Instructions for the LSTA Expenditure Report/Claim for Reimbursement
Please list the following information on the top section of the claim for reimbursement:
Name of the institution requesting reimbursement, Fiscal Year, Address of institution, Project number as listed on the contract, and Fund number – will always be 62020

There are three columns for figures.  

Column A should always be the project budget as it is listed on the contract (Exhibit A) or approved budget revision (see information below).  

Column B will be for the cumulative expenses that have previously been submitted for reimbursement whether or not the grantee has received the reimbursement yet.  

Column C will be for the expenses that are currently being requested for reimbursement.  Please list the month(s) for which you are making a request for reimbursement.  

You must submit supporting documentation along with the claim for reimbursement.  Supporting documentation may include invoices and copies of checks, credit card statements, payroll documentation, or other proof of payment.  If you have any questions regarding what may be used as supporting documentation, please contact the State Library.

Please sign and date the form on the line marked Signature of Librarian or Reporting Officer and send the form and supporting documentation to the State Library.  

Budget Revisions:

We want your project to succeed and we know that achieving success may require modifications to your original plan. While we understand that changes to your plan or budget may become necessary, the State Library must approve any major activity or budget revisions and should be informed at the first sign of any potential problems. 

Always contact the State Library at the onset of a problem or change. Do not make decisions or obligations that differ from your approved project budget or plan without first seeking appropriate approval. When in doubt, contact the LSTA Grant Consultant. 

Written approval is required for major programmatic or budget changes. This means that changes in your programmatic plan from those stated in your original proposal must be submitted in writing to and approved by the State Library before they can be implemented. 

Any alterations to the project budget, large or small, must first be approved. This includes reallocations of funding from one budget category to another. Most budget changes will require a formal revision request. Contact the LSTA Grant Consultant for instructions on requesting a budget revision. If approved, the revised budget will replace the former.
