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GRANT REQUIREMENTS

General Information 

Purpose

The purpose of the General Adult Education (GAE) grant is to fund adult education and literacy instruction as defined in Sections 22.1-223 through 22.1-226 of the Code of Virginia.

Administration

The Virginia Department of Education (VDOE), Office of Adult Education and Literacy (OAEL), administers the GAE grants.  OAEL provides leadership and oversight to GAE programs and services in Virginia.  

Eligible Applicants

Eligible applicants are school divisions or other entities serving as fiscal agents for local or regional adult education programs.

Grant Period

The grant period for this grant is eleven months, commencing July 1, 2010, and ending May 31, 2011.  Final reimbursement requests must be submitted no later than June 1, 2011. 

Operational Guidance Manual
Eligible applicants should refer to the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, effective March 1, 2009, for further descriptions of all applicable procedures required by the grant.  When applicable, the appropriate section of the manual is identified in this application packet.  The manual is located on the OAEL Web site at http://www.doe.virginia.gov/instruction/adulted/literacy/index.shtml.
Deadline for Receipt of Application

The application materials (one original set only) may be mailed or hand delivered to the appropriate address below.  Applications must be received no later than 2 p.m., May 10, 2010.  Faxed or e-mailed copies will not be accepted, including all document revisions.  Applications not meeting the delivery deadline may be removed from consideration.  The use of a commercial delivery service is recommended.

Physical Address

        Mailing Address
Gloria Murphy

        Cynthia Finley, Grants Manager
Office of Adult Education and Literacy
        Office of Adult Education and Literacy

Virginia Department of Education

        Virginia Department of Education

21st Floor, James Monroe Building


P.O. Box 2120

101 North 14th Street


Richmond, VA 23218-2120

Richmond, VA 23219






Application Components
Pursuant to Sections V.A.1 and V.A.2 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, eligible applicants must submit within the established deadline a complete application in order to be considered for funding.  The complete application instructions are included in this document.  Each component of the application listed below is described in detail in this application packet on the pages indicated.  A checklist to ensure a complete application is included in the appendix and must be submitted along with the components described below.

· Program contact information (page 4)

· Program plan narrative (page 12) 

· Budget summary (page 8)

· Budget worksheet(s) (page 8)

Regional programs must provide separate budget worksheets for each locality in the program; the budget summary will tally totals for all of the worksheets.  One program plan narrative may address the program plan for all localities in the region.

Inquiries

For questions regarding programmatic processes, please contact Dr. Mike Nusbaum, specialist, via e-mail at Michael.Nusbaum@doe.virginia.gov or by telephone at (804) 786-7644.  Financial management questions may be directed to Cynthia Finley, grants manager, via e-mail at Cynthia.Finley@doe.virginia.gov or by telephone at (804) 225-2850.  

Communications
Pursuant to Sections VI.A.18-20 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, the program manager or designee is required to provide appropriate contact information as identified on the contact information sheet in the budget workbook and must attend all OAEL meetings (whether held in face-to-face or electronic forums), including program manager meetings and conference calls.

By signing as program contact, the individual identified assumes responsibility for all program matters, including financial management.
Regional Programs

Localities that have entered into an MOU for the establishment of a regional adult education program must apply for FY 2010-2011 GAE funding through the regional program’s fiscal agent as identified in the MOU.  Individual localities identified in the MOU may not apply independent of the regional fiscal agent. Any application submitted independent of the regional fiscal agent will not be reviewed or considered for funding.

Program Priorities

OAEL continues to work diligently on the Race to GED® initiative as a partner in the development of a stronger work force in Virginia.  Priorities remain focused on increasing the number of adults completing a secondary school credential, entering postsecondary education and training, and entering/retaining employment.  Additionally, OAEL strongly encourages activities that will contribute to the following priorities.

