State Library of North Carolina – Library Services and Technology Act

EZ DIGITIZATION GRANT
2016-2017

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, Program-Specific Information & Guidelines
Section 2, Application Instructions
Section 3, Application Form

Section 1, PROGRAM-SPECIFIC INFORMATION & GUIDELINES

GRANT PURPOSE
The purpose of this grant program is to increase access to, and use of, North Carolina’s library holdings by increasing the local library’s capacity to digitize selected materials from their genealogy, local history, or other collections in order to make them available online. Projects in this category will:
· focus on topics important to the local community or the cultural heritage of North Carolina;
· reflect the applicant’s knowledge of their library’s collections;
· digitize collections that contain a minimum of 2,000 items; and 
· demonstrate a demand for online access to the selected materials.

Digitization projects must follow North Carolina’s Digitization Guidelines and the federal Digitization Guidelines provided by the Federal Agencies Digitization Guidelines Initiative.

All digitization projects supported by LSTA funds will be required, upon completion, to share item-level metadata with the Digital Public Library of America through the NC Digital Heritage Center.  Click here for more information about how this works.

The North Carolina Digital Heritage Center (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, in part, 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 to work with the North Carolina Digital Heritage Center. However, this grant will assist organizations interested in larger digitization projects that need assistance getting started and wish to do some digitization on their own. Please contact the Digital Heritage Center at digitalnc@unc.edu or 919-962-4836 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. 

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.”

PREPARATION
Applicants must understand the information and requirements in the 2016-2017 General Information & Provisions document; applications must be focused on current or future library users. 

Prior to applying for this grant, prospective applicants should have:
· Reviewed information about planning in preparation for an LSTA Digitization Grant;
· Consulted with the North Carolina Digital Heritage Center (NCDHC) regarding general planning, timing and sequence of project activities, designing workflow, selecting equipment/software, and/or publishing the digitized items online; 
· Consulted with library 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) – a sample is required with the application;
· 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 other projects from other institutions;
· Determined that the proposed project is consistent with the library's long-range plans, strategic priorities, and local or institutional policies; 
· Determined that the proposed project is consistent with the partner’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.

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 and/or who will retain use or ownership of any equipment after the funding period is over.  

GRANT FUNDS
The minimum that may be requested for all EZ Grant categories is $5,000; the maximum is $50,000.  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 or July 1, whichever is later.

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 $20,000, the local match must be at least $5,000; thus the total project cost will be at least $25,000 ($20,000 + $5,000 = $25,000).

REDUCED MATCH
*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.  

Groups or departments that have an existing role with the library (such as Friends groups, county IT departments, etc.) are not eligible partners for a reduced match.

This match is a 1 to 10 ratio of matching funds to grant funds. For example, if the grant amount requested is $20,000, the local match must be at least $2,000; thus the total project cost will be at least $22,000 ($20,000 + $2,000 = $22,000).

ALLOWABLE EXPENDITURES
This grant will enable libraries to develop their capacity for digitization projects in consultation with the North Carolina Digital Heritage Center.  Allowable expenditures may include:
· Salaries and benefits for temporary staff to be employed for the project OR temporary staff to be employed to cover duties of full-time personnel while the full-time person works on the project. The project description should clearly explain the need for added staff.  Staff working on the project should only be engaged in 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.digitalnc.org/about/policies/digitization-guidelines/> and <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.
· Hardware, software, and/or technology necessary to support the project, such as:
· Computers for staff working on the digitization 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.
· Administrative “overhead” or indirect costs.

Note: While promotional activities are an important aspect of many projects, there are federal restrictions limiting promotional and marketing costs. Applicants are encouraged to 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
· Runs of newspapers;
· 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
· Other expenses prohibited by state or federal regulations.

APPLICATION PROCESS
To be considered for funding, EZ Grants require a complete application that must be received at the State Library by 2:00 PM on February 26, 2016.  

SELECTION CRITERIA
See the 2016-2017 General Information & Provisions document for additional selection criteria.



Section 2, APPLICATION INSTRUCTIONS
A. Understand the 2016-2017 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 - 11.
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 one attachment to LSTA@ncdcr.gov by 2:00 PM on February 26, 2016.



