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RECORDING BEGINS

Welcome to the Institute of Museum and Library Services’ webinar, “National Leadership
for Museums Fiscal Year 2016 Information Session.”

My name is Helen Wechsler, and I’ll be doing this webinar in partnership with Mark Isaksen
and Mary Sellers. We are delighted that you could join us today and that you are interested
in learning more about the NLG for Museums program.



T
[ —
IMLS FY2016 Museum Funding Opportunities
e https://www.imls.gov/news-events/events/imls-fy2016-
museum-funding-opportunities

* Blackboard Recording Link
* PDF with transcript

* Topics Covered:
* [IMLS vision, mission, and strategic plan
* IMLS funding programs and opportunities
* Eligibility requirements
* Registration requirements
* Learning more

If you have not viewed our pre-recorded introductory webinar about IMLS’s funding
opportunities, we strongly recommend that you do so. You can access it at any time by
going to our website’s News & Events page, choosing Events and Webinars, and then
clicking on IMLS FY2016 Museum Funding Opportunities, which is the link shown here.

In that webinar, we discuss IMLS’s vision, mission, and strategic plan which are at the core
of our grant-making.

We also introduced IMLS’s funding programs to help you decide which is best for your
project.

We reviewed the eligibility requirements for each grant program.

We covered registration requirements—getting a DUNS number, and registering early with
SAM.gov and Grants.gov.

And lastly, we encouraged potential applicants to view the webinar for each program to
which they might want to apply. That brings us to today and this NLG webinar.



NLG Museums Statistics

Application and Award Numbers

Number Funds Funds
Awards Requested Awarded

FY 2014 70 $23,040,447 $5,171,451

FY 2015 62 15 $20,051,270 $5,789,295

Project Categories FY 2015

W Learning
Experiences

= Community
Anchor
™ Collections

Stewardship

As you can see, NLG is a fairly competitive grant program. We were able to fund a little
more than 24% of the applications we received. You can also see a pretty even split of

funded project among our three project categories (which we will talk about more in a
moment).

It is important to note, however, that we do not have funds reserved for each project

category — rather, we seek to fund the strongest proposals with the greatest potential to
meet a field-wide need.
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In this presentation, we’ll be addressing the following topics:

1.  National Leadership for Museums Program Goals
2. Characteristics of Successful NLG Projects

3. Important Dates

4.  How Much and How Many?

5. Allowable/Unallowable Costs

6.  Application Components

7.  Application Tips

8.  Review Process

9. Contacts



Support projects that address critical needs of the
museum field and that have the potential to advance

practice in the profession so that museums can improve
services for the American public.
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Let’s begin with the NLG for Museums goals. NLG supports innovative projects that address
critical needs of the museum field and that have the potential to advance practice in the
profession so that museums can improve services for the American public.

NLG is all about meeting the needs of the museum field, our institutions and our
professionals.



Broad Impact
In-depth Knowledge
* Innovative Approach
Collaborative Process
Shared Results

Making sure your project shares the characteristics of successful NLG projects is an
important first step to preparing an application. For NLG we are looking for project that
demonstrate:

Broad Impact: Your project should show the potential for far-reaching impact beyond your
institution and influencing practice across one or more disciplines or specific fields within
the museum profession.

In-depth Knowledge: Your application should reflect a thorough understanding of current
practice and knowledge about the subject matter and an awareness and support of current
strategic initiatives and agendas in the field.

Innovative Approach: Your application should employ novel approaches or techniques new
to your project area to strengthen and improve museum services to benefit the audiences
and communities being served.

Collaborative Process: Your project should incorporate audience, stakeholders and/or other
partners to demonstrate broad need, field-wide buy-in and input, access to appropriate
expertise, and sharing of resources.

Shared Results: Your project should generate results such as models, new tools, research
findings, services, practices, and/or alliances that can be widely used, adapted, scaled, or
replicated to extend and leverage the benefits of federal investment.



Important Dates

Dec ‘15 =_— Applications due: 11:59 pm Eastern Time on
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Feb ‘16
Mar’16
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or December 1, 2016
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We want to remind you of important dates for NLG applications. They are due by 11:59 pm
Eastern Time on December 1, 2015. That is non-negotiable and the time stamp is auto-
generated by the Grants.gov system. We will say this over and over again, but start early
and submit early. That way, if you encounter a difficulty of any kind when submitting your
proposal, you'll have some time to resolve the problem.

