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SECTION 1 (of 2)

Program Descriptions and

Grant Application Policies



�Guidelines Overview



The Wisconsin Technical College System Board (WTCSB) invites eligible providers to apply for funding to provide adult education and/or family literacy programs using federal Adult Education and Family Literacy Act (AEFL) funds.  These funds are authorized by the Title II of the Workforce Investment Act of 1998.  Grants are awarded for up to three years and are based on annual budgets and prior year performance.  Grants for programs described in this document will fund applications during the program year July 1, 1999 - June 30, 2000.



These guidelines set forth the funding priorities for specific programs and targeted funds. The funding purposes come from federal law.



Please review each program for unique criteria and prescriptive requirements for compliance.



This document is organized as follows:



Table of Contents

Section 1 - Program Descriptions and Grant Application Policies

Section 2 - Grant Application Forms and Attachments



If an applicant elects to participate in AEFL funding, they must comply with all the requirements set forth in these Guidelines.  These requirements include grant application formats, program evaluations, data collection and reporting requirements.



By accepting AEFL monies, an applicant agrees it will comply with Title II of the Workforce Investment Act of 1998 and all applicable state statutes, rules, and policies as prescribed by the State Board.  This includes complying with State Single Audit Guidelines, Standards, and Procedures.



Applications can only be submitted in the identified priority areas.  In addition, they can only be considered for approval if they meet the criteria for their statutory purpose(s) and sufficient funds are available.



Applicants should only submit proposals for which they reasonably expect to have the required matching and maintenance of effort funds available to commit to the proposed activities.  Expenses can only be incurred between July 1, 1999 - June 30, 2000.



In August 1998, the Workforce Investment Act was passed and created Title II, the Adult Education and Family Literacy Act.  The purpose of this legislation is to:



assist adults become literate and obtain knowledge and skills necessary for employment and self-sufficiency

assist adults who are parents to obtain the educational skills necessary to become full partners in the educational development of their children; and

assist adults in the completion of a secondary school education.

Grants shall be used in accordance with the 1999-2004 Wisconsin State Plan for the establishment or expansion of adult education and family literacy programs.



Resources



If you have any questions, please call Roe Parker, Section Chief, Planning and Analysis Section, at (608) 266-0025  (General FAX Number: (608) 266-1690) or the State Board Contact Person for each specific program area.  Page 81 includes a complete contact listing for these guidelines.



Internet



The State Board provides grant information on its Internet Web Page.  Check it regularly for new or updated information.  The address is:  www.board.tec.wi.us and can be accessed by any Internet provider.



WebBoard



The WebBoard is a computer bulletin board (nick name:  Board) located on an Internet site and is also the name of the software.  The site is a way to share information between the State Board and eligible providers.  This Board organizes information into “Conferences.”  There are four conferences for Grants Management:



Adult Education and Family Literacy Act (AEFL)

General Purpose Revenue (GPR)

Grant Management - General

Vocational Education Act (VEA)



The WTCSB also operates the main Board at http://consortium.tec.wi.us.  This Board has miscellaneous topics.  Additional ones will be added in the future.



You will need a microcomputer (suitable for Internet usage), a modem, Internet Provider and the address.  If you would like more information see your districts’ plan coordinator or call Roe Parker at (608) 266-0025.



Application Assistance



If you have any questions, please call Roe Parker, Section Chief, Planning and Analysis Section, at (608) 266-0025 or the State Board Contact Person for each specific program area.  Page 81 includes a complete resource listing for these guidelines.

�ADULT EDUCATION AND FAMILY LITERACY ACT

(TITLE II, Workforce Investment Act of 1998,

Public Law 105-220)



Overview and Purpose



The Workforce Investment Act of 1998 created Title II, the Adult Education and Family Literacy Act.  The purpose of this legislation is to:



assist adults become literate and obtain knowledge and skills necessary for employment and self-sufficiency

assist adults who are parents to obtain the educational skills necessary to become full partners in the educational development of their children; and

assist adults in the completion of a secondary school education.



Local Eligible Providers



Grants shall be used in accordance with the Wisconsin 1999-2004 state plan for funds allotted to Wisconsin for the establishment or expansion of adult education and family literacy programs.  Eligible providers are:  a local educational agency; a community-based organization of demonstrated effectiveness; a volunteer literacy organization of demonstrated effectiveness; an institution of higher education; a public or private nonprofit agency; a library; a public housing authority; a nonprofit institution that is not described above; or a consortium of agencies, organizations, institutions, libraries, or authorities described above.



The Wisconsin Technical College System Board assures that all eligible providers will be provided direct and equitable access to apply for Federal funds provided under Title II.



In determining which programs shall receive assistance under AEFL funding, the WTCSB shall consider--



the degree to which the eligible provider will establish measurable goals for participant outcomes;

the past effectiveness of an eligible provider in improving the literacy skills of adults and families, and after the 1-year period beginning with the adoption of an eligible agency’s performance measures under section 212, the success of an eligible provider receiving funding under this subtitle in meeting or exceeding such performance measures, especially with respect to those adults with the lowest levels of literacy;

the commitment of the eligible provider to serve individuals in the community who are most in need of literacy services, including individuals who are low-income or have minimal literacy skills;

whether or not the program—

is of sufficient intensity and duration for participants to achieve substantial learning gains; and

uses instructional practices, such as phonemic awareness, systematic phonics, fluency, and reading comprehension that research has proven to be effective in teaching individuals to read;

whether the activities are built on a strong foundation of research and effective educational practice;

whether the activities effectively employ advances in technology, as appropriate, including the use of computers;

whether the activities provide learning in real life contexts to ensure that an individual has the skills needed to compete in the workplace and exercise the rights and responsibilities of citizenship;

whether the activities are staffed by well-trained instructors, counselors, and administrators;

whether the activities coordinate with other available resources in the community, such as by establishing strong links with elementary schools and secondary schools, postsecondary educational institutions, one-stop centers, job training programs, and social service agencies;

whether the activities offer flexible schedules and support services (such as child care and transportation) that are necessary to enable individuals, including individuals with disabilities or other special needs, to attend and complete programs;

whether the activities maintain a high-quality information management system that has the capacity to report participant outcomes and to monitor program performance against the eligible agency performance measures; and

whether the local communities have a demonstrated need for additional English literacy programs.



Grants will be awarded under the following categories:

Comprehensive

Outreach

Institutionalized Individuals

State Leadership



State Leadership Funds



A portion of funds allotted to the State shall be used for one or more of the following State Leadership activities by the eligible agency:



The establishment or operation of professional development programs to improve the quality of instruction related to local activities, including instruction incorporating phonemic awareness, systematic phonics, fluency, and reading comprehension, and instruction provided by volunteers or by personnel of a State.

The provision of technical assistance to eligible providers of adult education and literacy activities.

The provision of technology assistance, including staff training, to eligible providers of adult education and literacy activities to enable the eligible providers to improve the quality of such activities.

The support of a statewide or regional networks of literacy centers.

The monitoring and evaluation of the quality of, and the improvement in, adult education and literacy activities.

Incentives for program coordination and integration and performance awards.

Developing and disseminating curricula, including curricula incorporating phonemic awareness, systematic phonics, fluency, and reading comprehensive.

Other activities of statewide significance that promote the purpose of Title II.

Coordination with existing support services, such as transportation, child care, and other assistance designed to increase rates of enrollment in, and successful completion of, adult education and literacy activities, to adults enrolled in such activities.

Integration of literacy instruction and occupational skill training, and promoting linkages with employers.

Linkages with postsecondary educational institutions.



Core Performance Indicators

Successful grants approved through the RFP process will have demonstrated the following performance indicators for participants:



Demonstrated improvements in literacy skill levels in reading, writing and speaking the English language, numeracy, problem-solving, English language acquisition, and other literacy skills.

Placement in, retention in, or completion of, postsecondary education, training, unsubsidized employment or career advancement.

Assisting participants to receive a secondary school diploma or its recognized equivalent.



Performance measures are to be expressed in objective, quantifiable, and measurable forms.



�Adult Basic Education

Comprehensive Programs

Request For Proposals

Section 231

CFDA #84.002



Purpose



Grants will fund comprehensive Adult Basic Education Programs.  Funds will be awarded to establish or operate programs that provide services or instruction in one or more of the following categories:



Adult education and literacy services, including workplace literacy services;



Family literacy services; and



English literacy programs.



Comprehensive Program grants are intended to support a primary provider of a "full service" adult basic education program within a geographic area that equates to a Wisconsin Technical College district within the state.  The agency will use the number of persons eligible to be served within a geographic area when making grant awards.



Funds Available And Limitations



$3,779,000 will be available for these purposes.

An applicant may submit only one (1) application for funds under this priority.

An applicant may apply for no more than the amount of funds targeted by the Board for a defined geographical area.

Grants will be awarded for up to three years.  Applications for FY 1999-2000 will be awarded funds based on competitive review and availability of funds.  Second and third year funding is based upon acceptable annual project and budget revisions and satisfactory prior year performance.

No in-kind match will be accepted.

Applicants are expected to maintain a minimum maintenance of effort for the defined geographical area.  An applicant must identify in its application an amount of funds proposed to be expended on allowable activities equal to the amount of funds expended on activities in 1997-98.  Actual maintenance of effort amounts for 1999-2000 will be based on actual 1998-99 maintenance of effort expenditures by geographic area.

No funds will be awarded for indirect costs.

Documented administration costs are limited up to 5 percent of the fundable amount.  In cases where the cost limits are too restrictive to allow for adequate planning, administration, and interagency coordination, the eligible provider shall negotiate with the eligible agency in order to determine an adequate level of funds to be used for non-instructional purposes.

Supply items are limited to 20 percent of the total salary and fringe benefit fundable amount.

Applicants must participate on the Local Collaborative Planning Team developed within the guidelines adopted by the Council on Workforce Excellence.



Allowable Activities



Adult Basic Education Comprehensive Program grants are intended for the applicant that seeks to meet the diverse basic education needs of a geographic area to the extent allowed under the purposes and priorities of the Adult Education and Family Literacy Act.  A program of this nature will usually be large, will offer services in a number of sites and locations in the geographic area, and will coordinate with other programs and service providers.  The provider of this type of program does not work with a single population group, agency or institutional objective, but will tailor the program in different ways to meet the needs of different users.



Note:  All applications for adult basic education activities in correctional institutions, which are planned to be conducted by eligible applicants, are to be submitted under the Section 225 - Institutionalized Individuals Request for Proposals.



AEFL grants may only be used for the following activities:



Programs of study which provide instruction for adults in the areas of reading, language arts, verbal communications, science, social science, study skills, and mathematics at the 0 through 8 grade levels.  The programming may include family education models.



Programs of study for adults for whom English is not their native language and who are functioning at less than the eighth grade level in English language skills.  These may include courses in basic reading, writing, speaking, computation, cultural orientation and conversational English.  Courses must emphasize functional language skills which assist students to obtain or retain employment.  The programming may include family education models.



Programs of study and services which prepare adults to obtain a GED certificate or a High School Equivalency Diploma (programs of equivalency for a certificate of graduation from a secondary school).  The programming may include family education models.



Services which provide adults who are enrolled in programs of study under the above, with career awareness classes or counseling, and job readiness skills development.



Note:  Not  more than 15 percent of an applicant's grant may be used for this activity.



�Definition Of Terms



Adult Education

This term means services or instruction below the postsecondary level for individuals--



who have attained 16 years of age;

who are not enrolled or required to be enrolled in secondary school under State law; and

who --

lack sufficient mastery of basic educational skills to enable the individuals to function effectively in society;

do not have a secondary school diploma or its recognized equivalent and have not achieved an equivalent level of education; or

are unable to speak, read, or write the English language.



Note:  Wisconsin statutes require persons to attend school until the age of 18 ½ or until the class with whom he/she entered the ninth grade graduates.  Therefore, they are not eligible to be served with Adult Education and Family Literacy Act funds.  (Note:  Home schooled youth are considered to be enrolled in school and should not be served with Adult Education and Family Literacy Act funds.)



Applicant

This term means eligible local providers under Title II of the Adult Education and Family Literacy Act:  a local educational agency; a community-based organization of demonstrated effectiveness; a volunteer literacy organization of demonstrated effectiveness; an institution of higher education; a public or private nonprofit agency; a library; a public housing authority; a nonprofit institution that is not described above; or a consortium of agencies, organizations, institutions, libraries, or authorities described above.



Full Service

This term means sufficient program and administrative services organized in a coordinated approach and with flexible schedules to ensure satisfactory outcomes throughout  the identified geographical area.



Family Literacy

This term means services that are of sufficient intensity in terms of hours, and of sufficient duration, to make sustainable changes in a family, and that integrate all of the following activities:



Interactive literacy activities between parents and their children.

Training for parents regarding how to be the primary teacher for their children and full partners in the education of their children.

Parent literacy training that leads to economic self-sufficiency.

An age-appropriate education to prepare children for success in school and life experiences.



Geographical Area

This term means the geographical boundaries used by Wisconsin Technical Colleges to deliver services.



Individual of Limited English Proficiency

This term means an adult who has limited ability in speaking, reading, writing, or understanding the English language and--



whose native language is a language other than English; or

who lives in a family or community environment where a language other than English is the dominant language.



Literacy

This term means an individual's ability to read, write, and speak in English, compute, and solve problems at levels of proficiency necessary to function on the job, in the family of the individual, and in society.



Maintenance of Effort

This term means the amount of funding which represents a service level which will not decrease from one program year to the next.



Workplace Literacy Services

This term means literacy services that are offered for the purpose of improving the productivity of the workforce through the improvement of literacy skills.



Application Components



Each application shall consist of the following documents:



Uniform Application for State Administered Funds, UA/SAF (11/98) 

In addition to other application requirements, all applications shall include the following:

Item 11.A.1-The commitment of the eligible provider to serve individuals in the community who are most in need of literacy services, including individuals who are low-income or have minimal literacy skills.



