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Library Services and Technology Act (LSTA) grants are funds awarded to the State Library of North Carolina by the federal Institute of Museum and Library Services (IMLS).  North Carolina’s LSTA program information is available at <http://statelibrary.ncdcr.gov/ld/grants/lsta.html>.
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Section 1, PROGRAM-SPECIFIC INFORMATION & GUIDELINES

GRANT PURPOSE
The purpose of this grant program is to increase the local library’s capacity to digitize selected materials from their genealogy, local history, and other collections in order to make them available online.  This grant will assist libraries in digitizing collections that contain a minimum of 2,000 items.  While grant funds can be used to fund temporary staff to work on the project, successful projects will require a significant commitment from full-time staff members, both during the period of the grant funding and beyond.  

EZ Digitization applications must focus on topics important to their local community or the cultural heritage of North Carolina.  Digitization projects must reflect the applicant’s knowledge of their library’s collections and must demonstrate that there is a demand for online access to these materials.  Awardees will be required to work with the North Carolina Digital Heritage Center (NCDHC) for assistance with digitizing and publishing the digitized items online at DigitalNC.org.  NCDHC is a statewide digitization and digital publishing program housed in the North Carolina Collection at the University of North Carolina at Chapel Hill and is supported by the State Library with LSTA funds.  The NCDHC works with cultural heritage institutions across North Carolina to digitize and publish historic materials online. Support from the State Library enables the NCDHC to offer these services at no cost to participating libraries.

A grant application is not required for organizations that wish to work with the North Carolina Digital Heritage Center. However, this grant will assist organizations interested in larger digital projects that need assistance preparing materials for digitization and that may wish to do some digitization on their own. Please contact the Digital Heritage Center at digitalnc@unc.edu to determine whether or not your library should apply for an EZ Digitization grant. Libraries interested in hosting their own large digital projects should review the Access & Digitization project grant guidelines.

EZ Grants are for a single-year and no Letter of Intent is required.

This grant program supports Goal #4 of North Carolina’s Library Services & Technology Act Five-Year Plan 2013-2017:  “North Carolina libraries will expand access to information resources by strengthening, sharing, digitizing, and preserving our valuable and unique collections.”

PARTNERSHIPS
Partnerships are encouraged, though not required.  A partner is a library or non-library entity that will contribute specific deliverables to the project in a new or expanded way than has previously occurred with the partner.  A deliverable may be a cash amount or in-kind contribution such as donated personnel, training space, transportation, supplies, materials, printing, or other items to be used in implementing the project.  All parties involved will want to be clear about the roles and responsibilities of each partner.  For example, if a partner will provide training be sure there is agreement on the expected quantity and frequency of classes, etc. such as 2 one hour classes will be taught each month, totaling 20 classes over 10 months.

The applicant must demonstrate knowledge of other agencies and organizations that also provide services to the targeted audience and must show that they were, at a minimum, considered during the planning and grant writing stages of the project.  If there are agencies and organizations that might be considered as obvious partners for the proposed project but that are not included in project development or implementation, the exclusion of such an organization should be explained. 

Relationships between the partnering institutions are the responsibility of the partners.  The lead/applicant library is responsible for establishing and enforcing any agreements or contracts with partnering institutions, including matching funds commitments.  

PREPARATION
Applicants must understand the information and requirements in the 2014-2015 General Information & Provisions document; applications must be focused on current or future library users. 

Prior to applying for this grant, prospective applicants should have:
· Consulted with public services staff and/or library users to determine which materials are in demand;
· Selected specific collections or groups of materials as candidates for digitization;
· Reviewed the physical condition of the materials to be sure that they can be handled and digitized without causing significant harm to the originals;
· Gathered all existing descriptive information for the materials;
· Ensured that materials to be digitized are arranged and described with adequate access points (finding aids, indices, catalog records, and/or inventories);
· Reviewed gift agreements or other documents related to the donation of the materials to ensure that the library has clear and undisputed ownership of the materials to be digitized;
· If the library materials to be digitized are not clearly in the public domain, the library must contact rights holders and receive permission to digitize the materials and make them freely available online;
· Surveyed existing digital collections to determine whether the materials to be digitized are already available online through digital projects from other institutions;
· Contacted the North Carolina Digital Heritage Center to discuss the digitization project;
· Determined that the proposed project is consistent with the library's long-range plans, strategic priorities, and local or institutional policies; and 
· Obtained the support and commitment of the applicant’s governing and/or funding bodies to provide long term access to the online content and sustainable storage of the project products.

