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FLORIDA DEPARTMENT OF EDUCATION

Request for Application (RFA Entitlement)
Bureau / Office

Division of Career and Adult Education

Program Name

Adult Education and Family Literacy – State Leadership, English Literacy/Civics 

Education - Florida Literacy Coalition, Non-Competitive
http://www.floridaliteracy.org/index.html
Specific Funding Authority (ies)

Adult Education and Family Literacy Act (AEFLA)

State Grant Programs Title II of the Workforce Investment Act of 1998 (WIA)

CFDA #84.002, Web site:  https://www.cfda.gov/

Funding Purpose/Priorities

English Literacy / Civics Education leadership projects must provide research, curriculum development, evaluation or other outcomes that have statewide implications to increase the effectiveness of English Literacy / Civics Education programs.  The Florida Literacy Coalition will work in conjunction with the Florida Department of Education and the literacy providers to provide services and achieve the following: 

· professional development for ESOL students, tutors, volunteers; 
· improve communication skills of ESOL adult learners through public speaking training and engagements; and 
· create public awareness of ESOL services and programs through published essays written by ESOL students;
· cirriculum/lesson plans for integrating civics activities into the classroom.
Type of Award

Discretionary
Total Funding Amount 

$15,000 
Note: 

· The Commissioner may recommend an amount greater or less than the amount requested in the application.

Budget Period  

July 1, 2013 to June 30, 2014
Applications received after June 30, 2013, will be effective on the date of receipt in Grants Management or award of federal funds, whichever is later.
Program Performance Period 
Same as Budget Period, see above.

Target Population

Educators, tutors, students, and  volunteers who provider instruction for:  Qualifying individuals who must be 16 years of age or older, beyond compulsory school age, not have a secondary school diploma, are not enrolled in a secondary school, and who may also be limited in English proficiency.
Eligible Applicant(s)

Florida Literacy Coalition
Application Due Date

Upon receipt in the Office of Grants Management
The due date refers to the date of receipt in Grants Management.  For Federal programs, the project effective date will be the date that the application is received within DOE meeting conditions for acceptance, or the date of receipt of the Federal Award Notification, whichever is later.  
Facsimile and e-mail submissions are not acceptable. 

Contact Persons
Program Administrator






Lisa Williams, Program Specialist, 850-245-7884, Lisa.Williams@fldoe.org
or

Zelda Rogers, Adult Education Director, 850-245-9906, Zelda.Rogers@fldoe.org
Grants Manager 
Paula Starling, Educational Consultant, 850.245.0711, Paula.Starling@fldoe.org
Assurances

The Department of Education has developed and implemented a document entitled, General Terms, Assurances and Conditions for Participation in Federal and State Programs, to comply with:

· 34 CFR 76.301 of the Education Department General Administration Regulations (EDGAR) which requires local educational agencies to submit a common assurance for participation in federal programs funded by the U.S. Department of Education;

· Applicable regulations of other Federal agencies; and

· State regulations and laws pertaining to the expenditure of state funds.

In order to receive funding, applicants must have on file with the Department of Education, Office of the Comptroller, a signed statement by the agency head certifying applicant adherence to these General Assurances for Participation in State or Federal Programs. The complete text may be found at http://fldoe.org/comptroller/doc/gbsectiond.doc.

Private Colleges, Community-based Organizations, and Other Agencies

In order to complete requirements for funding, applicants must certify adherence to the General Terms, Assurances, and Conditions by submitting the certification of adherence page, signed by the agency head.  

Private colleges, Community and Faith-Based Organizations, and other non-public agencies must also submit:  


(1) A copy of the organization’s current budget, 


(2) A list of the board of directors 


(3) Chart of Accounts


(4) Proof of Eligibility to operate a business in Florida, and if available,


(5) A copy of the institution or agency’s most recent annual audit report prepared by an 
independent Certified Public Accountant licensed in this state.
(6) DOE 600 Form Note: The DOE 600 form is an Excel document titled Eligibility Grant Funding Requirements for Non-Governmental Entities.  Please visit our website at http://www.fldoe.org/comptroller/xls/EligibilityGrantFunding.xls   to access the DOE 600 form and the instructions for completing the form.
  
[These items must be 
submitted, with the application, prior to the issuance of a project award.]
Funding Method
All applicants are advised that grantees will be funded according to the projected goals in their applications.  In the event that performances do not meet projected goals and result in overpayment, the overpayment must be returned to the Florida Department of Education by August 20, 2014, along with the final DOE 499 form.  Monitoring and performance reports will assist grantees in achieving their performance goals and avoiding overpayment.
Funded recipients will receive their allocation (to be determined by the Florida Department of Education) and will be specified on the Project Award Notification, DOE 200.
Reimbursement with Performance
Payment made upon submission of documented allowable expenditures, plus documentation of completion of specified performance objectives.  Requests for reimbursement with the appropriate back-up documentation should be submitted in accordance with applicable program requirements and instructions on the DOE 200, Project Award Notification.  See Invoicing Procedures section.
Supporting documentation for expenditures is required for all funding methods. Examples of such documentation include: invoices with check numbers verifying payment, and/or bank statements; all or any of which must be available upon request.
Financial Consequences

The awarded agency that fails to provide project deliverables, meet performance measures/goals, and/or complete tasks as specified in the approved Scope of Work will result in a partial payment and/or nonpayment, as appropriate.
Fiscal Requirements

Funded projects and any amendments are subject to the procedures outlined in the Project Application and Amendment Procedures for Federal and State Programs (Green Book) and the General Assurances for Participation in Federal and State Programs.  