Item 11.A.1-Whether the local communities have a demonstrated need for additional English literacy programs.



Item 11.A.2-Whether the activities are built on a strong foundation of research and effective educational practice.



Item 11.A.3-The past effectiveness of an eligible provider in improving the literacy skills of adults and families, and, the success of an eligible provider in meeting or exceeding the WTCSB’s performance measures especially with respect to those adults with the lowest levels of literacy.



Item 11.B.-Whether or not the program is of sufficient intensity and duration for participants to achieve substantial learning gains; and uses instructional practices, such as phonemic awareness systematic phonics, fluency, and reading comprehension that research has proven to be effective in teaching individuals to read



Item 11.B-Whether the activities effectively employ advances in technology, as appropriate, including the use of computers.



Item II.B-Whether the activities provide learning in real life contexts to ensure that an individual has the skills needed to compete in the workplace and exercise the rights and responsibilities of citizenship.



Item II.B-Whether the activities are staffed by well trained instructors, counselors, and administrators.



Item II.B-Whether the activities maintain a high quality information management system that has the capacity to report participant outcomes and to monitor program performance against the WTCSB performance measures.



Item 11.B-Whether the activities offer flexible schedules and support services (such as child care and transportation) that are necessary to enable individuals, including individuals with disabilities or other special needs, to attend and complete programs.



Item II.B-Whether the activities coordinate with other available resources in the community, such as by establishing strong links with elementary schools and secondary schools, postsecondary educational institutions, one-stop centers, job training programs, and social services agencies.



Adult Education  and Family Literacy Act Application, AEFL/A (11/98).

Review Criteria Evaluation Form (Attached to each application package)

AEFL Review Criteria Supplement

Standard Financial Report (SFR 1) [Electronic Version:  Microsoft Excel]

Attachment A - Program Assurances for the Adult Education and Family Literacy Act

The Authorized Signature must be that of the Applicant Director.

Attachment B - AEFL Programs Coordination Form.

Attachment F - Technology Use Plan

Attachment G - Staff Development Plan

5 copies of each application



All items on the Uniform Application shall be completed.  The AEFL Application shall be completed with the exception of item 2, which is only completed if it is applicable to the proposed application.



See Section 2 for additional and more specific information. Also attachments A, B, F, and G are located in Section 2.



Application Review



Applications will be reviewed using the Review Criteria for RFP Applications form and the AEFL Review Criteria Supplement.



Data Collection And Reports



All applicants funded under this priority shall comply with these data submission requirements in the time frame required.  The requirements are:



Client Reporting System

Mid-Year Report (#VE-VE-33)

End-the-Year Report (#VE-VE-5)

Standard Financial Report (SFR 1) [Electronic Version:  Microsoft Excel]



See Section 2 for additional and more specific information.



State Board Contact Person:	Mary Ann Jackson (608) 267-9684

�

Adult Basic Education Outreach Programs

Request for Proposals

Section 231

CFDA #84.002



Purpose



Grants will fund Adult Basic Education outreach programs.  Funds will be awarded to establish or operate programs that provide services or instruction in one or more of the following categories:



Adult education and literacy services, including workplace literacy services;



Family literacy services; and



English literacy programs.



Outreach Program grants are intended to support providers of adult basic education programs which serve specific geographic area(s) within a Wisconsin Technical College (WTC) district and/or specific population(s).



Funds Available And Limitations



$550,000 will be available for these purposes.

An applicant may submit only one (1) application for funds under this priority.

Grants will be awarded for up to three years.  Applications for FY 1999-2000 will be awarded funds based on competitive review and availability of funds.  Second and third year funding is based upon acceptable annual project and budget revisions and satisfactory prior year performance.

No in-kind match will be accepted.

No funds will be awarded for indirect costs.

Applications from eligible applicants will be funded at 75 percent of the approved fundable amount.

Documented administration costs are limited to 5 percent of the fundable amount.  In cases where the cost limits are too restrictive to allow for adequate planning, administration, and interagency coordination, the eligible provider shall negotiate with the eligible agency in order to determine an adequate level of funds to be used for non-instructional purposes.

Supply items are limited to 20 percent of the total salary and fringe benefit fundable amount.

Applicants must participate on the Local Collaborative Planning Team developed within the guidelines adopted by the Council on Workforce Excellence.



�Allowable Activities



Adult Basic Education Outreach Program grants are intended for the applicant that seeks to provide adult education services to underserved geographic areas within the broad geographic area of the WTC district or to targeted populations.  An Outreach Program grant may be given to a program that serves a specific segment of the community.



Note:  Applicants for Adult Basic Education Comprehensive Program grants may not, by definition, apply for a grant under this funding source.



Note:  All applications for adult basic education activities in correctional institutions, which are planned to be conducted by eligible applicants, are to be submitted under the Section 225 Institutionalized Individuals Request for Proposals.



AEFL grants may only be used for the following activities:



Programs of study which provide instruction for adults in the areas of reading, language arts, verbal communications, science, social science, study skills, and mathematics at the 0 through 8 grade levels.  The programming may include family education models.



Programs of study for adults for whom English is not their native language and who are functioning at less than the eighth grade level in English language skills.  These may include courses in basic reading, writing, speaking, computation, cultural orientation and conversational English.  Courses must emphasize functional language skills which assist students to obtain or retain employment.  The programming may include family education models.



Programs of study and services which prepare adults to obtain a GED certificate or a High School Equivalency Diploma (programs of equivalency for a certificate of graduation from a secondary school).  The programming may include family education models.



Services which provide adults who are enrolled in programs of study under the above, with career awareness classes or counseling, and job readiness skills development.



Note:  Not  more than 15 percent of an applicant's grant may be used for this activity.



Definition Of Terms



Adult Education

This term means services or instruction below the postsecondary level for individuals--



who have attained 16 years of age;

who are not enrolled or required to be enrolled in secondary school under State law; and

who --

lack sufficient mastery of basic educational skills to enable the individuals to function effectively in society;

do not have a secondary school diploma or its recognized equivalent and have not achieved an equivalent level of education; or

are unable to speak, read, or write the English language.



Note:  Wisconsin statutes require persons to attend school until the age of 18 ½ or until the class with whom he/she entered the ninth grade graduates.  Therefore, they are not eligible to be served with Adult Education and Family Literacy Act funds.  (Note:  Home schooled youth are considered to be enrolled in school and should not be served with Adult Education and Family Literacy Act funds.)





Applicant

This term means eligible local providers under Title II of the Adult Education and Family Literacy Act:  a local educational agency; a community-based organization of demonstrated effectiveness; a volunteer literacy organization of demonstrated effectiveness; an institution of higher education; a public or private nonprofit agency; a library; a public housing authority; a nonprofit institution that is not described above; or a consortium of agencies, organizations, institutions, libraries, or authorities described above.



Full Service

This term means sufficient program and administrative services organized in a coordinated approach and with flexible schedules to ensure satisfactory outcomes throughout  the identified geographical area.



Family Literacy

This term means services that are of sufficient intensity in terms of hours, and of sufficient duration, to make sustainable changes in a family, and that integrate all of the following activities:



Interactive literacy activities between parents and their children.

Training for parents regarding how to be the primary teacher for their children and full partners in the education of their children.

Parent literacy training that leads to economic self-sufficiency.

An age-appropriate education to prepare children for success in school and life experiences.



Geographical Area

This term means the geographical boundaries used by Wisconsin Technical Colleges to deliver services.



�Individual of Limited English Proficiency

This term means an adult who has limited ability in speaking, reading, writing, or understanding the English language and--



whose native language is a language other than English; or

who lives in a family or community environment where a language other than English is the dominant language.



Literacy

This term means an individual's ability to read, write, and speak in English, compute, and solve problems at levels of proficiency necessary to function on the job, in the family of the individual, and in society.



Maintenance of Effort

This term means the amount of funding which represents a service level which will not decrease from one program year to the next.



Workplace Literacy Services

This term means literacy services that are offered for the purpose of improving the productivity of the workforce through the improvement of literacy skills.



Application Components



Each application shall consist of the following documents:



Uniform Application for State Administered Funds, UA/SAF (11/98) 

In addition to other application requirements, all applications shall include the following:

Item 11.A.1-The commitment of the eligible provider to serve individuals in the community who are most in need of literacy services, including individuals who are low-income or have minimal literacy skills.



Item 11.A.1-Whether the local communities have a demonstrated need for additional English literacy programs.



Item 11.A.2-Whether the activities are built on a strong foundation of research and effective educational practice.



Item 11.A.3-The past effectiveness of an eligible provider in improving the literacy skills of adults and families, and, the success of an eligible provider in meeting or exceeding the WTCSB’s performance measures especially with respect to those adults with the lowest levels of literacy.



�Item 11.B.-Whether or not the program is of sufficient intensity and duration for participants to achieve substantial learning gains; and uses instructional practices, such as phonemic awareness systematic phonics, fluency, and reading comprehension that research has proven to be effective in teaching individuals to read



Item 11.B-Whether the activities effectively employ advances in technology, as appropriate, including the use of computers.



Item II.B-Whether the activities provide learning in real life contexts to ensure that an individual has the skills needed to compete in the workplace and exercise the rights and responsibilities of citizenship.



Item II.B-Whether the activities are staffed by well trained instructors, counselors, and administrators.



Item II.B-Whether the activities maintain a high quality information management system that has the capacity to report participant outcomes and to monitor program performance against the WTCSB performance measures.



Item 11.B-Whether the activities offer flexible schedules and support services (such as child care and transportation) that are necessary to enable individuals, including individuals with disabilities or other special needs, to attend and complete programs.



Item II.B-Whether the activities coordinate with other available resources in the community, such as by establishing strong links with elementary schools and secondary schools, postsecondary educational institutions, one-stop centers, job training programs, and social services agencies.



Adult Education  and Family Literacy Act Application, AEFL/A (11/98).

Review Criteria Evaluation Form (Attached to each application package)

AEFL Review Criteria Supplement

Standard Financial Report (SFR 1) [Electronic Version:  Microsoft Excel]

Attachment A - Program Assurances for the Adult Education and Family Literacy Act

The Authorized Signature must be that of the Applicant Director.

Attachment B - AEFL Programs Coordination Form.

Attachment F - Technology Use Plan

Attachment G - Staff Development Plan

5 copies of each application



All items on the Uniform Application shall be completed.  The AEFL Application shall be completed with the exception of item 2, which is only completed if it is applicable to the proposed application.



See Section 2 for additional and more specific information. Also attachments A, B, F, and G are located in Section 2.



Application Review



Applications will be reviewed using the Review Criteria for RFP Applications form and the AEFL Review Criteria Supplement.



Data Collection And Reports

All applicants funded under this priority shall comply with these data submission requirements in a timely manner.  The requirements are:



Client Reporting System

Mid-Year Report (#VE-VE-33)

End-the-Year Report (#VE-VE-5)

Standard Financial Report (SFR 1) [Electronic Version:  Microsoft Excel]



See Section 2 for additional and more specific information.



State Board Contact Person:	Mary Ann Jackson (608) 267-9684

�Institutionalized Individuals

Request for Proposals

Section 225

CFDA #84.002



Purpose



Grants under this priority may be awarded only for educational programs for criminal offenders in correctional institutions.  These educational programs may include academic programs for:



Basic education with special emphasis on reading, writing, vocabulary, and arithmetic;

Special education programs as defined by State law;

Bilingual or English as a second language programs; and

Secondary school credit programs.



Funds Available And Limitations



$481,000 will be available for these purposes.

There is no limitation on the number of applications which may be submitted.

There is no limitation on the amount of funds for which an applicant may apply.

No in-kind match will be accepted.

No funds will be awarded for indirect costs.

Applications will be funded at a ratio of up to 75 percent of the total approved fundable amount.

Supply items are limited to 20 percent of the total salary and fringe benefit fundable amount.

Documented administration costs are limited to 5 percent of the fundable amount.  In cases where the cost limits are too restrictive to allow for adequate planning, administration, and interagency coordination, the eligible provider shall negotiate with the eligible agency in order to determine an adequate level of funds to be used for non-instructional purposes.

All applications for adult basic education activities in correctional institutions, which are planned to be conducted by eligible applicants, are to be submitted under this RFP category.

Applicants must participate on the Local Collaborative Planning Team developed within the guidelines adopted by the Council on Workforce Excellence.



Allowable Activities



Local eligible providers shall carry out a program for criminal offenders and shall give priority to serving individuals likely to leave within five (5) years of participation in the program.



�AEFL grants may only be used for the following activities:



Programs of study which provide instruction for adults in the areas of reading, language arts, verbal communications, science, social science, study skills, and mathematics at the 0 through 8 grade levels.  The programming may include family education models.



Programs of study for adults for whom English is not their native language and who are functioning at less than the eighth grade level in English language skills.  These may include courses in basic reading, writing, speaking, computation, cultural orientation and conversational English.  Courses must emphasize functional language skills which assist students to obtain or retain employment.  The programming may include family education models.



Programs of study and services which prepare adults to obtain a GED certificate or a High School Equivalency Diploma (programs of equivalency for a certificate of graduation from a secondary school).  The programming may include family education models.



Services which provide adults who are enrolled in programs of study under the above, with career awareness classes or counseling, and job readiness skills development.



Note:  Not  more than 15 percent of an applicant's grant may be used for this activity.



Definition Of Terms



Criminal Offender

This term means any individual who is charged with or convicted of any criminal offense.



Correctional Institution

This term means any--



prison,

jail,

reformatory,

work farm,

detention center, or

halfway house, community-based rehabilitation center, or any other similar institution designed for the confinement or rehabilitation of criminal offenders.



Application Components



All applications for Section 225 - Institutionalized Individuals funds shall include a description of how an appropriate advisory committee(s) was used in developing the application; and how it (they) will be used in the evaluation of approved activities.



