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MISSOURI STATE LIBRARY

SHOW ME STEPS TO CONTINUING EDUCATION:

GROUP TRAINING EVENTS
Grant Information and Application

SFY2017
Grant Program Description

Show Me Steps to Continuing Education: Group Training Events is a grant program that provides local, regional, or statewide training for groups on current, relevant, unique, and/or in-demand topics.  The goal of the program is to enhance the knowledge and skill level of those who offer or support library services with an end result of improved library services to the citizens of Missouri (LSTA Priority 3 and Missouri State Library Goal 3). This continuing education (CE) opportunity is for a host library or library consortium to plan and provide training for a group of library staff members, either at a local, regional, or statewide level.

Applications may be submitted to the State Library at any time throughout the year, but no earlier than 12 months and no less than 3 months before the selected CE activity.  
Eligible Activities

Significant library-related continuing education or training opportunities eligible for this program include (but are not limited to):

· Technical or other specialized CE events led by a qualified consultant or trainer and appropriate to the operational or service needs of the applicant’s organization or of the library staff expected to be in attendance at the event. 
· Reserving a set number of seats for in-state attendees to participate in web-based instructional courses, either synchronous or asynchronous. NOTE: Web-based CE must be non-credit and completed within six months of award.  

NOTE: The State Library funds this program through the Library Services and Technology Act (LSTA) as administered by the Institute for Museum and Library Services (IMLS). Training themes are subject to meeting eligibility for LSTA funding, as determined by the State Library.  IMLS does not allow use of LSTA funds in support of library management activities involving fundraising, advocacy, general marketing, or library design and construction. Training events with these themes will be considered INELIGIBLE for funding.
Eligibility

· All costs must be encumbered within the grant period, which begins with the notice of award. Conference registration or travel booked prior to the start of the grant period is considered pre-award and must be fully funded locally. The only exception is when obligations can be cancelled without a financial cost to the library should the grant be denied. Purchasing a fully refundable ticket or registration prior to the start of the grant period would remain LSTA eligible, if the grant is then awarded.

· Eligible participants are staff members or trustees of public libraries certified to receive State Aid.  NOTE:  To be eligible for individual continuing education events, a library staff member must have been permanent full or part-time staff for at least six months.  
· Other eligible participants are staff members from school libraries, academic libraries, special libraries, or library consortia as defined in the Missouri Five-Year State Plan 2013-2017: http://www.sos.mo.gov/library/development/grants/MissouriLSTAFY2013-2017Plan.pdf.  See the section labeled “Definitions.”

· Prospective CE participant(s) must be accorded release time by the library or administrative unit without loss of salary or personal leave time. 
· The number of staff from a single institution may be limited for continuing education events for individuals to encourage a fair and wide representation of the library community.  

· Participants receiving multiple Show Me Steps within the last 12 months will have a lower priority with successive grant application submissions. 

· On occasion, and in cases of determined statewide need, the State Library may solicit a library to send a staff member to an educational activity having special requirements such as position, service tenure, educational level, etc.  In these cases the State Librarian may choose to modify the application procedure and/or match requirement.

Prioritization For Local Group Training
· Preference for local group trainings (affecting only one library system) will be given to first-time applicants

Prioritization for Regional or Statewide Group Training

· Preference for group trainings will be given to applications holding sessions for participants from more than one region. 

Available Grant Funds 

The maximum amount is $30,000, and the minimum amount is $500. 
Matching Funds

The State Library determines the amount of local matching funds required. The local minimum match is 25%. A higher local match may be required based on a combination of factors such as, but not limited to, (1) library budget, staff size, and/or financial need, (2) the total estimated average cost of activity attendance, (3) the number of applicants from the same library applying to attend the same activity, and (4) the number of applicants from different libraries requesting to attend the same activity. On occasion, and in cases of determined statewide need, the State Library may reduce or remove the requirement for a local match.
Allowable and Unallowable Costs

	Allowable costs include, but are not limited to: 
· Fees, honorarium, or stipend for expert, including travel costs. The application should list these costs as a single line item under Contractual Services. If the total is $3,000 or more, a market analysis must be performed.
· Fees for new curriculum development (cannot exceed $740 for ½ to one day workshop, $1,000 for 2 day workshop, or $2,000 for a series of workshops covering related content)
· Substitute staff or additional hours for part-time staff at the library, to enable pertinent staff to participate in the training

· Training costs for volunteers

· Publicity including mailings
· Costs to produce workshop materials and/or handouts
· Copyright or other miscellaneous fees (explain in the budget narrative)

· Meeting room rental

· Indirect costs at the federally negotiated rate for your institution, as supported by official documentation of the accepted negotiated rate, or 10% for institutions without a federally negotiated rate
· Travel for eligible participants from libraries other than the host library

· To be eligible for participant lodging: One night of lodging before the event is allowed for a half-day event that starts by 8:00 AM or a one-day workshop for participants arriving from a distance of 120 miles or more. For multi-day events, or for participants arriving from a distance of 120 miles or more, additional nights of lodging may be allowed. The host library is responsible for determining eligibility for lodging.
· The lodging rates may not exceed the federal CONUS rate. 
· The host library is responsible for all payments to vendor(s) or to participants, if a reimbursement option is chosen.  

