[image: image1.jpg]State
w Library
of Ohio




Project #


Administering Library


Report Number

Reporting Period

Person Submitting the Report

Is progress being made toward achieving the objective(s) stated in the application? 

yes ____ no _____ 

If not, why not? 
· If a subgrantee checks no, then additional information must be provided as to why progress is not being achieved.  If a subgrantee checks yes, no additional information is required.  However, you may wish to provide additional information in order to give more information about the project.
Is the project on schedule? yes _____ no _____ 

If not, what changes have been made to the implementation schedule? 
· This may change.  For example a “no” in the first quarter may become a “yes” in the third quarter.  If a subgrantee checks no, then additional information is required explaining what changes have been made and why.
· For multi-library projects, there may be just one participant not on schedule and this should be discussed.
Have all activities in the timeline scheduled to be accomplished to this point been completed? 

yes _____ no _____ 
If not, what adjustments have been made to the timeline? 
· This may change.  For example a “no” in the first quarter may become a “yes” in the third quarter.  If a subgrantee checks no, then additional information is required what activities have not yet been accomplished and why.
· Delays may be both positive and negative.  For example, a delay may occur because a vendor has been late shipping equipment or the incorrect equipment was received.  Or, a library may deliberately choose to deal a  planned p.r. campaign in order to piggy-back with another library function.

Are communication lines being maintained between all parties associated with the project (vendors, collaborative partners, etc.)? 

yes _____ no _____ 

If not, what difficulties are being encountered? 
· This is a very key element when dealing with multi-library projects and with partners.  It is essential that all participants maintain communication lines with their administration, community partners, etc.  This will help guarantee support and funding once the LSTA funding is no longer available.

· It is also imperative in multi-library projects that the administering agency provide on-going communication and updates with the partners.

Are purchase orders being released in a manner which facilitates completion of the project? 

yes ____ no _____ 

If not, please explain why: 
· This question allows for a checks and balances mechanism between project coordinator and treasurer.
Have minor changes been made to the budget? yes _____ no _____ 

If so, what? 
· Budget adjustments are used to revise the number and/or model of items to be purchased.  These may be done without prior permission by the State Library but should be noted here.  For example, due to price decreases you were able to purchase an additional computer. 
· Revisions made within a category to either purchase an item not included in the original budget or to eliminate an item included in the budget require an email approval from the State Library.  Budget revisions should also be noted in this section of the narrative report. 
· This section should also be used to note if a formal budget transfer was submitted to the State Library during the quarter.  No details are necessary, just that a transfer was sent in during the quarter.
Has data to be used in the evaluation of the project begun to be collected? 

yes _____ no _____ 

If not, what delays are being encountered? 
· Depending upon the evaluation section of the proposal, this may not be relevant in the first quarter report.  Many proposals, however, will be able to discuss pre-implementation data or pre-tests in the first quarter.  By the third quarter, most subgrantees are able to provide some preliminary evaluation information.
· If a subgrantee checks no and per the proposal evaluation was to begin during the quarter, additional information regarding the delay should be included.
Please provide any additional details or explanations you feel pertinent: 

· Additional details may relate directly to the project or may be indirectly related to the project.  For example, because of the project, perhaps the administration provided the library with additional resources, etc. 

· If there are any additional benefits that arise because of the project, these shluld be noted here.  For example, stronger partnerships with other agencies in the community.

· For multi-library projects, some grant recipients provide a short paragraph/status report for each participant.

Provide a brief (one or two paragraph) synthesis statement, evaluating the project to date, in your estimation. 
· Provide a short evaluation of the project to date, as you see it. For example, from the checklist everything may be progressing on schedule, but the project coordinator may know of something which could have a negative impact on the project.  If LSTA staff have forewarning we will be able to work with the subgrantee to make sure the project meets its goals.  Conversely, the checklist may indicate that the project is in jeopardy, but the project coordinator knows that once one small detail is corrected the project will be able to move forward as anticipated.  
Please include as attachments any products associated with the project, such as bookmarks or training manuals. Also attach any press releases, newspaper articles, etc. pertaining to the project. 

· Attach press releases, articles in newsletters, publicity created such as bookmarks, instructional materials, etc.  These may either be scanned and sent as attachments or mailed to the State Library.
