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GRANT REQUIREMENTS
[bookmark: _DESCRIPTION_OF_ADULT]

[bookmark: _PROJECT_REQUIREMENTS]GENERAL INFORMATION

PURPOSE

The purpose of the Race to GED® initiative is to contribute to the strengthening of Virginia’s work force by increasing the number of adults completing a secondary school credential, entering postsecondary education and training, and entering or retaining employment.  Recipients of this grant award can significantly contribute to the attainment of the initiative’s outcomes and the goal of the Office of Adult Education and Literacy to increase the number of High School Equivalency (HSE) testers and passers in the state for 2016-2017.  Eligible applicants for this grant can (1) address outreach to adults who lack a secondary school credential, (2) increase opportunities for HSE instruction for adult learners in preparation to complete a secondary school credential, and/or (3) identify methods to promote and increase HSE testing.


ADMINISTRATION

The Virginia Department of Education (VDOE), Office of Adult Education and Literacy (OAEL), administers the Race to GED® grant.  The OAEL provides leadership and oversight to HSE testing in Virginia.  Currently the GED® test is the only HSE test approved for administration in Virginia through June 30, 2017.


ELIGIBLE APPLICANTS

Eligible applicants for Race to GED® grants are regional adult education programs funded by OAEL.  The Race to GED® program’s funding is from Virginia Lottery funds.  Under state law, lottery funds can be allocated to local school divisions only.  Therefore, in order to be eligible for funding, community-based organizations and community colleges that operate regional adult education programs must partner with a school division in the region that will serve as fiscal agent for the Race to GED® funding.


GRANT PERIOD

The time period for this grant is 11 months, beginning July 1, 2016, and ending May 31, 2017.  Final reimbursement requests must be submitted no later than June 1, 2017.


DEADLINE FOR RECEIPT OF APPLICATION

The application materials (one original set and two copies) may be mailed, hand delivered, or commercially delivered to the appropriate address below.  Applications must be received by OAEL no later than 2 p.m., June 17, 2016.  Due to newly instituted security protocols at the James Monroe Building, please call OAEL in advance at (804) 786-3347 if you plan to hand deliver your application.  Faxed or e-mailed copies will not be accepted.  Applications not meeting the delivery deadline may not be considered.  The use of a commercial delivery service is recommended.  Express deliveries must be shipped to our physical address.


2
Physical Address
Melissa Dixon, Grants Manager
Office of Adult Education and Literacy
Virginia Department of Education
James Monroe Building, 21st Floor
101 North 14th Street
Richmond, Virginia 23219
Mailing Address
Melissa Dixon, Grants Manager
Office of Adult Education and Literacy
Virginia Department of Education
P. O. Box 2120
Richmond, Virginia 23218-2120


APPLICATION COMPONENTS

Eligible applicants must submit, within the established deadline, a fully completed application in order to be considered for funding.  Instructions for completing the application are included in this document.  Each component of the application listed below is described in detail in this application packet on the pages indicated.  A checklist to help ensure the submission of a fully completed application is included in the Appendix (page 13), and it must be submitted along with the components described below.

· Program plan narrative (page 7)
· Budget workbook (page 8)


COMMUNICATIONS
 
The regional program manager or designee is required to provide appropriate contact information as identified on the contact information sheet and must attend required all OAEL meetings (whether held in face-to-face or electronic forums), including regional program manager meetings, annual examiner’s meeting, and conference calls or webinars.

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


PROGRAM PRIORITIES

The OAEL continues to work on the Race to GED® initiative as a partner in the development of a stronger work force in Virginia.  Priority outcomes of the Race to GED® continue to be increasing the number of adults completing a secondary school credential, entering postsecondary education and training, and entering or retaining employment.  Recipients of this grant award can significantly contribute to the attainment of the initiative’s outcomes and the goal of the OAEL to increase the number of HSE testers and passers in the state for 2016-2017.  Eligible applicants for this grant can (1) address outreach to adults who lack a secondary school credential, (2) increase opportunities for HSE instruction for adult learners in preparation to complete a secondary school credential, and/or (3) identify methods to promote and increase HSE testing.