NLG for Museums awards will be announced in September, 2016.

And all NLG projects must be scheduled to start October 1, November 1, or December 1,
2016.



HOW MUCH?

$50,000-5500,000 with 1:1 cost share

Exception: No cost sharing is expected for research projects
and will not be considered in the review of the application.

HOW MANY?

There is no limit on the number of applications your
museum may submit to NLG for Museums.

NLG applicants can request anywhere from $50,000 to $500,000. There is a 1:1 cost share
requirement accept for research project, which we will address a little later. Cost share may
be in the form of cash, staff or volunteer time, or third-party contributions. It may not, of
course, be funds from another federal source.

The second question is how many applications you may file? There is no limited on the
number of applications your museum may submit to NLG-museums.



Three IMLS programmatic strategic goals inform NLG project
categories. You will choose one for your project.

Learning Experiences: IMLS supports the unigue ability of museums
to empower people of all ages through experiential learning and
discovery. Successful projects advance the museum field’s ability to

nrovide hish_Aauality inclucive aducatinnal annartuinitioe that addrace
Provice nign-gquanly, inGiusive eGucaticna: Cpporiunities tnat agaress

particular audience needs..

Community Anchors: IMLS promotes the role of museums as essential
partners in addressing the needs of their communities by leveraging
their expertise, knowledge, physical space, technology, and other
resources. These projects advance the museum field’s ability to create
a better quality of life within communities.

Collections Stewardship: IMLS supports the exemplary management,
care, and conservation of museum collections. Successful projects
advance the museum field’s ability to identify new solutions that
address high priority and widespread collections care or conservation.

Our next topic is project categories.

The three project categories are based upon the goals in the IMLS strategic plan that
started in 2013 and continues through 2016. National Leadership Grants for Museums
applicants are required to align their projects with one of these goals.

* Goal 1, “Learning Experiences,” Projects should advance the museum field’s ability to
provide high-quality, inclusive educational opportunities that address particular
audience needs.

* Goal 2, “Community Anchors,” Projects should advance the museum field’s ability to
leverage their expertise, knowledge, physical space, technology, and other resources to
create a better quality of life within communities

* And Goal 3, “Collections Stewardship,” Projects should advance the museum field’s
ability to identify new solutions that address high priority and widespread collections
care or conservation needs

It is important to choose the right category for a couple of reasons. First, your application
will be reviewed by museum professionals who have experience and expertise in these
general categories. And second, your application will be competing against others who
have chosen the same category. In short, the entire review process incorporates an
assumption that your project aligns with the category you’ve identified.
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NLG-Museums Learning Experiences projects might include:
= Development, implementation, and dissemination of
model programs that create engaging learning
opportunities
= Development and implementation of training and
professional development programs, tools, or resources

that build the knowledge, skills and abilities of museum
staff and/or volunteers in multiple institutions

= Research focusing on the role of museums in engaging
learners

So let’s take a look at what kinds of activities a project in each of these categories might
include.

An NLG-Museums Learning Experiences project might include:

=  Development, implementation, and dissemination of model programs that create
engaging learning opportunities

=  Development and implementation of training and professional development programs,
tools, or resources that build the knowledge, skills and abilities of museum staff and/or
volunteers in multiple institutions

= Research focusing on the role of museums in engaging learners
Ideally, these and related activities will help the museum field place the learner at the

center and result in tools, resources, research findings, etc. that can be used by other
museums to create engaging learning experiences for their targeted audiences.

