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FLORIDA DEPARTMENT OF EDUCATION

Request for Application (RFA)
Bureau / Office

Division of Community Colleges and Workforce Education
Program Name
Adult Education and Family Literacy – State Leadership, Regional Training Councils (RTC), Regions I, II, III, IV and V, Continuation
(Formerly called Regional Professional Development Advisory Councils - RPDAC)
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:  http://12.46.245.173/cfda/cfda.html
Funding Purpose/Priorities
Regional Training Councils will provide the following services:

· Professional development activities
· Comprehensive technology development
· Assessing the needs of educators and administrators serving adult education students

· Integration and promotion of literacy instruction and occupational skills training and promoting linkages with industry

Type of Award

Discretionary/Continuation
Total Funding Amount 

$250,000 -- see the Allocation Chart in the Attachments section
Note: Allocation amounts are preliminary estimates pending notification of funding amounts from the U.S. Department of Education.
Budget Period 

July 1, 2006 to June 30, 2007
Applications received after June 30, 2006, will be effective on the date of receipt in Grants Management or award of federal funds, whichever is later.  A recipient may not obligate federal funds prior to the effective date of the project or after the project end date.  All funds must be liquidated within 50 days of the project end date.
Program Performance Period

Same as Budget Period, see above.

Target Population

Literacy volunteers, teachers and administrators providing services for the adult education system.
Eligible Applicant(s)
Currently funded agencies per the Allocation Chart in the Attachments section.
Application Due Date
June 26, 2006
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.
Contact Persons

· Program Manager Contact: Elsie Rogers, 850.245.9029, Elsie.Rogers@fldoe.org
· Grants Management Contact: Debbie Bradford, 850.245.0746, Debbie.Bradford@fldoe.org
Assurances

The Florida 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 U. S. 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/gbook.asp 

School Districts, Community Colleges, Universities and State Agencies

The certification of adherence filed with the Department of Education Comptroller’s Office shall remain in effect indefinitely unless a change occurs in federal or state law, or there are other changes in circumstances affecting a term, assurance, or condition; and does not need to be resubmitted with this application.

Private Colleges, Community- and Faith-Based Organizations, and Other Agencies

In order to complete requirements for funding, applicants must submit the certification page signed by the agency head certifying applicant adherence to the general terms, assurances, and conditions.  Please note that private colleges, community- and faith-based organizations, and other non-public agencies must also submit copies of the organization’s current budget, a list of its board of directors, and if available, a copy of its most recent annual audit report prepared by an independent certified public accountant licensed in this state.  These items must be submitted prior to the issuance of a project award.
Funding Method
All applicants are advised that grantees will be funded according to the projected outcomes 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, 2007, along with the final DOE 499 form.  Monitoring and performance reports will assist grantees in achieving their performance goals and avoiding overpayment.

Reimbursement with Performance - Payment made upon submission of documented allowable expenditures, plus documentation of completion of specified performance objectives.
Fiscal Requirements
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.

Failure to submit fiscal reports in the timeframes stipulated renders the project out of compliance and may result in early termination and ineligibility for future funding.

Retention

It is the responsibility of the fiscal agency to retain records for financial transactions and supporting documentation for auditing purposes.  Records should be maintained for five years from the last day of the program or longer if there is an ongoing investigation or audit.  Access to such records shall be made available upon request to duly authorized representatives of the U.S. Department of Education, the Florida Department of Education, the Florida Department of Financial Services, and the Auditor General of the State of Florida.

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. 

Local Administrative Cost Limits
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 eligible agency in order to determine an adequate level of funds to be used for noninstructional purposes.

Positions such as project coordinator, accountant, clerical staff, or other positions not directly serving 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 program and/or students, and direct assistance to career and technical education students.  Indirect costs are considered administrative costs and applicable to Local Education Agencies ONLY. 
Invoicing Procedures
The following is the required documentation for each invoice submitted for reimbursement:

Website URL: http://www.firn.edu/doe/dwdgrants/grants.htm
1. Workforce Invoice Form (for the appropriate program)

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

3. **DOE 301, Detail of Monthly Transactions

4. ***DOE 499 (Adult Education) -- Interim and Final

*Back up documentation to accompany and support the DOE 300 are:

· Payroll register

· Timesheets

**Back up documentation to accompany and support the DOE 301 are:

· 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.

***These forms are available from the Comptroller’s Office, Green Book (Project Application & Amendment Procedures for Federal and State Programs)

The five documents listed above are required for each invoice and provide accountability for financial expenditures based on performance deliverables.  Each time an invoice is submitted, all required forms and backup documentation must be included in the invoice request for payment.

Submit invoices and all supporting documentation to:

Office of Grants Management

Florida Department of Education

Attention: Sue Wilkinson

325 West Gaines Street, Room 325, Unit B

Tallahassee, FL 32399-0400
Project Disbursement Report

The final DOE 499, Project Disbursement Report is due by August 20, 2007.

Reporting Outcomes

Submission of Timely Invoices
Invoices, as listed and approved on the Invoice Schedule Form, that align with information also submitted 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.
	PREPARING THE APPLICATION PACKAGE

The following narrative and forms must be included in the application package.

APPLICATION NARRATIVE

Narrative responses for items one through five listed below must be typed in 12-point font and double spaced.  There is a 10 page maximum for the narrative portion of the application package.

1.  Project Design
1) Abstract (maximum two pages to be counted in the 10 page maximum)

Briefly summarize the program’s goal(s).
2) Need Statement

a) State which Targeted Initiative(s) (see Funding Purpose/Priorities section, choose one or more) are included in the project.

b) Describe the need for the project.

c) Provide supporting data to validate the need.

d) Identify the risk factors and indicators that contribute to the need.

e) Describe the impact of the program on the target population.