· To be eligible for food expenses: The applicant, if acting as a host for the project event, may request funding for food, provided the event lasts a minimum of 4 hours and is open to registrants from other libraries in addition to library district staff. The applicant must provide samples of promotional materials and/or include a plan for promoting the event to participants outside the local library district in the budget narrative. Applicants may include expenses for breaks and meals held during the event. The budget for food expenses may not exceed the State of Missouri Per Diem Rate. 



NOTE:  All budgeted costs must be deemed reasonable by the State Library. Travel costs generally must be within the Missouri State Per Diem Rate for travel.
Approved meal rates may be found at https://oa.mo.gov/accounting/state-employees/travel-portal-information/state-meals-diem
Lodging rates may be found at: www.gsa.gov/perdiem.

Unallowable costs include, but are not limited to:
· Late registration fees

· Charges for academic course credit

· Personal entertainment activities

· Laundry or dry cleaning fees

· Transportation charges for sightseeing, shopping, etc.

· Childcare

· Internet connectivity fees or computer upgrades to hardware or software for the purpose of participating in Web-based instruction

· Membership fees

· Hiring a member of the applicant’s library or the regional library’s contractual members to conduct a training

· Paying existing staff costs (i.e., using grant funds to pay for the hours a staff person spends during his/her regular hours for planning, implementing or attending the training event; or staff costs for salaried personnel)
	· Food expenses for staff day or in-service training events (events not open to outside registrants)

· Incentives such as door prizes or any type of “gift” to presenters, participants, or libraries

· Equipment purchases 

· Furniture

· Collection development acquisitions

· Planning for a tax levy campaign

· Any costs/projects related to building, building planning and design, remodeling or new constructions

· On-call maintenance contracts, or computer training normally provided by vendors as part of the installation process for hardware or software


Reporting Requirements
A first report by the applicant for CE events for group trainings is required no later than 30 days after the last day of the CE activity. This two-part report will include (1) a narrative section and (2) a financial section. Report forms will be supplied by the State Library. The request for grant payment must be submitted in conjunction with this report.  

A final report by the applicant for CE events for group trainings is required no later than 6 months after the last day of the CE activity. This final report will include results from the post-session follow-up with participants, to assess the intermediate impact of the training, as discussed on page 11 of the grant application, under Training Reports, section 3.C. Report forms will be supplied by the State Library.  

The evaluative report, with requested revisions if necessary, may or may not be subsequently printed in one of the State Library’s publications.
If appropriate, the CE participant or project director may be asked to share his/her experience or expertise in a speaking or workshop environment.

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.

How are grant payments made?

· Awards are made to and administered by the library/administrative unit  

· Award funds are forwarded to the library or administrative unit which shall in turn reimburse the CE participant for any out-of-pocket expenses as listed on the grant application.  Reimbursement to the CE participant shall be from federal grant funds and matching local funds at the percentage described in the award.
· Payment will be forwarded upon submission of the final narrative and financial reports. 

· Payment by the State Library is generally made within 6 weeks after submission and approval of the final reports. 
· If extenuating or mitigating circumstances require a CE participant to withdraw from the activity, the State Library will consider, on a case-by-case basis, payment of obligated, non-refundable fees and charges as detailed within the accepted budget. 
Application Procedure

1. Select a continuing education group activity and determine if it is eligible under this program.

2. Decide who will participate in the group activity; determine eligibility under this program.

3. Estimate the costs involved in the group activity; provide documentation for all cost estimates.

4. Complete the application form; obtain all required signatures; be sure all applicable blanks are filled in and the fiscal agent’s administration understands the requirements of this grant, the local matching funds required, and the reimbursement method. 

Application Review Process
· To be eligible for review, applications must be received no earlier than 12 months and no less than 3 months prior to the initial day of the desired CE event.  

· Only COMPLETE applications from eligible libraries and library consortia will be reviewed.

· Eligible applications will be reviewed and evaluated by State Library staff. Awards will be determined by the State Library and the Secretary of State’s Office.

· The State Library will notify each applicant library/administrative unit of award approval or denial.  