ACTIVITIES

APPROVED ACTIVITIES

Eligible applicants must propose activities that inform the public about the value and availability of the HSE credential, increase adults’ access to, and enrollment in, high quality instructional programs, and/or increase HSE testing volume and pass rates (i.e., increasing capacity at existing centers, adding additional testing dates, creating addendum sites).  Activities must also include professional development related to HSE instruction or testing, including an annual examiner’s meeting.

Funds may be used to assist in the establishment of Pearson VUE computer-based testing centers.  Once a computer-based center has been activated by Pearson VUE, Race to GED® funds can be used to provide financial assistance for a testing proctor.  Emphasis should also be placed on strategies and activities that will ensure that individuals who have taken the current HSE test (GED® test) and did not finish the full battery of tests or did not pass the full battery of tests are recruited back into a program, delivered specialized instruction, and provided with access to testing (i.e., outreach, testing vouchers, classes, distance learning programs, etc.).


ACCOUNTABILITY AND REPORTING

PROGRESS REPORTS

Race to GED® grant recipients will submit to OAEL twice yearly a progress report outlining outcomes of their efforts.  These reports will be due on January 13, 2017, and June 9, 2017.  A sample copy of the report is included in the Appendix of this grant application packet.  The OAEL staff will crosscheck the report with data from the National Reporting System (NRS) and the goals and objectives provided in this grant application.  It is imperative that grantees maintain updated NRS data.


ASSESSMENT AND DISTANCE EDUCATION

Grant recipients must conduct activities in accordance with the policies outlined in the Assessment Policy for Virginia Adult Education and Literacy Programs, effective July 1, 2015, and the Distance Education Policy for Virginia Adult Education and Literacy Programs, effective January 1, 2016-June 30, 2017, and all subsequent updates or addenda to these policies.  These policies are located on the OAEL Web site at http://www.doe.virginia.gov/instruction/adulted/program_policy_guidance/index.shtml.

RETENTION OF RECORDS

Grant recipients must maintain all records related to this grant, including student and financial records, for a period of five years after the ending date of this grant.  These records must be accessible and available for monitoring and auditing purposes.


PROPOSAL DEVELOPMENT

INSTRUCTIONS

Eligible applicants must develop a proposal that includes a program plan narrative and appropriate budget documents.  Limit program plan narratives to no more than two typed, single-spaced pages (see below under Program Design the addition of a third page if outreach activities are planned using Race to GED® funds).  The narrative must address the applicant’s planned outreach, instructional, and/or testing activities through discussions of the following areas:

· Statement of need:  Use current facts and statistics to describe the need for increased HSE services in your region (no more than one paragraph).
· Program goals describing anticipated outcomes and measurable objectives:  State the goals (no more than three) and describe the objectives used to reach the goals of your Race to GED® plan.
· Program design:  Describe in detail the activities you propose to support with Race to GED® funds that will increase outreach, provide more HSE instruction, increase HSE testing, and/or support students needing to complete testing or to retest.  (If outreach is one of your planned activities, please include a third page in this proposal entitled, “Outreach Plan”.  Identify what outreach methods will be implemented, the estimated cost for each activity, the timeframe in which each activity will be completed, and how tracking will be used to evaluate the effectiveness of each outreach method. Include the outreach efforts to WIOA partners in your locality.)
· Program Evaluation:  Explain your methods of evaluation and how they will ensure that you are meeting your grant’s goals and objectives.
· Budget and Budget Narrative:  Include a discussion of your budget that clearly identifies, explains, and justifies the proposed expenditures in the budget workbook by individual categories.

The proposal must also contain a budget workbook that outlines by object code the proposed expenditures.  The budget workbook may be downloaded from the OAEL Web site at http://www.doe.virginia.gov/instruction/adulted/grants_funding/index.shtml.  The budget workbook is not included in the page count for the program plan narrative.


