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Presenter
Presentation Notes
Madison
We spend a great deal of time at the beginning of each year reviewing the SPR reports, and we are consistently impressed with the caliber of work your are doing to serve your communities. Sometimes the great work gets lost in translation as the data is inputted into the SPR, so we want to provide some tips to sharpen your spidy senses for more consistent SPR data entry.
Keep in mind, this isn't about the projects themselves you're doing, but the way they are reported in the SPR. We’re keeping them at general tips, so if you have specific questions about your reporting, contact your program officer.



General Principles


Presenter
Presentation Notes
Madison:

First we will start with some general principles, which is about reporting on a project as a whole. And then we go through some of the specific sections of the report


General Principles Details

 Think about the entire project report as a whole.

 Make it specific to the specific grant period. What
did you accomplish this year?

e |f you continue a project from year to year, keep a
close eye on leaving in outdated information or
generalizations.

e Each section should contain unique information



Presenter
Presentation Notes
Think about the entire project report as a whole. What we mean by that is: what are you trying to tell us? Did you accomplish this year?
We find, most often with ongoing projects, that info is copied and pasted from year to year, or there is tendency to just have a general project description, or history and background of the project, ratther than write what actually occurred. If you're using that project forwarding function, keep on lookout for outdated information and sweeping generalizations.
And it’s also good to not be redundant or verbatim in each section. These sections should contain unique information and contribute to the report as a whole together.




Abstracts


Presenter
Presentation Notes
Madison
Now we will touch upon abstracts, which are really important because they give a high level overview of the project and are the first things people read in the public view.




Abstracts Details

e Between 90-160 words

 What did you do this year? Not just a general
program description

e Should reflect the budget & activities

 No bullets

e Pay attention to formatting and copy/paste



Presenter
Presentation Notes
Between 90-160 words. 
Again, we don’t need just a program history or general description.  Think about: What did you do this year? 
Should reflect the budget & activities – you can take this information and put it in a brief paragraph
No bullets listing - keep it in paragraph form
Pay attention to formatting when you copy/paste*
Reminder to use the format-stripping workaround to accommodate the SPR system’s issue
No Colored ink






We tend to find this an issue with ongoing project that goes on from year to year, which is fine. But please be mindful of what is happening this year.
No bullets. Or weird looking text. Be sure to pull out the formatting before pasting in. 
If you have submawardees or project directors filling these out in the SPR, these are are important points to relay to them


Abstracts example

Abstract:

Adulting 101: Life Skills for Teens offered a series of workshops during a one-day conference for
teens in either middle school or high school. The aim of the workshops was to prepare teens for
adulthood and the workforce by teaching them the skills necessary to be successful in life and by
providing them with knowledge about staying healthy and safe in a multitude of environments.
The conference featured 39 sessions on various life skills. Each of the 130 participants chose
four of these sessions on topics like healthy cooking, navigating college, budgeting and saving,

and mental health. The library recruited experts in the community to present on these various
topics


Presenter
Presentation Notes
Here is a good example of a project from California, on a program for teens called "Adulting 101". Its broken down to 1: what it is. 2. the goal 3. the activities, or what happened. They do this all in 110 words
No bullets. Or weird looking text. Be sure to pull out the formatting before pasting in.

Now Michele is going to take us to intents


Intent


Presenter
Presentation Notes
Michele  The intent is meant to reflect the main purpose of a project. Of the 14 intents,  IMLS asks that you select one that reflects that purpose. So lets’ look now at some reporting we are seeing in the SPR.


Intent: Pick one

e Improve library's physical and technology
infrastructure.
Science, Technology, Engineering, & Math (STEM)

e |Improve users' general knowledge and skills.
Digital Literacy
Science, Technology, Engineering, & Math (STEM)



Presenter
Presentation Notes
Here is an example of two intents for a project.  The project provided a digital media space for teens.  As you can see one intent would have been fine.  You should be able to refer to the crosswalk developed as part of your Five-Year Plan to see what intent was identified for that project.  If it’s a new project that you didn’t have as part of your plan, then make sure it just has one intent.  This is important because when your outside consultant attempts to do the Five-Year Evaluation they are going to take each project and describe how it met a particular goal and intent from your Five-Year Plan.  It will be a lot easier for them if there’s only one intent.


