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27.036884


75.78081


74.6313


25.443378


4.7020507


27.115253


33.959404


27.08913


4.858786


32.365986


27.010761


36.54539


25.156025


39.261986


52.47926


40.411312


16.927265


5.30287


37.276783


38.452232


32.183125


35.187096


13.557498


38.97465


6.6089973


37.564114


41.560642


51.61726


57.390022


4.3102126


50.546295


38.00817


36.728237


49.710423


35.500546


26.409931


25.88747


10.971413


27.141376


21.34206


38.68732


47.46401


50.023876


45.348198


31.503925


21.028584


38.347748


13.113422


24.76418


23.22292


25.54787


19.069355


4.754296
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Overview

I Grantee 101 Sections I

= Overview

= Grantee support

= Communications

= Administration

= Reporting requirements

= Changes requiring IMLS approval
= Assessment

3 Ay

II

< IMLS was established by the Museum and Library

Services Act (MLSA) of 1996, which includes the

Library Services and Technology Act and the Museum

Services Act.

— Institute of Museum Services (1976) and Office of
Library Programs, Dept of Education (1956)

In 2008 the National Commission on Libraries and

Information Science was consolidated under IMLS,

along with some of the activities of the National

Center for Education Statistics.

= Reauthorized in 2010.

3 Ay

Congratulations on your IMLS award! You may
be thinking, “Now What?” Well, welcome to
Grantee 101. The Institute of Museum and
Library Services designed this web presentation
to help you, as a grant recipient of the Office of
Library Services Discretionary Programs,
understand how to successfully manage some key
grant-related administrative activities.

Grantee 101 is made up of seven sections, this
overview followed by ones on grantee support,
communications, administration, reporting
requirements, changes to your project, and
assessment.

It may be helpful for you to have some
background about IMLS. The Institute was
established by the Museum and Library Services
Act (MLSA) of 1996, which includes the Library
Services and Technology Act and the Museum
Services Act. It incorporated the Institute of
Museum Services, founded in 1976 and the
Office of Library Programs in the Department of
Education, created in 1956. Then in 2008 the
National Commission on Libraries and
Information Science was consolidated under
IMLS, along with some of the activities of the
National Center for Education Statistics. IMLS
was reauthorized in 2010.





I IMLS Mission I

= Primary source of federal support for the nation’s
123,000 libraries and 17,500 museums.

= Create strong libraries and museums that
connect people to information and ideas.

« Help build the capacity of libraries and museums
through grant-making, convenings, research
and publications

) R oy

I Support Materials for Grantees I

# wissagn  http://imls.gov/recipients/recipients.shtm

oy b hitp://imls.gov/recipients/administration.shtm

IMLS’s mission is to serve as the primary source
of federal support for the nation’s 123,000
libraries and 17,500 museums; to create strong
libraries and museums that connect people to
information and ideas; and to help build the
capacity of libraries and museums through grant-
making, convenings, research and publications.

This slide shows a screen shot of the IMLS Web
page for grant recipients and gives the URL
below. The Grant Recipient tab is the third one
from the left. This web presentation covers only
some of the material available under the Grant
Recipients tab, so be sure to check the IMLS
Web site for more detailed information and
answers.

This slide shows a screen shot of the
Administration page and gives the URL below.
This is where you go to get information and
instructions on everything from the general terms
and conditions of your award to how to get
reimbursed for covered expenses. All of the
forms and documents that you need to
administer your awards are located here.





ﬁ This slide shows a screen shot of the Legal
References page and gives the URL below.
Links on this page will point you or your legal
counsel or auditor to relevant legislation,
regulations, and Office of Management and
Budget circulars and forms. There is a special
section at the bottom on Grant-Related Civil

Rights and Accessibility.

4 winsiisan  http://imls.gov/recipients/references.shtm

I—I This is a screen shot of the Grantee
Communications Kit and gives the URL below.
This is the web page where you can learn how to
publicize your award, to acknowledge IMLS
when you do so, to download copies of the IMLS

logo, and much more.

; sinmisan Wttp://imls.gov/recipients/communication.shtm

Grantee 101: section two, Support.
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— Program staff
— Financial staff

R

= Know your grant number (RE- or LG-)
— Before you call or write, get your number out
— Include it all communications with IMLS

= Staff is always available to help you

— Communications staff
= When in doubt contact your program officers

« Program Office

— Mary Alice Ball
202/653-4730

— Kevin Cherry
202/653-4662

— Karmen Bisher
202/653-4664
= Finance Office

— Sean McDonald
202/653-4719

ML By

Senior Program Officer
mball@imls.gov
Senior Program Officer
kcherry@imls.gov
Program Specialist
kbisher@imls.gov

Financial Specialist
smcdonald@imls.gov

I Support for National Leadership Grants I

= Program Office
— Anthony Smith
202-653-4768
— Chuck Thomas
202-653-4663
— Kathy Mitchell
202-653-4687
= Finance Office
— Josie Shell-Brown
202/653-4669

]

Senior Program Officer
asmith@imls.gov
Senior Program Officer
cthomas@imls.gov
Program Specialist
kmitchell@imls.gov

Financial Specialist
jshell-brown@imls.gov

The first thing to keep in mind when you need
IMLS support is your grant number (beginning
with RE- or LG-). Before you call or write, please
get your number out and include it all
communications. IMLS staff is always available
to help you: Program staff, Financial staff, and
Communications staff. When in doubt contact
your program officers.

If your grant is with the Laura Bush 21 Century
Librarian Program, use the following contacts if
you have questions for the Program Office:

Mary Alice Ball, Senior Program Officer,
202/653-4730, mball@imls.gov

Kevin Cherry, Senior Program Officer,
202/653-4662, kcherry@imls.gov
Karmen Bisher, Program Specialist,
202/653-4664, kbisher@imls.gov

If they are for the Finance Office, contact Sean
McDonald, Financial Specialist, 202/653-4719,
smcdonald@imls.gov.

If your grant is with the National Leadership
Grant Program, use the following contacts if you
have questions for the Program Office:

Anthony Smith, Senior Program Officer,
202-653-4768, asmith@imls.gov

Chuck Thomas, Senior Program Officer,
202-653-4663, cthomas@imls.gov
Kathy Mitchell, Program Specialist, 202-
653-4687, kmitchell@imls.gov

If they are for the Finance Office, contact Josie
Shell-Brown, Financial Specialist, 202/653-
4669, jshell-brown@imls.gov.




mailto:smcdonald@imls.gov�



I Communications Support I

Office of Communications and Government Affairs
202/653-4757
202/653-4632

— Mamie Bittner Deputy Director

— Janell Muhammad Program Specialist

— Natasha Marstiller Public Affairs Specialist

— Ellen Arnold Losey Visual Information Specialist

5 e Loy

Grantee 101

INSTITUTE of .
Museum...Library
SERVICES

Communications

I Grantees Communications Kit I

= Kit provides guidance for spreading the word
about your grant

= Share this outstanding achievement with your
community

= Suggestions and materials to assist your public
relations staff

Office of Communications and Government Affairs

For communications support, contact the Office
of Communications and Government Affairs at
202/653-4757 or 202/653-4632.

Mamie Bittner, Deputy Director

Janell Muhammad, Program Specialist
Natasha Marstiller, Public Affairs
Specialist

Ellen Arnold Losey, Visual Information
Specialist

Grantee 101: section three, communications.

The grantees communications kit provides
guidance for spreading the word about your
grant so you can share this outstanding
achievement with your community. It contains
suggestions and materials designed to assist
your public relations staff developed by the IMLS
Office of Communications and Government
Affairs





I Media Tips I

= Prepare news release or public service
announcement
— Tie to event or issue
= Develop a distribution list
— ldentify the right people
= Issue your release
* “Pitch” the story
— Follow up & summarize the facts
= Remember timing

) R oy

I Press release or public announcement I

= Who, what, when, and where
— Include a visual with a caption

= May be run in its entirety

= May provide a contact for a reporter

Fast Fact Sheets

— For each IMLS grant program

= Sample release & announcement
http://www.imls.gov/recipients/sample.shtm#release

R

II

« IMLS Web site
— Searchable database of awards
— Links to grantees’ Web sites
= Primary Source
— Monthly E-Newsletter
= Project Profiles feature
— On IMLS Web site
— In Primary Source
= Send IMLS your news

2 Wilsi oy

The grantees communications kit contains the
following media tips:

* How to prepare a news release or a public
service announcement, including tying it to an
event or issue

* How to develop a distribution list and identify
the right people to go on it.

* How to issue your release or “pitch” the story,
including advice on how to follow up &
summarize the facts

* Plus a reminder to remember how the timing of
your release can impact its effectiveness

The help on developing a press release or public
announcement covers:

* Who, what, when, and where

« Advice to include a visual with a caption
 That the press release may be run in its entirety
or may serve to provide a contact for a reporter
« It provides links to Fast Fact Sheets for each
IMLS grant program
* And gives a sample release & announcement

Dissemination

The IMLS Web site contains both a searchable
database of awards and links to grantees’ Web
sites.

*Primary Source is the monthly IMLS E-
Newsletter

*Project Profiles feature is both on the IMLS Web
site and in Primary Source

*Please send IMLS your news





I IMLS Acknowledgement I

= IMLS requires public acknowledgement of the
activities it supports
— Logo
http://www.imls.gov/recipients/logos.shtm
— Tag line
http://www.imls.gov/recipients/acknowledgement.shtm
= Notify Office of Communications and Government
Affairs about publicity campaign
= Guidelines for activities supported by your grant
— Public or press event, printed material, Web site

) R oy

Ten Ways to Make the Most of Your
Award

. Alert all the news media.

Share your success with your visitors.

. Send a letter of congratulations to supporters.
. Hang a banner to celebrate your award.

. Write a feature story about this award. Be sure
to add a link back to our Web site for users to
learn more about the award (www.imls.gov).

6. Notify your staff and congratulate them.

R

Ten Ways to Make the Most of Your
Award

7. Design a commemorative poster for your lobby.

8. Host a reception or open house to celebrate your
award.

9. Use the occasion of your award to write an
editorial to highlight your service to the
community.

10. Send copies of press clips to IMLS.

— send photographs and stories about how you have
benefited from the grant

R

IMLS Acknowledgement

IMLS requires public acknowledgement of the
activities it supports. Click on the following links
to view logos and a sample tagline:

Logos http://www.imls.gov/recipients/logos.shtm
Tag line

http://www.imls.gov/recipients/acknowledg
ement.shtm

You must notify the IMLS Office of
Communications and Government Affairs when
you have a publicity campaign. Guidelines for
activities supported by your grant, whether they
are a public or press event, printed material, or a
Web site are posted on the IMLS Web site.

Here are ten ways to make the most of your
award

1. Alert all the news media.

2. Share your success with your visitors.

3. Send a letter of congratulations to supporters.
4. Hang a banner to celebrate your award.

5. Write a feature story about this award. Be sure
to add a link back to our Web site for users to
learn more about the award (www.imls.gov).

6. Notify your staff and congratulate them.

7. Design a commemorative poster for your
lobby.

8. Host a reception or open house to celebrate
your award.

9. Use the occasion of your award to write an
editorial to highlight your service to the
community.

10. Send copies of press clips to IMLS or send
photographs and stories about how you have
benefited from the grant.
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I General Terms & Conditions I

= This web presentation highlights only some of the
terms & conditions that apply to your IMLS grant
= Complete document is available at:
http://imls.gov/pdf/GTC_0511.pdf
= Apply to majority of discretionary awards
= You must comply with these requirements
— Subject to audit
— Failure to comply could result in suspension or

termination of the grant and IMLS recovery of
grant funds.

2 Wilsi oy
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= When you applied you were required to:
— Get a DUNS (Data Universal Numbering System)
number from Dun and Bradstreet
http://www.imls.gov/applicants/grantsgov/duns.shtm
— Get a Taxpayer Identification Number from the IRS
= Social Security Number (SSN) - individuals
< Employer Identification Number (EIN) - businesses
— Register with Central Contractor Registration (CCR)
= You must renew your CCR registration annually
http://www.ccr.gov/Renew.aspx

Grantee 101: section four, administration.

This web presentation highlights only some of
the terms and conditions that apply to your IMLS
grant. The complete document is available at the
following link: http://imls.gov/pdf/GTC 0511.pdf
General terms & conditions apply to the majority
of discretionary awards. You must comply with
these requirements. All IMLS grant recipients are
subject to audit. Failure to comply could result in
suspension or termination of the grant and IMLS
recovery of grant funds.

Reminder

When you applied you were required to:

1) get a DUNS (Data Universal Numbering
System) number from Dun and Bradstreet at the
following link:
http://www.imls.gov/applicants/grantsgov/duns.s
htm

2) get a Taxpayer ldentification Number from the
IRS, either a Social Security Number (SSN) for
individuals or an Employer Identification Number
(EIN) for businesses, and

3) register with Central Contractor Registration
(CCR).

We want to remind you that you must renew your
CCR registration annually. You can do so at this
link: http://www.ccr.gov/Renew.aspx
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= Informal
— Letters of support
* Formal
— Lead grantee has full responsibility for grant
= All reporting of time & effort
— Submit Partnership Statement form
« DUNS number
— Agree to complete specified activities
— Use funding in accordance with applicable laws
— Facilities & programs must comply with federal law

) R oy

I Subgrants vs. Subcontracts I

* Subgrants
— Not permitted
= Subcontracts
— Permitted
— Terms & conditions are rigorous
= Performance measurements: goods & services delivery
— Monitoring stringent with real ramifications

L

I Allowable Costs I

= IMLS General Terms and Conditions - overview
= Federal cost principles in detail:
— 2 CFR, Part 220 — Educational institutions
« Formerly OMB Circular A-21
— 2 CFR, Part 230 — Non-profit organizations
« Formerly OMB Circular A-122

— 2 CFR, Part 225 — State, local, and Indian tribal
governments
= Formerly OMB Circular A-87

Fy

IMLS encourages the use of partnerships in the
grants it funds.

An informal partnership only requires letters of
support.

In a formal partnership the lead grantee has full
responsibility for the grant and for all reporting of
time & effort. Each partner must submit a
Partnership Statement form including a DUNS
number and must agree to complete the
specified activities. All partners must use funding
in accordance with applicable laws and all
facilities & programs must comply with federal
law.

It is critical for you to understand the difference
between subgrants and subcontracts. Subgrants
are not permitted. Subcontracts are permitted
because their terms & conditions are rigorous
with performance measurement based on goods
& services delivery . Monitoring is stringent with
real ramifications for non-fulfillment.

If you have questions regarding allowable costs,
consult the IMLS General Terms and Conditions
for an overview. For more detailed information
on federal cost principles consult the appropriate
document. Either 2 CFR, Part 220 — Cost
Principles for Educational institutions (formerly
OMB Circular A-21); 2 CFR, Part 230 — Cost
Principles for Non-profit organizations (formerly
OMB Circular A-122), or 2 CFR, Part 225 — Cost
Principles for State, local, and Indian tribal
governments (formerly OMB Circular A-87).





I Food and Entertainment I

« Federal funding cannot be used for:
— Food for entertainment purposes
= Receptions, all-conference parties
— Alcohol under any circumstances
— Gifts or honoraria
« Federal funding can be used for:
— Food for educational events if within project scope
« Dinner speaker
= Lunch-time “table topic” discussions
= Continental breakfast with poster session

— Consultant or speaker fees
7 Wiy

I Cost Sharing I

= 1:1 match required for every federal dollar spent
on non-student support activities

— Reduction in student support=Increase in cost share
Portion of project costs not charged to IMLS funds
— Grantee’s cash contributions

— Grantee’s contributions of services and property

— Third party in-kind contributions

= Grantee must maintain auditable records

= Maintain time & effort logs

= Cannot include contributions from state agencies if
, from federally-assisted program

4 ity

I Getting Paid I

= Required forms are available on the IMLS website
— ACH Payment Enrollment Form (SF 3881)

— Request for Advance or Reimbursement Form (SF-
270)
— Email completed forms to Grantsadmin@imls.gov
= Question about payments?
— Contact your IMLS Financial Specialist
— Use your grant number in all communications

R

Federal funding cannot be used for food for
entertainment purposes, such as at receptions or
all-conference patrties, or for alcohol under any
circumstances. It cannot be used for gifts or
honoraria.

Federal funding can be used for food for
educational events if within the project scope, for
example, a dinner speaker, lunch-time “table
topic” discussions, or a continental breakfast with
a poster session. Federal funding can also be
used to pay consultant or speaker fees.

Cost Sharing is another important part of your
IMLS grant’s terms and conditions. Al1to 1
match is required for every federal dollar spent
on non-student support activities. A reduction in
student support will result in an increase in your
cost share. Cost sharing is the portion of your
project costs not charged to IMLS funds, for
example, your cash contributions or your
contributions of services and property, or third
party in-kind contributions.

As a grantee you must maintain auditable
records and maintain time & effort logs. You
cannot include contributions from state agencies
as part of your cost share calculations if they are
from a federally-assisted program.

Of course you want to know about getting paid.
The required forms are available on the IMLS
Web site: both the ACH Payment Enroliment
Form (SF 3881), and the Request for Advance or
Reimbursement Form (SF-270). Please email
the completed forms to Grantsadmin@imls.gov.
If you have a question about payments, contact
your IMLS Financial Specialist being sure to use
your grant number in all communications.






I Getting an Advance I

= Complete SF-270 form
— Email completed form to Grantsadmin@imls.gov
= Limitations
— For immediate cash needs
— Must be fully disbursed within 30 days of receipt
— Explain unusually high requests when submitting
= Reporting
— Report status of funds within 30 days of receipt
= Section 11 or 12 of SF-270
< Submit even if no additional funds requested

Grantee 101
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Museum...Library
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Reporting Requirements

I porting Essentials I

= Put your grant number on all reports

« Include abstract from original proposal

= All reports must use the IMLS cover sheet
http://imls.gov/pdf/CoverSheet.pdf
— Must be signed by authorized certifying official

= All components must be submitted together

= You will need both DUNS and EIN numbers

= Reporting schedule was included in original award
packet

If you want to get an advance complete the SF-
270 form (Request for Advance or
Reimbursement) and email the completed form
to Grantsadmin@imls.gov. Limitations apply to
advances. They must be for immediate cash
needs; must be fully disbursed within 30 days of
receipt; and you must explain unusually high
requests when submitting your request. You
must report the status of funds within 30 days of
receipt of the advance, using either Section 11 or
12 of SF-270. This form must be submitted even
if no additional funds are requested.

Grantee 101: section five, reporting
requirements.

Please remember the following reporting
essentials:

» Put your grant number on all reports

* Include the abstract from your original proposal
* All reports must use the IMLS cover sheet
available at this link:
http://imls.gov/recipients/administration.shtm and
the cover sheet must be signed by your
authorized certifying official

* All reports components must be submitted
together and you will need both your DUNS and
EIN numbers.

* Your reporting schedule was included in the
original award packet.






I Submitting Reports I

= Reports of 20 pages or less, including Cover
Sheet and attachments, may be:
— Emailed to imlsreporting@imls.gov
— Faxed to 202-653-4604
= Reports of more than 20 pages, send to:
Grants Administration
Institute of Museum and Library Services
1800 M Street, NW / 9t Floor
Washington, DC 20036-5802

) R oy

I Interim Reports / Financial Reports I

= Submit on an annual basis
— Previously had to submit twice a year
— Focus on activities since last interim report
— Include both financial and narrative reports
= Financial report
— Use SF-425 to report financial activity for reporting
period
= Instructions are available at the following link:
http://imls.gov/pdf/SF425%20FFR%20Instructions.pdf
— Report should include both federal funds and local
- cost share for the project
5 Moy

I Interim Reports /7 Narrative reports I

= Impact can focus on outputs, e.g. patrons served
= Report on status of schedule, explaining delays
= Describe both project successes and challenges
= Justification of travel with attachments

— Critical for foreign travel
= Detail activities by grant-funded staff

— E.g., increased time and effort to run a conference
« Include equipment purchases

ML By

Submitting Reports

Reports of 20 pages or less, including the cover
sheet and attachments, may be emailed to
imlsreporting@imls.gov or faxed to 202-653-
4604.

Reports of more than 20 pages, should be sent
to:

Grants Administration

Institute of Museum and Library Services
1800 M Street, NW / 9" Floor
Washington, DC 20036-5802

Interim reports should be submitted on an annual
basis; previously they had to be submitted twice
a year. Interim reports include both a financial
report and a narrative report. For the financial
report, use the SF-425 form to report financial
activity for the reporting period. Instructions are
available at the following link:
http://imls.gov/pdf/SF425%20FFR%20Instruction
s.pdf. Your report should include both federal
funds and the local cost share for the project.

When writing your narrative report, remember
that your impact can focus on outputs, e.g.
patrons served. Report on the status of your
schedule, explaining delays. Describe both
project successes and challenges. Include a
justification of travel with attachments, especially
critical for foreign travel. Detail the activities by
grant-funded staff, e.g., increased time and effort
to run a conference. Include equipment
purchases.





I Narrative Reports (cont.) I

= Describe all communication activities
— Papers, blogs, press releases, general press
= Budget amendments with or without IMLS
approval

= Personnel changes with or without IMLS approval

R

I Final Report I

* Submit by the deadline in reporting schedule
= Financial report

= Financial records must be retained for three years
after submitting the final report

= Narrative report
— Impact should focus on outcomes

= Quantitative forms must be completed

ML By

II

= Publications resulting from grant activities
— Required to acknowledge support from IMLS

— Send 2 copies to the appropriate IMLS program
officer

R

Your narrative report should also describe all
communication activities, whether they are
conference papers, blogs, press releases, or
general press. Include any budget amendments
with or without IMLS approval, and any
personnel changes with or without IMLS
approval.

Submit your final report by the deadline in your
reporting schedule. It should include a financial
report; remember that financial records must be
retained for three years after submitting the final
report. It also should include a narrative report
with the impact focusing on outcomes, rather
than outputs as in the interim reports. The
distinctions between the two are explained in
Section 7 of this presentation. Quantitative forms
must be completed.

Publications resulting from grant activities are
required to acknowledge support from IMLS. In
addition, you must send 2 copies to the
appropriate IMLS program officer.





