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Instructions

A.
Introduction

This document contains general instructions, procedures, formats, and timelines for submitting project applications to the Chancellor’s Office of the California Community Colleges

Applications must be submitted using the format and sequence described in these Instructions and address the Request for Applications (RFA) Specification for the project for which funding is sought.

B.
Program Overview

In recognition of the nursing shortage, the Governor has placed a priority on increasing the supply of employable nurses.  To date $22.1 million has been invested by the state to expand existing community college Associate Degree Registered Nursing (ADN) Program enrollment capacity and to enable student success.  In the past funds have been awarded for two separate grants, one for Capacity Building and one for Enrollment Growth.  These grants have been collapsed to one funding stream to provide funds to build capacity for enrollment growth and retention in ADN programs.     .  The intent of the funds is to respond to the nursing shortage by increasing the capacity of community college nursing programs and ultimately, increasing the number of licensed nurses.  The funds that will be allocated to colleges as a result of this plan will provide the opportunity for Associate Degree Nursing Programs (ADN) to expand and/or maintain prior expansion of the number of students enrolled in their programs for a two-year period (pending availability of funds for the second fiscal year) and to provide funds to assist students to succeed.  
The Request for Application (RFA) Specification describes the requirements for this project.  The RFA Specifications are available in Appendix C.

C.
Categories for Which Funding is Available

The following categories are available for funding:

	Number
	Title

	08-0116
	Enrollment Growth and Retention Program – Associate     Degree Nursing Registered Nurse (RN) Programs


The purpose of these grants is to:

1. Increase enrollment capacity in ADN - RN programs; 

2. Determine, through diagnostic assessment, those students who are ready to enter the nursing program and who are most likely be succeed;

3. Provide pre-entry preparation for students who do not achieve the diagnostic assessment cut score;  

4. Provide support to students enrolled in the nursing program to increase the program retention and completion rate to 85 percent or more; and 

5. Increase the number of students who complete the college program and pass the national licensure exam.
Detailed information can be found in the RFA Speci​fications booklet attached.

D.
Eligibility

Only California Community College districts are eligible to apply.

E.
RFA Clarification

If any ambiguity, conflict, discrepancy, omission, or other error in this RFA is discovered, immediately notify the Chancellor’s Office of the error and request a written modification or clarification of the document.  A clarifying addendum will be given to all parties who have obtained the RFA, without divulging the source of the request.  Insofar as practical, the Chancellor’s Office will give such notice to other interested parties, but the Chancellor’s Office shall not be responsible for failure to do so.

Contact person for these Instructions is Barbara Whitney, (916) 322-5246 or by email at bwhitney@cccco.edu.

Contact person for the RFA Specifications Barbara Whitney, (916) 322-5246 or by email at bwhitney@cccco.edu.

F.
Application Format and Instructions

The following instructions prescribe the format and sequence for the devel​opment and presentation of the application.  In order to receive the highest possible score the application format instruc​tions must be followed, all ques​tions must be answered, and all requested data must be supplied.  Applicants are expected to use the forms provided, except where a narrative format is required, and the RFA Specification to prepare the project applications. (Forms pro​vided in Appendix B.)  Computer Facsimiles of the forms provided on the Chancellor’s Office website may be used, but under no circumstance may the language on these forms be altered.  Any application using altered language on the forms will be disqualified and the applicant district may be barred from future grant competitions.  

The Chancellor's Office may require the applicant to make adjustments in the budget, workplan, or other aspects of the application prior to funding the grant.

1.
Face Sheet

Complete the appropriate Grant Agreement Face Sheet 
Place the RFA Specification Number in the upper right-hand corner.

Obtain the signature of the district chief executive officer (or authorized designee).  All signatures must be in ink color other than black.
2. Contact Page
Complete the Contact Page

3.
Table of Contents

The Table of Contents shall be on a separate page, with each compo​nent of the application’s narrative listed and page numbers indicated.

4.
Need (Use a narrative format.)


Concisely describe the need for the project and how it addresses the scope listed in the related RFA Specification.  In addition, include the following:

a. Scope of problem being addressed:  local, regional, and/or statewide;

b. Reference source(s) for substantiation of need statement; and

c. Target group(s).

5.
Response to the Need


(Use a narrative format.)
Review the “Response” section of the RFA Specification to determine what issues need to be addressed.

A clear response will, at a minimum:

a.  Describe proposed methodologies and solutions that will address the identified need; and

b.  Describe the capacity of the applicant to successfully implement the project.

6.
Work Plan


A complete required Work Plan is provided for the periods of performance of the grant – July 1, 2008 – June 30, 2009 and July 1, 2009 – June 30, 2010.  The Work Plan is provided in Appendix B.  Include copies of the Work Plan is package submitted by college.
a.
Objectives

The RFA Specification has identified minimum required objectives.  The applicant may add objectives if desired. The applicant’s statement of objectives should be numbered, start on a new page, and be stated in measurable terms.

b.
Procedures/Activities


(1)
The procedures/activities listed in the RFA Specification and Work Plan are required.  Additional procedures/ activities may be included. 

