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PREFACE

Each year’s Labor, Health and Human Services, and Education appropriations bill contains language that specifically enumerates Congress’ commitment to fund certain workforce development projects and initiatives.  This special designation directs the Department of Labor (DOL) to fund and manage these special grants, known as “earmark grants.”  Therefore, earmark grants are appropriated under the annual Fiscal Year appropriations bill with funds specifically provided for under the Workforce Investment Act of 1998 (WIA), primarily under Section 171 of WIA.

Because of their funding source, earmark grants are subject to DOL’s Employment and Training Administration (ETA) grant procedures.  The main difference between earmark grants and other ETA grants is that earmark grants are awarded without the usual competition among eligible grantee organizations.  Earmark grants enjoy a noncompetitive status and are guaranteed DOL funding after submitting an acceptable project proposal that is approved by ETA.

To assist the designated earmark grantee organizations in their roles as ETA grantees, ETA designed a two-part desk reference—Reference Book One: The Essential Guide for Writing An Earmark Grant Proposal and Reference Book Two: A Guide to Financial & Grant Management Requirements for Earmark Grants.  Reference Book One presents information needed by earmark grantees that are in the process of developing a project proposal.  

Reference Book One: The Essential Guide for Writing An Earmark Grant Proposal provides the informative framework from which to launch the development of an approvable project proposal.  It provides careful instruction and examples for each component of the grant proposal.  

Also included in Reference Book One is the Proposal Template that serves as an outline for the grant proposal. The Proposal Template is a summary of the instructions and guidelines in the technical assistance guide and must be completed as the grant proposal.  An electronic copy of the Proposal Template is provided with Reference Book One.  Also provided in Reference Book One are a number of appendices that provide pertinent information such as the location of ETA Regional Offices, relevant legislation references, and other resources.

Reference Book Two: A Guide to Financial & Grant Management Requirements for Earmark Grants will help grantees establish an accounting system that meets Federal requirements by alerting grantees to the grant management requirements for ETA grants, offering helpful tips on how to meet the requirements, and providing practical advice and tools for managing projects.  Reference Book Two contains three separate sections.  Section one provides information on the financial requirements for earmark grants.  The second section, “Grant Management for New Earmark Grants,” alerts new grantees to the grant management requirements for ETA grants and offers helpful tips on ways to meet them.  The third section, “Grant Startup and Phase-out,” provides grantees with practical advice and tools for managing their projects from the startup to phase-out stages of project implementation.  

ETA offers these reference books as one element of their ongoing technical assistance and support of earmark grantees.

INTRODUCTION TO THE EMPLOYMENT AND TRAINING ADMINISTRATION TC INTRODUCTION TO THE EMPLOYMENT AND TRAINING ADMINISTRATION 
Background on the U.S. Department of Labor and the 
Employment and Training Administration

Since its inception in 1913, the U.S. Department of Labor (DOL) has acted tirelessly to promote the welfare of jobseekers, wage earners, and retirees of the United States by improving working conditions, advancing opportunities for profitable employment, protecting retirement and healthcare benefits, helping employers find workers, strengthening free collective bargaining, and tracking changes in employment, prices, and other national economic measurements.  In carrying out its mission to assist and support the U.S. workforce, the DOL created the Employment and Training Administration (ETA) to help meet the Department’s goal of enhanced employment opportunities and business prosperity.  The founding framework of ETA is grounded in one vision—to promote pathways to economic liberty for individuals and families striving to achieve the American dream.  To realize this vision, ETA acts to contribute to the efficiency of the U.S. labor market by providing services such as job training, job placement, dissemination of labor market information, and income maintenance services.

Funding Source and Framing Legislation for ETA—
Introduction to the Appropriations Act and the Workforce Investment Act of 1998

The primary funding source for ETA is the annual congressional Labor, Health and Human Services, and Education Appropriations Act.  Each year, Congress passes the appropriations language for that fiscal year, thereby giving ETA the financial means necessary to promote ETA’s overall vision through ETA programs.  Paired with the annual appropriations language, the other paramount piece of legislation that enables ETA to provide its services to the U.S. labor force is the Workforce Investment Act of 1998 (WIA).

The motivation behind the adoption of WIA was to “consolidate, coordinate, and improve employment, training, literacy and vocational rehabilitation programs in the U.S. and for other purposes.”  It is this law, in conjunction with the appropriations bill, which not only provides the venue for ETA, but also defines the regulations that both ETA and its grantees must follow.  Therefore, all ETA grantees must adhere to the regulations and parameters defined in WIA.

ETA Grant Proposals

A major WIA requirement for grantees, both competitive and noncompetitive, is the submission of an acceptable written proposal that outlines how requested Federal funding would be used.  Only after a proposal is received, reviewed, and approved by the Grant Officer does an organization become an official ETA grantee benefiting from a Federal grant.

Because WIA, particularly sections 171 and 181, and the annual Appropriations Act guide how ETA funds may be used, all proposals should be in strict accordance with the terms of WIA and the appropriations legislation.  Although WIA sets the particular rules and guidelines for all ETA grants, these are not the only directives that proposals must meet.  There are also general requirements that stem from other Federal regulations promulgated by the U.S. Office of Management and Budget (OMB).  ETA proposals must therefore meet the standards of both WIA and OMB regulations.  Keep in mind the importance of clearly describing how you intend to use your Federal funds. After you complete your initial proposal draft, show a copy of it to others to see if you have been clear in describing what you plan to do with your funds. If your colleagues can understand your purpose and plan, then the ETA staff reviewing your proposal should be able to obtain a clear picture of what you intend to do. In addition to meeting grant deadlines, paying careful attention to the details of your grant proposal and providing explicit descriptions will help speed up the grant award process and get your grant funded faster—an objective ETA shares with you!

Allowable Activities, Eligible Participants and Other Requirements

The funding source for all earmark grants is the Pilot, Demonstration and Research (PD&R), Section 171 of WIA (Appendix A contains the statutory language from WIA Section 171).  All earmark grants must follow the provisions of WIA Section 171, which requires consideration of factors such as the likelihood that the results of the projects will be useful to policymakers and stakeholders in addressing employment and training problems, the need to ensure results that have interstate validity, the benefits of economies of scale and the efficiency of projects, and the availability of existing research. 

Other legislative requirements of WIA Section 171 include: 

· Demonstration or Pilot Projects: These are projects that are funded to develop or implement techniques and approaches, and demonstrate the effectiveness of specialized methods in addressing employment and training needs.  These projects must include direct services to individuals to enhance employment opportunities.

· Multiservice Projects:  These projects are funded to test an array of approaches in delivering employment and training services to a variety of targeted populations.  Entities operating these projects will design, develop and test the effectiveness of various training approaches and will do so in conjunction with other members of the workforce development community, such as employers, organized labor, and other groups.  These projects are also expected to assist in developing and replicating the various strategies for the national employment and training system as a whole.

· Research Projects:  These projects provide research that contributes to the solution of employment and training problems in the United States and are in tandem with the Secretary of Labor’s 5-year Research Plan.

· Multistate Projects:  These projects require demonstrated national expertise to effectively disseminate best practices and models for implementing employment and training services, and address the specialized employment and training needs of particular service populations, or address industry-wide skill shortages.

Eligible Participants

Anyone in need of services to gain employment, sustain employment, or upgrade their skills to expand their employment opportunities is eligible for services from an earmark grant.  However, as WIA, Section 171 states, service delivery projects are encouraged to provide direct services to members of particular populations.  Groups in these particular populations include:  incumbent workers desiring to upgrade their skills and employability, dislocated workers, individuals participating in distance learning programs and projects, out-of-school youth residing in targeted areas of high poverty located in empowerment zones, individuals with disabilities, and individuals benefiting from the assistance of public housing authorities.

Additionally, WIA defines eligible youth as individuals between the ages of 14 and 21 years of age, suffering from low income, and facing one or more of the following challenges to successful workforce entry:  school dropout, basic literary skills deficiency, homelessness (as a runaway or foster child), pregnant, and offender, or in need of assistance to complete an educational program or to maintain a job.

Linkages with Workforce Investment System

The Appropriations Act specifically requires the Department to ensure that earmark projects are coordinated with Workforce Investment Boards.  Thus, it is vitally important that earmark grantees develop linkages and partnerships with the workforce investment system—through One-Stop operators and their governing bodies called State and Local Workforce Investment Boards.  

The cornerstones of the ETA’s workforce investment system are the One-Stop centers located in local areas throughout the country.  The primary aim of the One-Stop centers is to integrate programs, services and governance structures under a “no wrong door approach.”  The One-Stop centers are integrated service delivery points where citizens can access high-quality information on jobs, skill requirements and training providers.  The WIA mandates that a number of federal partners offer their employment and training programs and services through One-Stop centers.  

WIA Sections 111 and 117 require state and local workforce investment boards to develop linkages with other providers of employment and training programs so as to reduce duplication of programs and activities in the state and local areas and to better coordinate workforce development resources and services.  Since earmark grants constitute one such resource in the community, the appropriations language mandates that grantees link their services and programs with the workforce development system so as to better coordinate employment and training programs in the state and/or local area.  In cases where your project spans local workforce investment areas, you should develop linkages with more than one local workforce investment board.  Although developing linkages with the local workforce investment system is a requirement, the nature of the coordination is left to each earmark grantee to negotiate with their respective state and/or local board.  For example, 

· In projects researching a particular employment and training need, it may be beneficial to contact the Local Board and the local one-stop operator to inform them of your plans and to elicit feed back on your research design and/or methodology.  

· In projects providing direct employment and training services to individuals within a given community, it may be beneficial to inform the Local Board and the local one-stop operator of your project.  They may be able to help you advertise your project in the local area and may be willing to help sustain the project over time through the one-stop delivery system.  

For a listing of state and local workforce investment boards and local one-stop career centers visit the following websites: (1) http://www.nawb.org/asp/wibdir.asp and 
(2) http://www.servicelocator.org.

Evaluation Requirements

Earmark grants are required to include an evaluation of project results and outcomes using the Evaluation Template.  At the completion of the project, you will submit an Evaluation Report (Final Project Narrative Report).  The electronic version of the Evaluation Template will be provided at a later date.  It will contain instructions that further clarify information that should be included in the report.  Project staff or a third party may conduct the evaluation.  The evaluation report must be submitted within 90 days following the conclusion of the grant.

Project Sustainability

Earmark grants are intended to demonstrate approaches, methods, or services and products that will advance workforce development.  Earmark grantees are expected to have a plan for sustaining successful elements of grant projects after grant funds are consumed at grant end.  The plan for sustainability must be addressed in the grant proposal and described in the Evaluation Report (Final Project Narrative Report).  

Role of the Philadelphia Earmark Center, Role of the Federal Project Officer and the Earmark Grant Proposal Review Process

Role of the Philadelphia Earmark Center

The Philadelphia Earmark Center (PEC) is an ETA national program office that is located in the Philadelphia Regional Office.  PEC staff are responsible for managing and coordinating ETA’s earmark process and for overseeing the implementation of earmark grants.  Center staff also respond to inquiries from congressional staff, ETA leadership, regional offices and grantees and play a critical role in the earmark grant proposal review process.  Staff review grant proposals to ensure that the proposals conform to the Appropriations Act, WIA, OMB circulars and other ETA guidelines and provide technical assistance and policy guidance to Regional Offices and earmark grantees.

Role of the Federal Project Officer

Each earmark grantee is assigned a Federal Project Officer (FPO).  The FPO is a staff member of one of ETA’s six Regional Offices (RO) and serves as your primary point of contact for all grant-related issues.   Appendix B contains a map of the ETA ROs and contact information for each RO earmark contact.  The role of the FPO is three-fold:

· Technical Assistance in Proposal Development:  The FPO works closely with the earmark grantee to guide them through the process of developing an earmark grant proposal.  In many instances, the FPO reviews drafts of the earmark proposal to assess whether the grantee is addressing the Proposal Template elements.  Based on his/her review of draft grant proposals, the FPO may recommend that a grantee submit additional information and/or documentation to support the final grant proposal submission to the PEC.  Note:  The grantee is responsible for developing and writing the grant proposal; the FPO provides guidance throughout the process.  

· Technical Assistance in Grant Operations:  The FPO maintains frequent contact with the earmark grantee during the implementation stage of the grant.  The FPO is available to address concerns, issues and/or problems as they arise during day-to-day grant operations.  Once issues are identified, the FPO works with the grantee to develop a plan for meeting technical assistance needs and/or implementing appropriate corrective action.

· Oversight and Monitoring:  The FPO is responsible for conducting on-site reviews of grantee operations to assess whether the grant is operating in accordance with the terms and conditions of the grant award.  The FPO evaluates the likelihood that the project will achieve its objectives, expenditure levels and performance levels specified in the grant award, or any subsequent modifications.  The FPO also identifies any policies, procedures, or actions that conflict with the WIA, the regulations, the grant agreement, or other applicable federal requirements, and that could place the grantee at risk of disallowed costs.

Earmark Grant Proposal Review Process

Although earmark grants are congressionally designated to receive funding through WIA Section 171, all grantees must submit an approvable grant proposal.   It takes approximately 60-90 days from submission of the final grant proposal to ETA to receive grant approval.  Grant proposals are thoroughly reviewed by ETA staff at the Regional and National Offices.  The review process usually involves some level of review and input from the following groups:

· Federal Project Officer (FPO):  The FPO performs an independent review of the final grant proposal to assess whether all of the earmark proposal elements are addressed and prepares a report identifying the strengths of the application.  The FPO then submits the information, along with the final grant proposal, to the Philadelphia Earmark Center (PEC).

· Philadelphia Earmark Center (PEC):  Staff in the PEC perform an independent review of the final grant proposal to assess whether all of the earmark proposal elements are addressed.  Grant proposals that successfully address the required elements are forwarded to the ETA Grant Officer, along with the required paperwork, for approval.  Grant proposals that do not address the required elements are returned to the grantee and the FPO for refinement and are not forwarded to the Grant Officer for approval until the elements are satisfactorily addressed.