I Use of Reporting I

= Provides transparency and accountability in use
of federal funds

= Informational needs of elected officials and other
stakeholders

= Grant program evaluation
— Enables grantees to improve performance
— Offers lessons learned and best practices

= Analysis and research by IMLS and others
— Supports research across a range of grants

= Informs other grantees or potential applicants

Grantee 101
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I Major Changes Require Approval I

= Approval is required prior to making change
= Generally any major decisions or project activities
that differ from accepted proposal

— Usually authorized certifying official must sign
change request or must be copied on request

— Changes in activities must meet the goals defined
within the scope of the original proposal

= Budget revisions greater than 10%

You may ask yourself what is the use of
reporting. It provides transparency and
accountability in the use of federal funds. It

meets the informational needs of elected officials

and other stakeholders. It supports grant
program evaluation that enables grantees to
improve their performance and that offers
lessons learned and best practices. Reporting
allows analysis and research by IMLS and
others, supporting research across a range of
grants. Finally, it informs other grantees or
potential applicants.

Grantee 101: section six, changes requiring
IMLS approval.

Major changes to your grant require approval
prior to making any change. Generally that
means any major decisions or project activities
that differ from the accepted proposal. Usually
the authorized certifying official must sign the
change request or must be copied on the
request. Changes in activities must meet the
goals defined within the scope of the original
proposal. Budget revisions greater than 10%
always require prior approval from IMLS.





I Travel and Student Support I

* Travel
— Foreign
« Must be on a U.S. flag air carrier
= Document designator code and flight number
— Domestic if not included in proposal
= Conference
= Changes in student support
— Often affect the cost share
— For LB21 awards everything else is administrative

I People or Time I

= Key personnel changes
— 25% reduction in time spent on project
— 3 administrative personnel listed on application
= Project director
« Primary contact/Grants administrator
< Authorized representative
— Change in compensation not stipulated in proposal
« Grant period
— Change in start date

— Change in end date — referred to as a No-cost
; extension
i ey

Grantee 101

Assessment

Certain conditions regarding travel and student
support might also necessitate approval from
IMLS. Foreign travel must be on a U.S. flag air
carrier and you must document its designator
code and flight number. If it is not possible to fly
on a U.S. air carrier, you will need to get written
prior approval from your IMLS program officer. If
you did not include domestic travel, for example
to attend a conference, in your proposal than you
will need to get written prior approval from your
IMLS program officer.

Changes in student support may also require
IMLS approval because they can often affect the
cost share that is required of grantees. For Laura
Bush 21° Century Librarian awards everything
else is an administrative cost and requires cost
share.

Changes in people or time also require prior
IMLS approval. Key personnel changes require
prior IMLS approval when there is a 25%
reduction in time spent on the project, if any one
of the 3 administrative personnel listed on your
application cover sheet change, or if there is a
change in compensation that was not stipulated
in the original proposal. You must also get prior
IMLS approval if there is a change in the start
date of a grant period, or a change in the end
date, often referred to as a No-cost extension.

Grantee 101: section seven, assessment.





I Value of Assessment in Reporting I

« Tangible, meaningful demonstration of impact
= Clear, concise data for disseminating results
— To the public, elected officials, stakeholders
= Justification of funder’s investment
= Foundation for future initiatives
= Audiences studied speak through the data
— Anecdotes, numbers, percentages
= Go beyond participant satisfaction surveys
— Build in ways to assess how attendees used what
they learned in workshop to help their communities

3 i

I Assessment Planning I

= Essential to start planning before or as soon as
grant begins
— Focus on measurable outcomes to show impact
— At the end of grant you want to be able to answer:

= What difference did this make in peoples’ lives?

= Shaping Outcomes self-paced online tutorial
— Outcomes-based planning and evaluation
http://www.shapingoutcomes.org/index.htm
— This web presentation highlights certain parts

3 i

I Measuring Outcomes I

« As a successful IMLS applicant you:
— Demonstrated the need for your project
— Persuaded reviewers that you could best address it
— Articulated clear goals and activities
— Developed evaluation & sustainability plans
= Effective evaluation is about measuring outcomes
— Did your project meet the stated need?
— How can you show that it did?
— What can you measure in a particular timeframe?
= short, medium, long
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This section is about the value that assessment
plays in reporting. It provides a tangible,
meaningful demonstration of impact giving clear,
concise data for disseminating results to the
public, elected officials, and stakeholders.
Assessment may provide justification of the
funder’s investment or serve as the foundation
for future initiatives. The audiences that have
been studied can speak through the data,
whether through anecdotes, numbers, or
percentages. For these reasons, it is important
for you as a grant recipient to go beyond
participant satisfaction surveys and build in ways
to assess how attendees used what they learned
in a workshop to help their communities, for
example.

It is essential to start planning for assessment
before or as soon as your grant begins. Focus
on measurable outcomes to show impact
because at the end of the grant you want to be
able to answer the question: What difference did
this make in peoples’ lives?

Shaping Outcomes is a self-paced online tutorial
that offers a wonderful introduction to outcomes-
based planning and evaluation. It is available at
the following link:
http://www.shapingoutcomes.org/index.htm This
web presentation highlights certain parts of the
Shaping Outcomes tutorial.

Assessment is about measuring your outcomes.
As a successful IMLS applicant you
demonstrated the need for your project and
persuaded reviewers that you could best
address it. You articulated clear goals and
activities, and developed evaluation &
sustainability plans. Effective evaluation is about
measuring outcomes. Did your project meet the
stated need? How can you show that it did?
What can you measure in a particular timeframe,
whether it's short, medium, or long?





I Outputs vs. Outcomes I

= Common assessment method measures outputs
— Outputs focus on impact on the library
— Number of items circulated
— Number of patrons served
— Number of students in a class
= More effective assessment method is outcomes
— Outcomes focus on impact on the people served
— Measurable changes or indicators
= Knowledge, skill, behavior, job level
— The # and % of (participants) who (demonstrate a
specified change)
]
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I Data Collection I

= Choose most appropriate source for data
— Survey, observation, interviews, etc.
— Match for meaningful measurable indicators
Select the target audience
— Full or representative group of participants
= Decide on frequency of data gathering
— Will you measure before and after the project?
= Baseline data
— Will you measure during the project cycle?

Fy

II

= Clarify hopes for successful outcomes
— Use numbers or percentages
= Ground targets in knowledge and practice
— Professional literature
— Established standards
— Past performance
Expect targets to be revised

ML By

Let's briefly clarify the difference between
outputs and outcomes. A common assessment
method measures outputs. Outputs focus on
impact on the library, by counting the number of
items circulated, number of patrons served, or
number of students in a class. A more effective
assessment method measures outcomes.
Outcomes focus on impact on the people served
looking for measurable changes or indicators in
things like knowledge, skill, behavior, or job level.
They assess the # and %

of (participants) who (demonstrate a specified
change). You decide the who and the what most
appropriate for your project.

When you plan you data collection, you will want
to choose the most appropriate source for data,
perhaps a survey, observation, interviews, or
something else. It needs to be a match for
meaningful measurable indicators. Select the
target audience, either a full or representative
group of participants. Decide on the frequency of
your data gathering. Will you measure before
and after the project? Think about the value of
having baseline data. Will you measure during
the project cycle?

Targets can be helpful when you're creating an
assessment plan. You can clarify your hopes for
successful outcomes by using numbers or
percentages. Set realistic targets by grounding
them in knowledge and practice by looking at
professional literature, established standards, or
past performance. Ultimately, though, you need
to expect your targets to be revised.





I Best Practices for Grantees I

= Good stewards of federal funding
= Well-conceived and executed project
— Estimated expenses = actual expenses
— Steady spending rate tied to activities
— Project goals are achieved
= No-cost extension may be available to ensure success
= Activities can be added with program officer approval
« Project fully evaluated
= Project outcomes effectively disseminated
— To colleagues and external audiences

) R oy

# wissaen  http://imls.gov/recipients/recipients.shtm

I Grantee 101 I

= IMLS is testing its use of web presentations
= Accessibility is a priority
= Same material presented in different formats

« IMLS welcomes your feedback
= Send comments to Mary Alice Ball at:
mball@imls.gov

R

In conclusion we would like to highlight some
best practices for grantees. We all want to be
good stewards of federal funding. In a well-
conceived and executed project, estimated
expenses equal actual expenses and there is a
steady spending rate tied to activities. Project
goals are achieved. Remember that a no-cost
extension may be available to ensure success
and that activities can be added with program
officer approval. Two other important best
practices are that your project is fully evaluated
and that project outcomes are effectively
disseminated both to colleagues and external
audiences.

This web presentation covered only some of the
material available on the IMLS Web site. Be sure
and visit it for more detailed information and
answers.

IMLS is testing its use of web presentations such
as Grantee 101. Accessibility is a priority so the
agency is presenting the same material in
different formats. IMLS welcomes your feedback.
Please send comments to Mary Alice Ball at:
mball@imls.gov.






























































 
	 
		 Grantee 101
		 Institute of Museum and Library Services web presentation for Office of Library Services Discretionary Programs grantees.
		 
		 
		 
		 
	
	 
		 Office of Library Services  Discretionary Programs
		 July 2012 Office of Library Services 
Discretionary Programs Overview Congratulations! Now What?
 Grantee 101 
		 Congratulations on your IMLS award! You may be thinking, “Now What?” Well, welcome to Grantee 101.  The Institute of Museum and Library Services  designed this web presentation to help you, as a grant recipient of the Office of Library Services Discretionary Programs, understand how to<br>successfully manage some key grant-related administrative activities.<br>
		 
	
	 
		 Grantee 101 Sections
		 Grantee 101 Sections OverviewGrantee supportCommunicationsAdministrationReporting requirementsChanges requiring IMLS approvalAssessment 
		 Grantee<b> </b>101 is made up of seven sections, this overview followed by ones on grantee support, communications, administration, reporting requirements, changes to your project, and assessment. <br>
		 
	
	 
		 IMLS
		 IMLS IMLS was established by the Museum and Library Services Act (MLSA) of 1996, which includes the Library Services and Technology Act and the Museum Services Act.Institute of Museum Services (1976) and Office of Library Programs, Dept of Education (1956) In 2008 the National Commission on Libraries and Information Science was consolidated under IMLS, along with some of the activities of the National Center for Education Statistics.Reauthorized in 2010. 
		 It may be helpful for you to have some background about IMLS. The Institute was established by the Museum and Library Services Act (MLSA) of 1996, which includes the Library Services and Technology Act and the Museum Services Act. It incorporated the Institute of Museum Services, founded in 1976 and the Office of Library Programs in the Department of Education, created in 1956. Then in 2008 the National Commission on Libraries and Information Science was consolidated under IMLS, along with some of the activities of the National Center for Education Statistics. IMLS was reauthorized in 2010. <br><br><br>
		 
	
	 
		 IMLS Mission
		 IMLS Mission Primary source of federal support for the nation’s 123,000 libraries and 17,500 museums.Create strong libraries and museums that connect people to information and ideas.Help build the capacity of libraries and museums through grant-making, convenings, research and publications 
		 IMLS’s mission is to serve as the primary source of federal support for the nation’s 123,000 libraries and<b> </b>17,500 museums; to create strong libraries and museums that connect people to information and ideas; and to help build the capacity of libraries and museums through grant-making, convenings, research and publications.<br><br><br>
		 
	
	 
		 Support Materials for Grantees 
		 Support Materials for Grantees  http://imls.gov/recipients/default.aspx    
		 This slide shows a screen shot of the IMLS Web page for grant recipients and gives the URL below. The Grant Recipient tab is the third one from the left. This web presentation covers only some of the material available under the Grant Recipients tab, so be sure to check the IMLS Web site for more detailed information and answers.<br>
		 
	
	 
		 Support Materials: Administration
		  Support Materials: Administration http://imls.gov/recipients/administration.aspx 
		 This slide shows a screen shot of the Administration page and gives the URL below. This is where you go to get information and instructions on everything from the general terms and conditions of your award to how to get reimbursed for covered expenses. All of the forms and documents that you need to administer your awards are located here.<br>
		 
	
	 
		 Support Materials: Legal References
		 Support Materials: Legal References  http://imls.gov/recipients/legal_references.aspx 
		 This slide shows a screen shot of the Legal References page and gives the URL below. Links on this page will point you or your legal counsel or auditor to relevant legislation, regulations, and Office of Management and Budget circulars and forms. There is a special section at the bottom on Grant-Related Civil Rights and Accessibility.<br>
		 
	
	 
		 Support Materials: Communications
		 Support Materials: Communications http://imls.gov/recipients/grantee.aspx  
		 This is a screen shot of the Grantee Communications Kit and gives the URL below. This is the web page where you can learn how to publicize your award, to acknowledge IMLS when you do so, to download copies of the IMLS logo, and much more. <br>
		 
	
	 
		 Office of Library Services  Discretionary Programs
		  Office of Library Services 
Discretionary Programs Support Grantee 101
 
		 Grantee 101: section two, Support.<br>
		 
	
	 
		 IMLS Support
		 IMLS Support Know your grant number (RE- or LG-)Before you call or write, get your number outInclude it all communications with IMLSStaff is always available to help youProgram staffFinancial staffCommunications staffWhen in doubt contact your program officers 
		 The first thing to keep in mind when you need IMLS support is your grant number (beginning with RE- or LG-). Before you call or write, please get your number out and include it all communications.  IMLS staff is always available to help you: Program staff, Financial staff, and Communications staff. When in doubt contact your program officers.<br><br>
		 
	
	 
		 Support for 21st Century Librarian Grants
		 Program OfficeMary Alice Ball	Senior Program Officer
202/653-4730		mball@imls.govKevin Cherry		Senior Program Officer
202/653-4662		kcherry@imls.govTraci Rucker		Program Specialist
202/653-4689		trucker@imls.govFinance OfficeSean McDonald	Financial Specialist
202/653-4719 		smcdonald@imls.gov Support for 21st Century Librarian Grants 
		 If your grant is with the Laura Bush 21st Century Librarian Program, use the following contacts if you have questions for the Program Office:<br><b></b><br><b>Mary Alice Ball, </b>Senior Program Officer, 202/653-4730, <u>mball@imls.gov</u><br><b>Kevin Cherry, </b>Senior Program Officer, 202/653-4662, <u>kcherry@imls.gov</u><br><b>Traci Rucker, </b>Program Specialist, 202/653-4689, <u>trucker@imls.gov</u><br><br>If they are for the Finance Office, contact <b>Sean McDonald, </b>Financial Specialist, 202/653-4719, <u>smcdonald@imls.gov</u><u>.</u><br><br>
		 
	
	 
		 Support for National Leadership Grants
		 Program OfficeAnthony Smith	Senior Program Officer
202-653-4768		asmith@imls.govChuck Thomas	Senior Program Officer
202-653-4663		cthomas@imls.govKathy Mitchell	Program Specialist
202-653-4687		kmitchell@imls.govFinance OfficeSean McDonald	Financial Specialist
202/653-4719 		smcdonald@imls.gov Support for National Leadership Grants 
		 If your grant is with the National Leadership Grant Program, use the following contacts if you have questions for the Program Office:<br><br><b>Anthony Smith, </b>Senior Program Officer, 202-653-4768, <u>asmith@imls.gov</u><u></u><br><b>Chuck Thomas, </b>Senior Program Officer, 202-653-4663, <u>cthomas@imls.gov</u><u></u><br><b>Kathy Mitchell, </b>Program Specialist, 202-653-4687, <u>kmitchell@imls.gov</u><br><br>If they are for the Finance Office, contact <b>Sean McDonald, </b>Financial Specialist, 202/653-4719, <u>smcdonald@imls.gov</u><u>.</u><br><br>
		 
	
	 
		 Communications Support
		 Communications Support Office of Communications and Government Affairs202/653-4757Mamie Bittner	DirectorCarla Wilson		Government Affairs OfficerEllen Arnold Losey	Senior Graphic Designer and 				WebmasterKevin O’Connell	Writer/Editor 
		 For communications support, contact the Office of Communications and Government Affairs at 202/653-4757 or 202/653-4632. <br><br><b>Mamie Bittner, </b>Director<br><b>Carla Wilson, </b>Government Affairs Officer<br><b>Ellen Arnold </b><b>Losey</b><b>, </b>Senior Graphic Designer and Webmaster<br><b>Kevin O’Connell	</b>Writer/Editor<br><br><br>
		 
	
	 
		 Office of Library Services  Discretionary Programs
		  Office of Library Services 
Discretionary Programs Communications Grantee 101
 
		 Grantee 101: section three, communications.<br>
		 
	
	 
		 Grantee Communications Kit
		 Grantee Communications Kit Kit provides guidance for spreading the word about your grantShare this outstanding achievement with your communitySuggestions and materials to assist your public relations staffOnline: www.imls.gov/recipients/grantee.aspxPDF: www.imls.gov/assets/1/AssetManager/GCK.pdf 
		 The grantees communications kit provides guidance for spreading the word about your grant so you can share this outstanding achievement with your community. It contains suggestions and materials designed to assist your public relations staff developed by the IMLS Office of Communications and Government Affairs. The kit is available online and as a PDF at the URLs below.<br><br>
		 
	
	 
		 IMLS Acknowledgement
		 IMLS Acknowledgement IMLS requires public acknowledgement of the activities it supports, using our logo and tag line.Notify Office of Communications and Government Affairs about publicity campaignsGuidelines for activities supported by your grantPublic or press event, printed material, Web site 
		 IMLS Acknowledgement<br><br>IMLS requires public acknowledgement of the activities it supports, using our logo and tag line. See our Web site for more details on logos and tag line.<br><br>You must notify the IMLS Office of Communications and Government Affairs when you have a publicity campaign.<br><br>Guidelines for activities supported by your grant, whether they are a public or press event, printed material, or a Web site are posted on the IMLS Web site.<br>
		 
	
	 
		 IMLS Communications Channels
		 IMLS Communications Channels Primary Source, our free e-mail newsletterSubscribe at www.imls.gov/signup.aspxUpNext, our blogSubscribe at blog.imls.govFollow us on Twitter at @US_IMLSOur YouTube ChannelVisit  at www.youtube.com/USIMLSOur RSS feed Subscribe at www.imls.gov/rss/news.aspx 
		 We encourage you to check out all of the IMLS communications channels: <br>Primary Source, our free e-mail newsletter; UpNext, our blog; Twitter at @US_IMLS; our YouTube Channel; and our RSS feed.<br>
		 
	
	 
		 Share Your Project with IMLS
		 Share Your Project with IMLS Keep us in the loopCongressional Announcementadvance notice of the award Public Announcementpress release post information on our websiteProject Profilesfeature story 
		 Keep us in the loop as your grant project moves forward. We’d like to know if you produce a publication, create a website, or hold an event as part of your grant activities. <br><br>Here are some of the ways in which we can help you publicize your grant project.<br>Congressional Announcement – we give advance notice of the award to your federal representatives and senators.<br>Public Announcement – we put out a press release and post information on our website.<br>Project Profiles – we write a feature story for our website and for Primary Source.<br><br>
		 
	
	 
		 Fast Facts
		 Fast Facts Basic information on each IMLS grant programwww.imls.gov/recipients/fast_fact_sheets.aspx 
		 Fast Facts<br><br>Basic information on each IMLS grant program is available on the IMLS Web site for your use at the URL below.<br><br>
		 
	
	 
		 Office of Library Services  Discretionary Programs
		 Office of Library Services 
Discretionary Programs Administration Grantee 101 
		 Grantee 101: section four, administration.<br>
		 
	
	 
		 General Terms & Conditions
		 General Terms & Conditions This web presentation highlights only some of the terms & conditions that apply to your IMLS grantComplete document is available at:www.imls.gov/assets/1/AssetManager/GTC_0511.pdfApply to majority of discretionary awardsYou must comply with these requirementsSubject to auditFailure to comply could result in suspension or termination of the grant and IMLS recovery of grant funds. 
		 This web presentation highlights only some of the terms and conditions that apply to your IMLS grant<br>The complete document is available at the following link:  http://imls.gov/pdf/GTC_0511.pdf<br>General terms &amp; conditions apply to the majority of discretionary awards.<br>You must comply with these requirements. All IMLS grant recipients are subject to audit. Failure to comply could result in suspension or termination of the grant and IMLS recovery of grant funds.<br><br>
		 
	
	 
		 Reminder
		 Reminder When you applied you were required to:Get a DUNS (Data Universal Numbering System) number from Dun and Bradstreetfedgov.dnb.com/webformGet a Taxpayer Identification Number from the IRSSocial Security Number (SSN) - individualsEmployer Identification Number (EIN) - businesses 
		 Reminder<br><br>When you applied you were required to:<br> 1) get a DUNS (Data Universal Numbering System) number from Dun and Bradstreet at the following link: http://www.imls.gov/applicants/grantsgov/duns.shtm<br>2) get a Taxpayer Identification Number from the IRS, either a Social Security Number (SSN) for individuals or an Employer Identification Number (EIN) for businesses.<br>
		 
	
	 
		 Register with CCR / SAM
		 Register with CCR / SAM When you applied you were required to:Register with Central Contractor Registration (CCR)On July 24, 2012 CCR became SAM“SYSTEM FOR AWARD MANAGEMENT”https://www.sam.gov/sam/Combines eight federal procurement systems and the Catalog of Federal Domestic AssistanceCCR records will be transferred to SAMYou must register in SAM and be validated to connect with your records 
		 When you applied you were required to register with Central Contractor Registration (CCR). On July 24, 2012 CCR became SAM: <b><i>“SYSTEM FOR AWARD MANAGEMENT”  </i></b>https://www.sam.gov/sam/<br><br>SAM combines eight federal procurement systems and the Catalog of Federal Domestic Assistance.<br>CCR records will be transferred to SAM.  You must register in SAM and be validated to connect with your records<br>
		 
	
	 