11
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NLG Community Anchor projects might include:

= Development, implementation, and dissemination of model programs that
use museum resources to address community needs
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challenges through partnerships, services, processes, or practices

= Development and implementation of professional
development programs, tools, or resources that build
the abilities of museum staff to meet the needs of their
communities

= Research focusing on the role and value of museums as
community anchors

An NLG-Museums Community Anchor project might include:

. Development, implementation, and dissemination of model programs that use
museum resources to address community needs

. Development of new and innovative methods for addressing community challenges
through partnerships, services, processes, or practices

. Development and implementation of professional development programs, tools, or

resources that build the abilities of museum staff to meet the needs of their
communities

. Research focusing on the role and value of museums as community anchors

It can sometimes be difficult to choose between this Community Anchor categories and the
Learning Experiences category, so we encourage you to think about the origin of the
problem you’re trying to solve or the need you’re trying to meet. Read the guidelines
carefully and then ask yourself what’s the source for the impetus to do this project? If it’s
because museums need a new way to fulfill their educational goals then Learning
Experiences may be the best fit. If, on the other hand, there is a problem or a need
common to many museums that originates in their communities, and museums, perhaps
by joining with other community organizations, have the expertise, the know-how, the
assets, and the ability to take it on, then your project may fit better with Community
Anchors.
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NLG Collections Stewardship projects mightinclude:

= Development, implementation and dissemination of new tools or services
that facilitate access, presentation, management, preservation, sharing, and
use of museum collections

= Development and implementation of professional development programs,
tools, or resources that impact the ability of museum staff in multiple
institutions to improve the stewardship of collections

= Research focusing on any broadly relevant aspect of the
management, conservation and preservation of
collections.

= Building or strengthening coalitions to enhance
collections care

Our third category is that of Collections Stewardship. An NLG-Museums project in
Collections Stewardship might include:

. Development, implementation and dissemination of new tools or services that
facilitate access, presentation, management, preservation, sharing, and use of
museum collections

. Development and implementation of professional development programs, tools, or
resources that impact the ability of museum staff in multiple institutions to improve
the stewardship of collections

. Research focusing on any broadly relevant aspect of the management, conservation
and preservation of collections.

. Building or strengthening coalitions to enhance collections care

13
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We want to point out two places on the IMLS website to learn more about the projects we
have funded in NLG for Museums.

The Awarded Grants Search gives you an opportunity to explore an archive of grants that
we have awarded in past years using a variety of criteria such as grant program name and
category, institution name, location, and keyword. Your search will return basic information
about the award and a brief description of the project. This can be extremely helpful as you
put ideas together for your own project or decide if NLG is the right program for you.

14



SAMPLE APPLICATIONS

Museum Grants for African American History and Culture
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We have also posted the abstract, narrative, and schedule of completion for some
successful NLG applications. Looking at these exemplary proposals might help clarify your
thinking about your own.
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Required Documents

All applications must include these. Omission of one results in
exclusion from further consideration.

Conditionally Required Documents
Some applications must include these. Omission of one
results in exclusion from further consideration.

Supporting Documents

These are optional. Make good decisions, and include only
those that supplement the narrative and support the project
description provided in the application.

Next up are the documents that make up your application and that you will upload
into Grants.gov.

These application components fall into three categories. The first is that of Required
Documents. All applications must include these. Omission of even just one can result in
the exclusion of your application from further consideration.

The second group is that of Conditionally Required Documents. Some applications
must include these. It might depend on the nature of your institution or some aspect of
your project. In either case, omission of even just one can result in the exclusion of your
application from further consideration.

The third group of application components are Supporting Documents. These are
completely optional. You may submit some or none. Think about including only those that
supplement your narrative and support the project description you provide in your
application. This is not the place to introduce new information. Be respectful of your
reviewers’ time and avoid any temptation to include hundreds of pages of extraneous
material that is not directly relevant to your project.

16
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In the NLG for Museums Notice of Funding Opportunity is a Table of Application
Components. You can use this to keep yourself organized. It serves as a checklist of
application components. The middle column tells you what formats and the third tells you
how to name each document so that you may upload your application to Grants.gov
successfully.

It also provides links to instructions and forms, and it tells you which documents are
required, conditionally required, and supporting.

17



Legal s —— !

Name P e —

= | Organizational
- DUNS

Project
Description
* what, for
T ] whom, for
] what purpose
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Now we’re going to look at some of the forms that are required for your application. The
first form is the SF 424S, or the Application for Federal Domestic Assistance, Short
Organizational Form. This is a Required Document, and the form is downloaded as part of
the Grants.gov package. It is not available from the IMLS website.