· ETA Grant Officer:  The ETA Grant Officer reviews the comments prepared by the FPO and the PEC, along with the required paperwork—procurement action request, grant proposal and notice of award.  If acceptable, the Grant Officer signs the paperwork and submits the final package to the Office of the Assistant Secretary of Employment and Training.

· Congressional Notification:  Once grant award packages are completed, an Award Notification is sent through the appropriate congressional channels for notification.  In some cases, you may hear that your grant was approved from your congressional liaison prior to receiving the grant awards package from ETA.

Grant Approval Notification

Grantees will be informed that their grants are approved via written communication from the Grant Officer.  You will receive a grant award package from the ETA Office of Grants and Contracts Management (OCGM) that provides written notification that the grant has been awarded.  The grant award package includes information on how to access Federal grant funds.  Basically, the Federal government requires grantees to designate a person within their organization, usually a fiscal person, to request the Federal funds through an automatic draw down process.  In order to access Federal funds from the U.S. Department of the Treasury, grantees must complete a Standard Form 1199, which is a Direct Deposit Form.  Once completed, this form should be submitted to ETA for processing per the instructions provided in the grant award package.  After the form is processed by ETA, the designated person will receive a username and pin so that they can request and draw down funds via a secured website.  

i. GRANT PROPOSAL COVER PAGE TC "i. Cover Page" 
The following discussion provides a standard format for the project’s proposal cover page. The primary information the cover page must include is: project title, name of organization requesting funding, organization’s complete address, organization’s telephone and fax numbers, organization contact’s e-mail address, name of the individual who is transmitting the proposal, and date of proposal submission. There is an example of a cover page at the end of this section.

The following information details a recommended format that will make your proposal easier to review. The format will also identify your organization clearly to the Department of Labor.

First, indicate that the document is an “Earmark Proposal To: Department of Labor, Employment and Training Administration.”
Then provide a title for your project. Be concise and specific, and try to avoid terms people generally will not understand.  Your project may already have a name. In that case, think about whether the name will paint the picture you want to create in the reader’s mind.  Because the title immediately conveys a great deal of information to the reader about your project, think about the impression you want to make. When your organization is awarded a DOL grant, your project may be publicized in newspapers and on the DOL’s website.

It is helpful for project names to include key words thereby allowing the project to be indexed correctly.  For example, if your project is about reopening a factory in an empowerment zone, you might name your project “Communities In Charge of Jobs.”
Next, identify who is submitting the grant application—the name of your organization or institution.  This should look like: “Submitted By: Building Better Communities, Inc.”
Then, provide the:

· Address of the organization, including zip code. If the address is a post office box, include a physical address.

· Telephone number of the organization, including area code.

· Fax number of the organization, including area code.

· E-mail address of the organization or person submitting the proposal.

Indicate who is approving the document for submission like this: “Transmitted By: Kyle K. Knight, Executive Director.”
Finally, indicate the date on which you are sending the final project proposal.  An example Cover Page follows on the next page.  

Example: Cover Page

[image: image2.wmf]
Earmark Proposal To:

Department of Labor

Employment and Training Administration

Project Title:

Communities In Charge of Jobs

Submitted By:

Building Better Communities, Inc.

400 W. Broadway Blvd.

Anytown, State 12345

Telephone: 505.123.9876

Fax: 505.123.9877

jbrown@buildbetter.com

Transmitted By:

Kyle K. Knight
Executive Director

Date:
April 30, 2004

ii. TABLE OF CONTENTS FOR THE GRANT PROPOSAL TC "ii. Table of Contents" 
The Table of Contents serves to organize the proposal as well as to make information easily accessible. The example below is identical to the Proposal Template. This example uses section and subsection titles that follow ETA’s guidelines for earmark proposals and highlights specific criteria that will be of interest to proposal reviewers.
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iii. STANDARD FORM 424 TC "iii. Standard Form 424"
Standard Form 424 is the application form used when applying for Federal assistance. The Proposal Template includes the form.

Every Federal agency requires grant applicants to complete a Standard Form 424—the standard form used when applying for federal funding.  This form may be downloaded from the ETA website at  http://www.whitehouse.gov/omb/grants click Forms at the bottom of the page and then select SF 424.
Completing this form should not be considered a perfunctory exercise.  Although the Standard Form (SF) 424 can be easy to complete, it is one of the first items reviewed by the Department of Labor so it is important to fill it out correctly.  The information on the SF 424 is cross-checked with information entered on the grant proposal Cover Page and the Federal Budget Information Form, which is discussed in greater detail in Section 6.

Since the SF 424 is required for all Federal grant applications, several of the items do not apply to earmark grant proposal submissions.  Specifically, Blocks 3 (Date Received by State), 4 (Date Received by Federal Agency), and 16 (Is Application Subject to Review) should be left blank.  Also, State Application Identifier and Federal Identifier are intentionally left blank for earmark grant proposals.  The list below provides detailed instructions on how earmark grantees should complete the SF 424.

	Block 1:
	Type of Submission 
	All earmarks should be marked non-construction.  The pre-application section should be left blank since this is a final grant application.

	Block 2:
	Date Submitted
	This date should match the date on the cover page of the grant proposal and should be the date of the final grant proposal submission.

	
	Applicant Identifier
	Leave blank or enter identifying information that is necessary within the organization.

	Block 3:
	Date Received By State
	Not applicable for earmark grants; leave blank

	
	State Application Identifier
	Not applicable for earmark grants; leave blank

	Block 4:
	Date Received By Federal Agency
	Leave blank because the federal agency will complete this item when the application is received

	
	Federal Application Identifier
	Leave blank


	Block 5:
	Applicant Information
	This information should match the information provided on the grant proposal Cover Page.  The designated contact person should be the person who is most knowledgeable about the proposal.  The person most knowledgeable about the grant proposal may differ from the individual who has signature authority for the organization in Line 18.  

	
	
	Insert the applicant’s DUNS Number.  Public Law 106-107 requires all grantees to include a Dun & Bradstreet Data Universal Numbering System (DUNS) with their grant proposal.  A DUNS number may be obtained by using the instructions contained in Training and Employment Guidance Letter (TEGL) No. 11-03, dated November 3, 2003.  A copy of TEGL 11-03 is provided in Appendix D.   Grantees may also obtain additional information about the DUNS Number by visiting http://www/whitehouse.gov/omb/grants/grants_forms.html.   

	
	
	Prefix refers to the person’s courtesy title (i.e., Ms., Mr., Mrs.) and suffix refers to the person’s generational status (i.e., Jr., Sr., III).

	Block 6:
	Employer Identification Number (EIN)
	The Internal Revenue Service assigns this number to the organization.

	Block 7:
	Type of Applicant
	There are 14 choices in Block 7 showing the wide array of individuals/organizations that may receive funding from the Federal government.  Select the box that most appropriately describes your organization.

	Block 8:
	Type of Application
	Earmark grantees should select the “New” box.  

	Block 9:
	Name of Federal Agency
	Enter U.S. Department of Labor, Employment and Training Administration

	Block 10:
	Catalogue of Federal Domestic Assistance Number
	Earmark grantees should use the number 17-246.  The information in the SF-424 is reported to the Federal Assistance Award Data Center, which reports on federal agency grant award activity.

	Block 11:
	Descriptive Title of Applicant’s Project
	This information should match the information provided on the Cover Page of the grant proposal.

	Block 12:
	Areas Affected By Project
	It is highly recommended that earmark grantees include at a minimum the city and state where services will be provided.  If serving multiple cities or states this should be indicated.


	Block 13:
	Proposed Start and End Date
	Since the grant proposal must be reviewed and grant award documents developed, the actual start and end dates may vary.  Thus, it is recommended that earmark grantees select a start date that is 60-90 days following the actual proposal submission date.  Note:  Earmark grantees may not begin to spend funds until the grant is approved and cleared by the ETA Grant Officer.  The Grant Officer will assign the actual start and end dates for the project.

	Block 14:
	Congressional Districts
	This block asks for the Congressional districts of  (a) the applicant and (b) where the project will be implemented.  Often the information will be the same, but in some cases it may differ.  Earmark grantees may obtain information on congressional districts from a local election board, local congressional office, The Congressional Yellow Book, or the internet (e.g., http://www.house.gov/writerep/).    

	Block 15:
	Estimated Funding
	When submitting your grant proposal, the federal share amount should never exceed the maximum amount permitted by the Appropriations Act or the post rescission amount, if applicable.  The total dollar figure provided should match the total figure provided on the Federal Budget Information Form.  Earmark grants are not required to match Federal-funding levels or to obtain other contributions.   Thus, only items 15a and 15g are required.

	Block 16:
	Is Applicant Subject to Review of State Executive Order 12372 Process?
	Not applicable for earmark grants

	Block 17:
	Is the Applicant Delinquent on Any Federal Debt?
	This question refers to the organization submitting the grant application.  Most of the time the answer will be “no.”  However, if the answer is “yes” then the grantee must submit a written explanation explaining the circumstances.  

	Block 18:
	Type Name of Authorized Representative
	The name provided should have signature authority for the organization submitting the earmark proposal.  

	
	Title
	Provide the position title of the signatory.   

	
	Telephone Number
	Provide the telephone number, including area code of the signatory. 

	
	Signature of Authorized Representative
	This line should contain the authorized representative’s signature.  It is recommended that grantees sign in blue pen so that the original signature is easily discernible from any copies of the grant proposal.  

	
	Date Signed
	Provide the date the SF-424 was signed.
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1. ABSTRACT TC "1. Abstract" 
The Abstract is usually one page long and provides concise information about your project. Sometimes people refer to an abstract as a summary or an executive summary.

The Abstract is a short piece‚ usually a page or less‚ that gives the important information about your project. Writing a draft Abstract first may help you clarify your project and develop your proposal. You can provide a copy of the Abstract to organizations that will be providing letters of support or to other people who will be writing portions of the proposal. A copy of the Abstract will help people target their letters and write more clearly about the project.

The Abstract should answer the questions Who, What, Why, and How. Because it may eventually be used in press releases, and perhaps on the DOL website, the Abstract should use clear and concise language.

Consider the Abstract a snapshot that captures the most significant aspects of your project. The example below identifies the responsible parties and the project name (who), what the project wants to accomplish (what), why it is necessary (why), and some key operational features (how). 

Your Abstract should include:

· Who you and your project partners are. As the applicant, give your official organization name, along with the names of your partners. Briefly describe the roles and contributions of key partners.

Example: Building Better Communities, Inc. (BBC) is a Washington, D.C.-based nonprofit organization. BBC provides education and training services to individuals living in the Bantam Empowerment Zone (EZ). Our partners in the proposed Communities In Charge of Jobs project include DEF Manufacturing, a paper manufacturer located in the EZ, as well as ABC Education Services, a training and development nonprofit organization. In Communities In Charge of Jobs, BBC is the applicant and fiscal agent. BBC will provide project management and oversight along with participant enrollment and case management services. DEF Manufacturing will recruit workers and make referrals for training, participate in high-tech curriculum development, and provide space, equipment, and some instruction. ABC Education, in addition to providing referrals, will develop the curriculum and also coordinate, schedule, and instruct training to include ESL and basic education.

· What are your project goals; what you intend to accomplish. Tell the reader about your project goals in a sentence or two.

Example: DEF Manufacturing’s plant is presently being renovated and expanded. The new equipment and the associated technology will require new skills from its current workforce. In addition, the expansion will also create jobs. The Communities In Charge of Jobs Partnership intends to train and place 70 EZ residents in high-tech, higher-paying positions within DEF Manufacturing Company.

· Why you are implementing your project. How does the project fill a need in your community? Provide a fact or statistic that gets the attention of the reader and supports what you say the need is.

Example: DEF Manufacturing Company intends to renovate and expand a plant located in the EZ. With a 28 percent unemployment rate and a high school dropout rate exceeding 22 percent, the local workforce does not have the skills, especially high-tech skills, necessary to obtain higher-paying manufacturing positions in the renovated factory.

· How you will deliver services. Talk about your methods and approaches, such as nontraditional classrooms, bilingual staff, mentors from industry, or computer-assisted training. You also need to briefly discuss how services not a part of this grant will be provided.

Example: The curriculum will be developed using actual work activities and situations… Because of the impoverished nature of the community, supportive service needs such as transportation and child care will be very important. To the largest extent possible, participants will access support services through co-enrollment in… When not possible, funds have been budgeted for child care.

The following are examples of what NOT to include in your Abstract:

· Organization’s mission statement or philosophy.

· Detailed history of the organization that has no direct bearing on the grant proposal

· Vague statements, such as “our team comprises experienced professionals”

· Jargon or abbreviations that are not universally accepted

· Very long sentences (more than 20 or 25 words)

An example of an Abstract follows. Look for the answers to who, what, why, and how questions.

Example: Abstract

Building Better Communities, Inc. (BBC) proposes Communities In Charge of Jobs, a coordinated job-training program for 50 adults living in the Bantam Empowerment Zone (EZ). DEF Manufacturing, a paper manufacturer located in the Bantam EZ, has identified new technologies that require the training of current workers and that offer opportunities to test new training strategies. Over a 1-year period, BBC will partner with ABC Education Services and the Manufacturer’s Union to provide innovative training services for 50 adults. Those individuals will be currently employed at DEF Manufacturing (incumbent workers) and require updated or new job skills, or will be new employees hired to work for DEF Manufacturing at the Bantam plant.

DEF Manufacturing will identify entry-level workers with a strong work record who have indicated an interest in moving up the career ladder. The participants will complete an assessment process that includes academic testing, interviews with company supervisors, and discussions with case managers. Other participants, not DEF Manufacturing employees, will be recruited through intensive community outreach efforts.

In collaboration with DEF Manufacturing representatives and the local One-Stop center, the curriculum will be developed using actual work activities and situations. Portions of the contextual curriculum, particularly those elements common to all job descriptions, will be delivered using the company’s Intranet. Other portions of the curriculum will be delivered at an onsite classroom. By delivering the training onsite, the participants will have access to the new manufacturing equipment. In some instances, DEF Manufacturing will provide company trainers to partner with the ABC Education Services’ instructor. This classroom collaboration will increase the opportunities to practice skills learned in the education components.

