RFA SPECIFICATION FOR GRANT RENEWAL
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Program Staff Contact:
Teresa Parkison
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I. INTRODUCTION

The request for renewal grant is based upon the Center receiving a grant award from a competitive process and continues and streamlines that process.  After the competitive grant process, a Center is entitled to four years of renewal based on performance.  This renewal is a continuance of the competitive grant process and adheres to the original requirements of the master grant/specifications.  However, the Initiative may have new criteria added in the renewal years.  This Request for Application should be reviewed for revised or new criteria.

Please refer to the original competitive RFA for reminders of on-going criteria in Project Management, Need and Evaluation.

II. WORKPLAN 

Use the form available online at www.cccco.edu/divisions/esed/econdev/grants.htm to outline the sequence of objectives, procedures and activities, measurable outcomes, timelines, and responsible persons.  Timelines with target months of completion for project objectives are preferable to specific dates. Develop project-specific objectives and activities based on the Minimum Required Objectives and Activities as stated below, and describe what “Eligible Activities” will be conducted by the project.  See above website address for Eligible Activities

Minimum Required Objectives and Activities

Objectives

The following are the Minimum Required Objectives; others may be added to meet project objectives.  Start each objective on a new page on your Workplan form.

1. Serve targeted clients for the SBDC program, which includes existing and start-up businesses that have a potential for positive economic impact including traditionally underserved groups or areas.  Meet counseling and training milestones as set by the Regional Lead Center and the Economic and Workforce Development Program (EWD).  

2. Develop a budget that reflects 40% of the center’s TOTAL cash funding (EWD, SBA, other cash) being spent on client counseling (including contact, prep and travel) track able in CATS (MIS).  (Please use the “EWD/SBDC Budget Allocation Worksheet” to calculate the Center’s counseling budget, and general goals for clients, hours of service and ratios of one time to long-term clients.  It is expected that the Center will create internal systems and strive to attain these goals).

3. Facilitate and track business start-ups, creation and retention of jobs.

4. Facilitate and track the increase of business sales.

5. Facilitate and track financial investment in companies.

6. Increase regional economic development by facilitating economic development collaboratives and partnerships.

7. Create appropriate special projects for economic impacts and to reach and serve disadvantaged business owners and managers.

8. Actively recruit program investors and partners, not limited to the SBA, ETP, CDBG, banks and other income sources.

9. Effectively promote the image of the California Community Colleges Economic and Workforce Development Program and the images of the Regional SBDC programs.

10. Work with Initiative Directors, Grant Monitor and Lead Center Directors to maintain open communication and improve Center structure, services and performance.

Activities

The following are the Minimum Required Activities; others may be added as necessary to meet project objectives. Outline each of the activities that will be implemented to accomplish each of the project's objectives. 

1. Provide the following specialized services in equitable ways across the service territory:

a. Technical Assistance and Counseling: Provide one on one business and management counseling on subjects not limited to management and business planning, financial, marketing, and technical services, and which include the facilitation of the retention, expansion, and creation of jobs. Focus should be placed on client relationships that lead to economic impacts.

b. Training:  The center shall provide a minimum of 50 short seminars, workshops and/or in-depth training using a variety of training delivery methods (location based and electronic) that focus on relevant subject areas for potential entrepreneurs and business owners. 

c. Resource and Referral Services: The center shall provide business owners with referrals to other providers of resources and assistance, not limited to economic development partners, the Economic and Workforce Development’s CITD, CACT, and other Initiatives, the U.S. Small Business Administration, Chambers of Commerce, Community Colleges, universities, on-line resources, etc.

d. Information Dissemination: The center shall disseminate information related to small business assistance such as "How To" materials and brochures, information sheets regarding various government agencies, statistics, demographic information, etc. Maintain a library, either location based or electronic. Integrate the SBDC on-line store into client services where appropriate.

2. Demonstrate in the Center Workplan the use of 40% of all cash for Client Counseling as follows: 

a) Procedures and Activities: list EWD, SBA, other cash and total dollars. Show 40% of those funds.

b) Measurable Outcomes: list dollars budgeted for Counselors time, Directors time in counseling, and administrative assistant time for inputting into CATS.

c) Responsible Persons: note Counselors, Director and Admin across from the budgeted sums.