URL:  http://www.fldoe.org/comptroller/gbook.asp
The project award notification (DOE 200) will indicate:

· Project budget 

· Program periods

· Timelines: 

· Last date for receipt of proposed budget 

· Program amendments

· Incurring expenditures and issuing purchase orders

· Liquidating all obligations 

· Submitting final disbursement reports.  

NOTE: Project recipients do not have the authority to report expenditures before or after these specified dates.
Allowable Expenses

Project funds must be used for activities that directly support the accomplishment of the project purpose, priorities, and expected outcomes.  All expenditures must be consistent with applicable state and Federal laws, regulations, and guidance.
Administrative Cost including Indirect Costs: In accordance with AEFLA, Section 233 (a-b):

(a) In General.-- Subject to subsection (b), of the amount that is made available under this subtitle to an eligible provider – 

(1) not less than 95 percent shall be expended for carrying out adult education and literacy activities; and

(2) the remaining amount, not to exceed five percent, shall be used for planning, administration, personnel development, and interagency coordination.

(b) Special Rule. -- In cases where the cost limits described in subsection (a) are too restrictive to allow for adequate planning, administration, personnel development, and interagency coordination, the eligible provider shall negotiate with the state eligible agency in order to determine an adequate level of funds to be used for noninstructional purposes. 

Agencies interested in pursuing the Special Rules should access the required form on the Division of Career and Adult Education’s website: http://www.fldoe.org/workforce/dwdgrants/default.asp.
Positions such as project coordinator, accountant, clerical staff, or other positions not directly involved in instructional activities of students are considered administrative.  Travel, equipment, and supplies for administrators are also considered administrative costs unless used for the purpose of providing personnel development directly related to Adult Education and Family Literacy students.
· All eligible providers are required to itemize administrative costs on the 
DOE 101 S Budget Narrative Form.
· Administrative costs (including indirect) cannot exceed 5%.
· Indirect costs are considered administrative costs and applicable to Local Education Agencies ONLY.
Executive Order 11-116 (Supersedes Executive Order 11-02)
The employment of unauthorized aliens by any contractor is considered a violation of Section 274A (e) of the Immigration and Nationality Act. If the contractor knowingly employs unauthorized aliens, such violation shall be cause for unilateral cancellation of the contract. In addition, pursuant to Executive Order 11-116, for all contracts providing goods or services to the state in excess of nominal value; (a) the Contractor will utilize the E-verify system established by the U.S. Department of 
Homeland Security to verify the employment eligibility of all new employees hired by the contractor during the Contract term, (b) require that Contractors include in such subcontracts the requirement that subcontractors performing work or providing services pursuant to the state contract utilize the E-Verify system to verify the employment eligibility of all new employees hired by the subcontractor during the contract term.

Project Performance Accountability and Reporting Requirements

The Department’s project managers will track each project’s performance, based on the information provided and the stated criteria for successful performance, and verify the receipt of required deliverables/services prior to payment, as required by Sections 215.971, and 287.058(1)(d)&(e), Florida Statutes.

For projects funded via Cash Advance, the Department’s project managers will verify that the project’s activities/deliverables are progressing in a satisfactory manner, consistent with the Project Narrative and Performance Expectations, on a quarterly basis. For projects funded via reimbursement, the Department’s project managers will verify that the project’s expenditures are allowable and that performance objectives are progressing in a satisfactory manner, consistent with the Project Narrative and Performance Expectations.
Equipment Purchases
Federal Requirement

The OMB Circular A-87(15) (b) (2), Equipment and other capital expenditures states:  Capital expenditures for special purpose equipment are allowable as direct costs, provided that items with a unit cost of $5,000 or more have the prior approval of the awarding agency.  

EDGAR Regulations

The Education Department General Administrative Regulation (EDGAR) requires that property records be maintained and provide an accurate accounting of equipment purchased with grant funds.  The Projected Equipment Purchases Form references all of the required guidelines specified in EDGAR, Section 80.32, Equipment.  A physical inventory of the property must be taken and the results reconciled with the property records at least once every 2 years. 
Division of Career and Adult Education Requirement

To ensure that Florida adequately monitors equipment purchased with federal funds applicants must record ALL equipment with a unit cost of $1,000 or more on the DOE 101S, Budget Narrative Form and on the Projected Equipment Purchases Form (applicant may use this form or another format that contains the information appearing on this form). 

All additional equipment purchases with a unit cost of $1,000 or more not listed on the original budget approved by the Florida Department of Education require an amendment submission and approval prior to purchase by the agency awarded the funding.
State Requirement

The Florida Administrative Code, Rule, 69I-72.002, Threshold for Recording Tangible Personal Property for Inventory Purposes states:

All tangible personal property with a value or cost of $1,000 or more and having a projected useful life of one year or more shall be recorded in the state’s financial system as property for inventory purposes.  Rule, 69I-72.003, Recording of Property, states:  Maintenance of Property Records – Custodians shall maintain adequate records of property in their custody.
Records Retention

It is the responsibility of the fiscal agency to retain records for financial transactions and supporting documentation for auditing purposes.  If records are requested by the Florida Department of Education or the State of Florida Division of Financial Services, all records must be provided.  Records should be maintained for five years from the last day of the program or longer if there is an ongoing investigation or audit.