There are three important things to watch for on this page:

The Legal Name ties to Program Information Sheet, which we’ll get to in a few minutes,
and these entries should match. It is the name to which your DUNS number is officially
tied. The Organizational DUNS number is important in confirming your eligibility, identity,
and tax-exempt status. It must link to the Legal Name.

And at the bottom of the page is space for a Project Description. Write your project
description to address what you plan to do, for whom, and for what purpose. Be sure to
list your major activities and your intended results. Don’t waste characters on telling us
what grant program you are applying for, how much you’re asking for, or the history of your
organization. Consider making this the last piece you write so that it is as concise and
accurate as possible.

There is a character limit of about 150 words that you won’t encounter until the moment
you press the SUBMIT button. Your entire application might be rejected by Grants.gov if
you exceed the limit.

18



SF-424S:Application for Federal Domestic

Assistance - Short Organizational Form
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Page 2 of the SF-424S is about the Project Director and the Primary Contact/Grants
Administrator. The Project Director should be the person who is responsible for the day-to-
day activities of the project. The Primary Contact might be someone in the grants office or
someone whose role is more purely administrative. These two positions may be the same

person.

HOWEVER...



SF-424S:Application for Federal Domestic
Assistance - Short Organizational Form

Authorizing =
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The Authorizing Official, also known as the Authorized Representative, MUST be different
from the Project Director. This is the person who has the authority and the responsibility
for certifying that statements made in the application are true, complete, and accurate and
that the organization will comply with all necessary certifications, assurances, and terms if
an award is made. This might be the President/CEO, Director, Board President, or other
position of authority within the institution. It cannot be the Project Director, however.
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Let’s turn now to the Program Information Sheet, which is an IMLS form downloadable
from our website. The Notice of Funding Opportunity provides complete instructions for
how to fill out this form, but we want to highlight a couple of especially important things
for you here. We made very important changes this year, and we want you to use the most
current version. Make sure the Program Information Sheet you download has a 2018
expiration date..

In #1a on page 1, you’ll see “Legal Name.” This must be the same as the “Legal Name” you
provided on the SF-424S. Below that in #1c, we ask about your SAM.gov registration. You
must have an active SAM.gov registration. If you haven’t registered yet, or if your
registration is expired, start the process now because it can take several weeks. Your
SAM.gov registration must be active throughout the lifespan of your application review and
award period. Without it, we cannot accept your application, review it, make an award, or
provide you money.

In #1d and e, we ask you to record your organizational unit if that is different from the Legal
Name of the applicant and its address. In some cases, the Legal Name entity might be
something other than a museum, usually its parent organization—such as a university. In
that case, you would enter the university’s name as the Legal Applicant and the museum
name as the Organizational Unit. If you have questions about your own situation, spend
some time with the eligibility requirements for NLG for Museums, and then call us if you
need help in interpreting them.

21



Program Information Sheet

Financial ; R
Information

O o

On page 2, we ask questions about your organization’s finances—total revenue and
expenses for three fiscal years; budget surplus or deficit greater than 10% of your annual
operating budget; and any material weakness identified in your prior year’s audit report. If
you are applying using an organizational unit designation, then these questions apply to
the organizational unit, rather than to the Legal Name entity. For example, if you’re the

museum that’s run by a university, we want to know about the museum budget, not that of
the entire university.

22



Performance Goal

IMLS PROGRAM INFORMATION SHEET
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On page 3, we ask what grant program you are applying under. You will check f. National
Leadership Grants for Museum, and then the project category under which you will be
applying. This is circled in orange on the slide.

#4 will be new to returning applicants. As part of new government-wide regulations
regarding federal grants, we are asking you to select one or more performance goals that
align with our agency-level goals. You’ll begin by making a choice—Learning, Community, or
Collections (corresponding to the project category under which you are applying). Next,
choose one or more of the pre-determined performance goals beneath it.

Once you have done this, you will need to choose a performance measure statements. If
you are proposing a Learning or a Community project, then click on the link circled in
orange here to view a list of pre-determined performance measure statements that will
help IMLS document the collective achievements of the Learning and Community projects
we fund.
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The link will take you to this page of our website. You'll see here that you will be required
to provide specific data directly relating to these performance measure statement(s) in
your Final Performance Report.