Because major portions of the training will be completed at times other than the normal workday, child care and transportation services will be extended. Coordination with the City of Bantam’s Transportation Department has resulted in a commitment of an after-hours city bus route for training participants. Child care services will also be customized. Although the exact approach will be determined once the participants are selected for training, in general, onsite child care will be provided while parents are in training. The precise mix and strategies will depend upon the ages of the children and current child care plans.

The partnership of BBC, DEF Manufacturing, ABC Education Services, and the Manufacturer’s Union will test assumptions regarding contextual curriculum, supportive service delivery mechanisms, and career ladder training. As a direct result of the training project, 50 adult participants will receive contextual training that will enable them to gain job skills.

FAQs About the Abstract

( How long should the Abstract be?

Preferably no more than one page.

( If I write the Abstract first, will I have to rewrite the Abstract when I complete my proposal?

Probably; however, writing the Abstract first helps you clarify in your own mind what is important and may save you time in the long run.

( How do I know if a word is jargon, or if it is terminology specific to our work?

That’s not easy. Sometimes a word begins as jargon and then becomes accepted usage within the field. “Partnering” is an example of a word that began as jargon and is now generally accepted. The best test seems to be that if the word enhances understanding and will be understood by the reader, use it.

( What are some things I should avoid?

Including the organization’s mission statement or philosophy

Detailed history of the organization that has no direct bearing on the grant proposal

Vague statements, such as “our team comprises experienced professionals”

Jargon or abbreviations that are not universally accepted

Very long sentences (more than 20 or 25 words)

2. STATEMENT OF NEED TC "2. Statement of Need" 
The Statement of Need usually describes an issue in two ways(with words (a narrative description) and with numbers, facts, and statistics. 

The Statement of Need gives the reader a picture of the community issue or problem that your project will address. It describes the issue in terms of quality as well as quantity. It conveys a sense of the people, culture, and region, as those elements relate to the problem, as well as provides factual information documenting the need for your project.

Your proposal describes the problem to be addressed by your project and provides information that will assist the reviewer in establishing a context for your project. The Statement of Need does not have to be wordy or long. It may consist simply of a few paragraphs complemented by some key statistics.  Because the need for funding is already established for earmark grants prior to the submission of a grant proposal, ETA identified certain economic and demographic statistics for inclusion in your proposal. You should provide the identified information in your proposal, and you may also include any additional information that you believe would increase the reviewer’s understanding of your project.

Let’s break the Statement of Need into parts and look at some examples. The tables for the economic and demographic data, with the required data elements, are located in the Proposal Template.

A. Description of the Issue TC "A. Description of the Issue"\l 2 
Statement of Need describes the issue to be resolved through earmark funding. The statement here and the statement in the Abstract should be essentially the same.

Example: This proposal is a coordinated response to the area’s need for targeted job training that positions Bantam EZ residents for higher-wage work. DEF Manufacturing, with EZ tax incentive benefits, intends to renovate and expand a manufacturing plant within the EZ and modernize the technology. Workers living within this impoverished community require appropriate job and technology skills in order to obtain the new, well-paid manufacturing positions. The available workforce’s skills, abilities, and knowledge do not match skills presently required by DEF Manufacturing or other area employers.

B. Description of the Target Area TC "B. Description of the Target Area"\l 2 
Target Area is usually a geographic area such as a county or city or certain census tract. This is different from the Target Group, which is a description of the participants rather than the geography of the area. The Target Area defines the boundaries of the project. Describe the area with appropriate words such as “sparsely populated” or “largest city” or “remote” to provide a clear picture of the environment in which the grant will operate. Your description should support the need.

Example: The Target Area, Bantam City’s EZ, is an ethnically diverse and highly impoverished community located in a 10-square-mile area. The Zone is the most densely populated urban area in the state. Employers located in the area currently are experiencing a high percentage of job openings in the manufacturing field.

C. Economic Information TC "C. Economic Information"\l 2 
Economic information for an earmark grant proposal describes the principle employer conditions and needs relevant to your project (e.g., average wages, labor market needs, and growth projections).  An earmark grant proposal must contain the economic information from the table in the example below.  If you believe that additional information about the local economic conditions would assist the reviewer, you may add information either by adding to the table or writing a narrative.

The example below indicates skill shortages and vacancies in occupations that will be trained through the earmark project and validates the need for the job training.

Example: Economic Information

	Occupations to be Trained
	Growth Forecast
	Average Wage
	Area Companies Experiencing Labor Shortages in the Targeted Occupations

	Robotics Technicians
	+6%
	$15.30/hour
	DEF Manufacturing

QRD Manufacturing

	Electronic Assemblers
	+3%
	$11.00/hour
	DEF Manufacturing

Bantam Manufacturing


Although it is not required that you add a narrative to your description of the economic situation, you may choose to do so if you believe it will add significantly to the reviewer’s understanding of the issues. The following paragraph is an example of a supporting narrative.

Example: At the same time that Bantam EZ residents are experiencing a 28 percent unemployment rate, local industry reports 20 to 100 job vacancies per facility or plant in and around the EZ. Our Target Area’s fastest-growing occupations include high-tech manufacturing jobs, which are expected to increase anywhere from 3 to 13.5 percent this year. High-tech manufacturing positions comprise 78 percent of unfilled positions in the EZ.

D. Socioeconomic Information TC "D. Socioeconomic Information"\l 2 
The following example displays selected information for the Target Area. All of the information in the following example can be obtained from the Census. This table is provided in the Proposal Template. It contains the minimum amount of information required for your proposal. Think about what other information might be important to support the Statement of Need. You may add that information if it will contribute to the understanding of the project.

Example: Target Area Demographics*


	Subject
	Target Area

	POPULATION
	

	Total Population
	45,000

	INCOME
	

	Median Household Income
	$22,758

	POVERTY 
	

	Persons w/ Income Below Poverty
	22.8%

	Families w/ Income Below Poverty
	19.1%

	EDUCATIONAL ATTAINMENT
For adults age 25 and up
	

	Less than 9th grade 
	9.9%

	9th to 12th grade, no diploma
	15.7%

	High school graduate (includes GED)
	21.3%

	Some college, no degree
	22.7%

	Associate degree
	8.7%

	Bachelor’s degree
	13.9%

	Graduate or professional degree
	7.8%

	EMPLOYMENT STATUS
	

	Unemployment Rate
	28%

	OTHER**
	


* All data can be located at http://www.census.gov
** Other information pertinent to the proposed earmark project
What NOT to do in the Statement of Need:

· Write a long narrative with a lot of statistics. If you have more than two or three pieces of data to show, use a chart.

· Compare apples with oranges. If your data indicate median income, don’t compare it with average income someplace else.

· Distract the reader with information that is neither relevant nor related to the problem or need.

Each proposal’s Statement of Need will have a different focus and will emphasize different pieces of information.

FAQs About the Statement of Need

( How long should the Statement of Need be?

There is no hard and fast rule, but the more concise, the better.

( Where can I obtain the statistics and data I may need to support the Statement of Need?

All of the data requested in the Target Area Demographics table can be obtained from the Census Bureau (http://www.census.gov). If you would like other data, some of these sites might be helpful:

America’s Career InfoNet (http://www.acinet.org/acinet)

Websites for state and local Chambers of Commerce

Local one-stop websites

Local economic development agencies and industry associations

America’s Labor Market Information System (ALMIS) (http://www.doleta.gov/almis)

Bureau of Labor Statistics (http://www.bls.gov/)
Workforce Investment Act (http://www.doleta.gov/usworkforce/)
Of course, people in your organization or the reference librarian at the local library may also have or know of information that will help you state the need for your project.

( Do data sources always need to be referenced?

It is a good idea. As you write more proposals, it will help you keep track of where you got the data. It also helps the reader to evaluate the validity of the information.

3. DEVELOPING PERFORMANCE MEASURES TC "3. DEVELOPING PERFORMANCE MEASURES" 
The Developing Performance Measures section quantifies solutions to the Statement of Need. The goals of the project are designed to meet the area needs with an action plan. The goals are then quantified and defined as performance measures and expected levels of performance.
A. Understanding the Context for Measuring Results TC "A. Understanding the Context for Measuring Results"\l 2 
There is increased attention from Congress, the President and the American people on ensuring that programs and projects funded by the Federal government are well run and results-oriented.  Below are some key documents and laws that set the context for performance measurement and accountability in Federal programs.  

1.  The Government Performance and Results Act

One of the first attempts to focus Federal agencies on performance accountability was through the passage of the Government Performance and Results Act (GPRA).  The main purpose of GPRA is to provide for the establishment, testing and evaluation of strategic planning and performance management in the Federal government.  Basically stated, Congress expects that Federal agencies demonstrate results and a return on the public’s investment by requiring agencies to show program results.  ETA will use the GPRA performance targets to evaluate what performance levels are reasonable.  Thus, ETA encourages the use of GPRA goals and performance levels as a benchmark for determining the reasonableness of your project’s performance measures.  Information on ETA’s GPRA goals and performance levels may be
found in ETA’s strategic planning document called the Annual Performance Plan (APP) located at http://www.doleta.gov/performance/goals/gpra.cfm.

2.  Appropriations Act

The Appropriations Act, authorizing the use of Federal funds for earmark grants, contains language requiring the Department to assess the performance of earmark grants.  Specifically, the language states, “The conferees also encourage the Department to ensure that project performance is adequately documented and evaluated.”

B. Developing a Performance Management System TC "B. Developing a Performance Management System"\l 2 
This section of the Guide discusses some primary components of performance measurement and reporting.  

In a nutshell, performance management is a systematic process that involves the following critical areas:

· Monitoring the results of activities; 

· Collecting and analyzing performance information to track progress toward planning results; 

· Using performance information to influence program decision-making and resource allocation; and 

· Communicating results achieved, or not achieved, to advance organizational learning and to tell the project’s story.

Performance management involves every layer of your organization because it means that managers and staff are using all available information and data—fiscal and programmatic— to make decisions and improve processes.   Therefore, sustained, meaningful improvement is possible only with sustained, meaningful measurement.

1.  Identifying Appropriate Performance Measures
Developing performance measures to meet the needs of one group (e.g., Federal government) may not fully meet the needs of others (e.g., project staff, project managers, partners, customers).  Thus, it is important to select performance measures that meet the needs of various customers (i.e., a menu of performance measures).  By incorporating a variety of performance measures into your performance management plan, grantees will be able to obtain information and data to manage a variety of project elements and to assess the overall effectiveness of their projects.  In order to be relevant and effective, grantees should develop some interim process measures, as well as some outcome measures for their projects.  

Identifying specific, measurable outcomes requires time, thought, and a clear understanding of desired results. Some ways to do this include:

· Ask yourself the following questions: What is/will be different as a result of the initiative? For whom? What will be changed/improved? What do/will beneficiaries say is the value of the program? What do/will they say about why they participate?

· Think about what you want to be able to say to your funding agency or the taxpayers who finance your program.  If you could write a news release about your program, what would the headline be? Your answers to these questions are most likely project outcomes that can be translated into performance measures. 

· For an existing program, look at all the program's major activities. For each activity, ask yourself, "Why are we doing that?" Usually, the answer to the "Why?" question is an outcome.

· Seek ideas and input from others. Their perspectives will help provide a broader understanding of the program and its benefits. This activity will also help build consensus among key program stakeholders. You might talk with current and past participants, funding entities, peers, local officials, board members, and informed outsiders. 

· Review existing program material to see if any performance measures are already incorporated into the organization’s business approach.

2.  Key Terminology

Although it is easy to get bogged down in jargon and terminology, it is vital that as a grantee the terms and concepts used in this next section be defined so as to alleviate any misconception or confusion as you develop your grant proposal.  
· Goals:  A set of broad, comprehensive statements that clearly define the ultimate purpose of the grant. A goal statement is usually broad in nature and establishes the direction for the work to be accomplished through the grant.  The goal statement should be written in a way that achievement towards the goal is accessible, both qualitatively and quantitatively.

	For example, if the project is about providing job training the goal statement may read as follows:  

The primary goal of The Bantam Committee for Jobs project is to provide 50 female ex-offenders with a variety of services.  The services include: case management, employment readiness, occupational and basic skills training and job placement.  The project will also increase the reading and/or math skill level of participants by one grade level.  


· Performance Measure:  The name given to what the grantee is measuring.  Performance measures should be defined in specific terms, expressly stating who is included and excluded in the measurement and what is the period of measurement.  It is important to not only define the measure in terms, but to also define the performance measure as an equation so that it is clear who is in the numerator and denominator.  The following chart provides an example of project performance measures.

	Example Performance Measures Table

	Performance Measure
	Expected Level of Performance
	Actual 
Level of Performance

	Enrollment Rate:  The number of individuals admitted into the program by the end of the project.

Example Measurement Parameters:

· Individuals who are female ex-offenders.

· Individuals who have at least an 8th grade reading and math skill levels but not more than an 11th grade level.    
	
	

	Training Completion Rate: Of those enrolled in the project, the number of participants who complete training by the end of the project divided by the total number of individuals enrolled.

Example Measurement Parameter:

· Only individuals that are enrolled in training are included in this measure.
	
	

	Skill Attainment: Of those who complete training, the number of participants whose reading and/or math skill level will be raised by one grade level by the end of the project divided by the total number of individuals who completed training.

Example Measurement Parameters:

· Only individuals that are enrolled in training are included in this measure.
· Pre- and post-tests will be done to assess improvement in skills.
	
	

	Placement Rate:  Of those who complete training, the number of participants placed in employment by the end of the project divided by the total number of individuals who completed training.

Example Measurement Parameters:

· Only individuals that are enrolled in training are included in this measure.

· Only individuals who are placed in employment, due to the significant efforts or services of the grantee, are included in this measure. 