3)  Collaboration

a) Identify collaborative partnerships for developing and implementing the project such as One-Stop-Centers, consortia of literacy organizations, business and industry, libraries, volunteer literacy organizations and faith-based organizations.

b) Identify the specific role, activities and expected contributions of each of the partners.

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 partners and that outlines the role, activities and expected contributions of each partner.
4)  Project Management

a) Describe staffing for the program, outlining the experience and training qualifications for all.

b) Describe the management information system and processes that will be used to monitor the program and report performances/goals attained for the services of the program.

5)  Past Effectiveness

a) Describe how past projects 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.

b) 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 Strategic Imperatives
Describe how the proposed project will incorporate reading initiatives AND one or more of the Florida State Board of Education (SBE) strategic imperatives. 
URL: http://www.fldoe.org/Strategic_Plan/pdfs/StratPres2006.pdf#page=2 
3.  Dissemination/Marketing

Describe the methods/strategies you will use to disseminate and market information about the project to appropriate populations.

4.  Federal Programs General Education Provisions Act (GEPA)

A current fiscal year General Education Provisions Act (GEPA) plan is required; applicant must submit a copy of their plan with this application.  In accordance with the requirements of Section 427 of the GEPA Public Law 103-382, a one-page description of the steps proposed by the District or other entity to ensure equitable access to, and participation of students, teachers, and other program beneficiaries with special needs must be submitted. 

See:  http://www.ed.gov/fund/grant/apply/appforms/gepa427.pdf
APPLICATION FORMS

Complete the following forms.  These forms are found in the Attachments section of this document.

6. Self-Evaluation Form

7. By-Laws, Regional Training Councils
8. Performance-Based Project Deliverables Form

9. DOE 100A, Project Application Form

10. DOE 101, Budget Narrative Form - in accordance with the Salary Matrix provided
11. Regional Workforce Board Coordination Assurance Form

12. Invoice Schedule Form

13. Application Review Criteria and Checklist Form




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:  DOE 100A-Project Application Form and DOE 101 - Budget Narrative Form

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
Attention: Sue Wilkinson
Florida Department of Education

325 W. Gaines Street, Room 325

Tallahassee, Florida 32399-0400

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.

Other Requirements

In addition to the DOE 101-Budget Narrative and DOE 100A-Project Application, also include:

· Self-Evaluation Form

· By-Laws, Regional Training Council
· Performance-Based Project Deliverables Form

· Regional Workforce Board Coordination Assurance Form

· Invoice Schedule – if applicable

· Written responses to the Narrative section
· Collaboration agreements –as applicable
· Application Review Criteria and Checklist

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

· List of current Board of Directors and Articles of Incorporation

· Copy of current operating budget

· Copy of current audit report  -  if available

· Copy of Chart of Accounts
· General Terms, Assurances and Conditions for Participation in Federal and State Programs

· Proof of eligibility to operate a business in Florida (signed document from Florida Secretary of State)

Submit:

· One application with original signatures

· Three copies of the application

Be sure to review and adhere to the application guidelines to ensure that all sections of the application have been addressed.

Method of Review 
All applications will be reviewed by Florida Department of Education, Division of Community Colleges and Workforce Education staff using the Application Review Criteria and Checklist in the Attachments section and a desktop checklist to determine eligibility for project continuation.
If required, applicants will be contacted for additional information, changes or technical assistance.
In addition, fiscal information will also be reviewed by Division of Contracts, Grants and Procurement, Office of Grants Management staff.
Attachments

· Program Information for Regional Training Councils
· By-Laws, Adult Education, Regional Training Council
· Regional Training Council Staff Responsibility Salary Matrix

· Self-Evaluation Form

· Allocation Chart

· DOE 100A, Project Application

· DOE 101, Budget Narrative Form

· Regional Workforce Board Coordination Assurance Form
· Performance-Based Project Deliverables Form

· Invoice Schedule

· Application Review Criteria and Checklist

Program Information for Regional Training Councils, State Leadership, Continuation Projects
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.firn.edu/doe/dwdgrants/grants.htm
http://www.firn.edu/doe/workforce/adult_ed.htm
Allowable Activities for State Leadership Projects (must include at least one of the following)
Please Note:  These align with the State Targeted Initiatives listed in the Funding Purpose section.
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 Centers:  The support of state or regional networks of literacy resource centers.

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.

Statutory Considerations for Compliance with the Following:

1. Measurable Goals:  The degree to which the eligible provider will establish measurable goals for participant outcomes.

2. Past Effectiveness:  The past effectiveness of an eligible provider in improving the literacy skills of adults and families.  After the adoption of a state’s performance measures, the state must also take into account whether the provider met or exceeded such performance measures, especially with respect to those adults with the lowest levels of literacy.

3. Serving Those Most in Need:  The commitment of the eligible provider to serve individuals in the community most in need of literacy services, including individuals with low income or who have minimal literacy skills.

4. Intensity of Services:  Whether the program is of sufficient intensity and duration for participants to achieve substantial learning gains, and uses instructional practices such as phonemic awareness, systemic phonics, fluency and reading comprehension that research has proven to be effective in teaching individuals to read.

5. Effective Practices:  Whether the activities are built on a strong foundation of research and effective educational practice.

6. Use of Technology:  Whether the activities effectively employ advances in technology, including the use of computers.

7. Real-Life Context:  Whether the activities provide learning in a real-life context to ensure that an individual has the skills necessary to compete in the workplace and exercise the rights and responsibilities of citizenship.

8. Staffing:  Whether well-trained instructors, counselors, and administrators staff the activities.

9. Coordination:  Whether the activities coordinate with other resources in the community.

10. Flexible Schedules:  Whether the activities offer flexible schedules and support services, such as childcare and transportation.