�An appropriate advisory committee(s) shall minimally include at least one representative of the District Attorney's office, the Public Defender's office and a judge who sentences persons to the correctional institution receiving services under the grant.



A list of the advisory committee(s) members by name, title, address, and office represented plus a copy of the meeting minutes dealing with the development of the application and the evaluation of approved prior year activities are to be attached at the end of the application.



Each application shall consist of:



Uniform Application for State Administered Funds, US/SAF (11/98)

In addition to other application requirements, all applications shall include the following:

Item 11.A.1-The commitment of the eligible provider to serve individuals in the community who are most in need of literacy services, including individuals who are low-income or have minimal literacy skills.



Item 11.A.1-Whether the local communities have a demonstrated need for additional English literacy programs.



Item 11.A.2-Whether the activities are built on a strong foundation of research and effective educational practice.



Item 11.A.3-The past effectiveness of an eligible provider in improving the literacy skills of adults and families, and, the success of an eligible provider in meeting or exceeding the WTCSB’s performance measures especially with respect to those adults with the lowest levels of literacy.



Item 11.B.-Whether or not the program is of sufficient intensity and duration for participants to achieve substantial learning gains; and uses instructional practices, such as phonemic awareness systematic phonics, fluency, and reading comprehension that research has proven to be effective in teaching individuals to read



Item 11.B-Whether the activities effectively employ advances in technology, as appropriate, including the use of computers.



Item II.B-Whether the activities provide learning in real life contexts to ensure that an individual has the skills needed to compete in the workplace and exercise the rights and responsibilities of citizenship.



Item II.B-Whether the activities are staffed by well trained instructors, counselors, and administrators.



Item II.B-Whether the activities maintain a high quality information management system that has the capacity to report participant outcomes and to monitor program performance against the WTCSB performance measures.



Item 11.B-Whether the activities offer flexible schedules and support services (such as child care and transportation) that are necessary to enable individuals, including individuals with disabilities or other special needs, to attend and complete programs.



Item II.B-Whether the activities coordinate with other available resources in the community, such as by establishing strong links with elementary schools and secondary schools, postsecondary educational institutions, one-stop centers, job training programs, and social services agencies.



Adult Education and Family Literacy Act Application (11/98)

Review Criteria Evaluation Form (Attached to each application package)

AEFL Review Criteria Supplement

Standard Financial Report (SFR 1) [Electronic Version:  Microsoft Excel]

Attachment A - Program Assurances for Adult Education and Family Literacy Act

Note:  The authorized signature must be the Applicant Director

Advisory Committee List

Advisory Committee Meeting Minutes

7 copies of each application



All items on the Uniform Application shall be completed.  The AEFL Application shall be completed with the exception of item 2, which is only completed if it is applicable to the proposed application.



See Section 2 for additional and more specific information.  Also Attachment A and B are located in Section 2.



Application Review



Applications will be reviewed using the Review Criteria for RFP Applications form and the AEFL Review Criteria Supplement.



Data Collection And Reports

All applicants funded under this priority shall comply with these data submission requirements in a timely manner.  The requirements are:



Client Reporting System

Mid-Year Report (#VE-VE-33)

End-of-Year Report (#VE-VE-5)

Standard Financial Report (SFR 1) [Electronic Version:  Microsoft Excel]



See Section 2 for additional and more specific information.



State Board Contact Person:	Mary Ann Jackson (608) 267-9684

�State Leadership Funding

Section 223

State Requested Applications

CFDA #84.002



Purpose



Funds allotted to the State shall be used for one or more of the following State Leadership activities:

The establishment or operation of professional development programs to improve the quality of instruction related to local activities, including instruction incorporating phonemic awareness, systematic phonics, fluency, and reading comprehension, and instruction provided by volunteers or by personnel of a State.

The provision of technical assistance to eligible providers of adult education and literacy activities.

The provision of technology assistance, including staff training, to eligible providers of adult education and literacy activities to enable the eligible providers to improve the quality of such activities.

The support of State or regional networks of literacy centers.

The monitoring and evaluation of the quality of, and the improvement in, adult education and literacy activities.

Incentives for program coordination and integration and performance awards.

Developing and disseminating curricula, including curricula incorporating phonemic awareness, systematic phonics, fluency, and reading comprehensive.

Other activities of statewide significance that promote the purpose of the Adult Education and Family Literacy Act.

Coordination with existing support services, such as transportation, child care, and other assistance designed to increase rates of enrollment in, and successful completion of, adult education and literacy activities, to adults enrolled in such activities.

Integration of literacy instruction and occupational skill training, and promoting linkages with employers.

Linkages with postsecondary educational institutions.



Funds Available And Limitations



$360,000 will be available for these purposes.

This funding will provide for projects to develop activities of importance to the State Board.  Applications for this priority will be requested from an eligible provider by the Board.  No other applications for these funds will be accepted.  Criteria for the development or modification of curriculum will be included with the Board request, if any.  This criteria will include the instructional design methodology, participant involvement in the project, and will state requirements for dissemination, modification and match.

State Board Contact Person:	             Kathy Cullen (608) 266-9399�

























SECTION 2 (of 2)



GRANT APPLICATION POLICIES

AND FORMS



�GRANT APPLICATION POLICIES AND FORMS



Overview



The information in this section describes how to apply for a grant and how to report grant activities and accomplishments.  It contains background information and samples of the forms to be used by applicants in requesting AEFL funds from the Wisconsin Technical College System Board.



Any Wisconsin Technical College district or other eligible applicant seeking Adult Education and Family Literacy (AEFL) funds from the State Board for the support of adult education and family literacy programs, services and related activities shall submit a:



Uniform Application for State Administered Funds, UA/SAF (11/98);

AEFL Application, AEFL/A (11/98);

Budget Detail; and a Standard Financial Report, SFR 1

Notice of Non-Discrimination Statement

Additional documents for specific program areas



AEFL Applications are due by March 5, 1999.



Please note that the State Board may require revisions to applications before they receive final approval.



All applicants should review their application package against the WTCSB Grant Application Checklist on page 82.



Copyrights



When material eligible for copyright protection is developed with State Board administered AEFL funds, an applicant is free to copyright the materials or permit others to do so, except that the Wisconsin Technical College System Board retains an irrevocable right to reproduce, publish or otherwise use the work for its purposes.



Acknowledgment Of Adult Education and Family Literacy (AEFL) Funds



When issuing statements, press releases, requests for proposals, bid solicitations, and other documents describing projects or programs funded in whole or in part with Adult Education and Family Literacy (AEFL) funds, all grantees receiving AEFL funds shall clearly state the dollar amount of AEFL funds for the project or program and acknowledge the receipt of AEFL funds in the statement.



�Notice of Non-Discrimination Statement



Each district shall submit its Notice of Non-Discrimination Statement which meets the requirements of State and Federal equal opportunity and affirmative action laws and regulations including:  Title VII of the 1964 Civil Rights Act, Age Discrimination in Employment Act, Title VI and VII of the 1964 Civil Rights Act, Equal Pay Act, Title IX of the 1972 Education Amendments and Section 504 of the 1973 Rehabilitation Act, and the Americans with Disabilities Act of 1990.



Include in the application attachment, the complete: 

name,

address and 

the telephone number of the applicant affirmative action officer.



Organization of Application



The following specifications apply to how applications are to be organized for review and approval:



Review the Application Components section of each area and submit the number of copies listed. Two (2) individually stapled copies are to be arranged in two complete sets, each set containing a Table of Contents, one (1) copy of each application, and Appendices.  The remaining individually stapled copies are to be rubber banded and submitted as a set.  All sets are to be bound with rubber bands.

Submit all applications using:

Uniform Application for State Administered Funds, UA/SAF (11/98)

Note:  Refer to individual program areas for special instructions.

AEFL Application, AEFL/A (11/98).

Standard Financial Report (SFR 1).

Review Criteria for RFP Applications

AEFL Review Criteria Supplement

Additional documents as required.

The above documents must be typewritten on one side of standard 8 ½ ” x 11” unruled, white paper.

Each copy of an application must be three-hole punched.

Each copy of an application must be stapled.

�Each application must be submitted in the following order:

1)	UA/SAF (11/98),

2)	AEFL/A (11/98),

3)	Budget Detail,

4)	Standard Financial Report (SFR 1),

5)	Review Criteria for RFP Applications

6)	AEFL Review Criteria Supplement

7)	Attachments, if necessary.

No plastic spiral or other bindings are acceptable.

No application may be printed back-to-back.



All applications are to be submitted by March 5, 1999 to:



U. S. Mail



  Director, Bureau of Student and Support Services�  Wisconsin Technical College System Board�  310 Price Place�  P.O. Box 7874�  Madison, WI  53707-7874 



  Director, Bureau of Student and Support Services�  Wisconsin Technical College System Board�  310 Price Place�  Madison, WI  53705

UPS, Federal Express, etc.





Application Deadline



To be considered for funding, all applications must be received by the WTCSB office no later than 4:00 p.m. on March 5, 1999 or postmarked March 5, 1999.



Applications Package Format



The package of applications is to be organized as follows:



Cover Letter

Table of Contents,

Applications, and 

Notice of Non-Discrimination Statement.



�All application packages must be submitted with a cover letter.  The cover letter must identify what is being submitted. 



In the Table of Contents, create a chart of applications and list them by program or targeted fund title, three digit activity number, application title (full or abbreviated), the amount of state administered funds being requested, applicant contact person for each application, and application package page number.  See the next page for an example.  The name of the applicant’s Plan/Application Coordinator is to appear in the Table of Contents.



The applications are to be ordered in the following manner (top first):



231  Comprehensive Programs

231  Outreach Program

225  Institutionalized Individuals

223  State Leadership Projects



�Application Package Overview:  EXAMPLE





Plan/Application Coordinator                                                                                 

                                                                                    (Name)



Applications



			Funds	District

RFP Title	Number	Title	Requested	Contact Person	Page



AEFL	01-001	Adult Basic	$75,000	Merle Street	10

  Comprehensive		Comprehensive

  Program		Program



Institutionalized	01-002	Alpha County	$20,000	Juan Valdez	2

  Individuals		Learning Center

  Program



Appendix



District Notice of Non-Discrimination Statement

Debarment Certification

Federal Anti-Lobbying Certification and Disclosure









All applications must be received at the WTCSB office no later than 4:00 p.m. on March 5, 1999 or postmarked March 5, 1999.



Application Review/Revisions

Applications are to be submitted to the Wisconsin Technical College System Board, Bureau of Student and Support Services.  This bureau coordinates the review process.  



Applications are reviewed by appropriate staff or staff committees, e.g., adult basic education applications are reviewed by a Board committee for compliance with the allowable activities.  If an application is approved for funding but is not in compliance, the applicant will be notified of its shortcomings and must resubmit a revised application in order to be awarded funds.



Unless otherwise provided, applications are reviewed by State Board staff using the Review Criteria for RFP Applications form and AEFL Review Criteria Supplement, below.  Following this review, the applications, along with staff recommendations, are forwarded to the State Board’s Division Administrators and the State Director.  The State Director accepts or rejects the staff recommendations and presents the accepted applications to the State Board for final approval.

�A status listing of all proposals, e.g., approved, approved with revisions or disapproved is maintained by the Bureau of Student and Support Services.  The Bureau notifies other State Board staff of approved applications.



Proposed Revisions



Applications may need to be revised so they can comply with funding requirements before final approval.



Applications should be revised when proposed changes affect the outcomes of activities or when there is a “significant” proposed change to a budget line item.  The following criteria applies to proposed application revisions:



Changes to only activity outcomes should be reviewed with the State Board contact person prior to submission, 

Changes to activity outcomes with associated budget changes, should be reviewed with the State Board contact person and the State Board fiscal contact person prior to submission; and

Revisions which result in a “significant” proposed change to a budget line item should be reviewed with the State Board contact person and fiscal contact person prior to submission.  A “significant” change is defined as a change in the receiving line item of 20 percent or more.  The equipment line item may not be changed without prior approval of the State Board contact person.



Required Revisions



The following specifications apply when revisions are required to be made in the applications:�

Submit four (4) copies of each revised application or revised pages as required.  The four (4) individually stapled copies are to be rubber banded in a set for submission.  Applicants must submit revised applications or revised pages with a cover letter describing what revisions were made and the reason for the revision. A cover letter with four copies of each revision must be submitted per project.  The page numbering of the revision must be consistent with the original project page numbering. 

Note:  Revised application copies should not include attachments such as Review Criteria, letters of support, or appendices.

�All revised applications must be submitted with a new first page of the UA/SAF (11/98) with a Revision Date entered on Item 4.

If additional pages are required, they must be typewritten on one side of standard 8 ½ ” x 11” unruled, white paper and must be page numbered alphanumerically, e.g., A.1., consistent with the original project page numbering.

Each copy of a revised application must be three-hole punched.

Each copy of a revised application must be stapled.

No plastic spiral or other bindings are acceptable.

No revised application may be printed back-to-back.

Any material added to an application as a result of Board staff review must be underlined and all unacceptable material must be “X-ed” out (XXXXX) or (-----). The original information should not be erased or deleted.

All revised applications are to be submitted to:



U. S. Mail



  Director, Bureau of Student and Support Services�  Wisconsin Technical College System Board�  310 Price Place�  P.O. Box 7874�  Madison, WI  53707-7874 



UPS, Federal Express, etc.

  Director, Bureau of Student and Support Services�  Wisconsin Technical College System Board�  310 Price Place�  Madison, WI  53705





�‘Other’ Applications



‘Other’ Applications are applications which may only be submitted at the written request of the State Board or pursuant to a request for proposal allowing additional application submission after March 5, 1999.  The following specifications apply to other original applications prepared in response to a specific written request by the WTCSB:�

Submit four (4) complete copies of each ‘Other’ application.  The four (4) individually stapled copies of each application are to be rubber banded in a set for submission.

