         2021-2022 FISCAL YEAR
            LSTA OVERVIEW – GRANTS ASSISTANT
                         Crossed out text are tasks cancelled due to Covid-19

	
	Related to
PREVIOUS YEAR
(2020-2021 grants)
	Related to
CURRENT YEAR 
(2021-2022 grants)
	Related to
NEXT YEAR 
(2022-2023 grants)
	
OTHER

	JULY
	· Process remaining grant reimbursements 
· Remind grantees to submit final reports
· Reconcile award payments and carryforward balance
· Begin entering SPR data if ready
	· Post updated reimbursement and budget revision documents
· Log and return signed grant agreements with Executed Agreement memo 
· Prepare Reimbursement Pay Sheets, Pay Memos, and individual project spreadsheets
· Prepare spreadsheet of FFATA information in consultation with Federal Programs Consultant
· Update website with SWLP projects
	· Post new Advisory Committee Roster on web page
· Update Advisory Committee historical list
· Prepare copies of Advisory Committee notebook
· Prepare nametags, packets for Advisory Committee meeting; arrange catering
· Process Advisory Committee reimbursements

	· NCLA agreements (odd years)


	AUG
	· Process remaining grant reimbursements
· Remind grantees to complete projects and submit final reports
· Continue entering SPR data/begin if ready
	· Monitor status of returned agreements
· Process reimbursement requests
· Monitor incoming Conference Scholarship applications, log
· Start processing Risk Assessments for new grants, with Federal Programs Consultant to complete final steps

	
	

	SEPT
	· Process remaining grant reimbursements 
· Continue entering SPR data

	· Monitor status of returned agreements
· Process reimbursement requests
· Monitor incoming Conference Scholarship applications, log
· Agreements for Conference Scholarships

	· Post new docs to web page:  Gen Info/Guidelines; EZ, LOI/Project, Special Proj, Multi-year, and SWLP guidelines and applications 
· Post Annual Program Plan announcement
	· Participate in Five-Year Plan Evaluation, as needed 
· Post link to public view of SPR if available

	OCT
	· Continue entering SPR data
· Process remaining grant reimbursements 
	· Process reimbursement requests
· Prepare RFA/travel request for Jan. monitoring visits
· Monitor incoming Conference Scholarship applications, log 
· Quarterly Project Status Reports due; send reminder & collect; notify LSTA Consultant of issues.

	· Manage registration and logistics for webinars/workshops as needed
· Prepare any webinar/workshop materials as needed
	· Participate in Five-Year Plan Evaluation, as needed


	NOV
	· Continue entering SPR data
	· Process reimbursement requests
· Monitor incoming Conference Scholarship applications, log

	· Log all LOIs, NC Cardinal apps as received
· Prepare spreadsheet of all LOIs, NC Cardinal apps received
	

	DEC
	· LSTA State Program Report (SPR) is due to IMLS on Dec 30
	· Assist with summary of financial information for interim FSR if needed
· Process reimbursement requests 
· Monitor incoming Conference Scholarship applications, log
· Agreements for Conference Scholarships
	· Prepare merge for LOI responses 
· Send LOI responses
	

	JAN
	
	· Process reimbursement requests
· Monitor grantees spending status, notify LSTA Consultant of awards w/no expenditures after Jan. 15 if needed after reviewing Project Status Reports
· Monitor incoming Conference Scholarship applications, log 
· Mid-Year and Q2 Project Status Reports due; send reminder & collect; notify LSTA Consultant of issues.
· Process reimbursements related to monitoring visits

	
	· Conduct Annual Equipment Tracking Survey


	FEB
	
	· Process reimbursement requests
· Monitor incoming Conference Scholarship applications, log

	· Log all grant applications as received; review for major data (signatures, agreement of top page with budget totals, match, IDC)
· Export Formsite data; Prepare spreadsheet of all applications received
	

	MAR
	
	· Process reimbursement requests
· Monitor incoming Conference Scholarship applications, log
· Conference Scholarship agreements
	· Prepare RFA for Advisory Committee meeting

	

	APRIL
	
	· Process reimbursement requests
· Monitor grantees spending status, notify LSTA Consultant of awards w/no expenditures after Apr. 15
· Review/update online Final Report Form
· Monitor incoming Conference Scholarship applications, log
· Q3 Project Status Reports due; send reminder & collect; notify LSTA Consultant of issues.
	· Shift files to make room for new year’s files in Program Assistant office as needed
· Prepare letters and certificates for outgoing Advisory Committee members
	

	MAY
	
	· Request verification of federal expenditure cut-off date – from Budget Office
· Post final report print view
· Send final report link to grantees with completed projects
· Monitor grantees spending status
· Process reimbursement requests
· Send email to notify grantees of mid-June federal expenditure cut-off with 3-day buffer 
· Monitor incoming Conference Scholarship applications, log

	· Prepare handouts, name tents, packets, letters/certificates for Advisory Committee meeting; arrange catering 
· Process Advisory Committee reimbursements
· Prepare merges to notify funded and not funded applicants in consultation with Federal Programs Consultant
· Prepare web page updates for grant awards
· Prepare grant agreement log/tracking log spreadsheet for new awards
	

	JUNE AND JULY
	
	· Process reimbursements by mid-June federal expenditure cut-off 
· Continue sending final report link to completed projects
· Monitor incoming Conference Scholarship applications, log
· Conference Scholarship Agreements July 1

	· Post web page update for grant awards
· Post library and DNCR media release
· Prepare merge/bulk file for grant agreements
· Send grant agreement package with supplemental documents
· Update Executed Agreement memo
· Post updated reimbursement and budget revision info to web page
· Update LSTA Cumulative Applications spreadsheet on K
· Set up paperless filing system for new grants
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