LSTA CE APPLICATION – Staff and Trustee Development for Individuals/Groups
CE GRANT - REIMBURSEMENT REQUEST AND EVALUATION PACKET
How to Complete Your CE Grant Evaluation
and Request Reimbursement for LSTA Library Science Course Grants

We hope your library course was well worth your time and energy.  Please help ICfL collect evaluation and expenditure data from your LSTA-funded event to enable our organization to adequately report back to the Institute of Museum and Library Services, the federal agency who provides us with the LSTA funding each year.  

[bookmark: _GoBack]Below, you will find a description of our reimbursement process and required evaluation questions.  Supporting documents 1 and 2 listed below were included in your grant evaluation/reimbursement packet emailed to you at the start of the grant.  Please note, all reimbursement and evaluation paperwork must be submitted by the deadline outlined in your grant agreement to maintain the terms of your agreement.  The deadline to submit your reimbursement/evaluation paperwork is approximately 30 days following the end of the library conference or course for which you were awarded grant funding.   See page 2 of your grant agreement for your specific grant report deadline.


REIMBURSEMENT & EVALUATION PROCESS:

Once the event has concluded, the applicant library must submit the following information to ICfL to receive reimbursement (these forms were included in your grant agreement packet and can also be found on our website at: http://libraries.idaho.gov/icfl-funding-libraries):

1. A completed and signed Request for Reimbursement Form 
2. A completed LSTA Financial Report Form - complete Section 2: “Actual Expenses.” 
3. Attach copies of correlating receipts for course expenses.  If the estimates that were submitted during the application process were actual receipts, please note this in the reimbursement request paperwork.  
4. Attach a copy of the participants’ course grade/s from the institution who offered the course.
5. Attach a brief narrative report from the participant responding to the Evaluation Questions listed on the following page. 

Please submit your Evaluation and Reimbursement paperwork to the following address:

Idaho Commission for Libraries
Attn: Grants Officer
325 W. State Street
Boise, ID 83702

For complete grant guidelines, please refer to the updated LSTA Grant Guide located on our website at http://libraries.idaho.gov/icfl-funding-libraries, under the “Funding” tab along the top menu bar.   If, after reviewing all the material supplied here, you still have questions about this process, please do not hesitate to call ICfL’s Grants Officer at (208) 334-2150 or by email at kristina.taylor@libraries.idaho.gov.   


EVALUATION QUESTIONS: 

Please respond the following evaluation questions.  If you need additional space for your responses, please attach a separate sheet with your answers to Questions 1-3.  Be aware that additional follow-up may be conducted at a later time looking for long-term results.

1. Did your participation in this course (or courses) meet the expectations identified in your application?  If so how?  If not can you identify why?








2. Describe how, in the next 3-5 months, you will apply or implement what you have learned from this course in your library.  








3. Provide examples of how you will share this information within the library community and your end users.









4. Complete the sentence: “My library users will benefit from the enhanced programs/activities/services gained through this course because they will be able to: _________________________________________________________________________
________________________________________________________________________________________________________________________________________________.”
( i.e. increase their or their children's literacy skills, understand how to use technology in their daily lives.)

As part of your six month grant follow-up, you will be asked to deliver one example of how you transferred the knowledge you gained from this CE event.  In order to be able to meet this expectation and share with others, please keep in mind the following list of “Transfer of Knowledge Deliverables” as some good examples:

“Since attending my CE event, I transferred the knowledge I gained from this CE event by….(select at least one and attach appropriate supporting documentation):
□ Published a blog post for my library’s webpage on a specific topic (submit blog entry)
□ Implemented a new program/service (submit program outline)
□ Wrote a brief newsletter article on a specific topic for: an ICfL e-newsletter or my library newsletter (submit copy of newsletter or the article)
□ Presented at a local, regional or state library-related conference (submit presentation PPT or outline and name of conference)
□ Other: __________________________________________________________”
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