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Instructions for Completing the LBBNC Monthly Report Form

Due: the 10th day of each month

Please fill in all fields on report form.  If field does not apply to your activities for the month please enter N/A or none.

1.  Insert the full library name.

2.  Insert the full address, city, state, and zip code of the library.

3.  Name the person who is willing and/or able to work with Nebraska Library Commission Staff.

4.  Insert the email address of the contact person

5.  Insert the phone number of the contact person.

6.  Insert the month and year for which you are reporting.  All reports are due on the 10th day of the month and shall cover the previous month’s activity (e.g. February 2012 report is due on March 10, 2012).  

7.  There is limited space available on the form; please attach additional sheets if needed.  Stories may be personal accounts of customer accomplishments, or more broadly, library or community successes regarding the new computers received and/or broadband upgrades.  It may be helpful to place a comment box near the computers to encourage customers to submit their successes.  Customer stories may include: being offered a job that was applied for online, completing an online program, etc.

8.  There is limited space available on the form; attach additional sheets if needed.  Page 4 offers a chart for this purpose.  List all outreach activities, large or small, that are directly related to the Library Broadband Builds Nebraska Communities (LBBNC) program.  Include the number of those reached and date of event.  Outreach activities may include: newsletter articles about the new computers and/or broadband upgrades, open house events, meetings with local civic leaders, distribution of printed material, etc.

9.  This includes staff and group training and one-on-one sessions, online or on site.  However, do not count one-on-one sessions that were not scheduled ahead of time (e.g. a customer asks for impromptu assistance).  Non-staff training must be scheduled and advertised to the public (this may include formal media outreach or simply a sign-up sheet posted in the library indicating that training is available to the public).  For each event, list the name of the event, the name of the agency or organization conducting the event, the date of the event, the number of participants expected to attend, the length of the event in hours (round to the nearest full hour, partial hours (e.g. 1.5 or .25) will not be accepted), and the actual number of participants. When applicable, include the advertisement notice that states the date, time, and place of the event.  Include attendance documentation.  For one-on-one sessions, include a sign-up sheet or other similar appointment tracking documentation.  Attach additional sheets if needed.  Page 4 offers a chart for this purpose.
10.  List the number of computer users each week during the reporting month.  A week is defined as Monday through Sunday.  If you have a week in which the facility is closed more than 50% of 
the normal operating time (because of holidays, etc), enter the user number and make a note stating the hours that the library was open for that particular week.  Count each use of all public computers in your facility, new and old. 
Begin counting on the first day of the month and cease counting on the last day of the month.  Do not count the days in the week that fall before or after the reporting month. Please use the Monday-Sunday Calendar guide for assistance.
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	Wk 6
	31
	
	
	
	
	
	


11a.  Insert the typical number of hours per week that the library was open during the 5-day workweek (Monday- Friday) for the reporting month.

11b.  Insert the typical number of hours per weekend that the library was open during the 2-day weekend (Saturday-Sunday) for the reporting month.

12a.  If your facility has not yet received new computers and/or upgraded broadband, select “No” and move on to question 13.  If your facility has received new computers (and they are installed) and/or upgraded broadband, select “Yes” and move on to question 12b.  If your facility was open to the public more hours than what is typical because of computer training sessions or simply increased hours of operation, select “Yes” and list the number of additional hours per week for question 12c.  

13.  List the speed of the library broadband access during the reporting month.  If the speed is upgraded during the month, report the upgraded speed.  Broadband speeds should appear as a single number with a decimal point such as 7.0.  If you are not sure what your broadband speed is, please contact your internet provider or check your internet bill.  Speeds should remain constant unless an upgrade has occurred.
14.  Enter the current number of public access computers in your facility.  If your new computers have been received and installed, add the number of older computers to those that are new and report the total.  Do not count computers used solely for staff use.  
For questions or assistance on your monthly report, please contact: 
Barbara Caron
Grant Compliance Officer
402-471-4006 
Barbara.caron@nebraska.gov

Library Broadband Builds Nebraska Communities
Monthly Report Form – Due on the 10th Day of Each Month
***Please see UPDATED “Instructions for Completing the Monthly Report Form” before completing this form.

1.  Library Name:       
2.  Address:       




City:       
3.  Contact Person:        





4.  Email:       
5.  Phone:       
6.  Reporting Month:       



Reporting Year:  2013
7.  Please share success stories regarding computer usage at your library.  Attach additional sheets as needed.

      
8.  Please list all outreach activities directly related to LBBNC, completed during the reporting month.**  
	Outreach Activity (ex. Newspaper article about computer lab expansion, flyers, open house, advertisements or brochures about LBBNC)
	Date of Activity
	# of People Expected to Reach
	# of People Reached

	     
	     
	     
	     

	     
	     
	     
	     

	**Use chart on page 4 if additional space is needed
	
	
	


.
9. Please list all training activities carried out during the reporting month and include documentation.* 
	Training Activity
	Trainer Agency/ Organization
	Date of Event
	# of People Expected
	Length of Program 
(in hours)
	# of Participants

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	*Use chart on page 4 if additional space is needed.
	
	
	
	


10. Please list the number of computer users per week during the reporting month.  
# Users Week 1:       
# Users Week 2:       


# Users Week 3:       


# Users Week 4:       


# Users Week 5:       

# Users Week 6:       


11. Typical number of hours the library was open: 
11a.  Typical workweek, Monday-Friday, during reporting month:       

11b. Typical weekend, Saturday-Sunday, during reporting month:       

12a. 
Have your new computers been installed and your broadband upgrade completed through 

the Library Broadband Builds Nebraska Communities Program?    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No







12b. If yes, was the library open to the public any additional hours as a result of the new 

computers/broadband upgrade?    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No  
 
12c. If yes, how many additional hours was the library open per week?       
13. Speed of broadband access to facility (Mbps) during the reporting month:        Mbps
14. Number of computers (new and existing) available for public use during the reporting month:       

8.  Additional Outreach Activities Chart:

	Outreach Activity (ex. Newspaper article about computer lab expansion, flyers, advertisements or brochures about LBBNC)


	Date of Activity
	# of People Expected to Reach
	# of People Reached

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


9. Additional Training Activities Chart:
	Training Activity
	Trainer Agency/Organization
	Date of Event
	# of People Expected
	Length of Program 

(in hours)
	# of Participants

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     

	     
	
	     
	     
	     
	     


For example:





Week 1 = January 1-2, count Saturday and Sunday usage only





Week 6 = January 31, count Monday usage only








Please email this form by the 10th day of each month to barbara.caron@nebraska.gov 

For questions or assistance, please contact Barbara Caron, Grant Compliance Officer, at 402-471-4006 or barbara.caron@nebraska.gov  
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