11. Management Information:  Whether the activities maintain a high quality information management system that has the capacity to report participant outcomes and to monitor performance.

12. English Literacy:  Whether the local communities have a demonstrated need for additional English literacy programs.

National Priorities of the Federal Adult Education and Family Literacy Act

Pursuant to AEFLA, Section 202(1-3)  --  It is the purpose of this Act to create a partnership among the federal government, states and localities to provide, on a voluntary basis, adult education and literacy services in order to:

1. Assist adults in becoming literate and obtaining the knowledge and skills necessary for employment and self-sufficiency.

2. Assist adults who are parents in obtaining the educational skills necessary to become full partners in the educational development of their children.

3. Assist adults in completing high school or the equivalent.
State Priorities based on the Federal Adult Education and Family Literacy Act

1. Provide educational services to adults who are functioning at the eighth grade level and below.

2. Provide educational services to adults who do not have a secondary school diploma or its recognized equivalent – General Educational Development (GED).

3. Strengthen linkages with private sector employers and other agencies as well as workplace literacy programs.

4. Provide English language courses for adults whose native language is other than English.

5. Expand English Literacy and Civics programs with an emphasis on attainment of U. S. citizenship.

6. Disseminate exemplary programs in adult education and family literacy.

7. Expand recruitment activities and participation of senior adult learners 55 and older.

8. Expand Health Education Literacy programs.

Amendment Procedures

Project amendments may be proposed by the project recipient or by the DOE Program Manager.  Amendments will be approved according to the procedures described in the Green Book.  Award recipients shall obtain prior approval through a formal amendment process and submission of the DOE 150 and 151 forms available in the Green Book and on the Division of Workforce Education Grants website at: http://www.firn.edu/doe/dwdgrants/grants.htm
Compliance Monitoring

Florida’s State Plan for Adult Education and Family Literacy Education includes the provision that the state will evaluate the effectiveness of project activities based on established and approved performance goals.  The Compliance Monitoring Team 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, in addition, guidelines published in the Florida Department of Education’s Green Book.  These compliance references are available at the following web site: http://www.firn.edu/doe/workforce/compliance.htm
ADULT EDUCATION

REGIONAL TRAINING COUNCIL

REGION (___)

BY-LAWS (Template)

ARTICLE I – NAME
The name of this Council shall be the Region ____ Regional Training Council (R_-RTC), hereinafter referred to as the RTC.

ARTICLE II – AUTHORITY

The RTCs exist by authority of the Florida Program Plan for Adult Education and Family Literacy and Florida’s participation in federal funding of adult education and family literacy programs emanating from the Adult and Family Literacy Act State Grants Programs and Title II of the Workforce Investment Act of 1998.
ARTICLE III – PURPOSE

The purpose of this RTC is to be an organizing body that will assess the need for and provide training and professional development opportunities to adult and community education practitioners in a specific region of the state in keeping with state approved guidelines and parameters. This particular RTC will have responsibility for Region ___ serving the following counties: ______________________________________________________________________

______________________________________________________________________
______________________________________________________________________

ARTICLE IV – MEMBERSHIP

A. Composition of the RTC:

The RTC shall be comprised of between 12 and 21 members who are representative of the region’s adult and community education programs and are members of Local Educational Agencies (LEA), State Department of Corrections agencies, or Community Based Organizations (CBO)/Faith Based Organizations (FBO) in the region. Every effort will be made to have expertise on the council from each of the following major adult education programs:  Adult Basic Education (ABE), General Education Development (GED), Adult High Schools (AHS), Vocational Preparatory Instruction (VPI), Adult and Family Literacy, and English for Speakers of Other Languages (ESOL). In addition, council membership should include a representative from the Florida Department of Education’s (FLDOE) Adult Education Office, the coordinator of the Regional Literacy Center for the region, and ex officio members as deemed necessary by the council.

B. Appointment:

All members shall be appointed by the Director of Adult Education, Florida Department of Education, hereinafter called the Director of Adult Education, upon nomination by adult education providers in the region through the Executive Committee.  RTC members initially shall be appointed after receipt of the grant award letter by the RTC fiscal agent to two-year terms with reappointments required after every complete grant cycle (24 months). Members may continue to be reappointed indefinitely as long as they qualify for membership per these bylaws.

C. Resignation:

Any member may resign at any time by giving written or email notice to the Director of Adult Education, with a copy to the Chairperson of the RTC. A resignation will take effect on the date of receipt of the notice. The acceptance of the resignation shall not be necessary to make it effective.

D. Termination of Membership:

A recommendation for termination of membership may be submitted by the Director of Adult Education, or by the Executive Committee, to the RTC membership for any member who no longer qualifies as a representative of the category for which he/she was appointed, or for other just cause including failure to carry out the responsibilities assumed by acceptance of membership.

If a member is absent from two (2) consecutive regularly scheduled RTC meetings, his/ her membership will be reviewed by the Executive Committee at a regular or specially called Executive Committee meeting. Such review shall be placed on the agenda of the Executive Committee by the Chairperson after at least fourteen (14) days prior written notice is given to the RTC member being recommended for termination. 

If the Director of Adult Education, or the Executive Committee, recommends termination of membership for cause, a letter conveying this recommendation shall be forwarded to the member by the RTC staff with a copy to the Director of Adult Education. The recommendation will be placed on the agenda of the next regularly scheduled RTC meeting for approval/disapproval by the entire council. At this meeting, the member being recommended for termination may show just cause why their membership in the RTC should not be terminated. If membership is terminated, the terminated member has the right to an appeals process.

