6. PROJECT PROMOTION: In general, how was the project promoted within the library and community and how effective were each of the efforts? In particular, what attempts were made to attract previously underserved audiences to the Library and what were the results?  Also indicate how the community was informed this project was funded through an IMLS-LSTA grant. Attach copies of the promotional efforts: newspaper articles, flyers, brochures, etc.
7. PROJECT CONTINUANCE: Do you anticipate continuing this project after the funding period ends. Please describe.

8. EFFORT LEVEL: Will the level of effort change following the end of the funding period?

9. PROJECT SCOPE: Will the scope of the project change following the end of the funding period?

10. OTHER: Please share other comments as appropriate.
CERTIFICATION:  By my signature, I believe this narrative report is correct, accurately describes what has happened during the grant period, and realistically assesses what impact the project has had upon library use and operation.

_________________________________________________

Signature of Authorized Individual


Typed First and Last Name: 

Job Title: 

Date: 

Example of survey summary:





20 survey responses were received and had the following responses:





As a result of reading the new non-fiction books at the library did/do you:





�
Disagree�
Undecided�
Agree�
Does not apply�
�
Learn new skills that will help improve your literacy skills.�
3�
3�
14�
�
�
Improve your satisfaction with the library’s materials�
0�
0�
20�
�
�
Read more �
2�
1�
17�
�
�



Repeat as appropriate for the remainder of the survey questions.