GRANT FUNDS
The minimum EZ Grant amount that may be requested is $5,000; the maximum for this category is up to $25,000.  Any costs above the maximum award are the responsibility of the local library. 

Funds requested must be for reasonable, necessary, and allowable costs to achieve the project’s goals; the application must provide rationale to support how the proposed expenditures were determined and why each is needed to achieve the project goals.

No expenditures of either grant funds or local matching funds may be made until library representatives and the State Librarian have signed the grant agreement.

MATCHING FUNDS
Matching funds of 25% are required (unless the project has one or more partners*) and must be clearly documented in the application.  
· Matching funds consist of cash expenditures paid by the library.
· The source(s) of matching funds must be clearly identified in the grant application.
· The match may come from a combination of local or state funds or funds from non-governmental agencies (e.g. foundations, service clubs).  Federal funds and local administrative overhead costs may not be used as match.
· Matching funds must be spent for allowable expenditures.
· Matching funds must be available at the time a funded library signs the grant agreement.
· Matching funds must be spent during the same allowable expenditure period as the grant funds.

The local match must equal a minimum of 25% of the grant amount requested for a single library project.  The match is a 1 to 4 ratio of matching funds to grant funds. For example, if the grant amount requested is $10,000, the local match must be at least $2,500; thus the total project cost will be at least $12,500 ($10,000 + $2,500 = $12,500).

*To be eligible for a reduced match (10% of the grant amount requested), each partner organization, except the applicant library, will be required to complete and sign a LSTA Partner Statement form provided with the grant agreement.  Each partner will describe their contribution and state their roles and responsibilities in the project.

This match is a 1 to 10 ratio of matching funds to grant funds. For example, if the grant amount requested is $10,000, the local match must be at least $1,000; thus the total project cost will be at least $11,000 ($10,000 + $1,000 = $11,000).

ALLOWABLE EXPENDITURES
This grant will enable libraries to prepare for digitization projects with the North Carolina Digital Heritage Center.  Allowable expenditures may include:
· Salaries and benefits for temporary staff to be employed for the project. Temporary staff means part-time or full-time personnel hired specifically to help prepare for and complete the digitization project. The budget narrative should explain the basis for determining the salary and benefits, with benefits shown separately from the salary. Staff hired using grant funds should be engaged only in one or more of the following activities:
· Evaluating pre-selected materials for digitization according to criteria established by the 
	applicant library in consultation with the North Carolina Digital Heritage Center;
· Scanning and/or photographing materials according to accepted national digitization standards see, <http://www.digitizationguidelines.gov/>;
· Providing additional descriptive information for materials to ensure that the metadata meets the 
	North Carolina Digital Heritage Center's metadata guidelines, see 
<http://digitalnc.org/about/participate/describe>;
· Attending digitization workshops or training sessions offered by the North Carolina Digital 
	Heritage Center or other selected organizations;
· Promoting the digital project through talks and presentations.
· Equipment and/or technology to support the project, such as:
· Computers for temporary or full-time staff working on the digital project;
· Basic digitization equipment, including flatbed scanners and digital cameras; and
· Image processing software.
· Digitization by a vendor may be allowable for specific types of materials and would need to be discussed with the North Carolina Digital Heritage Center prior to the completion of the grant application; and
· Travel costs to attend workshops and to deliver and pick up materials for digitization. 

Note: While promotional activities are an important aspect of many projects, there are federal restrictions limiting promotional and marketing costs. Applicants should confer with State Library staff for guidance on allowability of proposed expenditures for promotional efforts.

Grantees are required to conduct all procurement transactions in a manner providing full and open competition consistent with the federal standards of 45 CFR 1183.36.  Local and state provisions may be more stringent.  State requirements are available upon request.