· The State Library must be notified as soon as possible if an awarded CE participant is unable to attend the selected activity.
Please fax, email, or mail the original completed application form to:
Becky Wilson

Show Me Steps Grant Application

Missouri State Library

600 West Main Street, PO Box 387

Jefferson City MO 65102-0387

Fax: 573-751-3612
Email: mostlib@sos.mo.gov

For further information, contact:

Becky Wilson





Debbie Musselman

Public Library Services Consultant


Library Development Director

Telephone:  800-325-0131


        
Telephone:  800-325-0131
E-mail : becky.wilson@sos.mo.gov


E-mail : debbie.musselman@sos.mo.gov 
          


Project Number: ______________________________________________________________

(State Library Use Only)

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

	Part I: Application Form 


A. LIBRARY DETAILS

Name of Library:  











Address:  

City: 




County:


 Zip Plus Four: 


Phone: 



 Fax: 


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

DUNS Number:

Library Director: 


Library Director Email:


 Library Director Phone: 

What is the total library budget?

What is the size/number of staff in paid full-time equivalent?

Is continuing education, training or professional development a budgeted item (check one):

 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

If so, what is the budgeted annual amount?

Continuing education event details:

This application is for a (check one):   
 FORMCHECKBOX 
   Local Group Training

 FORMCHECKBOX 
    Regional Group Training

 FORMCHECKBOX 
    Statewide Group Training
Name of the CE Event:
Date(s) of CE Event(s):

Location(s) of CE Event(s): 

Budget:

LSTA Funds Requested:  



Local Match: 

B. PARTICIPANT DATA
1. Project Director Name:

2. Project Director Email:
3. Project Director Phone Number:
4. Estimated number of persons attending the event(s): 

5. This CE event will be open to staff members from other library districts (check one):   
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

Part II: PROGRAM NARRATIVE 
For your program narrative, please respond to the following items on a separate sheet of paper. The responses should be typed, single-sided, and double-spaced on plain. More than one question can be answered per sheet. Include the question above each answer. Two or three total pages should be sufficient to complete this portion of the application.

1. CE event purpose:
a) Please justify the need for the training event chosen.
b) Who will attend this training session? Will it be held for the local library system or open at a regional or statewide level? If this is a regional or statewide training, will there be any limits or restrictions on how many library staff can attend from outside of the host library? 

c) What are the learning objectives for this activity?
d) What are the qualifications of the proposed trainer(s)? 

e) How will participation in this activity benefit the library system(s) and patrons? 
f) How will acquired information be shared and/or implemented within the library and beyond?

2. Other training information: 
a) Why was this particular type of training format selected?

b) Indicate whether the library/consortia has received a Show Me Steps grant within the last 12 months. If so, please list the CE event(s), date(s) of attendance and award amount(s). 
c) Indicate whether the library has ever received a Show Me Steps grant in the past. If so, is this application to attend an event or to offer a group training for which the library has received prior grant funding? Also explain how participation in previously funded events impacted library services.
3. Training Impacts:

a) Present a plan to determine the impact the training will have through quantitative measures, for instance the number of training sessions held, including attendance counts.
b) Present a plan to determine the impact the training will have through qualitative assessments showing how you will measure improved skills, increased knowledge or changes in behaviors or attitudes because of the project. Submit a copy of any surveys that will be used to help assess project impact. Sample surveys can be found in the resources section. 
c) Present a plan to contact participants and obtain Outcome Based Evaluations (OBE), no sooner than six weeks, and no later than five months, after the date of the training session, in order to show the impact of the training on the library community. OBE must be reported back to the Missouri State Library within 6 months of the date of the training, and should, at minimum, address the following: 
a. Describe any changes that occurred at the library, due to this training. 
b. Did the participants share information with colleagues? 
c. Did the training impact policies and procedures? 
Sample surveys can be found in the resources section.
4. Acknowledgements:
a) Please briefly explain your plans and intentions to comply with the acknowledgement expectations detailed below: 

The Institute of Museum and Library Services (IMLS), the Missouri State Library, and the Office of the Secretary of State must be acknowledged for sponsoring the program in all announcements, registration processes, fliers, handouts, presentations, sessions, press releases, and surveys.  
Appropriate acknowledgment language is as follows: 
This (project/publication/activity) is supported by the Institute of Museum and Library Services under the provisions of the Library Services and Technology Act as administered by the Missouri State Library, a division of the Office of the Secretary of State. 
Logos for the Missouri State Library and IMLS can/should be used as appropriate, when space permits. 
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For additional information on use of the IMLS logos, please visit: https://www.imls.gov/grants/grant-recipients/grantee-communications-kit/imls-logos
	Part III: Budget Details