· Establishment or improvement of relationships with local work force investment boards (WIBs) and work force centers    

· Establishment or improvement of partnerships that create greater opportunities for students to transition to postsecondary education programs  

· Innovations in bridging the gap between English for speakers of other languages (ESOL) and ABE programs 

· Development and administration of distance education programs 

Activities

Approved Activities

Classes eligible for reimbursement include adult high school classes for credit leading to a diploma, regular GED preparation classes, ABE classes, and adult classes providing ESOL instruction.  The External Diploma Program (EDP) may also be funded with GAE monies.

Unapproved Activities
Pursuant to Sections VI.A.6 and VI.A.11 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, grantees may not use funds to participate in, support, or encourage unapproved activities.  Unless otherwise noted in the manual, unapproved activities include the following.

· Providing continuing education, enrichment, or other vocational or technical classes

· Providing religious instruction, conducting worship services, or engaging in any form of proselytization 

· Assisting, promoting, or deterring union organizing

· Financing directly or indirectly, any activity designed to influence the outcome of an election to any public office

· Impairing existing contracts for services or collective bargaining agreements

· Paying directly for learner transportation and child care

GAE funding may not under any circumstances be expended in support of GED-testing-related activities including, but not limited to, testing or re-testing, graduations, or scholarships.  Additionally, programs should pay attention to the special provisions for food, recognition ceremonies, and English-only instruction included in the manual.
Staff Development

Eligible applicants may choose to budget a portion of GAE funds to provide for staff development that contributes to improved instruction in GAE programs.  Staff development dollars must be identified as a line item in the budget worksheet.

Accountability and Reporting

Web-based Data System

Pursuant to Section VI.A.8 and VI.A.10 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, grantees must use the VDOE’s Web-based data system to report adult learners enrolled in GED preparation classes, ABE classes, or ESOL classes.  Required NRS data must be entered no later than the 20th day of each month beginning July 1, 2010.  All fiscal year NRS data for 2010-2011 must be completed by August 1, 2011.  Required monthly data include, but are not limited to, the following.

· Staff information

· Class information

· Student demographic information

· Student assessment information

· Student goal information

· Student attendance

External Database – Importing Data
For 2010-2011, eligible applicants must be approved by OAEL annually to import data into the NRS Web-based data system from an external database.  Approved eligible applicants that anticipate using an external database to import collected data into the Web-based data system must demonstrate three, clean, monthly data imports by December 1.  Clean data are defined as no students being found on the diagnostic reports for students with invalid exit dates or invalid entry levels, as well as no missing demographic data identified on the error report.  Therefore, programs must continue to use the Web-based system’s NRS reports to monitor program performance monthly to ensure clean data and identify corrective action required before the next data import.  If a program does not produce three successive data imports, the program must complete direct entry for the remainder of the fiscal year

Universal Student Profile Document (USPD)
Pursuant to Section VI.G.6 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, all grantees must use the USPD, pages one and two, to collect and report required student demographic and goal information annually.  The form may not be changed or otherwise altered.  If a grantee chooses to collect additional information, other than what is required on the USPD, a separate page or form must be developed locally.

Student Data Survey

Pursuant to Section VI.G.5 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, GAE grant recipients will report adult learners enrolled in diploma programs, including the EDP, on the Virginia GAE Diploma Programs Report, which will be provided by OAEL.  This report includes demographic and performance data.  Learners in these programs will not be reported into the NRS Web-based data system.  The report will be available on the OAEL Web site on the Forms page at http://www.doe.virginia.gov/instruction/adulted/literacy/index.shtml.
Technology [IES]

Pursuant to Section VI.B.10 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, grant recipients must provide access to current and comprehensive computers and technology for program implementation and administration.  Eligible applicants must have computers that meet the following minimum hardware and software requirements in order to navigate the variety of adult education Web sites and financial and data management information systems. 

        Windows 2000 or XP* 

        Microsoft Office 2000 or later

        Internet browser such as Microsoft Internet Explorer, Netscape, or Firefox

        Adobe Acrobat Reader 7.0 or higher

        Broadband, DSL, or T1 connection

* Although you may experience adequate performance with Microsoft Vista, neither Vista nor Mac OS was used in the development and testing of the state accountability systems and, therefore, is not supported.