Project Disbursement Report, DOE 499

All awarded Adult Education projects must submit a final DOE 499, Project Disbursement Report and the Projected Equipment Purchases Form to the Florida Department of Education, Comptroller’s Office, by August 20, 2014. 
Intellectual Property

The awarded agency is subject to following additional provisions:

A.  Anything by whatsoever designation it may be known, that is produced by, or developed in connection with, this Grant/Contract shall become the exclusive property of the State of Florida and may be copyrighted, patented, or otherwise restricted as provided by Florida or federal law.  Neither the Grantee/Contractor nor any individual employed under this Grant/Contract shall have any proprietary interest in the product.

B.  With respect to each Deliverable that constitutes a work of authorship within the subject matter and scope of U.S. Copyright Law, 17 U.S.C. Sections 102-105, such work shall be a "work for hire" as defined in 17 U.S.C. Section 101 and all copyrights subsisting in such work for hire shall be owned exclusively by the Department pursuant to s. 1006.39, F.S., on behalf the State of Florida.

C.  In the event it is determined as a matter of law that any such work is not a "work for hire," grantee shall immediately assign to the Department all copyrights subsisting therein for the consideration set forth in the Grant/Contract and with no additional compensation.
D.  The foregoing shall not apply to any pre-existing software, or other work of authorship used by Grantee/Contractor, to create a Deliverable but which exists as a work independent of the Deliverable, unless the pre-existing software or work was developed by Grantee pursuant to a previous Contract/Grant with the Department or a purchase by the Department under a State Term Contract.

E.  The Department shall have full and complete ownership of all software developed pursuant to the Grant/Contract including without limitation:

1.  The written source code;

2.  The source code files;

3.  The executable code;

4.  The executable code files;

5.  The data dictionary;

6.  The data flow diagram;

7.  The work flow diagram;

8.  The entity relationship diagram; and

9.  All other documentation needed to enable the Department to support, recreate, revise, repair, or otherwise make use of the software.
Administrative Provisions, Funding Shall Supplement Not Supplant

According to AEFLA, Section 241 (a) -- Funds made available for adult education and literacy activities under this subtitle shall supplement and not supplant other state or local public funds expended for adult education and literacy activities.
Non-duplication of Effort

According to AEFLA, Section 221 (3) -- It is the responsibility of the eligible agency to coordinate and ensure non-duplication with other federal and state education, training, corrections, public housing, and social service programs.
Reporting Outcomes

Submit invoices and Quarterly Reports as listed and approved on the Invoice Schedule Form, that align with information also submitted and approved on the Performance-Based Project Deliverables Form.  The invoices and the required documentation for deliverables will provide the program manager with the necessary information to determine whether the recipient is meeting the approved performance measures for the project.
Compliance Monitoring 

The state will evaluate the effectiveness of project activities based on established and approved performance goals.  Department staff monitors recipients’ compliance with program and fiscal requirements according to applicable federal and state laws and regulations specified by: Education Department General Administrative Regulations (EDGAR), Office of Management and Budget (OMB) Circulars, and Florida Department of Financial Services Reference Guide for State Expenditures and guidelines published in the Florida Department of Education’s Green Book. 

The Division of Career and Adult Education, Quality Assurance Policies, Procedures and Protocols Manual is available at: http://www.fldoe.org/workforce/cte1011.asp.
Amendment Procedures

Project amendments may be proposed by the project recipient or by the DOE Program Manager.  Program and budget amendments to approved project applications for all programs shall be prepared by project recipients on the project amendment request form (DOE 150) and the amendment narrative form (DOE 151) available in the Green Book and on the Division of Career and Adult Education Grants website at: http://www.fldoe.org/workforce/dwdgrants/default.asp.   

A project recipient may not begin to expend or obligate federal funds under a project amendment until the latter of the following two dates: (1) the date the Department receives the amendment in substantially approvable form or (2) the date approved by the Department Program Manager.
Invoicing Procedures

Agencies that are paid by Reimbursement with Performance must invoice for reimbursement.  See instructions on the Project Award Notification, DOE 200, to determine reimbursement requirements for awarded project(s). 

The status of the agency’s invoice for payment is available through the Department of Education’s online grants management system at: http://gms.fldoe.org/gms/gms_home/home.jsp. 

	REQUIRED INVOICE FORMS

	· The following forms are required for agencies that invoice.
· These forms provide accountability for financial expenditures based on performance deliverables.

· Each time an invoice is submitted, all appropriate forms and backup documentation must be included in the invoice request for payment.



	Form #
	Title
	Supporting Documentation

Must accompany forms

	NA
	Scope of Work and Performance Based Deliverables Form

Return with application.

	

	NA
	Invoice Form – Return with each invoice.

