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Arkansas Department of Career Education

Adult Education Division
Funding Packet General Instructions - PY 2011-2012
Revised 1/24/11
Adult Education/Literacy Council administrators must complete all required forms for each funding source from which they receive a grant: Adult Basic Education Funds (ABE); General Adult Education Funds (GAE); Direct & Equitable Funds (D&E); Correctional/Institutional Funds (C/I); English Literacy/Civics Funds (EL/Civics), Special Projects Funds, and Carry-over Funds. 
The ABE, GAE, D&E, EL/Civics, and C/I awards are one-year grants funded July 1, 2011 through June 30, 2012 and are based on the availability of state and federal funds.  These grants may not be available in future years.

Individual packets of completed forms must be submitted to the Adult Education Division for each grant awarded. The Adult Education Grant Award page sent by e-mail or U.S. mail will serve as the cover page of the funding packet. Funding packets of forms for each funding source are located at the following web address:  http://ace.arkansas.gov/AdultEd/AdultEducationForms.html.   Requirements for each funding source are different.  Be sure to use all required forms in each different funding packet when submitting that packet. Only the original of each packet of forms should be submitted. 

New Item NOTE:  Submit complete, signed funding packets in person, to the Adult Education Division Office on your scheduled grant review date.  If required packets are not reviewed by this deadline, funding may be denied.  All required signatures must be original and in BLUE ink.  To save time and prevent having funding packets returned, be sure that each applicable blank on the forms is completed.  ABE, GAE, D&E, EL/Civics, and C/I funds will not be released until funding packets have been approved and signed by the Adult Education Division.  

The signed and dated originals of the 2011-2012 Adult Education Assurances and accompanying forms must be completed and returned with the funding packet(s).  Even if a program has multiple grants, only one of each should be submitted. These forms are located at: Adult Education Assurances and Forms   http://ace.arkansas.gov/AdultEd/AdultEducationForms.html
   

In the event someone other than the Local Education Agency (LEA) Administrator or Community Based Organization (CBO) board president is authorized to sign on behalf of the grantee, an annual letter on official letterhead from the LEA Administrator or CBO board president must accompany the completed packet stating who is authorized to sign on behalf of the LEA or CBO. 

Submit a detailed budget line-item narrative, in 12 point or larger font, explaining each item and how the projected expenditures in each subcategory (01-Administration; 02-Instruction; 03-Maintenance and Operation; and 04-Other Support Services) are reasonable and directly related to the adult education program with each Adult 
Education Initial Budget or Amendment page.  Simply restating the budget categories in the narrative WILL NOT BE ACCEPTABLE.  This includes names with salaries and amounts and items for purchase in 04(g).
Amounts budgeted for travel must be itemized and equipment requests must be listed separately along with estimated costs.  These two categories may not be increased 
after the budget is approved without authorization of the Adult Education Division Deputy Director.
Local programs may transfer travel funds by amendment only among 01-d Administration travel, 02-i Instructor travel, and 04-h Conference/workshop travel.  Funds may be transferred by an additional amendment out of travel into other categories, but not out of other categories into travel without prior written approval by the Deputy Director of Adult Education.

Transfer within the categories is allowed without approval except for travel and equipment.

Failure to comply with specific deadlines/requirements of the Adult Education Division, including submission of reports and inputting of data in AERIS may result in suspension of funding until full compliance is achieved.
Funding Guidelines:

· No more than ten percent (10%) of state ABE/GAE grants and no more than five percent (5%) of federal D&E or EL/Civics grants may be spent in 01-Administration.
· New Item NOTE:  If 01 Administration is projected to exceed 10% STATE and or 5% FEDERAL, request to waiver the current % level.  A letter of justification must accompany the Adult Education Division Administration Waiver Form 12-15-10.
· Only 02 - Instruction expenditures will be allowed with federal C/I funds.
· No more than ten percent (10%) of each grant may be spent in 03-Maintenance and Operation and none is allowed in federal EL/Civics or C/I funds.
· No equipment may be purchased with federal D&E, EL/Civics or C/I funds.
· GED testing and graduation expenses are state GAE Funds only.
· For the 2011-2012 fiscal year, each program receiving Adult Education Division state funding with multiple counties will receive from the Adult Education Division a grant award page with a total amount of GAE funds for the program’s use.  Programs must use GAE funds in each county which it serves.  The amounts to be spent in each county have not been predetermined by a funding formula, but past year’s county expenditures may serve as a guide for the amounts to be budgeted.
· Programs serving multiple counties must submit to the Adult Education Division:
1. budget pages for each county served with GAE funds and one composite budget page.  
2. Adult Basic Education (ABE) funds will continue to be used primarily in the main county of the program; 
3. and Direct and Equitable, Correctional/Institutional, and EL/Civics may be spent in the county of choice by the local Adult Education Administrator.
· Federal funds must be used to supplement (add to, extend) and not supplant (take the place of) other funding.
·  Adult Education funds must be used effectively and efficiently. 
· Programs must coordinate to avoid duplication of services, programs, and/or activities made available to adults under other local, federal or state adult education programs. 
· New Item NOTE:  CBO Bonding - CBO’s must provide a copy of the policy.  In a narrative identify those person’s bonded, their financial, purchasing, and/or check signing responsibilities for state and/or federal funds.

·  Adult literacy services for adults in family literacy programs may be supported from state ABE/GAE and/or federal D & E and/or C/I grant funds. 

·  Students aged 16 and 17 may be served with Adult Education funds if they are waivered into an adult education program. CBOs receiving adult education funding  may not use adult education funds to serve adults under the age of 18 
in accordance with Arkansas Act 1659 of 2001, Arkansas Act 604 of 2003, and/or any subsequent acts amending them.

·  Federal D & E funds may not be used to provide services to adults that function above the 8.9 functioning level in reading, math, and language arts skills as determined by a standardized testing instrument approved by the Adult Education Division.
·  Federal D & E and EL/Civics funds may not be used to provide services to adults in C/I settings.  Those services may only be supported with C/I grant funds, state ABE/GAE funds and/or other public or private funds.
·   All personnel (paid and volunteer) must be listed on the Class Schedule and     Personnel Page which must be updated whenever there is a change.

· All personnel paid with adult education funds and any volunteer tutors whose           students and hours are reported to the ACE-AED must meet current requirements as found in the ACE-AED Program Policies. (http://ace.arkansas.gov/adult.html)
· All programs receiving funds will be responsible for adhering to ACE-AED      Program Policies, Assurances, (http://ace.arkansas.gov/AdultEd/AdultEducationForms.html), and Arkansas NRS Guidelines (http://ace.arkansas.gov/AdultEd/NRSForms.html).
· The Adult Education Division requires all programs funded with State and/or Federal Adult Education Funds to use the Adult Education Reporting Information System (AERIS). AERIS is a high-quality web-based information management system that has the capacity to report participant outcomes and to monitor program performance. The Adult Education Division provides all funded programs access to AERIS, training, and a help desk at no charge.

Any funds not needed by the local program should be returned to the Adult Education Division at the earliest possible date. 
If you have questions, please contact our office.  

Arkansas Department of Career Education/Adult Education Division
Three Capitol Mall, Room 303

Little Rock, AR  72201

Phone: (501) 682-1970 

FAX: (501) 682-1706 

E-mail: anita.martin@arkansas.gov
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