Assessment and Goal Setting 

Pursuant to Section VI.A.9 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, grant recipients must conduct activities in accordance with the policies outlined in the Assessment Policy for Virginia Adult Education and Literacy Programs and the Goal-Setting Policy for Virginia Adult Education and Literacy Programs, effective September 1, 2007, and all subsequent updates or addenda to these policies.  Both policies are located on the OAEL Web site at http://www.doe.virginia.gov/instruction/adulted/literacy/index.shtml.
Retention of records
Pursuant to Section VI.A.17 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, grant recipients must maintain all records, including student and financial records, related to the grant for a period of five years after the ending date of the grant.  These records must be accessible and available for monitoring and audit purposes.  

Budgets and Financial Reporting 

Budgets

Eligible applicants are responsible for developing budgets that accurately reflect the planned activities for the grant period.  Only expenditures that support approved GAE activities may be budgeted.  The budget workbook can be found on the OAEL Web site at 
http://www.doe.virginia.gov/instruction/adulted/literacy/index.shtml.

Budget Summary

The eligible applicant must submit a budget summary that identifies the total expenditures.  The budget summary sheet is part of the budget workbook, and it will automatically tally totals from the budget worksheets. 

Budget Worksheets

The eligible applicant must submit detailed budget worksheets.  Within each object code, the eligible applicant must identify the expenditures by line item.  For example, if an eligible applicant plans to purchase GAE related textbooks, the line item must identify GAE related textbooks and the total dollar amount planned.

Regional Programs

An eligible applicant from a regional program must submit a single budget summary for the entire region, but budget worksheets for each locality/program participating in the region must be completed. The eligible applicant may not combine funds from one locality/program with those of another for developing budgets. 


Object Codes and Descriptions

The following identify the categories with brief descriptions of the expenditure types within the category.  The examples are not meant to be exhaustive.

· 1000-Personal Services:  All compensation provided for the direct labor of persons in employment of the eligible provider; salaries and wages paid to employees (full- and part-time, including overtime), shift differential, and similar compensation

· 2000-Employee Benefits: Job-related benefits provided employees as part of their total compensation; benefits including the employer’s portion of FICA, pensions, insurance (life, death, disability income, etc.), and employee allowances (Unemployment benefits may not be paid from these funds.)

· 3000-Purchased Services: Services acquired from outside sources (e.g., private vendors, tuition, public authorities, or other governmental entities)

· 4000-Internal Services: Charges from an internal service fund to other activities or elements of the local government (e.g., data processing, automotive/motor pool, central purchasing, or print shop)

· 5000-Other Charges: Utilities, communications, insurance, leases/rentals, staff/consultant travel, indirect cost, or miscellaneous (Mileage, lodging, and meals will be limited to no more than the current state-approved rate.)

· 6000-Materials and Supplies: Articles and commodities that are consumed or materially altered when used and minor equipment (less than $5,000 per unit) that is not capitalized

· 8000-Equipment: Computers and equipment valued at $5,000 or more per unit
Expenditures

All expenditures must fall under the object codes identified in the budget.  Expenses must pertain to a specific object code in order to be considered for reimbursement. Pursuant to Section V.E.1 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, all expenditures must be allowable.  Any program expenditure deemed not allowable may not be claimed for reimbursement and will be at the expense of the grantee.  The grantee should contact OAEL about any questionable expenditure.

It is the responsibility of the recipient to maintain adequate liability coverage for the recipient, the employees, and the participants for both on-site and off-site activities. 

Applicable Guidelines

Applicable federal and state administrative requirements, cost principles, and audit requirements are incorporated into each grant award by reference.  For educational institutions, the following apply.

· Uniform Administrative Requirements for Grants and Agreements to State and Local Governments, 45 FR, Part 2541(59 Fed. Reg. 155 published August 12, 1994)

· OMB Circular A-87, Cost Principles for State and Local Governments

· OMB Circular A-133, Audits of State and Local Governments and Non-Profit Organizations


Unallowable Expenditures

As described previously, funds may not be used to support any unapproved activities.  Additionally, stipends, allowances, post-service benefits, or other financial support may not be paid to any staff, except as reimbursement for transportation, meals, and other reasonable out-of-pocket expenses directly related to program participation.  