		 Partnerships
		 Partnerships InformalLetters of supportFormalLead grantee has full responsibility for grantAll reporting of time & effortSubmit Partnership Statement form DUNS numberAgree to complete specified activitiesUse funding in accordance with applicable lawsFacilities & programs must comply with federal law 
		 IMLS encourages the use of partnerships in the grants it funds.<br><br>An informal partnership only requires letters of support.<br><br>In a formal partnership the lead grantee has full responsibility for the grant and for all reporting of time &amp; effort. Each partner must submit a Partnership Statement form including a DUNS number and must agree to complete the specified activities. All partners must use funding in accordance with applicable laws and all facilities &amp; programs must comply with federal law.<br><br>
		 
	
	 
		 Subgrants vs. Subcontracts
		 Subgrants vs. Subcontracts SubgrantsNot permittedSubcontractsPermittedTerms & conditions are rigorousPerformance measurements: goods & services delivery Monitoring stringent with real ramifications 
		 It is critical for you to understand the difference between subgrants and subcontracts. Subgrants are not permitted. Subcontracts are permitted because their terms &amp; conditions are rigorous with performance measurement based on goods &amp; services delivery . Monitoring is stringent with real ramifications for non-fulfillment.<br>
		 
	
	 
		 Allowable Costs
		 Allowable Costs IMLS General Terms and Conditions - overviewFederal cost principles in detail:2 CFR, Part 220 – Educational institutionsFormerly OMB Circular A-212 CFR, Part 230 – Non-profit organizationsFormerly OMB Circular A-1222 CFR, Part 225 – State, local, and Indian tribal governmentsFormerly OMB Circular A-87 
		 If you have questions regarding allowable costs, consult the IMLS General Terms and Conditions for an overview.  For more detailed information on federal cost principles consult the appropriate document. Either 2 CFR, Part 220 – Cost Principles for Educational institutions (formerly OMB Circular A-21); 2 CFR, Part 230 – Cost Principles for Non-profit organizations (formerly OMB Circular A-122), or 2 CFR, Part 225 – Cost Principles for State, local, and Indian tribal governments (formerly OMB Circular A-87).<br><br>
		 
	
	 
		 Food and Entertainment
		 Food and Entertainment Federal funding cannot be used for:Food for entertainment purposesReceptions, all-conference partiesAlcohol under any circumstancesGifts or honorariaFederal funding can be used for:Food for educational events if within project scopeDinner speakerLunch-time “table topic” discussionsContinental breakfast with poster sessionConsultant  or speaker fees 
		 Food and Entertainment<br><br>Federal funding cannot be used for food for entertainment purposes, such as at receptions or all-conference parties, or for alcohol under any circumstances. It cannot be used for gifts or honoraria.<br><br>Federal funding can be used for food for educational events if within the project scope, for example, a dinner speaker, lunch-time “table topic” discussions, or a continental breakfast with a poster session. Federal funding can also be used to pay consultant or speaker fees.<br>
		 
	
	 
		 Cost Sharing
		 Cost Sharing 1:1 match required for every federal dollar spent on non-student support activitiesReduction in student support=Increase in cost sharePortion of project costs not charged to IMLS fundsGrantee’s cash contributionsGrantee’s contributions of services and propertyThird party in-kind contributionsGrantee must maintain auditable recordsMaintain time & effort logsCannot include contributions from state agencies if from federally-assisted program 
		 Cost Sharing is another important part of your IMLS grant’s terms and conditions.  A 1 to 1 match is required for every federal dollar spent on non-student support activities. A reduction in student support will result in an increase in your cost share. Cost sharing is the portion of your project costs not charged to IMLS funds, for example, your cash contributions or your contributions of services and property, or third party in-kind contributions.<br><br>As a grantee you must maintain auditable records and maintain time &amp; effort logs. You cannot include contributions from state agencies as part of your cost share calculations if they are from a federally-assisted program.<br>
		 
	
	 
		 Getting Paid
		 Getting Paid Required forms are available on the IMLS websiteACH Payment Enrollment Form (SF 3881)Request for Advance or Reimbursement Form (SF-270)Email completed forms to Grantsadmin@imls.govQuestion about payments?Contact your IMLS Financial SpecialistUse your grant number in all communications 
		 Of course you want to know about getting  paid. The required forms are available on the IMLS Web site: both the ACH Payment Enrollment Form (SF 3881), and the Request for Advance or Reimbursement Form (SF-270). Please email the completed forms to <u>Grantsadmin@imls.gov</u>.  If you have a question about payments, contact your IMLS Financial Specialist being sure to use your grant number in all communications.<br><br>
		 
	
	 
		 Getting an Advance
		 Getting an Advance Complete SF-270 formEmail completed form to Grantsadmin@imls.govLimitationsFor immediate cash needsMust be fully disbursed within 30 days of receiptExplain unusually high requests when submittingReportingReport status of funds within 30 days of receiptSection 11 or 12 of SF-270Submit even if no additional funds requested 
		 If you want to get an advance complete the SF-270 form (Request for Advance or Reimbursement) and email the completed form to <u>Grantsadmin@imls.gov</u>.  Limitations apply to advances. They must be for immediate cash needs; must be fully disbursed within 30 days of receipt; and you must explain unusually high requests when submitting your request. You must report the status of funds within 30 days of receipt of the advance, using either Section 11 or 12 of SF-270. This form must be submitted even if no additional funds are requested.<br><br><br>
		 
	
	 
		 Office of Library Services  Discretionary Programs
		 Office of Library Services 
Discretionary Programs Reporting Requirements Grantee 101 
		 Grantee 101: section five, reporting requirements.<br>
		 
	
	 
		 Reporting Essentials
		 Reporting Essentials Put your grant number on all reportsInclude abstract from original proposalAll reports must use the IMLS cover sheetwww.imls.gov/assets/1/AssetManager/CoverSheet.pdf Must be signed by authorized certifying officialAll components must be submitted togetherYou will need both DUNS and EIN numbersReporting schedule was included in original award packet 
		 Please remember the following reporting essentials:<br><br>  Put your grant number on all reports<br>  Include the abstract from your original proposal<br>  All reports must use the IMLS cover sheet available at this link:  www.imls.gov/assets/1/AssetManager/CoverSheet.pdf and the cover sheet must be signed by your authorized certifying official<br>  All reports components must be submitted together and you will need both your DUNS and EIN numbers.<br>  Your reporting schedule was included in the original award packet.<br>
		 
	
	 
		 Submitting Reports
		 Submitting Reports Reports of 20 pages or less, including Cover Sheet and attachments, may be:Emailed to imlsreporting@imls.govReports of more than 20 pages, send to:Grants Administration Institute of Museum and Library Services 1800 M Street, NW / 9th Floor Washington, DC 20036-5802 
		 Submitting Reports<br><br>Reports of 20 pages or less, including the cover sheet and attachments, may be emailed to imlsreporting@imls.gov.<br>Reports of more than 20 pages, should be sent to:<br>Grants Administration <br>Institute of Museum and Library Services <br>1800 M Street, NW / 9th Floor <br>Washington, DC 20036-5802<br>
		 
	
	 
		 Interim Reports / Financial Reports
		 Interim Reports / Financial Reports Submit on an annual basisPreviously had to submit twice a yearFocus on activities since last interim reportInclude both financial and narrative reportsFinancial reportUse SF-425 to report financial activity for reporting periodClick on this link for instructionsReport should include both federal funds and local cost share for the project 
		 Interim reports should be submitted on an annual basis; previously they had to be submitted twice a year. Interim reports include both a financial report and a narrative report. For the financial report, use the SF-425 form to report financial activity for the reporting period. Click on this link for instructions. Your report should include both federal funds and the local cost share for the project.<br><br>
		 
	
	 
		 Interim Reports / Narrative reports
		 Interim Reports / Narrative reports Impact can focus on outputs, e.g. patrons servedReport on status of schedule, explaining delaysDescribe both project successes and challengesJustification of travel with attachmentsCritical for foreign travelDetail activities by grant-funded staffE.g., increased time and effort to run a conferenceInclude equipment purchases 
		 When writing your narrative report, remember that your impact can focus on outputs, e.g. patrons served. Report on the status of your schedule, explaining delays. Describe both project successes and challenges. Include a justification of travel with attachments, especially critical for foreign travel. Detail the activities by grant-funded staff, e.g., increased time and effort to run a conference. Include equipment purchases.<br><br><br>
		 
	
	 
		 Narrative Reports (cont.)
		 Narrative Reports (cont.) Describe all communication activitiesPapers, blogs, press releases, general pressBudget amendments with or without IMLS approvalPersonnel changes with or without IMLS approval 
		 Your narrative report should also describe all communication activities, whether they are conference papers, blogs, press releases, or general press. Include any budget amendments with or without IMLS approval, and any personnel changes with or without IMLS approval.<br><br><br>
		 
	
	 
		 Final Report
		 Final Report Submit by the deadline in reporting schedule Financial reportFinancial records must be retained for three years after submitting the final reportNarrative reportImpact should focus on outcomesQuantitative forms must be completed 
		 Submit your final report by the deadline in your reporting schedule. It should include a financial report; remember that financial records must be retained for three years after submitting the final report. It also should include a narrative report with the impact focusing on outcomes, rather than outputs as in the interim reports. The distinctions between the two are explained in Section 7 of this presentation. Quantitative forms must be completed.<br>
		 
	
	 
		 Publications
		 Publications Publications resulting from grant activitiesRequired to acknowledge support from IMLS Send 2 copies to the appropriate IMLS program officer 
		 Publications resulting from grant activities are required to acknowledge support from IMLS. In addition, you must send 2 copies to the appropriate IMLS program officer.<br><br>
		 
	
	 
		 Use of Reporting
		 Use of Reporting Provides transparency and accountability in use of federal fundsInformational needs of elected officials and other stakeholdersGrant program evaluation Enables grantees to improve performanceOffers lessons learned and best practicesAnalysis and research by IMLS and othersSupports research across a range of grantsInforms other grantees or potential applicants 
		 You may ask yourself what is the use of reporting. It provides transparency and accountability in the use of federal funds. It meets the informational needs of elected officials and other stakeholders. It supports grant program evaluation that enables grantees to improve their performance and that offers lessons learned and best practices. Reporting allows analysis and research by IMLS and others, supporting research across a range of grants. Finally, it informs other grantees or potential applicants.<br>
		 
	
	 
		 Office of Library Services  Discretionary Programs
		 Office of Library Services 
Discretionary Programs Changes Requiring IMLS Approval Grantee 101 
		 Grantee 101: section six, changes requiring IMLS approval.<br>
		 
	
	 
		 Major Changes Require Approval
		 Major Changes Require Approval Approval is required prior to making changeGenerally any major decisions or project activities that differ from accepted proposalUsually authorized certifying official must sign change request or must be copied on requestChanges in activities must meet the goals defined within the scope of the original proposalBudget revisions greater than 10%Reductions in cost share 
		 Major changes to your grant require approval prior to making any change. Generally that means any major decisions or project activities that differ from the accepted proposal. Usually the authorized certifying official must sign the change request or must be copied on the request. Changes in activities must meet the goals defined within the scope of the original proposal. Budget revisions greater than 10% always require prior approval from IMLS. Reductions in cost share<br><br>
		 
	
	 
		 Travel and Student Support
		 Travel and Student Support TravelForeignMust be on a U.S. flag air carrierDocument designator code and flight numberDomestic if not included in proposalConferenceChanges in student support Often affect the cost shareFor LB21 awards everything else is administrative 
		 Certain conditions regarding travel and student support might also necessitate approval from IMLS. Foreign travel must be on a U.S. flag air carrier and you must document its designator code and flight number. If it is not possible to fly on a U.S. air carrier, you will need to get written prior approval from your IMLS program officer. If you did not include domestic travel, for example to attend a conference, in your proposal than you will need to get written prior approval from your IMLS program officer.<br><br>Changes in student support may also require IMLS approval because they can often affect the cost share that is required of grantees. For Laura Bush 21st Century Librarian awards everything else is an administrative cost and requires cost share.<br>
		 
	
	 
		 People or Time
		 People or Time Key personnel changes25% reduction in time spent on project3 administrative personnel listed on applicationProject directorPrimary contact/Grants administratorAuthorized representativeChange in compensation not stipulated in proposalGrant periodChange in start dateChange in end date – referred to as a No-cost extension 
		 Changes in people or time also require prior IMLS approval. Key personnel changes require prior IMLS approval when there is a 25% reduction in time spent on the project, if any one of the 3 administrative personnel listed on your application cover sheet change, or if there is a change in compensation that was not stipulated in the original proposal. You must also get prior IMLS approval if there is a change in the start date of a grant period, or a change in the end date, often referred to as a No-cost extension. <br>
		 
	
	 
		 Office of Library Services  Discretionary Programs
		 Office of Library Services 
Discretionary Programs Assessment Grantee 101 
		 Grantee 101: section seven, assessment.<br>
		 
	
	 
		 Value of Assessment in Reporting
		 Value of Assessment in Reporting Tangible, meaningful demonstration of impactClear, concise data for disseminating resultsTo the public, elected officials, stakeholdersJustification of funder’s investmentFoundation for future initiativesAudiences studied speak through the dataAnecdotes, numbers, percentagesGo beyond participant satisfaction surveysBuild in ways to assess how attendees used what they learned in workshop to help their communities 
		 This section is about the value that assessment plays in reporting. It provides a tangible, meaningful demonstration of impact giving clear, concise data for disseminating results to the public, elected officials, and stakeholders. Assessment may provide justification of the funder’s investment or serve as the foundation for future initiatives. The audiences that have been studied can speak through the data, whether through anecdotes, numbers, or percentages. For these reasons, it is important for you as a grant recipient to go beyond participant satisfaction surveys and build in ways to assess how attendees used what they learned in a workshop to help their communities, for example.<br><br><br>
		 
	
	 
		 Assessment Planning
		 Assessment Planning Essential to start planning before or as soon as grant beginsFocus on measurable outcomes to show impactAt the end of grant you want to be able to answer:What difference did this make in peoples’ lives?Shaping Outcomes self-paced online tutorialOutcomes-based planning and evaluationhttp://www.shapingoutcomes.org/index.htmThis web presentation highlights certain parts 
		 Assessment Planning<br><br>It is essential to start planning for assessment before or as soon as your grant begins. Focus on measurable outcomes to show impact because at the end of the grant you want to be able to answer the question: What difference did this make in peoples’ lives?<br><br>Shaping Outcomes is a self-paced online tutorial that offers a wonderful introduction to outcomes-based planning and evaluation. It is available at the following link:  http://www.shapingoutcomes.org/index.htm This web presentation highlights certain parts of the Shaping Outcomes tutorial.<br>
		 
	
	 
		 Measuring Outcomes
		 Measuring Outcomes As a successful IMLS applicant you:Demonstrated the need for your projectPersuaded reviewers that you could best address itArticulated clear goals and activitiesDeveloped evaluation & sustainability plansEffective evaluation is about measuring outcomesDid your project meet the stated need?How can you show that it did?What can you measure in a particular timeframe?short, medium, long 
		 Assessment is about measuring your outcomes. As a successful IMLS applicant you demonstrated the need for your project and persuaded reviewers that you could best address it. You articulated clear goals and activities, and developed evaluation &amp; sustainability plans. Effective evaluation is about measuring outcomes. Did your project meet the stated need? How can you show that it did? What can you measure in a particular timeframe, whether it’s short, medium, or long?<br>
		 
	
	 
		 Outputs vs. Outcomes
		 Outputs vs. Outcomes Common assessment method measures outputsOutputs focus on impact on the libraryNumber of items circulatedNumber of patrons servedNumber of students in a classMore effective assessment method is outcomesOutcomes focus on impact on the people servedMeasurable changes or indicatorsKnowledge, skill, behavior, job levelThe # and % of (participants) who (demonstrate a specified change) 
		 Let’s briefly clarify the difference between outputs and outcomes. A common assessment method measures outputs. Outputs focus on impact on the library, by counting the number of items circulated, number of patrons served, or number of students in a class. A more effective assessment method measures outcomes. Outcomes focus on impact on the people served looking for measurable changes or indicators in things like knowledge, skill, behavior, or job level. They assess the # and % of (participants) who (demonstrate a specified change). You decide the who and the what most appropriate for your project.<br>
		 
	
	 
		 Data Collection
		 Data Collection Choose most appropriate source for dataSurvey, observation, interviews, etc.Match for meaningful measurable indicatorsSelect the target audienceFull or representative group of participantsDecide on frequency of data gatheringWill you measure before and after the project?Baseline dataWill you measure during the project cycle? 
		 When you plan you data collection, you will want to choose the most appropriate source for data, perhaps  a survey, observation, interviews, or something else. It needs to be a match for meaningful measurable indicators. Select the target audience, either a full or representative group of participants. Decide on the frequency of your data gathering. Will you measure before and after the project? Think about the value of having baseline data. Will you measure during the project cycle?<br>
		 
	
	 
		 Targets
		 Targets Clarify hopes for successful outcomesUse numbers or percentagesGround targets in knowledge and practiceProfessional literatureEstablished standardsPast performanceExpect targets to be revised 
		 Targets can be helpful when you’re creating an assessment plan. You can clarify your hopes for successful outcomes by using numbers or percentages. Set realistic targets by grounding them in knowledge and practice by looking at professional literature, established standards, or past performance. Ultimately, though, you need to expect your targets to be revised.<br><br><br>
		 
	
	 
		 Best Practices for Grantees
		 Best Practices for Grantees Good stewards of federal fundingWell-conceived and executed project Estimated expenses = actual expensesSteady spending rate tied to activitiesProject goals are achievedNo-cost extension may be available to ensure successActivities can be added with program officer approvalProject fully evaluated Project outcomes effectively disseminatedTo colleagues and external audiences 
		 In conclusion we would like to highlight some best practices for grantees. We all want to be good stewards of federal funding. In a well-conceived and executed project, estimated expenses equal actual expenses and there is a steady spending rate tied to activities. Project goals are achieved. Remember that a no-cost extension may be available to ensure success and that activities can be added with program officer approval. Two other important best practices are that your project is fully evaluated and that project outcomes are effectively disseminated both to colleagues and external audiences.<br>
		 
	
	 
		 Support Materials for Grantees 
		 Support Materials for Grantees  http://www.imls.gov/recipients/default.aspx    
		 This web presentation covered only some of the material available on the IMLS Web site. Be sure and visit it for more detailed information and answers.<br>
		 
	
	 
		 Grantee 101 
		 Grantee 101   IMLS is testing its use of web presentationsAccessibility is a prioritySame material presented in different formatsIMLS welcomes your feedbackSend comments to Mary Alice Ball at:			mball@imls.gov 
		 IMLS is testing its use of web presentations such as Grantee 101. Accessibility is a priority so the agency is presenting the same material in different formats. IMLS welcomes your feedback. Please send comments to Mary Alice Ball at mball@imls.gov.<br>
		 
	




 
	 
		 
	
	 
		 
		 
		 
		 
		 
		 
	
	 
		          
		               
	 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		
		 
		
		
		
		 
		 
		 
		 
		 
		 
	
	 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		
		 
		
		
		
		 
		 
		 
		 
		 
		 
	
	 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		
		 
		
		
		
		 
		 
		 
		 
		 
		 
	
	 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		
		 
		
		
		
		 
		 
		 
		 
		 
		 
	
	 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		
		 
		
		
		
		 
		 
		 
		 
		 
		 
	
	 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		
		 
		
		
		
		 
		 
		 
		 
		 
		 
	
	 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		
		 
		
		
		
		 
		 
		 
		 
		 
		 
	
	 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		
		 
		
		
		
		 
		 
		 
		 
		 
		 
	
	 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		
		 
		
		
		
		 
		 
		 
		 
		 
		 
	
	 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		
		 
		
		
		
		 
		 
		 
		 
		 
		 
	
	 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		
		 
		
		
		
		 
		 
		 
		 
		 
		 
	
	 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		 
		
		
		
		 
		
		
		
		 
		 
		 
		 
		 
		 
	



 
	 Grantee 101
	 Institute of Museum and Library Services web presentation for Office of Library Services Discretionary Programs grantees.
	 