SUBMISSION GUIDELINES

1. Submit application on 8 ½-inch by 11-inch paper with a one-inch margin on all sides.
2. A standard 12-point font, such as Times New Roman or Arial, should be used for the program plan narrative, budget workbook and narrative, and appendix documents.
3. Boldface type, underlining, and italics may be used.  However, do not use color text.
4. Place a page number at the bottom center of each page. Start with the number one, and continue to number the pages consecutively throughout the document.
5. Application materials should be organized and submitted in the following sequence.

a. Application checklist:  In the Appendix of this application packet
b. Contact information sheet:  From the budget workbook
c. Program narrative (2 pages)
d. Outreach Plan  (1 page, if applicable)
e. Budget summary:  From the budget workbook
f. Budget worksheet(s):  From the budget workbook
g. Appendix:  e.g., signed state assurances and letters of commitment from partnering agencies and organizations


[bookmark: OLE_LINK4][bookmark: OLE_LINK5]BUDGETS AND FINANCIAL REPORTING

FUNDS AVAILABILITY

The OAEL will award grants based on the estimated allocated amounts for each locality.  These estimated allocations can be found on the OAEL Web site at http://www.doe.virginia.gov/instruction/adulted/grants_funding/index.shtml.  A program may apply for all of its allocation or any portion of its allocation.


BUDGETS

[bookmark: OLE_LINK2][bookmark: OLE_LINK3]Eligible applicants are responsible for developing budgets that accurately reflect the planned activities for the grant period based on the allocation in the Appendix.  Only expenditures that support approved Race to GED® activities may be budgeted.  The budget workbook can be found on the OAEL Web site at http://www.doe.virginia.gov/instruction/adulted/grants_funding/index.shtml.

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

Budget Worksheets
The eligible applicant must submit detailed budget worksheets. Expenditures must be identified by line item within each object code. For example, if an eligible applicant plans to purchase HSE preparation software, the line item must identify the specific HSE preparation software and the total dollar amount planned for the expenditure. Or, under object code 5000, identify specific, individual travel purposes and destinations, not combined, lump-sum estimates of travel.

Object Codes and Descriptions
The following list identifies categories and provides brief descriptions of the expenditure types within the category.  The examples are not meant to be exhaustive.

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

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

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

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

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

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

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


EXPENDITURES

All expenditures must fall under the object codes identified in the budget.  Expenses must pertain to a specific object code and must be allowable in order to be considered for reimbursement.  Any program expenditure deemed not allowable will not be reimbursed and will be at the expense of the grantee.  The grantee should contact OAEL about any questionable expenditure.

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

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


REQUESTS FOR REIMBURSEMENT AND TRANSFERS

The VDOE funds grant recipients on a cost-reimbursement basis only.  All reimbursements and budget amendments must be submitted appropriately through the 
Online Management of Education Grant Awards (OMEGA) system.  Because this grant is lottery funded, expenditures may begin in quarter one, but reimbursement may not be claimed until quarter two (after January 1, 2017).


CERTIFICATIONS AND COMPLIANCE

Eligible applicants must certify, through official signature of the superintendent or designee, compliance with specific state and federal laws and/or regulations.  This includes the Race to GED® assurances form, which must be submitted with the application materials.  Signatures indicate that the applicant agrees, if selected as a grant recipient, to fully comply with each assurance.  It is the responsibility of the eligible applicant and grantee to be knowledgeable about applicable state and federal laws and regulations.  The Race to GED® assurances form is located on the OAEL Web site at http://www.doe.virginia.gov/instruction/adulted/grants_funding/index.shtml.


TERMINATION OR SUSPENSION

All funding is subject to the availability and appropriation of funds for the purpose of Race to GED® programs.  In emergency situations, VDOE may suspend a grant for not more than 30 calendar days.  Examples of such situations may include, but are not limited to:  serious risk to persons  or property; violations of federal, state, or local criminal statutes; and material violations of the grant that are sufficiently serious that they outweigh the general policy in favor of advance notice and opportunity to show cause.  Pursuant to 45 CFR 2540.400, VDOE may terminate reimbursement payments under the grant, or revoke grant funds for failure to comply with applicable provisions of this grant.  The VDOE shall provide the grantee reasonable notice and opportunity for a full and fair hearing within 60 days of receipt of such notice.