Submit all ‘Other’ applications using:

Uniform Application for State Administered Funds, US/SAF (11/98)

AEFL Application, AEFL/A (11/98).

Standard Financial Report (SFR 1)

Additional documents as required.

Additional pages must be typewritten on one side of standard 8½ ” x 11” unruled, white paper.

Each copy of an ‘Other’ application must be three-hole punched.

Each copy of an ‘Other’ application must be stapled.

Each application must be submitted in the following order:

UA/SAF (11/98),

AEFL/A (11/98),

Budget Detail,

Standard Financial Report (SFR 1),

Attachments, if any.

No plastic spiral or other bindings are acceptable.

No ‘Other’ application may be printed back-to-back.

All ‘Other’ applications are to be submitted to:�

U.S. Mail

  Director, Bureau of Student and Support Services�  Wisconsin Technical College System Board�  310 Price Place�  P.O. Box 7874�  Madison, WI  53707-7874 

UPS, Federal Express, etc.

  Director, Bureau of Student and Support Services�  Wisconsin Technical College System Board�  310 Price Place�  Madison, WI  53705





The written request for an application from the WTCSB must be attached to the application being submitted.

Any application submitted pursuant to an RFP which does not allow additional submissions or which is submitted without a written request from the WTCSB will be automatically denied.�





�UA/SAF (11/98)   

�FISCAL YEAR  19          - 20                                                  ACTIVITY NUMBER(S)                                 -

                                                                                                                                      (Applicant Number) - (Activity Number)



	UNIFORM APPLICATION FOR STATE ADMINISTERED FUNDS



1.	FUNDING SOURCE (Check One)

�	AEFL:

	         Comprehensive Program

	         Outreach Program

	         Institutionalized Individuals

	         State Leadership



	GPR INCENTIVE GRANT:

	         New and Expanding

                   Occupations

	         Basic Skills

	         Adult Literacy

	         Workplace Education

�JTPA:

         Occupational Classroom

            Training

         Classroom Training - Other

         Other



GPR:

         Advanced Chauffeur

         Displaced Homemaker

         Minority Student

         AODA

         Transition Services

         Faculty Development

�VEA:

         Postsecondary and

         Adult Programs

         Single Parent/

         Displaced Homemaker

         Sex Equity

         Criminal Offenders













                          OTHER

         (Specify)

�

2.	APPLICANT 						



3.	APPLICATION TITLE 						

                                                                                          (Limit title to one line.)



4.	APPLICATION STATUS For State Administered Funds (Check One / Provide REVISION Date):



	NEW (Application has not been funded previously)			                

	CONTINUING (Application was funded in the preceding year)	                

	REVISION (Application revises a New or Continuing application):

			        Enter Revision Date                                     /         /         

5.	TOTAL ACTIVITY COST $                          



	STATE ADMINISTERED FUNDS REQUESTED $                         



6.	NUMBER TO BE SERVED (enter N/A if not applicable):                   



FOR OFFICE USE ONLY	Recommended Award: $ ____________



Recommendation:	Purpose (NEO): ___________________

	______	Approved

	______	Approved with Technical Revisions 

	______	Revisions Required Before Approval

	______	Disapproved



Consultant ________________  ___________	Date ___________________



Bureau Director _________________________	Date_______       _________



Assistant State Directors (new projects) ____________________ / _________________



��

7.	APPLICATION ABSTRACT  The abstract is to briefly and succinctly describe the purpose of the application, and will be used in informational publications.  Use no abbreviations or acronyms, limit the abstract to the space provided on this page, and use a "This project will..." format.  Identify the grant applicant.  Include at least one sentence each on problems, objectives, and methods.





























8.	Applicant Contact Person                                    Telephone (      )-       -              



9.	I certify that the information contained in this application is in compliance with federal and state regulations and application guidelines.



	Applicant Director/President Signature                                            Date      /    /    

	Applicant address _________________________________________________

	                              _________________________________________________

	                              _________________________________________________

	Telephone             _________________________________________________

	E-Mail address      _________________________________________________





FOR OFFICE USE ONLY:

Revisions required or reason for disapproval:



 							

							

							

							

							

							

							

							�TOTAL COST BY FUNDING SOURCE(S)  If an applicant plans to receive funds from sources other than or the same as the one checked in Item 1, above, the applicant is to estimate the dollar amount by source in the table below.





State Agency Administered Funds Requested

�		$               Vocational Education Act�		$               Adult Education and Family Literacy Act�		$               Job Training Partnership Act - 8%�		$               State Incentive Grants - New and Expanding Occupations�		$               State Incentive Grants - Basic Skills�		$               State Incentive Grants - Adult Literacy�		$               State Incentive Grants - Workplace Education�		$               State Advanced Chauffeur Training�		$               State Displaced Homemakers�		$               State Minority Student�		$               State AODA�		$               State Transition Services�		$               State Faculty Development�		$                                                                      



Other State or Federal Funding Sources (Specify Source; e.g., DVR, JTPA�SDA) used as matching funds

�		$                                                                    �		$                                                                    �		$                                                                    �		$                                                                    �		$                                                                    �		$                                                                    �		$                                                                    �

Total Non-State/Non-Federal Applicant Match (Unduplicated).  Enter the total unduplicated applicant and/or sub-grantee funds which will be used to match the funds in A and B.

�		$                Cash (Supplied by Applicant)�		$                In-Kind (for JTPA only)



$                TOTAL ACTIVITY COST (From All Sources A Through C, above.  The sums of A, B, and C should equal the Total Activity Cost (from all sources) given in Item 5.)

�APPLICATION NARRATIVE



The Application Narrative may not exceed ten (10) pages in length; it should be concise and to the point.  Application Narratives exceeding ten (10) pages in length will not be rated by reviewers and returned to applicants.

�Each application narrative must use the following format:



11.A.	Statement Of Need



Note:  Please refer to each program area for special instructions in addition to these general guidelines.



Describe the local need for the proposed activity, how the proposed activity will meet that need, and why you are proposing the specific application activities.

Provide relevant local supporting data (e.g. Client Reporting System data) as evidence of the need for the activities and populations proposed to be served.  The needs assessment process and information sources must be documented and current.

Describe any current local efforts undertaken to meet this need, including past activities that have been conducted and evaluations completed on past activities and how the past activities and evaluations support continuing or expanding proposed services. .

Describe the advisory or steering committees as appropriate.  Refer to individual grant descriptions for more information.

Describe how users or participants of the program helped develop the application. 



11.B.	Continuum Of Services And Coordination



Note:  Please refer to each program area for special instructions in addition to these general guidelines.



Continuum of Services



Describe how the proposed activities fit within the full range of applicant programs, services and activities to which they are related.  If an applicant is unable to connect the proposed activities with other of its activities, the applicant must give the reason(s) why the activities will not relate.

�Coordination



Describe how the proposed activity will be coordinated with any related services and activities of other entities such as other 

WTC districts,

County Social (Human) Services Departments,

Job Service,

public schools,

community-based organizations,

vocational rehabilitation programs,

economic development programs,

chambers of commerce,

community corrections,

other private sector boards,

councils or advisory committees operating in the service area.



List any services to be provided or activities to be performed by other entities.  These services must be necessary for the operation of the proposed project.



Sex Equity Program Coordination



Describe how the proposed activity will be conducted in cooperation with the applicant's sex equity program.  The description should include positive steps which will be taken to promote sex equity in vocational education.



11.C.	Activity And Evaluation Summary



Activities within an application are to be organized in the following outline format:





EXAMPLE

	11.C.   Activities:  Describe and number each activity.

		   1.  Activity No. 1 Description

		 	a.  Outcomes

		 	b.  Evaluation Process

		 	c.  Position(s) Responsible For Evaluation

		  2.  Activity No. 2 Description

			a.  Outcomes

			b.  Evaluation Process

			c.  Position(s) Responsible For Evaluation

		  3.   Activity No. 3 Description, etc.







It is the responsibility of the applicant to ensure that an application only proposes activities in this part which are fundable under the relevant funding guideline.

�

Section 11 C Example



Activity #1 Description Narrative- Provide assistance to 85 clients in developing a written comprehensive career assessment plan.  Staff, acting as case managers, will assist participants to identify short and long term goals and related activities to achieve their goals.  The written plan will be developed by the third contact with the participant and become a part of the case file.  All major data items and participant activities will be recorded in the computerized case management data base.  Participant data will be suitable for use in the client reporting system.  The purpose is to develop goals to focus the participant’s career and employment activities, identify deficiencies in education areas (math, reading, etc.), job search or employment skills, and overcoming related barriers.



a.  Outcomes

By the end of the fiscal year, each of the 85 clients (100%) will have jointly developed a written career plan with staff to monitor individual progress and achievement within the program.  The written career plan will be the basis for case management.



b.  Evaluation Process

Staff will meet with participants regularly to review their progress (at least on a monthly basis).

Staff will identify participants who are not making continuous progress.

The supervisor or grant manager will review all case files of participants with less than satisfactory performance and work jointly with individual counselors.

Client reporting data will be received by the supervisor/grant manager at mid-year and the end of the year.

All differences from the plan will be documented and action specified to assure improvements in the future.



c.  Position(s) Responsible for Evaluation

Case managers will assess the progress of participants.  The supervisor/grant manager will assist staff on cases with less than satisfactory performance.





Activity # Description:  Describe and number each activity for which funds are requested.  Make sure every item listed in the Budget Detail is described in one or more proposed activities.  Describe each activity in terms of the specific fundable activity, what is being done, and how the activity will be conducted.  Activity descriptions are to be specific.



If direct administration is being requested, at least one activity must address the administrative activity.



�a.  Outcomes

Outcomes must relate to the purpose of the grant.  For each activity state measurable outcomes. The outcome must provide information on why the activity is being conducted.  If an activity proposes to serve individuals, outcomes are to be described in quantitative and qualitative terms; e.g., provide specific numbers to be served and identify the purpose of the activity.



If an activity proposes to obtain products or services, list how many of each are to be obtained and describe how the products or services will expand, improve or provide a vocational education program or service.  If an activity proposes to offer courses, use the Board approved titles for the courses.



b.  Evaluation Process

For each activity, list the methods or instruments that will be used to gather the information necessary to compare the planned outcome(s) with the actual results, and to judge the effectiveness of the proposed activities and also to improve or modify the activity.



c.  Position(s) Responsible For Evaluation

For each activity, list the position title(s) of the person(s) (including advisory committees) to be responsible for evaluating each activity.



11.D.	Time Line



Provide a graphic time line showing the starting and ending months for each proposed activity.



	              July   Aug.   Sept.   Oct.   Nov.   Dec.   Jan.   Feb.   Mar.   Apr.   May   June



	Activities

���

	   #1     

	   #2                                                

	   #3     

	  etc.



11.E.	Total Staff



List all the staff for the proposed activities by position title and headcount.  Staff titles listed must agree exactly throughout the application; e.g., a Counselor in this part of the application may not be a Guidance Counselor nor Counselors in the Budget Detail, below.  Every position proposed to be supported must be listed including clerical staff and contracted personnel.  For each position, briefly describe what they will do and provide a summary workload estimate in terms of hours or FTE's.  In addition, for each position, provide the percentage of time assigned to each relevant activity, e.g.,



�10 Student Tutors @ 420 total hours providing supplementary services, tutoring, to special populations students in activity 1, 20%, activity 2, 40%, and activity 4, 40%.



11.F.	Courses/Workshops



Provide a summary of the subject matter of each course or workshop to be developed, modified or delivered by the proposed activities.  Each course is to be identified by its current or proposed number and title, and titles must agree exactly with those used in the Activities section, above.  The number of instructional hours must be included for workshops with no course numbers.

�AEFL/A (11/98)



ADULT EDUCATION AND FAMILY LITERACY ACT APPLICATION





1.	AEFL FUNDING SOURCE (Check One):

Section 231               Section 223               Section 225          



Enter RFP Title:  	



2.	APPLICANTS OTHER THAN A TECHNICAL COLLEGE DISTRICT:  If the application is for an applicant other than a Wisconsin Technical College System District, enter the following:



Name:		

Address:		

			

			

Telephone Number:	

FAX  Number:	

Contact Person:	

E-Mail Address:	





3.	AEFL FUNDING TITLE (Check One):



          Section 231 - Adult Basic Education Comprehensive Program



          Section 231 - Adult Basic Education Outreach Programs



          Section 225 - Institutionalized Individuals



          Section 223 - State Leadership:





�Standard Financial Report Instructions

SFR 1



Instructions For Using The Standard Financial Report

(Available in an electronic format - Microsoft Excel)



The Standard Financial Report (SFR 1) is to be used for summarizing budget proposals (original estimate, revisions and/or supplements), expenditure claims, or encumbrances for all projects funded through the Wisconsin Technical College System Board except for those projects which have different budget and/or report formats prescribed by the board.



Each application is to include the SFR 1 form broken out by line as instructed below.  Each SFR 1 form must be accompanied by a detailed break out of its line item budget.  See samples on the following pages.



Expenditure reports are to be submitted quarterly at a minimum.  Monthly reports are suggested.  No detail break out need be attached.  The report itself is to be completed by line item as budgeted.



All funds must be expended or encumbered in the fiscal year of the appropriation from which the funds were drawn in order to be reimbursed for incurred expenses.  Final expenditure/

encumbrances reports must be received by the State Board no later than August 15, 2000.



Project Number:  Fill in the first five digits of the eleven digit activity number.  Digits one and two are the applicant identification numbers, and three through five are the local activity numbers which must be provided by the applicant.  Digits six through eight are the appropriation and digits nine through eleven are the State Board purpose.  The applicant must fill in the last six digits using the table below:

�

�

�

�	North End Technical College



	Project Number #21-301-150-619



a.	146-110  Institutionalized Individuals*

b.	146-120  Comprehensive Program*

c.	146-130  State Leadership*

d.	146-150  Outreach Program*



* If a non-WTCS district applicant is submitting a project the appropriation number will change from 146 to 149.