E. Designees:

Members unable to be in attendance for a regular meeting may designate an alternate person to attend for them. Each member shall appoint a designee to act as an alternate member. Notification must be provided to the Chairperson, in writing, stating the name of the alternate member. This designee must represent the same constituency, agency, and/ or organization as the RTC member for whom he/she is attending. 

Designees shall be accorded voting privileges on all items requiring RTC action at the meeting in which they are serving as an alternate. Attendance at a regularly scheduled RTC meeting by a designee shall not constitute a missed meeting by the member unless the member is not in attendance for two regular meetings. In this case, the second missed meeting will count as a missed meeting by the member. 

F. Compensation:

RTC members will serve without compensation, but appropriate reasonable and necessary travel expenses for attending meetings and performing duties may be reimbursed if there are sufficient funds available in the RTC budget at the time of travel. All travel and per diem reimbursement will be at the official State rates and consistent State travel reimbursement policies.

G. Conflict of Interest:

Members will avoid conflicts of interest in regard to RTC membership and may not serve on more than one state-funded advisory or professional development agency at the same time. For example, an RTC member may not also concurrently serve as a member of a state-funded practitioner’s task force or other advisory committee.   


1. No RTC member shall at any time seek personal gain or benefit, or appear to

                do so, from membership on the RTC.



2. Each RTC member must declare to the RTC and Director of Adult Education a
                conflict of interest statement, whenever such conflicts occur, specifying any
                association with individuals, agencies, and/or organizations that might be 
                directly impacted by activities and discussion of the RTC. Prior to any vote
                on an issue in which an RTC member has a vested relationship or interest, the
                SAC member who has such conflict of interest shall declare it and shall abstain

                from discussion and voting on the issue.


3. All policy and operational decisions are made at RTC meetings. No individual 
                or subcommittee can speak for the full RTC, or act for the RTC, unless

                specifically authorized by the RTC to do so. Each RTC member must respect 

                the rights of the RTC as a whole and represent policies and procedures of the

                RTC when appearing in public as a representative of the RTC. When

                presenting views and opinions contrary to RTC policies, or for which the RTC 
                has no official position, the member must make clear that such views are given

                as an expression of personal opinion, not that of the RTC.

ARTICLE V – OFFICERS AND STAFF
A.  Officers and Staff:

1. The officers of the RTC are as follows:  Co-Chairpersons, of which one must be a staff member in the Adult Education Office of the Department of Education appointed by the Director; Chairperson Elect, who is slated to take over as the Chairperson after the RTC Chairperson completes their term of office and serves as the Nominating Committee Chairperson. If recommended by the Nominating Committee and approved be a vote of the membership, a Vice-Chairperson may be elected to serve as an assistant to the RTC Chairperson and act as the Parliamentarian for the RTC.

2. These officers of the RTC, and Standing Committees Chairpersons, shall constitute the membership of the RTC Executive Committee (see Article VI).

3. The RTC may use grant funds to compensate an individual for providing staff and administrative support at a reasonable compensation rate previously approved by the Director of Adult Education. 

B. Terms of Office for Officers and Staff:


1. RTC officers will serve for a term of two (2) years and may not succeed themselves in office. Except for Standing Committee Chairpersons, who will also serve for a term of two years, ad hoc committee chairs may only serve for a term of one (1) year.

2. RTC staff will serve at the pleasure of the council but only for the duration of the grant period (24 months). An individual serving as a staff member may be asked to continue into subsequent grant cycles, but only after the new RTC has been constituted and approves this continuation by a majority vote of the membership.

C. Election of Officers and Committee Chairs:

The RTC Nominating Committee shall recommend a slate of nominees, one or more for each officer and standing committee chairperson position, to the RTC membership at a regularly scheduled meeting. Officers and standing committee chairpersons will be elected by a majority vote of the membership.

D. Vacancies:

The RTC shall fill a vacancy in any office from existing RTC membership. Prior to the next regularly scheduled meeting of the RTC after a vacancy is announced, the Nominating Committee will meet and prepare recommendations for consideration by the RTC membership. At that next regularly scheduled RTC meeting, the membership will vote from the Nominating Committee’s slate to fill the un-expired portion of the officer’s term.

E. Removal from Office:

Any officer may be removed by appropriate action of the RTC when, in their judgment, the best interest of the RTC would be served thereby. Such action, if taken, requires a two-thirds vote of the RTC members present and voting at a regularly scheduled RTC meeting. Said officer has the right to an appeals process.

F. Duties of the Officers:

1. RTC Chairperson:


a. To schedule, preside at, and conduct all meetings of the full RTC and meetings of the Executive Committee.

b. To develop, with the FLDOE Co-Chairperson, agenda items for meetings of the RTC and Executive Committee.

c. To ensure that the functions of the RTC as described in Article III are carried out, oversee critical RTC processes, and ensure compliance with these bylaws.

d. To promote the RTC’s continuous cooperative working relationship with public and private adult education providers in the designated region.

e. To serve as the official spokesperson for the RTC in all activities and meetings which the RTC may deem proper and at those times when it is necessary for an opinion to be expressed for the RTC.

f. To establish and terminate ad hoc committees as necessary and appoint all ad hoc committee chairpersons and membership in conjunction with the FLDOE Co-Chairperson.

g. To oversee the day-to-day operations of the staff in support of the RTC mission and have co-signatory authority for the RTC.

h. To develop and foster ongoing and meaningful communication, collaboration, and coordination takes place between the RTC and other state-funded advisory and professional development councils and practitioner’s task forces in the state so that duplication of effort can be minimized and best practices can be shared.

