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GENERAL INSTRUCTIONS

1. As used in this application:

a. “TEA” means the Texas Education Agency;

b. “Texas LEARNS” is the State office of Adult Education;
c. “Applicant” means the entity eligible to apply for funds offered in this application.  If the application is approved, "applicant" shall mean grantee/contractor;
d. “Application” means the package submitted by the applicant composed of those schedules indicated by an "X" in the New Application column of Schedule #1 - General Information;
e. "Application for amendment” means a change being requested by the applicant to the approved application; 

f. “DCC” means the Document Control Center of TEA;

g. “SAS” means the Standard Application System of which this application is a part.

2. When formulating the budget, remember that all costs must be reasonable and necessary for the operation of the program.  Clear, concise, relevant descriptions of all budgeted items will help TEA in approving the application in a timely manner.

3. Enter your county/district number on every page of this application or amendment.

4. A NOGA ID/project number will be assigned by TEA on Schedule #1 - General Information.  Use this number on all amended applications and financial/programmatic reports required by this application.

5. Any page of this SAS may be reproduced if additional space/pages are needed.  Applicants may not in any case, however, exceed any specified page limits.

6. Staple each copy of the application in the top left corner.  Do not bind the application or place in notebooks or folders.

7. The applicant is NOT required to reproduce the instructions and submit them with the application.  The complete RFA and instructions for each schedule will be incorporated by reference into the Notice of Grant Award.  The applicant should retain a copy of the RFA for this purpose in case of selection to receive a grant.

8. Instructions for completing the individual application schedules are provided on the following pages.  These instructions should be studied carefully so that accurate and complete information will be submitted.  Applications not submitted on the proper forms will not be reviewed or considered for funding.  Applicants are advised to comply with all page limitations on the narrative schedules.  Any pages which exceed the specified page limitation on the narrative schedules will be removed from the application for the purposes of reviewing and scoring competitive grant applications. 

9. Particular attention should be paid to the requirements contained in Schedules #6A through #6E.  The signing of Schedule #1 - General Information by applicant indicates acceptance of all requirements described on Schedule #6A through #6E as applicable.

10. INDIRECT COST MAY NOT BE CHARGED TO STATE-FUNDED GRANTS.

11. Amendments:  When amending the application, submit 3 copies of the amendment with an original signature on each copy of Schedule #1 -- General Information.  An amendment should be submitted only after an original application has been approved by TEA and received by the grantee.

GENERAL INSTRUCTIONS FOR SCHEDULE #1 - GENERAL INFORMATION
THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION.
Section Number:

1. Applicant Agency:  Self-explanatory.

2. Applicant Contact Person:  The applicant contact person should be the project director.

3. Purpose of Application:  Self-explanatory.

4. Use of Standard Application System:  Self-explanatory.

5. Program Authority:  This is the program authority under which you are applying for or amending funds.  Enter the project beginning and ending dates if not already completed (mm/dd/yy).

6. Index to this application:

· The New Application column identifies the schedules that must be returned as part of the application.  An X has been placed in the New Application column to indicate each schedule that must be submitted as a part of the application.  The applicant must place an X in this column by each additional schedule submitted to complete the application.  Ensure that these schedules are attached to the application.  Do not include those schedules which do not apply or for which a budget is not prepared.  Examples:  If the project does not include payroll costs, do not include Schedule #3B.  If supplies and materials are not to be funded for this project, do not include Schedule #3D.

· The Amended Application column identifies the schedules that must be returned as part of the amendment.  Do not submit an amendment until the Notice of Grant Award (NOGA) is received by the Applicant.  Submit Schedule #1 - General Information with an original authorized signature in Section 7 with each amendment.  The applicant must place an X in the Amended Application column next to the schedule(s) being submitted as a part of the amendment.  Ensure that all schedules marked X are attached.  Do not submit any support schedules which have no changes in them.  Therefore, submit only support schedules having changed in some way from the original application or the latest approved amended application.  Place the sequential number of the amendment on all pages.  

