Attachment B to Superintendent’s Memo. No. _75_
[image: image1.png]


[image: image3.png]



GENERAL ADULT EDUCATION 

GRANT APPLICATION PACKET

2007-2008
Virginia Department of Education

Office of Adult Education and Literacy

P.O. Box 2120

Richmond, VA 23218-2120

TABLE OF CONTENTS

	Grant Requirements
	3

	General Information
	4

	Purpose
	4

	Administration
	4

	Grant Period
	4

	Deadline for Receipt of Application
	4

	Application Components
	4

	Inquiries
	5

	Communication
	5

	Eligible Applicants
	5

	Activities
	5

	Approved Activities
	5

	Unapproved Activities
	5

	Program Plan 
	6

	Staff Development
	6

	Accountability and Reporting
	6

	Technology
	7

	Assessments
	7

	Record Retention
	7

	Budgets and Financial Reporting
	7

	Budgets
	7

	Program Income
	9

	Requisitions for Reimbursement
	9

	Appendix
	10

	Application Checklist
	11


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 – 22.1-226 of the Code of Virginia.
Administration
The Office of Adult Education and Literacy (OAEL), Virginia Department of Education (VDOE), Division of Instruction, administers GAE grants.  OAEL provides leadership and oversight to GAE programs and services in Virginia.  
Grant Period

The grant period is July 1, 2007, through May 31, 2008, pending available state funds.  Reimbursement for actual expenses must be requested no later than June 1, 2008. 
Deadline for Receipt of Application

The application package (one original and one copy) may be mailed or hand-delivered to the appropriate address below.  Applications must be postmarked by midnight or hand-delivered no later than 4:30 p.m., May 25, 2007.  Faxed or e-mailed copies will not be accepted, including all document revisions.  Applications not meeting postal or delivery deadlines may be removed from consideration.  Receipts for postal and delivery services are recommended.

Physical Address


Mailing Address
Gloria Murphy, Administrative Assistant
 
Elizabeth Hawa, Director
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
Eligible applicants will submit a complete application to be considered for funding. Each component of the application listed below is described in detail in this application packet on the pages indicated:
· program contact information (included in the budget workbook);

· program plan narrative explaining how funds will be used by the applicant; not to exceed two, single-spaced, typed pages (page 6);
· budget summary identifying total expenditures (page 7); and
· budget worksheet(s) detailing expenditures by line item (page 8).
Regional programs will need to provide separate, budget-related documents for each locality in the program. However, 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, OAEL, by 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, by e-mail at Cynthia.Finley@doe.virginia.gov or by telephone at 804-225-2850.  

Communication
All correspondence with the applicant related to application development, financial questions, and other concerns will be directed to the program contact as identified in the application.  By signing as program contact, the individual identified in the application is responsible for all program matters, including financial management.

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

Approved Activities

Classes eligible for reimbursement include adult high school classes for credit leading to a diploma, regular General Educational Development (GED) Test preparation classes, adult basic education (ABE) classes, and adult classes providing English for speakers of other languages (ESOL).  The External Diploma Program (EDP) may also be funded with GAE monies.
Unapproved Activities
State GAE funds may not be used for the following:
· support of GED-testing activities;

· support of classes in languages other than English or bilingual settings (e.g., Spanish and English); and
· support of non-credit career and technical education programs.
Program Plan

Eligible applicants will submit a description of the planned GAE program to be provided in 2007-2008. The description should 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. Current grantees should indicate any planned changes from previous programs.  The program plan should be no longer than two single-spaced, typed pages.
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

Recipients must use the VDOE’s Web-based data system to report adult learners enrolled in GED preparation classes, ABE classes, or ESOL classes.  Required National Reporting System (NRS) data must be entered no later than the 20th day of each month beginning July 1, 2007.  All fiscal year NRS data must be completed by August 1 annually.  Required monthly data include, but are not limited to:

· staff information;

· class information;

· student demographic information; 

· student assessment information; 

· student goal information; and

· student attendance.

Eligible applicants must demonstrate an ability to perform within the NRS accountability standards.  Recipients are expected to meet the state-established performance targets for accountability.  A review of performance will occur quarterly from the inception of the grant.  Each recipient shall demonstrate annually by January 20 progress towards meeting state targets on NRS Table 4.  Additional reports may be required throughout the grant cycle based on funding and program priorities.  