	

	DOE 300
	For Non-Governmental Recipients Only, Detail of Salary Expenditures

Form available at: Green Book
http://fldoe.org/comptroller/gbook.asp
	· Payroll register

· Timesheets

	DOE 301
	Detail of Monthly Transactions

Form available at: Green Book
	· A copy of all invoices/receipts must be attached to support this request.

· All invoices and receipts must include a legible itemized description of purchases.

	DOE 499
	(Adult Education) -- Interim and Final

Form available at: Green Book
	


Submit invoices and all supporting documentation to:

Office of Grants Management

Florida Department of Education

325 West Gaines Street, Room 332, Unit B
Tallahassee, FL 32399-0400

Attention: Sue Wilkinson
NARRATIVE SECTION
Instructions for Completing the Narrative and Forms

· Before inserting any text or information into the Application Narrative Section, forms and charts, save the pages/charts/forms in Word on your computer or on a disk.

· Use size 12-point font.
· Responses should be brief, clear and concise.

· Submit:

· One application with original signatures

· Three copies of the application  

· Note:  It is the submitting agency’s responsibility to ensure that three complete copies of the application are included in the application package.

1. Project Design and Implementation
a) Abstract (maximum two pages to be counted in the 10 page maximum)
· Briefly summarize the program’s goals.
b) Performance-Based Project Deliverables 
· Describe how each of the performance measures / goals and deliverables stated on the Scope of Work and Performance-Based Deliverables Form located in the Attachments section will be achieved within the project year.  
c) Need Statement
· Include State Leadership Targeted Initiatives, as indicated in the Funding Matrix (see the Attachments section). 

· Describe the need for the project.

· Provide supporting data to validate the need.

· Identify the risk factors and indicators that contribute to the need.

· Describe the impact of the program on the target population.

d) Collaboration

· Identify fiduciary collaborative partnerships for developing and implementing the project’s goals and objectives such as One-Stop-Centers, consortia of literacy organizations, business and industry, libraries, volunteer literacy organizations and faith-based organizations.

· Identify the specific role, activities and expected contributions of each partner including the project’s facilitator and fiscal agent.

NOTE:

· The applicant is solely responsible for all fiscal management of the project.

· Include a collaborative agreement in the application package that is signed by all fiduciary partners and that outlines the role, activities and expected contributions of each partner.
e) Project Management
· Describe staffing for the project, outlining the experience and training qualifications for all. 

· Describe the management information system and processes that will be used to monitor the program’s professional development activities, quality of activities, and report performances/goals attained for the services of the program.

f) Past Effectiveness

· Describe how past professional development activities administered by the applicant have improved services for students enrolled in adult education and family literacy programs, especially for those with the lowest levels of literacy.

· Describe past successes in providing staff, educators, and service providers with successful strategies for outreach, recruitment and retention of educationally disadvantaged students and especially those most in need of literacy services; emphasizing individuals with low income or minimal literacy skills, or those most in need of literacy services.
2. Support for Reading/Strategic Imperatives
Incorporate one or more of the Areas of Focus included in Florida’s Next Generation PreK-20 Education Strategic Plan. 

URL: http://www.fldoe.org/board/meetings/2012_10_09/strategicv3.pdf
Describe how the project will address the reading and math/science initiatives of the Department of Education.

Just Read Florida 

URL: http://www.justreadflorida.com
Math/Science Initiative 

URL: http://www.fldoestem.org/center13.aspx
3. For Federal Programs - General Education Provisions Act (GEPA)

Provide a concise one-page description of the process to ensure equitable access to, and participation of students, teachers, and other program beneficiaries with special needs.  For details refer to URL: http://www.ed.gov/fund/grant/apply/appforms/gepa427.pdf
Equitable Services for Private School Participation
In accordance with P.L. 107-110, Title IX, Part E Uniform Provisions, Subpart 1, Section 9501, the applicant must provide a detailed plan of action for providing consultation for equitable services to private school children and teachers within the local education agency(ies) service area.  For details, refer to URL: http://www.ed.gov/policy/elsec/leg/esea02/pg111.html. 

Contractual Service Agreements must be in compliance with Florida Statutes, Sections 215.422, 216.347, 216.3475, 287.058, and 287.133; Rule 60A-1.017, Florida Administrative Code.  Applicants proposing fiscal / programmatic agreements should carefully review and follow the guidance of the State of Florida Contract and Grant User Guide, Chapter 3, Agreements at URL: http://www.myfloridacfo.com/aadir/docs/ContractandGrantManagementUserGuide.pdf.  All proposed 
contractual expenditures between the fiscal agent and subcontractors shall be accompanied by a formal, properly executed (e.g., agency head or designee’s signature), clear and comprehensive agreement which provides the legal basis for enforcement.  Because the success of a project can be directly linked to the quality of the agreement, issuing a formal agreement is critical. 
Budget Narrative Form, DOE 101S Form

When completing the Budget Narrative Form, located on the website (see Note below), under Column (3), Account Title and Narrative, for each line item specify the budgetary expenditures such as salaries, equipment and supplies.  Expenditures should focus on performance improvement, as noted in the application.

Note: The budget form is an Excel document titled Budget Narrative Form, DOE 101S.  Please visit our website at http://www.fldoe.org/workforce/dwdgrants/. See the Program Management Resources section to access the new budget form and the instructions for completing the form.