An amendment is effective on the date it is received in TEA in substantially approvable form.  An amendment must be approved by TEA prior to any activities such as purchase orders issued, funds encumbered and/or expended, goods received, or services rendered which are affected by the amendment.  The last day to submit an amendment to TEA is 90 days prior to the ending date of the grant.  TEA will not process or approve an amendment received after that date.

7. Certification and Incorporation:  This section must be signed by a person authorized to legally bind applicant in a contract.  In order for the TEA to determine which of the copies submitted has an original authorized signature, please sign the required number of copies (minimum of three) with blue ink.

The signing of Schedule #1 - General Information by applicant indicates acceptance of all requirements described on Schedules #6A through 6E as applicable.

GENERAL INSTRUCTIONS FOR SCHEDULE #3 - BUDGET SUMMARY

THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION.
1. Report whole dollar amounts only.  Omit decimals.  Totals from all budget support schedules must appear on this schedule.  Indicate the amendment number on amendments only.

2. ALLOWABILITY OF COSTS:  Budgeted expenditures will be shown by class/object code in this SAS.  However, the applicant is required to maintain records on all expenditures by budget function, class/object code, and year of entitlement (appropriation), in accordance with the provisions of the Financial Accountability System Resource Guide. Detail of Schedule #3 - Budget Summary will be shown on support schedule #3B, #3C, #3D, #3E, #3F, #3G and/or #3H as appropriate.  Do not enter zeros (.00) or cents (.37) in the budget figures.  Use whole dollar amounts only (e.g. $1,970).

Funds must be expended for reasonable and necessary costs in conducting grant activities.  "Reasonable" means a cost is consistent with prudent business practice and comparable to current market value.  "Necessary" means the cost is essential to accomplish the objectives of the project.  Grantees must comply with the applicable cost principles in expending grant funds.  Consult with Schedule #6A to determine the applicable cost principles and with the supplement in Appendix 1 to determine allowability of certain costs.  Always consult the original circular pertaining to cost principles (i.e., OMB Circular A-87, A-21, or A-122, whichever is applicable) for the full text.

To be allowable under a grant award, costs must meet the following general criteria:

(a) Be reasonable for the performance of the grant and be allocable under the applicable cost principles.

(b) Conform to any limitations or exclusions set forth in the applicable cost principles or in the grant agreement as to types or amount of cost items.

(c) Be consistent with policies and procedures that apply uniformly to both federally funded activities and activities funded from other sources.

(d) Be accorded consistent treatment among all grant programs, regardless of funding source.

(e) Be determined in accordance with generally accepted accounting principles (GAAP).

(f) Not be included as a cost or used to meet cost sharing or matching requirements of any other federally funded program in either the current or a prior period.

In determining the reasonableness of a given cost, consideration shall be given to:

(a) Whether the cost is of a type generally recognized as ordinary and necessary for the operation of the organization or the performance of the grant.

(b) The restraints or requirements imposed by such factors as generally accepted sound business practices, arms length bargaining, federal and state laws and regulations, and terms and conditions of the grant award.

(c) Whether the individuals concerned acted with prudence in the circumstances, considering their responsibilities to the organization, its members, employees, and clients, the public at large, and the federal government.

(d) Significant deviations from the established practices of the organization which may unjustifiably increase the grant costs.

Allocable Costs:

A cost is allocable to a particular grant in accordance with the relative benefits received.  A cost is allocable to a grant award if it is treated consistently with other costs incurred for the same purposes in like circumstances and if it:

(a) Is incurred specifically for the grant.

(b) Benefits both the grant and other work and can be distributed in reasonable proportion to the benefits received.

(c) Any cost allocable to a particular grant or other cost objective may not be shifted to other federal awards to overcome funding deficiencies, or to avoid restrictions imposed by law or by the terms of the grant award.

3. LINES 01 - 10:
Line #01-07 - Enter the total amount requested/budgeted for each class/object code. The amounts requested/budgeted on lines #01-07 must agree with the total amount requested/budgeted on the corresponding support budget schedule.


