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State Library of North Carolina – Library Services and Technology Act

LETTER OF INTENT APPLICATION
for 2015-2016 Project Grants

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>.

DOCUMENT OUTLINE
Section 1, General Information
Section 2, Application Instructions
Section 3, Application Form

Section 1, GENERAL INFORMATION

PURPOSE
The purpose of the Letter of Intent (LOI) is to provide the applicant library with feedback from the State Library Consultants and Senior Management and the LSTA Advisory Committee before submitting a full application.  This process helps ensure that the project concept meets the criteria for the selected program and identifies ways to help the application become stronger and more competitive.

A Letter of Intent must demonstrate the applicant’s understanding of the requirements of the grant program for which they intend to apply.  Before completing a Letter of Intent, carefully review the guidelines for the applicable grant program.  Only libraries with an approved Letter of Intent may apply for a Project Grant.  

An eligible library or organization may submit one Letter of Intent per grant category. 

SUBMISSION AND DELIVERY INFORMATION
All Letter of Intent documents must be received in the Library Development Office by 2:00 p.m. on the due date.  Combine all documents in the order listed and submit as a single attachment via email to LSTA@ncdcr.gov.  Only complete applications are eligible for consideration.

Letter of Intent Applications are due on November 3, 2014.  A complete application includes:
· one (1) original application;
· one (1) Letter of Intent Online Signature Page with required signature; and
· one (1) complete set of any supplemental information or documents, if applicable.
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Section 2, APPLICATION INSTRUCTIONS
A. Understand the 2015-2016 General Information & Provisions and the Program-Specific Information & Guidelines for which you intend to apply. 
B. Use the Application Form in Section 3 to provide responses to numbers 1 - 8.
· Single year project maximum number of total pages (including the budget table) = 4; 
· Multi-year project maximum number of total pages (including the budget tables) = 6.
C. Provide additional/supplemental information, as needed.
D. Complete and submit the Letter of Intent Online Signature Page. 
E. Email the signed Letter of Intent Online Signature Page and the Application Form as an attachment to LSTA@ncdcr.gov by 2:00 p.m. on November 3, 2014.  

1.  IN WHAT PROJECT GRANT CATEGORY DO YOU PLAN TO APPLY?

2.  LIBRARY USERS AND NEED
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.

3.  PROJECT DESCRIPTION
What do you want to do to solve or address the problem stated above?  Briefly describe the proposed project (e.g. service/program, scope/content, partners, if applicable).  This is a one-two 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.  

4.  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.? 

5.  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. 

6.  PROJECT ACTIVITIES
Insert a one-page table to show the timeline of the primary activities that will occur during the grant year, with the expected completion dates and who is responsible for ensuring the activity occurs.  For Multi-year projects, provide a second table for year two.  

7.  BUDGET TABLE   
Provide a generalized budget for the grant year using the Budget Category Descriptions; add/delete rows as needed.  For Multi-year projects, provide a Budget Table for each year.  

	Category
	LSTA $

	Matching $

	Total $

	I. Salaries/wages/benefits 
	
	
	

	II. Consultant fees
	
	
	

	III. Travel
	
	
	

	IV. Supplies/materials
	
	
	

	V. Equipment
	
	
	

	VI. Services
	
	
	

	VII. Total
	
	
	



Budget Category Descriptions:
I. Salaries/Wages/Benefits
Include all salaries, wages, and benefits paid to staff directly contributing to the project; narrative should include position titles (but not names) and number of FTEs (full time equivalent).  Cost share / in-kind contributions are allowable for up to 25% of the required matching funds and may consist of salary and benefits for existing staff who will work with the project.

II. Consultant Fees
All expenses related to acquiring the services of a consultant for a specific activity within the project can be included in this category.  Costs may include consultant fees, travel, lodging, and support services hired directly by the consultant. Narrative should include consultant(s) name and area(s) of expertise.

III. Travel
Travel costs must be related to the project activities and must be incurred by the staff working on the project. The costs include airfare, ground transportation, lodging, meals, etc.  Narrative should include number of travelers and general description of proposed expenditures.

IV. Supplies/Materials
Include costs for consumable items necessary to carry out the project. Narrative should include descriptions and quantities of supplies/materials, such as print books, ebooks, audiobooks, DVDs and/or technology or hardware such as computers, laptops, tablets, printers, ereaders, etc. with a per item cost under $5,000.

V. Equipment
Only nonexpendable, tangible property with a per item acquisition cost over $5,000 should be listed here; advance, written permission is required before each item is purchased.  List each item, plus cost and quantity per item.

VI. Services
List activities to be provided by a third-party contractor or vendor; provide the name of the service, the vendor, and the cost for each vendor.

8.  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 Letter of Intent Online Signature Page.

LETTER OF INTENT 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 Letter of Intent 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 signature in blue ink, scan and email the signed Signature Page and the Application Form as an attachment to LSTA@ncdcr.gov.


SAMPLE LETTER OF INTENT ONLINE SIGNATURE PAGE


[image: ]




QUESTIONS?  
Contact your liaison consultant or Raye Oldham, Federal Programs Consultant, 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 institution/library name in the document header; insert the grant category and page numbers in the document footer.  Provide information for #7 in the Budget Table.  

1.  IN WHAT PROJECT GRANT CATEGORY DO YOU PLAN TO APPLY?

2.  LIBRARY USERS AND NEED

3.  PROJECT DESCRIPTION

4.  PREPARATION

5.  LENGTH OF PROJECT

6.  PROJECT ACTIVITIES
Insert a table. 

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

8.  ABSTRACT
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image1.jpg
State Library of North Carolina
2015-2016 LSTA Online Signature Page
Letter of Intent

Print this page, obtain the required signatures in blue ink, scan the PDF and return it with the application as an
attachment to LSTA@ncdcr.gov by 2:00 p.m. on November 3, 2014.

Grant Category: Multi-year?
Institution/Library:

Mailing Address:

City: Zip Code:

U.S. Congressional District (in which library is located):
Library Director, Name:
Phone: E-mail:

Project Manager, Name:
Phone: E-mail:

Grant Amount Requested:
Matching Funds:
Project Total:

& H H

Project Abstract:

Certification and Signatures (please sign in blue ink)

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 application. This
application has been authorized by the appropriate authorities of my institution/library.

Printed name of library director Printed name of local government or institutional authorizing
official

Signature of library director Signature of above official

Date Date

Rev. Aug. 2014