· An individual is considered employed by the end of the project if they are in paid employment of, at least, 20 hours a week.
	
	

	Retention Rate: Of those placed in employment, the number of participants that are still employed three months after placement divided by the total number of individuals placed in employment.

Example Measurement Parameters:

· Only those individuals placed in employment through the project are included in this measure.

· Individuals who are employed with the same employer at least three months after entering employment.
	
	


· Expected Performance Levels:  The numeric performance target that the grantee expects to achieve on each performance measure within an explicit time frame.  The expected performance level will be the “standard” or actual number ETA uses to assess whether the grantee achieved exemplary, acceptable or poor performance on the project.  

	Example Performance Measures Table

	Performance Measure
	Expected Level of Performance
	Actual 
Level of Performance

	Enrollment Rate:  The number of individuals admitted into the program by the end of the project.

Example Measurement Parameters:

· Individuals who are female ex-offenders.

· Individuals who have at least an 8th grade reading and math skill levels but not more than an 11th grade level.    
	50 participants will be enrolled in the project
	

	Training Completion Rate: Of those enrolled in the project, the number of participants who complete training by the end of the project divided by the total number of individuals enrolled (45/50).

Example Measurement Parameter:

· Only individuals that are enrolled in training are included in this measure.
	90% 

45 individuals will complete training
	

	Skill Attainment: Of those who complete training, the number of participants whose reading and/or math skill level will be raised by one grade level by the end of the project divided by the total number of individuals who completed training (34/45).

Example Measurement Parameters:

· Only individuals that are enrolled in training are included in this measure.
· Pre- and post-tests will be done to assess improvement in skills.
	76% 

34 individuals will increase reading and/or math skill level by one grade level.    
	

	Placement Rate:  Of those who complete training, the number of participants placed in employment by the end of the project divided by the total number of individuals who completed training (44/45).

Example Measurement Parameters:

· Only individuals that are enrolled in training are included in this measure.

· Only individuals who are placed in employment, due to the significant efforts or services of the grantee, are included in this measure. 

· An individual is considered employed by the end of the project if they are in paid employment of, at least, 20 hours a week.
	98%

44 individuals will be placed in employment within one year of entering the program and earn an average wage of $8.00 an hour.


	

	Retention Rate: Of those placed in employment, the number of participants that are still employed three months after placement divided by the total number of individuals placed in employment (33/44).

Example Measurement Parameter:

· Only those individuals placed in employment through the project are included in this measure.

· Individuals who are employed with the same employer at least three months after entering employment.
	75% 

33 individuals will be retained in employment for at least three months.


	


· Actual Performance Level:  The numeric performance level that the grantee achieves for each performance measure (i.e., how the grantee performed on the measure relative to the expected level of performance).  The actual performance level is completed at the end of the grant period and is included on the Evaluation Report (Final Project Narrative Report).   

3.  Types of Performance Measures

There are a wide variety of performance measures that grantees can use to assess their programs.  The chart below provides some examples of performance measures that grantee may wish to use (Note:  This list is not all inclusive, there are a wide variety of measures that earmark grantees may select).

	Measure
	Purpose of Measure

	Participant Customer Satisfaction
	Used to assess (a) whether participants found specific services useful; (b) whether participants received the services they needed; (c) whether participants would use the service provider again; (d) overall satisfaction with the project; (e) satisfaction with how they were treated by staff; (f) whether participant would refer others to the project

	Employer Customer Satisfaction
	Used to assess (a) whether employers are satisfied with the services they received and found specific services useful; (b) whether employers received the services they needed; (c) whether employers would use the services again; (d) overall satisfaction with the project; (e) satisfaction with how they were treated by staff; (f) whether employers would refer others to the project

	Cost Per Participant
	May give project managers a sense of how costs of a service compare among programs and/or jurisdictions.

	Placement Rate
	Allows program to assess whether participants obtained employment after completing project services.

	Training Completion Rate
	This measure provides information about the percentage of participants completing training, which could affect their employment options.

	Skill Attainment Rate
	Provides information about the number of participants that obtained a skill, including occupational skills, basic skills, and work readiness skills.  Grantees will need to have some way to assess participants’ skill levels pre and post-service.

	Percent Increase in Wages
	Assesses whether the participants were able to increase their earnings potential by participating in the project.

	Retention Rate
	Number of participants that are still employed after x number of weeks, months, years of program completion.  This is an impact measure that may not be easily assessed during the grant’s period of performance.


C. Grant Proposal Performance Accountability Elements TC "C. Grant Proposal Performance Accountability Elements"\l 2 
Grantees should clearly state their goals for the grant, define their project performance measures, and define the expected levels of performance they want to achieve on each performance measure.  Grantees should also identify reporting elements, including types of information to be collected, types of reports to be developed and how information collected will be used to continuously improve the grant.  It is essential that grantees’ of Federal programs and projects have the capability to produce reports that are complete, accurate and timely.  It is vitally important that grantees develop mechanisms for collecting as well as reporting data on grant operations, performance outcomes, and fiscal expenditures.  

1.  Describe Performance Measures

Once performance measures are identified, the grantee should provide a narrative description of its performance measures in the grant proposal, including the measurement parameters, and the expected level of performance to be achieved in a given time period.    

Although some grantees may find it easier to provide a narrative description of their performance measures, others may find using the table below helps them to organize the information.  The only part of the table that will not be completed for inclusion in the final submission of the grant proposal is “actual level of performance.”  The actual level of performance will be provided once the performance measure can be reported (i.e., data is available for the measurement period), but no later than 90 days after the grant period ends. 

	Performance Measure
	Expected Level of Performance
	Actual 
Level of Performance

	
	
	


2.  Describe Program Reporting and Processes

Grantees are required to submit Quarterly Project Narrative Reports to their FPO.   Quarterly Project Narrative Reports are due 30 days after the end of each calendar quarter.  An Evaluation Report (Final Project Narrative Report) is due 90 days after the grant expires.  The Quarterly Project Narrative Report should be in table and narrative form and should include the following information: 

1. In-depth information on accomplishments, including project success stories, upcoming grant activities, and promising approaches or processes; 

2. Progress toward performance outcomes, including updates on enrollment levels and services provided, products, curricula and/or training development;

3. A description of any barriers or challenges encountered implementing the project.  

The Grant Proposal template asks each grantee to:

· Identify the organization that will maintain responsibility for reporting program-specific information, including project outcomes.
  If the grant applicant does not maintain responsibility, what organization will maintain program-specific information?  This subsection should identify the organization and position(s) that will be responsible for the project’s program records and reports.

· Describe the process used to maintain, track and report program data.  Grantees should describe the data collection system used to maintain data and track outcomes for the grant.  Grantees should describe what types of information will be tracked, how the information will be secured, how often the reports will be generated, and how the information collected will be used to manage the project.     

4. STATEMENT OF WORK TC "4. Statement of Work" 
The Statement of Work contains an overview of the project design and components. For service delivery projects, it includes information about the target group and the services that will be provided. The Statement of Work also contains the Work Plan, the Phase-Out plan, the Evaluation Plan, and a plan for utilization of project results.

The following Statement of Work and the one provided in the Proposal Template include six sections, A through F. It makes the reviewer's job easier if your proposal addresses the sections in order.

A.
Target Group To Be Served (Participants)  TC "A. Target Group To Be Served (Participants)"\l 2 
The Target Group To Be Served includes three subsections: (1) Description of who the project participants will be within the range of eligible people, (2) Rationale for Selection, and (3) Needs and Other Services. Eligible people for this proposal are defined for you in Section 171, Demonstration, Pilot, Multiservice, Research, and Multistate Projects of the Workforce Investment Act (WIA).

The ETA wants to know three things about the people (target group) who will be served in the demonstration:

1. Description

Who will be trained? Does “who will be trained” match the need discussed earlier in the proposal?

Example: Communities In Charge of Jobs will provide services to 50 residents of the Bantam EZ. Based on our demographic picture, participants will include a mix of incumbent, underemployed, and unemployed workers. We expect more than 50 percent will need additional skills in basic math and reading in order to successfully complete high-tech training. Another third will require English language skills.

2. Rationale for Selection

Are there enough eligible people in the potential pool of participants to support the project’s anticipated enrollment?

Example: The unemployment rate within the EZ is 28 percent. The workforce pool includes 1,400 adult EZ residents over the age of 21, equating to an eligibility pool of 392, not including underemployed workers. Our project proposes to train 70 participants from this pool.

3. Needs and Other Services

What other needs may you be able to predict based on participant demographics? How will participants gain access to services that meet these needs?

As you think about these three areas, consider some other points and ask yourself some other questions about whom your project will serve.

· Does the target group require services not available through the earmark grant? If your selected target group requires more services than your grant provides, you must have other resources to augment the earmark grant, or you should reconsider your choice of target groups. Every grant has finite resources, and it may not be possible to adequately serve target groups whose needs exceed the grant resources. This is one reason why the requirement to link with the workforce investment system should be taken seriously. Such linkages are the best way to serve your target group with comprehensive services that you could not otherwise afford.
· How large should the target group be? How diverse or uniform? Do you want to serve sub-groups or segments of the target group? What would be your justification for selecting segments of the target group for services? Do you intend to serve only one segment or several segments? These questions will influence the service selection.

FAQs About the Target Group To Be Served

( What is an eligible project under Section 171 of the WIA?

In general, eligible projects are projects that fall into certain categories. Some information about the categories is listed below. However, for a full explanation, it is best to see Section 171 of the WIA or review the section “Allowable Activities, Eligible Participants, and Other Requirements” in the Introduction to Reference Book One: The Essential Guide to Writing An Earmark Grant Proposal.

Demonstration or Pilot Projects. These are projects that are funded to develop or implement techniques and approaches, and demonstrate the effectiveness of specialized methods in addressing employment and training needs. These projects include direct services to individuals.

Multiservice Projects. As stated in the Workforce Investment Act, these are projects "that will test an array of approaches to the provision of employment and training services to a variety of targeted populations; in which the entity carrying out the project, in conjunction with employers, organized labor, and other groups such as the disability community, will design, develop and test various training approaches in order to determine effective practices; and that will assist in the development and replication of effective service delivery strategies for targeted populations for the national employment and training system as a whole."

Research Projects. These projects provide research that contributes to the solution of national employment and training problems and are in tandem with the Secretary of Labor’s 5-year Research Plan.

Multistate Projects. As stated in the Workforce Investment Act, these are projects that require demonstrated national expertise "to effectively disseminate best practices and models for implementing employment and training services, address the specialized employment and training needs of particular service populations, or address industry-wide skill shortages."

( What is meant by “self-sufficiency”?

The DOL has different definitions for different groups:

For new entrants into the world of work, self-sufficiency means that the wages for the job a worker is being trained exceed the DOL-published “lower” living standard for that person’s family size. Your Federal Project Officer (FPO) can help with this information.

For dislocated workers, self-sufficiency means the wages the person receives from their current job will be at least 80 percent of their previous wages within a year’s time.

B.
Services To Be Provided TC "B. Services To Be Provided"\l 2 
This section is the heart of your proposal(where you tie all the previous information together into a service plan. It has four subsections: (1) Description of Services, (2) Services Flow Chart, (3) Partner/Collaborator Participation, and (4) Linkages with the Workforce Investment System.

1. Description of Services

You will want to discuss each service, who provides the service, when, where, and the delivery methods you will use. You will also want to include services not paid for by this grant, but needed for participants to succeed, as discussed earlier in the Target Group To Be Served section.

Talk about each service separately. You can write a narrative:

Example: Technical Training classes will be conducted from 7 to 11 a.m. Monday through Thursday. The classroom, located at DEF Manufacturing, provides access to equipment. Access to this resource will promote hands-on learning activities. Training is computer-assisted and self-paced, using a job-based curriculum and competency testing. Both ABC Education Services and DEF Manufacturing supervisors provide instruction.

Or you can use a table to provide the information, such as the one shown here:

Example: Service Overview Table

	Service Component
	Location
(When & Where)
	Delivery Method
(How)
	Responsible Partner

	Outreach and Recruitment
	BBC and other sites. Times vary. 
	•
Employer presentations

•
Outreach visits to UI Office, One-Stop
	•
BBC

	Basic Education
	BBC classroom/DEF Manufacturing times vary.
	•
Customized according to skill

•
Offered in groups of 5

•
Uses job vocabulary as curriculum. 
	•
BBC 

	Technical Training
	DEF Manufacturing
7 – 11 a.m., M – Th;
7 – 9 p.m., M – Th
	•
Contextual

•
Computer-assisted

•
Self-paced

•
Testing is by demonstration

•
Open entry/exit.
	•
ABC Education Services

•
DEF Manufacturing

	Supportive Transportation Services
	Public bus stop at DEF Manufacturing
	•
Need determined at enrollment

•
Referred to One-Stop for co-enrollment in XYZ and bus passes issued.
	•
BBC (referral)

•
One-Stop (supportive services)


Write a few sentences, even when using the chart that emphasize your philosophy or approach to providing services.

Example: Communities In Charge of Jobs intends to base its training programs on the adult learning model which… Outreach and recruitment will be performed using nontraditional methods to capture the hardest-to-serve populations…

2. Services Flow Chart

ETA wants to see a project flow chart. An example flow chart is provided below.

Example: Services Flow Chart
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3. Partner/Collaborator Participation

Here is where you talk about partner commitments, including services delivered by your partners. This is also the place to refer to any Letters of Commitment included as an attachment to the proposal. If there are no commitments from other organizations, include a statement to that effect in this section.

Partner organizations are those that are considered essential to the successful completion of your project. They may provide a service to the project, such as outreach and recruitment, or provide a service directly to your participants, such as drug and alcohol counseling. Partner organizations may also provide resources such as materials, office space, or staff time. The organization may or may not receive reimbursement for the service or goods it provides.

The DOL wants to be assured that each critical link in implementing your project understands what its job is and agrees to accomplish that job. To validate your partnership, you can have a Letter of Commitment in the grant proposal or you can describe the working relationship. If you are going to use a letter, it is often a good idea to provide the letter for signature. As the proposal writer, you are probably more aware of what the letter should say.

