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Summer Library 
Program Grant 
Interim Report
Interim Report

due by

May 1, 2015
Mail to:

Summer Library Program
Shay Younger, LSTA Grants Officer

Missouri State Library

600 West Main, PO Box 387

Jefferson City, MO 65102-0387

Instructions for Interim Reports, LSTA Grants

The Interim Report consists of the following items. Please use the report forms furnished in this packet.
1. Narrative Report:  Please complete the form and answer the questions to document the activities during the grant period.  Attach responses to the questions to the completed Narrative Report form.

2. Financial Report:  List only LSTA Grant funds. Do not include local funds on the chart. Please use exact figures. Do not round.

LSTA Amount Approved— Enter the LSTA amount approved in each category as stipulated in the budget memo in the grant award packet. Do not change any of these figures. Changes can only be made after an amendment has been fully executed.
LSTA Amount Spent This Period—List amounts expended during this reporting period for each category.

Total LSTA Amount Spent to Date—List total amount of funds spent to date in each category, including the amount in LSTA Amount Spent This Period.

LSTA Unspent Balance—List what is left to spend. (LSTA Amount Approved minus Total LSTA Amount Spent to Date)

3. Payment Summary: Expenditures should be arranged by budget category. List the items purchased, item quantity, price per item, total cost, invoice date, invoice number, and name of vendor. For expenditures related to personnel include the name of staff as vendor, the number of hours worked, services performed, rate of pay, and wages paid.  Please make as many copies of this form as needed to complete the list.  Retain original invoices and any personnel timesheets as documentation in the grant file.  
Example:

	Budget Category
	Description of Item or Service
	Invoice Number
	Invoice Date
	Vendor
	LSTA Funds
	Local Funds
	Total

	Personnel
	Planned Summer Library Program Activities
	Part-time Children’s Librarian
	April 2015
	Jane Smith
	$150.57
	$0
	$150.57

	Supplies
	Parchment Paper Reams
	11761
	3/28/15
	Wal-Mart
	$32.52
	$7.26
	$39.78


4. Application for Payment: Remember to complete and send the Application for First Payment form received in the grant award packet if not already submitted.

QUESTIONS?  Call 1-800-325-0131 

Please submit all forms to:

Summer Library Program
Shay Younger, LSTA Grants Officer

Missouri State Library

600 West Main, PO Box 387

Jefferson City, MO  65102-0387

MISSOURI STATE LIBRARY – LIBRARY SERVICES AND TECHNOLOGY ACT

Summer Library Program 
INTERIM NARRATIVE REPORT

Grant Project Number:
Grantee Name:
Project Director: 

Time period covered in this report - Start Date: 

  End Date: 

Name of person making this report: 


 

Phone number with area code:


E-mail address:
Total grant funds spent as documented on the payment summary: 

Total local funds spent on the project as documented on the payment summary: 

Please answer the following questions on a separate sheet of paper.  Include the question above each answer. Two or three pages should be sufficient to complete this report.

1. ACTIVITIES: List the project activities carried out during this reporting period.

2. PROJECT CHANGES and ADDITIONS: Describe any variations from the original grant application that took place throughout the project. For example: What problems, if any, were encountered in implementing the project plan?  How were they resolved? Were there any issues with the timeline? Document how the State Library was informed of and approved any major changes in scope. 
3. FINANCIAL STATUS: Describe any variations from the approved budget. Will all funds be spent? The Grantee is allowed to transfer a total of $500 without obtaining a formal written amendment. Is there a need to adjust the budget via a formal amendment? Note that an amendment must be completed BEFORE any purchases are made or services rendered.

4. OUTPUTS: List evaluation measures that will show evidence of service delivery. What data can be documented at this time for the 2015 summer library program? What are the baseline measures from the 2014 summer library program?

5. OUTCOMES: What tools or other mechanisms are being used to assess project impact? What results can be reported to date? If a survey will be used, please include a copy with this report; all surveys must be reviewed and approved by the State Library before being implemented.

6. OTHER: Please share other comments as appropriate.
CERTIFICATION:  By my signature, I believe this narrative report is correct, accurately describes what has happened during the grant period, and realistically assesses what impact the project has had upon library use and operation.
_________________________________________________

Signature of Authorized Individual (Use Blue Ink)



Typed First and Last Name: 

Job Title: 

Date:
MISSOURI STATE LIBRARY – LIBRARY SERVICES AND TECHNOLOGY ACT

Summer Library Program 

INTERIM FINANCIAL REPORT

Grant Project Number:
Grantee Name:
Project Director: 

Time period covered in this report – Start Date: 

  End Date: 

Name of person making this report: 





Phone number with area code:

E-mail address:

Include only LSTA funds in this chart. Please use exact figures. Do not round.
	Budget Category
	LSTA Amount Approved
	LSTA Amount 

Spent This Period
	LSTA Amount 

Spent to Date
	LSTA Unspent Balance



	Contractual Services
	
	
	
	

	Library Materials 

(50% local match required)
	
	
	
	

	Personnel
	
	
	
	

	Public Relations
	
	
	
	

	Supplies
	
	
	
	

	Travel
	
	
	
	

	
	
	
	
	

	TOTAL
	
	
	
	


Please describe any relevant funding issues:

CERTIFICATION:  By my signature, I believe the financial report and payment summary are correct, and that all items listed in the payment summary are for the purpose set forth in the award documents.
_________________________________________________

Signature of Authorized Individual (Use Blue Ink)



Typed First and Last Name: 

Job Title: 

Date:
Library Services and Technology Act Grant Program administered by the Missouri State Library, a Division of The Office of the Secretary of State
Summer Library Program 

Payment Summary – Interim Report

Grant Project Number: 
Grantee Name: 

Please list each item received during this interim portion of the grant period arranged by budget category. Include only approved items as listed in the project budget. Use exact costs. Do NOT round. Retain copies of all original invoices, receipts, and timesheets for the institution’s grant file.

	Budget  Category
	Description of item or service
	Invoice Number
	Invoice  Date
	Vendor
	 LSTA Funds 
	 Local Funds 
	 Total 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	TOTAL
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