Now, while you won’t be writing that Final Performance Report until the end of your
funded project, you will need to administer surveys to get responses from your program or
project participants, your staff, or your community partners, depending on the nature of
your project.

This work can be incorporated into your other evaluation activities but you will need to set
aside time and resources in your project to collect and analyze this information, so we
expect you to incorporate it into your application narrative, your work plan, your schedule
of completion, and your budget.

If you have questions about this new requirement, please don’t hesitate to contact an IMLS
staff member. We'll be happy to discuss it with you and how it will impact your particular
project.
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Also on page 3 of the Program Information Sheet, we ask you to tell us how much money
you are requesting from IMLS, and to record any cost share. Make sure these amounts
reflect what’s in your budget.
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On page 4, we draw your attention to #7, Museum Profile. This is for museum applicants
only. This is where you provide the information we need to verify your eligibility as a
museum. We need answers for each question, a through m, so don’t skip any. If you are a
university, professional association, or other organizations working to advance the museum
field, you do not need to complete this section, unless you are a university museum.
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Tell us: Reviewers will look for:
*  What do you propose to do? v' Clearly explained project
«  What need, problem, or challenge ¥ Clearly identified and supported need,
will your project address and how problem, or challenge
was it identified? v" Clearly identified beneficiaries of the project
«  Who or what will benefit from ;};?e:we they been involved in planning the

our project?
_Y_ P _"J ) L ) v’ If research, designed appropriate
* How wiii your project address the

. v' Address current needs of the museum field
goals of this program

and/or have the potential to advance
practice in the museum profession

v Aligned with the selected project category

Now let’s talk about the narrative of your proposal. You have ten pages to cover three very
important issues.

Statement of Need

What do you propose to do?

What need, problem, or challenge will your project address and how was it identified?
Who or what will benefit from your project?

How will your project address the goals of this program (as described above in section A.
Program Description — What is this grant program?)

Reviewers are asked to comment and rate your proposal using these questions:

Is the project clearly explained?

Is the need, problem, or challenge to be addressed clearly identified and supported by
relevant evidence?

Are the people who will benefit from the project clearly identified, and have they been
involved in planning the project?

If a research project, is the research design appropriate?

Does the project address current needs of the museum field and/or have the potential to
advance practice in the museum profession?

Does the project align with the selected NLG for Museums category: Learning Experiences,
Community Anchors, or Collections Stewardship?
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Tell us: Reviewers will look for:

* How will you collect and report the v’ Well designed and feasible plan for
data required for the performance collecting and reporting data
measure statement(s) you have
chosen? v’ Solid plan to effect meaningful

change for target audience
* What are your intended results that
will address the need, problem, or
challenge you have identified?

v’ Results such as models, tools,
research finding, services, practices

for museums
* How will knowledge, skills, behavior,

attitude of intended audience change? v Plan to sustain benefits

* What projects results will be of value
to the field?

* How will you sustain the benefits?

IMPACT

The second section of your narrative should be devoted to articulating the impact of your
project.

*  How will you collect and report the data required for the performance measure
statement(s) you have chosen?

*  What are your intended results that will address the need, problem, or challenge you
have identified?

* How will knowledge, skills, behavior, attitude of intended audience change?
*  What projects results will be of value to the field?

*  How will you sustain the benefits?

Reviewers will be answering these questions:

v’ Are the project’s intended results clearly articulated, appropriate, and realistic?

v’ Is the plan to effect meaningful change in knowledge, skills, behaviors, and/or attitudes
solidly grounded and appropriately structured?

v" Will the proposed project generate results such as models, tools, research findings,
services, and practices that can be broadly used, adapted, scaled or replicated in the
museum profession?

v’ Is there a reasonable and practical plan for sustaining the benefits of the project beyond
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the conclusion of the award?
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Tell us: Reviewers will look for:

v Activities informed by appropriate theory

«  What specific activities, including and practice

evaluation and performance v

. Appropriate evaluation activities and
measurements, will you carry out?

performance measurements

* Who will plan, im‘pIeArl'lent. and ¥' Staff, partners, consultants, and service
manage your projects providers with necessary experience and

* When and in what sequence will your skills
activities occur? v Realistic and achievable schedule of work

* What financiai, personnei, and other v Time, personnel, and financial resources
resources will you need to carry out appropriate for the scope and scale of the
the activities? project

* How will you track your progress v" Clear methodology for tracking the project’s
toward achieving your intended progress
results? v Effective plan for communicating results and

* How and with whom will you share sharing discoveries?
your project’s results? v’ Research: answer questions in Guidance for

Research Applications

PROJECT DESIGN

Lastly, the Project Design is the part of the narrative in which you relay who will do what,
when, and using what resources.