1. Budget Worksheet

Fill in the budget worksheet below to create a line-item budget to be submitted with the budget narrative. Estimate the appropriate costs as accurately as possible. Round all figures to the nearest whole dollar. A minimum local match of 25% is required. Please note during review of the application, the State Library may determine that the final award may require more than the minimum local match. The State Library may request budget clarification. Not all of the categories listed below will be applicable for each grant.  
	Budget Category
	Brief Description
	Total
	LSTA Funds 
	Local Funds

	Continuing Education
	Event registration fees
	
	
	

	
	Pre and post event registration fees
	
	
	

	Subtotal
	 
	
	
	

	Personnel
	Substitute staff
	
	
	

	
	Additional hours for part-time staff 
	
	
	

	Subtotal
	 
	
	
	

	Services
	Training facilitator/presenter (group trainings)
	
	
	

	Subtotal
	 
	
	
	

	Supplies
	Training materials
	
	
	

	Subtotal
	 
	
	
	

	Travel
	Transportation, including baggage fees
	
	
	

	
	Parking fees
	
	
	

	
	Lodging
	
	
	

	
	Meals (use State per diem tables)
	
	
	

	
	Mileage, including to/from airport, etc.
	
	
	

	
	Taxi and shuttle fees
	
	
	

	Subtotal
	 
	
	
	

	Other
	Disability accommodations
	
	
	

	
	Meals and refreshments (group trainings)
	
	
	

	
	Copyright and other miscellaneous fees
	
	
	

	Subtotal
	 
	
	
	

	Indirect Cost Rate*
	Federally negotiated or 

de minimus rate
	
	
	

	Subtotal
	
	
	
	

	TOTAL
	
	
	
	


*NOTE: Grantees requesting funds for indirect costs at the federally negotiated rate for the institution are required to submit official documentation of the accepted negotiated rate.
2. Budget Narrative

The Budget Narrative is a clearly defined breakdown of all costs listed on the budget worksheet.  Explain, in narrative form, how these estimates were obtained. Please include documentation supporting the cost estimates. Provide explanations for both federal and local funds.  

Requests involving funding for a trainer should be listed under Contractual Services and consist of one single line item cost which includes all fees, honorarium, stipend and/or travel expenses. A price analysis must be conducted if the total of the fees, honorarium, stipend, and/or travel expenses exceeds $3,000.

Requests for staff costs must include justification for additional staff hours, the rate at which staff will be paid, and the total number of hours staff will work.  Requests for staff costs for salaried personnel are ineligible.
All costs must be deemed reasonable and allowable by the State Library in order to be fully funded. Meal costs must be within the Missouri State Per Diem Rate found at http://content.oa.mo.gov/accounting/state-employees/travel-portal-information/state-meals-diem. Lodging rates may not exceed the CONUS rates found at www.gsa.gov/perdiem.  An exception will be made if the applicant stays at the conference hotel and cost of the conference rate exceeds the CONUS rate.
3. Large Purchase Price Analysis Summary (if applicable)

If the grant application includes an item, a set of the same item, or services totaling $3,000 or more, a cost analysis must be conducted. In order to provide us with a comprehensive picture of the market value of the goods and services sought for funding through the grant, it is suggested at least three cost comparisons be obtained. This is used to determine the reasonableness of the 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 the decision was made to use the pricing selected in the grant application.

Example:

	Date
	Source
	Vendor
	Item Description
	Amount

	2/12/2016
	Online
	Jane Douglas
	Facilitator 1
	$5,761 

	2/13/2016
	Letter
	Mike Steele
	Facilitator 2
	$4,976 

	2/18/2016
	E-mail
	Erica Jones
	Facilitator 3
	$4,700 


Pricing B was selected because…
	Part IV: Certification and Signatures:


Signatures are required on the grant application and the following three certification forms: 
1. Grant Agreement Standard Terms and Conditions

2. Certifications Regarding Nondiscrimination; Debarment and Suspension; Drug-Free Workplace; Federal Debt Status; Lobbying; and Trafficking in Persons

3. Assurances-Non-Construction Programs 
4. Business Entity Certification for grants requesting an excess of $5,000
I understand the guidelines and have fully completed the Show Me Steps to Continuing Education grant application as accurately as possible.  Request for payment will be submitted in a timely manner with appropriate documentation.  It is agreed that the Project Director or CE Participant, as appropriate, will submit a written evaluative report to the State Library 30 days after the final day of the continuing education event and otherwise share his or her gained experience or expertise with the library community upon the State Library’s request.

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, the Grant Agreement Standard Terms and Conditions; Assurances-Non-Construction Programs; Certifications Regarding Nondiscrimination; Debarment and Suspension; Drug-free Workplace; Federal Debt Status; Lobbying and Trafficking in Persons; and Business Entity Certification for grants requesting an excess of $5,000. 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.