 The project included a series of lectures by
historians, authors, and artists. Each
presentation consisted of a book talk, panel
discussion, or research update. Speakers
cover subjects that support the Library's
mission to promote awareness of the state's
history and culture. It was a civic engagement
project.



Presenter
Presentation Notes
Here’s another project example we saw reported. 


1- Improve users’ general knowledge and skKills

2- Improve users’ ability to discover information
resources

3- Improve users’ ability to obtain and/or use
Information resources

4 - Improve users’ ability to converse in community
conversations around topics of concern


Presenter
Presentation Notes
That project had the following four intents. What I would like to do now is have you pick one intent that your think is the most appropriate for this project. 
So let’s take the poll now


Budget



Presenter
Presentation Notes
Madison
We saw some trends in the budgeting section of misplacing items or not providing enough information, so we want to cover those here.


PO Observations- Budget

e “Other Operational Expenses” category
e Only indirect costs in subawards

* Provide complete information on indirect costs
when bundling several subgrantees into one project



Presenter
Presentation Notes
The “Other operational expenses” category is for Indirect costs of the subrecipients. The is the ONLY thing that should go into this box. An indirect cost is any cost not directly identified with a single, final cost objective, so it can be for thinkg like rent, copy paper, or cleaning. 
 If you as the SLAA incur indirect costs, they should go into the Administrative Project and be covered in the 4% cap. Never in this box
When you report in the category, provide specific information – who is incurring this and ideally the indirect cost rate, which is a percentage
If you are bundling smaller subgrant projects, provide complete information and make sure you itemize which subawardee received what amount. 


Examples: Other operational expenses

Other Operational Expenses 240,977.88 £0.00 50.00 54097788

Description Database subscriptions for State Library's collection available to public.

Other Operational Expenses 357.51 50.00 $0.00 §57.51

Description Domain renewal and postage used to promote the site

Other Operational Expenses $665.00 $0.00 $0.00 $665.00

Description

Merrimack College used these funds as indirect cost to
manage the project.



Presenter
Presentation Notes
Here are some examples for other operational expenses:
The two descriptions at the top of this slide were returned because the charges described are not considered “other;” as they directly relate to the project. However, You can certainly see how these types of charges could be misperceived as “other” charges or a charge that doesn’t necessarily fit within any other budget box. For the purpose of the SPR, however, this category is solely reserved for indirect costs. For both these instances, these would go better in the “Services” box.

The example at the bottom of the slide shows an example of how this category should be used: to capture indirect costs of subrecipients. What could have made this a “gold star” description is the addition of one more element: the specific indirect cost rate percentage that was charged to the subrecipient’s grant.  Again, if you have a project that combines multiple subgrants to several recipients, it would be ideal to itemize the costs in the budget box.


Examples: Salaries/wages/benefits
e Give position titles and FTE equivalents

Salaries/Wages/Benefits 215,509 41 520 48737 5000 545 08673
Description LSTA: 25% Project Manager's salary; State: 50% Project Manager's
salary

Budget Information

LSTA MATCH- MATCH- Total
State Other
Salaries/Wages/Benefits $0.00 $16,950.00 $0.00 $16,950.00
Description Salary and benefits for State Data Coordinator (SDC). NOTE: This

figure corresponds to the amount of time attributed to statistics
tasks. The SDC also performs general consulting service and that
portion of the salary is included in Consulting Services.



Presenter
Presentation Notes
Now I want to touch on providing enough information in the budget for the salaries and wages category. When filling out information for salaries and wages, please provide the position titles and FTE equivalents. These two examples provide good examples of budget descriptions. The first shows the differentiation between LSTA and State funds. The second shows how a single staff member’s salary is allocated across multiple projects.
Keep in mind that we do no need names! We just want the position title.