We ask you to tell us what specific activities you will undertake; who will plan, implement,
and manage your project; when and in what sequence your activities will occur; what
financial, personnel, and other resources you will need to carry out the activities; how you
will track progress toward achieving your performance goals and intended results; and how
and with whom you will share your project’s results.

Reviewers will answer these questions:

* Are the proposed activities informed by appropriate theory and practice?

* Are the proposed evaluation activities and performance measurements appropriate for
the project? Will they result in valid, reliable, and generalizable findings?

* Do the identified staff, partners, consultants, and service providers possess the
experience and skills necessary to complete the work successfully?

* Is the schedule of work realistic and achievable?

* Are the time, personnel, and financial resources identified appropriate for the scope and
scale of the project?

* |s aclear methodology described for tracking the project’s progress and adjusting course
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when necessary?

Is there an effective plan for communicating results and/or sharing discoveries?

For research projects, does the application answer the questions outlined in the guidance
on how to write an effective research application?
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= What are your the specific research questions?

= What is the relevance of the proposed research for current
practice?

= What research method(s) wili be used?

= What type of data will be gathered?
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= How will the information be reported?

= How will the research data be managed and made available
for future use (as applicable)?

Speaking of research...here are the questions outlined and explained in the Guidance for

Research Applications section of our website. To submit a competitive research proposal,

your narrative should answer these:

* What are the specific research questions this investigation will attempt to answer?

* What is the relevance of the proposed research for current practice?

* What research method(s) will be used to conduct the research?

* What type of data will be gathered?

* How will the data be analyzed?

* How will the information be reported?

* How will the research data be managed and made available for future use (as
applicable)?

If an electronic dataset will be created as a result of the proposed research,

you must complete section 3 of the Digital Content Supplementary Information

Form (which I will talk about a little later) and include this form as part of your application.

A link within the guidelines will take you to a page with guidance for research proposals.
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The IMLS Budget Form is next. This is a single fillable PDF document that is four pages long
and that you download from our website. The Notice of Funding Opportunity contains
detailed instructions for what to include where. Make sure that expenses that will be paid
from IMLS funds as well as those that you will cover as part of your cost share are in the
right categories, are justifiable in the context of your project, and, of course, represent
allowable costs.

The form has changed from past years, so check that it has a 7/31/2018 expiration date.

Now, speaking about allowable costs, lets review some examples....
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Examples of allowable costs

= personnel salaries, wages, and fringe benefits

= travel expenses

= materials, supplies, software, and equipment
= consultant fees

= publication design and printing

= design, technical support, non-construction
labor

= staff and volunteer training
* internships/fellowships
* indirect or overhead costs

There are certain things that IMLS can fund and certain things that we can’t. Here are some
examples of allowable costs:

* personnel salaries, wages, and fringe benefits

* travel expenses for key project staff and consultants

* materials, supplies, software, and equipment related directly to project activities
* consultant fees

* publication design and printing

* design, technical support, non-construction labor

* training for staff and volunteers that impacts multiple museums

* internships/fellowships

* indirect or overhead costs
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Examples of unallowable costs

= general museum fundraising costs

= contributions to endowments

= general museum operating support

= acquisition of collections

= general advertising or public relations costs

= construction and renovation of museum facilities

» exhibit fabrication that involves contract labor of the construction
trades

= reconstruction or renovation of historic sites
= social activities, ceremonies, receptions, or entertainment
= pre-award costs

Unallowable costs include:

* general museum fundraising costs, such as development office staff or other staff time
devoted to general fundraising

* contributions to endowments

* general museum operating support

* acquisition of collections

* general advertising or public relations costs designed solely to promote activities other
than those related to the specific project

* construction and renovation of museum facilities (generally, any activity involving
contract labor of the construction trades is not an allowable cost)

* exhibit fabrication that involves contract labor of the construction trades

* reconstruction or renovation of historic sites

* social activities, ceremonies, receptions, or entertainment

* pre-award costs

Note that rules about allowablility or unallowability apply to both costs that you are asking
IMLS to cover and costs included as cost share.

