
INSTRUCTIONS FOR COMPUTER ENTRY AND SUBMITTING REPORT
To simplify the process, this report form has been converted to a Microsoft Word document.  This will allow for better control of pages and a cleaner format. 

Things you need to know:
· The following information is required as a part of the Terms and Conditions of Agreement for the State Aid Subgrant Program.
· Report all financial, statistical, and narrative information for July, 1 2010 – 
June 30, 2011.

· Data entry is only allowed in certain cells and is colored in grey.  This protects the format and gives you clear direction on what information is required where.

· All cells are left justified and automatically wrap the text to the next line.
· Printing – the document has been formatted for the best possible print options.  Changing the settings can affect how the pages print.
· Navigation – use the TAB key to move sequentially between open cells; use SHIFT and TAB keys to move backward through the open cells.  Use the mouse (point and click) to move to a particular open cell.  Use the vertical scroll bar on the right side of the page to move up or down without filling in cells.
Submitting Year-End Report
· Complete the following Year-End Report electronically.
· Print out two (2) copies of the completed report and secure the appropriate signatures in blue ink on both copies.
· Send one (1) copy of the report, with original signatures, to MLC and retain the other copy for your grant file.
Year-End Reports should be mailed to

Year-End Reports can be Emailed to






Mississippi Library Commission

grantsprog@mlc.lib.ms.us
Attn: PIGP Year-End Report                 OR
● must be the copy with signatures in blue
3881 Eastwood Drive                                        ● scan and attach to the email
Jackson, Mississippi  39211                            ● Subject: PIGP Year-End Report
Faxed copies will not be accepted
The Year-End Report is due to the Mississippi Library Commission by July 31, 2011.  
Mississippi Library Commission
Personnel Incentive Grant Program

Year-End Report

FY 2011
(Report Period July 2010 – June 2011)
Library System Name:
     

      Subgrant #:
     
Library System Employment Information
Total number of full time staff employed in the library system on July 1, 2010:
     
Total number of part time staff employed in the library system on July 1, 2010:
     
Total number of full time staff employed in the library system on June 30, 2011:
     
Total number of part time staff employed in the library system on June 30, 2011:
     
Subgrant Awarded Funds Information
Funds awarded:       

    


     
Any change (+/-) in funds awarded



Funds received:





     
Total actual expenditures for eligible expenses*:
     
Grant funds received are what percent (%) of total actual expenditures 
for eligible expenses (funds received ÷ actual expenditures):
     
 

Personnel Grant funds are restricted and may only be used to pay personnel costs     for public library system employees (Terms and Conditions of Agreement 1.11.1).  
Were grant funds received used for this purpose only?
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If no, give reason(s) why.

     
* Eligible expenses = base salary, social security, retirement, worker’s compensation, and 
   unemployment insurance.    

Narrative Information
Give examples of how these subgrant funds affect the library’s ability to successfully employ and/or retain qualified personnel.  (“Qualified” is defined by local need.)
     
Did a change of subgrant funds, over this grant period, affect the library systems’ ability to employ and/or retain qualified personnel?
Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 
      No Change  FORMCHECKBOX 
    
If yes, give examples of how the library system was affected.
     
Would it be possible to employ and/or hire the same level of qualified personnel using only local funds?
Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Comments or anecdotal information from patrons about the quality of library staff, including administrative staff.  
     
Additional information or comments about the Personnel Incentive Grant Program that you would like to share with funding authorities.

      
Certification and Signatures
By signing below I certify the above information is true and correct and funds received in connection with the Personnel Incentive Grant Program have been used as required in the terms and conditions of the agreement for eligible expenses.
________________________________

Library System Director

     
Print Name

     
Email Address

     
Date
________________________________

________________________________

Library System Board of Trustees, Chair

     
Print Name

     
Email Address

     
Date
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