UNALLOWABLE EXPENDITURES
· Contractual services, including website design and hosting;
· Preservation supplies, including boxes and folders;
· Large-format scanners;
· Costs associated with content management systems (such as CONTENTdm);
· Refreshments, entertainment, or social events;
· Promotional items and memorabilia including models, gifts, incentives, and souvenirs;
· Salaries, wages, and/or benefits for existing full-time employees;
· Ongoing expenditures (subscriptions, utilities, Internet access, or other services); and
· Administrative “overhead” or indirect costs.

APPLICATION PROCESS
To be considered for funding, EZ Grants require a complete application that must be received at the State Library by 5:00 p.m. on February 28, 2014.  

SELECTION CRITERIA
See the 2014-2015 General Information & Provisions document for additional selection criteria.
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Section 2, APPLICATION INSTRUCTIONS
A. Understand the 2014-2015 General Information & Provisions and the Program-Specific Information & Guidelines in Section 1 of this document. 
B. Understand the Application Instructions in Section 2; contact the State Library with any questions.
C. Use the Application Form in Section 3 to provide responses to numbers 1 - 10.
D. Provide additional/supplemental information, as needed.
E. Complete and submit the LSTA Online Signature Page. 
F. Email the signed LSTA Online Signature Page and the Application Form as an attachment to LSTA@ncdcr.gov by 5:00 p.m. on February 28, 2014.

1.  LIBRARY USERS AND NEED
The application must demonstrate an understanding of the target audience, including its demographics and barriers to library use.
a. Who are the current or future library users this project will benefit?
b. Describe how the need for this project was determined and the extent of the current problem(s) for the users?

2.  PROJECT DESCRIPTION
This is a two-three page narrative of your entire project; it should be clear, succinct, persuasive, and it should be written for reviewers who may not be familiar with your library or with the technical aspects of your project.  
a. What do you want to do to solve or address the problem stated above?  
b. Why was the proposed topic selected, why is it important to the local community or the cultural heritage of North Carolina, and how do you know the project does not duplicate another resource? 
c. Why are the collections and materials to be included in the project relevant to the chosen topic?  Keep in mind that sample finding media must be included in the application to demonstrate that the material included in the project has been properly described. 
d. Include how library staff will be trained or prepared to support the project; and 
e. Describe how the target audience will be made aware of the project.

3.  PROJECT PARTNERS, if applicable (others respond with N/A)
A partner is a library or non-library entity that will contribute specific deliverables to the project in a new or expanded way than has previously occurred with the partner.  For each partner (other than the applicant): provide the name of the organization, describe their contribution to the project, and explain their roles and responsibilities in the project.

4.  RIGHTS AND PERMISSIONS
Does the library, and any partners, have all rights and permissions required under current law to create and make available to the public, online digital copies of materials in the grant application?
The State Library reserves the right to request any rights and permissions documentation.

5.  PROJECT ACTIVITIES
Insert a table to show the timeline of project activities with the expected completion dates and who is responsible for ensuring the activity occurs; be sure to specify which activities will be completed by the Digital Heritage Center and which activities will be completed by the library or other partners. Activities should include, but are not limited to, planning meetings, project development, testing, evaluation and outreach, and any other significant activities.  The timeline should be prepared in consultation with any partner(s) and should include:  the local institutional approval process, grant program deadlines, training for library staff, and announcements to the target audience.

6.  PROJECT OUTCOMES
What difference or improvement would you like to achieve for the target audience as a result of this project?  What changes would you like to see in the target audience’s behavior, attitudes, skills, knowledge, status or condition?

7.  EVALUATION
How will you document and measure the success of this project in meeting the needs identified in #1 and the project outcomes in #6?  Describe the methods that will be used to gather information and determine whether or not the library has achieved the project goals.  Project activities must be measured in two ways:  quantitative and qualitative. 
a. Quantitative measures (inputs and outputs) document the project using numbers. 
“Inputs” describe what you put in to the project, such as money or staff time spent on different aspects of the grant. For example, the amount of time spent by staff on intellectual property research for digitization. 
“Outputs” describe the countable products of the grant: for example, the number of workshops taught, the number of objects scanned, or the number of website views. 
Before and after data is important to many projects’ ability to accurately measure and report effectiveness. 
For example, if a project proposes to implement new technology in order to save staff time, evaluation should include data on the amount of time specific workflows took before the technology was implemented and the amount of time the same workflows took post implementation. In order to gather comparative data, you will have to collect some data before the project begins.
b. Qualitative measures (outcomes) illustrate the project’s impact on the target audience. They describe the change (or indicators of change) in the target audience's skills, knowledge, behavior, attitude, status, or life condition brought about, in part, as a result of the project. Gathering qualitative data involves surveying, testing, or talking to users. 
For example, you might measure whether you have successfully increased a target audience’s basic computing skills by asking program participants to complete a pre- and post-program test. You might gather information on whether a job seeking training program caused a change in participant’s life condition by following up with each participant to find out if they obtained a job as a result of the program.