3. Engage SBDC services with partners and programs not limited to Colleges, economic development organizations, local jurisdictions, EWD Initiatives, SBA, banks, CDBG, Employment Training Panel, etc.

4. Create and disseminate marketing materials using a variety of media for the center, not limited to printed brochures and websites, etc.  Include the Community Colleges Economic and Workforce Development Program name and logo as a sponsor on all marketing materials with other state and federal partners. Display EWD the logo at the center main office as appropriate.

5. Report immediately to the Initiative Directors or Grant Monitor any federal program oversight actions that may impact Chancellor's Office matching fund participation or negatively impact the center or program.

III.
ADMINISTRATIVE MANAGEMENT REQUIREMENTS (SBDC) 

The Economic and Workforce Development Program has the following Administrative Management Requirements that must be adhered to and incorporated as part of the Center activities.  The execution of this agreement recognizes that the responses to the original competitive RFA remain in effect and are a part of this agreement unless altered in this renewal application.  The competitive grant agreement awarded must be retained as part of each year’s agreement.  The College Host and center Director will sign off on and perform the following:

Grant Management:

· Provide a full-time Director who is employed by the District twelve months per year.  The Director should have expertise, and experience in the Initiative to perform the required activities. 

· Full-Time Director Experience/Expertise:

· Small Business Management understanding and/or experience;

· Basic understanding of economic development;

· Trend analysis techniques for program improvement;

· Ability to evaluate needs, create programs, find and manage resources; 

· Ability to diversify the center to provide services off campus and across the service center territory;

· Ability to establish working partnerships and market the program;

· Ability to raise funds to support core grant dollars.

· The Director shall:

· Demonstrate experience and subject matter expertise in the strategic priority area identified in the RFA;

· Implement the everyday work of the project and the grant objectives based on both the COCC/EWD and Lead Center contracts;

· Assist in the recruitment, hiring, supervision or contracting of other personnel dedicated to the grant project;

· Develop budget expenditures and allocate resources to the project;

· Have final responsibility for all compliance activities related to the grant, including the quality and integrity of the data reported;

· Serve as the primary contact identified for all correspondence sent from the Chancellor's Office and Initiative Directors.

· It is the Director’s obligation to prepare the Center’s budget using contract dollars and other cash first to meet the counseling and training requirements of both the EWD and Lead Center contracts. Staffing and overhead costs should be budgeted after contract obligations. Under no circumstances can the contract requirements be lessened because of foundational budget shortfalls without the express permission of the Grant Monitor and Initiative Directors.
· Provide appropriate staffing for implementation of the infrastructure of the Center, including FTE administrative assistance, and counselors and trainers.  

· Maintain a line of organizational management and line of accountability to the Chief Executive Officer (CEO) of the College or District.

· EWD requires approval of Center Director changes through participation not limited to the hiring process or discussion of candidates.   

· Include the local or state academic senates in the planning activities of any curriculum development, or other academic matters. 

· Develop strategies for continuous resource development to fund project activities.

· Increase the level of financial participation that the colleges, business and industry provide in the support of the project.

· Equitably provide services to colleges in the region, not just the host college/district.

· Demonstrate strategies and activities to deliver services in new, flexible, performance-driven and innovative ways.  Provide agile short-term intensive projects for the training priorities of high growth and new and emerging sectors to meet regional business and industry needs. 

· Evaluate the Center’s performance information to improve management and outcomes.

· Link to other Economic and Workforce Development initiatives and projects such as Industry Driven Regional Collaboratives (IDRC) and Job Development Incentive Training Funds (JDIF), where appropriate.


Workplan and Reporting:

· Be accountable for expected results, methods of accounting and reporting, and the process for monitoring progress.

· Submit the completed renewal RFA and workplan prior to the due date. Late RFAs are subject to non-funding.

· Submit quarterly narrative, financial and CATS reports by required dates.

· Submit the annual report including the narrative, final report of expenditures, and data certification form by required dates.

· Implement the stated workplan activities for the Center.  If Center activities are not being met, the Initiative Directors and Grant Monitor should be notified as to the reason for non-compliance.