Often letters appear as letters of support and do not offer any concrete commitments to the project. Letters of Commitment are very specific. They list the services, discuss the partnership efforts, and may outline the money that is provided as a match, or the cost for services that will be provided to the project. An example of a Letter of Commitment can be found below.

Example: Letter Of Commitment


March 30, 2004


Mr. Joe Brown, Project Director
Communities In Charge of Jobs
Building Better Communities, Inc.
400 W. Broadway Blvd.
Anytown, State 12345


RE: Letter of Commitment


Dear Mr. Brown:


ABC Education Services is pleased to partner with you in providing adult basic education services for your clients in the Communities In Charge of Jobs project.


Because of our past experience working together on other demonstration projects, as well as our mutual experience in developing contextual basic education, our organizations already have well-developed assessment and referral procedures. These procedures will prevent us from duplicating services, such as testing participants twice.


Our organization will provide the following services for your project:


•
Office space for your staff to conduct outreach and recruitment


•
Referrals


•
Academic testing and counseling


I am personally excited by this opportunity to expand and improve our mutual work.


Sincerely,


Jane Smith, Executive Director
ABC Education Services

4. Linkages with Workforce Investment System

As previously stated in the Introduction, Congress supports coordinated services that are linked through the workforce development system, and that cut down and/or eliminate duplicative services.  As envisioned by the WIA and the regulations, state and local workforce investment boards function as catalysts bringing together, in one deliberative body, representatives of all the major stakeholders in workforce development to provide strategic planning and oversight for the workforce investment system.  In order to ensure that employment and training programs are linked with the “system” envisioned in WIA, Congress requires, through language in the Appropriations Act conference report, that the Department ensure earmark “projects are coordinated with Workforce Investment Boards.”  Thus, it is vitally important that earmark grantees develop linkages and partnerships with the workforce development system—through One-Stop operators and their governing bodies called State and Local Workforce Investment Boards.  

Although the Appropriations Act conference report makes clear that earmark grantees are expected to coordinate their projects with workforce investment boards, it provides no specific guidance as to the content or nature of the coordination required.  Though specific guidance was not provided for earmark grantees to follow, the Department strongly encourages grantees to maximize the resources and knowledge available through the current workforce development system so as to foster a coordinated, comprehensive service delivery structure that meets the needs of the local economy and that maximizes available resources.

There are a number of steps that need to transpire in order to develop linkages with the State and/or local workforce investment system.  The first step in developing a linkage with the State and/or local workforce system is to determine what geographic area you want to target for developing linkages.  Earmark grantees will benefit from targeting local boards and one-stop operators in the area in which services will be delivered.  Second, learn about the One-Stop system in the targeted community.  Find out how the one-stop system operates and is managed, how it is staffed and what services are offered at the one-stop center.  Thirdly, establish your goals for linking with the one-stop system and identify strategies for linking that will help you meet your goals.  Finally, contact the local workforce investment board and one-stop operator staff and discuss ways that you can partner.   For a listing of State and local workforce investment boards visit: (1) http://www/nawb.org/asp/wibdir.asp or (2) http://www.doleta.gov/usworkforce/contacts.cfm.
Earmark grantees may wonder what benefit they can gain from coordinating their services through the existing one-stop service delivery system.  Examples of potential benefits to earmark grantees from developing linkages and agreements with the One-Stop system are highlighted below.

· System Benefits to Earmark Grantees.  Agreements with the workforce development system, especially the local one-stop delivery centers, can help strengthen community ties by giving grantees a voice in planning workforce services for the community; increasing the awareness of the grant within the community; opening additional resources that can be accessed by grantee participants; and helping the grantee strengthen employer connections.

· Benefits to Grantee Recruitment.  Linking with the one-stop system in the community can greatly enhance an earmark grantees recruitment efforts by one-stop staff marketing the earmark project to one-stop customers; actively referring participants to the earmark project; and possibly providing a convenient place for earmark staff to meet with interested participants.

· Benefits to Grantee Services.  Linkages with the one-stop system can also enhance project services by providing additional support services, such as childcare, transportation, etc.; providing extensive labor market information to help participants learn about employment opportunities in the local area and the skills and education necessary to obtain those jobs; supplementing the educational, vocational, and life skills training offered through the grant by providing additional training opportunities through other one-stop partner programs; and helping with placement opportunities.

Although the nature of the coordination will vary from project to project, earmark grantees may be able to develop linkages with State and local workforce investment boards in the following areas:

· Strategic planning efforts for workforce development in the region.   The Workforce Investment Act (WIA) charges workforce investment boards with wide-ranging responsibility for workforce development within their communities.  WIA requires each State and local workforce investment board to develop a strategic plan to address workforce development issues within their respective regions.  To successfully meet these new challenges, workforce investment boards across the country are looking for ways to get the information they need to understand their labor markets and communities and to make informed, long-term strategic decisions.  Some workforce investment boards are even conducting community audits where they gather information they need to develop a shared view of the critical economic and social challenges confronting their community.  Earmark grantees may have information about the local community that is valuable to the workforce investment boards understanding of the community’s needs and may have plausible solutions for addressing workforce development issues that benefit job-seekers and employers.  In some cases, earmark grantees may find that members of their organization will be asked to participate in planning and implementation of the system by participating on the workforce investment board and/or on special committees.  
· Targeting workforce development strategies to address the needs of particular population groups. Although WIA promises universal service, frequently Workforce Investment Boards (as well as other stakeholders within a community) also have reason to target specific population groups and devise strategies appropriate to their special needs. These special groups can range from dislocated high-technology workers to disabled workers.  In some cases, earmark projects may augment other employment and training services available through the one-stop service delivery system, thereby providing another valuable resource to individuals in the community.  In these cases, the local board and the earmark grantee may be able to partner with one another to devise coordinated strategies for addressing the needs of a given population (e.g., outreach and recruitment strategies, service delivery strategies, developing common intake procedures, utilizing assessment instruments, etc.).  
· Targeting workforce development strategies to address particular groups of firms or industries.  Interest in developing strategies aimed at groups of firms began in the field of economic development but has made its way into the workforce development arena. These are often called sectoral strategies. Sector strategies entail targeting a set of employers that share a set of common characteristics (such as labor force needs). Some workforce investment boards are working closely with groups of firms to address a public policy concern and, at the same time, solve common problems that the firms share.  Earmark grantees may have specialized experience with a specific set of firms or an industry that may be valuable in addressing the skill shortages of local employers.

· Providing consumers with the information they need to make informed decisions.  One of the signature features of the Workforce Investment Act is its commitment to place decision-making in the hands of the consumer. But if consumers are to make informed career decisions, they must have timely and high quality information. Many workforce investment boards spend time and money researching and obtaining information on the labor market.  Earmark grantees that are researching specific workforce development needs may find that their information would be a valuable resource to consumers in the local one-stop system, as well as to policymakers on the workforce investment boards.
These are just some of the ways earmark grantees may link their projects with the workforce development system.  

The goal of every one-stop system partner is to help customers enhance their employment opportunities and to find high-quality jobs.  Therefore, coordinating and linking with the existing workforce development system benefits everyone in the system—the Department, the local one-stop operator, the grantee and the customer.

ETA recommends that grantees develop formal agreements with partner organizations.  Although formal agreements between earmark grantees and the State and/or local boards and the one-stop operators are not required, they are highly recommended for a number of reasons.  A formal agreement may be a Letter of Commitment, Memorandum of Understanding or some other document that identifies the services to be provided, the methods of referral, funding of services and other costs; and duration of the agreement and procedures for amending it.  First, having a formal agreement in writing signed by all the partners ensures that everyone has the same expectations and understandings.  Second, having a formal agreement ensures that the agreement will continue despite staff changes.  Third, a formal agreement carries more weight because it suggests that the leaders of the organization support the agreement and ensures that both one-stop staff and earmark project staff buy-into the agreement.  Finally, the formal agreement indicates a clear process for altering the agreement and provides the duration for the terms and conditions of the agreement.

This subsection of the grant proposal should address how the project will integrate and/or link its services through the State and/or local workforce investment system.  Questions that should be addressed in this subsection include:

· What efforts have been made to link the project with the State and/or local workforce investment system?

· What is the outcome of the aforementioned efforts?  Specifically describe how the project will be linked with the State and/or local workforce investment system.

· Does the grantee have a formal agreement with the State and/or local workforce investment board, including the one-stop operator?  If yes, please describe the nature of the agreement or provide a copy of the agreement as an attachment to the grant proposal. 

FAQs About Services to Be Provided

( How do I interface with existing workforce investment services?

First, locate your local contact for the WIB. It may formerly have been called the Private Industry Council. Your FPO can also provide assistance in locating contact information.

Second, call and talk with someone who can help you determine how your project fits into the workforce plan. The idea is to stretch service dollars by collaborating.

You can also ask for a copy of the area’s workforce investment plan and determine how your work will support its objectives.

Finally, describe in your proposal how your project will interface with the existing workforce development plan.

C.  Work Plan  TC "C. Work Plan"\l 2 
The entire proposal comes together in this section. The Work Plan lists the tasks and timeline as well as indicates who is responsible and how the objectives will be measured. This section assures the DOL that you understand the work involved in your project and that you have a plan to accomplish the work.

There are many correct ways to approach writing this section in your proposal. The following six-step process is one effective way.  If you choose to use this process, it may make the section easier for you to write.  We suggest you tackle this section after you’ve written the Statement of Need, Performance Measures, and most of the Statement of Work sections.  The Work Plan itself is a chart or table with supportive narrative.

Step 1:  Gather your materials, including the pieces you have already written in Section 3–Performance Measures and Section 4–Proposal Statement of Work.  List what must occur in order to implement the project’s goals and performance measures.  This list need not be in any particular order at this point.  Several knowledgeable people working together will assure a more comprehensive list.  Don’t overlook grant requirements such as having a financial management system in place.  There are management tasks as well as service delivery tasks that must be considered.

Step 2:  Determine if certain things must occur before other activities can take place.  Put your tasks in order.  Some tasks may happen simultaneously or overlap other tasks.

Step 3:  For each goal, list the corresponding tasks.  Task lists help you clarify the staff resources, materials, and time required to implement the tasks.  The tasks will guide your budget and personnel decisions.

Step 4:  Specify the schedule for completing the task and/or action items.  This gives you a timetable for implementing the grant.  Some of the tasks may occur after the project is completed (e.g., the Evaluation Report).  Be sure to include such tasks in your Work Plan since they will require resources to complete.

Step 5:  Now write the narrative associated with your Work Plan.  The narrative is used to support or explain the Work Plan and provide any additional information.  You will want to provide the basis for the tasks and the timeline, especially if the logic is not readily apparent to the reader.

Other questions to answer in the narrative include:

· What is the rationale for your selection of tasks and timeline schedule? Have you done this work previously and do you know how long certain things take to accomplish?

· Are there tasks that are not evident, but that must be carried out in order to achieve your intended outcomes? For example, will you be hiring staff?

· And finally, are management and fiscal activities that are required to support the project in place? Are there service subcontracts that must be executed? Due dates for ETA’s progress reports and quarterly Financial Status Reports should be entered into your Work Plan.

Step 6:  Have someone else review your Work Plan.

The Work Plan narrative examples follow the Proposal Template you will use to write your grant proposal.  In the Example Work Plan below, note that each year in the timeline is divided into quarters.  The total number of quarters you use will depend on how long the project will operate.

Example: Work Plan

Projects can operate for a period of two years or eight quarters.  The example Work Plan provided below is a one-year project and shows four quarters worth of information.  The Proposal Template includes a two-year Work Plan.

	Goal
	Task
	Year 1
	Year 2
	Staff Responsible
	How Measured

	
	
	Q1
	Q2
	Q3
	Q4
	Q5
	Q6
	Q7
	Q8
	
	

	Start-Up

Project is fully staffed and equipped; financial and administrative systems are in place.
	Hire or transfer staff.
	X
	
	
	
	
	
	
	
	Executive Director, Project Director
	Equipment listed in proposal is on-hand; staff members listed on organization chart are working in the project.

	
	Lease or purchase equipment.
	X
	
	
	
	
	
	
	
	Executive Director, Project Director
	

	Outreach & Recruitment

Outreach efforts reach a sufficient number of potential participants, and from those individuals the project’s training slots are filled.
	Send letters to profiled workers identified from unemployment list.
	X
	
	
	
	
	
	
	
	Case Managers, Administrative Assistant
	Outreach efforts reach an estimated 210 individuals; 80 individuals are recruited and agree to participate in intake & eligibility processes.

	
	Case Managers visit five locations daily where participants are likely to be present. 
	X
	
	
	
	
	
	
	
	Case Managers
	

	Intake & Eligibility

Sufficient number of participants complete intake & eligibility processes and are determined eligible for the project’s services. Eligible individuals complete assessment and are placed in appropriate education activities.
	Participants complete intake & eligibility.
	X
	X
	
	
	
	
	
	
	Case Managers, Administrative Assistant
	70 participants successfully complete intake & eligibility processes and assessment activities. Appropriate support services referrals are made.

	
	Perform participant assessments; make support services referrals.
	X
	X
	
	
	
	
	
	
	Case Managers, Instructor
	

	
	Place participants in basic education, ESL as determined by assessment.
	X
	X
	
	
	
	
	
	
	Case Managers, Instructor
	

	Evaluation

Evaluation activities promote quality management and meet DOL requirements for an evaluation.
	Select Evaluator.
	
	X
	
	
	
	
	
	
	Project Director
	Evaluator contracted; plan reviewed and data sources validated; report submitted to DOL.

	
	Review evaluation plan for completeness and accuracy.
	X
	
	
	
	
	
	
	
	Evaluator
	

	
	Submit final report.
	
	
	
	
	X
	
	
	
	Evaluator
	

	Phase-Out

Participants that have not completed services will be transitioned into another grant or partner program in order to complete services.
	Identify participants that will not complete service activities by the end of the project.
	