	 
	 
	   
	     
	 
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Office of Library Services Discretionary Programs
			 Congratulations on your IMLS award! You may be thinking, “Now What?” Well, welcome to Grantee 101.  The Institute of Museum and Library Services  designed this web presentation to help you, as a grant recipient of the Office of Library Services Discretionary Programs, understand how to<br>successfully manage some key grant-related administrative activities.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Grantee 101 Sections
			 Grantee<b> </b>101 is made up of seven sections, this overview followed by ones on grantee support, communications, administration, reporting requirements, changes to your project, and assessment. <br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 IMLS
			 It may be helpful for you to have some background about IMLS. The Institute was established by the Museum and Library Services Act (MLSA) of 1996, which includes the Library Services and Technology Act and the Museum Services Act. It incorporated the Institute of Museum Services, founded in 1976 and the Office of Library Programs in the Department of Education, created in 1956. Then in 2008 the National Commission on Libraries and Information Science was consolidated under IMLS, along with some of the activities of the National Center for Education Statistics. IMLS was reauthorized in 2010. <br><br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 IMLS Mission
			 IMLS’s mission is to serve as the primary source of federal support for the nation’s 123,000 libraries and<b> </b>17,500 museums; to create strong libraries and museums that connect people to information and ideas; and to help build the capacity of libraries and museums through grant-making, convenings, research and publications.<br><br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Support Materials for Grantees
			 This slide shows a screen shot of the IMLS Web page for grant recipients and gives the URL below. The Grant Recipient tab is the third one from the left. This web presentation covers only some of the material available under the Grant Recipients tab, so be sure to check the IMLS Web site for more detailed information and answers.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Support Materials: Administration
			 This slide shows a screen shot of the Administration page and gives the URL below. This is where you go to get information and instructions on everything from the general terms and conditions of your award to how to get reimbursed for covered expenses. All of the forms and documents that you need to administer your awards are located here.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Support Materials: Legal References
			 This slide shows a screen shot of the Legal References page and gives the URL below. Links on this page will point you or your legal counsel or auditor to relevant legislation, regulations, and Office of Management and Budget circulars and forms. There is a special section at the bottom on Grant-Related Civil Rights and Accessibility.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Support Materials: Communications
			 This is a screen shot of the Grantee Communications Kit and gives the URL below. This is the web page where you can learn how to publicize your award, to acknowledge IMLS when you do so, to download copies of the IMLS logo, and much more. <br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Office of Library Services Discretionary Programs
			 Grantee 101: section two, Support.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 IMLS Support
			 The first thing to keep in mind when you need IMLS support is your grant number (beginning with RE- or LG-). Before you call or write, please get your number out and include it all communications.  IMLS staff is always available to help you: Program staff, Financial staff, and Communications staff. When in doubt contact your program officers.<br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Support for 21st Century Librarian Grants
			 If your grant is with the Laura Bush 21st Century Librarian Program, use the following contacts if you have questions for the Program Office:<br><b></b><br><b>Mary Alice Ball, </b>Senior Program Officer, 202/653-4730, <u>mball@imls.gov</u><br><b>Kevin Cherry, </b>Senior Program Officer, 202/653-4662, <u>kcherry@imls.gov</u><br><b>Traci Rucker, </b>Program Specialist, 202/653-4689, <u>trucker@imls.gov</u><br><br>If they are for the Finance Office, contact <b>Sean McDonald, </b>Financial Specialist, 202/653-4719, <u>smcdonald@imls.gov</u><u>.</u><br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Support for National Leadership Grants
			 If your grant is with the National Leadership Grant Program, use the following contacts if you have questions for the Program Office:<br><br><b>Anthony Smith, </b>Senior Program Officer, 202-653-4768, <u>asmith@imls.gov</u><u></u><br><b>Chuck Thomas, </b>Senior Program Officer, 202-653-4663, <u>cthomas@imls.gov</u><u></u><br><b>Kathy Mitchell, </b>Program Specialist, 202-653-4687, <u>kmitchell@imls.gov</u><br><br>If they are for the Finance Office, contact <b>Sean McDonald, </b>Financial Specialist, 202/653-4719, <u>smcdonald@imls.gov</u><u>.</u><br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Communications Support
			 For communications support, contact the Office of Communications and Government Affairs at 202/653-4757 or 202/653-4632. <br><br><b>Mamie Bittner, </b>Director<br><b>Carla Wilson, </b>Government Affairs Officer<br><b>Ellen Arnold </b><b>Losey</b><b>, </b>Senior Graphic Designer and Webmaster<br><b>Kevin O’Connell	</b>Writer/Editor<br><br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Office of Library Services Discretionary Programs
			 Grantee 101: section three, communications.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Grantee Communications Kit
			 The grantees communications kit provides guidance for spreading the word about your grant so you can share this outstanding achievement with your community. It contains suggestions and materials designed to assist your public relations staff developed by the IMLS Office of Communications and Government Affairs. The kit is available online and as a PDF at the URLs below.<br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 IMLS Acknowledgement
			 IMLS Acknowledgement<br><br>IMLS requires public acknowledgement of the activities it supports, using our logo and tag line. See our Web site for more details on logos and tag line.<br><br>You must notify the IMLS Office of Communications and Government Affairs when you have a publicity campaign.<br><br>Guidelines for activities supported by your grant, whether they are a public or press event, printed material, or a Web site are posted on the IMLS Web site.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 IMLS Communications Channels
			 We encourage you to check out all of the IMLS communications channels: <br>Primary Source, our free e-mail newsletter; UpNext, our blog; Twitter at @US_IMLS; our YouTube Channel; and our RSS feed.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Share Your Project with IMLS
			 Keep us in the loop as your grant project moves forward. We’d like to know if you produce a publication, create a website, or hold an event as part of your grant activities. <br><br>Here are some of the ways in which we can help you publicize your grant project.<br>Congressional Announcement – we give advance notice of the award to your federal representatives and senators.<br>Public Announcement – we put out a press release and post information on our website.<br>Project Profiles – we write a feature story for our website and for Primary Source.<br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Fast Facts
			 Fast Facts<br><br>Basic information on each IMLS grant program is available on the IMLS Web site for your use at the URL below.<br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Office of Library Services Discretionary Programs
			 Grantee 101: section four, administration.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 General Terms & Conditions
			 This web presentation highlights only some of the terms and conditions that apply to your IMLS grant<br>The complete document is available at the following link:  http://imls.gov/pdf/GTC_0511.pdf<br>General terms &amp; conditions apply to the majority of discretionary awards.<br>You must comply with these requirements. All IMLS grant recipients are subject to audit. Failure to comply could result in suspension or termination of the grant and IMLS recovery of grant funds.<br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Reminder
			 Reminder<br><br>When you applied you were required to:<br> 1) get a DUNS (Data Universal Numbering System) number from Dun and Bradstreet at the following link: http://www.imls.gov/applicants/grantsgov/duns.shtm<br>2) get a Taxpayer Identification Number from the IRS, either a Social Security Number (SSN) for individuals or an Employer Identification Number (EIN) for businesses.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Register with CCR / SAM
			 When you applied you were required to register with Central Contractor Registration (CCR). On July 24, 2012 CCR became SAM: <b><i>“SYSTEM FOR AWARD MANAGEMENT”  </i></b>https://www.sam.gov/sam/<br><br>SAM combines eight federal procurement systems and the Catalog of Federal Domestic Assistance.<br>CCR records will be transferred to SAM.  You must register in SAM and be validated to connect with your records<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Partnerships
			 IMLS encourages the use of partnerships in the grants it funds.<br><br>An informal partnership only requires letters of support.<br><br>In a formal partnership the lead grantee has full responsibility for the grant and for all reporting of time &amp; effort. Each partner must submit a Partnership Statement form including a DUNS number and must agree to complete the specified activities. All partners must use funding in accordance with applicable laws and all facilities &amp; programs must comply with federal law.<br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Subgrants vs. Subcontracts
			 It is critical for you to understand the difference between subgrants and subcontracts. Subgrants are not permitted. Subcontracts are permitted because their terms &amp; conditions are rigorous with performance measurement based on goods &amp; services delivery . Monitoring is stringent with real ramifications for non-fulfillment.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Allowable Costs
			 If you have questions regarding allowable costs, consult the IMLS General Terms and Conditions for an overview.  For more detailed information on federal cost principles consult the appropriate document. Either 2 CFR, Part 220 – Cost Principles for Educational institutions (formerly OMB Circular A-21); 2 CFR, Part 230 – Cost Principles for Non-profit organizations (formerly OMB Circular A-122), or 2 CFR, Part 225 – Cost Principles for State, local, and Indian tribal governments (formerly OMB Circular A-87).<br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Food and Entertainment
			 Food and Entertainment<br><br>Federal funding cannot be used for food for entertainment purposes, such as at receptions or all-conference parties, or for alcohol under any circumstances. It cannot be used for gifts or honoraria.<br><br>Federal funding can be used for food for educational events if within the project scope, for example, a dinner speaker, lunch-time “table topic” discussions, or a continental breakfast with a poster session. Federal funding can also be used to pay consultant or speaker fees.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Cost Sharing
			 Cost Sharing is another important part of your IMLS grant’s terms and conditions.  A 1 to 1 match is required for every federal dollar spent on non-student support activities. A reduction in student support will result in an increase in your cost share. Cost sharing is the portion of your project costs not charged to IMLS funds, for example, your cash contributions or your contributions of services and property, or third party in-kind contributions.<br><br>As a grantee you must maintain auditable records and maintain time &amp; effort logs. You cannot include contributions from state agencies as part of your cost share calculations if they are from a federally-assisted program.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Getting Paid
			 Of course you want to know about getting  paid. The required forms are available on the IMLS Web site: both the ACH Payment Enrollment Form (SF 3881), and the Request for Advance or Reimbursement Form (SF-270). Please email the completed forms to <u>Grantsadmin@imls.gov</u>.  If you have a question about payments, contact your IMLS Financial Specialist being sure to use your grant number in all communications.<br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Getting an Advance
			 If you want to get an advance complete the SF-270 form (Request for Advance or Reimbursement) and email the completed form to <u>Grantsadmin@imls.gov</u>.  Limitations apply to advances. They must be for immediate cash needs; must be fully disbursed within 30 days of receipt; and you must explain unusually high requests when submitting your request. You must report the status of funds within 30 days of receipt of the advance, using either Section 11 or 12 of SF-270. This form must be submitted even if no additional funds are requested.<br><br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Office of Library Services Discretionary Programs
			 Grantee 101: section five, reporting requirements.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Reporting Essentials
			 Please remember the following reporting essentials:<br><br>  Put your grant number on all reports<br>  Include the abstract from your original proposal<br>  All reports must use the IMLS cover sheet available at this link:  www.imls.gov/assets/1/AssetManager/CoverSheet.pdf and the cover sheet must be signed by your authorized certifying official<br>  All reports components must be submitted together and you will need both your DUNS and EIN numbers.<br>  Your reporting schedule was included in the original award packet.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Submitting Reports
			 Submitting Reports<br><br>Reports of 20 pages or less, including the cover sheet and attachments, may be emailed to imlsreporting@imls.gov.<br>Reports of more than 20 pages, should be sent to:<br>Grants Administration <br>Institute of Museum and Library Services <br>1800 M Street, NW / 9th Floor <br>Washington, DC 20036-5802<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Interim Reports / Financial Reports
			 Interim reports should be submitted on an annual basis; previously they had to be submitted twice a year. Interim reports include both a financial report and a narrative report. For the financial report, use the SF-425 form to report financial activity for the reporting period. Click on this link for instructions. Your report should include both federal funds and the local cost share for the project.<br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Interim Reports / Narrative reports
			 When writing your narrative report, remember that your impact can focus on outputs, e.g. patrons served. Report on the status of your schedule, explaining delays. Describe both project successes and challenges. Include a justification of travel with attachments, especially critical for foreign travel. Detail the activities by grant-funded staff, e.g., increased time and effort to run a conference. Include equipment purchases.<br><br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Narrative Reports (cont.)
			 Your narrative report should also describe all communication activities, whether they are conference papers, blogs, press releases, or general press. Include any budget amendments with or without IMLS approval, and any personnel changes with or without IMLS approval.<br><br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Final Report
			 Submit your final report by the deadline in your reporting schedule. It should include a financial report; remember that financial records must be retained for three years after submitting the final report. It also should include a narrative report with the impact focusing on outcomes, rather than outputs as in the interim reports. The distinctions between the two are explained in Section 7 of this presentation. Quantitative forms must be completed.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Publications
			 Publications resulting from grant activities are required to acknowledge support from IMLS. In addition, you must send 2 copies to the appropriate IMLS program officer.<br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Use of Reporting
			 You may ask yourself what is the use of reporting. It provides transparency and accountability in the use of federal funds. It meets the informational needs of elected officials and other stakeholders. It supports grant program evaluation that enables grantees to improve their performance and that offers lessons learned and best practices. Reporting allows analysis and research by IMLS and others, supporting research across a range of grants. Finally, it informs other grantees or potential applicants.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Office of Library Services Discretionary Programs
			 Grantee 101: section six, changes requiring IMLS approval.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Major Changes Require Approval
			 Major changes to your grant require approval prior to making any change. Generally that means any major decisions or project activities that differ from the accepted proposal. Usually the authorized certifying official must sign the change request or must be copied on the request. Changes in activities must meet the goals defined within the scope of the original proposal. Budget revisions greater than 10% always require prior approval from IMLS. Reductions in cost share<br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Travel and Student Support
			 Certain conditions regarding travel and student support might also necessitate approval from IMLS. Foreign travel must be on a U.S. flag air carrier and you must document its designator code and flight number. If it is not possible to fly on a U.S. air carrier, you will need to get written prior approval from your IMLS program officer. If you did not include domestic travel, for example to attend a conference, in your proposal than you will need to get written prior approval from your IMLS program officer.<br><br>Changes in student support may also require IMLS approval because they can often affect the cost share that is required of grantees. For Laura Bush 21st Century Librarian awards everything else is an administrative cost and requires cost share.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 People or Time
			 Changes in people or time also require prior IMLS approval. Key personnel changes require prior IMLS approval when there is a 25% reduction in time spent on the project, if any one of the 3 administrative personnel listed on your application cover sheet change, or if there is a change in compensation that was not stipulated in the original proposal. You must also get prior IMLS approval if there is a change in the start date of a grant period, or a change in the end date, often referred to as a No-cost extension. <br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Office of Library Services Discretionary Programs
			 Grantee 101: section seven, assessment.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Value of Assessment in Reporting
			 This section is about the value that assessment plays in reporting. It provides a tangible, meaningful demonstration of impact giving clear, concise data for disseminating results to the public, elected officials, and stakeholders. Assessment may provide justification of the funder’s investment or serve as the foundation for future initiatives. The audiences that have been studied can speak through the data, whether through anecdotes, numbers, or percentages. For these reasons, it is important for you as a grant recipient to go beyond participant satisfaction surveys and build in ways to assess how attendees used what they learned in a workshop to help their communities, for example.<br><br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Assessment Planning
			 Assessment Planning<br><br>It is essential to start planning for assessment before or as soon as your grant begins. Focus on measurable outcomes to show impact because at the end of the grant you want to be able to answer the question: What difference did this make in peoples’ lives?<br><br>Shaping Outcomes is a self-paced online tutorial that offers a wonderful introduction to outcomes-based planning and evaluation. It is available at the following link:  http://www.shapingoutcomes.org/index.htm This web presentation highlights certain parts of the Shaping Outcomes tutorial.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Measuring Outcomes
			 Assessment is about measuring your outcomes. As a successful IMLS applicant you demonstrated the need for your project and persuaded reviewers that you could best address it. You articulated clear goals and activities, and developed evaluation &amp; sustainability plans. Effective evaluation is about measuring outcomes. Did your project meet the stated need? How can you show that it did? What can you measure in a particular timeframe, whether it’s short, medium, or long?<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Outputs vs. Outcomes
			 Let’s briefly clarify the difference between outputs and outcomes. A common assessment method measures outputs. Outputs focus on impact on the library, by counting the number of items circulated, number of patrons served, or number of students in a class. A more effective assessment method measures outcomes. Outcomes focus on impact on the people served looking for measurable changes or indicators in things like knowledge, skill, behavior, or job level. They assess the # and % of (participants) who (demonstrate a specified change). You decide the who and the what most appropriate for your project.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Data Collection
			 When you plan you data collection, you will want to choose the most appropriate source for data, perhaps  a survey, observation, interviews, or something else. It needs to be a match for meaningful measurable indicators. Select the target audience, either a full or representative group of participants. Decide on the frequency of your data gathering. Will you measure before and after the project? Think about the value of having baseline data. Will you measure during the project cycle?<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Targets
			 Targets can be helpful when you’re creating an assessment plan. You can clarify your hopes for successful outcomes by using numbers or percentages. Set realistic targets by grounding them in knowledge and practice by looking at professional literature, established standards, or past performance. Ultimately, though, you need to expect your targets to be revised.<br><br><br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Best Practices for Grantees
			 In conclusion we would like to highlight some best practices for grantees. We all want to be good stewards of federal funding. In a well-conceived and executed project, estimated expenses equal actual expenses and there is a steady spending rate tied to activities. Project goals are achieved. Remember that a no-cost extension may be available to ensure success and that activities can be added with program officer approval. Two other important best practices are that your project is fully evaluated and that project outcomes are effectively disseminated both to colleagues and external audiences.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Support Materials for Grantees
			 This web presentation covered only some of the material available on the IMLS Web site. Be sure and visit it for more detailed information and answers.<br>
			 
		
		 
			 
			 
			 
			 
			 
			 
			 
				 
			
			 
			 Grantee 101
			 IMLS is testing its use of web presentations such as Grantee 101. Accessibility is a priority so the agency is presenting the same material in different formats. IMLS welcomes your feedback. Please send comments to Mary Alice Ball at mball@imls.gov.<br>
			 
		
	
	 
		 
	




 

   
   
   
    
       DRAFT XSD for IMS Content Packaging version 1.1 DRAFT
        Copyright (c) 2001 IMS GLC, Inc. 
       2000-04-21, Adjustments by T.D. Wason from CP 1.0.
       2001-02-22, T.D.Wason: Modify for 2000-10-24 XML-Schema version.  Modified to support extension.
       2001-03-12, T.D.Wason: Change filename, target and meta-data namespaces and meta-data fielname.  Add meta-data to itemType, fileType and organizationType.
       Do not define namespaces for xml in XML instances generated from this xsd.
       Imports IMS meta-data xsd, lower case element names.         
       This XSD provides a reference to the IMS meta-data root element as imsmd:record
       If the IMS meta-data is to be used in the XML instance then the instance must define an IMS meta-data prefix with a namespace.  The meta-data targetNamespace should be used.  
       2001-03-20, Thor Anderson: Remove manifestref, change resourceref back to identifierref, change manifest back to contained by manifest. --Tom Wason: manifest may contain _none_ or more manifests.
       2001-04-13 Tom Wason: corrected attirbute name structure.  Was misnamed type.  
       2001-05-14 Schawn Thropp: Made all complexType extensible with the group.any
       Added the anyAttribute to all complexTypes. Changed the href attribute on the fileType and resourceType to xsd:string
       Changed the maxLength of the href, identifierref, parameters, structure attributes to match the Information model.
       2001-07-25 Schawn Thropp: Changed the namespace for the Schema of Schemas to the 5/2/2001 W3C XML Schema 
       Recommendation. attributeGroup attr.imsmd deleted, was not used anywhere.  Any attribute declarations that have
       use = "default" changed to use="optional" - attr.structure.req.
       Any attribute declarations that have value="somevalue" changed to default="somevalue",
       attr.structure.req (hierarchical).  Removed references to IMS MD Version 1.1.
       Modified attribute group "attr.resourcetype.req" to change use from optional
       to required to match the information model.  As a result the default value also needed to be removed 
       Name change for XSD.  Changed to match version of CP Spec                                            
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          Any namespaced element from any namespace may be included within an "any" element.  The namespace for the imported element must be defined in the instance, and the schema must be imported.  
      
       
          
      
   

   
   
   

    
    
    
    
    
    
    
    
    
    
    
    

   
   
   

   
   
   
    
       
          
      
       
       
   
   
   
   
   
    
       
          
          
      
       
       
   
   
   
   
   
    
       
          
          
          
          
      
       
       
       
       
       
   
   
   
   
   
    
       
          
          
          
          
          
      
       
       
       
       
   
   
   
   
   
    
       
          
          
          
      
   
   
   
   
   
    
       
          
          
      
       
       
   
   
   
   
   
    
       
          
          
          
          
      
       
       
       
   
   
   
   
   
    
       
           
           
      
       
       
   
   
   
   
   
    
       
          
          
          
          
      
       
       
       
       
       
   

   
   
   

   
   
   
    
       
          
      
   
   
   
   
   
    
       
          
      
   
   
   
   
   
    
       
          
      
   





 

     

   
   
   
    
       2001-04-26 T.D.Wason. IMS meta-data 1.2 XML-Schema.                                  
       2001-06-07 S.E.Thropp. Changed the multiplicity on all elements to match the         
       Final 1.2 Binding Specification.                                                     
       Changed all elements that use the langstringType to a multiplicy of 1 or more        
       Changed centity in the contribute element to have a multiplicity of 0 or more.       
       Changed the requirement element to have a multiplicity of 0 or more.                 
        2001-07-25 Schawn Thropp.  Updates to bring the XSD up to speed with the W3C        
        XML Schema Recommendation.  The following changes were made: Change the             
        namespace to reference the 5/2/2001 W3C XML Schema Recommendation,the base          
        type for the durtimeType, simpleType, was changed from timeDuration to duration.                  
        Any attribute declarations that have use="default" had to change to use="optional"  
        - attr.type.  Any attribute declarations that have value ="somevalue" had to change 
        to default = "somevalue" - attr.type (URI)                                          
        2001-09-04 Schawn Thropp                                                            
        Changed the targetNamespace and namespace of schema to reflect version change       
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function sanitizeForbiddenHTMLTextChars(in_s)

{

	var out_s = in_s.toString();//We are sometimes called to sanitize non-strings...like document.location



	out_s = out_s.split("<").join("&lt;");

	out_s = out_s.split(">").join("&gt;");

	out_s = out_s.split("'").join("&apos;");

	out_s = out_s.split('"').join("&quot;");

	

	return out_s;

}



function removeExtraURLParams(in_s)

{

	var inp = in_s.toString();

	var indexOfAmp = in_s.indexOf("&");

	

	var outp = inp;

	if(indexOfAmp!=-1)

		outp = inp.substring(0, indexOfAmp);

	

	return outp;

}



function showFlash(swf, w, h, loop)

{

	var isMSIE = navigator.appName.indexOf("Microsoft") != -1;

	var s = '';

	var protocol = 'http';//safe default

	var url = document.location.toString();

	indexOfColon = url.indexOf(":");

	if(indexOfColon>0)	

		protocol = url.substring(0, indexOfColon);

	if(protocol!='http' || protocol!='https')

		protocol='https';

	var location = document.location;

	location = (location==unescape(location))?escape(location):location;



	s += '<object classid="clsid:D27CDB6E-AE6D-11cf-96B8-444553540000" codebase="' + protocol + '://download.macromedia.com/pub/shockwave/cabs/flash/swflash.cab#version=6,0,65,0" width="'+w+'" height="'+h+'" id="SlideContent" align="" VIEWASTEXT>'

	s += '<param name="movie" value="'+sanitizeForbiddenHTMLTextChars(swf)+'" />'

	s += '<param name="menu" value="false" />'

	s += '<param name="quality" value="best" />'

	s += '<param name="loop" value="'+loop+'" />'

	s += '<param name="FlashVars" value="initialURL='+

			removeExtraURLParams(sanitizeForbiddenHTMLTextChars(location))+

			'&isMSIE='+isMSIE+'&useBSM=false" />'

	s += '<param name="allowScriptAccess" value="sameDomain"/>'

	s += '<embed src="'+sanitizeForbiddenHTMLTextChars(swf)+'" FlashVars="initialURL='+

			removeExtraURLParams(sanitizeForbiddenHTMLTextChars(location))+

			'&isMSIE='+isMSIE+'&useBSM=false" menu="false" quality="best" width="'+w+'" height="'+h+'" loop="'+loop+'" name="SlideContent" align="" type="application/x-shockwave-flash" pluginspage="' + protocol + '://www.macromedia.com/go/getflashplayer" swLiveConnect="true" allowScriptAccess="sameDomain"></embed>'

	s += '</object>'

	// in theory, we should always embed in a table, but in practice, IE6 malfunctions

	// when width & height = 100%, but in that case, we don't really need the table anyway.

	if ((w.toString().indexOf('%') == -1) && (h.toString().indexOf('%') == -1))

	{

		s = '<table border=0 width="100%" height="100%"><tr valign="middle"><td align="center">' +

			s +

			'</td></tr></table>';

	}

	document.write(s);

}




"system_id","type","command_line","max_time_allowed","file_name","max_score","mastery_score","system_vendor","core_vendor","time_limit_action","au_password","web_launch"

"A2","Tutorial","","","AICC.htm","100","80","Breeze Presenter","","","",""






; ----------------------------------------

;

; AICC Course Interchange File.