________________________________________


____________________

Library or Administrative Unit Director
  


Date

________________________________________


____________________

Public Libraries - Library Board President



Date

______________________________________


____________________

School Libraries - Principal or Superintendent


Date

Please fax, email, or mail the original completed application form to:
Becky Wilson

Show Me Steps Grant Application

Missouri State Library

600 West Main Street, PO Box 387

Jefferson City MO 65102-0387

Fax: 573-751-3612
Email: mostlib@sos.mo.gov
Grant Agreement Standard Terms and Conditions

Should you be awarded a Show Me Steps to Continuing Education Grant, the return of the signed Grant Agreement from the Missouri Office of the Secretary of State’s Library (hereinafter, the “State Library”) to Grantee shall constitute acceptance of Grantee’s Application and the overall Agreement along with the acknowledgement and acceptance by both partiies of the Agreement terms and conditions. This Agreement is entered into between the State Library and the Grantee.  In consideration of the mutual covenants, promises and representations in this Agreement, the parties agree as follows:

5. PURPOSE:  The United States Congress pursuant to 20 U.S.C. §§ 9101 to 9123 has authorized funds to be used for improving library services.  The purpose of this Agreement is to award to the Grantee the use of such funds, to be administered by the State Library, for the purposes specified in the grant application.

6. GRANT PERIOD: The grant period is specified in the Grant Agreement and the Grant is subject to appropriations and cash availability.

7. PAYMENT/REIMBURSEMENT:  The State Library shall reimburse the Grantee an amount not to exceed the total listed on the grant agreement form for the Grantee’s reasonable expenses as full remuneration for the work and services set forth in the Agreement. Upon the Grantee’s satisfaction of the terms and conditions of this Agreement, the State Library shall reimburse the Grantee an amount for reasonable and actual expenses after the State Library’s receipt of a payment request and documentation setting forth the Grantee’s itemized expenses; provided that the State Library approves such documentation.  Reasonable expenses shall be determined by the Office of Secretary of State in accordance with rules and regulations promulgated by the state of Missouri’s commissioner of administration.

Any grant payment which includes travel shall be paid at the Office of Secretary of State’s approved rates in effect at the time of the travel, or the grantees reimbursement rates, whichever is less;
8. SCOPE OF GRANT:  The Grantee shall use the grant funds awarded under the terms as described in the Grant Agreement and Appendix A and B which are attached to and incorporated by reference as a part of the Grant Agreement.  No monies obtained through this grant shall be made a part of the general operating budget of the Grantee, or used to supplant other federal, state, or local funds expended for library services.

9. NOTICE:  All notices, reports, or communications required by this Agreement shall be made in writing and shall be effective upon receipt by the Grantee or the State Library at their respective addresses of record.  Either party may change its address of record by written notice to the other party.

(A) Notice to State Library:  Notices to the State Library shall be addressed and delivered to the following:

LSTA Grants Officer


      Missouri State Library

600 W. Main

P.O. Box 387

Jefferson City, MO  65102-0387

(B) Notice to Grantee:  Notices to the Grantee shall be addressed and delivered to the name and address on the Grant Award Acceptance form.
(C) Notice to Office of Administration: The Grantee shall notify the Office of Administration of the change of address through the Vendor Services Portal, Vendor Input/ACH-EFT Application at https://www.vendorservices.mo.gov/vendorservices/Portal/Default.aspx.
10. REPORTS:  The Grantee shall submit to the State Library reports documenting the successful completion of all project activities pursuant to this Agreement.  Required forms for submission of any Interim and Final Reports shall be included with this Agreement, along with instructions for completing the forms and instructions for inclusion of other project related materials as part of the Final Report.

11. PUBLICATION CREDIT:  The grantee shall include in all publications or other materials produced in whole or in part with funds awarded under this Agreement the logo of the Institute of Museum and Library Services with the following text:  "This (project/publication/activity) is supported by the Institute of Museum and Library Services under the provisions of the Library Services and Technology Act as administered by the Missouri State Library, a division of the Office of the Secretary of State”.

12. RECORDS:  The Grantee shall retain, for not less than five years from the termination date of the grant period, records documenting the expenditure of all funds provided by the State Library pursuant to this Agreement.  The Grantee shall, upon request, provide to the State Library any records so retained.  

13. AUDIT AND ACCOUNTING:  The Grantee shall comply with the Single Audit Act, as amended, and OMB Circular No. A-133.  The Grantee shall use adequate fiscal control and accounting procedures to disburse properly all funds provided by the State Library pursuant to this Agreement.  The Grantee shall deposit unused funds provided pursuant to this Agreement in an interest bearing account and use any accrued interest from the account for the work and services to be provided pursuant to this Agreement.