2. RTC Chairperson Elect:


a. To preside as the Nominating Committee Chairperson and appoint, in consultation with the RTC Chairperson, members of the Nominating Committee.

b. In the absence of a Vice-Chairperson, to fulfill the Vice-Chairperson’s responsibilities outlined below.

c. To be prepared to take over as the Chairperson at the completion of the Chairperson’s term of office.


3.   RTC Vice-Chairperson


a. To act as the RTC parliamentarian and assist with implementation of Robert’s Rules of Order in conducting regularly scheduled RTC meetings and ensure an equal opportunity for each member to express his/her opinion.

b. To assist any established standing committee and ad hoc committees established by the Chairperson with accomplishing their assigned tasks and report to the Chairperson as necessary.

c. To carry out the duties of the Chairperson in the absence of the Chairperson.

d. To insure that all RTC training schedules and promotional materials are published and available to the FLDOE’s Adult Education Office, other RTCs, Practitioner’s Task Forces, Florida TechNet, and the ACE office.


G. Duties of the Staff:

The RTC staff person will provide administrative and coordination support to the RTC to include, but not be limited to, typing and distributing meeting agendas, minute taking and transcription, printing, mailing, submission of reports and invoices to FLDOE, administering needs assessment surveys, collecting and summarizing training evaluations and transfer of learning instruments, and coordination of meeting locations, dates, and times.

ARTICLE VI – COMMITTEES

A. Executive Committee:  

The Executive Committee shall be comprised of the Co-Chairpersons, the Vice Chairperson (if approved by the RTC), the Chairperson-Elect/Nominating Committee Chairperson, and Standing Committee Chairpersons. The Executive Committee’s duties shall be:


1. To serve in an overall advisory capacity to the RTC in the formation on policy and operational procedures.

2. To take any emergency action deemed necessary by a majority of the committee on behalf of the RTC. Any such actions, whether in meetings or conference calls, shall be reported to the full RTC for information or for the purpose of vote, approval, or disapproval at the next regularly scheduled RTC meeting.

3. To assist in the monitoring the work of all RTC committees.

B. Standing Committees:


1. Nominating Committee:  The Nominating Committee will be a standing committee of the RTC. After receipt of the RTC grant award letter by the RTC fiscal agent, the Director of Adult Education will convene a meeting of the prior year’s Executive Committee that will be chaired by the FLDOE Co-Chairperson. At this meeting, the Executive Committee shall elect five (5) previous RTC  members to serve as the Nominating Committee, one of which will be the prior year’s Chairperson Elect who will also serve as the Chairperson of the Nominating Committee. Also, at this meeting, the Nominating Committee will re-constitute, by previous invitation, membership in the RTC (ensuring membership criteria in Article IV-A is adhered to), schedule the first full meeting of the RTC, and be responsible for presenting a slate of candidates for all officer and standing committee (new Nominating Committee and Budget and Fiscal Committee)  positions.


2. Budget and Fiscal Committee:  The Budget and Fiscal Committee will be a standing committee of the RTC. The Chairperson of the Budget and Fiscal Committee will serve as the Treasurer of the RTC and have co-signatory authority for expenditure of RTC funds. This committee will be comprised of at least three (3) members, one of which will be the Chairperson. The RTC Treasurer will be responsible for presenting a Treasurer’s Report at each regular meeting of the RTC. This report, as a minimum, should consist of a fiscal summary to date including funds received and expended since the prior meeting. The committee will also have the responsibility of recommending to the RTC any suggested revisions to the budget and preparing a suggested budget for any continuation or competitive RTC proposals submitted to FLDOE.

C. Ad Hoc Committees: 

Ad hoc committees can be formed to serve a particular need and to aid the RTC in its operation. Membership in these committees shall be by appointment of the RTC Co-Chairpersons in consultation with other members. Suggested, but not required, ad hoc committees include the following:


1. Needs Assessment Committee: This committee would establish baseline needs assessment information and identify current professional development needs throughout the region. They would be responsible for compiling, distributing, and evaluating the annual needs assessment survey required by the grant.

2. Training Development Committee: This committee would assist in the design and modification of existing training materials, explore the availability of training experts throughout the state, and investigate alternative modalities for providing training and professional development to various constituent groups throughout the region.

3. Transfer of Learning Committee: This committee would develop and test new methods for assessing the transfer of learning taking place for adult education practitioners at regionally-delivered training sessions, and making recommendations accordingly for optimizing the training processes.

4. Grant Development and Review Committee; This committee would be responsible for drafting the grant competitive and continuation proposals for upcoming grant cycles as well as insuring that current year grant deliverables are being met and reported to FLDOE.


ARTICLE VII – MEETINGS

A. The RTC will meet as often as necessary to conduct its business, including regularly scheduled meetings at least two (2) times per year. 


B. All meetings and the related meeting agendas of the RTC and its committees shall be be announced on both the Florida TechNet and ACE web sites as well as announced to regional practitioners via email or listserv, if one exists, because they shall be open to the public. Each regularly scheduled RTC meeting shall provide an opportunity for public input at a scheduled time on the noticed agenda. In order to provide an opportunity for public comment without disrupting the flow or timing of the meeting, time limits may be imposed at the discretion of the Chairperson. Individuals may be heard at other times during the meeting at the discretion of the Chairperson.

C. A quorum for an RTC meeting shall be over thirty-three percent (33%) of the appropriate membership, including designees.

D. Official minutes must be kept on all RTC and Executive Committee meetings. Minutes must be approved by the RTC and must be made available to the public upon request.

E. The RTC, and its committees, shall follow, in all cases involving parliamentary procedure, Robert’s Rules of Order, most recent edition, when such rules do not conflict with these by-laws. The rules may be suspended by a two-thirds (2/3) vote of the members present and voting at any meeting of the RTC or its committees.