;

;

; ----------------------------------------



[Course]

Course_ID=Grantee_101

Course_Title=Grantee 101

Level=3

Course_Creator=Breeze Presenter

Course_System=Breeze Presenter

Total_AUs=1

Total_Blocks=0

Total_Objectives=0

Total_Complex_Obj=0

Max_Fields_CST=1

Max_Fields_ORT=0

Version=2.0



[Course_Behavior]

Max_Normal=99



[Course_Description]

Institute of Museum and Library Services web presentation for Office of Library Services Discretionary Programs grantees.


"block","member"

"root","A2"




"system_id","developer_id","title","description"

    "A2","Breeze Presenter","Grantee_101","Institute of Museum and Library Services web presentation for Office of Library Services Discretionary Programs grantees."

  




		

			

				

				

				

				

				

				

				

			

		

		

		

	
 

    
       
          This file represents the W3C XML Schema Language Binding of the ADL namespaced elements for content packaging extensions.
      
   

   
   
   
    
       
      *************************************************************************
      *                           Change History                              *
      *************************************************************************
      2003-18-09  Initial creation.
      2003-19-09  Removed the restriction of the 255 character maximum length
                  on the dataFromLMS
      2004-01-06  Added completionThreshold to the ADL CP namespace
      2004-23-01  Final edits in preparation for release
      *************************************************************************
      
   

    
    
    
    

   
    
       
          
             
             
         
      
   

    

    
       
   

    
       
   

    
       
          
          
          
          
      
   

    
        
           
           
       
   




 

    
       
          This file represents the W3C XML Schema Language Binding of the ADL namespaced elements for navigation controls.
      
   

   
   
   
    
       
      *************************************************************************
      *                          Change History                               *
      *************************************************************************
      2003-18-09  Initial creation.
      2004-23-01  Final edits in preparation for release
      *************************************************************************
      
   

    

    

    

   
    
       
          
      
   

    
       
          
      
   

    
       
          
          
          
          
      
   




 

    
       
          This file represents the W3C XML Schema Language Binding of the ADL namespaced elements for sequencing extensions.
      
   

   
   
   
    
       
      *************************************************************************
      *                             Change History                            *
      *************************************************************************
      2003-18-09  Initial creation.
      2004-23-01  Final edits in preparation for release
      *************************************************************************
      
   

    

    

    
       
       
       
       
       
   

    
       
          
          
          
          
      
   

    
       
       
   

                   




 

    
       
         This work is licensed under the Creative Commons Attribution-ShareAlike
         License.  To view a copy of this license, see the file license.txt,
         visit http://creativecommons.org/licenses/by-sa/1.0 or send a letter to
         Creative Commons, 559 Nathan Abbott Way, Stanford, California 94305, USA.
      

       
         This component schema provides an element group declaration used for
         custom metadata elements.
      
   

    
       
          
      
   




 

    
       
         This work is licensed under the Creative Commons Attribution-ShareAlike
         License.  To view a copy of this license, see the file license.txt,
         visit http://creativecommons.org/licenses/by-sa/1.0 or send a letter to
         Creative Commons, 559 Nathan Abbott Way, Stanford, California 94305, USA.
      

       
         This component schema provides global type declarations for LOM datatypes.
      
   

    
    

   

   
    
       
   

   
    
       
   

    
       
   

    
       
          
      
   

   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
            
         
      
   

   
    
       
          
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
      
   




 

    
       
         This work is licensed under the Creative Commons Attribution-ShareAlike
         License.  To view a copy of this license, see the file license.txt,
         visit http://creativecommons.org/licenses/by-sa/1.0 or send a letter to
         Creative Commons, 559 Nathan Abbott Way, Stanford, California 94305, USA.
      

       
         This component schema provides element name declarations for metadata elements.

         This component schema checks for the uniqueness of elements declared to be unique
         within their parent by the presence of the uniqueElementName attribute,
         and is common to all uniqueness profiles.
      
   

   

   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
      
   

   
    
       
          
      
   

   
    
       
          
      
   

   
    
       
          
      
   

   
    
       
          
      
   

   
    
       
          
      
   

   
    
       
          
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
      
   

  
   
      
         
            
               
               
           
        
     
   

   
    
       
          
             
                
                
            
         
      
   

   

   

   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   

   

   
    
       
          
      
   

   
    
       
          
      
   

   
    
       
          
             
                
                
            
         
      
   

   
   
       
          
      
   

   
    
       
          
      
   

   
    
       
          
      
   

   
    
       
          
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
      
   

   
    
       
          
      
    

   
    
       
          
      
   

   
    
       
          
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
      
   
  
   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   

   
    
       
          
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
      
   

   

   

   

   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
      
   

   

   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
      
   

   
    
       
          
             
                
                
            
         
      
   

   
    
       
          
      
   

   
    
       
          
      
   

   

   




 

   
     
       This work is licensed under the Creative Commons Attribution-ShareAlike
       License.  To view a copy of this license, see the file license.txt,
       visit http://creativecommons.org/licenses/by-sa/1.0 or send a letter to
       Creative Commons, 559 Nathan Abbott Way, Stanford, California 94305, USA.
    

     
       This component schema provides global type declarations for metadata elements.
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         This component schema provides the element name declaration for the
         root element for all LOM instances.
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         This component schema provides global type declarations for those metadata
         elements whose values are taken from a vocabulary datatype.
      
   

    
    
    

   

   
    
       
          
             
         
      
   

   
    
       
          
          
          
      
   
  
    
       
          
             
         
      
   

   
    
       
          
          
          
      
   
  
    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   
 
    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   

   
    
       
          
          
          
      
   

    
       
          
             
         
      
   




 

    
       
         This work is licensed under the Creative Commons Attribution-ShareAlike
         License.  To view a copy of this license, see the file license.txt,
         visit http://creativecommons.org/licenses/by-sa/1.0 or send a letter to
         Creative Commons, 559 Nathan Abbott Way, Stanford, California 94305, USA.
      

       
         This component schema provides global type declarations for the standard
         enumerated types for those metadata elements whose values are taken from
         a vocabulary datatype.
      
       
        ****************************************************************************
        **                           CHANGE HISTORY                               **
        ****************************************************************************
        ** 09/22/2003:  - Updated comment describing this file to state that this **
        **                file is the LOM V1.0 Base Schema vocabulary source and  **
        **                value declarations.                                     ** 
        ****************************************************************************
      
   

   

   
    
       
          
      
   

   
    
       
          
          
          
          
          
      
   

   
    
       
          
          
          
          
      
   

   
    
       
          
          
          
          
      
   

   
    
       
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
      
   

   
    
       
          
          
      
   

   
    
       
          
          
      
   

   
    
       
          
          
          
          
          
          
          
          
          
          
          
      
   

   
    
       
          
          
          
      
   

   
    
       
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
      
   

   
    
       
          
          
          
          
          
      
   

   
    
       
          
          
          
          
          
      
   

   
    
       
          
          
          
          
      
   

   
    
       
          
          
          
          
      
   

   
    
       
          
          
          
          
          
      
   

   
    
       
          
          
      
   

   
    
       
          
          
      
   

   
    
       
          
          
          
          
          
          
          
          
          
          
          
          
      
   

   
    
       
          
          
          
          
          
          
          
          
          
      
   




<!--

        DTD for XML Schemas: Part 2: Datatypes

        $Id: datatypes.dtd,v 1.23 2001/03/16 17:36:30 ht Exp $

        Note this DTD is NOT normative, or even definitive. - - the

        prose copy in the datatypes REC is the definitive version

        (which shouldn't differ from this one except for this comment

        and entity expansions, but just in case)

  -->



<!--

        This DTD cannot be used on its own, it is intended

        only for incorporation in XMLSchema.dtd, q.v.

  -->



<!-- Define all the element names, with optional prefix -->

<!ENTITY % simpleType "%p;simpleType">

<!ENTITY % restriction "%p;restriction">

<!ENTITY % list "%p;list">

<!ENTITY % union "%p;union">

<!ENTITY % maxExclusive "%p;maxExclusive">

<!ENTITY % minExclusive "%p;minExclusive">

<!ENTITY % maxInclusive "%p;maxInclusive">

<!ENTITY % minInclusive "%p;minInclusive">

<!ENTITY % totalDigits "%p;totalDigits">

<!ENTITY % fractionDigits "%p;fractionDigits">

<!ENTITY % length "%p;length">

<!ENTITY % minLength "%p;minLength">

<!ENTITY % maxLength "%p;maxLength">

<!ENTITY % enumeration "%p;enumeration">

<!ENTITY % whiteSpace "%p;whiteSpace">

<!ENTITY % pattern "%p;pattern">



<!--

        Customisation entities for the ATTLIST of each element

        type. Define one of these if your schema takes advantage

        of the anyAttribute='##other' in the schema for schemas

  -->



<!ENTITY % simpleTypeAttrs "">

<!ENTITY % restrictionAttrs "">

<!ENTITY % listAttrs "">

<!ENTITY % unionAttrs "">

<!ENTITY % maxExclusiveAttrs "">

<!ENTITY % minExclusiveAttrs "">

<!ENTITY % maxInclusiveAttrs "">

<!ENTITY % minInclusiveAttrs "">

<!ENTITY % totalDigitsAttrs "">

<!ENTITY % fractionDigitsAttrs "">

<!ENTITY % lengthAttrs "">

<!ENTITY % minLengthAttrs "">

<!ENTITY % maxLengthAttrs "">

<!ENTITY % enumerationAttrs "">

<!ENTITY % whiteSpaceAttrs "">

<!ENTITY % patternAttrs "">



<!-- Define some entities for informative use as attribute

        types -->

<!ENTITY % URIref "CDATA">

<!ENTITY % XPathExpr "CDATA">

<!ENTITY % QName "NMTOKEN">

<!ENTITY % QNames "NMTOKENS">

<!ENTITY % NCName "NMTOKEN">

<!ENTITY % nonNegativeInteger "NMTOKEN">

<!ENTITY % boolean "(true|false)">

<!ENTITY % simpleDerivationSet "CDATA">

<!--

        #all or space-separated list drawn from derivationChoice

  -->



<!--

        Note that the use of 'facet' below is less restrictive

        than is really intended:  There should in fact be no

        more than one of each of minInclusive, minExclusive,

        maxInclusive, maxExclusive, totalDigits, fractionDigits,

        length, maxLength, minLength within datatype,

        and the min- and max- variants of Inclusive and Exclusive

        are mutually exclusive. On the other hand,  pattern and

        enumeration may repeat.

  -->

<!ENTITY % minBound "(%minInclusive; | %minExclusive;)">

<!ENTITY % maxBound "(%maxInclusive; | %maxExclusive;)">

<!ENTITY % bounds "%minBound; | %maxBound;">

<!ENTITY % numeric "%totalDigits; | %fractionDigits;">

<!ENTITY % ordered "%bounds; | %numeric;">

<!ENTITY % unordered

   "%pattern; | %enumeration; | %whiteSpace; | %length; |

   %maxLength; | %minLength;">

<!ENTITY % facet "%ordered; | %unordered;">

<!ENTITY % facetAttr 

        "value CDATA #REQUIRED

        id ID #IMPLIED">

<!ENTITY % fixedAttr "fixed %boolean; #IMPLIED">

<!ENTITY % facetModel "(%annotation;)?">

<!ELEMENT %simpleType;

        ((%annotation;)?, (%restriction; | %list; | %union;))>

<!ATTLIST %simpleType;

    name      %NCName; #IMPLIED

    final     %simpleDerivationSet; #IMPLIED

    id        ID       #IMPLIED

    %simpleTypeAttrs;>

<!-- name is required at top level -->

<!ELEMENT %restriction; ((%annotation;)?,

                         (%restriction1; |

                          ((%simpleType;)?,(%facet;)*)),

                         (%attrDecls;))>

<!ATTLIST %restriction;

    base      %QName;                  #IMPLIED

    id        ID       #IMPLIED

    %restrictionAttrs;>

<!--

        base and simpleType child are mutually exclusive,

        one is required.



        restriction is shared between simpleType and

        simpleContent and complexContent (in XMLSchema.xsd).

        restriction1 is for the latter cases, when this

        is restricting a complex type, as is attrDecls.

  -->

<!ELEMENT %list; ((%annotation;)?,(%simpleType;)?)>

<!ATTLIST %list;

    itemType      %QName;             #IMPLIED

    id        ID       #IMPLIED

    %listAttrs;>

<!--

        itemType and simpleType child are mutually exclusive,

        one is required

  -->

<!ELEMENT %union; ((%annotation;)?,(%simpleType;)*)>

<!ATTLIST %union;

    id            ID       #IMPLIED

    memberTypes   %QNames;            #IMPLIED

    %unionAttrs;>

<!--

        At least one item in memberTypes or one simpleType

        child is required

  -->



<!ELEMENT %maxExclusive; %facetModel;>

<!ATTLIST %maxExclusive;

        %facetAttr;

        %fixedAttr;

        %maxExclusiveAttrs;>

<!ELEMENT %minExclusive; %facetModel;>

<!ATTLIST %minExclusive;

        %facetAttr;

        %fixedAttr;

        %minExclusiveAttrs;>



<!ELEMENT %maxInclusive; %facetModel;>

<!ATTLIST %maxInclusive;

        %facetAttr;

        %fixedAttr;

        %maxInclusiveAttrs;>

<!ELEMENT %minInclusive; %facetModel;>

<!ATTLIST %minInclusive;

        %facetAttr;

        %fixedAttr;

        %minInclusiveAttrs;>



<!ELEMENT %totalDigits; %facetModel;>

<!ATTLIST %totalDigits;

        %facetAttr;

        %fixedAttr;

        %totalDigitsAttrs;>

<!ELEMENT %fractionDigits; %facetModel;>

<!ATTLIST %fractionDigits;

        %facetAttr;

        %fixedAttr;

        %fractionDigitsAttrs;>



<!ELEMENT %length; %facetModel;>

<!ATTLIST %length;

        %facetAttr;

        %fixedAttr;

        %lengthAttrs;>

<!ELEMENT %minLength; %facetModel;>

<!ATTLIST %minLength;

        %facetAttr;

        %fixedAttr;

        %minLengthAttrs;>

<!ELEMENT %maxLength; %facetModel;>

<!ATTLIST %maxLength;

        %facetAttr;

        %fixedAttr;

        %maxLengthAttrs;>



<!-- This one can be repeated -->

<!ELEMENT %enumeration; %facetModel;>

<!ATTLIST %enumeration;

        %facetAttr;

        %enumerationAttrs;>



<!ELEMENT %whiteSpace; %facetModel;>

<!ATTLIST %whiteSpace;

        %facetAttr;

        %fixedAttr;

        %whiteSpaceAttrs;>



<!-- This one can be repeated -->

<!ELEMENT %pattern; %facetModel;>

<!ATTLIST %pattern;

        %facetAttr;

        %patternAttrs;>
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			 The root element for all sequencing tags.  This tag will usually appear as a child element to an IMS CP item tag.
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			 The type associated with a control-mode element (see the element controlMode)
		
		 
		 
		 
		 
		 
		 
	



 
	
	 
		 
			 The type that describes any element which fullfills a delivery control semantic
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			 The specification states: "Each activity must have one and only one objective that contributes to rollup".  The following type describes an unbounded set of elements all named "objective" that do not contribute to rollup, and one element called "primaryObjective" that contributes to rollup.
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			 postConditionSequencingRuleType is derived by extension from sequencingRuleType.  It adds an element ruleAction that is a simpleType constrained to a vocabulary relevant to post-Condition sequencing rules
		
		 
			 
				 
					 
						 
							 
						
					
				
			
		
	
	 
		 
			 
				 
					 
						 
							 
						
					
				
			
		
	
	 
		 
			 
				 
					 
						 
							 
								 
								 
								 
								 
							
						
					
					 
				
			
		
	
	 
		 
			 
			 
			 
		
	
	 
		 
			 
		
	
	 
		 
			 
			 
			 
			 
			 
			 
		
	
	 
		 
			 
			 
			 
			 
		
	



 
	 
		 
			 
			 
			 
			 
			 
		
	
	 
		 
			 
			 
		
	
	 
		 
			 
			 
		
	
	 
		 
			 A decimal value with AT LEAST 4 significant decimal digits between -1 and 1
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         LOM V1.0 instances using a common set of validation assumptions.
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         from the various alternative component schema listed below.
      
       
        ****************************************************************************
        **                           CHANGE HISTORY                               **
        ****************************************************************************
        ** 09/22/2003:  - Updated comment describing vocab/strict.xsd.  Indicated **
        **                that the strict.xsd is used to validate vocabularies    **
        **                defined in the LOM V1.0 Base Schema.                    **
        **              - Moved included schema elementNames.xsd just before      **
        **                elementTypes.xsd.                                       **
        **              - Moved the element declaration for the top-level lom     **
        **                metadata element to a separate file (rootElement.xsd)   **
        **                and included this file just after elementTypes.xsd.     **
        **              - Moved the XML Schema import statements before the XML   **
        **                Schema include statements.                              **
        **              - Moved the element group declaration named               **
        **                lom:customElements to a separate file (anyElement.xsd)  **
        **                and included this new file just before the XML Schema   **
        **                import statments.                                       **
        ****************************************************************************
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         This file represents a composite schema for validating
         LOM V1.0 instances using custom validation for vocabulary values.
      
       
        ****************************************************************************
        **                           CHANGE HISTORY                               **
        ****************************************************************************
        ** 09/22/2003:  - Updated comment describing vocab/strict.xsd.  Indicated **
        **                that the strict.xsd is used to validate vocabularies    **
        **                defined in the LOM V1.0 Base Schema.                    **
        **              - Moved included schema elementNames.xsd just before      **
        **                elementTypes.xsd.                                       **
        **              - Moved the element declaration for the top-level lom     **
        **                metadata element to a separate file (rootElement.xsd)   **
        **                and included this file just after elementTypes.xsd.     **
        **              - Moved the XML Schema import statements before the XML   **
        **                Schema include statements.                              **
        **              - Moved the element group declaration named               **
        **                lom:customElements to a separate file (anyElement.xsd)  **
        **                and included this new file just before the XML Schema   **
        **                import statments.                                       **
        ****************************************************************************
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        This file represents a composite schema for validating
        LOM V1.0 instances using loose validation for vocabulary values.
     