(2)
All grant applications that propose to survey community college faculty, staff, students, or administrators should make provisions for having the survey developed, administered, tabulated, and summarized by a survey evaluator/specialist.  Surveys shall conform to project goals, shall minimize the burden on the group being surveyed, and shall not collect data already available to the applicant from the Chancellor’s Office or another entity. 

c.
Performance Outcomes


(1)
Required Performance Outcomes are provided in the RFA Specification and Work Plan. 
(2)
Additional Performance Outcomes may be included. Clearly link the outcomes to the objectives and procedures/activities.  Describe the outcomes in qualitative and quantitative terms.

Example Objective:  Students enrolled in a Civic Education through an ESL Internet course will increase their GPA in their English course and their score on the civic competency test.

Example Outcome:  Sixty percent of the students enrolled in a Civic Education through an ESL Internet course will increase their GPA by 30 percent in their English course and their score on the civic competency test by 30 percent.

7.
Project Management

a.
Provide a management plan that includes an organizational chart for operating the project.

b.
Refer to RFA to complete this section.
8.
Application Budget

The purpose of the budget is to indicate that the project is well planned and reasonable in scope.

a.
Complete an Application Budget Summary for each project year for which you are applying.  Enter the funding fiscal year in the upper right corner of the form. The form is provided in Appendix B.  When entering dollar amounts, round to the nearest dollar.  Do not include cents.

1.
The indirect cost line item number nine may not exceed four percent (4%) of the total direct cost line item number eight.

2.
The district chief business officer’s signature is required (ink color other than black).
b.
To substantiate the Application Budget Summary, submit a Budget Detail Sheet.  (See example of Budget Detail Sheet format in Appendix B.)  List the cost breakdown of each budget classification amount requested.  
1. See RFA Specification to determine allowable supervision/ administration costs (those not directly involved in the day-to-day ongoing activities).

2. See RFA Specification to determine whether equipment costs are allowed.

3. For travel (Object 5000), district travel and reimbursement policies apply.  Only travel necessary to the project is allowed.  List travel purpose and estimated cost.  Include out-of-state travel as a separate line item.

4. An applicant may not propose to use grant funds to cover staff costs or to compensate any outside individual or firm for services associated with preparing the grant application. 

c.
Provide the information requested on the following forms:

· Supplemental Budget Information 

· Application Information – Program Statistics

9.
Dissemination (Minimum Requirements)

Describe how you will distribute grant materials or products to other community colleges, resource libraries, or other organizations.  Project staff are encouraged to disseminate their findings and work products through State and regional conferences including meetings of the Community College League of California, the Academic Senate, the California Community Colleges Association of Occupational Education, the Chancellor’s Office Annual Conference or other annual meetings.  

10.
Statements of Assurances
Review and sign the Statements of Assurances form. Form is provided in Appendix B.

11.
Application Procedure

a.
Assemble six (6) copies of the application, three (3) of which must contain original signatures (ink color other than black) on the grant agreement face page and the budget summary sheet.

(1) Grant Agreement Face Sheet must be signed by the district’s chief executive officer or authorized designee.

(2) Budget Summary page must be signed by the district chief business officer (or authorized designee) and the Project Director or Responsible Administrator.
Note:  The Chancellor’s Office also requires that for multi-campus districts a copy of the application be sent to the appli​cable college president and Academic Senate President and for single-college districts, a copy be sent to the Academic Senate President. 

b.
Staple the application in the upper left-hand corner.  Please do not include appendices or other supplemental information unless specifically requested in the RFA Specification or these Instructions. 

c. Applications should be directed to:

Barbara Whitney

Chancellor’s Office of the California Community Colleges
1102 Q Street
Sacramento, CA 95811-6549
Attention:  New ADN Program Grant Application Enclosed
G.
Rejection of Application

The Chancellor’s Office reserves the right to reject any and all applications received.
A grant application may be rejected if:

1. It is received at the Chancellor’s Office later than 5 p.m. on Wednesday, March 26, 2008.  
2. The RFA Specification Number cannot be readily ascertained. 

3. It does not include the proper number of originals (3), or the originals are not signed in an ink color other than black, and number of copies (6) of the following documents:

a. Grant Agreement Face Sheet (Chief Executive Officer’s/Designee’s signature)

b. Application Budget Summary (Chief Business Officer’s/Designee’s signature)

c. Application Budget Detail Sheet

d. Contact Page

e. Need Statement

f. Annual workplan

H.
Calendar of Key Dates (Dates are subject to change by the Chancellor's Office).

February 14, 2008
Letter of Intent to Apply due 
March 26, 2008

Applications due

July 1, 2008
Project Commencement 
Reporting Dates
October 31, 2008
First Year-to-Date Expenditure and Progress Report



(Start of performance period to September 30)

January 31, 2009
Second Year-to-Date Expenditure and Progress Report (Start of performance period to December 31)

April 30, 2009
Third Year-to-Date Expenditure and Progress Report 





(Start of performance period to March 31)

July 31, 2009
Fourth Year-to-Date Expenditure and Progress Report (Start of performance period to end of June)
August 31, 2009
Final Report and Final Report of Expenditures Due for first performance period.
In addition, Year-to-Date Expenditure and Progress Reports will be due October 31, January 31, April 30 and July 31 for second performance period.  A Final Report and Final Report of Expenditures will also be due on August 31 of the second performance period.  
(Note:  When the reporting deadline falls on a weekend or holiday, all reports are due by close of business (COB) on the last working day prior to the reporting deadline.)