F. Any action required or permitted to be taken by the RTC under these by-laws shall require a majority vote (51% or more) of those members present and voting for passage of said action, unless otherwise required by these by-laws. Should there be a need for specific RTC business at a time other than a regularly scheduled meeting, the Chairperson may seek an RTC decision through telecommunication or mail.

ARTICLE VIII – FISCAL YEAR

The Fiscal Year shall be from July 1 through June 30.

ARTICLE IX – BY-LAWS

1. These by-laws shall be recommended to the Director of Adult Education by appropriate action of the Chairperson after approval by the full RTC. Upon approval by the Director of Adult Education, or other appropriate Department of Education official, they shall be in force.


2. Amendments to the by-laws require the submission of a written proposal at a regularly scheduled meeting, with action taken on the proposal at the next regular meeting. Should the action require a vote, passage requires a vote of two-thirds (2/3) of the members present.


3. Amendments may be proposed by any member, including ex-officio, of the RTC.


4. Any provision of the by-laws may be suspended by a two-thirds (2/3) vote of the members present and the approval of the Director of Adult Education.

Note:

· For recipients with a district or college as a fiscal agent, if that agency’s operational guidelines conflict with the by-laws, use the guidance provided by that institution.  If you have questions, contact Elsie Rogers, 850.245.9029, Elsie.Rogers@fldoe.org
SALARY MATRIX*

REGIONAL TRAINING COUNCIL
STAFF RESPONSIBILITY

	POSITION TYPE
	TYPICAL TASKS/ RESPONSIBILITIES
	SALARY RANGE  

Full Time
	SALARY RANGE 

Part Ttime**
	BY PROJECT RANGE

	Trainer
	· Expert in area

· Create presentations

· Create handouts

· Travel to location

· Conduct training

· Do follow-up 
	$25,000

 to

$42,000
	$12/hour

to

$20/hour
	Use hourly rate for training and add travel costs

	Conference/Event Planner
	· Promote the event

· Select/confirm location

· Manage event budget

· Vendor arrangements

· Speaker arrangements

· Event program/agenda

· Event evaluations
	$30,000

to

$51,000
	$14/hour

to

$25/hour
	$200/event

to

$750/event

	Project Facilitator/ Administrative Asst
	· Monitor project goals

· Distribute meeting agendas/minutes

· Coordinate meetings/ workshops

· Take minutes

· Communicate via email and telephone

· Update membership lists

· Copy, file, type notes

· Submit invoices

· Create sign-in sheets and evaluation tools

· Maintain schedules
	$25,000

to

$42,000
	$12/hour

to 

$20/hour


	Use hourly rate not to exceed 20 hours per project



	Marketing/PR
	· Write/edit newsletters

· Distribute newsletters

· Create program/event promotional materials

· Advertise events
	$25,000

to

$54,000
	$12/hour

to

$26/hour
	Use hourly rate not to exceed $500 per project



	Researcher
	· Conduct research

· Collect, retrieve, and analyze data

· Write reports and papers

· Stay current with topical areas
	$25,000

to

$52,000
	$12/hour

to

$25/hour
	Use hourly rate not to exceed $1000 per research project

	Writer - Instructional Materials
	· Expert in subject area

· Develop instructional manuals or TA papers

· Organize, write, edit topical education documents
	$27,000

to 

$57,000
	$13/hour

to

$27/hour
	Use hourly rate not to exceed $800 per project

	Curriculum Developer
	· Expert in subject area

· Write curriculum

· Create proposed standards, benchmarks, and frameworks
	$30,000

to 

$52,000


	$14/hour

to

$25/hour
	Use hourly rate not to exceed $1000 per project

	Web Site Designer
	· Design/create web site

· Provide ongoing web site maintenance and currency

· Communicate with other groups as needed
	$30,000

to

$54,000
	$14/hour

to

$26/hour
	Use hourly rate not to exceed $500 per project


* Salary sources include: National Staff Development Council (NSDC), Manpower, Inc.-Administrative and Professional Services (Full and Part-Time/Temporary Staff), State of Florida, Department of Management Services, Panhandle Area Educational Consortium (PAEC), The Adecco Group, and the following  Web Sites: Florida Choices, The Non-Profit Times, Monster.com, HotJobs.com, US DOL, Bureau of Labor Stats, Occupational Outlook Handbook, Agency for Workforce Innovation, Labor Market Statistics, Occupational Employment Statistics and Wages (2005).

** Part Time is defined as not more than 32 hours per week with no fringe benefits.

NOTE:
· Staff members with tasks/responsibilities overlapping two or more position types should be compensated using the position type salary range with the preponderance of responsibilities.

· For recipients with a district or college as a fiscal agent, if that agency’s operational guidelines conflict with the suggested Salary Matrix, use the guidance provided by that institution.  If you have questions, contact Elsie Rogers, 850.245.9029, Elsie.Rogers@fldoe.org
Self-Evaluation Form

Adult Education, State Leadership
Continuation Projects for FY 06-07
Projects recommended for continuation funding must show successful performance accomplishments during the 2005-06 project year.
Any shortfall or negative answer must be explained.  

Agency name:____________________________________________________________________________  County: ______________________

Project number for FY 05-06 funding year:______________________________  Date form prepared by applicant:__________________________

Prepared by (name and title): _____________________________________________________________  E-mail: __________________________

Agency project coordinator (name and title): _________________________________________________  E-mail: __________________________

	
	· YES
	· NO
	Negative responses must be adequately explained.

Box will expand when text is typed.
Use 12-point font and single spacing.

	Are the services to be provided to the target population for FY 06-07 consistent with the approved FY 05-06 project plan?
	
	
	

	Are all applicable collaboration arrangements still in place (financial and non-financial)?
	