	
	X
	
	
	
	
	
	Case Managers, Instructor
	Participants that will not complete services are transferred into other grant or partner programs.

	
	Transfer participants that will not complete training into other grant programs, including partner programs
	
	
	X
	X
	
	
	
	
	
	


Example: Work Plan Narrative 

Start-Up. Our project currently operates or contracts for the facilities and training locations required. With the transfer of already-identified staff, purchase or lease of required equipment and supplies, and a kickoff event, start-up activities are complete.

Outreach. Experience indicates that it takes three contacts to enroll one participant. We plan an ongoing outreach effort over the Start-Up period and the first quarter. A diverse group of activities will constitute outreach efforts, including coordination with the employer and education provider for referrals, as well as visits to community organizations and service locations, such as the employment office or the community recreation center.

D.
Utilization TC "D. Utilization"\l 2 
A grant proposal should discuss how managers of other programs operating under the workforce development system might learn or benefit from your project.  This is how ETA builds and refines the science and art of good service programming.

1. Products

Every project will have at least one product in the form of an Evaluation Report.  Other products could be technical assistance guides, customer satisfaction surveys, management information system (MIS) software programs, training curricula for either staff or participants, or even enrollment forms.  In some instances, these helpful products will be the intended results or objectives of the earmark project. In other instances, they may be “findings” that are considered important and informative and should therefore be shared with others.

2. Findings

“Findings” refers to what was learned from experience with the project or may arise from your evaluation, or it might refer to the products that resulted from the project.  For example, your evaluation of the earmark project might show that it is critical to link new manufacturing ventures in Empowerment Zones with other local resources.  One might also discover that support from the local community ultimately increases the likelihood of the company (and therefore the participants) becoming self-sufficient.  Thus, findings can be about outcomes or specific methods employed that prove useful.

Findings are not necessarily limited to good results or practices.  We can also learn from mistakes.  Letting others know what not to do is also valuable.

How your findings could best be used should be discussed in your proposal.

Explain how your demonstration project and any resulting product(s), including the Evaluation Report, will enable potential users to improve programs or some other aspect of the workforce development system.  For instance, you might say that a planning guide “will show organizations ways to collaborate to deliver services, avoid duplication of services, and streamline service reporting.”  

It is especially important to elaborate on this section of your grant proposal when a product is the primary purpose of your project.  When the generation of products requires the allocation of substantial grant resources, ETA will want to know what they will be getting for the expended funds in terms of usefulness to others.  If your description is vague or generally fails to show how the workforce development system will benefit from your product(s), you may be asked to resubmit your grant application with more information.  If you are concerned that ETA will hold you to a specific product that may not materialize because of the innovation it represents or other factors beyond your control, stipulate what these factors may be in your discussion and how you will address these challenges.  Remember, this section of the grant concerns how your findings may be utilized and how a report on the difficulties faced in achieving your goals may be useful to others.

FAQs About Utilization

( Who are the likely users of the products?

If your products cannot be generalized to all groups, specify who you think will most likely benefit from them. Will they be useful only to operators of dislocated worker programs, programs that serve youth, or any program that serves low-income clients? Or would the potential users be the research community, financial managers, teachers, or government policy makers?

( What form can your products take?

Describe how you think a particular end product will look. Will it take the form of a report or technical assistance guide? If so, you might provide ETA with a proposed table of contents and under each topic heading write a brief statement that explains what the topic will discuss. If your product is a set of forms, a training curriculum, or MIS software, describe the properties of the electronic version‚ since ETA will want both hard copy and electronic files of such products. Also indicate if there will be instructions for the product’s use. The following example demonstrates how you might provide a table of contents if your product were a planning guide.

Example: Demonstrating A Potential Product

DEMONSTRATION PROJECT PLANNING GUIDE

Chapter 1. Establishing the Planning System

This chapter covers how to develop policies and linkages critical to planning demonstration projects. Subtopics include:


•
State and local relationships


•
Alternative decision making structures


•
Negotiating review processes for grant applications


•
Forming consortia of stakeholders to link resources


•
Alternative methods for multi-organizational planning


•
Alternative methods for staffing a planning unit

Chapter 2. The Planning Process

This chapter provides an overview of three planning approaches—Cyclical Planning, Planning Based on Needs, and Strategic and Operational Planning. Within these topics, methods for using population characteristics data, labor market analysis, and community services analysis are discussed. A discussion of how to define needs of disadvantaged workers, establish priorities‚ and establish realistic objectives concludes this chapter.


( How am I supposed to know while writing the proposal what my findings might be?

Obviously‚ you won’t know, but your purpose and objectives and your Evaluation Plan refer to expected outcomes. Use these as the basis for discussing in your proposal how such findings may be useful to others. In the course of presenting your evaluation at the conclusion of your project, you will have opportunities to present unanticipated findings or results.

( If I am unfamiliar with the workforce development system, how will I judge the usefulness of my findings?

Your local WIB is the administrative entity responsible for coordinating ETA job training programs in your community. You should discuss your objectives and project design and seek assistance on how your results might be useful to others. To judge how useful your findings might be to the larger workforce development system, consult with your Federal Project Officer (FPO).

( How long should this section be?

This need not be a lengthy discussion, but it should not be an abstract discussion. The Template recommends a half page; however, you should provide enough detail to enable the ETA reviewer to envision your products and how they might be used. Vague statements to the effect that your findings will enable other projects to improve their services will not leave a clear picture in the minds of the ETA reviewers.

E.
Evaluation Component TC "E. Research/Evaluation Component"\l 2 
Earmark grants are required to include an evaluation of the project results and outcomes.  It is also important to relate evaluation activities to any products that were promised in the proposal.

The DOL requires that you conduct and submit a project evaluation report.  Evaluation activities offer an opportunity to increase the DOL’s knowledge about what works and what doesn’t in terms of service delivery strategies, research designs, or community development projects. More immediately, your internal use of the evaluation results can be extremely valuable to you as a management tool.  The evaluation offers the project staff and administrators a chance to decide if the activities and services comprising the project are effective and to make changes if necessary.

This portion of the Proposal Guide provides you with some help in planning your evaluation, focusing on what you need to decide, and determining what you need to include in your proposal before you can receive your grant.

In some cases, the earmark grant will support a self-contained project. In other cases, the earmark grant is one of several resources that are combined to support a project.  For most projects, particularly the projects that involve direct services to eligible individuals, the evaluation will focus on how well the project achieved its goals and met its expected levels of performance.

1. Evaluator

There are several options for assigning responsibility for the evaluation.  Existing program staff or someone employed for this purpose could do it.  The evaluator could be engaged through a subcontract agreement with another organization.  Or the evaluator could be secured through a college or university with expertise in social program evaluation.

2. Designing the Evaluation

Following these six steps will result in an evaluation design for your earmark project that will yield information to support continuous process improvement during the life of your project as well as provide information to assist in the design of future programs. Steps 1 through 3 can be handled by completing a table such as the Evaluation Plan example. Steps 4 through 6 require short narratives.

The first three steps of an evaluation design are:

Step 1: Specify project goals.  The goals are already determined and stated in your Work Plan, however for the purpose of the evaluation you may choose to add additional goals and performance measures.  Remember, to be relevant to the evaluation, they must be measurable.

Step 2: Determine measures.  You must have measures or indicators that will reveal progress toward and accomplishment of project goals.

Step 3: Identify and collect data for the measures.  First, specify the data you will be collecting and then indicate where you anticipate obtaining that information.  Next, identify when and who will collect data.

So far your evaluation plan looks like this:

Example: Evaluation Plan

	Goals
	How Measured
	Data To Be Collected
	Data Source
	When/Who

	Start-Up

Project is fully staffed and equipped; financial and administrative systems are in place.
	Equipment listed in proposal is on-hand; staff members listed on organization chart are working in the project.
	Equipment purchase or lease records; payroll records
	Finance records
	Month 1

Business Manager

	Outreach & Recruitment

Outreach efforts reach a sufficient number of potential participants, and from those individuals the project’s training slots are filled.
	Outreach efforts reach an estimated 210 individuals; 80 individuals are recruited and agree to participate in intake & eligibility processes.
	Number of outreach contacts; number of individuals recruited
	List of names and addresses of individuals who received letters; case manager lists from outreach visits; sign-in rosters from intake sessions
	Weekly during Start-Up;

Months 1,2

Case Managers

Administrative Assistant

	Intake & Eligibility

Sufficient number of participants complete intake & eligibility processes and are determined eligible for the project’s services. Eligible individuals complete assessment and are placed in appropriate education activities.
	70 participants successfully complete intake & eligibility processes and assessment activities. Appropriate referrals are made for support services.
	Number of individuals completing intake & eligibility and assessment activities; number and type of referrals for support services
	Roster of eligible participants enrolled; case notes
	Months 1,2,3

Case Managers

Administrative Assistant

	Evaluation

Evaluation activities promote quality management and meet DOL requirements for an evaluation.
	Evaluator contracted; plan reviewed and data sources validated; report submitted to DOL.
	Evaluation contract; Information from data sources; information required for reports
	Contract; MIS; reports
	Start-Up

Evaluator



The next three steps of an evaluation design are:

Step 4: Analyze data.  Describe how the data will be organized.  Will the data be housed in a database, a spreadsheet, or some other electronic tool? Will it be kept on paper?  What analytical tools will you use?  Does the data show progress toward the goals?  How will you determine whether the project worked better for some populations than for others?  What else do you want to know about your project?

Step 5: Prepare reports.  Design reports that will meet the needs of particular stakeholders, internal or external.  Reports can be an important management tool. In your narrative, you should answer questions such as: How frequently will reports be created?  How will they be used? What type of report will be developed for each key stakeholder group?

Step 6: Improve project.  Use results periodically to provide feedback into project management and operation.  The narrative should answer questions such as: How will the evaluation results be shared inside your organization?  What actions will be taken as a result of the evaluation information?

3. Costs and Funding

Frequently, organizations do not provide a sufficient budget to pay for the evaluation activities. Your proposal should answer questions such as: What is your estimate for the costs of the evaluation? Will the costs be subsumed in the personnel budget or will additional money for materials, consultants, or subcontractors be needed? To what extent will “in-kind” contributions or resources from outside the earmark grant be relied on?

4. Evaluation Report (Final Project Narrative Report)

At the completion of the project, you will submit a final Evaluation Report (Final Project Narrative Report).  The format for that report is contained in the Evaluation Template.  The electronic version of the Evaluation Template will be provided at a later date.  It will contain instructions that further clarify what information is sought in the report. The report will be organized around five main topics:
· Background—Information that describes the project’s history, community context, and target population.
· Project Organization—Information that shows how the project was administered and the various contributions of the partners.
· Methodology—Key activities and methods used to implement the project and achieve project goals.
· Achievements—The extent to which planned goals were accomplished and the general benefits and outcomes resulting from the project.
· Lessons Learned—What knowledge, insights, or tips came from the project experience that could be used by others.
Remember that your Evaluation Plan must demonstrate that you have thoughtfully considered how to address the evaluation requirement.  It also must be linked to your Statement of Work and the project’s goals and performance measures.

F.
Phase-Out Plan TC "F. Phase-Out Plan"\l 2 
Having a plan for concluding the project is important so that it does not end leaving some participants without the opportunity to complete training or receive appropriate follow-up services. The DOL is also interested in your plans for continuing the project (called sustaining) without DOL funds.

During the grant period, the project will start up (unless it is already an ongoing project), provide services according to the Statement of Work, and phase out the project services.  In terms of work levels, these phases may look like the diagram below.

Example: Phase-Out Schedule
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FAQs About the Phase-Out Plan

( What do I need to consider in my Phase-Out Plan?

How much time will it take to phase out the project? You’ll have final reports to submit at the end of the project that need to contain information about the outcomes. For ETA, outcomes may, at a minimum, include job placements. Outcomes may also include wage increases or job upgrades. Give yourself sufficient time to realize your objectives. Obviously‚ you can’t provide services until the last day and then suddenly stop, so think about how much time it will really take. 30 days? 45 days? The amount of time depends upon your project.

Final reports—what are they, what do they need to contain, and who receives them?

Will you have participants who will need assistance in the event that they cannot complete scheduled activities prior to the conclusion of the project?

Who will you need to help phase out the project?

Will you have any special considerations, such as paying for facilities or utilities?

Did you allow enough time and money to complete the collection and analysis of data for your project evaluation?

( Do you have any ideas about how to sustain a project?

As you begin your project‚ immediately start to think about how you will sustain it. For example‚ by developing partnerships and bringing in resources to supplement the earmark grant at the beginning of the project‚ you will ensure that some elements of the project will not be dependent on grant funds.

Next, look at your budget and determine what costs must be continued. You may have some costs that are only incurred once. Curriculum development is an example of a one-time cost, although you may have to pay for occasional updates. Once you have determined the budget for recurring costs, you will know the dollar amount required to continue your project.

Engage your project partners in planning for project sustainment. If everyone agrees that the project is valuable—and‚ hopefully‚ you will have some data to support that contention—work with your partners to develop alternative funding sources.

In some communities, employers will contribute equipment, training space, and sometimes even instructors to earmark projects. These budget items can probably be sustained without DOL grant funds if employers consider the project outcome valuable. In some instances, the training can become an accredited course under the umbrella of the local community college.

( What happens if I have participants who don’t complete their training?

Chances are you will have a few participants who will need to continue past the grant period. Think now about how you will manage this situation. Can they be transferred to a different program? Can you recruit and start your participants early enough in the grant period so that you will have time to take care of everyone? A strategy for serving this group of participants must be included in the Phase-Out Plan.

5. PERSONNEL TC "5. Personnel" 
How will the project be staffed? What is the basis for decisions about the number of staff assigned to the project? What staff skills will be required in order to effectively complete the work? Will staff be assigned full time or part time to the project? Your decisions about staffing the project should be based on questions such as these.