All Adult Education applicants must use the Budget Narrative DOE 101S budget form.

All Adult Education applications must also include a separate Budget Narrative Form, DOE 101S, for each participating fiscal partner.  

Conditions for Acceptance

The requirements listed below must be met for applications to be considered for review:

1) Application is received in DOE within the timeframe specified by the RFA

2) Application includes required forms:  
a. DOE 100A Project Application  
b. DOE 101 - Budget Narrative 
c. DOE 600 - Eligibility Grant Funding Requirements for Non-Governmental Entities 
3) All required forms must have the assigned TAPS Number included on the form

4) All required forms have original signatures by an authorized entity

5) Application must be submitted to:

Office of Grants Management

Florida Department of Education

325 W. Gaines Street, Room 332, Unit B
Tallahassee, Florida 32399-0400
Attention: Sue Wilkinson
NOTE: Applications signed by officials other than the appropriate agency head identified above must have a letter signed by the agency head, or documentation citing action of the governing body delegating authority to the person to sign on behalf of said official. Attach the letter or documentation to the DOE 100A when the application is submitted.

Community- and Faith-Based Organizations must also include the following:

· General Terms, Assurances and Conditions– certification of adherence page signed by the agency head

· Copy of current operating budget

· List of current Board of Directors and Articles of Incorporation

· Copy of Chart of Accounts
· Proof of eligibility to operate a business in Florida (signed document from Florida Secretary of State)
· Copy of current audit report  -  if available
· DOE 600 Eligibility Grant Funding Requirements for Non-Governmental Entities
Method of Review 

· All eligible recipients’ applications will be reviewed for approval by FLDOE staff using the criteria specified in the Adult Education and Family Literacy Act, and the items outlined in this document.

· Eligible recipients may be asked to revise and/or change content stated in their application in order to be approved for funding.

· In addition, fiscal information will be reviewed by the Bureau of Contracts, Grants and Procurement, and Office of Grants Management staff.
· The Application Review Criteria and Checklist found in the Attachments section will also be used by FLDOE staff to review applications.
Attachments

· Program Background Information
· Funding Matrix

· Scope of Work and Program Based Deliverables Form
· State Leadership Project Invoice Form
· DOE 100A, Project Application Form

· DOE 101S, Example Budget Narrative Form

· Projected Equipment Purchases Form
· Application Review Criteria and Checklist
Program Background Information

Adult Education and Family Literacy

State Leadership
Please note that there are several sources of rules and regulations that govern and impact the administration of this project.  Completing this application is just part of the process.  By law, you must adhere to the information set forth in this document along with all of the rules and regulations applicable to the project.  Additional state and federal resource links are available at:

http://www.fldoe.org/workforce/dwdgrants/default.asp 

http://www.fldoe.org/workforce/adulted/
Allowable Activities for State Leadership Projects (must include but not limited to all initiatives addressed in the Funding Matrix)

Please Note:  The following list aligns with the State Leadership Targeted Initiatives listed in the Funding Purpose section.  Specific project goals are referenced in the Funding Purpose/Priority section found on page 1.

1. Professional Development:  The establishment or operation of professional development programs to improve the quality of instruction, including instruction incorporating phonemic awareness, systematic phonics, fluency, and reading comprehension and instruction provided by volunteers or by personnel of the state.

2. Technical Assistance:  The provision of technical assistance to local providers.  

3. Technology Assistance:  The provision of technology assistance (e.g., computers, distance learning) to eligible providers (including staff training).

4. Literacy Resource Center:  The support of state network of literacy resources including agencies and organizations such as Adult and Community Educators of Florida (ACE of Florida), and TechNet.

5. Monitoring:  The monitoring and evaluation of the quality of and the improvement in adult education and literacy activities.

6. State Incentives:  Incentives for program coordination, integration, and performance awards.  Thus, the state may simply decide to allocate part of its state leadership reserve to local providers that promote coordination and integration and exceed their benchmarks.  This incentive award would be over and above the dollars allocated to the eligible providers pursuant to the state’s RFA.

7. Curriculum Development:  Developing and disseminating curricula, including curricula incorporating phonemic awareness, systematic phonics, and fluency in reading comprehension.

8. Statewide Significance:  Other activities of statewide significance that promote the purpose of this program.

9. Support Services:  Coordination with the existing support services such as transportation, childcare, and other assistance designed to increase the rates of enrollment in, and successful completion of adult education and literacy activities.

10. Linkages with Workforce Investment:  Integration of literacy instruction and occupational skill training and promoting linkages with employers.

11. Postsecondary Linkages:  Linkages with postsecondary education institution.

	FUNDING MATRIX

Adult Education and Family Literacy

State Leadership, English Literacy/Civics,  State Resource Center, 
Florida Literacy Coalition

Non-Competitive

FY 2013-2014
Total:  $15,000

	State Leadership Targeted Initiatives
	Fiscal Agency
	Allocation
	Project
	Project Description

	State Resource Center

Statewide Significance

Professional Development 

Technical Assistance
	Florida Literacy Coalition

934 N.  Magnolia Ave.

Suite 104

Orlando, Florida  32803

Greg Smith

Executive Director

PH: 407-246-7110

FX: 407-246-7104

Email: smithg@floridaliteracy.org


	$15,000
	State Literacy Resource Center
	Work in conjunction with the Florida Department of Education and other literacy providers to conduct professional development and develop EL Civics integration resources for literacy volunteers and tutors. Materials will also be developed to improve public speaking and other skills for ESOL learners.   

