Questions and Answers from the ILL Lending Reimbursement Program Overview Webinar February 27, 2015
Presented by Sara Hayes – shayes@tsl.texas.gov , 512-463-5406

A recording of the webinar (as well as printable slides) is available at:
	https://www.tsl.texas.gov/ld/workshops/webinars/archivedannexfy2015.html

Program forms and additional information is available on our website at:
	https://www.tsl.texas.gov/ld/ill2015

Navigator Libraries and Participation

Where can I find a list of Texas Navigator libraries?
https://www.tsl.texas.gov/texshare/newsletter/resourcesharingprojects/?page_id=1802

Libraries still have to participate in Navigator whether they submit for reimbursement or not, correct?
For accreditation purposes, libraries do need to implement Navigator.  Libraries are not required to participate in the ILL Lending Reimbursement Program, but participating in statewide resource sharing on the Navigator platform is an accreditation standard.  

Is the program for institutions that exclusively use navigator, or for institutions that use other systems but supply to navigator libraries?
The reimbursements are for lends made to Texas Navigator libraries by libraries live on Navigator.  For large academic libraries, reimbursements are for lends made to Texas Navigator Libraries even though they don’t use Navigator.

If claiming expenses is optional, does that mean if we lend 100 ILLs, we'd still receive a reimbursement according to formula?
While participation in the ILL Lending Reimbursement Program is optional, if you choose to participate, you will need to submit documentation of your expenses in order to be reimbursed.

Reimbursement Payments

Will this reimbursement be close to the same dollar amount as we received before (based on number of lends)? 
We will have a better idea of amount once the deadline for libraries to submit participation agreements comes (March 31, 2015), and third quarter Navigator lending statistics are available in early June.
When will reimbursement payments be made?
The dispersal time may vary, but payments will most likely be made early to mid-December.

TExpress Courier

Can you restate the costs to libraries for TExpress?
FY2015 prices are:
5 day: $4,176
3 day: $2,710
2 day: $2,175

Are TExpress courier prices available for FY2016?
	Amigos does not have these figures available yet, we usually expect this information in June.
	

Is it possible to get the percentage amount ($ amount) of the libraries for 5 day delivery for TExpress?
Libraries can claim the full cost of the annual TExpress courier subscription for ILL reimbursement purposes.  FY2015 prices are:
5 day: $4,176
3 day: $2,710
2 day: $2,175

Postage Meters

Our city or county handles our postage on a common postage meter, how can we document our costs?
Many postage meters allow “departmental settings” to allow tracking of specific mailings.  If your library’s meter (or city’s or county’s) allows such settings, a departmental setting could be established for ILL Lending making tracking of these costs manageable.  Please contact your city or county about setting up a sub-account for library lending postage.

We have one postage meter for the Library and use it for ILL as well other mailings. Can we use the invoice for the postage meter postage even though not all postage is ILL?
Postage documentation will have to have lending costs broken out or noted on the invoice.  You may wish to create a sub-account on your meter (if it allows) for ILL lending postage.

We use Stamps.com.  Is a print of the items sent per month with location for ILL adequate?  Also, do we request only for postage for items we're loaning, or the return for borrowed items as well?
Stamps.com documentation will work.  For this program, you will only claim costs for lending items, not returning borrowed items.

How do you recommend handling reimbursement documentation if your postage meter only keeps a running total and it can't be broken out by time span?
Determining if the total can be broken out by transaction may be an option.  Or creating a sub-account on the meter for ILL lending costs may be an option.

Borrowing Costs

Are there any future plans in reimbursing postage and supplies for the borrowing libraries as there is quite a cost involved on that end as well.
	See below.