Line #08 - Enter the total of all entries on lines #01-07.  These are the total direct costs.

Line #09 - Enter the approved restricted indirect cost rate and the amount of indirect costs requested.  Indirect costs are based on actual expenditures. Indirect costs may be claimed based on actual expenditures, through mid-year or final expenditure reports, whether or not indirect costs were budgeted in the application/
amendment. In no case may indirect costs exceed the approved indirect cost rate minus the required exclusions.

Compute budgeted indirect costs by deducting from Line #08 the following costs: Tuition Services (622X), Nonemployee Stipends (6413), Food and Beverage Costs (6499), Debt Service (65XX), Capital Outlay (66XX), and multiply the results by the restricted rate approved by your cognizant agency or 8%, whichever is less. Round down to the nearest dollar. Do not round up. Indirect costs may not be charged to state-funded grants.

For Universities:

Calculate the modified total direct cost base by deducting stipends, tuition and related fees, and capital expenditures of $5,000 or more.

For federally funded grants, multiply the modified total direct costs by 8% or the restricted indirect cost rate approved by your cognizant agency, whichever is less. Drop the cents.  Do not round up.

(The Texas Education Agency approves the indirect cost rate for public school districts in Texas. Contact your local district business office to determine if an indirect cost rate has been approved for your district. Local business offices may contact the Division of Grants Administration at (512) 463-9269 for the approved indirect cost rate.)

(For applicant use only)

Indirect Cost Exclusions:

Tuition Services (622X) 

$             
Nonemployee Stipends (6413) 

$             

Food and Beverage Costs (6499) 

$             
Debt Service (65XX) 

$             
Capital Outlay (66XX) 

$             
Total Exclusions 

$             
Line #10 - Enter the total amount requested/budgeted for the grant (line #08 + 09).

4. LIMITATION ON ADMINISTRATIVE EXPENDITURES:  The authorizing statute limits the amount of funds that may be expended to administer the program to no more than five percent (5%) of the total grant awarded for any fiscal year.  Funds requested for administrative use must be requested in the application on the appropriate budget schedules.  

Administrative funds include both direct administrative costs and indirect costs.  Direct administrative costs may include costs associated with accounting and other fiscal activities, auditing, and overall program administration.  Direct administrative costs also include salaries and benefits for staff who supervise activities of program staff and insurance that protects the grantee.  

In the column headed "Administrative", enter the amount of administrative funds budgeted for the appropriate class/object codes.  Applicants must identify on the appropriate supporting budget schedule the amount of federal funds requested to pay for direct administration of the program, including:

(a) Costs for personnel who supervise the activities of program staff, or any direct costs for personnel who perform fiscal and reporting activities related to the grant (Support Schedule #3B, Payroll Costs);

(b) Costs for contracted services associated with the administration of the program (Support Schedule #3C, Professional and Contracted Services);

(c) Costs for supplies and materials requested for administrative use (Support Schedule #3D, Supplies and Materials);

(d) Other operating costs requested for administrative purposes (Support Schedule #3E, Other Operating Costs); and

(e) Equipment requested for administrative purposes (Support Schedule #3G, Capital Outlay).

5. COORDINATION WITH BUSINESS OFFICE: To ensure compliance with required accounting procedures, all applicants are strongly encouraged to consult with the applicant’s business office prior to submitting the application regarding the assignment of budgeted items to the proper class/object codes.  Applicants should ensure that all budgeted amounts in all columns are added correctly and that totals requested on supporting budget schedules match the totals on the budget summary (SAS Schedule #3 - Budget Summary).  Advance coordination with the business office will expedite negotiation and processing of the application.

6. OBLIGATION/EXPENDITURE OF FUNDS:  All encumbrances and expenditure of funds approved shall occur on or after the effective date of this application, (date application was received in the respective TEA division or the DCC, or the first day of the grant availability period, whichever is later.)  An encumbrance, accounts payable, and an expenditure, as with all other project accounting terms, will be as defined in the Financial Accountability System Resource Guide.