A.
Staffing Level Rationale TC "A. Staffing Level Rationale"\l 2 
The first question to be answered in the Personnel section is: “What is the minimum number of qualified staff required to successfully complete the project?” Using the Work Plan, examine the tasks to decide what skills and how much staff time will be required to accomplish the work.

Various metrics may be used to support staffing decisions.  Correctly identifying the necessary level of effort for project tasks will help determine how many staff the project will need to meet its goals and objectives.  Regardless of how many staff are ultimately assigned to the project, the grant proposal should provide a narrative statement describing the assumptions and metrics used to support the staffing decisions.  For example, the project may operate on the assumption that a teacher/student ratio of 1 to 15 is appropriate for adult learning.  The teacher may need 20 hours of pre-training prep work, 260 hours to conduct training, and 40 hours for final student evaluations.  In another example, the project may operate on the assumption that an appropriate case management load is no more than 35 cases per case manager and that each case manager will spend approximately 40 hours per participant on the project.

An organization chart should be placed in this section.  Organization charts can convey a large amount of important information that tells the Federal Project Officer (FPO) that your project is adequately staffed.  In the example on the following page, the organization chart provides information such as the position title, who will fill the position by name, whether the position is full time or part time, and what organization the staff member works for.  The chart also indicates the supervisory chain.  Note:  You can develop an organizational chart using Microsoft PowerPoint and import it into your grant proposal.

Example: Organization Chart
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If you have assigned staff to the project already, you may wish to ask yourself questions such as:

· Do you employ the right mix of job skills?  For every task, is there someone on staff (or to be hired) who has the skill required? If not, you can subcontract or get a partner to complete the task.

· Do you have enough staff to do the work?  Considerations include the timeframe for the work, logistics due to location of work places, and experience of staff.

· Do you have job descriptions and/or resumes for each person?

· Does the workload support the staffing pattern?

B.
Key Staff TC "B. Key Staff"\l 2 
Positions identified as Key Staff are those positions that are critical to a successful project. For a service project, one of those positions might be the project director; for a research project, a key staff position might be the principal investigator.

There are a variety of websites that provide information on job qualifications and examples of job descriptions that may be useful in preparing this section of the grant proposal.  The following websites may be useful:

· http://www.hrtoolkit.gov.bc.ca/staffing/
· http://www.acinet.org/acinet/
· www.jobs.com
· www.salary.com 

Once you’ve determined the personnel requirements, the next job is to display your information. Tables are an excellent way to combine information about the abilities and skills of key staff with information about the job requirements.  One might look like this:

Example #1: Key Staff

	
Position
	
Staff Assigned
	% Assigned to Project
	
Relevant Qualifications

	Project Director
	Joe Brown
	100%
	Managed employment and training programs for 16 years. Master’s degree in social work.

	Case Manager
	Sue Swift
	75%
	Case manager for Taking Charge for 3 years. During that time her participants had the lowest attrition rate of any caseload.


What if your staff has vacancies, or you will be expanding, or your project is new? You can still use a chart; it will just look different.

Example #2: Key Staff

	Position
	%
Assigned to Project
	Relevant Qualifications

	Project Director
	100%
	3 years' management experience, 5 years’ experience working in similar projects, B.A. degree in related field.

	Case Manager
	75%
	3 years' case management experience, preferably with similar projects, B.A. degree in related field, preferably bilingual.


Another way to display information about staffing requirements is:

Example: Key Staff Responsibilities and Qualifications

	Job Position/Staff Assigned/Organization
	Major Duties & Responsibilities
	Relevant Qualifications

	Project Director

Joe Brown

Building Better Communities, Inc. 
	•
Administer the project; supervise staff

•
Direct efforts toward sustaining the project

•
Coordinate with the local workforce system
	•
Master’s degree in social work

•
Sixteen years’ management experience with employment and training programs

•
Previously managed Lifeline, a project that won the Governor’s Award for Excellence

	Case Manager

Sue Swift

Building Better Communities, Inc.
	•
Conduct outreach and recruitment 

•
With student, develop employment plan

•
Make referrals to community resources

•
Manage follow-up (graduate) program

•
Interact regularly with students and staff to assure satisfactory project participation and completion
	•
Bachelor’s degree in social work or related field or equivalent experience

•
Three years’ case management experience

•
Experience working with a staff team to implement a comprehensive project

	Instructor

Trisha Maitlin

ABC Education Services
	•
Instruct GED preparation course

•
Using applied academics concepts, connect onsite and classroom learning
	•
Bachelor’s degree in education or related field

•
Three years’ teaching experience with adults

•
Experience working with applied academics


You also have an option to write about your staff, either to complement your tables or in lieu of tables. A staff description may use language such as:

Example: Joe Brown, Project Director, is assigned full time to Communities In Charge of Jobs. Mr. Brown has managed similar projects for more than 16 years and has been with Building Better Communities for 3 years. During that time he has managed one other demonstration project. Under Mr. Brown’s direction, client services…

Include the resume of the project director or manager in an appendix to the proposal. For earmark proposals, resumes should probably be two pages or less. The following example is a potential format for your resume. Obviously, your resume will be longer.

Example: Staff Résumé

Joe Brown‚ Project Director

Relevant Qualifications


Over the past 3 years, managed an annual project budget of more than $1 million. Project exceeded all contract standards, including job placements, outreach goals, and training competencies.


Work History


1999 to Present
Demonstration Project Director, Communities In Charge of Jobs


1993 to 1999
Program Manager, Private Industry Council


Education and Training


Master of Social Work, Florida State University, 1973


Certificate, Community Facilitation, 1997, 40 hours

FAQs About Personnel

( What should I consider when setting staff qualifications?

First, you may already have staff doing similar or even identical work. What are their qualifications? Do they seem to have the skills to accomplish the work? Do you need special skills in your demonstration project? Next, ask yourself what qualifications represent a generally accepted standard. Keep in mind‚ of course, that it doesn’t make good sense to ask for qualifications if the salary will not support these requirements.

( I want to assign a part-time staff member to this project. Can I do that?

Yes, you can have someone working part time. The real question is: Is the amount of time allotted satisfactory to accomplish the work? From a management perspective, the question is: If a person is working part time on this project, what is he or she doing with the rest of his or her time? Can he or she effectively manage working on two projects at once?

( I don’t have a person assigned. What should I do?

In the narrative, you will want to assure ETA that you will be able to recruit this person. When you last advertised for a similar position, did you receive a number of applications or resumes from qualified people? Were you able to fill that position quickly? If so, put that information in the narrative.

( Should I show on the organizational chart personnel who are not funded by the earmark grant?

Yes, it is important to show all personnel so that the proposal reviewer can see that your project is adequately staffed. You may want to identify those personnel not funded by the grant so that your budget narrative is aligned with your personnel discussion.

6. DEVELOPING A BUDGET TC "6. DEVELOPING A BUDGET" 
A complete and well-developed budget eventually becomes an effective management tool; a budget that doesn’t truly represent a project’s needs and situation will cause difficulties throughout the life of the project.

A. Determining Budget Requirements TC "A. Determining Budget Requirements"\l 2 
The budget is one of the most important pieces of the grant proposal.  A complete and well-developed budget eventually becomes an effective management tool; a budget that doesn’t truly represent a project’s needs and situation will make it difficult for managers to assess financial performance over the life of the project and may result in a grantee experiencing cost overruns.  The budget also provides ETA with information that is useful in assessing whether the activities and services described in the Statement of Work are consistent with the estimated costs in the budget.  The elements below should be addressed in this section of the grant proposal:

· Complete Federal Budget Information Form:  ETA requires that each grantee complete a Federal Budget Information Form.  The Proposal Template contains an electronic version of the form.  The budget form has two sections: Section A is a budget summary by predefined categories and Section B is cost sharing/match information for the project.  All grantees are required to complete Section A of the budget form.  Grantees that anticipate receiving cash or in-kind contributions from partner organizations should also complete Section B.  Note:  If Section B on the Federal Budget Information Form is completed the funds are subject to review and audit by ETA.  Earmark grantees are not required to complete Section B of the Federal Budget Information Form.

· Submit Supporting Budget Documentation:  In addition to completing the Federal Budget Information Form, grantees should include a budget narrative that identifies in detail the costs attributable to each budget line item in Section A of the form.  The supporting budget documentation provides ETA with information to support the consolidated line item amounts provided in Section A of the Budget Summary.  The Proposal Template contains budget worksheets that if completed form the budget narrative.

· Submit Information on Administrative Costs:  Grantees should include a narrative explanation describing the percent of the award amount that will be spent on administrative costs, including a description of administrative services being charged to the grant.  Grantees may also wish to include an administrative cost budget, however, this information is not required.

ETA recommends that grantees complete the budget worksheets first, so that budget assumptions are documented and the information can be easily consolidated to produce a single line item amount for the Federal Budget Information Form.  In order to expedite the completion of an approvable budget, ETA developed Excel spreadsheets that grantees should use to develop their assumptions and to provide the supporting budget documentation.

B.  Understanding Key Budgeting Terms and Principles TC "B. Understanding Key Budgeting Terms and Principles"\l 2 
Before launching into a description of the required budget elements, it is vital to explain some key fiscal terminology and principles that may affect the development of the grant budget.  

· Administrative Costs:  An entity that receives an earmark grant to carry out a project or program may not use more than 10% of the total amount awarded for the grant to pay administrative costs associated with the project or program.  Administrative costs are defined in the Code of Federal Regulations 20 CFR 667.220.  In limited cases, the Grant Officer may approve a 15% administrative cost level, but the grantee will need to request a higher level in writing and provide information to document the need for the higher cost level.  Administrative costs may be direct and indirect.  Typically, only the grantee incurs administrative costs.  A subgrantee under the grant would incur administrative costs only if a subgrant is for the sole purpose of carrying out an administrative function.  Note:  The Indirect cost line item on the Federal Budget Information Form is different from the administrative cost limit.

· Program Costs:  All costs associated with operating the project described in your Statement of Work that are not administrative.

· Direct Costs:  Costs that can be specifically identified with a particular final cost objective.

· Indirect Costs:  Costs that are incurred for common or joint objectives that benefits more than one project.  They may originate in your own unit or in units or departments of your organization that supply goods, services, or facilities to the earmark grant.  Most often, the term “indirect costs” is used to indicate costs that are incurred to support the overall operation of the organization.  Reference Book Two:  A Guide to Financial & Grant Management Requirements for Earmark Grants and Appendix E provides additional information about indirect cost rates and agreements.  Indirect costs may be both administrative and programmatic.  The following website provides valuable information on applying for an indirect cost rate from the DOL, Division of Cost Determination: http://www.dol.gov/oasam/programs/boc/costdeterminationguide/main.htm#toc.

· Cost Allocation Plan:  A document that identifies, accumulates, and distributes allowable direct and indirect costs and identifies the allocation methods used for distribution of these costs across projects.

C.  Process for Developing a Budget TC "C. Determining Budget Requirements"\l 2 
Constructing a project budget takes time and involves coordinating with project staff and partners.  When developing the project budget it is highly recommended that grantees review the activities and tasks listed in their Work Plans.  Reviewing the Work Plan will help grantees assess the following elements:

· Who will be doing the work on the project and how long will their services be required based on the proposed tasks (e.g., grant staff, partner staff, contractors);

· What types of resources are needed to support each task (e.g., rent, utilities, computers, telephone service, copiers, office supplies, etc.); and

· Whether partners are willing to donate the items or services needed to complete the project either through matching funds or through in-kind contributions.

The Excel worksheets in Appendix C are designed to assist grantees in meeting the requirements for a detailed cost analysis and may be helpful to use when developing your budget projections.  It may also be useful to have staff involved in delivering services participate in preparing the budget assumptions since they have direct, first-hand experience with providing the service or activity.  Also, grantees should be aware that a number of factors might affect the budget projections.  Some examples of factors affecting budget estimates include:

· Staff on the project may be eligible for salary increases or raises during the life of the project; 

· The rising costs of health insurance and worker disability insurance may affect the fringe benefit rates; and

· Transportation costs may be affected by rising gasoline prices.

Grantees should try to anticipate factors that may affect the budget when developing their projections and be prepared to provide a narrative explanation of these factors in the Budget section of the grant proposal.  Once grantees have developed a list of needed resources it is time to organize the listed items into the Budget Summary cost categories required by ETA. 

 1.  Federal Budget Information Form Categories TC "1. Federal Budget Information Form Categories"\l 3 
As previously stated, the budget form has two sections: Section A is a Budget Summary by predefined categories and Section B is cost sharing/match information for the project.  All grantees are required to complete Section A of the budget form.  Grantees that anticipate receiving cash contributions or in-kind contributions from partner organizations should also complete Section B.  Grantees must take their anticipated expenses and lump them into one of the pre-defined cost categories below.

Section A:  Budget Summary by Categories
· Personnel:  This refers to wages/salaries paid to employees of the grantee organization who are directly involved in grant implementation.  This line item does not include personnel hired by the subgrantee—those costs would be Contractual.

· Fringe Benefits:  The cost of benefits paid to the personnel on the grant, including the cost of employer’s share of FICA, health insurance, workers’ compensation, vacation and sick leave, holidays, or unemployment insurance.  The budget detail in the grant proposal should contain descriptive information about what specific fringe benefits are being charged to the grant, including the fringe benefit percentage.  The fringe benefits may be described in a narrative format or with a table.

· Travel:  Refers to costs that are reasonable and necessary to effectively manage the grant, provide oversight or measure program effectiveness.  Air travel, when necessary, should be obtained at the lowest possible customary standard (coach or equivalent fare).  Travel costs may be charged on an actual basis or on a per-diem or mileage basis in lieu of actual costs.  This line item does not include travel expenses of the subgrantee—those costs would be Contractual.