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.  INTENDED OUTCOME
Select ONE Intended Outcome from the list below that best represents the purpose of your project, quote it exactly, then provide 1-2 sentences that explain why you selected that Intended Outcome for your project.

Civic engagement
Improve users' ability to participate in community conversations around topics of concern.

Economic & employment development
Improve users' ability to use resources and apply information for employment support.
Improve users' ability to use and apply business resources.

Human services
Improve users' ability to apply information that furthers their personal, family or household finances.
Improve users' ability to apply information that furthers their personal or family health & wellness.
Improve users' ability to apply information that furthers their parenting and family skills.

Information access
Improve users' ability to discover information.
Improve users' ability to obtain information resources.

Institutional capacity
Enhance library's workforce.
Improve library's operations.
Improve library's physical and technology infrastructure.

Lifelong learning
Improve users’ formal education.
Improve users’ general knowledge and skills.

3.  PROJECT DESCRIPTION
Provide a two-three page narrative of the entire project that is clear, succinct, persuasive, and is 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? Include target numbers for what will be better or different for library users.  For example: How many items do you plan to scan?  How many website views do you expect when the collection is available online? 
b. What was the result of consulting with the North Carolina Digital Heritage Center (NCDHC) prior to preparing this application?  What guidance or assistance was provided?
c. 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? 
d. Why are the collections and materials to be included in the project relevant to the chosen topic?  Keep in mind that a sample must be included in the application to demonstrate that the materials included in the project have been arranged / described with adequate access points. 
e. Include how library staff will be trained or prepared to support the project; 
f. Describe how the target audience will be made aware of the project; and
g. What will happen to the project after the funding period has ended?  How will the library sustain the new program/service for library users? 

4.  PROJECT PARTNERS, if applicable (others respond with N/A)
To be eligible for a reduced match, 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.  Groups or departments that have an existing role with the library (such as Friends groups, county IT departments, etc.) are not eligible partners for a reduced match.

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.

5.  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.

6.  SHARING METADATA
All digitization projects supported by LSTA funds will be required, upon completion, to share item-level metadata with the Digital Public Library of America through the NC Digital Heritage Center.  Provide one of the following statements in the application:
· Yes, the library will share item-level metadata with the Digital Public Library of America through the NC Digital Heritage Center.
· No, the library will not share item-level metadata with the Digital Public Library of America through the NC Digital Heritage Center.  Explain thoroughly as choosing this statement may disqualify the application.

7.  PROJECT ACTIVITIES (2 page maximum)
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.

8.  EVALUATION
How will you document and measure the success of this project in meeting the needs identified in #1 and the intended outcome in #2?  Describe the methods that will be used to gather information and determine whether or not the library has achieved the project goals. 
a. How will you document the “outputs”, or countable products, of the grant (the number of workshops taught, the number of objects scanned, or the number of website views)?  Before and after data is important to accurately measure and report effectiveness. 
b. How will you illustrate whether the project reached or moved toward the intended outcomes? What changes were brought about, in part, as a result of the project in the target audience’s behavior, attitudes, skills, knowledge, status or life condition?

9.  GOALS
a. Provide 1-2 sentences that explain how the proposed project supports your library’s mission and goals. 
b. Provide 1-2 sentences that explain how the proposed project supports Goal #3 of North Carolina’s LSTA Five-Year Plan which states: “North Carolina libraries will equip users for success in life, school, and work through library programs and services that support literacy and lifelong learning.”  

10. BUDGET TABLE   
Copy/paste the table below into the Application Form and list all proposed grant and matching expenditures with a brief description for each item that will help reviewers understand how the money will be spent in support of the project.  Provide the page number that identifies the first place where the expenditure is referenced in the application.  If applicable, identify and explain any additional expenses that the library will incur and pay with local funds.  Be sure all the rows and columns total correctly; add/delete rows as needed.

	
	Budget Category – see descriptions below
	Page
#
	Quantity
of Items
	Cost
per Item
	Total
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	Supplies/Materials
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	Equipment that exceeds $5,000 per item
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	Services
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	G
	Subtotal
	
	
	
	

	
	
	
	
	
	

	H
	Indirect Costs, applicants must choose one
	
	
	
	

	
	☐ The library chooses not to include Indirect Costs.
	