Other quick budget tips

 Conference registrations: Services, not Travel
box

* Apps/Software/Licenses: Services, not
Supplies box

* Avoid vague/misleading terms in descriptions
(“Other related costs,” “Miscellaneous”)


Presenter
Presentation Notes
Other genera tips:
Conference registrations- Services, not Travel box
Apps/Software/Licenses- Services, not Supplies box
Avoid vague/misleading terms in descriptions (“Other related costs,” “Miscellaneous” )





Activities


Presenter
Presentation Notes
Madison:
Now we will be covering activities
Essentially a project is defined as "a set of interdependent activities carried out to achieve an intended outcome.“ So The Activity is the actions that help accomplish the Intent of a project. 


Activities Details

e An Activity accounts for at least 10% of the

total amount of resources committed to the
project.

 The activity title and description should be
different, and it should not be identical to the
project title and description

 Keep under 10 activities per project



Presenter
Presentation Notes
To consider something an Activity, it should account for at least 10% of the total budget
The activity title and description should be different, and it should not be identical to the project title and description. 
 And Keep under 10 activities per project
Keep in mind that if you're bundling projects – maybe some minigrants or a small program with similar activities, you'll want it divide the activities up by the activity type, not necessarily by the mini grant as a whole.


Activities

Collaborative Summer Library Program
February Kidz Camp

Art Camp: Art@ My Library

Children's Library Stationary Activities
Library conference attendance/training

In-depth workshops

Great Stories Book Club
Basic Spanish Class

Event & Training Management systems

Basic Chinese Class and Lion Dance

Staff travel and training for professional development

Cutcomes

Qutcomes

Outcomes

Qutcomes


Presenter
Presentation Notes
Here is an example of a project with too many activities. There are 11 here, so its over 10, and they are different enough where they could be divided into some separate projects. we see professional development activities, early learning activities,, and adult services activities here, so this is an obvious example, as these projects have different beneficiaries
We tend to see too many activities when one position’s total job is clustered into one project, like youth services consultant's work for example. And that instance may not be so obvious on how to split them up.  It is what we'd call a "kitchen sink" project.
A good rule of thumb in unbundling activities into their own projects is to look at their subject matter, their beneficiary, and their intent.  Grouped activities should be the same in all three.



Activities

Alphabet Ready Story Times
Alphabet Ready Field Trips to the Public Library
Awesome Alphabet Activities

Early Reader Collection and Awesome Alphabet
Materials
Story Telling Kits

Outcomes

Outcomes

Outcomes

Outcomes

Outcomes


Presenter
Presentation Notes
Here is a great example from NC, on a project about early literacy and storytimes. You can see the project activities are all related to the project at hand and contribute to the aim of one project goal and beneficiary. It makes sense to have them all together, and there are only 5 activities.


Activity abstracts

View Activity

Title: Awesome Alphabet Activities

Abstract:

Once a month we offer a drop-in program for parents and children at the Watauga County Library.
The library meeting room is set up with various literacy stations that span a large range of motor
skills and interest levels. The library desires to provide opportunities and experiences for parents
to assist their children in developing the skills of alphabet recognition and phonemic awareness--
essential skills for learning to read.

Intent: Improve users’ general knowledge and skills.
Activity: Instruction
Mode: Consultation/drop-in/referral

Format: In-person



Presenter
Presentation Notes
Here is one of the activities’ abstract from this project. It gives great information in the abstract that briefly outlines what happened in the activities. It is succinct, clear, and provides only the necessary info.