8.  GOALS
a. How does the proposed project support your library’s mission and goals? 
b. How does the proposed project support Goal #4 of North Carolina’s LSTA Five-Year Plan? 
“North Carolina libraries will expand access to information resources by strengthening, sharing, digitizing and preserving our valuable and unique collections.”   
c. In a concise and clearly stated declarative sentence, describe the specific results this project is designed to achieve.  What is the goal of this project?

9.  BUDGET NARRATIVE
· Provide a clear explanation of each grant and matching expenditure for your project; be sure to explain the basis for determining any salaries and show benefits separately from the salary.
· If applicable, provide equipment specifications for each equipment item and a vendor quote for equipment and software that will be purchased.  Applications that do not include specifications for equipment will not be considered for funding. 
· If applicable, identify and explain any additional expenses that the library will incur and pay with local funds.



10. BUDGET TABLE   
List all proposed grant and matching expenditures in the table below; add/delete rows as needed.

	CATEGORY 
	QUANTITY
	UNIT COST
	LSTA $
	MATCH $ 
(if any) 
	TOTAL $

	
A.  Salary/benefits 
	
	
	
	
	

	
B.  Contractual Services 
	
	
	
	
	

	C.  Equipment, list each type 
      on a separate row
	
	
	
	
	

	
D.  Library Materials
	
	
	
	
	

	
E.  Supplies/postage/printing
	
	
	
	
	

	
F.  Other Costs (specify) 
	
	
	
	
	

	
TOTAL A through F
	
	
	
	
	



11.  MATCHING FUNDS / LOCAL COMMITMENT
Identify the source(s) of matching funds such as Friends group, foundation, local business, library budget, etc.

12. ABSTRACT
Clearly and concisely summarize your project in 200 words/1300 characters, or less.  Then copy/paste the text into the Application Form and the LSTA Online Signature Page.

13.  ATTACH SAMPLE FINDING MEDIA

14.  LSTA ONLINE SIGNATURE PAGE, see sample on next page.
The Project Manager is the primary contact between the applicant library and the State Library for the life of the project.  It is expected that when questions arise about expenditures, reimbursements, reporting, and anything else related to the grant, the Project Manager will be the State Library’s primary point of contact.

Complete and submit the LSTA Online Signature Page.  The project manager will receive an email with a PDF file of the filled in form.  Print the emailed PDF file, obtain the required signatures in blue ink, scan and email the signed LSTA Online Signature Page and the Application Form as an attachment to LSTA@ncdcr.gov.



SAMPLE LSTA ONLINE SIGNATURE PAGE


[image: ]




QUESTIONS?
Contact your liaison consultant or Raye Oldham, Federal Programs Consultant, State Library of North Carolina at 919-807-7423 or raye.oldham@ncdcr.gov.
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Section 3, APPLICATION FORM
Using the format below, start the application by copying/pasting this page into a new document and typing responses under each number and heading.  Insert the library name in the document header; insert the grant category and page numbers in the document footer.  Provide information for #10 in the Budget Table.  

1.  LIBRARY USERS AND NEED

2.  PROJECT DESCRIPTION

3.  PROJECT PARTNERS, if applicable (others respond with N/A)

4.  RIGHTS AND PERMISSIONS

5.  PROJECT ACTIVITIES
Insert a table.

6.  PROJECT OUTCOMES

7.  EVALUATION

8.  GOALS

9.  BUDGET NARRATIVE

10.  BUDGET TABLE   
Complete the table in the instructions, begin new page, then copy/paste table here.

11.  MATCHING FUNDS / LOCAL COMMITMENT

12.  ABSTRACT

13.  SAMPLE FINDING MEDIA
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