      
       ****************************************************************************
       **                           CHANGE HISTORY                               **
       ****************************************************************************
       ** 09/22/2003:  - Updated comment describing vocab/strict.xsd.  Indicated **
       **                that the strict.xsd is used to validate vocabularies    **
       **                defined in the LOM V1.0 Base Schema.                    **
       **              - Moved included schema elementNames.xsd just before      **
       **                elementTypes.xsd.                                       **
       **              - Moved the element declaration for the top-level lom     **
       **                metadata element to a separate file (rootElement.xsd)   **
       **                and included this file just after elementTypes.xsd.     **
       **              - Moved the XML Schema import statements before the XML   **
       **                Schema include statements.                              **
       **              - Moved the element group declaration named               **
       **                lom:customElements to a separate file (anyElement.xsd)  **
       **                and included this new file just before the XML Schema   **
       **                import statments.                                       **
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        ****************************************************************************
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        ****************************************************************************
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        **              - Moved included schema elementNames.xsd just before      **
        **                elementTypes.xsd.                                       **
        **              - Moved the element declaration for the top-level lom     **
        **                metadata element to a separate file (rootElement.xsd)   **
        **                and included this file just after elementTypes.xsd.     **
        **              - Moved the XML Schema import statements before the XML   **
        **                Schema include statements.                              **
        **              - Moved the element group declaration named               **
        **                lom:customElements to a separate file (anyElement.xsd)  **
        **                and included this new file just before the XML Schema   **
        **                import statments.                                       **
        ****************************************************************************
      
   

  

   

   

   

   

   
   
   
   
   
   






		

			

				

				

				

				

				

				

				

			

		

		

		

	


		

			 

			 

			 

			 

			 

			

		

	
var g_objAPI = null;

var g_nAPI = 0;				// type of API to start searching for; allowable values: 0 - SCORM 2004; 1 - SCORM 1.2 (or 1.1)

var g_aAPI = ["1.0", "0.2"]	// Array that stores the API versions

var g_zAPIVersion = -1;

var g_bFinishDone = false;





function findAPI(win)

{

	// Search the window hierarchy for an object named "API_1484_11" for SCORM 2004 or "API" for SCORM 1.2 or below

	// Look in the current window (win) and recursively look in any child frames

	if(g_nAPI == 0)

	{

		if(win.API_1484_11 != null)

  	 	{

  	 		return win.API_1484_11;

		}

	} else if(g_nAPI == 1 || g_nAPI == "") {

		if (win.API != null)

		{

			g_zAPIVersion = g_aAPI[g_nAPI];

			return win.API;

		}

	}



	if (win.length > 0)  // check frames

	{

		for (var i=0;i<win.length;i++)

		{

			var objAPI = findAPI(win.frames[i]);

			if (objAPI != null)

			{

				return objAPI;

			}

		}

	}

	return null;

}





function getAPI(intAPISearchOrder)

{

	// intAPISearchOrder is 0 - start at current window and work way up; 1 - start at top window and work way down.

	var objAPI = null;

	intAPISearchOrder=((typeof(intAPISearchOrder)=='undefined')?0:intAPISearchOrder);

	if(intAPISearchOrder==0)

	{

		// start and the current window and recurse up through parent windows/frames

		var objCurrentWindow = window;

		objAPI = findAPI(objCurrentWindow);

		var xCount = 0;

		while(objCurrentWindow && !objAPI && xCount < 100)

		{

			xCount++;

			if((objCurrentWindow.opener != null) && (typeof(objCurrentWindow.opener) != "undefined"))

			{

				objCurrentWindow = objCurrentWindow.opener;

			} else {

				objCurrentWindow = objCurrentWindow.parent;

			}

			objAPI = findAPI(objCurrentWindow);

		}

		if((objAPI==null) && (g_nAPI < (g_aAPI.length-1)))

		{

			g_nAPI++;

			objAPI = getAPI(intAPISearchOrder);

		}

	} else {

		// start at the top window and recurse down through child frames

		objAPI = findAPI(this.top);



		if (objAPI == null)

		{

			// the API wasn't found in the current window's hierarchy.  If the

			// current window has an opener (was launched by another window),

			// check the opener's window hierarchy.

			objTopWindow=window.top;



			objTopWindow = objTopWindow.opener;



			while (objTopWindow && !objAPI)

			{

				//checking window opener

				objAPI = findAPI(objTopWindow.top);

				if (objAPI==null) objTopWindow = objTopWindow.opener;

			}

			if(objAPI==null && g_nAPI < (g_aAPI.length-1))

			{

				g_nAPI++;

				objAPI = getAPI(intAPISearchOrder);

			}

		}

	}

	if(objAPI==null)

	{

		// can't find API

	} else if(objAPI != null && g_zAPIVersion == -1) {

		g_zAPIVersion = objAPI.version;

	}



	return objAPI;

}



function setAPI()

{

	while(g_objAPI == undefined)

	{

		g_objAPI = getAPI(0);

	}

}



function isAPI() {

	return ((typeof(g_objAPI)!= "undefined") && (g_objAPI != null))

}



// called in the outer HTML file

// g_objAPI = getAPI();



function dataToFlash(layer, msg) {

	// set the comm HTML

	fcomValue = "<OBJECT classid=\"clsid:D27CDB6E-AE6D-11cf-96B8-444553540000\" codebase=\"http://download.macromedia.com/pub/shockwave/cabs/flash/swflash.cab#version=6,0,0,0\" WIDTH=\"2\" HEIGHT=\"2\" id=\"scorm_support\" ALIGN=\"\"> <PARAM NAME=movie VALUE=\"scorm_support.swf?invokeMethod=methodToExecute&lc_name=lc_name&param=" + msg + "\"> <PARAM NAME=quality VALUE=high> <PARAM NAME=bgcolor VALUE=#FFFFFF> <PARAM NAME=\"allowScriptAccess\" VALUE=\"sameDomain\"/> <EMBED src=\"scorm_support.swf?invokeMethod=methodToExecute&lc_name=lc_name&param=" + msg + "\" quality=high bgcolor=#FFFFFF  WIDTH=\"2\" HEIGHT=\"2\" NAME=\"scorm_support\" ALIGN=\"\" TYPE=\"application/x-shockwave-flash\" PLUGINSPAGE=\"http://www.macromedia.com/go/getflashplayer\" allowScriptAccess=\"sameDomain\"></EMBED> </OBJECT>";



	// get the browser info

	IE=0; NS4=0; NS6=0;

	if (navigator.appName.indexOf('Netscape')!=-1 && parseInt(navigator.appVersion)<5) {NS4=1;}

	if (navigator.appName.indexOf('Netscape')!=-1 && parseInt(navigator.appVersion)>4.9) {NS6=1;}

	if (navigator.appName.indexOf('Microsoft')!=-1 && parseInt(navigator.appVersion)>3) {IE=1;}



	if (IE==true)

	{

		IE_dynamic.document.body.innerHTML=fcomValue;

	}



	if (NS4)

	{

		// change the comm HTML

		fcomValue = "<OBJECT classid=\"clsid:D27CDB6E-AE6D-11cf-96B8-444553540000\" codebase=\"http://download.macromedia.com/pub/shockwave/cabs/flash/swflash.cab#version=6,0,0,0\" WIDTH=\"2\" HEIGHT=\"2\" id=\"scorm_support\" ALIGN=\"\"> <PARAM NAME=movie VALUE=\"scorm_support/scorm_support.swf?invokeMethod=methodToExecute&lc_name=lc_name&param=" + msg + "\"> <PARAM NAME=quality VALUE=high> <PARAM NAME=bgcolor VALUE=#FFFFFF> <PARAM NAME=\"allowScriptAccess\" VALUE=\"sameDomain\"/> <EMBED src=\"scorm_support/scorm_support.swf?invokeMethod=methodToExecute&lc_name=lc_name&param=" + msg + "\" quality=high bgcolor=#FFFFFF  WIDTH=\"2\" HEIGHT=\"2\" NAME=\"scorm_support\" ALIGN=\"\" TYPE=\"application/x-shockwave-flash\" PLUGINSPAGE=\"http://www.macromedia.com/go/getflashplayer\" allowScriptAccess=\"sameDomain\"></EMBED> </OBJECT>";



		eval('var echoecho = document.layers.NS_'+layer+'.document;');

		echoecho.open();

		echoecho.write(fcomValue);

		echoecho.close();

	}



	if (NS6)

	{

		// change the comm HTML

		fcomValue = "<OBJECT classid=\"clsid:D27CDB6E-AE6D-11cf-96B8-444553540000\" codebase=\"http://download.macromedia.com/pub/shockwave/cabs/flash/swflash.cab#version=6,0,0,0\" WIDTH=\"2\" HEIGHT=\"2\" id=\"scorm_support\" ALIGN=\"\"> <PARAM NAME=movie VALUE=\"scorm_support/scorm_support.swf?invokeMethod=methodToExecute&lc_name=lc_name&param=" + msg + "\"> <PARAM NAME=quality VALUE=high> <PARAM NAME=bgcolor VALUE=#FFFFFF> <PARAM NAME=\"allowScriptAccess\" VALUE=\"sameDomain\"/> <EMBED src=\"scorm_support/scorm_support.swf?invokeMethod=methodToExecute&lc_name=lc_name&param=" + msg + "\" quality=high bgcolor=#FFFFFF  WIDTH=\"2\" HEIGHT=\"2\" NAME=\"scorm_support\" ALIGN=\"\" TYPE=\"application/x-shockwave-flash\" PLUGINSPAGE=\"http://www.macromedia.com/go/getflashplayer\" allowScriptAccess=\"sameDomain\"></EMBED> </OBJECT>";



		document.getElementById('NS_'+layer).innerHTML =fcomValue;

	}

}





function dataFromFlash(strSCOfunction, strSCOproperty, varSCOvalue, strFLvariableName) {

	var strEval = "";

	var varResult = false;

	if(isAPI())

	{

		if (varSCOvalue != "")

		{

			strEval = "g_objAPI." + strSCOfunction + "('" + strSCOproperty + "', '" + varSCOvalue + "');";

		} else {

			if(strSCOfunction=="LMSGetLastError")

			{

				strEval = "g_objAPI." + strSCOfunction + "(" + strSCOproperty + ");";

			} else {

				strEval = "g_objAPI." + strSCOfunction + "('" + strSCOproperty + "');";

			}

		}

	} else {

		if (SCOvalue != "")

		{

			strEval = strSCOfunction + "('" + strSCOproperty + "', '" + varSCOvalue + "');";

		} else {

			strEval = strSCOfunction + "('" + strSCOproperty + "');";

		}

	}

	varResult = eval(strEval);

	if(strSCOfunction == "LMSFinish" || strSCOfunction == "Terminate")

	{

		// set global variable to result of Finish function

		g_bFinishDone = varResult;

	}

	dataToFlash('dynamic', strFLvariableName + "|" + varResult);

}
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       This component schema provides attribute group declarations for metadata
       elements to support loose validation of element uniqueness constraints.
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       This component schema provides attribute group declarations for metadata
       elements to support strict validation of element uniqueness constraints,
       by providing the attribute uniqueElementName for each metadata element
       that should appear with multiplicity at most one.
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         This component schema provides simple type declarations for metadata
         elements whose values are taken from a vocabulary datatype.

         This component schema supports strict validation of both standard and custom
         vocabulary values by checking that both the source and value are taken
         from either the standard token set or from a custom token set.
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       This component schema provides simple type declarations for metadata
       elements whose values are taken from a vocabulary datatype.

       This component schema supports loose validation of vocabulary value constraints
       by allowing both the source and value to be arbitrary strings.
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         This component schema provides simple type declarations for metadata
         elements whose values are taken from a vocabulary datatype.

         This component schema supports strict validation of standard vocabulary values by
         checking that both the source and value are from the standard token set.
      
   

    

   

   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
   
 
   
    
       
   
 
   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
   

   
    
       
   




 

  
   
   See http://www.w3.org/XML/1998/namespace.html and
   http://www.w3.org/TR/REC-xml for information about this namespace.
  
 

  
   This schema defines attributes and an attribute group
        suitable for use by
        schemas wishing to allow xml:base, xml:lang or xml:space attributes
        on elements they define.

        To enable this, such a schema must import this schema
        for the XML namespace, e.g. as follows:
        <schema . . .>
         . . .
         <import namespace="http://www.w3.org/XML/1998/namespace"
                    schemaLocation="http://www.w3.org/2001/03/xml.xsd"/>

        Subsequently, qualified reference to any of the attributes
        or the group defined below will have the desired effect, e.g.

        <type . . .>
         . . .
         <attributeGroup ref="xml:specialAttrs"/>
 
         will define a type which will schema-validate an instance
         element with any of those attributes
 

  
   In keeping with the XML Schema WG's standard versioning
   policy, this schema document will persist at
   http://www.w3.org/2001/03/xml.xsd.
   At the date of issue it can also be found at
   http://www.w3.org/2001/xml.xsd.
   The schema document at that URI may however change in the future,
   in order to remain compatible with the latest version of XML Schema
   itself.  In other words, if the XML Schema namespace changes, the version
   of this document at
   http://www.w3.org/2001/xml.xsd will change
   accordingly; the version at
   http://www.w3.org/2001/03/xml.xsd will not change.
  
 

  
   
    In due course, we should install the relevant ISO 2- and 3-letter
         codes as the enumerated possible values . . .
  
 

  
   
    
     
     
   
  
 

  
   
    See http://www.w3.org/TR/xmlbase/ for
                     information about this attribute.
  
 

  
   
   
   
 




<!-- DTD for XML Schemas: Part 1: Structures

     Public Identifier: "-//W3C//DTD XMLSCHEMA 200102//EN"

     Official Location: http://www.w3.org/2001/XMLSchema.dtd -->

<!-- $Id: XMLSchema.dtd,v 1.30 2001/03/16 15:23:02 ht Exp $ -->

<!-- Note this DTD is NOT normative, or even definitive. -->           <!--d-->

<!-- prose copy in the structures REC is the definitive version -->    <!--d-->

<!-- (which shouldn't differ from this one except for this -->         <!--d-->

<!-- comment and entity expansions, but just in case) -->              <!--d-->

<!-- With the exception of cases with multiple namespace

     prefixes for the XML Schema namespace, any XML document which is

     not valid per this DTD given redefinitions in its internal subset of the

     'p' and 's' parameter entities below appropriate to its namespace

     declaration of the XML Schema namespace is almost certainly not

     a valid schema. -->



<!-- The simpleType element and its constituent parts

     are defined in XML Schema: Part 2: Datatypes -->

<!ENTITY % xs-datatypes PUBLIC 'datatypes' 'datatypes.dtd' >



<!ENTITY % p 'xs:'> <!-- can be overriden in the internal subset of a

                         schema document to establish a different

                         namespace prefix -->

<!ENTITY % s ':xs'> <!-- if %p is defined (e.g. as foo:) then you must

                         also define %s as the suffix for the appropriate

                         namespace declaration (e.g. :foo) -->

<!ENTITY % nds 'xmlns%s;'>



<!-- Define all the element names, with optional prefix -->

<!ENTITY % schema "%p;schema">

<!ENTITY % complexType "%p;complexType">

<!ENTITY % complexContent "%p;complexContent">

<!ENTITY % simpleContent "%p;simpleContent">

<!ENTITY % extension "%p;extension">

<!ENTITY % element "%p;element">

<!ENTITY % unique "%p;unique">

<!ENTITY % key "%p;key">

<!ENTITY % keyref "%p;keyref">

<!ENTITY % selector "%p;selector">

<!ENTITY % field "%p;field">

<!ENTITY % group "%p;group">

<!ENTITY % all "%p;all">

<!ENTITY % choice "%p;choice">

<!ENTITY % sequence "%p;sequence">

<!ENTITY % any "%p;any">

<!ENTITY % anyAttribute "%p;anyAttribute">

<!ENTITY % attribute "%p;attribute">

<!ENTITY % attributeGroup "%p;attributeGroup">

<!ENTITY % include "%p;include">

<!ENTITY % import "%p;import">

<!ENTITY % redefine "%p;redefine">

<!ENTITY % notation "%p;notation">



<!-- annotation elements -->

<!ENTITY % annotation "%p;annotation">

<!ENTITY % appinfo "%p;appinfo">

<!ENTITY % documentation "%p;documentation">



<!-- Customisation entities for the ATTLIST of each element type.

     Define one of these if your schema takes advantage of the

     anyAttribute='##other' in the schema for schemas -->



<!ENTITY % schemaAttrs ''>

<!ENTITY % complexTypeAttrs ''>

<!ENTITY % complexContentAttrs ''>

<!ENTITY % simpleContentAttrs ''>

<!ENTITY % extensionAttrs ''>

<!ENTITY % elementAttrs ''>

<!ENTITY % groupAttrs ''>

<!ENTITY % allAttrs ''>

<!ENTITY % choiceAttrs ''>

<!ENTITY % sequenceAttrs ''>

<!ENTITY % anyAttrs ''>

<!ENTITY % anyAttributeAttrs ''>

<!ENTITY % attributeAttrs ''>

<!ENTITY % attributeGroupAttrs ''>

<!ENTITY % uniqueAttrs ''>

<!ENTITY % keyAttrs ''>

<!ENTITY % keyrefAttrs ''>

<!ENTITY % selectorAttrs ''>

<!ENTITY % fieldAttrs ''>

<!ENTITY % includeAttrs ''>

<!ENTITY % importAttrs ''>

<!ENTITY % redefineAttrs ''>

<!ENTITY % notationAttrs ''>

<!ENTITY % annotationAttrs ''>

<!ENTITY % appinfoAttrs ''>

<!ENTITY % documentationAttrs ''>



<!ENTITY % complexDerivationSet "CDATA">

      <!-- #all or space-separated list drawn from derivationChoice -->

<!ENTITY % blockSet "CDATA">

      <!-- #all or space-separated list drawn from

                      derivationChoice + 'substitution' -->



<!ENTITY % mgs '%all; | %choice; | %sequence;'>

<!ENTITY % cs '%choice; | %sequence;'>

<!ENTITY % formValues '(qualified|unqualified)'>





<!ENTITY % attrDecls    '((%attribute;| %attributeGroup;)*,(%anyAttribute;)?)'>



<!ENTITY % particleAndAttrs '((%mgs; | %group;)?, %attrDecls;)'>



<!-- This is used in part2 -->

<!ENTITY % restriction1 '((%mgs; | %group;)?)'>



%xs-datatypes;



<!-- the duplication below is to produce an unambiguous content model

     which allows annotation everywhere -->

<!ELEMENT %schema; ((%include; | %import; | %redefine; | %annotation;)*,

                    ((%simpleType; | %complexType;

                      | %element; | %attribute;

                      | %attributeGroup; | %group;

                      | %notation; ),

                     (%annotation;)*)* )>

<!ATTLIST %schema;

   targetNamespace      %URIref;               #IMPLIED

   version              CDATA                  #IMPLIED

   %nds;                %URIref;               #FIXED 'http://www.w3.org/2001/XMLSchema'

   xmlns                CDATA                  #IMPLIED

   finalDefault         %complexDerivationSet; ''

   blockDefault         %blockSet;             ''

   id                   ID                     #IMPLIED

   elementFormDefault   %formValues;           'unqualified'

   attributeFormDefault %formValues;           'unqualified'

   xml:lang             CDATA                  #IMPLIED

   %schemaAttrs;>

<!-- Note the xmlns declaration is NOT in the Schema for Schemas,

     because at the Infoset level where schemas operate,

     xmlns(:prefix) is NOT an attribute! -->

<!-- The declaration of xmlns is a convenience for schema authors -->

 

<!-- The id attribute here and below is for use in external references

     from non-schemas using simple fragment identifiers.

     It is NOT used for schema-to-schema reference, internal or

     external. -->



<!-- a type is a named content type specification which allows attribute

     declarations-->

<!-- -->



<!ELEMENT %complexType; ((%annotation;)?,

                         (%simpleContent;|%complexContent;|

                          %particleAndAttrs;))>



<!ATTLIST %complexType;

          name      %NCName;                        #IMPLIED

          id        ID                              #IMPLIED

          abstract  %boolean;                       #IMPLIED

          final     %complexDerivationSet;          #IMPLIED

          block     %complexDerivationSet;          #IMPLIED

          mixed (true|false) 'false'

          %complexTypeAttrs;>



<!-- particleAndAttrs is shorthand for a root type -->

<!-- mixed is disallowed if simpleContent, overriden if complexContent

     has one too. -->



<!-- If anyAttribute appears in one or more referenced attributeGroups

     and/or explicitly, the intersection of the permissions is used -->



<!ELEMENT %complexContent; (%restriction;|%extension;)>

<!ATTLIST %complexContent;

          mixed (true|false) #IMPLIED

          id    ID           #IMPLIED

          %complexContentAttrs;>



<!-- restriction should use the branch defined above, not the simple

     one from part2; extension should use the full model  -->



<!ELEMENT %simpleContent; (%restriction;|%extension;)>

<!ATTLIST %simpleContent;

          id    ID           #IMPLIED

          %simpleContentAttrs;>



<!-- restriction should use the simple branch from part2, not the 

     one defined above; extension should have no particle  -->



<!ELEMENT %extension; (%particleAndAttrs;)>

<!ATTLIST %extension;

          base  %QName;      #REQUIRED

          id    ID           #IMPLIED

          %extensionAttrs;>



<!-- an element is declared by either:

 a name and a type (either nested or referenced via the type attribute)

 or a ref to an existing element declaration -->



<!ELEMENT %element; ((%annotation;)?, (%complexType;| %simpleType;)?,

                     (%unique; | %key; | %keyref;)*)>

<!-- simpleType or complexType only if no type|ref attribute -->

<!-- ref not allowed at top level -->

<!ATTLIST %element;

            name               %NCName;               #IMPLIED

            id                 ID                     #IMPLIED

            ref                %QName;                #IMPLIED

            type               %QName;                #IMPLIED

            minOccurs          %nonNegativeInteger;   #IMPLIED

            maxOccurs          CDATA                  #IMPLIED

            nillable           %boolean;              #IMPLIED

            substitutionGroup  %QName;                #IMPLIED

            abstract           %boolean;              #IMPLIED

            final              %complexDerivationSet; #IMPLIED

            block              %blockSet;             #IMPLIED

            default            CDATA                  #IMPLIED

            fixed              CDATA                  #IMPLIED

            form               %formValues;           #IMPLIED

            %elementAttrs;>

<!-- type and ref are mutually exclusive.

     name and ref are mutually exclusive, one is required -->

<!-- In the absence of type AND ref, type defaults to type of

     substitutionGroup, if any, else the ur-type, i.e. unconstrained -->

<!-- default and fixed are mutually exclusive -->



<!ELEMENT %group; ((%annotation;)?,(%mgs;)?)>

<!ATTLIST %group; 

          name        %NCName;               #IMPLIED

          ref         %QName;                #IMPLIED

          minOccurs   %nonNegativeInteger;   #IMPLIED

          maxOccurs   CDATA                  #IMPLIED

          id          ID                     #IMPLIED

          %groupAttrs;>



<!ELEMENT %all; ((%annotation;)?, (%element;)*)>

<!ATTLIST %all;

          minOccurs   (1)                    #IMPLIED

          maxOccurs   (1)                    #IMPLIED

          id          ID                     #IMPLIED

          %allAttrs;>



<!ELEMENT %choice; ((%annotation;)?, (%element;| %group;| %cs; | %any;)*)>

<!ATTLIST %choice;

          minOccurs   %nonNegativeInteger;   #IMPLIED

          maxOccurs   CDATA                  #IMPLIED

          id          ID                     #IMPLIED

          %choiceAttrs;>



<!ELEMENT %sequence; ((%annotation;)?, (%element;| %group;| %cs; | %any;)*)>

<!ATTLIST %sequence;

          minOccurs   %nonNegativeInteger;   #IMPLIED

          maxOccurs   CDATA                  #IMPLIED

          id          ID                     #IMPLIED

          %sequenceAttrs;>



<!-- an anonymous grouping in a model, or

     a top-level named group definition, or a reference to same -->



<!-- Note that if order is 'all', group is not allowed inside.

