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INSTRUCTIONS FOR COMPLETING GENERAL ADULT EDUCATION
 (GAE) APPLICATION
To be considered for GAE Funding, your application must include the following:

· Completed application cover page;
· Completed “General Adult Education (GAE) Classes and Projected Cost” form;
· Completed Summary Budget form; and
· A brief budget narrative describing how you will use the GAE funds.


VIRGINIA DEPARTMENT OF EDUCATION

OFFICE OF ADULT EDUCATION AND LITERACY
P.O. BOX 2120
RICHMOND, VA  23218-2120
GENERAL ADULT EDUCATION
2006-2007







The following person is the contact for all communications regarding the General Adult Education program for the year 2006-2007:

	Name
	
	

	
	
	

	Title
	
	

	
	
	

	School Division/Regional
Program
	

	Mailing Address
	
	

	
	
	
	
	
	
	

	
	City
	
	State
	
	Zip Code
	
	

	
	

	Telephone No.
	
	
	
	Fax No.
	

	
	
	

	E-mail Address
	
	


I hereby apply for funds to provide instructional services to meet the needs of adults under the requirements of the General Adult Education program.
	The projected total cost of our program will be
	$ 
	
	

	
	
	
	
	

	State allocation requested is
	$
	
	

	
	
	
	

	Superintendent’s Signature
	
	
	Date



	STATE USE ONLY

	
	
	
	
	
	

	
	
	
	
	

	State Funds Approved
	
	Date
	
	Director

Office of Adult Education and Literacy 


GENERAL ADULT EDUCATION (GAE) CLASSES
 AND PROJECTED COST
JULY 1, 2006 – JUNE 30, 2007
Local or Regional Applicant        

	
	Total Number of Classes
	Cost Per Class
	Total Cost of Program



	GED Preparatory Program


	     
	     
	     

	Adult Secondary ESL Program


	     
	     
	     

	Adult High School Diploma Program
	     
	     
	     

	External Diploma Program
	     
	     
	     

	Total
	     
	
	     


 VIRGINIA DEPARTMENT OF EDUCATION
OFFICE OF ADULT EDUCATION AND LITERACY
GENERAL ADULT EDUCATION (GAE) PROGRAM

2006-2007
SUMMARY BUDGET
School Division/Regional Program
     

 FORMTEXT 
          

	July 1, 2006 – June 30, 2007

Category Totals


	Expenditure

Categories
	Funds Requested

July 1, 2006 – June 30, 2007

	1. Personal Services

      1000
	     

	2. Employee Benefits

2000
	     

	3. Purchased Services

3000
	     

	4. Internal Services

4000
	     

	5. Other Charges

5000
	     

	6. Materials and Supplies

6000
	     

	7. Equipment

8000
	     

	Total
	     


EXPENDITURE CATEGORIES

1000

Personal Services

(Salaries & Wages)  All compensation for the direct labor of persons in employment of the local agency.  Salaries and wages paid to employees full- and part-time work, including overtime, shift differential, and similar compensation.  Also includes payment to time not worked, including sick leave, vacation, holidays, and other paid absences (jury duty, military pay, etc.), which are earned during the reporting period.

2000

Employee Benefits

Job-related benefits provided employees as part of their total compensation.  Fringe benefits include the employer’s portion of FICA, pensions, insurance (life, death, disability income, etc.) and employee allowances.

3000

Purchased Services

Services acquired from outside sources (i.e., private vendors, tuition, client/participant travel, day care, public authorities or other governmental entries).

4000

Internal Services

Charges from an Internal Service Fund to other activities or elements of the local government (i.e., 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

Includes articles and commodities, which are consumed or materially altered when used and minor equipment (less than $1,000), which is not capitalized.

8000

Equipment

Includes computers, furniture and fixtures, and equipment in excess of $1,000.

	
VIRGINIA DEPARTMENT OF EDUCATION
Office of Adult Education and Literacy
P.O. Box 2120
Richmond, VA  23218-2120
Request For Reimbursement
for General Adult Education – State Funds


	    Reimbursement #
	
	
	                         
	Final Reimbursement
	

	
	                     (Please check)
	

	    Grant Award #
	
	
	
	
	

	
	
	

	    School Division/Regional Program
	
	

	     

	    hereby claims reimbursement for disbursements made during the period
	     
	,
	     
	

	    to
	     
	,
	
	

	
	This is to certify that the General Adult Education expenditures listed in this reimbursement have been paid in accordance with state approved policies and regulations of the Department of Education.  It is further certified that documentation is retained and available in the local agency to support this claim and is subject to state audits.  I further certify that no estimated or advanced payments are included in this request.


	

	
	2006-2007 Allocation
	
	$
	     
	
	

	
	Amount Claimed to Date
	
	$
	     
	
	

	
	Amount Claimed in this Request
	
	
	
	$
	     
	

	
	Balance of Allocation
	
	$
	     
	
	

	

	    Reimbursement Prepared by
	     
	

	
	(Name)

	    Preparer’s Telephone #
	     
	Preparer’s FAX #
	     
	

	

	
	     
	
	
	

	Date
	
	Adult Education Administrator/Supervisor’s Signature

	
	
	

	
	     
	
	
	

	Date
	
	Superintendent’s or Other Authorized Signature


STATE USE ONLY
	Payee Code
	Project Code 
	
	Amounts Approved for Payment:

	
	42805

	GED Preparation Program

	

	
	42805
	Adult Secondary ESL Program
	

	
	42805 
	Adult High School Diploma Program
	

	
	42805
	External Diploma Program
	


	
	 
	TOTAL
	



                                                            Authorized Signature 





Date
Revised 05/19/06









Mail form to the above address
Office of


Adult Education


& Literacy





General Adult Education (GAE)


Application


2006-2007
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Virginia Department of Education


Richmond, VA





QK.015-A





Original to State








Attachment A to Supts. Memo No. 120





Send Original and one copy to Grants Manager.
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