Project Title:  Brief but descriptive.



Current Budget/Report Period:  State the full length of the project for budget setup or revisions; e.g., 7/1/99 to 6/30/00.  State the time period being reported on for reimbursement purposes; e.g., 7/1/99 to 7/31/99.



Rate:  Refers to the indirect cost rate (restricted), if allowable, on line 10.0 and the reimbursement rate on the line titled “Reimbursed At.”  Must fill in reimbursement rate in both boxes on form.



Budget Number:  The original budget proposal for each project must be identified as number 1.  Each subsequent budget change (revision and/or supplement) must be numbered in sequence starting with proposal number 2.



Current Report #:  The original report must be identified as number 1.  Each subsequent report must be numbered in sequence starting with report number 2.



Report Period:  State the time period being reported on for reimbursement purposes; e.g., 7/1/99-7/31/99 under the appropriate report number and under current report number.



Budget Lines:  Reference line numbers 1.0 through 10.0, below.�

Line # 1.0  Administration:  The total cost of administering the project (where allowable) within any percentage limitations set by the various funding sources, e.g., five percent of the costs on lines 2.0 through 8.0 is the administrative limit for most funding. �

Line # 2.0  Salaries/Fringes:  The total costs of all salaries and fringe benefits required to complete the activities excluding contracted services. �

Line # 3.0  Travel:  The total cost of all travel costs including non-salary inservice and professional development costs.�

Line # 4.0  Equipment - Major:  The total cost of all equipment with a cost of $1,500 or more per item or set, applying any funding source limitations.�

Line # 5.0  Equipment - Minor:  The total cost of all equipment with a cost of less than $1,500 per item or set.  Include all equipment items having a useful life of one year or more including equipment items with a cost of $500 or more per item or set.�

Line # 6.0  Software:  The total cost of all software regardless of cost or function.�

Line # 7.0  Supplies:  The total cost of all consumable supplies, books, materials, printing, etc., applying any funding source limitations.�

Line # 8.0  Other:  The total cost of all items which are not appropriate for lines 1.0-7.0, above, e.g., contractual services and rent and utilities for non-district owned facilities.�

Line # 9.0  Sub Total:  The total cost of lines 1.0-8.0, above.

Line # 10.0  Indirect Cost:  The restricted indirect cost rate for the project, if allowable.

Total Cost:  Total of 1.0 - 10.0.



Reimbursed At:  The project reimbursement rate.



Final Claim for reimbursement:  Key in Xs next to the appropriate box; Yes or No.



Authorized Signature: Form must be signed by applicant official.



District/Applicant Name:  Enter the appropriate agency name.



Preparer’s Name:  Enter the name of the person who prepared the budget/cost report.



Telephone Number:  Enter the telephone number of the person who prepared the budget or expenditure report.

Date:  Date form is prepared.



Non-Allowable Expenses



When preparing budgets, please remember funding sources sometimes specify that certain expenses are not allowable under their programs.  Grantees are expected to adhere to these spending limitations.  Depending on the funding source, some of these non-allowable expenses include, but are not limited to:



expenses related to staff certification and/or licensure,

indirect costs,

major equipment; unless it is adaptive equipment for individuals with disabilities,

minor equipment (does not apply to software),

out-of-state travel, and

single audit costs.

Certain expenses are not allowed because they are not consistent with the main goal or purpose of a program.  If you have any questions, contact the fiscal information and revisions contact person listed on page 81 of these guidelines.

�Fiscal Revisions



Revisions to 1999-2000 grants should be made by May 31, 2000, but will be accepted until June 30, 2000.  For more information, contact the fiscal information and revisions contact person listed in Section 2 of these guidelines.

�SFR 1   SAMPLE AEFL BUDGET DETAIL

��

�

�

�North End Technical College



Project Number #21-301-150-619

Title:  Special Populations - Supplementary Service

			Activity

	Line Number	Description	Number 		Amount



1.0  Administration	Business Office Expenses	1		$4,760

			225 hrs @ 16.00 + Fringes



2.0  Salaries/Fringes	Multicultural Specialist (85%) 

			@ 13.50 + Fringes/hr.	2	32,000

		Handicapped Transition Specialist (85%)

			@ 13.50 + Fringes/hr. 	3	33,000

					Total             	65,000



3.0  Travel		Local Travel:  Multicultural Spec.	2	1,000

			Handicapped Spec.	3	1,000

		State Called Meeting:  Multi. Spec.	2	1,000

			Handicapped Spec.	3	1,000

		Workshop/In-Service Expenses	4	1,000

					Total             	5,000



4.0  Equipment-Major	Adaptive Equipment (see activity #5)	5		7,500

			(>$1,500 per item or set)



5.0  Equipment - Minor	Adaptive Equipment (see activity #5)	5		1,200

			(<$1,500 per item or set & 1 yr. or > useful life)



6.0  Software		Job Skills Software	5		2,000



7.0  Supplies		Resource Materials	5	7,000

		Duplication Expenses	5	4,000

		Miscellaneous Expenses	5	2,000

					Total            	13,000



8.0  Other		Contracted Services	4	3,500

		Rental of Non-District Facility	5	5,000

					Total            	8,500



9.0  Subtotal 		Lines (1.0 thru 8.0)	n/a		$106,960



10.0  Indirect Cost	Lines (2.0 thru 8.0) X 8% ***	2-5		8,176

$115,136

		          *** Use your approved rate.

					Total Budget            

�WISCONSIN TECHNICAL COLLEGE SYSTEM BOARD

310 PRICE PLACE

MADISON, WISCONSIN

STANDARD FINANCIAL REPORT	SFR 1  (REV. 6/98)



PROJECT NUMBER:          15-301-150-619       PROJECT TITLE:      SPECIAL POPULATIONS - SUPPLEMENTARY SERVICES 	



CURRENT BUDGET/REPORT PERIOD:     FROM:         6/1/99           TO:         6/30/99    



                                    BUDGET                                                                                               PREVIOUS EXPENDITURE REPORTS           

                        RATE      NO.  3                                                           1                                 2                                  3                                4                              5                             6                              7                            8                             9



          REPORT PERIOD:  ------------------------�7/1/98-9/31/98�10/1/98-10/31/98�11/1/98-11/39/98�12/1/98-1/31/98�1/1/99-1/31/99�2/1/99-2/28/99�3/1/99-3/30/99�4/1/99-4/30/99�5/1/99-5/31/99��

BUDGET LINES           �� 1.0 Administration�4,760�476�476�476�476�476�476�476�476�476�� 2.0 Salaries/Fringes�65,000�6,500�6,500�6,500�6,500�6,500�6,500�6,500�6,500�6,500�� 3.0 Travel�5,000�500�500�500�500�500�500�500�500�500�� 4.0 Equipment - Major�7,500�7,500�7,500�7,500�7,500�7,500�7,500�7,500�7,500�7,500�� 5.0 Equipment - Minor�1,200�1,200�1,200�1,200�1,200�1,200�1,200�1,200�1,200�1,200�� 6.0 Software�2,000�2,000�2,000�2,000�2,000�2,000�2,000�2,000�2,000�2,000�� 7.0 Supplies�13,000�13,000�13,000�13,000�13,000�13,000�13,000�13,000�13,000�13,000�� 8.0 Other�8,500�850�850�850�850�850�850�850�850�850�� 9.0 Sub Total (1.0-8.0)�106,960�10,696�10,696�10,696�10,696�10,696�10,696�10,696�10,696�10,696��10.0 Indirect Cost�8.0%�8,176�818�818�818�818�818�818�818�818�818��    TOTAL COST�115,136�11,514�11,514�11,514�11,514�11,514�11,514�11,514�11,514�11,514��    REIMBURSED AT --�46.7%�53,769�5,377�5,377�5,377�5,377�5,377�5,377�5,377�5,377�5,377��������������������TOTAL�CURRENT�TOTAL��TOTAL�BUDGET��������PREVIOUS�REPORT #�REPORTED�ENCUMB�ENCUM/REP�BALANCE�����10�11�12�REPORTS�10�TO DATE�ESTIMATE�TO DATE�TO DATE���    REPORT PERIOD---------------�����6/1/99-6/30/99��������������������BUDGET LINES             ������������ 1.0 Administration����4,284�476�4,760��4,760�0��� 2.0 Salaries/Fringes����58,500�6,500�65,000��65,000�0��� 3.0 Travel����4,500�500�5,000��5,000�0��� 4.0 Equipment - Major����6,750�750�7,500��7,500�0��� 5.0 Equipment - Minor����1,0808�120�1,200��1,200�0��� 6.0 Software����1,800�230�2,000��2,000�0��� 7.0 Supplies����11,700�1,300�13,000��13,000�0��� 8.0 Other����7,650�850�8,500��8,500�0��� 9.0 Sub Total (1.0-8.0)�0�0�0�96,264�10,696�106,960�0�106,960�0���10.0 Indirect Cost�8.0%�0�0�0�7,358�818�8,176�0�8,176�0���    TOTAL COST�0�0�0�103,622�11,514�115,136�0�115,136�0���    REIMBURSED AT --�46.7%�0�0�0�48,392�5,377�53,769�0�53,769�0����������������FINAL CLAIM FOR REIMBUSEMENT:�YES�XXXXXXXX�NO���������������WTCSB ONLY:����AUTHORIZED SIGNATURE:�DISTRICT DIRECTOR��FIN #����DISTRICT/APPLICANT NAME:�NORTHCENTRAL TECHNICAL COLLEGE��ORG #����PREPARERS NAME:�STEFANIE GANSER��APPROP #����TELEPHONE NUMBER:�715-675-3331   EXT. 4173�DATE:�   8/23/99��ACTIVITY #���������REPORT CAT.���������AMOUNT�����WISCONSIN TECHNICAL COLLEGE SYSTEM BOARD

310 PRICE PLACE

MADISON, WISCONSIN

STANDARD FINANCIAL REPORT	SFR 1  (REV. 6/98)



PROJECT NUMBER:         ___________________         PROJECT TITLE:     	



CURRENT BUDGET/REPORT PERIOD:     FROM:                                TO:                               



                                    BUDGET                                                                                                                                          PREVIOUS EXPENDITURE REPORTS           

                        RATE      NO.                                                                 1                                  2                                 3                               4                              5                             6                              7                            8                             9



          REPORT PERIOD: - - - - - - - - - - - - - - - - - - - - - -  - - -�����������

BUDGET LINES          �� 1.0 Administration������������ 2.0 Salaries/Fringes������������ 3.0 Travel������������ 4.0 Equipment - Major������������ 5.0 Equipment - Minor������������ 6.0 Software������������ 7.0 Supplies������������ 8.0 Other������������ 9.0 Sub Total (1.0-8.0)�0�0�0�0�0�0�0�0�0�0��10.0 Indirect Cost��0�0�0�0�0�0�0�0�0�0��    TOTAL COST�0�0�0�0�0�0�0�0�0�0��    REIMBURSED AT --��0�0�0�0�0�0�0�0�0�0��������������������TOTAL�CURRENT�TOTAL��TOTAL�BUDGET��������PREVIOUS�REPORT #�REPORTED�ENCUMB�ENCUM/REP�BALANCE�����10�11�12�REPORTS�-�TO DATE�ESTIMATE�TO DATE�TO DATE���    REPORT PERIOD - - - - - - - - - - - - -�������������������������BUDGET LINES             ����0��0��0�0��� 1.0 Administration����0��0��0�0��� 2.0 Salaries/Fringes����0��0��0�0��� 3.0 Travel����0��0��0�0��� 4.0 Equipment - Major����0��0��0�0��� 5.0 Equipment - Minor����0��0��0�0��� 6.0 Software����0��0��0�0��� 7.0 Supplies����0��0��0�0��� 8.0 Other����0��0��0�0��� 9.0 Sub Total (1.0-8.0)�0�0�0�0�0�0�0�0�0���10.0 Indirect Cost��0�0�0�0�0�0�0�0�0���    TOTAL COST�0�0�0�0�0�0�0�0�0���    REIMBURSED AT --��0�0�0�0�0�0�0�0�0����������������FINAL CLAIM FOR REIMBUSEMENT:�YES��NO���������������WTCSB ONLY:����AUTHORIZED SIGNATURE:���FIN #����DISTRICT/APPLICANT NAME:���ORG #����PREPARERS NAME:���APPROP #����TELEPHONE NUMBER:��DATE:�  ��ACTIVITY #���������REPORT CAT.���������AMOUNT�����

Application Process



Applications.

Unless otherwise provided, any applicant seeking AEFL funds from the State Board for the support of adult basic education programs, services and activities shall submit a Uniform Application Information for State Administered Funds, UA/SAF (11/98); an AEFL Application, AEFL/A (11/98); a Budget Detail; and a Standard Financial Report (SFR 1) to the Board.



Application Review:

Plan/applications, (UA/SAFs, AEFL/As, Budget Details and SFR 1s) developed by applicants are to be submitted to the Board's Bureau of Student and Support Services which coordinates the review process.  Applications are reviewed by appropriate staff or external committees, e.g., special demonstration project proposals are reviewed by a Board committee for compliance with the allowable activities.  If an application is approved for funding but is not in compliance, the applicant will be notified of its shortcomings and must resubmit a revised application in order to be awarded funds.



Unless otherwise provided, applications are reviewed by staff using the Review Criteria for RFP Applications form, below.  Following this review, the applications with staff recommendations of approval or disapproval are forwarded to the agency's Division Administrators and the State Director.  They accept or reject the staff recommendations and present the accepted applications to the State Board for final approval.