Program Income

Pursuant to Sections V.F.3 and V.F.4 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, program income must be used and reported by the grant recipient in a specific manner.  Program income represents the “gross income received by the grantee or sub-grantee directly generated by a grant supported activity or earned as a result of the grant agreement during the grant period.”  Program income is governed by the terms of the agreement between the state and local grant recipient or sub-recipient.  Grant recipients must report program income collected and expended annually based on the income generated during the grant period.  All income collected must be expended directly for the purposes of the GAE program.  This includes support of classes, coordination, supervision, and general administration of full- and part-time adult education programs, including responsibilities associated with the finances of these programs.  Expenditures must be tracked and reported within the same expenditure object codes identified previously.  Income may not be incorporated into general funds unless it is directly available to the grant recipient to support GAE services and is maintained as a separate line item.  The grant recipient should make every effort to expend program income within the fiscal year in which it is collected.  The form to report program income is located on the OAEL Web site at http://www.doe.virginia.gov/instruction/adulted/literacy/index.shtml.
One-Stop Activities and Services
Pursuant to Section VI.B.17 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, as a recipient of funds for GAE/ABE services, grant recipients are mandated partners within the Virginia Workforce Network of one stop work force centers.  As such, recipients are responsible for developing and implementing collaborative relationships with local one-stop work force centers.  All grantees that develop collaborative relationships that provide services to or within one-stop and work force centers must report, by object code and line item,  the amount of federal funding contributed for these services and activities.  The form to report one-stop funding is located on the OAEL Web site at http://www.doe.virginia.gov/instruction/adulted/literacy/index.shtml.
Requests for Reimbursement and Transfers
Pursuant to Section V.F.1 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, VDOE funds grant recipients on a cost-reimbursement basis only.  All reimbursements and budget amendments must be submitted appropriately according to the procedures outlined in the Financial Management chapter of the manual.
Certifications and Compliance

Pursuant to Section VI.A.7 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, eligible applicants must certify, through official signature of the superintendent, community college president, or designee, compliance with specific state and federal laws and/or regulations annually.  Signatures indicate that the applicant agrees, if selected as a grant recipient, to fully comply with each assurance.  It is the responsibility of the applicant and grantee to be knowledgeable about applicable laws and regulations.  The state and federal assurance form is located on the OAEL Web site at http://www.doe.virginia.gov/instruction/adulted/literacy/index.shtml.
Termination or Suspension
Pursuant to Sections V.I.1, V.J.1, V.K.1, and V.L.2 of the Operational Guidance Manual for Virginia Adult Education and Literacy Programs, all funding is subject to the availability and appropriation of funds for the purpose of GAE programs.  In emergency situations, VDOE may suspend a grant for not more than 30 calendar days.  Examples of such situations may include, but are not limited to:  serious risk to persons or property; violations of federal, state, or local criminal statutes; and material violations of the grant that are sufficiently serious that they outweigh the general policy in favor of advance notice and opportunity to show cause.  Pursuant to 45 CFR 2540.400, VDOE may terminate reimbursement payments under the grant, or revoke grant funds for failure to comply with applicable provisions of this grant.  VDOE shall provide the grantee reasonable notice and opportunity for a full and fair hearing within 60 days of receipt of such notice.

Monitoring and Evaluation

Program Performance Report Cards

To ensure that a program is making adequate progress towards fulfilling its grant responsibilities, OAEL will conduct program evaluations.  These evaluations will be performed every quarter using the data entered monthly by the program into the VDOE Web-based data system, the grantee’s quarterly reimbursement requests, and the Virginia Adult Learning Resource Center’s professional development registration database.  Each program will receive a report card that summarizes the results and provides a score for each of the following performance categories.