For more specific details see the attached 

Scope of Work and Program Based Deliverables Form.
Allowable State Leadership Activities:

(4) Literacy Resource Centers,

(7) Curriculum Development, and 
(8) Statewide Significance.



Scope of Work and Performance Based Deliverables Form

State Leadership, English Literacy/Civics, Florida Literacy Coalition 

Complete and return this form with application.

	Agency:

Florida Literacy Coalition
	Telephone:

407-246-7110   

	County:


	E-Mail:

smithg@floridaliteracy.org

	Contact Person:

Greg Smith
	Fax:

407-246-7104

	Title:

Executive Director
	Grant Amount:

$15,000


The awarded agency that fails to provide project deliverables, meet performance measures/goals, and/or complete tasks as specified in the approved Scope of Work will result in a partial payment and/or nonpayment, as appropriate.
Definitions
Tasks 
 
Specific activities that are required to be performed to complete the Project Narrative/Scope of 
Work.
Deliverables 
Products and/or services that directly related to a Task specified in the Scope of Work.  Deliverables must be quantifiable, measurable, and verifiable.

Due Date 
Date for completion of tasks. 

	FLORIDA LITERACY COALITION

	1
	2
	3
	4

	Scope of Work/Tasks
	Deliverables/Evidence
	Est. Amount
	Due Date

	GOAL 1:  PROFESSIONAL DEVELOPMENT AND TRAINING

	Professional Development

	1.1 Literacy Ambassador Program
Plan, organize, attend, and facilitate a two day training to prepare: a) adult ESOL learners for public speaking engagements, outreach and media interviews, and b) program managers to build relationships with the media in order to create awareness of their program and increase students and volunteers enrollment.
. 
	1.1 Submit:
1. Training Announcement
2. Trainer Agreement

3. Agenda

4. Sign-in Sheet/On-line Completions
5. Training Materials or PowerPoints

6. Evaluation Summary
	$8,600
	

	1.2 Face-to-Face Training
Sponsor and conduct trainings for tutors, and teachers on effective practices in integrating EL Civics into instruction, with an emphasis on citizenship preparation.  FLC will plan, organize, and facilitate the sessions, including providing a trainer and materials.
	1.2 Submit:
1. Training Schedule
2. Trainer Agreement
3. Agenda
4. Sign-in Sheet
5. Training Materials or PowerPoints
6. Evaluation Summary


	$4,000
	

	1.3 Adult Learner Essay Book and Lessons
Develop and publish an essay book of 2013-2014 from ESOL students with a focus on EL Civics topics such as voting, American Dream, life in U.S.A., and  completed essay book with be distributed and shared throughout the state using various media outlets. 
Provide tutors/ teachers with sample lesson plans and strategies on effectively incorporating writing into instruction.
 
	1.3 Submit:
1. Call for submissions
2. Copy of book
3. Distribution list
4. Copy of lesson plans/activities

	$2,400
	

	TOTAL
	$15,000
	


State Leadership Project Invoice Form
Return with each invoice. 

	Invoice #:
	Dates of Service for Invoice:

	Project Title: 
	Project #: 

	Name: 
	Award Amount: 

	E-mail: 
	Phone: 

	Address: 
	Zip: 

	City: 
	County: 


	A
	B
	C
	D
	E
	F

	Performance Measures / Criteria
	Evidence/

Deliverables
	Evidence/

Deliverable

Amount

Authorized
	Evidence/

Deliverable

Amount Previously Earned
	Amount

Difference
	$ Amount

Requested

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Totals 
	$
	$
	$
	$


Amounts will be paid on the lesser of expenditures or deliverables as reported on the 499 Adult Ed form and Column F on the chart above.  Applicant must request any carryover on a future invoice.
Attach to each invoice submitted: 

· Updated DOE 499 form
· Proof of documented allowable expenses for the performance measure(s) achieved that support the listed deliverable(s) and mail to: 
Florida Department of Education 
Bureau of Grants Management 
Attention: Sue Wilkinson 
325 West Gaines Street, Room 332, Unit B 
Tallahassee, FL 32399-0400 
	Print Name of Agency’s Invoice Preparer:


	Signature of Agency’s Invoice Preparer:
	Date:


	FDOE USE ONLY


	FDOE Program Manager:
	Date:


Florida Department of Education

Project Application
	Please return to:

Florida Department of Education

Bureau of Grants Management

Room 332 Turlington Building

325 West Gaines Street

Tallahassee, Florida 32399-0400

Telephone:  (850) 245-0496
	Program Name:
Adult Education and Family Literacy

State Leadership, English Literacy/Civics
Florida Literacy Coalition

Fiscal Year 2013-2014

	DOE USE ONLY

Date Received      


	B) Name and Address of Eligible Applicant:


	Project Number (DOE Assigned)

	
	

	
	

	
	

	

	D)

Applicant Contact Information

	
	Contact Name:
	Mailing Address:



	
	Telephone Number:


	SunCom Number:



	
	Fax Number:


	E-mail Address:



	CERTIFICATION


	

	I, ______________________________________________, (Please Type Name) do hereby certify that all facts, figures, and representations made in this application are true, correct, and consistent with the statement of general assurances and specific programmatic assurances for this project.  Furthermore, all applicable statutes, regulations, and procedures; administrative and programmatic requirements; and procedures for fiscal control and maintenance of records will be implemented to ensure proper accountability for the expenditure of funds on this project.  All records necessary to substantiate these requirements will be available for review by appropriate state and federal staff.  I further certify that all expenditures will be obligated on or after the effective date and prior to the termination date of the project.  Disbursements will be reported only as appropriate to this project, and will not be used for matching funds on this or any special project, where prohibited.