A status listing of all applications, e.g., approved, approved with revisions or disapproved, is maintained by the Bureau of Student and Support Services.  The Bureau notifies the Fiscal Services Section of approved applications.



Appeal Procedures.

Applicants may request a hearing to review the decision of the State Director on an application for AEFL funds.  The request must be in writing and must be submitted to the State Director within thirty (30) days after the applicant has received notice of the action.  The request must identify the action for which the hearing is desired.



Within thirty (30) days of receipt of a request for hearing, the State Director shall hold a hearing on the record and shall review its action.



The State Director or designee will conduct the hearing.  The hearing will be recorded and minutes or a transcript will be made.  Within ten (10) days of the hearing, the applicant will be informed in writing of the action taken on its appeal and the related reasons.



�If an applicant is not satisfied with the final decision of the Board regarding an appeal, the applicant may appeal the Board's decision to the Secretary of the U.S. Department of Education.  Such an appeal must be filed with the Secretary within twenty (20) days after the applicant has been notified by the State Board of its decision.



All applicants should review their application components against the WTCSB Grant Application Checklist on page 82.





�Reviewer #                                  

Total Points Awarded                       



REVIEW CRITERIA FOR RFP APPLICATIONS



RFP or Other Title                                                                                



District/Applicant                                                                                  



Activity Number and Title                                                                      



COMPLIANCE



Does the application address one or more of the priorities specified in the RFP or other funding guidelines?

�		Yes            No        		If "No," complete the Reasons for 

Disapproval in Item IV, below, specifying why the use of funds described in the application does not serve to meet a priority established by the guidelines.



 Are any of the proposed activities fundable under the funding source?

�	Yes            No       		If "No," complete the Reasons for Disapproval

in Item IV, below, specifying why the proposed activities are not fundable under the guidelines.



Are the fundable activities of sufficient size, scope, and quality to give reasonable promise of meeting the needs identified in the project?

�	Yes           No       		If "No," complete the Reasons for Disapproval 

in Item IV, below, specifying why the proposed activities are not of sufficient size, scope and quality.



APPLICATION REVIEW



Is the application abstract clearly and concisely stated; i.e., remembering that it will be published, does it adequately express the overall intent of the proposal?

�	Yes            No      



�Are all required items completed correctly in this application?

�	Yes            No       		If "No," list by form initials the number and title 

of the incomplete section; e.g., GPR/A, 3., Workplace Education.  Briefly describe what the applicant must do to complete the section.  (Use and attach additional pages if necessary.)



If the RFP or other funding directions require information in addition to that required by the UA/SAF, as specified in the Application Review section of each RFP, does the application provide it?

�	Yes            No       		If "No," follow the directions for B., above.



APPLICATION RATING SCALE

�Specify a point value for each section A through F.



Total Cost by Funding Source(s)  (0 points)

�Is the item realistic and completed correctly?



Statement of Need  (20 points)

�Does the narrative specifically describe the local need for the proposed activities and how the proposed activity will meet that need?

�Does the relevant local supporting data specifically identify the extent of the need and is the data identified by source?

�Is the extent of the need great enough to justify the expenditure of State Board administered funds?

�Does the narrative specifically identify current local efforts undertaken to meet the need?

�	                                       Total Points Awarded This Item.



�Continuum of Services and Coordination  (15 points)

�Is the relationship between the proposed activities and the full range of applicant services it will be a part of or which it will support specifically described?

�Does this section specify how the proposed activities will be coordinated with related services and activities provided by non-applicant entities?

�Is the description of how the proposed activity will be conducted in cooperation with the sex equity program reasonable and does it include positive steps to promote sex equity in vocational education?

�	                                              Total Points Awarded This Item.



Activities and Evaluation  (40 points)

�Are the proposed activities clearly described in terms of the specific fundable activity, what is being done, and how the activity will be conducted?

�Does each activity state measurable outcomes?

�Are the expected outcomes specifically identified for each proposed activity?  If an activity proposes to serve individuals, are unduplicated numbers given for the expected outcome(s); does(do) the unduplicated number(s) by outcome(s) equal the total to be served through the activity? If the activity will not serve individuals, are the number and type of products or services  to be developed or purchased specifically identified?

�Does at least one activity address the administrative activity, if direct administration is requested?

�How well will the proposed activities meet the need established in the application?

�Are the proposed evaluation standards or measures objective and appropriate?

�Will the proposed evaluation methods and instruments provide the means to judge the effectiveness of each activity while it is being conducted so that the activity can be modified to better achieve its desired outcomes?

�Will the position(s) identified as being responsible for evaluating the project be in the best position to do so?

�	                                           Total Points Awarded This Item. ��Time Line, Total Staff, Totals by Quarter and Courses  (5 points)

�Is the time line realistic and does it cover all of the proposed activities?

�Are total staff to be supported with the funds listed by position title, number per title, and hours or FTE workload?  Does each position have a description of what they will do and the percentage of time assigned to each relevant activity?

�Do courses include a summary of the subject matter for each proposed course and is each course identified by number and title?

�	                                 Total Points Awarded This Item.



Budget Detail  (20 points)

�Each item in the budget detail is cited in the Activities section of the proposal and is necessary for carrying out the proposed activities?

�The amount requested for each activity seems reasonable for the successful execution of the activity and is justifiable in terms of the application taken as a whole?

�The budget detail accurately displays how each budget item was calculated?

�The overall cost per outcome or the individual cost per item is reasonable?

�	                                  Total Points Awarded This Item.





�TOTAL POINTS POSSIBLE ON THE RATING SCALE        100

�TOTAL POINTS AWARDED                                                        

� RECOMMENDATION

�Given your answers in the Compliance section, the rating score you gave to the application on the Application Rating Scale, and your comments and rationales, do you recommend this application for funding?



��Yes         

�List the strengths of the proposal which justify funding it and the weaknesses which prevented it from receiving a higher score, if applicable.

�Strengths



















�Weaknesses

















�Reasons for Disapproval













	�No         



List the reasons for recommending disapproval of the application.��Reviewer #                                  

Total Points Awarded                       





AEFL REVIEW CRITERIA SUPPLEMENT





RFP or Other Title                                                                                



District/Applicant                                                                                  



Activity Number and Title                                                                      



Program Indicator�Points Awarded*�Application Reviewer Comments��1. To what degree has the applicant established measurable goals for participant outcomes?��5   4   3   2   1   0���2. How effectively has the applicant demonstrated their effectiveness as an organization in improving the literacy skills of adults and families?��5   4   3   2   1   0���3. What level of commitment does the applicant demonstrate towards serving individuals in the community who are most in need of literacy services, including individuals who are low-income or have minimal literacy skills?��5   4   3   2   1   0���4. What level of intensity and duration can the applicant program provide for participants so they can achieve substantial learning gains?��5   4   3   2   1   0���5. What level of institutional practices, such as phonemic awareness, systematic phonic, fluency, and reading comprehension will the applicant deliver to participants?��5   4   3   2   1   0���6. To what extent are the proposed activities based on research and effective educational practice?��5   4   3   2   1   0���7. To what extent does the applicant plan to employ advances in technology, including computers, within their activities?

�5   4   3   2   1   0���8. To what extent do the activities provide learning in real life contexts to ensure that an individual has the skills needed to compete in the workplace and exercise the rights and responsibilities of citizenship?��5   4   3   2   1   0���9. To what extent are the activities staffed by well-trained instructors, counselors, and administrators?��5   4   3   2   1   0���10. To what extent are the applicant’s activities coordinated with other available community resources, including elementary and secondary schools, postsecondary educational institutions, one-stop centers, job training programs, and social service agencies?��5   4   3   2   1   0���11. To what extent does the applicant offer necessary flexible schedules and support services (e.g. child care and transportation) to participants, including individuals with disabilities or special needs, so they may attend and complete literacy programs?��5   4   3   2   1   0���12. To what extent has the applicant demonstrated a need within the community for an additional English literacy program(s)?��5   4   3   2   1   0���13. To what extent does the applicant maintain a high-quality information management system that has the capacity to report participant outcomes and to monitor program performance against WTCSB performance measures..��5   4   3   2   1   0���Total Points����

* Reviewers will evaluate how effectively the application address the above 13 program criteria.  The points will be awarded on a scale of  0 to 5 points.  Five points is the highest rating per criteria.  A maximum of 65 points can be awarded.  The rating scale is as follows:  



5 points =completely address the program criteria

4 points = mostly addresses the program criteria

3 points = addresses the program criteria at a minimum level; acceptable

2 points =somewhat addresses the program criteria; not acceptable.

1 point = only mentions the program criteria and does not address it; not acceptable.

0 points = does not mention or address the program criteria 





�Adult Education and Family Literacy Act

1999-2000 Timetable





State Board Review of Guidelines	11/18/98

Release Guidelines to Coordinators	12/10/98

�Districts Develop AEFL Applications	12/11/98 - 3/4/99

Application Due at WTCSB	3/5/99

State Staff Review of Applications	3/6/99 - 4/2/99

Recommendations to Bureau of Student and Support Services 	4/3/99

Recommendations to Division Administrators & State Director 	4/22/99

State Board Review of Recommendations	5/26/99

District Written Notification of Agency Recommendations	6/18/99

District/WTCSB Consultations on Revisions	April - June 1999

Application Revisions by Districts	April - June 1999

Grant Award Letters Sent	July - Sept. 1999

Approved Application Implementation Date	7/1/99

�AEFL Grant Characteristics Summary

November 1998

Title�# of Applications

Limit�Funding Level�Maximum Amount�Length 

of

Funding

Limit�Use of Documented Administrative

Funds�High Cost Equipment

(Purchase/Lease)

Limit�Sub-

Contracting

Allowed��Adult Basic Education - Comprehensive�1�Maintenance of Effort�Board Limit�3 Years-contingent upon prior successful performance�5% of total funds�None�Yes��Adult Basic Education - Outreach�1�75%�None �3 Years-contingent upon prior successful performance�5% of total funds�None�Yes��Institutionalized Individuals�None�75%�None�3 Years-contingent upon prior successful performance�5% of total funds�None�Yes��State Leadership Project1�None�100%�Board Limit�Up to 3 years�5% of total funds�None�Yes��

Footnotes

State Board Requested Applications Only.



Miscellaneous:  Indirect and in-kind costs are not allowed for any program area listed.�Planned Adult Education and Family Literacy Act Funds Available

To Districts For 1999-2000







	Section 231 - Adult Basic Education Comprehensive

		 Programs	$3,779,000



	Section 231 - Adult Basic Education Outreach Programs	550,000



	Section 223 - State Leadership	360,000



	Section 225 - Institutionalized Individuals	481,000



Adult Education and Family Literacy Act Total  	$5,170,000











NOTE:  The figures reflect the planned 1999-2000 federal allotment level for Adult Education and Family Literacy Act funds.  When final federal allotment levels for 1999-2000 become available to the state, these figures may be revised.



�AEFL - Section 231 – Adult Basic Education Comprehensive Programs

Planned Funding Amounts (1999-2000)



District�Percent�Funds

Available��Chippewa Valley Technical College District�5.16%�$195,000��Western Wisconsin Technical College District �4.81�181,800��Southwest Wisconsin Technical College District  �2.57�97,100��Madison Area Technical College District �8.33�314,800��Blackhawk Technical College District �3.48�131,500��Gateway Technical College District �8.39�317,000��Waukesha County Technical College District �3.78�142,800��Milwaukee Area Technical College District �23.14�874,500��Moraine Park Technical College District�5.62�212,400��Lakeshore Technical College District �4.21�159,100��Fox Valley Technical College District�7.33�277,000��Northeast Wisconsin Technical College District�7.06�266,800��Mid-State Technical College District�3.29�124,300��Northcentral Technical College District�5.22�197,300��Nicolet Area Technical College District�1.85�69,900��Wisconsin Indianhead Technical College District�5.76�217,700��                         Total�100%�� =SUM(ABOVE) \# "$#,##0" �$3,779,000����AEFL - Section 231 – Adult Basic Education Comprehensive Programs

Maintenance of Effort (1999-2000) - Estimated



District�Amount*��Chippewa Valley Technical College District�$464,900��Western Wisconsin Technical College District �458,200��Southwest Wisconsin Technical College District  �133,900��Madison Area Technical College District �432,500��Blackhawk Technical College District �329,700��Gateway Technical College District �705,600��Waukesha County Technical College District �835,400��Milwaukee Area Technical College District �760,200��Moraine Park Technical College District�173,000��Lakeshore Technical College District �615,600��Fox Valley Technical College District�868,400��Northeast Wisconsin Technical College District�533,800��Mid-State Technical College District�253,400��Northcentral Technical College District�161,500��Nicolet Area Technical College District�142,800��Wisconsin Indianhead Technical College District�166,500��                         Total�� =SUM(ABOVE) \# "$#,##0" �$7,035,400���* This figure reflects the estimated applicant’s 1997-98 maintenance of effort amount.

This figure will be revised based on actual 1998-99 maintenance of effort amounts.�Data Collection and Reports



Overview



Each applicant shall submit data to the State Board using the following:

VE-VE-33, Mid-Year Report

Client Reporting System

VE-VE-5, End-of-Year Report

Standard Financial Reports, SFR 1

Miscellaneous documents



Client Reporting System

All applicants are required to report program information through the Client Reporting System.



The Client Reporting System records contain information about people receiving services through grants that contain federal or state funds administered by the Wisconsin Technical College System Board.  It also includes unfunded projects which are required as match for funded projects and students who are enrolled in courses.  For all purposes relative to this reporting system, the term grant shall include projects, project activities and grant activities.



At mid-year and at the end of each fiscal year, applicants are required to submit records for each client to the State Board for validation.  The client data will be used for state and federal reporting, data analysis, budget planning and other activities at the state level.  The Board also expects that the information required in this data system will be critical to the applicant and other applicants for planning and budget purposes.