· Financial management

· Program performance (meeting federal and state performance targets)

· Program performance (complying with key administrative policies)

· Staff development and instructional capacity

The scores will be compared against a scale that will indicate whether the program is making adequate progress towards meeting its grant responsibilities.  If the results indicate insufficient progress, programs may be requested to participate in VDOE-sponsored technical assistance activities, which may include hosting an on-site visit or participating in a grants administration workshop.

Site Visits

Grantees are subject to on-site visits as part of the state’s effort to monitor program quality.  Targeted visits may occur based on the results of the quarterly program performance report cards.  A targeted visit may or may not be announced.

Annual Evaluation
Grantees will be evaluated annually based on the measures used for the quarterly program performance report cards and program targets.      
Proposal Development

Instructions

Eligible applicants must develop a proposal that includes a program plan narrative and appropriate budget documents.  The program plan narrative must address the types of classes to be funded with GAE monies, the number of adult learners to be served, and how this funding will increase services to adult learners in the region or locality.  The plan should also include a brief discussion of the budget that identifies and explains the proposed expenditures in the budget workbook.  The program plan narrative should be no longer than two, single-spaced, typed pages.
Regional programs must also submit a complete signed memorandum of agreement (MOA) or understanding (MOU) with signatures of superintendents and community college presidents (if applicable) for all localities participating in the region.

The budget workbook described below is not included in the page count for the program plan narrative.  

The proposal must also contain a budget workbook that outlines by object code the proposed expenditures. The budget workbook may be downloaded from the OAEL Web site at http://www.doe.virginia.gov/instruction/adulted/literacy/index.shtml.  
Submission Guidelines

· Submit application on 8-1/2 inch by 11-inch paper with a one-inch margin on all sides.

· A standard 12-point font, such as Times New Roman or Arial, should be used for the program plan narrative, budget workbook, and appendix documents.

· Boldface type, underlining, and italics may be used.  However, do not use color text.

· Place a page number at the bottom center of each page, starting with one, and number the pages consecutively throughout the document.

· Application materials should be organized and submitted in the following sequence.

· Application checklist:  In the appendix of this application packet
· Contact information sheet:  From the budget workbook

· Program plan narrative 
· Budget summary:  From the budget workbook   
· Budget worksheet(s):  From the budget workbook
· Appendix:  e.g., signed state assurances 
GED is a registered trademark of the American Council on Education and may not be used or reproduced without the express written permission of the American Council on Education.








APPENDIX

Application Checklist 

All items for the application must be submitted in the order listed below.

	Form/Document
	Requirements
	Total Pages
	Completed
	DOE

Use Only

	Application Checklist
	Completed checklist verifying pages included
	1
	 FORMCHECKBOX 

	

	Contact Information
	
	1
	 FORMCHECKBOX 

	

	
	Program Management Information 

(Contact Information, Printed Name, Signature, and Date)
	
	 FORMCHECKBOX 

	

	
	Fiscal Preparation Information 

(Contact Information, Printed Name, Signature, and Date)
	
	 FORMCHECKBOX 

	

	
	Data Entry Information

(Contact Information, Printed Name, Signature, and Date) 
	
	 FORMCHECKBOX 

	

	
	Regional Programs (if applicable)

(Identify each locality served)
	
	 FORMCHECKBOX 

	

	Program Plan Narrative
	Description of Planned Program
	2 (max.)
	 FORMCHECKBOX 

	

	Budget Summary
	
	1 
	 FORMCHECKBOX 

	

	
	Program Management Information

(Printed Name, Signature, and Date)
	
	 FORMCHECKBOX 

	

	
	Fiscal Preparation Information

(Printed Name, Signature, and Date)
	
	 FORMCHECKBOX 

	

	
	Superintendent, CC President, or Executive Director Information

(Printed Name, Signature, and Date)
	
	 FORMCHECKBOX 

	

	Budget Worksheets
	
	Varies
	
	

	
	Instruction
	1 if individual 

2+ if regional
	 FORMCHECKBOX 

	

	Assurances
	Signature of Division Superintendent, Community College President and Date
	1
	 FORMCHECKBOX 
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April 9, 2010















































4
- 14 -

_1043577656.bin

