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MEMORANDUM 
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FROM: Raye Oldham, Federal Programs Consultant 

Library Development Section, State Library of North Carolina 
 
DATE:  August 2011 
 
SUBJECT: 2011-2012 LSTA School Library Collection Development Grant 
 
Eligibility for this grant program is based, in part, on the fact that the school library is headed by a 
full-time certified media coordinator.  If at any time during the grant year the school library is no 
longer headed by a full-time certified media coordinator, the school must notify the State Library 
and this grant may be withdrawn. 
 
This memorandum covers the following: 
• Fully Executed Grant Agreement (enclosed);  
• Grant Reimbursement;  
• How Funds May Be Used; 
• Budget Revisions; 
• Grant Acknowledgement (enclosed): 
• Project Records; and 
• Final Report Information (enclosed). 
Please share this memorandum with all appropriate persons in your school and/or district office. 
 
Fully Executed Grant Agreement 
Included with this memorandum is a fully executed original of the grant agreement between your school 
and the State Library of North Carolina. This agreement became effective upon the date that all parties 
had signed; from that date forward it was allowable to begin spending project funds. [To facilitate project 
implementation we previously sent you an email notification confirming that the State Library’s 
representative had signed your agreement and that you could proceed to make project expenditures.] 
 
Grant Reimbursement 
Grant payments are made on a reimbursement basis.  There is a form to use each time you request 
reimbursement of grant funds: the “Grant Reimbursement / Payment Request & Matching Funds Report” 
(an MS Excel document with tabs for instructions, example, and reimbursement form) is available at  
http://statelibrary.ncdcr.gov/lsta/Reim-BudgRev-Forms1112.htm.   
• Completed forms must be signed and accompanied by documentation of project expenditures 

(complete and readable copies of invoices); be sure to include all matching expenditures as well. 
• It is suggested that requests be submitted quarterly during the course of the project; do not wait until 

the final deadline.  Suggested dates are:  October 15, January 15, and April 15 (a minimum of 75% of 
grant funds are to be spent by this date). 
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• Please submit reimbursement requests as soon as you have significant expenditures; you may 

submit requests at any time.   
• Your last reimbursement request may be submitted July 15; all expenditures (grant and matching) 

must be completed by June 30, 2012.  
• Most payments will be received within 6 to 8 weeks. 
 
How Funds May Be Used (Grant and Matching) 
The following is excerpted from the School Library Collection Development Grant “Program-Specific 
Information & Guidelines”: http://statelibrary.ncdcr.gov/lsta/SchoolCDGLApp11-12.pdf 
Allowable Expenditures 
• Print books that support the school curriculum and the joy of reading.  This may include non-fiction, 

fiction, and reference materials.  Other media may be purchased only if part of an appropriate 
book/CD/DVD combination. 

• Associated expenses are also allowable: jobber processing costs, as well as shipping/handling, and 
taxes (if taxes are not recouped).  Processing provided by a vendor as part of the purchase cost of books 
is allowable, and encouraged if it speeds making materials available to users. 

 
Unallowable Expenditures 
Grant funds and local matching money may not be used for the following: 
• Class sets of books 
• Accelerated Reader (or other reading program) testing software/disks and spine labels 
• Internal processing costs 
• Equipment 
• Computer software and other media (except CDs and DVDs as noted above) 
• “Overhead” or indirect/administrative costs 
Libraries that wish to buy more than five copies of one title should provide a clear, concise explanation of 
why more copies are needed.  The State Library retains the right to disallow such expenditures. 
 
Budget Revisions 
Changes in use of project funds require prior approval from the State Library.  However, approval is not 
required to use different vendors than those identified in your application. A preferred first step for budget 
revisions is to contact the State Library by telephone or email.  A Budget Revision Form is not usually 
needed for this grant program, but it is available at http://statelibrary.ncdcr.gov/lsta/Reim-BudgRev-
Forms1112.htm. 
 
Grant Acknowledgement 
We have enclosed a Sample Media Release that we encourage you to customize for publicizing your 
grant award.  Remember that any project announcements/programs/activities/publications must 
acknowledge the support of these grant funds from the federal Institute of Museum and Library Services 
under the provisions of the Library Services and Technology Act as administered by the State Library of 
North Carolina, a division of the Department of Cultural Resources. The media release is also available 
online at http://statelibrary.ncdcr.gov/lsta/LSTA-SLCD-media-release1112.doc 
 
Project Records 
Keep a grant project file of all grant-related documentation: a copy of your original application, grant 
information and guidelines, award letter, signed grant agreement, copies of all reimbursement requests 
and expenditure documentation, any approved budget revisions, and the final report.  Also keep copies of 
any publicity or other materials generated from the project – for your records and so that you can include 
copies in your final project report. The retention period requirements for the grant records are stated in 
your grant agreement. 
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Final Report Information 
Your final project report is due by September 30, 2012; report data elements and examples are enclosed. 
The State Library will provide report forms and you will submit the majority of your final report via an 
online form that will be available at the State Library’s LSTA website. See an example at 
http://statelibrary.ncdcr.gov/lsta/report10-11.htm (for 2010-2011 projects).  

 
The report will require that you have baseline data before adding the grant project books to your catalog 
(e.g. book collection quantities, average copyright dates, etc.) to enable comparisons of “before” and 
“after” project implementation.  Also, plan to keep notes and observations during the course of your 
project, including anecdotal information and stories that show the difference the grant-funded materials 
make for your library users.  You will want to periodically review your grant application as an ongoing 
reminder of what you planned to accomplish and to help ensure that your project stays on track. 
 
We wish you all the best as you proceed to implement your project!  Please contact the State Library any 
time you have questions about your project.  Ms. Raye Oldham, 919-807-7423 or 
raye.oldham@ncdcr.gov .  
 
 
 
Enclosures (3) 
 