7. CONDITIONS FOR AMENDMENTS:  Grantees are permitted to rebudget within the approved direct cost budget (as established on Schedule #3) to meet unanticipated requirements and to make certain changes to the approved budget without written amendment.  However, other types of changes require the prior written approval of TEA through an amendment (34 CFR 80.30).  Refer to the General Instructions for Support Schedule #3A - Purpose of Amendment, for a detailed explanation of the conditions for amendments.  

The last day to submit an amendment to TEA is 90 days prior to the ending date of the grant.  TEA will not process or approve an amendment received after that date.


REQUESTING PAYMENTS USING THE WEB ER

Public school districts, open enrollment charter schools, and education service centers:   School districts, open enrollment charter schools, and education service centers are required to use the automated web expenditure reporting system (WEB ER) to record expenditures and request payment.  (See instructions at the end of this section for grantees other than school districts, open enrollment charter schools, and education service centers.)
To access the WEB ER, access the following web site: http://seguin.tea.state.tx.us/apps/logon.asp.  Or you may access TEA website at http://www.tea.state.tx.us and click on "WEB Expenditure Report" under "School Finance and Grants".  Each vendor has one username (lower case “z” plus your 6-digit county-district number (ex: z010101); one password (generally established by the district’s Finance/Business Manager); and one 4-digit authorization code.  Individuals other than the Finance/Business Manager who wish to access WEB ER will need to contact the Finance/Business Manager for the password and authorization code.  Enter cumulative expenditures to date for the grant.
Thresholds:  Thresholds are established for each grant program to allow for the automatic approval of payments as long as the payments are within established thresholds.  The system will automatically forward any request for payment that exceeds these thresholds to TEA staff for review and approval.  Grantees will be required to fax a list of expenditures by class/object code (the standard expenditure report form may be used if desired) to the Division of Discretionary Grants (FAX 512-463-9811) to document the need for cash in excess of the established thresholds.  TEA staff will consider each request to exceed the established thresholds on a case-by-case basis.  Payments exceeding the established threshold will be made only upon receipt and approval by TEA of such documentation.  In the event TEA does not receive the requested documentation to exceed the threshold within three business days of the request, the request for payment will be purged from the automated system.
Limitation on Access to WEB ER/Final Payments:  Grantees may enter cumulative expenditures, not to exceed 90% of the total grant award amount, into the WEB ER system up to 30 days following the ending date of the grant.  Grantees will have access to WEB ER to request funds, not to exceed 90% of the grant award, for 60 days following the ending date of the grant in the event such total cumulative expenditures need to be revised.  On the 61st day, grantees will not have access to WEB ER to request additional funds. Grantees will only have access to WEB ER to record refunds to the grant by reducing cumulative expenditures.  TEA will not process, approve, or pay any requests for additional funds beyond 60 days after the ending date of the grant. 

Upon receipt of the written final expenditure report and other required documents, such as the final evaluation report, TEA will enter the final cumulative expenditures and make the final payment to the grantee.

Cash Management Requirements:  Administrative requirements for grants stipulate that grantees must request cash as close as possible to the time of making disbursements.  Grantees should not have more cash on hand than is necessary to meet three days' cash needs.  Therefore, grantees should request only that amount which will be paid out within three business days once the payment is received from TEA.  Cash management procedures will be monitored during on-site monitoring visits.

Payments through WEB ER should be deposited into your depository bank within six to seven business days of the request (provided the request does not exceed the established threshold and there are no other complications with the automated system).  Therefore, grantees should request cash no earlier than six working days prior to actual disbursement of funds.

All other grantees:  All other grantees (i.e., grantees other than public school districts, open enrollment charter schools, and education service centers) will request and receive payment through submittal of the written expenditure reports described in the following section entitled "Required Expenditure Reports.”

