
Massachusetts Board of Library Commissioners

Instructions for LSTA Financial Reports

There are two financial reports to complete, the Expenditure Report and the LSTA Detail of Project Expenditures. The Expenditure Report shows the total expenditures of the project from all sources (LSTA funds and Cost Share). The LSTA Detail of Project Expenditures shows how each dollar of LSTA funds was spent and who was paid.
The Financial Reports are basic Excel files. You may add rows to either worksheet as needed. The two reports are the same for the Interim and Final Report. 
Financial Reports are due on April 15 for Interim Report and October 15 for Final Report. The report submitted for April 15 should cover October 1 – April 1. The report submitted for October 15 should cover the entire grant period, October 1 – September 30.
These reports should be emailed to Amy.Clayton@state.ma.us.
LSTA funds vs. Cost Share 
LSTA funds: LSTA funds are the grant award. Report any expenditures that you used grant funding for in the LSTA column.  
Cost Share: Cost Share refers to all local funds that are used to support this project. Cost Share could include staff time, donations from the Friends, etc. 
Examples of Cost Share include:

· Staff that are paid by the municipality, institution, or school and who worked so many hours per week on this project 
· Friends of the Library purchased food for a program for the grant

· Funds from the Library budget are used to print brochures and fliers for the project

Expenditure Report
This report lists the total amount spent in each category during the reporting time frame. 
Salaries, Wages, & Benefits
Report the salary and benefit amounts of anyone for time spent working on this project by source of funding, whether it was LSTA funds, or Cost Share. You only need to list the total amount. You do not need people listed on this report. 

Consultant/ Program Fees 
Report the total amounts for consultants, presenters, speakers, or performers in this section. For example, if the library had 4 speakers that cost $200 each, you would report $800 on the Expenditure Report. Include any associated fees such as consultant travel in this section.
Travel
Report travel expenses here. For example, travel costs may include attendance at relevant meetings. Any travel costs for consultants, presenters, speakers, or performers should be included in the consultant/ program fee category.
Supplies/Materials
Supplies include office supplies, craft supplies, and material processing supplies. Include furniture, equipment, promotional materials (posters, flyers, brochures, etc.), postage, and in-house printing in supplies. Materials include print resources (books, periodicals), DVDs, CDs, videogames, digital media, hardware, and software. 
Services
Report licensing of electronic content, such as databases, and other service expenses here.
Indirect Costs
The Federal Office of Management and Budget (OMB) requires that the MBLC offer a subgrantee the opportunity to include indirect costs as part of the grant award. Report the percentage taken and the amount.  

LSTA Detail of Project Expenditures
This report lists LSTA expenditures in each category during the reporting time frame. Use this form to show LSTA expenditures only. With the exception of indirect costs, you MUST include a check or warrant number for any funds spent. 
Salaries, Wages, & Benefits
List the name of any and all people that were paid with LSTA funds. It might be a staff person that received extra hours or someone that lead the project. If the person was paid over a course of time, we do need the details of each expense.
For example: a person receives 10 weeks of LSTA wages – we need the detail of each of those 10 weeks. Do the same for each person paid with LSTA funds and benefits if provided through LSTA. 
Consultant/ Program Fees
List all funds spent on consultants, presenters, speakers, and performers. If the same speaker did a series of programs, list the speaker and total amount paid with individual warrant or check numbers.  
Travel
List the name of anyone who was paid with LSTA funds for travel. Any travel costs for consultants, presenters, speakers, or performers should be included in the consultant/ program fee category.
Supplies/ Materials
List all invoices paid with LSTA funds. Even if you have 5 invoices from the same vendor, list them separately. Provide a description of the expense. 

Services
Service expenses include costs for contracts that you have for maintenance or service. Also include the licensing of electronic data. For example, if you purchased Lynda.com with grant funds, you would list that here.
Indirect Costs
Report the percentage taken and the amount.  
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