INQUIRIES

For questions regarding programmatic processes or financial management, please contact Sue Mansfield, high school equivalency specialist, via telephone at (804) 225-3999 or e-mail at sue.mansfield@doe.virginia.gov.  For questions regarding financial management, please contact Melissa Dixon, grants manager, at (804) 786-7643 or e-mail at melissa.dixon@doe.virginia.gov.




GED® and GED Testing Service® are registered trademarks of the American Council on Education and may not be used or reproduced without express written permission.  The GED® and GED Testing Service® brands are administered by GED Testing Service LLC under license from the American Council on Education.


















APPENDIX

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

	Form/Document
	Requirements
	Total Pages
	Completed
	DOE
Use Only

	Application Checklist
	This completed checklist verifying pages included
	1
	|_|
	

	Contact Information
	Provide in Budget Workbook
	1
	|_|
	

	
	Program management information 
(Contact Information, Signature, and Date)
	
	|_|
	

	
	Fiscal preparation information 
(Contact Information, Signature, and Date)
	
	|_|
	

	
	Regional programs 
(Identify each locality served)
	
	|_|
	

	Program Narrative
	Description of planned program
“Outreach Plan”
	2 (max.)
1 (max.)
	|_|
	




	Budget Workbook
	
	Varies
	|_|
	


	     Budget Summary
	Program management information
(Printed Name, Signature, and Date)
	1
	|_|
	

	
	Point of Contact information
(Printed Name, Signature, and Date)
	
	
	

	
	Fiscal preparation information
(Printed Name, Signature, and Date)
	
	|_|
	

	
	Superintendent
(Division Name, Signature, and Date)
	
	|_|
	

	     Budget Worksheets
	Completed for all applicable object codes
	Varies
	|_|
	


	Assurances
	State Assurances
(Printed Name, Signature, and Date)
	1
	|_|
	


	
	
	
	
	





Race to GED® Grant Report
2016-2017

[bookmark: Check4]|_| Midyear Progress Report
[bookmark: Check3]|_| End-of-Year Report


[bookmark: Text12]Region Name:       
Region Number:       
[bookmark: Text13]Grant Amount:       
[bookmark: Text14]Program Manager:       
[bookmark: Text15]E-mail and Phone:       



GED® Tests
The number of testers using Race to GED® funds
	Total Testing
Numbers
	# of Incomplete testers
	Took Complete GED® test
	Passed GED® test

	
	
[bookmark: Text7]     

	[bookmark: Text8]     
	[bookmark: Text9]     












RACE to GED®-Funded Classes

	
	# of Classes
	# of Participants
	Took GED® test
	Passed GED®  test

	Instructional 
	[bookmark: Text16]     
	[bookmark: Text18]     
	[bookmark: Text19]     
	[bookmark: Text22]     





Race to GED® Grant Report 2016-2017
Page Two


Outreach Activities

	Activity
	Duration

	[bookmark: Text30]     
	[bookmark: Text35]     

	     
	     

	     
	     

	     
	     

	     
	     

	[bookmark: Text31]     
	     

	     
	     

	     
	     

	     
	     

	     
	[bookmark: Text37]     

	[bookmark: Text33]     
	[bookmark: Text38]     

	[bookmark: Text34]     
	[bookmark: Text39]     



[bookmark: Check2]Will you expend all of your Race to GED® grant funds by May 31, 2017?  Yes |_| No |_|
If no, please explain below.

[bookmark: Text29]     


Others:  Please report other activities supported with Race to GED® funds and their outcomes not reported elsewhere on this report:

     


Estimated cost per pupil based on numbers served with this grant:       
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