	
	
	

	
	☐ The library chooses a rate not to exceed 10% of modified total Direct Costs AND declares it is eligible for the 10% rate.
	
	
	
	

	
	☐ The library has a rate of _____ % that has been negotiated with a federal agency.
	
	
	
	

	
	Project Total (G + H)
	
	
	
	

	
	Minus Matching Funds
	
	
	%
	

	I
	Total LSTA Funds Requested, up to $50,000
Round up to nearest dollar
Use this total to enter in Online Signature Page
	
	
	
	





Budget Category Descriptions:
A. Salaries/Wages/Benefits
Include all salaries, wages, and benefits paid to staff directly contributing to the project; include position titles (but not names) and number of FTEs (full time equivalent) in description.

B. Consultant Fees
All expenses related to acquiring the services of a consultant for a specific activity within the project are included in this category.  Costs may include fees, travel, accommodations, and support services hired directly by the consultant. 

C. Travel, library staff only
Travel costs must be related to the project activities and must be incurred by library staff working on the project.  Costs include airfare, ground transportation, accommodations, meals, etc.; include number of travelers and types of travel expenditures.

D. Supplies/Materials
Costs for consumable items necessary to carry out the project 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.

E. Equipment that exceeds $5,000 per item
Only nonexpendable, tangible property with a per item acquisition cost over $5,000 should be listed here. 
 
F. Services
Activities provided by a third-party contractor or vendor; provide the name of the service, the vendor, and the cost for each vendor.

G.  Subtotal
Multiply the subtotal by the applicable percentage to determine the matching amount, if applicable.

H.  Indirect Costs
Federal regulations require the State Library to allow Indirect Costs with supporting documentation.  Indirect Costs are unrecovered expenses incurred by a library as a result of being awarded a grant such as the costs for electricity, phone service, various equipment, etc. as well as administrative costs associated with payroll or purchasing.  For example: salaries of HR staff that help hire a grant funded position, the electricity costs for keeping a building open 1 hour longer for a program, and costs to issue a paycheck for grant funded staff.

Option 1:  The library chooses not to include Indirect Costs.  
This means the library will not ask for reimbursement of indirect cost related to this grant. 

Option 2:  The library chooses a rate not to exceed 10% of modified total Direct Costs AND declares it is eligible for the 10% rate; supporting documentation will be required with the Grant Agreement.  If you are unsure whether this applies to your library and would like to consider this option, consult the regulations below and your organization’s grants, finance, and/or legal department to determine how to proceed.  <http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl>

Option 3: The library has a rate of _____ % that has been negotiated with a federal agency; supporting documentation will be required with the Grant Agreement.    

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 the 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 OF HOW MATERIALS ARE ARRANGED / DESCRIBED (2 page maximum)

LSTA ONLINE SIGNATURE PAGE (click here to see a sample)
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.

It may take a few days or a few weeks for your organization to obtain the required signatures so be sure to plan enough time for your local situation.  Complete and submit the LSTA Online Signature Page.  Once submitted, 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 the signed LSTA Online Signature Page and the Application Form (in that order) and email as one attachment to LSTA@ncdcr.gov.  Include the library name and grant category in the subject line.

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.



Section 3, APPLICATION FORM
[bookmark: _GoBack]Using the format below, start the application by copying/pasting the numbered items below 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 #10 in the Budget Table.  

1.  LIBRARY USERS AND NEED

2.  INTENDED OUTCOMES

3.  PROJECT DESCRIPTION

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

5.  RIGHTS AND PERMISSIONS

6.  SHARING METADATA
Copy/paste the selected statement here.

7.  PROJECT ACTIVITIES
Insert a table.

8.  EVALUATION

9.  GOALS

10.  BUDGET TABLE   
Copy/paste the table from the instructions here, then complete it as directed.

11.  MATCHING FUNDS / LOCAL COMMITMENT

12.  ABSTRACT

13.  SAMPLE OF HOW MATERIALS ARE ARRANGED / DESCRIBED
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