     If order is 'all' THIS group must be alone (or referenced alone) at

     the top level of a content model -->

<!-- If order is 'all', minOccurs==maxOccurs==1 on element/any inside -->

<!-- Should allow minOccurs=0 inside order='all' . . . -->



<!ELEMENT %any; (%annotation;)?>

<!ATTLIST %any;

            namespace       CDATA                  '##any'

            processContents (skip|lax|strict)      'strict'

            minOccurs       %nonNegativeInteger;   '1'

            maxOccurs       CDATA                  '1'

            id              ID                     #IMPLIED

            %anyAttrs;>



<!-- namespace is interpreted as follows:

                  ##any      - - any non-conflicting WFXML at all



                  ##other    - - any non-conflicting WFXML from namespace other

                                  than targetNamespace



                  ##local    - - any unqualified non-conflicting WFXML/attribute

                  one or     - - any non-conflicting WFXML from

                  more URI        the listed namespaces

                  references



                  ##targetNamespace ##local may appear in the above list,

                    with the obvious meaning -->



<!ELEMENT %anyAttribute; (%annotation;)?>

<!ATTLIST %anyAttribute;

            namespace       CDATA              '##any'

            processContents (skip|lax|strict)  'strict'

            id              ID                 #IMPLIED

            %anyAttributeAttrs;>

<!-- namespace is interpreted as for 'any' above -->



<!-- simpleType only if no type|ref attribute -->

<!-- ref not allowed at top level, name iff at top level -->

<!ELEMENT %attribute; ((%annotation;)?, (%simpleType;)?)>

<!ATTLIST %attribute;

          name      %NCName;      #IMPLIED

          id        ID            #IMPLIED

          ref       %QName;       #IMPLIED

          type      %QName;       #IMPLIED

          use       (prohibited|optional|required) #IMPLIED

          default   CDATA         #IMPLIED

          fixed     CDATA         #IMPLIED

          form      %formValues;  #IMPLIED

          %attributeAttrs;>

<!-- type and ref are mutually exclusive.

     name and ref are mutually exclusive, one is required -->

<!-- default for use is optional when nested, none otherwise -->

<!-- default and fixed are mutually exclusive -->

<!-- type attr and simpleType content are mutually exclusive -->



<!-- an attributeGroup is a named collection of attribute decls, or a

     reference thereto -->

<!ELEMENT %attributeGroup; ((%annotation;)?,

                       (%attribute; | %attributeGroup;)*,

                       (%anyAttribute;)?) >

<!ATTLIST %attributeGroup;

                 name       %NCName;       #IMPLIED

                 id         ID             #IMPLIED

                 ref        %QName;        #IMPLIED

                 %attributeGroupAttrs;>



<!-- ref iff no content, no name.  ref iff not top level -->



<!-- better reference mechanisms -->

<!ELEMENT %unique; ((%annotation;)?, %selector;, (%field;)+)>

<!ATTLIST %unique;

          name     %NCName;       #REQUIRED

	  id       ID             #IMPLIED

	  %uniqueAttrs;>



<!ELEMENT %key;    ((%annotation;)?, %selector;, (%field;)+)>

<!ATTLIST %key;

          name     %NCName;       #REQUIRED

	  id       ID             #IMPLIED

	  %keyAttrs;>



<!ELEMENT %keyref; ((%annotation;)?, %selector;, (%field;)+)>

<!ATTLIST %keyref;

          name     %NCName;       #REQUIRED

	  refer    %QName;        #REQUIRED

	  id       ID             #IMPLIED

	  %keyrefAttrs;>



<!ELEMENT %selector; ((%annotation;)?)>

<!ATTLIST %selector;

          xpath %XPathExpr; #REQUIRED

          id    ID          #IMPLIED

          %selectorAttrs;>

<!ELEMENT %field; ((%annotation;)?)>

<!ATTLIST %field;

          xpath %XPathExpr; #REQUIRED

          id    ID          #IMPLIED

          %fieldAttrs;>



<!-- Schema combination mechanisms -->

<!ELEMENT %include; (%annotation;)?>

<!ATTLIST %include;

          schemaLocation %URIref; #REQUIRED

          id             ID       #IMPLIED

          %includeAttrs;>



<!ELEMENT %import; (%annotation;)?>

<!ATTLIST %import;

          namespace      %URIref; #IMPLIED

          schemaLocation %URIref; #IMPLIED

          id             ID       #IMPLIED

          %importAttrs;>



<!ELEMENT %redefine; (%annotation; | %simpleType; | %complexType; |

                      %attributeGroup; | %group;)*>

<!ATTLIST %redefine;

          schemaLocation %URIref; #REQUIRED

          id             ID       #IMPLIED

          %redefineAttrs;>



<!ELEMENT %notation; (%annotation;)?>

<!ATTLIST %notation;

	  name        %NCName;    #REQUIRED

	  id          ID          #IMPLIED

	  public      CDATA       #REQUIRED

	  system      %URIref;    #IMPLIED

	  %notationAttrs;>



<!-- Annotation is either application information or documentation -->

<!-- By having these here they are available for datatypes as well

     as all the structures elements -->



<!ELEMENT %annotation; (%appinfo; | %documentation;)*>

<!ATTLIST %annotation; %annotationAttrs;>



<!-- User must define annotation elements in internal subset for this

     to work -->

<!ELEMENT %appinfo; ANY>   <!-- too restrictive -->

<!ATTLIST %appinfo;

          source     %URIref;      #IMPLIED

          id         ID         #IMPLIED

          %appinfoAttrs;>

<!ELEMENT %documentation; ANY>   <!-- too restrictive -->

<!ATTLIST %documentation;

          source     %URIref;   #IMPLIED

          id         ID         #IMPLIED

          xml:lang   CDATA      #IMPLIED

          %documentationAttrs;>



<!NOTATION XMLSchemaStructures PUBLIC

           'structures' 'http://www.w3.org/2001/XMLSchema.xsd' >

<!NOTATION XML PUBLIC

           'REC-xml-1998-0210' 'http://www.w3.org/TR/1998/REC-xml-19980210' >






		

			 

			 

			 

			 

			 

			

		

	
var g_objAPI = null;

var g_nAPI = 1;				// type of API to start searching for; allowable values: 0 - SCORM 2004; 1 - SCORM 1.2 (or 1.1)

var g_aAPI = ["1.0", "0.2"]	// Array that stores the API versions

var g_zAPIVersion = -1;

var g_bFinishDone = false;





function findAPI(win)

{

	// Search the window hierarchy for an object named "API_1484_11" for SCORM 2004 or "API" for SCORM 1.2 or below

	// Look in the current window (win) and recursively look in any child frames

	if(g_nAPI == 0)

	{

		if(win.API_1484_11 != null)

  	 	{

  	 		return win.API_1484_11;

		}

	} else if(g_nAPI == 1 || g_nAPI == "") {

		if (win.API != null)

		{

			g_zAPIVersion = g_aAPI[g_nAPI];

			return win.API;

		}

	}



	if (win.length > 0)  // check frames

	{

		for (var i=0;i<win.length;i++)

		{

			var objAPI = findAPI(win.frames[i]);

			if (objAPI != null)

			{

				return objAPI;

			}

		}

	}

	return null;

}





function getAPI(intAPISearchOrder)

{

	// intAPISearchOrder is 0 - start at current window and work way up; 1 - start at top window and work way down.

	var objAPI = null;

	intAPISearchOrder=((typeof(intAPISearchOrder)=='undefined')?0:intAPISearchOrder);

	if(intAPISearchOrder==0)

	{

		// start and the current window and recurse up through parent windows/frames

		var objCurrentWindow = window;

		objAPI = findAPI(objCurrentWindow);

		var xCount = 0;

		while(objCurrentWindow && !objAPI && xCount < 100)

		{

			xCount++;

			if((objCurrentWindow.opener != null) && (typeof(objCurrentWindow.opener) != "undefined"))

			{

				objCurrentWindow = objCurrentWindow.opener;

			} else {

				objCurrentWindow = objCurrentWindow.parent;

			}

			objAPI = findAPI(objCurrentWindow);

		}

		if((objAPI==null) && (g_nAPI < (g_aAPI.length-1)))

		{

			g_nAPI++;

			objAPI = getAPI(intAPISearchOrder);

		}

	} else {

		// start at the top window and recurse down through child frames

		objAPI = findAPI(this.top);



		if (objAPI == null)

		{

			// the API wasn't found in the current window's hierarchy.  If the

			// current window has an opener (was launched by another window),

			// check the opener's window hierarchy.

			objTopWindow=window.top;



			objTopWindow = objTopWindow.opener;



			while (objTopWindow && !objAPI)

			{

				//checking window opener

				objAPI = findAPI(objTopWindow.top);

				if (objAPI==null) objTopWindow = objTopWindow.opener;

			}

			if(objAPI==null && g_nAPI < (g_aAPI.length-1))

			{

				g_nAPI++;

				objAPI = getAPI(intAPISearchOrder);

			}

		}

	}

	if(objAPI==null)

	{

		// can't find API

	} else if(objAPI != null && g_zAPIVersion == -1) {

		g_zAPIVersion = objAPI.version;

	}



	return objAPI;

}



function setAPI()

{

	while(g_objAPI == undefined)

	{

		g_objAPI = getAPI(0);

	}

}



function isAPI() {

	return ((typeof(g_objAPI)!= "undefined") && (g_objAPI != null))

}



// called in the outer HTML file

// g_objAPI = getAPI();



function dataToFlash(layer, msg) {

	// set the comm HTML

	fcomValue = "<OBJECT classid=\"clsid:D27CDB6E-AE6D-11cf-96B8-444553540000\" codebase=\"http://download.macromedia.com/pub/shockwave/cabs/flash/swflash.cab#version=6,0,0,0\" WIDTH=\"2\" HEIGHT=\"2\" id=\"scorm_support\" ALIGN=\"\"> <PARAM NAME=movie VALUE=\"scorm_support.swf?invokeMethod=methodToExecute&lc_name=lc_name&param=" + msg + "\"> <PARAM NAME=quality VALUE=high> <PARAM NAME=bgcolor VALUE=#FFFFFF> <PARAM NAME=\"allowScriptAccess\" VALUE=\"sameDomain\"/> <EMBED src=\"scorm_support.swf?invokeMethod=methodToExecute&lc_name=lc_name&param=" + msg + "\" quality=high bgcolor=#FFFFFF  WIDTH=\"2\" HEIGHT=\"2\" NAME=\"scorm_support\" ALIGN=\"\" TYPE=\"application/x-shockwave-flash\" PLUGINSPAGE=\"http://www.macromedia.com/go/getflashplayer\" allowScriptAccess=\"sameDomain\"></EMBED> </OBJECT>";



	// get the browser info

	IE=0; NS4=0; NS6=0;

	if (navigator.appName.indexOf('Netscape')!=-1 && parseInt(navigator.appVersion)<5) {NS4=1;}

	if (navigator.appName.indexOf('Netscape')!=-1 && parseInt(navigator.appVersion)>4.9) {NS6=1;}

	if (navigator.appName.indexOf('Microsoft')!=-1 && parseInt(navigator.appVersion)>3) {IE=1;}



	if (IE==true)

	{

		IE_dynamic.document.body.innerHTML=fcomValue;

	}



	if (NS4)

	{

		// change the comm HTML

		fcomValue = "<OBJECT classid=\"clsid:D27CDB6E-AE6D-11cf-96B8-444553540000\" codebase=\"http://download.macromedia.com/pub/shockwave/cabs/flash/swflash.cab#version=6,0,0,0\" WIDTH=\"2\" HEIGHT=\"2\" id=\"scorm_support\" ALIGN=\"\"> <PARAM NAME=movie VALUE=\"scorm_support/scorm_support.swf?invokeMethod=methodToExecute&lc_name=lc_name&param=" + msg + "\"> <PARAM NAME=quality VALUE=high> <PARAM NAME=bgcolor VALUE=#FFFFFF> <PARAM NAME=\"allowScriptAccess\" VALUE=\"sameDomain\"/> <EMBED src=\"scorm_support/scorm_support.swf?invokeMethod=methodToExecute&lc_name=lc_name&param=" + msg + "\" quality=high bgcolor=#FFFFFF  WIDTH=\"2\" HEIGHT=\"2\" NAME=\"scorm_support\" ALIGN=\"\" TYPE=\"application/x-shockwave-flash\" PLUGINSPAGE=\"http://www.macromedia.com/go/getflashplayer\" allowScriptAccess=\"sameDomain\"></EMBED> </OBJECT>";



		eval('var echoecho = document.layers.NS_'+layer+'.document;');

		echoecho.open();

		echoecho.write(fcomValue);

		echoecho.close();

	}



	if (NS6)

	{

		// change the comm HTML

		fcomValue = "<OBJECT classid=\"clsid:D27CDB6E-AE6D-11cf-96B8-444553540000\" codebase=\"http://download.macromedia.com/pub/shockwave/cabs/flash/swflash.cab#version=6,0,0,0\" WIDTH=\"2\" HEIGHT=\"2\" id=\"scorm_support\" ALIGN=\"\"> <PARAM NAME=movie VALUE=\"scorm_support/scorm_support.swf?invokeMethod=methodToExecute&lc_name=lc_name&param=" + msg + "\"> <PARAM NAME=quality VALUE=high> <PARAM NAME=bgcolor VALUE=#FFFFFF> <PARAM NAME=\"allowScriptAccess\" VALUE=\"sameDomain\"/> <EMBED src=\"scorm_support/scorm_support.swf?invokeMethod=methodToExecute&lc_name=lc_name&param=" + msg + "\" quality=high bgcolor=#FFFFFF  WIDTH=\"2\" HEIGHT=\"2\" NAME=\"scorm_support\" ALIGN=\"\" TYPE=\"application/x-shockwave-flash\" PLUGINSPAGE=\"http://www.macromedia.com/go/getflashplayer\" allowScriptAccess=\"sameDomain\"></EMBED> </OBJECT>";



		document.getElementById('NS_'+layer).innerHTML =fcomValue;

	}

}





function dataFromFlash(strSCOfunction, strSCOproperty, varSCOvalue, strFLvariableName) {

	var strEval = "";

	var varResult = false;

	if(isAPI())

	{

		if (varSCOvalue != "")

		{

			strEval = "g_objAPI." + strSCOfunction + "('" + strSCOproperty + "', '" + varSCOvalue + "');";

		} else {

			if(strSCOfunction=="LMSGetLastError")

			{

				strEval = "g_objAPI." + strSCOfunction + "(" + strSCOproperty + ");";

			} else {

				strEval = "g_objAPI." + strSCOfunction + "('" + strSCOproperty + "');";

			}

		}

	} else {

		if (SCOvalue != "")

		{

			strEval = strSCOfunction + "('" + strSCOproperty + "', '" + varSCOvalue + "');";

		} else {

			strEval = strSCOfunction + "('" + strSCOproperty + "');";

		}

	}

	varResult = eval(strEval);

	if(strSCOfunction == "LMSFinish" || strSCOfunction == "Terminate")

	{

		// set global variable to result of Finish function

		g_bFinishDone = varResult;

	}

	dataToFlash('dynamic', strFLvariableName + "|" + varResult);

}
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I Grantee 101 Sections I

= Overview

= Grantee support

= Communications

= Administration

= Reporting requirements

= Changes requiring IMLS approval
= Assessment
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< IMLS was established by the Museum and Library

Services Act (MLSA) of 1996, which includes the

Library Services and Technology Act and the Museum

Services Act.

— Institute of Museum Services (1976) and Office of
Library Programs, Dept of Education (1956)

In 2008 the National Commission on Libraries and

Information Science was consolidated under IMLS,

along with some of the activities of the National

Center for Education Statistics.

= Reauthorized in 2010.
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Congratulations on your IMLS award! You may
be thinking, “Now What?” Well, welcome to
Grantee 101. The Institute of Museum and
Library Services designed this web presentation
to help you, as a grant recipient of the Office of
Library Services Discretionary Programs,
understand how to successfully manage some key
grant-related administrative activities.

Grantee 101 is made up of seven sections, this
overview followed by ones on grantee support,
communications, administration, reporting
requirements, changes to your project, and
assessment.

It may be helpful for you to have some
background about IMLS. The Institute was
established by the Museum and Library Services
Act (MLSA) of 1996, which includes the Library
Services and Technology Act and the Museum
Services Act. It incorporated the Institute of
Museum Services, founded in 1976 and the
Office of Library Programs in the Department of
Education, created in 1956. Then in 2008 the
National Commission on Libraries and
Information Science was consolidated under
IMLS, along with some of the activities of the
National Center for Education Statistics. IMLS
was reauthorized in 2010.





I IMLS Mission I

= Primary source of federal support for the nation’s
123,000 libraries and 17,500 museums.

= Create strong libraries and museums that
connect people to information and ideas.

« Help build the capacity of libraries and museums
through grant-making, convenings, research
and publications
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I Support Materials for Grantees I

# wissagn  http://imls.gov/recipients/recipients.shtm

oy b hitp://imls.gov/recipients/administration.shtm

IMLS’s mission is to serve as the primary source
of federal support for the nation’s 123,000
libraries and 17,500 museums; to create strong
libraries and museums that connect people to
information and ideas; and to help build the
capacity of libraries and museums through grant-
making, convenings, research and publications.

This slide shows a screen shot of the IMLS Web
page for grant recipients and gives the URL
below. The Grant Recipient tab is the third one
from the left. This web presentation covers only
some of the material available under the Grant
Recipients tab, so be sure to check the IMLS
Web site for more detailed information and
answers.

This slide shows a screen shot of the
Administration page and gives the URL below.
This is where you go to get information and
instructions on everything from the general terms
and conditions of your award to how to get
reimbursed for covered expenses. All of the
forms and documents that you need to
administer your awards are located here.





ﬁ This slide shows a screen shot of the Legal
References page and gives the URL below.
Links on this page will point you or your legal
counsel or auditor to relevant legislation,
regulations, and Office of Management and
Budget circulars and forms. There is a special
section at the bottom on Grant-Related Civil

Rights and Accessibility.

4 winsiisan  http://imls.gov/recipients/references.shtm

I—I This is a screen shot of the Grantee
Communications Kit and gives the URL below.
This is the web page where you can learn how to
publicize your award, to acknowledge IMLS
when you do so, to download copies of the IMLS

logo, and much more.

; sinmisan Wttp://imls.gov/recipients/communication.shtm

Grantee 101: section two, Support.
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— Program staff
— Financial staff

R

= Know your grant number (RE- or LG-)
— Before you call or write, get your number out
— Include it all communications with IMLS

= Staff is always available to help you

— Communications staff
= When in doubt contact your program officers

« Program Office

— Mary Alice Ball
202/653-4730

— Kevin Cherry
202/653-4662

— Karmen Bisher
202/653-4664
= Finance Office

— Sean McDonald
202/653-4719

ML By

Senior Program Officer
mball@imls.gov
Senior Program Officer
kcherry@imls.gov
Program Specialist
kbisher@imls.gov

Financial Specialist
smcdonald@imls.gov

I Support for National Leadership Grants I

= Program Office
— Anthony Smith
202-653-4768
— Chuck Thomas
202-653-4663
— Kathy Mitchell
202-653-4687
= Finance Office
— Josie Shell-Brown
202/653-4669

]

Senior Program Officer
asmith@imls.gov
Senior Program Officer
cthomas@imls.gov
Program Specialist
kmitchell@imls.gov

Financial Specialist
jshell-brown@imls.gov

The first thing to keep in mind when you need
IMLS support is your grant number (beginning
with RE- or LG-). Before you call or write, please
get your number out and include it all
communications. IMLS staff is always available
to help you: Program staff, Financial staff, and
Communications staff. When in doubt contact
your program officers.

If your grant is with the Laura Bush 21 Century
Librarian Program, use the following contacts if
you have questions for the Program Office:

Mary Alice Ball, Senior Program Officer,
202/653-4730, mball@imls.gov

Kevin Cherry, Senior Program Officer,
202/653-4662, kcherry@imls.gov
Karmen Bisher, Program Specialist,
202/653-4664, kbisher@imls.gov

If they are for the Finance Office, contact Sean
McDonald, Financial Specialist, 202/653-4719,
smcdonald@imls.gov.

If your grant is with the National Leadership
Grant Program, use the following contacts if you
have questions for the Program Office:

Anthony Smith, Senior Program Officer,
202-653-4768, asmith@imls.gov

Chuck Thomas, Senior Program Officer,
202-653-4663, cthomas@imls.gov
Kathy Mitchell, Program Specialist, 202-
653-4687, kmitchell@imls.gov

If they are for the Finance Office, contact Josie
Shell-Brown, Financial Specialist, 202/653-
4669, jshell-brown@imls.gov.




mailto:smcdonald@imls.gov�



I Communications Support I

Office of Communications and Government Affairs
202/653-4757
202/653-4632

— Mamie Bittner Deputy Director

— Janell Muhammad Program Specialist

— Natasha Marstiller Public Affairs Specialist

— Ellen Arnold Losey Visual Information Specialist
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I Grantees Communications Kit I

= Kit provides guidance for spreading the word
about your grant

= Share this outstanding achievement with your
community

= Suggestions and materials to assist your public
relations staff

Office of Communications and Government Affairs

For communications support, contact the Office
of Communications and Government Affairs at
202/653-4757 or 202/653-4632.

Mamie Bittner, Deputy Director

Janell Muhammad, Program Specialist
Natasha Marstiller, Public Affairs
Specialist

Ellen Arnold Losey, Visual Information
Specialist

Grantee 101: section three, communications.

The grantees communications kit provides
guidance for spreading the word about your
grant so you can share this outstanding
achievement with your community. It contains
suggestions and materials designed to assist
your public relations staff developed by the IMLS
Office of Communications and Government
Affairs





I Media Tips I

= Prepare news release or public service
announcement
— Tie to event or issue
= Develop a distribution list
— ldentify the right people
= Issue your release
* “Pitch” the story
— Follow up & summarize the facts
= Remember timing

) R oy

I Press release or public announcement I

= Who, what, when, and where
— Include a visual with a caption

= May be run in its entirety

= May provide a contact for a reporter

Fast Fact Sheets

— For each IMLS grant program

= Sample release & announcement
http://www.imls.gov/recipients/sample.shtm#release

R
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« IMLS Web site
— Searchable database of awards
— Links to grantees’ Web sites
= Primary Source
— Monthly E-Newsletter
= Project Profiles feature
— On IMLS Web site
— In Primary Source
= Send IMLS your news

2 Wilsi oy

The grantees communications kit contains the
following media tips:

* How to prepare a news release or a public
service announcement, including tying it to an
event or issue

* How to develop a distribution list and identify
the right people to go on it.

* How to issue your release or “pitch” the story,
including advice on how to follow up &
summarize the facts

* Plus a reminder to remember how the timing of
your release can impact its effectiveness

The help on developing a press release or public
announcement covers:

* Who, what, when, and where

« Advice to include a visual with a caption
 That the press release may be run in its entirety
or may serve to provide a contact for a reporter
« It provides links to Fast Fact Sheets for each
IMLS grant program
* And gives a sample release & announcement

Dissemination

The IMLS Web site contains both a searchable
database of awards and links to grantees’ Web
sites.

