8
Instructions


Instructions
9

	

	

	Chancellor’s Office

California Community Colleges



	Economic Development and Workforce Preparation Division



	

	Request for Applications Instructions

for

Career Technical Education/Nursing Education
ADN to BSN/ADN to MSN Collaborative
Due Date: No Later than 5 p.m., 

May 20, 2008


	
	[image: image1.png]



	

	


Table of Contents

Instructions

This section MUST be followed in developing applications and 

implementing projects.

Page

A
Introduction

3

B.
Program Overview

3

C.
Categories for Which Funding is Available

4
D.
Eligibility

4
E.
RFA Clarification

4
F.
Application Format and Instructions

4
G.
Rejection of Application

8
H.
Calendar of Key Dates

9
Appendix A

Grant Agreement

Article I:
Program-Specific Legal Terms and Conditions

Article II:
Standard Legal Terms and Conditions

Appendix B

Application Forms

Checklist

Appendix C

Request for Application Specifications

Chancellor’s Office

California Community Colleges

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

The purpose of this Request for Application (RFA) Specifications is to support the development of a collaboration between a California Community College Associate Degree Nursing (ADN) Program(s) and an upper division collegiate Bachelor of Science in Nursing (BSN) /Master of Science in Nursing  program(s) for the purpose of  formulating a plan for an ADN to BSN Curriculum and/or an ADN to MSN Curriculum.  The project will span a two year period with year one considered a developmental and planning year and year two an implementation year.  The program must be self-sustaining upon the completion of the grant. 

C. Categories for Which Funding is Available

	Number
	Title

	07-0111
	ADN to BSN/ADN to MSN Collaborative 


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.

The contact person for these Instructions and RFA Specifications is 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 are 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, work plan, 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.
Application Abstract
The abstract should concisely summarize the entire application and must not exceed one page.  Include statements on the objectives, pro​cedures, expected contribution or impact on the funding priorities of the RFA Specification, and deliverables (products/services/ outcomes).

Indicate whether grant funding is being sought for the same project under other Chancellor’s Office funding categories. If multiple applications for the same project are found eligible for funding, the Chancellor’s Office will determine, after consultation with the district, which application should be funded. 


4.
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.

5.
Need (Use a narrative format.)
Maximum Points—10
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).

6. Response to the Need
Maximum Points—20

(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.

7.
Work Plan
Maximum Points - 40



The Work Plan and timelines should cover the entire period of performance of the grant - June 25, 2008 – April 30, 2010.  The form is provided in Appendix B.

a.
Objectives
Maximum Points - 10

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

b.
Procedures/Activities
Maximum Points - 15

(1)
Address, at a minimum, the procedures/activities listed in the RFA Specification for which funds are sought.  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
Maximum Points - 15

(1)
Address the Performance Outcomes as listed in the RFA Specification for which you are applying.

(2)
Clearly link the outcomes to the objectives and procedures/activities.  Describe the outcomes in qualitative and quantitative terms.

d. Timelines

Provide the projected completion date for key activities within the term of the grant.  Identify the month in which objectives will be completed. 

e. Responsible Person(s)

Identify, by position, individual(s) responsible for completing activities.

8.
Project Management



      Maximum Points - 15

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

b.
Describe the responsibilities and the amount of time that staff will be devoting to project activities.  

9.
Application Budget
Maximum Points - 15

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 (in 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, as appropriate if indicated in the RFA Specifications:

· Supplemental Budget Information 

10.
Application Procedure

a.
Assemble eight (8) 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.
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, California Community Colleges

1102 Q Street

Sacramento, CA 95811-6549

Attention:  Nursing Education 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 shall be rejected prior to scoring if:

1. It is received at the Chancellor’s Office later than 5 p.m. on Thursday, May 20, 2008.  Postmarks will not be accepted.  (Note:  If your application is late because you used a commercial carrier that guaranteed delivery by the application deadline, we will accept it only if the district provides evidence that the carrier guaranteed delivery and was responsible for failing to make the delivery by the deadline.) 

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 (5) 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 Work Plan

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

May 1, 2008
Letters of Intent to Apply for grants due 

May 20, 2008

Applications Due 

May 22, 2008

Reading of Applications

May 27, 2008
Notification of Intent to Award

June 10, 2008
Appeal Deadline

June 26, 2008
Project Commencement

Reporting Dates

October 31
First (and fifth) Year-to-Date Expenditure and Progress Report



(Start of performance period to September 30)

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

April 30
Third (and seventh) Year-to-Date Expenditure and Progress Report 





(Start of performance period to March 31)

July 31
Fourth Year-to-Date Expenditure and Progress Report (Start of performance period to end of June)

June 15, 2010
Final Report and Final Report of Expenditures Due

(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.)

