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Section 1, GENERAL INFORMATION

PURPOSE

The purpose of the Letter of Intent (LOI) is to help libraries determine if they should proceed, before they expend the resources necessary to fully plan the project and prepare a full Project Grant application.  

A Letter of Intent must demonstrate an understanding of the requirements of the grant program for which you wish to apply.  Before completing a Letter of Intent, carefully review the guidelines for the applicable grant program.  Guidelines and information for the LSTA grant programs may be found at <http://statelibrary.ncdcr.gov/ld/grants/lsta.html>.
INSTRUCTIONS

· An eligible library or organization may submit only one Letter of Intent per grant category. 
· Submit a separate Letter of Intent for each project.

· Build the Letter of Intent using the format on page 2 by typing responses under each number and heading.  
· Begin a new page for #6 and use the budget table.   

· Use a minimum of 11 point font and .8 margins on all sides.
· Include your library/system/institution name in the footer and number each page throughout the whole document, except the signature page.

· Single year projects maximum number of total pages (including the budget table) = 4; 
Multi-year projects maximum number of total pages (including the budget tables) = 6. 
SUBMISSION AND DELIVERY INFORMATION
All Letter of Intent documents must be received in the Library Development Office by 5:00 p.m. on the due date.  Combine all documents in the order listed and submit the complete application as a single attachment to LSTA@ncdcr.gov.  Only complete applications are eligible for consideration.  
Letter of Intent Applications are due on November 1, 2012.  A complete application includes each of the following, submitted online:
· one (1) Online Signature Page with certifying signatures; 

<https://www.formrouter.net/forms@SLNC/LOISigPage2013.pdf>

· one (1) original application; and
· one (1) complete set of any supplemental information or documents, if applicable.
Questions?  Contact your liaison consultant or Raye Oldham, Federal Programs Consultant, at raye.oldham@ncdcr.gov or 919-807-7423.

Section 2, APPLICATION FORM

Begin your application in a new document, with your institution/library name and page numbers in the header.  Build your application by typing your responses under each number and heading.  Provide information for #6 in the table provided.

GRANT CATEGORY

1.  USERS AND NEED

What is the need this project is designed to address?  How was the need identified?

2.  PROJECT DESCRIPTION

Briefly describe the proposed project (e.g. service/program, scope/content, target audience, partners, if applicable).

3.  PREPARATION
Describe the process used to plan the proposed project.  Did the library have a planning grant? What organizations were represented in the planning?  What key steps were carried out in the planning process, including meetings held by the planning group, etc.? 

4.  LENGTH OF PROJECT

How many years are proposed for this project?  If more than a single year, explain why implementing the project requires more than one year. 

5.  PROJECT ACTIVITIES

List the primary activities that will occur during the grant year. 

6.  BUDGET TABLE   

Provide a generalized budget for the grant year, with anticipated types of expenses and estimated amounts.  For multiyear projects, provide a Budget Table for each year.  
Complete the table below; add or delete rows as needed.
	CATEGORY 
	LSTA $
	LOCAL $ 
(if any) 
	TOTAL $

	A.  Salary/Benefits 
	
	
	

	B.  Contractual Services
	
	
	

	C.  Equipment
	
	
	

	D.  Library Materials
	
	
	

	E.  Supplies/Postage/Printing 
	
	
	

	F.  Other Costs (specify) 
	
	
	

	TOTAL A through F 
	
	
	


7.  ABSTRACT
Clearly and concisely summarize your project in 200 words/3400 characters, or less; then copy/paste 
the text into the online signature page.

Section 3, SAMPLE  ONLINE  SIGNATURE  PAGE
State Library of North Carolina - Library Services and Technology Act

2013-2014 LETTER OF INTENT APPLICATION SIGNATURE PAGE

	CHOOSE ONE:   GRANT CATEGORY
	

	INSTITUTION / LIBRARY: 
	

	

	MAILING ADDRESS:
	

	CITY:                                                                                  ZIP CODE:

	

	U.S. CONGRESSIONAL DISTRICT (in which library is located):
	

	

	LIBRARY DIRECTOR NAME:  
	

	

	PHONE:
	
	FAX: 
	
	E-MAIL:
	

	PROJECT MANAGER NAME:
	

	

	PHONE:
	
	FAX: 
	
	E-MAIL:
	

	

	PARTNERS?    Yes    No                                                  MULTI-YEAR?  

	

	GRANT AMOUNT REQUESTED in whole dollars, numbers only
	                               

	
	

	MATCHING FUNDS, numbers only
	+             

	
	

	PROJECT TOTAL, numbers only
	=

	


ABSTRACT (clearly and concisely summarize your project in 200 words/3400 characters)
CERTIFICATION AND SIGNATURES   (Please sign below in blue ink.)

I am aware that submitting this Letter of Intent does not obligate my library to apply for an LSTA grant and that approval of this Letter of Intent does not obligate the State Library to award an LSTA grant to my library.
	

	Printed name of library director

	

	

	Signature of library director

	

	

	Date
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