Now Michele will discuss Outcomes


Outcomes


Presenter
Presentation Notes
Michele What is an outcome?  An outcome is the effect of programs and services, something that changes an individuals’ life or the community.  It’s a change in their knowledge, attitudes, skills, behavior, or condition.  We are trying to document what changed for participants due to their use of a service or program.
Note that IMLS doesn’t expect you to survey children.  So activities that involve children don’t have to have outcome figures.  That said, you still may want to include in the overall Project Outcomes section some information on how many children participated and some of the things you observed.  Now let’s look at where outcomes occur in the SPR.


When To Survey Participants in a Grants to States Project

Beneficiary

Library Workforce

General Public

Activity

Instruction Yes if mode is Program | Yes if mode is Program
Content Yes if mode is No
Acquisition or Creation
Planning & Evaluation | Yes No
Procurement No No



Presenter
Presentation Notes
 There are two areas for inputting outcome information.  The first place is in the activity area.  As this chart shows there are four times when you should be including outcome information: three of them involve surveying the library workforce and the other is surveying the general public.  For example, if you are having instruction for library workforce and it is in the mode of a program, then you should survey the participants.  If you are having instruction for the general public and the mode is a program, then you should include outcome information in the project report. Samples of the outcome forms are available on the IMLS website in the Grants to States Manual under Financial and Performance Reporting.  


SERVICES

1. 1 believe the
planning and
evaluation

"-..- -E METITUTE af
:-‘ Museum...Library

Questionnaire for Library Workforce about Planning and
Evaluation Activities

Quick Survey about the Activity

Thank you for agreeing to complete this questionnaire about a planning or
evaluation activity. Please provide your feedback by completing the
following questions. Thank youl

Strongly Disagree Neither Agree Strongly
Disagree Agree nor Agree
Disagree

O O O O O


Presenter
Presentation Notes
Here’s an example of the survey for library workforce for a planning activity.  IMLS also has a presentation deck called ‘SPR Outcomes‘ on the IMLS website with more information.  It’s important for the LSTA Coordinator to make project directors aware of the evaluation forms that exist that can be used when they need to collect outcomes for their project.  


Total number of survey responses: 21

| learned something by participating in this library activity.
sSD D NA/ND A
0 1 0 10

| feel more confident about what | just learned.
sSD D NA/ND A
1 0 4 8

| intend to apply what | just learned.

SD D NA/ND A
1 0 4 6

| am more aware of resources and services provided by the library.

sD D NA/ND A
0 0 0 0
I am more likely to use other library resources and services.

SD D NA/ND A
0 0 0 10

SA
10

SA

SA
10

SA

SA
11

21



Presenter
Presentation Notes
This is an example of what you see in the SPR system when you want to add the survey results. The codes translate into the number of respondents who: SD - strongly disagree; D – Disagree; NA/ND – Neither Agree Nor Disagree; A - Agree; SA- Strongly Agree; NR – did not answer the question.  In this example there were 21 respondents. Ten of them strongly agreed and 10 agreed that they learned something by participating in this library activity.  That’s pretty good results!


Project Outcomes

Explain one or two of the most significant lessons learned for others wanting to adopt any facets of this
project.
Library staff should be comfortable with the idea of making mistakes in front of participants. Sometimes

failure is a better teacher than success, particularly when approached in a positive manner. Staff should
also do their best to foster peer mentorship. Peer mentorship promotes confidence for both the mentor

PR S -
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Please briefly describe the importance of these outcomes and findings for future program planning.

Because the consumer health collection was updated through this grant, the Library felt encouraged to
apply for a National Network of Libraries of Medicine grant to hold Lunch and Learn programs and to
purchase and circulate five wi-fi hotspots. The Library was awarded the grant and project efforts have
started.