14. LAW TO GOVERN:  This Agreement shall be construed according to the laws of the state of

Missouri.  The Grantee shall perform all work and services in connection with this Agreement in conformity with applicable state and federal laws and regulations including, but not limited to, the LSTA, Executive Order 12549 which provides that persons debarred or suspended shall be excluded from financial and non-financial assistance and benefits under federal programs, the Single Audit Act, as amended, and OMB Circular No. A-133. Other applicable laws are listed in the appendix.

15. SUBCONTRACTING:  The Grantee may subcontract work and services set forth in this 
Agreement, provided that the State Library shall not be liable to any subcontractor for any
expenses or liabilities incurred under the subcontract.  The Grantee shall be solely responsible 

for the services provided in connection with this Agreement and solely liable to any subcontractor for all expenses and liabilities incurred under the subcontract. For contracts where the award is in excess of $5,000, no contractor or subcontractor shall knowingly employ, hire for employment, or continue to employ an unauthorized alien to perform work within the state of Missouri. In accordance with sections 285.525 to 285.550, RSMo, to reduce liability, the State Library shall require any general contract binding a contractor and subcontractor to affirmatively state that: a) the direct subcontractor is not knowingly in violation of subsection 1 of section 285.530, RSMo, and b) shall not henceforth be in such violation and c) the contractor or subcontractor shall receive a sworn affidavit under the penalty of perjury attesting to the fact that the direct subcontractor’s employees are lawfully present in the United States. 

16. AMENDMENTS:  Any change in this Agreement, whether by modification or supplementation, 
shall be accomplished by a formal written amendment signed and approved by the duly authorized representatives of the Grantee and the State Library, except that the Grantee may transfer an amount not to exceed seventy-five dollars ($75.00) from one budget item to another budget item designated in the Grantee’s grant application without obtaining a formal written amendment.

17. INDEMNIFICATION:  The Grantee shall be responsible for the acts, omissions to acts or 

negligence of the Grantee, its agents, employees and assigns.  The Grantee shall hold harmless and indemnify the State Library, including its agents, employees and assigns, from every injury, damage, expense, liability or payment, including legal fees, arising out of any activities conducted by the Grantee in connection with or in any way relating to this Agreement.

18. SOVEREIGN IMMUNITY:  The State of Missouri, its agencies and its subdivisions do not 

waive any defense of sovereign or official immunity upon entering into this Agreement.

19. INDEPENDENT CONTRACTOR:  The Grantee, its agents, employees and assigns shall 
act in 

the capacity of an independent contractor in performance of this Agreement and not as an agent, employee or officer of the Office of the Secretary of State or the State Library.

20. HEADINGS:  The underlined headings appearing within this instrument shall not be 
incorporated as part of this Agreement and are included only for the convenience of the reader.

21. ENTIRE AGREEMENT:  This instrument embodies the whole agreement of the parties.  
No 

amendment shall be effective unless it is accomplished by a formal written amendment signed and approved by the duly authorized representatives of the Grantee and the State Library.

22. CANCELLATION:  The Missouri State Library, by providing the Grantee with written notice of          

cancellation, may cancel this Agreement at any time for failure by the Grantee to fulfill its obligations under this Agreement.  Should the State Library exercise its right to cancel this Agreement, the cancellation shall become effective upon the date specified in the notice of cancellation sent to the Grantee.  In the event of a cancellation of the Agreement, the State Library shall reimburse the Grantee for work and services completed prior to the notice of cancellation effective date.

23. LIST OF EXCLUDED PARTIES:  Prior to awarding of any contract under this grant agreement,                                                 

the Grantee shall consult the List of Parties Excluded from Federal Procurement of Non-Procurement Programs to establish that the proposed vendor is not debarred, suspended or otherwise excluded from or ineligible for participation in federal assistance programs under Executive Order 12549.

24. ACCESS:  The Grantee, at any time during the grant period, shall provide to the State Library

access to the site of the work being provided under this Agreement.

25. CFDA NUMBER:  The Catalog of Federal Domestic Assistance number for this project


is 45.310.

As the duly authorized representative of the applicant, I hereby certify that the applicant will comply with the above Standard Terms and Conditions and the applicable statutes and regulations listed in Appendix A should a grant be awarded.