To see the full set of rules, please see 2 CFR 200 - the part of the Code of Federal
Regulations covering Uniform Administrative Requirements, Cost Principles and Audit
Requirements for Federal Awards. You can access this at the site shown on the rights side
of the slide. Of particular interest may be Subpart E—Cost Principles.
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If you have questions about the allowability of specific activities, call IMLS staff for guidance.
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* Address the purpose for each expense in the budget

* Explain the basis or method of cost computation used to
determine each dollar amount.

* Itemize and explain any costs that you consolidated and
summarized on the IMLS Budget Form.

* Expiain ali costs — IMLS and Cost Share
* Follow the format of the IMLS Budget form section
headings.

* DO NOT use the Budget Justification to detail staff
qualifications or to justify your project.

You will also need to write a Budget Justification. This is a separate document, and an
important part of your application. Peer reviewers will use it to evaluate the
appropriateness of the financial resources you have identified as necessary for your
project, and IMLS staff will use it to check your calculations and make determinations
regarding the allowability of specific expenses. The Notice of Funding Opportunity includes
very useful Guidance for Writing a Budget Justification. You may use as many pages as
necessary to fully justify your budget.

Your Budget Justification should:

. Address the purpose for each expense in the budget—both the IMLS ask and the cost
share, if required.
. Explain the basis or method of cost computation used to determine each dollar
amount, for example.
(o] Travel for Advisory Meeting: $4,400
(o] 4 advisors, 2 days each
o Estimated Airfare $500 x 4 = $2,000
o Lodging $200 x 2 x 4 = $1,600
o Meals S100 x 2 x 4 = S800
. Follow the format of the IMLS Budget form section headings.
. DO NOT use the Budget Justification to detail staff qualifications or to justify your
project. There are other places for that!
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I 1.Use a current indirect cost rate that

TP you have negotiated with a federal
== e agency.

2.Use an indirect cost proposal that
has been submitted to a federal
agency but is not yet approved.

S — e 3. Use a rate not to exceed 10% of
T = . _ _ modified total direct costs
er—— e e e e e e e i (MTDC)* if you have never had a
S federally negotiated indirect cost
rate.

4, Not include indirect costs at all in
your budget.

* See the NLG for Museums NOFOs for an explanation of MTDC.

Returning to the IMLS Budget Form again, note that you have four options for calculating

Indirect Costs, which are explained in detail in the Notice of Funding Opportunity. You may:

1. Use a current indirect cost rate that you have negotiated with a federal agency.

2. Use anindirect cost proposal that has been submitted to a federal agency but not yet
approved.

3. Use arate not to exceed 10% of modified total direct costs if you have never had a
federally negotiated indirect cost rate and you are not subject to other requirements,
such as those in place for states, local governments, and Indian tribes.

4. Notinclude indirect costs at all in your budget

If you are using the 10% indirect cost rate, you will have to determine what your the
modified total direct costs are. This is the base on which you are allowed to calculate your
10%. Please refer to the NLG Notice of Funding Opportunity and call us if you have any
guestions.
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The last form we’ll talk about today is the Digital Stewardship Supplementary Information
Form. If your project includes creating a digital product of any kind—digital collections, web
resources, metadata, software, or a digital dataset--you should complete and submit the
Digital Stewardship Supplementary Information Form as a Supporting Document. This five-
part form makes it easy for reviewers and for IMLS to understand how you will create your
digital products and how you will make them available for use and re-use by others.

Because technology is dynamic and because we do not want to inhibit innovation, we do
not prescribe standards and best practices. Instead, we ask a series of questions about your
digital stewardship project, and your answers will be used by IMLS staff and by peer
reviewers to evaluate your proposal. You need to complete the sections that align best with
your project.