	
	

	Are grant expenditures directly related to and proportionate with performance outcomes achieved in FY 05-06.
	
	
	

	Have all projected performances and grant deliverables been satisfied to date as stated in the FY 05-06 approved plan?
	
	
	


Any performance shortfalls must be explained by including corrective measures put into place to prevent future shortfalls.

Please respond here and continue on the back if more space is needed:

Do you need technical assistance?    Yes _____   No _____

If yes, to facilitate service, please state your need(s) and your program manager will contact you.

Please respond here:

Allocation Chart
Regional Training Councils, State Leadership, Continuation
FY 2006-07

Allocation amounts are preliminary estimates pending notification of funding amounts from the U.S. Department of Education.

	Region I 
	Leon County School District
	$50,000

	Region II 
	Central Florida Community College
	$50,000

	Region III 
	Brevard County School District
	$50,000

	Region IV 
	University of South Florida
	$50,000

	Region V 
	Florida Atlantic University
	$50,000


	Service Areas

Adult Education

Regional Training Councils


	Region I
	Region II
	Region III
	Region IV
	Region V

	Bay

Calhoun

Escambia

Franklin

Gadsden

Gulf

Holmes

Jackson

Leon

Liberty

Okaloosa

Santa Rosa

Wakulla

Walton

Washington
	Alachua

Baker

Bradford

Citrus

Clay

Columbia

Dixie

Duval

Gilchrist

Hamilton

Jefferson

Lafayette

Levy

Madison

Marion

Nassau

Putnam

St Johns

Suwannee

Taylor

Union
	Brevard

Flagler

Indian River

Lake

Martin

Okeechobee

Orange

Osceola

Seminole

St. Lucie

Sumter

Volusia


	Charlotte

Collier

DeSoto

Glades

Hardee

Hendry

Hernando

Highlands

Hillsborough

Lee

Manatee

Pasco

Pinellas

Polk

Sarasota
	Broward

Miami-Dade

Palm Beach

Monroe





Florida Department of Education

Project Application Form
	Please return to:

Florida Department of Education

Bureau of Grants Management

Room 325B Turlington Building

325 West Gaines Street

Tallahassee, Florida 32399-0400

Telephone:  (850) 245-0498

Suncom:  205-0498
	Program Name:
Adult Education and Family Literacy
Regional Training Council

State Leadership
Discretionary/Continuation
Fiscal Year 2006-2007

	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 08/04

                                                            Page 1 of 2                             John L. Winn, 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 08/04

                                                                Page 2 of 2                              John L. Winn, Commissioner  
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A)
B)



Florida Department of Education

Budget Narrative Form

	(1)

FUNCTION
	(2)

OBJECT
	(3)

ACCOUNT TITLE AND NARRATIVE
	(4)

FTE POSITION
	(5)

AMOUNT

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	C) TOTAL
	$
	
	


DOE 101

Rev. 01/05                                                   Page 1 of 2
John L. Winn, Commissioner [image: image4.png]



Instructions

Budget Narrative Form
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).

A.
Enter Name of Eligible Recipient.

B.
(DOE USE ONLY) 

Column 1

Function: 
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 2

Object:
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 3
- All Applicants:

Account Title:  Use the account title that applies to the object code listed in accordance with the agency's accounting system.

Narrative: 
Provide a detailed narrative for each object code listed.  For example:

· Salaries - describe the type(s) of positions requested.  Use a separate line to describe each type of position. 

· Other Personal Services – describe the type of service(s) and an estimated number of hours for each type of position. OPS is defined as compensation paid to persons, including substitute teachers not under contract, who are employed to provide temporary services to the program.

· Professional/Technical Services - describe services rendered by personnel, other than agency personnel employees, who provide specialized skills and knowledge.
· Contractual Services and/or Inter-agency agreements - provide the agency name and description of the service(s) to be rendered.
· Travel - provide a description of each type of travel to be supported with project funds, such as conference(s), in district or out of district, and out of state. Do not list individual names. List individual position(s) when travel funds are being requested to perform necessary activities. 
· Capital Outlay - provide the type of items/equipment to be purchased with project funds.  
· Indirect Cost - provide the percentage rate being used.  Use the current approved rate. (Reference the DOE Green Book for additional guidance regarding indirect cost.)
Column 4 – Must be completed for all Salaries and Other Personal Services.

FTE - Indicate the Full Time Equivalent (FTE based on the standard workweek for the type of position) number of positions to be funded. Determine FTE by dividing the standard number of weekly hours (e.g., 35 hours) for the type of position (e.g., teacher aide) into the actual work hours to be funded by the project.
Column 5

Amount - Provide the budget amount requested for each object code.

C.
TOTAL - Provide the total for Column (4) on the last page. Must be the same amount as requested on the DOE-100A or B.

DOE 101

Rev. 01/05                                                   Page 2 of 2
John L. Winn, Commissioner [image: image5.png]



REGIONAL WORKFORCE BOARD

COORDINATION ASSURANCE FORM

Complete Section A or B as appropriate and include in application package.

-----Section A

The Superintendent or Agency Head certifies that this application has been submitted to the Regional Workforce Board and that the activities outlined in the application are consistent with current Regional Workforce Board plans.

	
	
	

	Signature of Superintendent/Agency Head
	
	Date Submitted to Regional Workforce Board


Regional Workforce Boards are invited to submit comments regarding the application to the Division of Community Colleges and Workforce Education, Grants Administration office by June 12, 2006
Note:  Section 121, Title I, Workforce Investment Act (WIA), sets expectations for recipients of Perkins postsecondary funds, or funds under Title II, WIA, Adult Education and Family Literacy, to enter into a Memorandum of Understanding with the Regional Workforce Board for participation in the One-Stop system.