Further, I understand that it is the responsibility of the agency head to obtain from its governing body the authorization for the submission of this application.


	

	

	DOE 100A

Revised August 2013
                                                      Page 1 of 2                            Pam Stewart, Commissioner 
[image: image2.png]






	Instructions for Completion of DOE 100A



	A. If not pre-printed, enter name of the program for which funds are requested.

B. Enter name and mailing address of eligible applicant.  The applicant is the public or non-public entity receiving funds to carry out the purpose of the project.

C. Enter the total amount of funds requested for this project.

D. Enter requested information for the applicant’s contact person.  This is the person responsible for responding to all questions regarding information included in this application.

E. The original signature of the appropriate agency head is required.  The agency head is the school district superintendent, university or community college president, state agency commissioner or secretary, or the president/chairman of the Board for other eligible applicants.

· Note:  Applications signed by officials other than the appropriate agency head identified above must have a letter signed by the agency head, or documentation citing action of the governing body delegating authority to the person to sign on behalf of said official.  Attach the letter or documentation to the DOE 100A when the application is submitted.



	

	

	

	


DOE 100A

Revised August 2013
                                                            Page 2 of 2                              Pam Stewart, Commissioner  
[image: image3.png]



EXAMPLE



Budget Narrative Form (DOE 101S Form)
Please visit our website at http://www.fldoe.org/workforce/dwdgrants/.  See the Program Management Resources section to access the DOE 101S Budget Form and the instructions for completing the form.

	(1)
	(2)
	(3)
	(4)
	(5)
	(6)

	FUNCTION
	OBJECT
	ACCOUNT TITLE, NARRATIVE, AND EXPLANATION
	FTE POSITION
	AMOUNT
	% ALLOCATED to this PROJECT

	#####
	#####
	Salaries:  Part-time hourly salary for 6 teachers to provide direct instruction in Adult Education programs.  The calculation: 20 hours per week x $25.00 per hour x 32 weeks x 6 teachers.
	3
	$96,000

	100%


	#####
	#####
	Employee Benefits, Retirement: Contributions to retirement plan for 6 part-time teachers at 9.85%
	
	$9,456
	100%

	#####
	#####
	Employee Benefits, Social Security: Contributions to retirement plan for 6 

part-time teachers at 7.65%
	
	$7,344
	100%

	#####
	#####
	Employee Benefits, Worker’s Compensation:  Contributions to retirement plan for 6 part-time teachers at 1.01%
	
	$969
	100%

	#####
	#####
	Computer Hardware: Purchase of computer equipment to be used by students for instructional purposes.  The equipment items will include monitors, CPU’s peripheral devices memory, and 10 laptop computers.  

The required equipment form is attached to the application.
	
	$8,830
	100%

	#####
	#####
	Travel:  Travel will support 2 instructional teachers, and 1 curriculum planner to attend the Adult Education State Conference. Expenditures for costs of transportation, lodging, and meals (state rate) are as follows:

· Roundtrip airfare is $400 x 3 persons = $1,200
· Two nights lodging @ $90 per night is $180 x 3 persons = $540
· Meals at $36/day for two days is $72 x 3 persons= $216
Total Travel Costs for Conference:    $1,956
	
	$1,956
	100%

	
	
	
	Total
	$124,555 
	


NOTE:
When completing the Budget Narrative Form located on the website, under Column (3), Account Title and Narrative, for each line item specify the budgetary expenditures such as salaries, equipment and supplies.  Expenditures should focus on performance improvement, as noted in the application.

Place TAPS number 14B028 on the Budget Narrative Form DOE 101S form.
Florida Department of Education
Division of Career and Adult Education

PROJECTED EQUIPMENT PURCHASES FORM

Equipment projected to be purchased from this grant must be submitted on this form or in a format that contains the information appearing on this form.

 A) ___________________________________________________





Name of Eligible Recipient








B) ___________________________________________________  


Project Number (DOE USE ONLY)

Agencies are accountable for all equipment purchased using grant funds including those below the agencies threshold.
PROJECTED EQUIPMENT PURCHASES
(Cells will expand when text is typed.)
	ITEM

#
	FUNCTION CODE
	OBJECT CODE
	ACCOUNT TITLE
	DESCRIPTION
	SCHOOL / 

PROGRAM
	NUMBER OF ITEMS
	ITEM COST

($)
	TOTAL AMOUNT

($)

	
	A
	B
	C
	D
	E
	F
	G
	H

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	


Inventory Guidelines

The following elements are required on the inventory of all equipment purchased.