A Client Demographic Record and a Client Grant Demographic Record must be submitted with the first Course Record or Grant Activity Record submitted for each client each year.  Subsequent Demographic Records for a client are not to be submitted in a year unless the district/applicant intends to change data that was previously submitted.  Care must be taken in updating a client's status during a reporting year.  Changes in status that make the client eligible to receive grant activity services are to be reported.  However, any change in a previously reported status which would make a client ineligible to receive grant services are not to be reported.



There are a number of grant activities that are not to be reported in the Client Reporting System.  The outcomes of all activities will, however, be reported in narrative form via the End-of-Year Report, VE-VE-5.



The Client Reporting System Users' Guide and the Information Systems Manual (ISM) section related to the Client Reporting System have been developed to provide guidance and assistance to districts and other applicants.  Questions regarding the Client Reporting System should be directed to Mike Lynch or Nancy Alar, WTCSB.  See the State Board contacts for more information.

VE-VE-5, End-of-Year Report



Each recipient of funds is required to submit two (2) copies of a End-of-Year Report (VE-VE-5) for each grant awarded by the State Board.  Each report must be submitted by August 15 following the close of the fiscal year to Shelly Gardner, Evaluation Unit, WTCSB. 



VE-VE-33, Mid-Year Report



Each recipient of funds is required to submit two (2) copies of a written mid-year report on each funded activity to Shelly Gardner, Evaluation Unit, WTCSB by January 15 of the program year.  A brief written report documenting progress toward fulfilling the application objectives will be filed with the WTCSB using the Mid-Year Report, Form VE-VE-33.



Adult Education Personnel



Each recipient of Section 231, AEFL basic grant funds is required to submit two (2) copies of an Adult Education Personnel report for each grant awarded by the State Board.  The Adult Education Personnel reports must be attached to the VE-VE-5, End-of-Year Reports for the grants, and must be submitted by August 1 following the close of the fiscal year to Shelly Gardner, Evaluation Unit, WTCSB.



Wisconsin Indicators of Program Quality



Indicators of program quality have been developed for Wisconsin which will apply to all basic skills education programs in 1999-2000.  Questions regarding the indicators, the standards for each indicator and the methodology for applying the standards should be directed to Mary Ann Jackson, WTCSB.  Wisconsin indicators of program quality are:



Learners demonstrate progress toward attainment of basic skills and competencies that support their educational needs.



Learners advance in the instructional program or complete program educational requirements that allow them to pursue their educational, community, workplace, and personal goals.



Students remain in the program long enough to meet their educational needs/goals.



The program has a planning process that is on-going and participatory, guided by evaluation, and based on a written plan that considers community demographics, needs, resources, and economic and technological trends, and is implemented to its fullest extent.



�The program has curriculum and instruction geared to a wide variety of student learning styles and levels of student needs.



The program has on-going staff development that is responsive to the specific needs of its staff, offers training in the skills necessary to provide quality instruction, and emphasizes practice and systematic follow-up.



The program identifies student's needs for support service and makes services available to students directly or through referral to other educational and service agencies with which the program coordinates.



The program successfully recruits and coordinates services for the population in the community identified in the Adult Education and Family Literacy Act as underserved regarding literacy and basic skills.



What Regulations Apply to AEFL Programs?



The following regulations apply to the adult education programs:



1.	The Education Department General Administrative Regulations (EDGAR) as follows:



34 CFR part 74 (Administration of Grants to Institutions of Higher Education, Hospitals, and Nonprofit Organizations).



34 CFR part 75 (Direct Grant Programs) applies to parts 472 through 477 and 489 and 490, except that 34 CFR 75.720(b) regarding the frequency of certain reports, does not apply.



34 CFR part 76 (State-Administered Programs) applies to part 461 through 464 except that 34 CFR 76.101 (The general State application) does not apply.



34 CFR part 77 (Definitions that Apply to Department Regulations).



34 CFR part 79 (Intergovernmental Review of Department of Education Programs and Activities).



34 CFR part 80 (Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments).



34 CFR part 81 (General Education Provisions Act--Enforcement).



34 CFR part 82 (New Restrictions on Lobbying).



34 CFR part 85 (Governmentwide Debarment and Suspension (Nonprocurement) and Governmentwide Requirements for Drug-Free Workplace Grants).



34 CFR part 86 (Drug-Free Schools and Campuses).



OMB Circulars Which Apply to the Adult Education Programs

�

OMB Circular A-102 (Promulgates administrative requirements) Grants and Cooperative Agreements with State and Local Governments



OMB Circular A-50 (Promulgates policy on review of audit reports) Audit Follow�up



OMB Circular A-87 (Establishes principals for determining applicable grant costs)  Cost Principals for State and Local Government



OMB Circular A-110 (Promulgates administrative requirements) Grants and Agreements With Institutions of Higher Education, Hospitals, and Other Nonprofit Organizations



OMB Circular A-133 (Establishes audit requirements) Audits of States, Local Governments and Nonprofit Organizations



OMB Circular A-88 (Indirect cost, auditing, deficiency and questioned cost resolution policies) Indirect Cost Rate, Audit, and Audit Follow-up at Educational Institutions



OMB Circular A-73 (Promulgates policy on federal department audit procedures) Audit of Federal Operations and Programs



OMB Circular A-21 (Establishes principals for determining applicable grant costs) Cost Principals for Nonprofits



OMB Circular A-123 (Assessment guidance on internal control systems review) Internal Control Systems�End-Of-Year-Report - VE-VE-5

FOR STATE OFFICE USE:

WTCS BOARD REVIEW

Revised 7/29/96



a.	State Consultant/Project Manager  		

b.	Follow-up Required:

          None

          Called

          Discussed

          Letter

          Visit

          Other



c.	Date Completed: 		



�



1.	GRANT IDENTIFICATION

	a.	WTC District/Eligible Recipient:  	

	b.	Application Title: 		

	c.	Grant Number(s)

		____-_____-_____-_____

		____-_____-_____-_____

		____-_____-_____-_____

	d.	Amount of Award: $                      e.  Dates of Activity                   to                



2.	REPORTING INFORMATION

	a.	Person Completing Report:  	

	b.	Phone (         )                            c.  Date:                                 



3.	EVALUATION RESULTS

	No. Projected to Be Served                                    

	No. Served                                                              

	No. Enrolled                                                           

	No. Completing Courses                                       



If you didn’t achieve the results, why and what are you planning to do differently in the next fiscal year.





Activities�

Planned

Outcomes�

Results�

Barriers�

Evaluation��

������

�

�

�

�

��

�

�

�

�

���Mid-Year Report - VE-VE-33

FOR STATE OFFICE USE:

WTCS BOARD REVIEW

Revised 7/29/96



a.	State Consultant/Project Manager  	

b.	Follow-up Required:

          None

          Called

          Discussed

          Letter

          Visit

          Other



c.	Date Completed:                                                   



�



�GRANT IDENTIFICATION



WTC District/Eligible Recipient:   	

Application Title:   		

Grant Number(s)

____-_____-_____-_____

____-_____-_____-_____

____-_____-_____-_____

Amount of Award: $                      

Planned Expenditures to-Date: $                      

Actual Expenditures $                      through December 31



REPORTING INFORMATION



Person Completing Report:   	

Phone  (        )                      c.  Date:                                   





MONITORING RESULTS





	Activity Number and Description�

On Target

Yes            	No��

If No, What Action 

Is Being Taken

��

�

�

�

��

�

�

�

��

�

�

�

������

PROGRAM ASSURANCES FOR THE ADULT EDUCATION AND FAMILY LITERACY ACT



PUBLIC LAW 100-297, AS AMENDED



The applicant will report demographic and statistical information about its AEFL students, programs, expenditures and the projected goals of the and how the applicant will measure and report progress in meeting its goals as required by the Rules and Regulations of the Adult Education and Family Literacy Act and the Wisconsin Technical College System Board.



The Adult Basic Education and Family Literacy Programs of the applicant will comply with the 1999-2004 State Plan for Adult Education and Family Literacy in Wisconsin.



Financial assistance shall be used to:



assist adults to become literate and obtain the knowledge and skills necessary for employment and self-sufficient;

assist adults who are parents to obtain the educational skills necessary to become full partners in the educational development of their children; and

assist adults in the completion of a secondary school education.



		

	Applicant



		

	Address



                                       	By:	 		

             Date			Applicant Director



		

	Address

�

��

AEFL PROGRAMS COORDINATION FORM



District/Agency Name:

Activity�

Agency(s) Providing

Service�

AEFL Funds

Requested

(Yes/No)��

Referral/Recruitment�





�

��

Coordination/Planning�





�

��

Assessment/Counseling

�





�

��

Volunteers�





�

��

Basic Skills Instruction�





�





��

Financial Support�





�

��

Support Services�





�

��

Job Development/

Placement�





�

��

Facilities�





�

��

Staff Development�





�

��

Other�





�

�����

Debarment Certification





All applicants submitting applications for funds or other considerations to the State Board under a Federal nonprocurement program administered by the State Board shall also submit a signed and dated copy of ED Form 80-0014, 9/90, "Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion -- Lower Tier Covered Transactions" (copy attached).  This certification shall be submitted with the first application submitted under any covered Federal program for funding for a fiscal year.



An applicant only needs to submit one certification for a covered program per year.  (Reference Administrative Bulletin 92-05 dated January 21, 1992.)



Each party to a joint application shall submit its own certification with the application.



�Certification Regarding Debarment, Suspension, Ineligibility and

Voluntary Exclusion – Lower Tier Covered Transactions

This certification is required by the Department of Education regulations implementing Executive Order 12549, Debarment and suspension, 34 CFT Part 85, for all lower tier transactions meeting the threshold and tier requirements stated at Section 85.1.110.



Instructions for Certification

�

�1. By signing and submitting this proposal, the prospective lower tier participant is providing the certification set out below.



2. The certification in this clause is a material representation of fact upon which reliance was placed when this transaction was entered into.  If it is later determined that the prospective lower tier participant knowingly rendered an erroneous certification, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.



3. The prospective lower tier participant shall provide immediate written notice to the person to which this proposal is submitted if at any time the prospective lower tier participant learns that its certification was erroneous when submitted or has become erroneous by reason on changed circumstances.



4. The terms “covered transaction,” “debarred,” “suspended,” “ineligible,” “lower tier covered transaction,” “participant,” “person,” “primary covered transaction,” “principal,” “proposal,” and “voluntarily excluded,” as used in this clause, have the meanings set out in the Definitions and Coverage sections of rules implementing Executive Order 12549. You may contact the person to which this proposal is submitted for assistance in obtaining a copy of those regulations.



5. The prospective lower tier participant agrees by submitting this proposal that, should the proposed covered transaction be entered into, it shall not knowingly enter into any lower tier covered transaction with a person who is debarred, suspended, declared ineligible, or voluntarily excluded from participation in the covered transaction, unless authorized by the department or agency with which this transaction originated.

�6. The prospective lower tier participant further agrees by submitting this proposal that it will include the clause titled “Certification Regarding Debarment, Suspension, Ineligibility, and Voluntary Exclusion—Lower Tier Covered Transactions,” without modification, in all lower tier covered transactions and in all solicitations for lower tier covered transactions.



7. A participant in a covered transaction may rely upon a certification of a prospective participant in a lower tier covered transaction that it is not debarred, suspended, ineligible, or voluntarily excluded from the covered transaction, unless it knows that the certification is erroneous.  A participant may decide the method and frequency by which it determines the eligibility of its principals.  Each participant may, but is not required to, check the nonprocurement List.



8. Nothing contained in the foregoing shall be construed to require establishment of a system of records in order to render in good faith the certification required by this clause.  The knowledge and information of a participant is not required to exceed that which is normally possessed by a prudent person in the ordinary course of business dealings.



9. Except for transactions authorized under paragraph 5 of these instructions, if a participant in a covered transaction knowingly enters into a lower tier covered transaction with a person who is suspended, debarred, ineligible, or voluntary excluded from participation in this transaction, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.�



Certification



The prospective lower tier participant certifies, by submission of this proposal, that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any Federal department or agency.



Where the prospective lower tier participant is unable t9 certify to any of the statements in this certification, such prospective participant shall attach an explanation to this proposal.

NAME OF APPLICANT                                                             PR/AWARD NUMBER AND/OR PROJECT NAME

��PRINTED NAME AND TITLE OF AUTHORIZED REPRESENTATIVE

��SIGNATURE                                                                             DATE

��ED 80-0014, 9/90 (Replaces GCS-009 (REV. 12/88), which is obsolete)�

Federal Anti-lobbying Certification and Disclosure

��





CERTIFICATION THAT LOBBYING ACTIVITIES HAVE NOT AND WILL NOT BE SUPPORTED WITH FEDERAL FUNDS ADMINISTERED BY THE STATE BOARD



Any applicant for or recipient of Federal funds in excess of $100,000 that is administered by the State Board shall submit to the Board a "Certification Regarding Lobbying for Grants and Cooperative Agreements," ED 80-0008, signed by an authorized representative of the applicant or recipient.  The Form shall be submitted with any application for funds in excess of $100,000; or, in the case where the application is for less than $100,000, within 10 days of recipient of an award letter in excess of $100,000.



Any recipient of Federal funds from the Board that makes a sub-grant in excess of $100,000 shall require the sub-grantee to submit to itself (the recipient) Form Ed 80-0008 signed by an authorized representative of the sub-grantee within ten days of the recipient notifying the sub-grantee of the award.



DISCLOSURE OF LOBBYING ACTIVITIES SUPPORTED WITH NON-FEDERAL FUNDS



Any applicant for or recipient of Federal funds in excess of $100,000 that is administered by the State Board shall submit to the Board a "Disclosure of Lobbying Activities," Standard Form LLL and Standard Form LLL-A, if and only if the applicant or recipient has made or has agreed to make any payment using non-Federal funds to lobby (meaning to influence or attempt to influence) any person employed by a Federal agency, a Congressperson or congressional staff person in connection with the Federal funds applied for or received from the Board.