-----Section B

The Superintendent or Agency Head certifies that this application covers more than one Workforce Development Region.  The activities outlined in this application are related to Workforce Development and are consistent with the current Regional Workforce Board plans for all regions included in this application.  Application submission to the Regional Workforce Board is not required.  

	
	
	

	Signature of Superintendent/Agency Head
	
	Date 


Note:  Section 121, Title I, Workforce Investment Act (WIA), sets expectations for recipients of Perkins postsecondary funds, or funds under Title II, WIA, Adult Education and Family Literacy, to enter into a Memorandum of Understanding with the Regional Workforce Board for participation in the One-Stop system.

PERFORMANCE-BASED PROJECT DELIVERABLES FORM
A.  Project Information

	Agency:


	Telephone:

	County:


	E-Mail:

	Contact Person:


	Fax:

	Title:


	Grant Amount:


B.  Performance Goals  (See definitions for Performance Measures and Deliverables below.)

	(1)

Performance Measures


	(2)

Deliverables
	(3)

Amount 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL
	$


Instructions for completing Section B:

1. Add rows as necessary.  Cells will expand when text is typed.

2. In column 1 the performance measures are identified for the project.

3. In column 2 the applicant is to list deliverables that will be submitted as proof of the performance measures achieved.

4. In column 3 the applicant is to list the dollar amount allocated for each of the performance measures identified.

Definitions:

Performance Measures

Program goals that can be quantifiably measured.

Deliverables

Information submitted by the program coordinator as proof of achievement of performance measures.
INVOICE SCHEDULE
Agency Name:_______________________________________

	Invoice #1                            Projected Due Date: _________________

	Deliverable(s)
	Amount

	
	$

	
	$

	Invoice #2                            Projected Due Date: _________________

	
	$

	
	$

	Invoice #3                            Projected Due Date: ___________________

	Deliverable(s)
	Amount

	
	$

	
	$

	Invoice #4                            Projected Due Date: ___________________

	Deliverable(s)
	Amount

	
	$

	
	$

	Invoice #5                            Projected Due Date: ___________________

	Deliverable(s)
	Amount

	
	$

	
	$

	Invoice #6                            Projected Due Date: ___________________

	Deliverable(s)
	Amount

	
	$

	
	$

	Total


	$




Instructions for completing Invoice Schedule:  
1. Add rows as necessary.  Cells will expand when text is typed.

2. List performance measures and the dollar amount and the due date for each projected invoice submitted.

3. The number of invoices is at the discretion of the applicant.  Applicants who intend to invoice only twice during the project period will complete the form indicating only two invoices.  Applicants who intend to invoice more than six times during the project period may duplicate the form for a total of 12 invoices.

Note:

When submitting an invoice for payment, attach proof of documentation for the performance measure(s) achieved that support the listed deliverable(s).

An invoice form with original signature for State Leadership Projects is available at: http://www.firn.edu/doe/dwdgrants/grants.htm
Adult General Education, Regional Training Councils, State Leadership, Continuation
Fiscal Year 2006-2007
APPLICATION REVIEW CRITERIA AND CHECKLIST

· Include this form in the application package.

· 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 Checklist as page 1.  Page numbers written by hand are permissible if electronic numbering is a problem.

· Staple upper left corner of the complete application package (no spiral bindings, notebooks or cover pages, please).

	Place in the following order
	Item
	Applicant

Indicate Page Numbers Below
	DOE Staff

· Check appropriate box below

	
	
	
	Complete
	Incomplete

	
	FORMS
	
	
	

	1
	Application Review Criteria and Checklist Form
	
	
	

	2
	DOE 100A, Project Application – with original signature
	
	
	

	3
	DOE 101, Budget Narrative Form – in accordance with Salary Matrix
	
	
	

	4
	Performance-Based Project Deliverables Form
	
	
	

	5
	Self-Evaluation Form
	
	
	

	6
	By-Laws, Adult General Education, Regional Training Councils
	
	
	

	7
	Regional Workforce Board Coordination Assurance Form
	
	
	

	8
	Invoice Schedule Form
	
	
	

	9
	Collaboration agreements –if applicable
	
	
	

	10
	NARRATIVE
	
	
	

	
	1. Project Design
	
	
	

	
	    1) Abstract
	
	
	

	
	    2) Need Statement (a-e)
	
	
	

	
	    3) Collaboration (a-b)
	
	
	

	
	    4) Project Management (a-b)
	
	
	

	
	    5) Past Effectiveness (a-b)
	
	
	

	
	2. Strategic Imperatives AND Just Read, FL!
	
	
	

	
	3. Dissemination/Marketing
	
	
	

	
	4. GEPA
	
	
	

	11
	Community-Based and Faith-Based Organizations – must include the following:
	
	
	

	
	· List of current Board of Directors and Articles of Incorporation
	
	
	

	
	· Copy of current operating budget
	
	
	

	
	· Copy of current audit report – if available
	
	
	

	
	· Copy of Chart of Accounts
	
	
	

	
	· General Terms, Assurances and Conditions for Participation in Federal and State Programs
	
	
	

	
	· Proof of eligibility to operate a business in Florida (signed document from Florida Secretary of State)
	
	
	


I:\RFA - RFP's\06-07\06-07 Approved\Leadership ABE\Adult RTC  Leadership Continuation.doc        5/25/2006 2:17 PM
TAPS Number


07B030








C)	Total Funds Requested:





	$











DOE USE ONLY





	Total Approved Project:





	$








E)	________________________________________________


	Signature of Agency Head














 Name of Eligible Recipient:





TAPS Number


07B030








Project Number: (DOE USE ONLY)
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