· Notify Initiative Directors and Grant Monitor of other significant changes, such as, changes in full-time personnel, budget modification needs, change in physical location, etc.

· Enter data into CATS on a timely basis.

· Track and report:


Client information, counseling, training;



Economic impacts and return on investment for the region;



All outside investments that the project attracts;



Courses and programs developed and/or offered through the project;



Match, A-J Activities, Leveraged Funds.

· Notify MIS staff of college courses offered through the project in order to tag and track the courses via the Statewide MIS data.

· Maintain contact with Initiative Directors and Grant Monitor through timely and frequent email and phone communications.

· Recognize that the State of California provides a significant share of funds to the SBDC Program and thus the Center will work to the interests of the State and the Community College System, as well as the interests of the federal government and its representatives. 


Marketing:

· Participate in and contribute to the Statewide EWD branding and initiative-level marketing campaigns.

· Submit to Initiative Directors and Grant Monitor a minimum of three success stories or anecdotal descriptions of how services have benefited a particular firm or organization, which can be disseminated publicly, and that meet the “Success Story” criteria adopted by the regional Lead Centers.

· Participate in the development of a strategic plan for submission to the Chancellor's Office and the Economic and Workforce Development Advisory Committee (EDPAC).

· Participate in statewide activities as agreed upon in statewide memoranda of understanding, cooperative agreements and related marketing activities, including ETP, etc.

· Attend all mandatory Initiative and Economic and Workforce Development Program meetings.

· Market the center to the economic development and business community, colleges and faculty.  Center materials should be distributed to other community colleges, resource libraries, and other organizations.  Documents, reports, materials or products produced as a result of the grant are public documents.  See Article II, paragraph 18, in Appendix B of the Instructions for a new description of intellectual property rights, copyrights, and other terms.

· Share products and best practices with Initiative Directors and Lead Center Director, partners, colleges and regional academic senate presidents and send products and information to the Initiative Directors to post on the program website (www.cccewd.net).

Facilities:

· Provide a facility that is adequate to support the project. Centers must provide a physical location that is readily accessible to the public and have a prominent exterior identification.  The center telephone listing must be easily accessible to the public.  A center should have operating hours for technical service programs that include both normal business hours and days during the contract period, i.e., Monday through Friday, 8:00 a.m. to 5:00 p.m., 12 months per year.

Coordination:

· Develop a representative advisory group comprised of college and external partnership organizations to guide the provision of center services.  Maintain a list of members and affiliations in the Center’s files.  The center’s advisory group will be responsible for guidance, recommendations, marketing and support of the center. The ethnic composition of the advisory group should reflect, to the extent possible, the diversity of the service area.  The membership may include representatives from business, labor, state or federal agencies, economic development affiliations, statewide community college representatives, academic senate, college faculty, regional college economic development professionals or deans, local government, members of the regional consortia and higher education.

· Coordinate with a broad spectrum of economic development organizations, regional colleges, college programs and faculty.

· Enter into Participation Agreements with private individuals and firms that agree to provide services as independent subcontractors with the Center, on a pro bono or reduced fee basis. Centers may also enter into participation agreements with other community colleges to create a network of service providers affiliated with the Center. The participating service providers must be within the geographic region and be used to augment the capacity of the Center to meet the needs of the region.  The participation agreements will summarize all services that will be available to clients.  Executed Participation Agreements should be on file at the Center. 

· Enter into Cooperative Agreements with other service providers to ensure coordination of services.  Executed Cooperative Agreements shall be maintained at the Center.  Examples of specific partners include Chambers of Commerce, economic development organizations, One-Stop Career Centers, re-development agencies, coordinators of Enterprise Zones, small business development organizations, and organizations that represent and serve special emphasis groups.  Agreements should describe specific scopes of work and delineation of roles.  Existing agreements may be updated.

· Provide balanced services (business management counseling and training) across the Center’s territory, through a variety of means and methods (ground-based and electronic), based on budget, technology and other resources, to thus create positive economic impact.     

We acknowledge the failure to satisfy the above requirements or Minimum Required Objectives and Activities for the funded Center could jeopardize current or continued funding.
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__________________
Project Director 
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Chief Executive Officer







Date