Such disclosure forms shall be submitted to the Board at the end of each calendar quarter in which lobbying occurred or in which a previously submitted form needs to be amended.



Any recipient of Federal funds administered by the Board shall require the submission of itself (the recipient) of a disclosure form from any sub-grantee that has taken an action described in the first paragraph of this part, above, by the end of each calendar quarter.  The original shall be forwarded to the Board.

�Certification Regarding Lobbying For

Grants and Cooperative Agreements





Submission of this certification is required by Section 1352, Title 31 of the U.S. Code and is a prerequisite for making or entering into a grant or cooperative agreement over $100,000.



The undersigned certifies, to the best of his or her knowledge and belief, that:



No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with the making of any Federal grant, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal grant or cooperative agreement.



If any funds other than Federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with this Federal grant or cooperative agreement, the undersigned shall complete and submit Standard Form - LLL, >Disclosure Form to Report Lobbying,= in accordance with its instructions.



The undersigned shall require that the language of this certification be included in the award documents for all subawards at all tiers (including subgrants, contracts under grants and cooperative agreements; and subcontracts) and that all subrecipients shall certify and disclose accordingly.



This certification is a material representation of fact on which the State Board relied when it made or entered into this grant or cooperative agreement.  Any person who fails to file the required certification shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.





Organization Name                                        Number or Project Name







Name and Title of Authorized Representative







Signature                                                                    Date



ED 80-0008                                                                                                              12/89

�INSTRUCTIONS FOR COMPLETION OF SF-LLL DISCLOSURE OF LOBBYING ACTIVITIES



This disclosure form shall be completed by the reporting entity, whether subawardee or prime Federal recipient, at the initiation or receipt of a covered Federal action, or a material change to a previous filling, pursuant to title 31 U.S.C. section 1352.  The filing of a form is required for each payment or agreement to make payment to any lobbying entity for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with a covered Federal action.  Use the SF-LLL-A Continuation sheet for additional information if the space on the form is inadequate.  Complete all items that apply for both the initial filing and material change report.  Refer to the implementing guidance published by the Office of Management and Budget for additional information.



1.	Identify the type of covered Federal action for which lobbying activity is and/or has been secured to influence the outcome of a covered Federal action.



2.	Identify the status of the covered Federal action.



3.	Identify the appropriate classification of this report.  If this is a follow-up report caused by a material change to the information previously reported, enter the year and quarter in which the change occurred.  Enter the date of the last previously submitted report by this reporting entity for this covered Federal action.



4.	Enter the full name, address, city, state and zip code of the reporting entity.  Include Congressional District, if known.  Check the appropriate classification of the reporting entity that designates if it is, or expects to be, a prime or subaward recipient.  Identify the tier of the subawardee, e.g., the first subawardee of the prime is the 1st tier.  Subawards include but are not limited to subcontracts, subgrants and contract awards under grants.



5.	If the organization filing the report in item 4 checks "Subawardee", then enter the full name, address, city, state and zip code of the prime Federal recipient.  Include Congressional District, if known.



6.	Enter the name of the Federal agency making the award or loan commitment.  Include at least one organizational level below agency name, if known.  For example, Department of Transportation, United States Coast Guard.



7.	Enter the Federal program name or description for the covered Federal action (item 1).  If known, enter the full Catalog of Federal Domestic Assistance (CFDA) number of grants, cooperative agreements, loans, and loan commitments.



8.	Enter the most appropriate Federal identifying number available for the Federal action identified in item 1 (e.g., Request for Proposal (RFP) number; Invitation to Bid (FB) number; grant announcement number; the contract, grant, or loan award number; the application/proposal control number assigned by the Federal agency).  Include prefixes, e.g., "RFP-DE-90-001."



9.	(a)	Enter the full name, address, city, state and zip code of the lobbying entity engaged by the reporting entity identified 	In item 4 to influence the covered Federal action.



	(b)	Enter the full names of the individual(s) performing services, and include full address if different from 10 (a).  Enter 	Last Name, First Name, and Middle Initial (MI).



11.	Enter the amount of compensation paid or reasonably expected to be paid by the reporting entity (item 4) to the lobbying entity (item 10).  Indicate whether the payment has been made (actual) or will be made (planned).  Check all boxes that apply.  If this is a material change report, enter the cumulative amount of payment made or planned to be made.



12.	Check the appropriate box(es).  check all boxes that apply.  If payment is made through an in-kind contribution, specify the nature and value of the in-kind payment.



13.	Check the appropriate box(es).  Check all boxes that apply.  If other, specify nature.



14	Provide a specific and detailed description of the services that the lobbyist has performed, or will be expected to perform and the date(s) of any services rendered.  Include all preparatory and related activity, not just time spent in actual contact with Federal officials.  Identify the Federal official(s) or employee(s) contacted or the officer(s), employee(s), or Member(s) of Congress that were contacted.



15.	Check whether or not a SF-LLL-A Continuation Sheet(s) is attached.



16.	The certifying official shall sign and date the form, print his/her name, title, and telephone number.



Public reporting burden for this collection of information is estimated to average 30 minutes per response, including time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.  Send comments regarding the burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to the Office of Management and Budget Paperwork Reduction Project (0348-0046), Washington, D.C.  20503

�

��ADULT EDUCATION PERSONNEL



Number of Personnel, by Organization Placement and Type

of Job Performed







�

Adult Education Personnel����

�

Paid Personnel��

��



Organizational Placement

and Type of Job Performed

(a)�

Total Number

of Part-Time

Personnel

(b)�

Total Number

of Full-Time

Personnel

(c)�





Volunteers

(d)��

1.	State-level Administrative/

	Supervisory/Ancillary Services

�

�

�

��

2.	Local-level Administrative/

	Supervisory/Ancillary Services

�

�

�

��

3.	Local Teachers



�

�

�

��

4.	Local Counsels



�

�

�

��

5.	Local Paraprofessionals



�

�

�

�����Technology Use Plan



A technology use plan must be included and approved for every application which is funded under the AEFL Act.  This plan must address the three years for which funding is potentially available.



For each of the following areas provide a concise description of current and/or planned activities.



1.	List specific activities to describe how your program will use technology to support or implement the goals and activities proposed in your application.  Relate the use of technology to:



providing and supporting a challenging curriculum through instructional practices (e.g., collaborative learning, problem based learning, problem solving, critical thinking, authentic tasks, etc.),

student assessment,

classroom and program management, and

professional development.



2.	Describe the supportive infrastructure which will allow the program to integrate and maintain the use of technology as described in #1.



2a.	How will you design and implement a professional development and training strategy that meets the needs of your staff?



2b.	Who will be responsible for ensuring and coordinating professional development identified in 2a?



2c	Who will be responsible for providing on-going technical assistance and support?



2d.	What are your contingencies for providing services when the technology breaks down?



2e.	What hardware is necessary to support the activities listed in #1 above?



2f.	How will you deal with obsolescence, maintenance and amortization?



3.	How will you expand the technology resources available to staff and students in your program?



�

��Staff Development Plan



A staff development plan must be included and approved in every application which is funded under the AEFL Act.  This plan must address the three years for which funding is potentially available.



The program’s staff development plan should be designed to enable all staff to provide quality instruction by meeting their specific training needs.  Staff development begins with an orientation to the goals and philosophy of the program for new staff and continues with periodic training on effective practice.  The process also includes input from staff and students to identify needs, and to practice and follow-up to ensure effective instruction.



Provide a concise description of current and/or planned activities which will enable your program to accomplish the above stated Indicator of Program Effectiveness.  At a minimum, address the following in relation to faculty, other staff and program administrators:



1.	A list of the topics for professional development activities which are a priority for years 1-2-3 of this proposal.  Provide a brief statement describing the rationale for choosing each of these priorities and the intended impact of each activity on student achievement or, secondarily, on program improvement.  How will the impact be measured?



2.	Describe the process for garnering input from all staff (faculty, para-professional, management) for setting annual priorities for professional development program wide.



3.	Identify the person(s) responsible for coordinating the identification or priorities and the implementation of the professional development activities.

�



Acronyms





In an effort to condense and standardize application titles, we have developed this list of abbreviations and acronyms.  Please use these abbreviations in your application titles where possible.



ABE	Adult Basic Education

AEFL	Adult Education and Family Literacy Act

AHS	Adult High School

AL	Adult Literacy

ASE	Adult Secondary Education

BSI	Basic Skills Instruction

Comp	Comprehensive

Ctr	Center

Curr	Curriculum

Disadv	Disadvantaged

ESL	English as a Second Language

GED	General Educational Development

GOAL	Goal Oriented Adult Learning

II	Institutionalized Individuals

Impl	Implementation

Inst	Instruction

LEP	Limited English Proficiency

Lrng	Learning

Mfg	Manufacturing

Min	Minority

Mktg	Marketing

Prog	Program

SDEMO	Special Demonstration

SDEV	Staff Development

Stud	Students

Wis	Wisconsin	

Wkshp	Workshop

WPE	Workplace Education

�State Board Contact Persons



If questions arise concerning the preparation of applications or with project management, the following members of the state office staff may be contacted.  Staff who may be contacted for questions on RFP's or targeted funds are listed in the program sections, above.



Application Status	Debbie Parker	(608) 266-8604



Audit Information	Phil Crawford	(608) 266-6764



Client Reporting System	Nancy Alar	(608) 266-7962



	Mike Lynch	(608) 267-2482



Compliance (All questions regarding	Roe Parker	(608) 266-0025

compliance issues should be in writing		(608) 266-1690    (Fax)

and Faxed to the State Board contact	

person.  Summary questions and 

responses will be distributed to all

Plan/Application Coordinators and

State Board contact persons)



Comprehensive Programs	Mary Ann Jackson	(608) 267-9684



Evaluation	Shelly Gardner	(608) 266-8669



Fiscal Information and Revisions	Paula Rodefeld	(608) 266-8605



General Guidelines Information	Roe Parker	(608) 266-0025



Institutionalized Individuals	Mary Ann Jackson	(608) 267-9684



Outreach Programs	Mary Ann Jackson	(608) 267-9684



Sex Equity 	Fran Johnson	(608 266-1840



State Leadership	Kathy Cullen	(608) 266-9399
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��WTCSB Grant Application Checklist



Preparation



Input from other district, CBO staff, and/or participants and students.

Appropriate advisory committee(s) consulted.

Obtain complete information from guidelines: 

Section 1: Program Purpose, Allowable Activities, Application Components, Data Collection.

Section 2: Forms, Attachment Sheets, Resource Information.

Confirm Application Due Date.

Read the Review Criteria for RFP Applications.

Review definition of terms; discuss questions with state contact person for clarification.



Writing the Application



All activities are allowable under the specific funding source, double check guidelines.

Goals are specific and measurable.

Statement of Need describes need and provides relevant data; needs data is complete, current, and is tied to the goal(s).

Each activity states measurable outcomes.

Continuum of services describes full range of applicant programs.

Coordination of Services describes coordination with other districts, one-stop job centers, public schools, appropriate community based organizations, and others.

Evaluation methods, instruments, and process help applicant to judge the effectiveness of activities.

All staff are listed by position title and headcount; staff titles agree throughout application.

Person responsible for evaluation is listed.

All courses/workshops have a summary of content.

Additional pages are typewritten.



Application Components



Check the due date.

Uniform Application-all items completed.

GPR, AEFL, VEA Application (as appropriate)-all items completed.

Standard Financial Report; math double checked.

Review Criteria Evaluation Form-copy(ies) according to guidelines.

Cover letter is included, changes from previous year are noted, if necessary.

Appropriate number of copies for funding source.

Forms assembled in designated order.

No back-to-back printing.

No spiral or other types of binding.

Management approval

Copies sent to other district/CBO staff, as appropriate.



�

















                                                                                                





The Wisconsin Technical College System Board is in full compliance with state and federal equal opportunity and affirmative action laws and regulations including Title VII of the 1964 Civil Rights Act, Age Discrimination in Employment Act, Title VI of the 1964 Civil Rights Act, Equal Pay Act, Title IX of the 1972 Education Amendments, and Section 504 of the 1973 Rehabilitation Act, Wisconsin Fair Employment Law, Wisconsin Civil Service Law and Executive Orders, the Carl Perkins Vocational and Applied Technology Education Act, Adult Education and Family Literacy Act, Job Training Partnership Act, the Office of Civil Rights Guidelines for the Elimination of Discrimination in Vocational Education, the Americans with Disabilities Act (ADA), and/or other applicable state or federal legislation.  It is the policy of the WTCSB not to discriminate on the basis of race, color, creed, national origin, religion, sex, age, disability, arrest record, conviction record, political affiliation, marital status, sexual orientation, and membership in the National Guard, state defense force or any other reserve component of the military forces of the United States, or this state.  Inquiries regarding equal opportunity may be directed to the Wisconsin Technical College System Board, 310 Price Place, P.O. Box 7874, Madison, Wisconsin 53707; telephone (608) 266�1844 or Telecommunications Device for the Deaf (TDD) (608) 267�2483.



                                                                                                



�PAGE  �





�PAGE  �ii�

AEFL  											12/1/98











�PAGE  �13�

AEFL 											12/1/98











�PAGE  �62�

AEFL  											12/1/98















�PAGE  �81�

AEFL											12/1/98









�PAGE�81�













                             Wisconsin

Technical College System Board



Local Activity Number



Applicant ID Number



Appropriation Number



State Board Numbers



Applicant ID Number



Local Activity Number



Appropriation Number



These numbers refer to Item 11.c of the Uniform Application



State Board Numbers



Attachment A



Attachment B



Attachment C



Attachment D



Attachment E



Attachment F



Attachment G