*Primary Source is the monthly IMLS E-
Newsletter

*Project Profiles feature is both on the IMLS Web
site and in Primary Source

*Please send IMLS your news





I IMLS Acknowledgement I

= IMLS requires public acknowledgement of the
activities it supports
— Logo
http://www.imls.gov/recipients/logos.shtm
— Tag line
http://www.imls.gov/recipients/acknowledgement.shtm
= Notify Office of Communications and Government
Affairs about publicity campaign
= Guidelines for activities supported by your grant
— Public or press event, printed material, Web site
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Ten Ways to Make the Most of Your
Award

. Alert all the news media.

Share your success with your visitors.

. Send a letter of congratulations to supporters.
. Hang a banner to celebrate your award.

. Write a feature story about this award. Be sure
to add a link back to our Web site for users to
learn more about the award (www.imls.gov).

6. Notify your staff and congratulate them.

R

Ten Ways to Make the Most of Your
Award

7. Design a commemorative poster for your lobby.

8. Host a reception or open house to celebrate your
award.

9. Use the occasion of your award to write an
editorial to highlight your service to the
community.

10. Send copies of press clips to IMLS.

— send photographs and stories about how you have
benefited from the grant

R

IMLS Acknowledgement

IMLS requires public acknowledgement of the
activities it supports. Click on the following links
to view logos and a sample tagline:

Logos http://www.imls.gov/recipients/logos.shtm
Tag line

http://www.imls.gov/recipients/acknowledg
ement.shtm

You must notify the IMLS Office of
Communications and Government Affairs when
you have a publicity campaign. Guidelines for
activities supported by your grant, whether they
are a public or press event, printed material, or a
Web site are posted on the IMLS Web site.

Here are ten ways to make the most of your
award

1. Alert all the news media.

2. Share your success with your visitors.

3. Send a letter of congratulations to supporters.
4. Hang a banner to celebrate your award.

5. Write a feature story about this award. Be sure
to add a link back to our Web site for users to
learn more about the award (www.imls.gov).

6. Notify your staff and congratulate them.

7. Design a commemorative poster for your
lobby.

8. Host a reception or open house to celebrate
your award.

9. Use the occasion of your award to write an
editorial to highlight your service to the
community.

10. Send copies of press clips to IMLS or send
photographs and stories about how you have
benefited from the grant.





Grantee 101

SERVICES

Administration

I General Terms & Conditions I

= This web presentation highlights only some of the
terms & conditions that apply to your IMLS grant
= Complete document is available at:
http://imls.gov/pdf/GTC_0511.pdf
= Apply to majority of discretionary awards
= You must comply with these requirements
— Subject to audit
— Failure to comply could result in suspension or

termination of the grant and IMLS recovery of
grant funds.
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II

= When you applied you were required to:
— Get a DUNS (Data Universal Numbering System)
number from Dun and Bradstreet
http://www.imls.gov/applicants/grantsgov/duns.shtm
— Get a Taxpayer Identification Number from the IRS
= Social Security Number (SSN) - individuals
< Employer Identification Number (EIN) - businesses
— Register with Central Contractor Registration (CCR)
= You must renew your CCR registration annually
http://www.ccr.gov/Renew.aspx

Grantee 101: section four, administration.

This web presentation highlights only some of
the terms and conditions that apply to your IMLS
grant. The complete document is available at the
following link: http://imls.gov/pdf/GTC 0511.pdf
General terms & conditions apply to the majority
of discretionary awards. You must comply with
these requirements. All IMLS grant recipients are
subject to audit. Failure to comply could result in
suspension or termination of the grant and IMLS
recovery of grant funds.

Reminder

When you applied you were required to:

1) get a DUNS (Data Universal Numbering
System) number from Dun and Bradstreet at the
following link:
http://www.imls.gov/applicants/grantsgov/duns.s
htm

2) get a Taxpayer ldentification Number from the
IRS, either a Social Security Number (SSN) for
individuals or an Employer Identification Number
(EIN) for businesses, and

3) register with Central Contractor Registration
(CCR).

We want to remind you that you must renew your
CCR registration annually. You can do so at this
link: http://www.ccr.gov/Renew.aspx






II

= Informal
— Letters of support
* Formal
— Lead grantee has full responsibility for grant
= All reporting of time & effort
— Submit Partnership Statement form
« DUNS number
— Agree to complete specified activities
— Use funding in accordance with applicable laws
— Facilities & programs must comply with federal law

) R oy

I Subgrants vs. Subcontracts I

* Subgrants
— Not permitted
= Subcontracts
— Permitted
— Terms & conditions are rigorous
= Performance measurements: goods & services delivery
— Monitoring stringent with real ramifications

L

I Allowable Costs I

= IMLS General Terms and Conditions - overview
= Federal cost principles in detail:
— 2 CFR, Part 220 — Educational institutions
« Formerly OMB Circular A-21
— 2 CFR, Part 230 — Non-profit organizations
« Formerly OMB Circular A-122

— 2 CFR, Part 225 — State, local, and Indian tribal
governments
= Formerly OMB Circular A-87

Fy

IMLS encourages the use of partnerships in the
grants it funds.

An informal partnership only requires letters of
support.

In a formal partnership the lead grantee has full
responsibility for the grant and for all reporting of
time & effort. Each partner must submit a
Partnership Statement form including a DUNS
number and must agree to complete the
specified activities. All partners must use funding
in accordance with applicable laws and all
facilities & programs must comply with federal
law.

It is critical for you to understand the difference
between subgrants and subcontracts. Subgrants
are not permitted. Subcontracts are permitted
because their terms & conditions are rigorous
with performance measurement based on goods
& services delivery . Monitoring is stringent with
real ramifications for non-fulfillment.

If you have questions regarding allowable costs,
consult the IMLS General Terms and Conditions
for an overview. For more detailed information
on federal cost principles consult the appropriate
document. Either 2 CFR, Part 220 — Cost
Principles for Educational institutions (formerly
OMB Circular A-21); 2 CFR, Part 230 — Cost
Principles for Non-profit organizations (formerly
OMB Circular A-122), or 2 CFR, Part 225 — Cost
Principles for State, local, and Indian tribal
governments (formerly OMB Circular A-87).





I Food and Entertainment I

« Federal funding cannot be used for:
— Food for entertainment purposes
= Receptions, all-conference parties
— Alcohol under any circumstances
— Gifts or honoraria
« Federal funding can be used for:
— Food for educational events if within project scope
« Dinner speaker
= Lunch-time “table topic” discussions
= Continental breakfast with poster session

— Consultant or speaker fees
7 Wiy

I Cost Sharing I

= 1:1 match required for every federal dollar spent
on non-student support activities

— Reduction in student support=Increase in cost share
Portion of project costs not charged to IMLS funds
— Grantee’s cash contributions

— Grantee’s contributions of services and property

— Third party in-kind contributions

= Grantee must maintain auditable records

= Maintain time & effort logs

= Cannot include contributions from state agencies if
, from federally-assisted program

4 ity

I Getting Paid I

= Required forms are available on the IMLS website
— ACH Payment Enrollment Form (SF 3881)

— Request for Advance or Reimbursement Form (SF-
270)
— Email completed forms to Grantsadmin@imls.gov
= Question about payments?
— Contact your IMLS Financial Specialist
— Use your grant number in all communications

R

Federal funding cannot be used for food for
entertainment purposes, such as at receptions or
all-conference patrties, or for alcohol under any
circumstances. It cannot be used for gifts or
honoraria.

Federal funding can be used for food for
educational events if within the project scope, for
example, a dinner speaker, lunch-time “table
topic” discussions, or a continental breakfast with
a poster session. Federal funding can also be
used to pay consultant or speaker fees.

Cost Sharing is another important part of your
IMLS grant’s terms and conditions. Al1to 1
match is required for every federal dollar spent
on non-student support activities. A reduction in
student support will result in an increase in your
cost share. Cost sharing is the portion of your
project costs not charged to IMLS funds, for
example, your cash contributions or your
contributions of services and property, or third
party in-kind contributions.

As a grantee you must maintain auditable
records and maintain time & effort logs. You
cannot include contributions from state agencies
as part of your cost share calculations if they are
from a federally-assisted program.

Of course you want to know about getting paid.
The required forms are available on the IMLS
Web site: both the ACH Payment Enroliment
Form (SF 3881), and the Request for Advance or
Reimbursement Form (SF-270). Please email
the completed forms to Grantsadmin@imls.gov.
If you have a question about payments, contact
your IMLS Financial Specialist being sure to use
your grant number in all communications.






I Getting an Advance I

= Complete SF-270 form
— Email completed form to Grantsadmin@imls.gov
= Limitations
— For immediate cash needs
— Must be fully disbursed within 30 days of receipt
— Explain unusually high requests when submitting
= Reporting
— Report status of funds within 30 days of receipt
= Section 11 or 12 of SF-270
< Submit even if no additional funds requested

Grantee 101

INSTITUTE of .
Museum...Library
SERVICES

Reporting Requirements

I porting Essentials I

= Put your grant number on all reports

« Include abstract from original proposal

= All reports must use the IMLS cover sheet
http://imls.gov/pdf/CoverSheet.pdf
— Must be signed by authorized certifying official

= All components must be submitted together

= You will need both DUNS and EIN numbers

= Reporting schedule was included in original award
packet

If you want to get an advance complete the SF-
270 form (Request for Advance or
Reimbursement) and email the completed form
to Grantsadmin@imls.gov. Limitations apply to
advances. They must be for immediate cash
needs; must be fully disbursed within 30 days of
receipt; and you must explain unusually high
requests when submitting your request. You
must report the status of funds within 30 days of
receipt of the advance, using either Section 11 or
12 of SF-270. This form must be submitted even
if no additional funds are requested.

Grantee 101: section five, reporting
requirements.

Please remember the following reporting
essentials:

» Put your grant number on all reports

* Include the abstract from your original proposal
* All reports must use the IMLS cover sheet
available at this link:
http://imls.gov/recipients/administration.shtm and
the cover sheet must be signed by your
authorized certifying official

* All reports components must be submitted
together and you will need both your DUNS and
EIN numbers.

* Your reporting schedule was included in the
original award packet.






I Submitting Reports I

= Reports of 20 pages or less, including Cover
Sheet and attachments, may be:
— Emailed to imlsreporting@imls.gov
— Faxed to 202-653-4604
= Reports of more than 20 pages, send to:
Grants Administration
Institute of Museum and Library Services
1800 M Street, NW / 9t Floor
Washington, DC 20036-5802
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I Interim Reports / Financial Reports I

= Submit on an annual basis
— Previously had to submit twice a year
— Focus on activities since last interim report
— Include both financial and narrative reports
= Financial report
— Use SF-425 to report financial activity for reporting
period
= Instructions are available at the following link:
http://imls.gov/pdf/SF425%20FFR%20Instructions.pdf
— Report should include both federal funds and local
- cost share for the project
5 Moy

I Interim Reports /7 Narrative reports I

= Impact can focus on outputs, e.g. patrons served
= Report on status of schedule, explaining delays
= Describe both project successes and challenges
= Justification of travel with attachments

— Critical for foreign travel
= Detail activities by grant-funded staff

— E.g., increased time and effort to run a conference
« Include equipment purchases

ML By

Submitting Reports

Reports of 20 pages or less, including the cover
sheet and attachments, may be emailed to
imlsreporting@imls.gov or faxed to 202-653-
4604.

Reports of more than 20 pages, should be sent
to:

Grants Administration

Institute of Museum and Library Services
1800 M Street, NW / 9" Floor
Washington, DC 20036-5802

Interim reports should be submitted on an annual
basis; previously they had to be submitted twice
a year. Interim reports include both a financial
report and a narrative report. For the financial
report, use the SF-425 form to report financial
activity for the reporting period. Instructions are
available at the following link:
http://imls.gov/pdf/SF425%20FFR%20Instruction
s.pdf. Your report should include both federal
funds and the local cost share for the project.

When writing your narrative report, remember
that your impact can focus on outputs, e.g.
patrons served. Report on the status of your
schedule, explaining delays. Describe both
project successes and challenges. Include a
justification of travel with attachments, especially
critical for foreign travel. Detail the activities by
grant-funded staff, e.g., increased time and effort
to run a conference. Include equipment
purchases.





I Narrative Reports (cont.) I

= Describe all communication activities
— Papers, blogs, press releases, general press
= Budget amendments with or without IMLS
approval

= Personnel changes with or without IMLS approval

R

I Final Report I

* Submit by the deadline in reporting schedule
= Financial report

= Financial records must be retained for three years
after submitting the final report

= Narrative report
— Impact should focus on outcomes

= Quantitative forms must be completed

ML By

II

= Publications resulting from grant activities
— Required to acknowledge support from IMLS

— Send 2 copies to the appropriate IMLS program
officer

R

Your narrative report should also describe all
communication activities, whether they are
conference papers, blogs, press releases, or
general press. Include any budget amendments
with or without IMLS approval, and any
personnel changes with or without IMLS
approval.

Submit your final report by the deadline in your
reporting schedule. It should include a financial
report; remember that financial records must be
retained for three years after submitting the final
report. It also should include a narrative report
with the impact focusing on outcomes, rather
than outputs as in the interim reports. The
distinctions between the two are explained in
Section 7 of this presentation. Quantitative forms
must be completed.

Publications resulting from grant activities are
required to acknowledge support from IMLS. In
addition, you must send 2 copies to the
appropriate IMLS program officer.





I Use of Reporting I

= Provides transparency and accountability in use
of federal funds

= Informational needs of elected officials and other
stakeholders

= Grant program evaluation
— Enables grantees to improve performance
— Offers lessons learned and best practices

= Analysis and research by IMLS and others
— Supports research across a range of grants

= Informs other grantees or potential applicants

Grantee 101

INSTITUTE of .
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Changes Requiring IMLS Approval

I Major Changes Require Approval I

= Approval is required prior to making change
= Generally any major decisions or project activities
that differ from accepted proposal

— Usually authorized certifying official must sign
change request or must be copied on request

— Changes in activities must meet the goals defined
within the scope of the original proposal

= Budget revisions greater than 10%

You may ask yourself what is the use of
reporting. It provides transparency and
accountability in the use of federal funds. It

meets the informational needs of elected officials

and other stakeholders. It supports grant
program evaluation that enables grantees to
improve their performance and that offers
lessons learned and best practices. Reporting
allows analysis and research by IMLS and
others, supporting research across a range of
grants. Finally, it informs other grantees or
potential applicants.

Grantee 101: section six, changes requiring
IMLS approval.

Major changes to your grant require approval
prior to making any change. Generally that
means any major decisions or project activities
that differ from the accepted proposal. Usually
the authorized certifying official must sign the
change request or must be copied on the
request. Changes in activities must meet the
goals defined within the scope of the original
proposal. Budget revisions greater than 10%
always require prior approval from IMLS.





I Travel and Student Support I

* Travel
— Foreign
« Must be on a U.S. flag air carrier
= Document designator code and flight number
— Domestic if not included in proposal
= Conference
= Changes in student support
— Often affect the cost share
— For LB21 awards everything else is administrative

I People or Time I

= Key personnel changes
— 25% reduction in time spent on project
— 3 administrative personnel listed on application
= Project director
« Primary contact/Grants administrator
< Authorized representative
— Change in compensation not stipulated in proposal
« Grant period
— Change in start date

— Change in end date — referred to as a No-cost
; extension
i ey

Grantee 101

Assessment

Certain conditions regarding travel and student
support might also necessitate approval from
IMLS. Foreign travel must be on a U.S. flag air
carrier and you must document its designator
code and flight number. If it is not possible to fly
on a U.S. air carrier, you will need to get written
prior approval from your IMLS program officer. If
you did not include domestic travel, for example
to attend a conference, in your proposal than you
will need to get written prior approval from your
IMLS program officer.

Changes in student support may also require
IMLS approval because they can often affect the
cost share that is required of grantees. For Laura
Bush 21° Century Librarian awards everything
else is an administrative cost and requires cost
share.

Changes in people or time also require prior
IMLS approval. Key personnel changes require
prior IMLS approval when there is a 25%
reduction in time spent on the project, if any one
of the 3 administrative personnel listed on your
application cover sheet change, or if there is a
change in compensation that was not stipulated
in the original proposal. You must also get prior
IMLS approval if there is a change in the start
date of a grant period, or a change in the end
date, often referred to as a No-cost extension.

Grantee 101: section seven, assessment.





I Value of Assessment in Reporting I

« Tangible, meaningful demonstration of impact
= Clear, concise data for disseminating results
— To the public, elected officials, stakeholders
= Justification of funder’s investment
= Foundation for future initiatives
= Audiences studied speak through the data
— Anecdotes, numbers, percentages
= Go beyond participant satisfaction surveys
— Build in ways to assess how attendees used what
they learned in workshop to help their communities
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I Assessment Planning I

= Essential to start planning before or as soon as
grant begins
— Focus on measurable outcomes to show impact
— At the end of grant you want to be able to answer:

= What difference did this make in peoples’ lives?

= Shaping Outcomes self-paced online tutorial
— Outcomes-based planning and evaluation
http://www.shapingoutcomes.org/index.htm
— This web presentation highlights certain parts

3 i

I Measuring Outcomes I

« As a successful IMLS applicant you:
— Demonstrated the need for your project
— Persuaded reviewers that you could best address it
— Articulated clear goals and activities
— Developed evaluation & sustainability plans
= Effective evaluation is about measuring outcomes
— Did your project meet the stated need?
— How can you show that it did?
— What can you measure in a particular timeframe?
= short, medium, long

5 M Loy

This section is about the value that assessment
plays in reporting. It provides a tangible,
meaningful demonstration of impact giving clear,
concise data for disseminating results to the
public, elected officials, and stakeholders.
Assessment may provide justification of the
funder’s investment or serve as the foundation
for future initiatives. The audiences that have
been studied can speak through the data,
whether through anecdotes, numbers, or
percentages. For these reasons, it is important
for you as a grant recipient to go beyond
participant satisfaction surveys and build in ways
to assess how attendees used what they learned
in a workshop to help their communities, for
example.

It is essential to start planning for assessment
before or as soon as your grant begins. Focus
on measurable outcomes to show impact
because at the end of the grant you want to be
able to answer the question: What difference did
this make in peoples’ lives?

Shaping Outcomes is a self-paced online tutorial
that offers a wonderful introduction to outcomes-
based planning and evaluation. It is available at
the following link:
http://www.shapingoutcomes.org/index.htm This
web presentation highlights certain parts of the
Shaping Outcomes tutorial.

Assessment is about measuring your outcomes.
As a successful IMLS applicant you
demonstrated the need for your project and
persuaded reviewers that you could best
address it. You articulated clear goals and
activities, and developed evaluation &
sustainability plans. Effective evaluation is about
measuring outcomes. Did your project meet the
stated need? How can you show that it did?
What can you measure in a particular timeframe,
whether it's short, medium, or long?





I Outputs vs. Outcomes I

= Common assessment method measures outputs
— Outputs focus on impact on the library
— Number of items circulated
— Number of patrons served
— Number of students in a class
= More effective assessment method is outcomes
— Outcomes focus on impact on the people served
— Measurable changes or indicators
= Knowledge, skill, behavior, job level
— The # and % of (participants) who (demonstrate a
specified change)
]
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I Data Collection I

= Choose most appropriate source for data
— Survey, observation, interviews, etc.
— Match for meaningful measurable indicators
Select the target audience
— Full or representative group of participants
= Decide on frequency of data gathering
— Will you measure before and after the project?
= Baseline data
— Will you measure during the project cycle?

Fy
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= Clarify hopes for successful outcomes
— Use numbers or percentages
= Ground targets in knowledge and practice
— Professional literature
— Established standards
— Past performance
Expect targets to be revised

ML By

Let's briefly clarify the difference between
outputs and outcomes. A common assessment
method measures outputs. Outputs focus on
impact on the library, by counting the number of
items circulated, number of patrons served, or
number of students in a class. A more effective
assessment method measures outcomes.
Outcomes focus on impact on the people served
looking for measurable changes or indicators in
things like knowledge, skill, behavior, or job level.
They assess the # and %

of (participants) who (demonstrate a specified
change). You decide the who and the what most
appropriate for your project.

When you plan you data collection, you will want
to choose the most appropriate source for data,
perhaps a survey, observation, interviews, or
something else. It needs to be a match for
meaningful measurable indicators. Select the
target audience, either a full or representative
group of participants. Decide on the frequency of
your data gathering. Will you measure before
and after the project? Think about the value of
having baseline data. Will you measure during
the project cycle?

Targets can be helpful when you're creating an
assessment plan. You can clarify your hopes for
successful outcomes by using numbers or
percentages. Set realistic targets by grounding
them in knowledge and practice by looking at
professional literature, established standards, or
past performance. Ultimately, though, you need
to expect your targets to be revised.





I Best Practices for Grantees I

= Good stewards of federal funding
= Well-conceived and executed project
— Estimated expenses = actual expenses
— Steady spending rate tied to activities
— Project goals are achieved
= No-cost extension may be available to ensure success
= Activities can be added with program officer approval
« Project fully evaluated
= Project outcomes effectively disseminated
— To colleagues and external audiences
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# wissaen  http://imls.gov/recipients/recipients.shtm

I Grantee 101 I

= IMLS is testing its use of web presentations
= Accessibility is a priority
= Same material presented in different formats

« IMLS welcomes your feedback
= Send comments to Mary Alice Ball at:
mball@imls.gov

R

In conclusion we would like to highlight some
best practices for grantees. We all want to be
good stewards of federal funding. In a well-
conceived and executed project, estimated
expenses equal actual expenses and there is a
steady spending rate tied to activities. Project
goals are achieved. Remember that a no-cost
extension may be available to ensure success
and that activities can be added with program
officer approval. Two other important best
practices are that your project is fully evaluated
and that project outcomes are effectively
disseminated both to colleagues and external
audiences.

This web presentation covered only some of the
material available on the IMLS Web site. Be sure
and visit it for more detailed information and
answers.

IMLS is testing its use of web presentations such
as Grantee 101. Accessibility is a priority so the
agency is presenting the same material in
different formats. IMLS welcomes your feedback.
Please send comments to Mary Alice Ball at:
mball@imls.gov.