Does this program provide reimbursement shipping costs for sending material back to the lending library?
While this program does not provide reimbursements for returning borrowed items, please see section 8.2.1 in the ILL Protocol about charging patrons for requesting items in order to help cover return postage costs: https://www.tsl.texas.gov/texshare/illprot.html	

Claiming Staff Time Costs

Is the TSLAC/LSTA grant timecard available for use at local library?
Libraries may use the LSTA grant timecard to track time spent by staff on ILL if they plan on claiming staff time for reimbursement.  This is only for staff that have multiple tasks at the library and spend a portion of time on ILL. This will be for internal use only for the library to submit to TSLAC in September as documentation of time spent on ILL, not for your local payroll purposes.

So you want a copy of time sheet for each pay period?
If you are claiming staff time for staff who work a portion of their time on ILL, you will use the LSTA timesheet to show ILL time broken out in conjunction with payroll documentation.

What about documentation for first six months of this fiscal year with regard to employee time?
For staff who spend a portion of their time on ILL tasks, the breakdown of time spent on ILL needs to be in real time, that is, on current timesheets (like the LSTA template) as it happens.  Documenting that time starting now will be acceptable to claim for reimbursement.  

Is there a cap on staff time reimbursement?
While there is not a cap on the staff time you claim, you will be reimbursed based on the amount you are eligible to receive based on number of lends you make and funding for the program.

Our pay periods are 2 weeks (26 in a year)  Will this be a problem?
It is not a problem for us if you claim staff time as an expense with documentation for each pay period.

Can this part-time staff time sheet be used in conjunction with our cities timesheet - i.e. I turn your form into you and turn the regular city sheet into the city?
If your library does not currently break out time spent on tasks on timesheets, you may wish to use the LSTA time sheet template we provide in order to show staff time spent on ILL tasks.  You will submit the LSTA timesheet along with payroll documentation to the State Library in order to be eligible for a reimbursement for that staff time.  Continue submitting your usual paperwork to the city, they do not need copies of the LSTA timesheet used for this program.  

Forms

Can the City Secretary sign the form?
No, the City Secretary cannot sign the participation form.  For cities, we expect to see a signature from the City Manager or Mayor.  For counties, we expect to see a signature from the County Judge.  For non-profits we expect to see a signature from a Board President.  There are exceptions, please contact me with questions.

If our SAM expires in June will that be ok?
SAM registrations need to be current at the time of payment.  You can look up SAM information by your legal entity’s DUNS number at www.sam.gov.  The individual listed as point of contact on the SAM registration should receive notice when it is time to renew the registration, which needs to be done annually.

Documentation

Last year, we did not need to submit any documention, only the relevant forms, because TSLAC said that they could retrieve the necessary statistics directly from the system.  It looks like additional documentation being required this year, correct?
We will use lending statistics provided to us by OCLC to determine the amount you are eligible to claim for reimbursement, but libraries will need to submit documentation of actual costs incurred if they wish to receive a reimbursement.  This is a new procedure for the program.

So we have to go back to Sept 1, 2014 to circle postage paid out?
If you wish to claim postage going back to September 1, 2014, yes.  

The City uses a log to track postage, is that acceptable?
The log along with proof of payment should be sufficient.  A total of ILL lending postage costs will need to be included.

If it looks like it will be too complicated to claim postage we don't need to claim it, correct? We don't have to try and claim EVERYTHING just those things that we feel are worth claiming?
Correct.  While you are welcome to claim all costs, you are not required to claim all costs.  Your reimbursement amount will consider whatever you choose to claim and the amount you are eligible to request for based on your lends and our funding.

For equipment costs are these only for equipment related to loans, or also for supplying articles (such as a scanner)?
Equipment necessary to provide loans to Texas Navigator libraries may be eligible for reimbursement.  Please contact me directly with any questions about equipment reimbursement at shayes@tsl.texas.gov or 512-463-5406.

Is NCIP maintenance fee eligible for reimbursement?
Yes, this cost is eligible for reimbursement; we will need to determine when your library pays this fee during the year.  Please contact me at shayes@tsl.texas.gov or 512-463-5406 for more information.





Please contact Sara Hayes with any additional questions at shayes@tsl.texas.gov or 512-463-5406


