Signature of Authorized Certifying Official (Grantee)

Print name and Title of Authorized Certifying Official

___________________________

Date

Appendix A

Statutes and Regulations Pertaining to LSTA Grant Awards

1. Museum and Library Services Act

20 USC Chapter 72 – Museum and Library Services

2. General Regulation for Administering the Grants

2 CFR 3187 Uniform Administrative Requirement, Cost Principles, and Audit Requirements for Federal Awards

3. Regulations Governing Nondiscrimination

a. 2 CFR 3187.12 Federal statutes and regulations on nondiscrimination

b. 45 CFR 1110- Nondiscrimination in Federally Assisted Programs

4. Other Applicable Regulations

a. 2 CFR 3185  and 2 CFR 180 Nonprocurement Debarment and Suspension
b. 2 CFR 3186 and 2 CFR 182 Requirements for Drug-Free Workplace
5. State and local statutes and regulations

a. Rules of Elected Officials, Division 30 – Secretary of State, Chapter 200 – State Library

b. Work Authorization Program – Sections 285.525-285.550, RSMo

CERTIFICATIONS REGARDING: NONDISCRIMINATION; DEBARMENT AND

SUSPENSION; DRUG-FREE WORKPLACE; FEDERAL DEBT STATUS; 
LOBBYING; AND TRAFFICKING IN PERSONS

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.

6. Certification Regarding Trafficking in Persons

The applicant must comply with Federal law pertaining to trafficking in persons. Under 22 U.S.C. §7104(g), any grant, contract, or cooperative agreement entered into by a Federal agency and a private entity shall include a condition that authorizes the Federal agency (IMLS) to terminate the grant, contract, or cooperative agreement, if the grantee, subgrantee, contractor, or subcontractor engages in trafficking in persons, procures a commercial sex act, or uses forced labor. 2 C.F.R. part 175 requires IMLS to include the following award term:

 As a subrecipient or partner under this award your employees may not engage in severe forms of trafficking in persons during the period of time that the award is in effect; procure a commercial sex act during the period of time that the award is in effect; or use forced labor in the performance of the award or subawards under the award.

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.

7. Native American Human Remains and Associated Funerary Objects
If applicable, the authorized representative, on behalf of the applicant, certifies that the applicant will comply with the provisions of the Native American Graves Protection and Repatriation Act of 1990 (25 U.S.C. §3001 et seq), which applies to any organization that controls or possesses Native American human remains and associated funerary objects, and which receives federal funding, even for a purpose unrelated to the Act.

8. General Certification
The authorized representative, on behalf of the applicant, certifies that the applicant will comply with all applicable requirements of all other Federal laws, executive orders, regulations, and policies governing the program.

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
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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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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






EXHIBIT A

BUSINESS ENTITY CERTIFICATION, ENROLLMENT DOCUMENTATION,

AND AFFIDAVIT OF WORK AUTHORIZATION 

BUSINESS ENTITY CERTIFICATION:

The bidder/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/files/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) 

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

· The company that I represent employs 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 ________________ (Bid/SFS/Contract 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 __________________________(insert agency name) 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

(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.)
	BOX B – CURRENT BUSINESS ENTITY STATUS

	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 bidder/contractor must perform/provide each of the following.  The bidder/contractor should check each to verify completion/submission of all of the following:

· Enroll and participate in the E-Verify federal work authorization program (Website:  http://www.dhs.gov/files/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 

· 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 listing the bidder’s/contractor’s name and company ID OR a page from the E-Verify Memorandum of Understanding (MOU) listing the bidder’s/contractor’s name and the MOU signature page completed and signed, at minimum, by the bidder/contractor and the Department of Homeland Security – Verification Division.  If the signature page of the MOU lists the bidder’s/contractor’s name and company ID, then no additional pages of the MOU must be submitted; AND

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




EXHIBIT A, continued

AFFIDAVIT OF WORK AUTHORIZATION:

The bidder/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

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

	BOX C – AFFIDAVIT ON FILE -  CURRENT BUSINESS ENTITY STATUS

	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 bidder’s/contractor’s name and the MOU signature page completed and signed by the bidder/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 Bid/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:
	
	
	

	
	
	
	
	

	
	Buyer
	
	Date
	

	


RESOURCES 

Sample Survey— Immediate Post Session

Your evaluation responses are valuable to us!  Please take a few moments to answer the questions below.  We will use the information that you provide to improve future training.  

1. Please assess the general quality of the training:

Excellent

Very Good

Good

      Fair

Poor

5

       4


    3

         2

   1

2. Please assess the general quality of the presenter(s):

Excellent

Very Good

Good

      Fair

Poor

5

       4


    3

         2

   1

3. How well did this event meet your specific training needs?

Completely


      
       Somewhat


       Not at All

5

       4


    3

         2

   1

4. Overall program organization:

Excellent

Very Good

Good

      Fair

Poor

5

       4


    3

         2

   1

5. Registration process:

Excellent

Very Good

Good

      Fair

Poor

5

       4


    3

         2

   1

6. Would you recommend this, or a similar training, to your colleagues?

_____ Yes

_____ No

7. What was the most useful thing you learned and why? 

8. What was the least useful subject or topic covered and why? 

9. Additional Comments: 

This (project/publication/activity) is supported by the Institute of Museum and Library Services under the provisions of the Library Services and Technology Act as administered by the Missouri State Library, a division of the Office of the Secretary of State. 