Presenter
Presentation Notes
The second place where outcomes are requested is at the project level. These project outcomes are part of eight questions about the overall project, not just one activity. So the top box illustrates the answer to the first outcome question:  Explain one or two of the most significant lessons learned for others wanting to adopt any facets of this project. One of the lessons learned from this project is that staff need to know that it’s ok to make mistakes in front of participants.  Staff need to use peer mentorship to help staff get comfortable with the project.
 The second example, from Missouri, shows the impact of small subgrant that had the initial intent of helping libraries improve their non-fiction collections. This is a great example of how a relatively simple grant can create a ripple effect.  It’s wonderful for IMLS to know about this as we regularly communicate the impacts of LSTA grants.  This information is on the IMLS website where the public view of the SPR exists: https://imls-spr.imls.gov/Public/Projects?_ga=2.109118021.1169135984.1588019607-811985555.1578410679





Please briefly describe the importance of these outcomes and findings for future program planning.

Staff turnover has affected Digital Services operations significantly the past year. A Senior Librarian

position that supervises the daily operations of the unit has been vacant for over a year, and the Digital
Services Manager position has been vacant for 6 months. The lack of senior personnel limited the unit's
activities to primary acquisitions and cataloging operations. Both positions will be filled by early FFY19,

but the time required to fully train and acclimate new senior personnel will further delay resuming

secondary activities like digitization and outreach. v

Explain one or two of the most significant lessons learned for others wanting to adopt any facets of this
project.

There is a great deal of initial set-up time. The library had originally planned to start programs in late fall;
however, they were unaware of the support equipment that was needed for an optimal experience until they
started training and experimenting with the equipment. As the project director explained, "We were fortunate
to be able to purchase these incidentals through gift fund and operating funds, but other libraries may not be
as fortunate. Libraries must do a great deal of homework before implementing this type of tech and also have
knowledgeable staff or consultants to prep and secure the equipment.



Presenter
Presentation Notes
 Here’s a Digital Services example from Arkansas.  It is helpful because this is an ongoing statewide project, yet they took the time to highlight specific events that affected the project this year. This information helps to explain why this year the outcomes were different from last years’ report.  The example below is a virtual reality subgrant from Indiana. It exemplifies the benefit of sharing lessons learned for the sake of future projects going more smoothly.


Outcomes: Anecdotal comments

A grandmother reported that her overweight
granddaughter was now at a healthy weight
because of frequent visits to the StoryWalk.
She didn’t even realize she was exercising.



Presenter
Presentation Notes
It’s also valuable to include anecdotal information. This was a comment included in a project report from Oklahoma.  Testimonials are always nice to include in your report. You can include this information in one of the project outcome boxes.


Outcomes: Anecdotal comments

 Due to a successful health literacy project
partnership between the Anadarko Library and
the Delaware Nation Tribe, the tribe agreed to
host outdoor games that encourage children
to be active as part of the summer reading

project


Presenter
Presentation Notes
This comment is also from a project in Oklahoma where you can see the impact of having a partnership.


Additional Materials


Presenter
Presentation Notes
Michele  This is really a goldmine of information that IMLS has found very useful.  


Additional Materials

e Consider all types of relevant materials
* Press releases
e Social media activity

* Toolkits or Reports

 Provide examples of administrative material



Presenter
Presentation Notes
We love photos! Attaching outreach materials or curricula help tell the story. Web site links are good. Sign-up forms or marketing materials are also useful.
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Presenter
Presentation Notes
The Public Libraries in MA: An Evolving Ecosystem report was commissioned by the MA Board of Library Commissioners to provide a unique, first of its kind look at how and why residents use public libraries across the Commonwealth. The study helps to understand cooperative borrowing and use patterns of Massachusetts public libraries. The study and report were conducted by Sasaki, an international firm addressing the issues of strategic planning and data visualization. A series of six in person and one virtual community meetings were held across the state to gather librarian feedback to the report.  Meetings were open to the public and conducted by the outside meeting facilitator. You can find this report on the state library website.  
The other examples include Idaho’s Bright Futures Library Toolkit https://libraries.idaho.gov/wp-content/uploads/2019/01/SchoolPartnershipsToolkitSsha.pdf
and the Saint Paul Public Libraries Evaluation Plan for an Innovative Service Model to Expand Community Services


Questions?


Presenter
Presentation Notes
Michele and Madison
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