36



Register early!

1. D-U-N-S® Number: www.dnb.com/us
2. SAM Registration: www.sam.gov

3. Grants.gov Registration: www.grants.gov

e e ——
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At this point, we’d like to share a few tips gleaned from our experience in working with
applications submitted each year.

First on the list, is “Register early!” You must have a DUNS number, an active SAM.gov
registration, and a current and functional Grants.gov registration. You must have a DUNS
number to register with SAM.gov. You must have an active SAM.gov registration to register
with Grants.gov. And you must have a functional Grants.gov registration to submit an
application to IMLS.

It’s also crucial to remember that your SAM.gov registration expires each year and you
must renew it. You can log into SAM.gov at any time and find out your status. | would
recommend doing that today.
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IMPORTANT TO KNOW: We can make grants only to applicants that
submit applications, including attachments,

. So...
= Start early.

= Do your background research.

= Revisit the grant Notice of Funding Opportunity frequently, and follow the
narrative outline it provides. Use headings, subheadings, or numbered
sections to make it easy for reviewers to read.

= Avoid generalities, acronyms, and jargon.

= Check your spelling, grammar, and math.

= Ask a colleague to review everything with fresh eyes before you submit it.
= Be sure your application is complete.

= Submit to Grants.gov early so you can correct any errors.

IMPORTANT TO KNOW: Our legislation states that we can make grants only to
applicants that submit complete applications, including attachments, on or before the
deadline. So...

= Startearly.

= Do your background research. Make it easy for the reviewers to see that you are up to
date and know what you’re talking about.

= Revisit the grant Notice of Funding Opportunity frequently, and follow the narrative
outline it provides. Use headings, subheadings, or numbered sections to make it easy
for reviewers to read.

=  Avoid generalities, acronyms, and jargon. The people who will review your application
are experts, but they may not be totally familiar with your particular field’s shorthand.
Make it easy for them to understand what you mean.

= Check your spelling, grammar, and math.

= Ask a colleague to review everything with fresh eyes before you submit. Ask them to
act like a reviewer who’s seeing this for the first time.

= Be sure your application is complete. Check it against the Table of Application
Components and then check it again.

=  Submit to Grants.gov early so you can correct any errors.
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Applications due: 11:59 pm Eastern Time on December 1, 2015

IMLS staff review applications for completeness and eligibility

Review period

Awards announced: September, 2016

Projects start: October 1, November 1, or December 1, 2016

This is the general schedule of events to show what happens to your application once we
receive it.

First, all applications are reviewed by IMLS staff for completeness and eligibility.
Then, all eligible and complete applications go to field review, during which three of your
experienced and knowledgeable peers will provide scores and comments based on the

criteria we just went over.

After staff analysis, the highest ranking proposals move on and get three more reviews by
panelists who then gather in Washington DC to discuss their work.

In July, we analyze the results of panel review, review budgets, and prepare materials for
the IMLS Director. By law, the IMLS director is charged with the authority and responsibility
to make final award decisions, and this happens in August.

In September, we notify all applicants by email of the award decisions and provide the
scores and comments created by the reviewers. Project Directors and Authorizing Officials

receive award packets.

Finally, your project can begin on October 1, November 1, or December.
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Contacts

Learning Experiences Community Anchors Collections Stewardship

Helen Wechsler Mark Isaksen Connie Bodner

Supervisory Grants Senior Program Officer ~ Supervisory Grants Management
Management Specialist misaksen@imls.gov Specialist

hwechsler@imls.gov 202.653.4667 cbodner@imls.gov
202.653.4779 202-653-4636

Mary Sellers Sarah Glass Mark Feitl

Museum Program Specialist Museum Program Museum Program Specialist
msellers@imls.gov Specialist mfeitl@imls.gov

202.653.4689 sglass@imls.gov 202-653-4635

202.653.4652

We hope you have found the information in this webinar helpful. Here is a listing of the
names, email addresses, and direct phones for program staff in the Office of Museum
Services, with orange arrow by those of us on the line today. We encourage you to contact
us with any questions you might have. We'll be very happy to help. This contact information
is also on the landing page for NLG-Museums.
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