· Equipment:  Refers to nonexpendable personal property that has a useful life of more than 1 year and a per-unit cost of $5,000 or more.  The only type of equipment that may be acquired with Federal funds is equipment necessary for the operation of the grant.  In the instance of a purchase, the cost of the equipment is to be prorated over the projected life of the equipment to determine the cost to the grant. Use of grant funds to purchase equipment with a unit cost of $5,000 or more requires special review and approval from the Grant Officer prior to purchase.  Grantees wishing to obtain approval for the purchase of equipment at the time of proposal submission should state their intentions in the budget narrative section and provide the following information: (1) a statement justifying the need for the equipment; (2) a description of the equipment to be purchased; (3) the estimated cost of the equipment; and (4) price quotes.  Otherwise, approval for equipment purchases must be made in writing to the Grant Officer at a later date.  

· Supplies:  All consumable materials, equipment costing less than $5,000 per unit, and other goods such as copy paper, pens and pencils, any materials needed to conduct training, computers, etc.  Supply purchases are charged at their actual prices.  Shipping and delivery are a normal part of the cost of supplies.

· Contractual:  The cost of any contract or subgrant agreement.  Contractual costs could include sub-agreements for evaluating the grant, providing training, etc.  The total costs of all subgrant contracts are reflected in this line item.

· Other:  Direct costs that do not fit any of the aforementioned categories, such as rent for buildings used to conduct grant activities, utilities and/or leased equipment, child care, transportation expenses, etc.

· Total, Direct Cost:  This is the total of lines 1 through 7.

· Indirect Cost (Rate 00%):  Indicate the rate, amount and basis of indirect costs.  If grantees have an approved indirect cost rate and wish to enter indirect costs on Line 9 of the Budget Summary then a copy of the indirect cost agreement, signed by the cognizant federal agency must be included as an attachment to the grant proposal.  Appendix E provides information on how to apply for and obtain an indirect cost rate if grantees have more than once source of funding, and at least one of these is a direct allocation from the Federal government.

· Training Cost/Stipends:  Costs that support training and are not included in any of the above categories (i.e., supplies or contractual), such as on-the-job training employer reimbursements, classroom training, occupational skills training, etc. 

· TOTAL Funds Requested:  This is the total amount of lines 8 through 10 on the Budget Summary and should be equal to the amount on the SF 424.  

Section B:  Cost Sharing/Match Summary (if appropriate)

Earmark grants are not required to match Federal funding levels or to obtain other contributions.  Any amounts entered on the line items in Section B must be tracked and reported and are subject to audit.  While ETA may seek information about these line items to obtain a better understanding of your project, it is not necessary to complete this section of the Federal Budget Information Form.
2.  How to Complete the Budget Worksheets TC "2. How to Complete the Budget Worksheets"\l 3
The budget worksheets in Appendix C provide information about how the costs in the Budget Summary were calculated and consolidated to produce a consolidated line item amount on the Budget Summary Form.  This section provides directions for completing the budget worksheets as well as examples of worksheets and budget narrative statements.  

Personnel Worksheet

Grantees should provide the following information to support the staffing plan for the project:

· Staff Title:  Enter the title for each staff position.  These titles should match the information provided in the staffing plan and organizational charts. 

· Positions:  Enter the number of individuals per position.  If there are several staff positions within a single category (e.g., case managers, researchers) and these employees are compensated at different rates it is best to list the positions separately.  List the percent of time each staff person will be devoted to the project.  For example, if a staff person were full-time but only spending 75% of their time on the project, he or she would be .75 FTE (full-time equivalent).  

· Monthly Salary:  Enter the average monthly salary, not the average full-time salary.  Since pay periods vary from organization to organization, the average would be the annual total salary divided by 12 months.  If an employee is expected to receive a salary increase during the grant period, figure the average monthly salary for the entire year based on the sum of the two salary figures for the number of months the employee will receive each salary.

· Number of Months:  Enter the projected number of months the position will be filled during the grant period.  If the grantee has more than one employee in the same position at the same salary level, but they are employed for different periods of time (e.g., one is employed for 10 months and the employee is employed for 14 months), each employee should be entered on a separate line.

· Total:  The total is the sum of (Product) x (Monthly Salary) x (Number of Months).

· Total Personnel:  This is the sum of all the Totals for each staff person.   

	Example of Staff Salaries Worksheet and Narrative

	The total amount for Staff Salaries is projected to be $223,000.  The Communities in Charge of Jobs project anticipates the need for 4 staff persons, 3 of who will work full-time on the project and 1 who will work three-quarters time.  In addition to these staff positions, the Executive Director of the agency will donate his time to oversee the project, which is estimated to be $12,000 in matching funds.  

	Staff Title
	Positions
	Monthly Salary
	Number of Months
	Total

	Project Director
	1
	$4,000
	24
	$96,000

	Case Manager
	1
	$2,000
	22
	$44,000

	Case Manager
	.75
	$2,000
	22
	$33,000

	Instructor
	1
	$2,500
	20
	$50,000

	TOTAL PERSONNEL     $223,000


Fringe Benefits Worksheet

Grantees should provide a detailed listing of the benefits provided to employees as well as the fringe benefit percentage.  For example, the following narrative description provides the grant proposal reviewer with information about the organization’s employee fringe benefits.

	Example of Fringe Benefits Narrative

	The fringe benefit rate for this project is 22% of staff salaries or $49,060 and accounts for the following types of benefits (a) medical, dental and vision coverage; (b) short- and long-term disability insurance; (c) holiday and sick leave pay; (d) life insurance; and (e) FICA and Unemployment Insurance.


Travel Worksheet

Travel includes mileage, plane fare, meals and incidentals, lodging, and any other cost associated with travel for the grant including parking and taxi or shuttle service to and from the site.  Travel costs may be charged on an actual basis or on a per-diem or mileage basis in lieu of actual costs.  

Grantees should provide a narrative describing the purpose of the travel and the assumptions used to generate the travel amounts.  Travel costs should be entered on separate lines.

	Example of Travel Worksheet and Narrative

	Item
	Staff Person
	Amount
	Days/Mileage
	Cost

	Trip 1:  Staff Training in Case Management

	Roundtrip airfare from Chicago, IL to Philadelphia, PA.
	Case Manager
	$200
	
	$200

	Per Diem
	Case Manager
	$55
	4
	$220

	Lodging
	Case Manager
	$126
	3
	$378

	Transportation to/from hotel
	Case Manager
	$40
	
	$40

	TOTAL TRAVEL     $838

	One of the case managers will be attending case management training conducted by Workforce Innovations in Chicago, IL on August 22-23, 2005.  This training will provide valuable information on assessing participants, developing service strategies and maintaining participant case files, which is a vital component of the grant.  The total estimated cost for this trip is $838.


Equipment Worksheet

Equipment is defined at both 29 CFR 97.3 and 95.2 as tangible, non-expendable personal property having a useful life of more than one year and an acquisition cost which equals or exceeds the lesser of (a) the capitalization level established by the organization for the financial statement purposes, or (b) $5,000 per unit cost.  If the cost of equipment was not charged directly to the grant or subgrant at the time of acquisition, then the equipment does not fall under the property management requirements of Section 95.34.  Items that cost less than $5,000 per unit should be entered under the Supplies worksheet, unless the item is part of a larger system.  For example, if the item is part of the organization’s Information Technology (IT) system it would be considered equipment regardless of the unit cost of the item (see the example below).

The budget detail should provide a basis for valuation of the equipment, including a description of the equipment to be purchased, the quantity being purchased, and the amount charged for the equipment.  

For audit purposes, grantees should maintain equipment records that include the following data on equipment:  description; identification number; funding source; title holder; acquisition date; percentage of Federal participation in the cost; location, condition and last inventory date; acquisition cost; and ultimate disposition date, including date of disposal and sale price or current fair market value, including method used to determine the value.  This information is not required in developing the Grant Proposal, but should be readily available for monitoring purposes by Federal staff and/or auditors.

	Example of Equipment Worksheet and Narrative

	Description
	Unit Cost
	# Units
	Total

	LAN equipment
	$10,000
	1
	$10,000

	LAN Monitoring & Administration Software
	$4,500
	1
	$4,500

	TOTAL EQUIPMENT     $14,500

	The grantee will be purchasing LAN switches and routers, as well as LAN cables so that staff on the project can connect their computers to the company network.  LAN monitoring and administration software will be used to maintain the security of the company network.  The amount being charged to the grant is based on a proportionate share of the cost of the LAN software.


Supplies Worksheet

Supplies refers to all consumable materials, equipment costing less than $5,000 per unit, and other goods such as copy paper, pens and pencils, any materials needed to conduct training, computers, etc.  Supply purchases are charged at their actual prices after deducting all cash discounts, trade discounts, rebates, or allowances.  Shipping and delivery are a normal part of the cost of supplies.

Supplies should be lumped under larger categorical headings and detailed information on computations justifying the respective amounts should be provided.  The basis for all estimates should be indicated in the chart or as a separate narrative.

	Example of Supplies Worksheet and Narrative

	Description
	Unit Cost
	# Units
	Total

	Office Supplies:  Basic consumable office supplies, such as paper, pens, file folders, copier rental etc. estimated based on prior year’s expenses at $100 per staff person
	$100
	4
	$400

	Training Supplies:  Includes study guides and handouts estimated at $20 per participant (70 participants) per training session (2 training session)
	$20
	140
	$2,800

	Computers:  Purchase of 2 pentium-class personal computers, minimum 300 mhertz, 32 mg RAM with Microsoft Office XP at $2,500 per computer.
	$2,500
	2
	$5,000

	Printer
	$500
	1
	$500

	TOTAL SUPPLIES     $8,700

	The budgeted amounts listed above are based on an assessment of per unit costs for similar projects from last program year (January 1, 2004 to January 1, 2005).  The printer costs includes maintenance and toner supplies.



Contractual Worksheet

The cost of any contract or subgrant agreement between the grantee and another organization (i.e., vendor) should be included on the worksheet.  Contractual costs could include sub-agreements for evaluating the grant, providing training, maintenance contracts, other service contracts, etc.  The budget description should provide the name of the vendor, an explanation of the services to be provided under the contract or sub-agreement and the contracted amount.

	Example of Contractual Worksheet and Narrative

	Description
	Contracted Amount

	Customized Training Curriculum
	$20,000

	Copier Service Contract
	$4,000

	TOTAL CONTRACTUAL     $24,000

	All contracts are to be procured after a competitive bid process.  The ABS Corporation will develop a customized training curriculum for high-technology manufacturing using machinery available at DEF Manufacturing.  Copier Supply Service will provide maintenance of copy machines and other vital office machinery for the life of the grant (e.g., computers).


Other Worksheet

Enter items that do not fit under any of the other cost categories, such as rent, utilities, equipment that is rented and/or leased and supportive services (e.g., child care, transportation subsidies, etc.).  Note:  Equipment cannot be leased if the cost of leasing or renting the equipment exceeds the cost of purchasing over the life of the grant.  Copies of lease or rental agreements should be kept on file and available for review by Federal staff and/or auditors.  A description of the activity or product should be provided as well as the unit cost for the service.

	Example of Other Worksheet and Narrative

	Description
	Unit Cost
	# Units/
Months
	Total

	Facilities:  The rent for the facilities is based on 2200 square feet of office space used for staff offices and classroom training.
	$1,200
	24
	$28,800

	Utilities:  Projected charges for electric, gas and water.
	$500
	24
	$12,000

	Leased Equipment: 1 Xerox 5845C High Speed Copier
	$125
	24
	$3,000

	Telephone and internet cable services:  This includes telephone and internet cable hook-up for 4 staff persons and 2 instructors.  The estimate is based on the basic service rate of $45.00 per line per month.
	$45
	144
	$6,480

	Child care services budgeted at $250 per participant
	$250
	70
	$17,500

	Transportation costs including gas vouchers, bus tickets, etc.
	$25
	70
	$1,750

	TOTAL OTHER     $69,530

	Childcare and transportation costs were budgeted based on information provided by partner programs in the one-stop career center.


Training Cost/Stipends Worksheet

Costs that support training and are not included in any of the above categories (i.e., supplies or contractual), such as on-the-job training employer reimbursements, classroom training costs, and occupational skills training.

Stipends may only be provided in conjunction with training activities.

	Example of Training Cost/Stipend Worksheet and Narrative

	Description
	Unit Cost
	# Units
	Total

	Tuition costs for digital imaging training calculated for 70 participants at $3,000 per participant
	$3,000
	70
	$210,000

	TOTAL TRAINING COSTS/STIPENDS     $210,000

	



An example of a completed Federal Budget Information Form is provided on the next page.
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3.  Describe Fiscal Reporting and Processes TC "3. Describe Fiscal Reporting and Processes"\l 3 
ETA requires that earmark grantees submit a Quarterly Financial Status Report using the on-line Enterprise Information Management System (EIMS) to their FPO.  Quarterly Financial Status Reports are due 30 days after the end of each quarter for the duration of the grant.  A final Quarterly Financial Status Report is due 90 days after the grant period ends or after all grant funds have been expended.  Once the grantee is ready to submit the final Quarterly Financial Status Report, the SF 269 must be marked Final in Block 6.  Additional information on fiscal reporting requirements may be obtained in Reference Book Two:  A Guide to Financial & Grant Management Requirements for Earmark Grants.
The Proposal Template asks each grantee to:

· Identify the organization that will serve as the fiscal agent.  If the grant applicant does not serve as the fiscal agent, what organization will serve as the fiscal agent?  This subsection should identify the organization and position(s) will be responsible for the project’s financial records and reports.

· Describe the process used to maintain, track and report fiscal data.  The description provided should describe how the financial reporting system maintains sufficient information on obligations, unliquidated obligations, outlays, and program income.  The description should also address how the process used to track fiscal data ensures that reports submitted to ETA are accurate, complete and timely.  In other words, what financial procedures and controls are in place to ensure the project’s fiscal integrity?








































































































































� The earmark grant proposal review process is subject to change based on the needs and experiences of ETA.


� Ultimately, ETA holds the grantee responsible for achieving project outcomes regardless of whether services and activities are sub-contracted to other organizations.  Thus, grantees may want to consider including performance requirements in their sub-contracts with outside vendors/partners.
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