Unlike previous years, GAE grant recipients will report adult learners enrolled in diploma programs, including the EDP, on a separate report form provided by OAEL. This report will include demographic and performance data.  Learners in these programs will not be reported into the NRS Web-based data system. 
Technology

Eligible applicants must provide access to current and comprehensive computers and technology for program implementation and administration.  Staff, including teachers, should play an active part in modeling, demonstrating, and applying technology for instructional and administrative purposes.  For program administration, including data entry, eligible applicants must have systems that meet the following hardware and software minimum requirements:

· Windows 2000 or XP*; 

· Microsoft Internet Explorer 6.0;
· Microsoft Office 2000, XP, or 2003;
· Adobe Acrobat Reader 5.0 or better; and
· Broadband, DSL, or T1 connection.
* Mac OS is not supported in development and testing of the state data system.
Assessments
Recipients must adhere to all requirements as identified in the Assessment Policy for Virginia – Adult Education and Literacy Programs, effective July 1, 2007.  This policy will be posted on the adult education Web site.  The address is http://www.doe.virginia.gov/VDOE/Instruction/Adult/bul_board.html.

Records Retention

Recipients must maintain all records related to the grant for a period of five years after the ending date of the program.  These records must be accessible and available for monitoring and audit purposes.  Originals of all receipts must be maintained by the eligible applicant to support all requests for reimbursement and local expenditures.

Budgets and Financial Reporting 

Budgets

Eligible applicants are responsible for developing budgets that accurately reflect the planned or anticipated activities for the grant period.  Budget forms will be posted on the adult education Web site at http://www.doe.virginia.gov/VDOE/Instruction/Adult/bul_board.html.
Budget Summary

The eligible applicant must submit a budget summary that identifies the total expenditures.  The total expenditures may not exceed the targeted amounts based on the funding percentage breakdown.  

Budget Worksheet(s)

The eligible applicant must submit detailed budget worksheets.  Within each category, the eligible applicant must identify the expenditures by line item.  For example, if an eligible applicant is purchasing textbooks, the line item must identify the quantity of textbooks and the price per textbook to arrive at the total dollar amount anticipated.

Regional Programs

Regional programs must submit a budget summary and budget worksheets for each locality participating in the region.    

Local Match 

Eligible applicants are encouraged to seek out matching funds to support GAE-related activities, but local match is not required. Recipients will not be required to report matching funds to OAEL. 
Categories and Descriptions

The following VDOE budget categories (object codes) should be referenced in developing your budget:
· 1000-Personal Services:  All compensation provided for the direct labor of persons in employment of the local agency; salaries and wages paid to employees for full- and part-time work, including overtime, shift differential, and similar compensation;
· 2000-Employee Benefits:  Job-related benefits provided to employees as part of their total compensation; fringe benefits including the employer’s portion of FICA, pensions, insurance (life, death, disability income, etc.), and employee allowances;
· 3000-Purchased Services:  Services acquired from outside sources (e.g., private vendors, tuition, client/participant travel, day care, 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 limited to no more than the current, state-approved rate);
.
· 6000-Materials and Supplies:  Articles and commodities, which are consumed or materially altered when used and minor equipment (less than $5,000) that is not capitalized;
· 8000-Equipment:  Computers, furniture and fixtures, and equipment valued in excess of $5,000.
Program Income

Program income represents the gross income received by the eligible applicant directly generated by a grant-supported activity (e.g., program fees), or earned as a result of the grant agreement.  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 adult education 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 categories identified previously.  Income may not be incorporated into general funds unless it is directly available to the recipients to support services.  Recipients should make every effort to expend program income within the fiscal year in which it is collected.

Requisitions for Reimbursement

The Department of Education funds recipients on a cost-reimbursement basis only.  These requisitions must be submitted quarterly using the reimbursement request forms located on the adult education Web site at http://www.doe.virginia.gov/VDOE/Instruction/Adult/docs_forms.html.  
Expenses included on the reimbursement request must be incurred and paid during the time period stated on the front of the request form.  No expenses may be claimed before the starting date or after the ending date listed on the grant award.
A Budget Amendment between Categories form must be submitted for all budget changes.  This form will be included in the packet of forms received by grant recipients. 
APPENDIX

General Adult Education (GAE) Application Checklist 
All items for the application must be submitted in the order listed below.
	Form/Document
	Requirements
	Total Pages
	Completed
	DOE

Use Only

	Contact Information
	
	1
	 FORMCHECKBOX 

	

	
	Program Management Information 

(Demographic Data, Printed Name, Signature, and Date)
	
	 FORMCHECKBOX 

	

	
	Fiscal Preparation Information 

(Demographic Data, Printed Name, Signature, and Date)
	
	 FORMCHECKBOX 

	

	
	Data Entry Information

(Demographic Data, 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 – individual

2+ if regional 
	 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
	
	
	
	

	
	Instruction
	2 – individual 
4+ if regional
	 FORMCHECKBOX 

	

	Application Checklist
	Completed checklist verifying pages included
	1
	 FORMCHECKBOX 

	

	Total Pages 
	
	6 (min.)
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