EDGAR 80.32(d)(1): Property records must be maintained that include a description of the property, a serial number or other identification number, the source of property, who holds title, the acquisition date, and cost of the property, percentage of Federal participation in the cost of the property, the location, use and condition of the property, and any ultimate disposition data including the date of disposal and sale price of the property.

State Requirements for inventory elements are located in Rule 69I-72.003, Florida Administrative Code, Recording of Property.

Does the agency’s inventory system contain all required federal and state elements listed above?              


  YES      NO
Florida Department of Education
Division of Career and Adult Education

PROJECTED EQUIPMENT PURCHASES FORM

Instructions for Completion

This form should be completed based on the instructions outlined below, unless instructed otherwise in the Request for Proposal (RFP) or Request for Application (RFA).  Use multiple forms as needed.

A. Enter Name of Eligible Recipient.

B. Project Number (DOE USE ONLY)
	COLUMN A - FUNCTION CODE:
	SCHOOL DISTRICTS ONLY:  Use the four digit function codes as required in the Financial and Program Cost Accounting and Reporting for Florida Schools Manual.



	COLUMN B - OBJECT CODE:    
	SCHOOL DISTRICTS: Use the three digit object codes as required in the Financial and Program Cost Accounting and Reporting for Florida Schools Manual. 

COMMUNITY COLLEGES:

Use the first three digits of the object codes listed in the Accounting Manual for Florida’s Public Community Colleges.

UNIVERSITIES AND STATE AGENCIES:

Use the first three digits of the object codes listed in the Florida Accounting Information Resource Manual.

OTHER AGENCIES:  Use the object codes as required in the agency’s expenditure chart of accounts.



	COLUMN C – ACCOUNT TITLE:   
	Use the account title that applies to the object code listed in the accordance with the agency’s accounting system.



	COLUMN D – DESCRIPTION:
	Provide detailed descriptions/specifications of all equipment items to be purchased that have a projected unit value of $1000 (State’s threshold) or more with a useful life of one year or more. 

Note: If the agency has a threshold of less than $1000 the lower amount is the guiding threshold.


	COLUMN E – SCHOOL/PROGRAM:          
	Provide the name of the school and the name of the program for which the equipment is being purchased.



	COLUMN F – NUMBER OF ITEMS:
	Provide the total number purchased of this item.



	COLUMN G – ITEM COST:
	Provide the projected cost for each item.



	COLUMN H – TOTAL COST:
	Provide the total projected cost of all items.


APPLICATION REVIEW CRITERIA AND CHECKLIST
Florida Literacy Coalition

Place all items requested in the order indicated below. 

· Include only the items requested.

· Place page numbers on every page consecutively, at the bottom, beginning with the DOE 100A as page 1.  Page numbers written by hand are permissible if electronic numbering is a problem.

· Place a binder clip on the upper left corner of each application (no spiral bindings, notebooks or cover pages, please).

· Include this form in the application package.

	Placement Order
	Item
	Applicant
	DOE Staff

· Check appropriate box below

	
	
	Indicate Page Numbers Below
	Complete
	Incomplete

	ITEMS
	
	
	

	1
	DOE 100A, Project Application – with original signature
	
	
	

	2
	DOE 101 S, Budget Narrative Form
	
	
	

	3
	DOE 600, Eligibility Grant Funding Requirements
	
	
	

	
	Narrative Components
	
	
	

	4
	1. Project Design and Implementation
	
	
	

	
	    a. Abstract
	
	
	

	
	    b. Performance-Based Project Deliverables
	
	
	

	
	    c. Need Statement
	
	
	

	
	    d. Collaboration
	
	
	

	
	    e. Project Management
	
	
	

	
	    f. Past Effectiveness
	
	
	

	
	2. Support for Reading/Strategic Imperatives
	
	
	

	
	3. GEPA Summary
	
	
	

	5
	Projected Equipment Purchases Form or other equipment documentation 
	
	
	

	6
	Scope of Work and Program Based Deliverables Form
	
	
	

	
	COMMUNITY-BASED AND FAITH-BASED ORGANIZATIONS – must include the following
	
	
	

	7
	1. General Terms, Assurances and Conditions– certification of adherence page signed by the agency head
	
	
	

	
	2. Copy of the organization’s current operating budget
	
	
	

	
	3. List of current Board of Directors and Articles of Incorporation
	
	
	

	
	4. Chart of Accounts
	
	
	

	
	5. Proof of eligibility to operate a business in FL (signed document from FL Secretary of State)
	
	
	

	
	6. Copy of agency’s most recent audit report  prepared by an independent Certified Public Accountant licensed in FL – if available
	
	
	

	8
	Attachments
	
	
	

	9
	Application Review Criteria and Checklist Form
	
	
	


I:\RFA - RFP's\13-14\Adult\Leadership\Florida Literacy Coalition\ flc-1314-rfa.doc             7/30/2013 9:25 AM
TAPS Number


14B028





C)	Total Funds Requested:





	$








DOE USE ONLY





	Total Approved Project:





	$








E)	________________________________________________


	Signature of Agency Head





TAPS Number


14B028








PAGE  
8
DOE 900D

Revised August 2011
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