Sample Survey— 6 to 20 Weeks Post Session
1. Describe any changes that occurred at the library, due to this training. 
2. Did you share information from this training with colleagues? Please explain: 

3. Did the training impact policies and procedures at the library? Please explain: 
4. At this time, what was the most useful thing you learned and why? 

5. At this time, what was the least useful part of the training and why? 

6. Do you need additional training on this topic? Please explain: 

7. Additional Comments: 

This (project/publication/activity) is supported by the Institute of Museum and Library Services under the provisions of the Library Services and Technology Act as administered by the Missouri State Library, a division of the Office of the Secretary of State. 

Frequently Asked Questions

1. What is a DUNS number?

Dun & Bradstreet (D&B) provides a D‐U‐N‐S number (Data Universal Numbering System), a unique nine digit identification number, for each physical location of your business. To see if the library already has a DUNS number go to http://fedgov.dnb.com/webform. 

2. Why is a DUNS number required?

Starting in 2011 IMLS (Institute of Museum and Library Services) requires all LSTA prime grant recipients (the State Library) to report information on federal sub‐grant awards. This requirement comes from the Federal Funding Accountability and Transparency Act (FFATA). The Act is intended to empower every American with the ability to hold the government accountable for each spending decision.

3. How to request a DUNS number?
To request a new DUNS number online, go to the Dun & Bradstreet website at http://fedgov.dnb.com/webform.  A DUNS number can also be requested by calling 1‐866‐705‐5711.

4. What is the difference between Personnel and Services?

Personnel costs involve people who are part of the library’s staff. Services are businesses or individuals who will do work for the library but are not considered library staff. 

5. Who can sign the Grant Agreement form as the Authorizing Official for the library?
This individual must have the authority to sign legal binding agreements on behalf of the library. A signature and date on these lines indicate that the library approves the intent of the grant, will allow the designated project director or CE participant to oversee the project or attend the training, and can commit matching funds to the project when necessary. Typically, we see the signature of the Library Director.

6. Who can sign forms in the absence of the Library Director?

In the absence of the Library Director, the individual who has been given the delegation of authority to commit the library to a legal binding agreement on behalf of the library can sign forms. Generally, delegation of authority should be documented in written policies and procedures which are available upon request.

7. What is an indirect cost rate and what rate should my institute apply?

Indirect costs are those costs incurred for a common or joint purpose benefitting more than one cost objective, and not readily assignable to a single project. Costs may be facilities or administrative in nature.  Per 2 CFR 200.414 and guidance from the Institute of Museum and Library Services, sub-grantees may charge administrative or indirect rates to LSTA grants and contracts issued by the Missouri State Library as follows:

a. The Federal Agency Acceptance of Negotiated Indirect Cost Rates will be accepted when supported by official documentation of the accepted negotiated rate

b. Any non-Federal entity that has never received a negotiated indirect cost rate may elect to charge a de minimis rate of 10% of modified total direct costs (MTDC)

MTDC means all direct salaries and wages, applicable fringe benefits, materials and supplies, services, travel, and subawards and subcontracts up to the first $25,000. MTDC excludes equipment, capital expenditures, charges for patient care, rental costs, tuition remission, scholarships and fellowships, participant support costs and the portion of each subaward and subcontract in excess of $25,000.

c. A contractor or sub-grantee may decline to receive payments for indirect costs.

For applicants requesting funds in excess of $5,000

8. How to find out if the library’s e-verify documentation is up-to-date with the Office of Administration/Department of Purchasing and Materials Management (OA/DPMM)?

To find out if your documentation is current, check out the OA/DPMM Work Authorization Affidavits and E-Verify Documentation Received list at http://oa.mo.gov/purch/vendorinfo/affidavits.pdf. Instructions on the work authorization annual renewal process are at http://oa.mo.gov/purch/vendorinfo/e-verify.htm. The annual renewal affidavit should be sent to OA/DPMM, not the Missouri State Library.

9. If the e-verify documentation is up-to-date, what box is used on the Business Entity Certification form?
Please complete and submit Box C of the Business Entity Certification form.

10. If the library has never completed e-verify documentation for OA/DPMM, what needs to be done?
a. Please complete and submit Box B of the Business Entity Certification form

b. Enroll in the e-verify program at http://www.dhs.gov/files/programs/gc_1185221678150.shtm 

c. Submit the electronic signature page from the e-verify memorandum of understanding received at completion of the e-verify enrollment

d. Submit the completed and notarized Affidavit of Work Authorization
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� 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. Requests for staff costs for salaried personnel are ineligible.