Reports may be submitted no more frequently than monthly to receive payment.
REQUIRED EXPENDITURE REPORTS

INTERIM AND FINAL REPORTS: The grantee must provide written expenditure reports on a properly completed and certified Report of Project Expenditures.  Semi-annual and other interim reports are due to TEA within 15 days after the end of each reporting period.  The final expenditure report is due within 30 days after the ending date of the grant.  Reports will be due to the Texas Education Agency as follows:


Report
Reporting Period



Due Date


Eight-month planning/start-up/service delivery period
Semi-Annual/Interim
Feb. 1, 2004 – June 30, 2004


July 15, 2004
*Final Report
July 1, 2004 – Sept. 30, 2004


Oct. 31, 2004

Twelve-month service delivery period (Contingent on satisfactory planning/start-up/service delivery period)
Semi-Annual/Interim
Oct. 1, 2003 – Feb. 28, 2004


Mar. 15, 2005

*Final Report
Mar 1, 2005 – Sept. 30, 2005


Oct. 31, 2005

*Final payment is contingent upon receipt of the Report of Project Expenditures and all required programmatic reports/documents.  TEA reserves the right to withhold a portion of the final payment pending receipt of the required reports. The total project cumulative costs of the grant as provided on the written final expenditure report should equal but in no case may exceed the total cumulative expenditures reported in WEB ER.

Expenditure Reports without a refund due must be submitted to the:

Texas Education Agency

Division of Discretionary Grants

William B. Travis Building, Room 6-108

1701 North Congress Avenue

Austin, Texas 78701-1494

Expenditure Reports with a refund due must include a refund check and must be submitted to:

Texas Education Agency - MSC

P. O. Box 13717

Austin, TX 78711-3717


Write the NOGA ID/project number on the refund check.


Revised Final Expenditure Reports: In the event the grantee finds it necessary to submit a revised final expenditure report, any revised Final Expenditure Report claiming expenditures greater than the amount initially reported in the final report must be received by TEA within 30 days of the due date of the Final Expenditure Report (i.e., within 60 days of the ending date of the grant.  Any such revised Final Expenditure Report received after that date, where the grantee is claiming expenditures greater than the amount initially reported in the final report, will not be approved, processed, or paid by TEA. Refer to the previous section for limitations on access to WEB ER/Final Payments.

Any revised Final Expenditure Reports claiming expenditures less than the amount initially reported in the final report must be submitted as soon as it is determined expenditures were less than the amount originally reported.  Refunds will be accepted at any time (i.e., access to WEB ER is available to record refunds by reducing cumulative expenditures). A refund check must accompany the revised Final Expenditure Report.

SPECIAL NOTE TO GRANTEES OTHER THAN SCHOOL DISTRICTS, OPEN ENROLLMENT CHARTER SCHOOLS, AND EDUCATION SERVICE CENTERS: In order to comply with federal cash management requirements, TEA no longer provides cash advances to grantees. Grantees other than school districts, open enrollment charter schools, and education service centers will be reimbursed for expenditures upon receipt of a properly prepared and certified written Report of Project Expenditures. Reports requesting reimbursement may be submitted to TEA monthly or quarterly, but no more frequently than monthly.

REQUIRED PROGRAM REPORTS
Activity/Progress Reports:  The grantee must provide written activity/progress reports in narrative form during the project in the format requested by Texas LEARNS and/or TEA.  Each activity/progress report is due to Texas LEARNS within fifteen (15) days after the close of the reporting period.  These reports will be used by the project administrator to determine if modifications or adjustments to the program are indicated or if on-site monitoring is required.  The schedule for the delivery of these activity/progress reports is: *
Report



Reporting Period



Due Date


Eight-month planning/start-up/service delivery period
Semi-Annual/Interim
Feb. 2, 2004 – June 30, 2004


July 15, 2004
*Final Report
July 1, 2004 – Sept. 30, 2004


Oct. 15, 2004

Twelve-month service delivery period (Contingent on satisfactory planning/start-up/service delivery period)
Semi-Annual/Interim
Oct. 1, 2004 – Feb. 28, 2005


Mar. 15, 2005

*Final Report
Mar 1, 2005 – Sept. 30, 2005


Oct. 31, 2005

Activity/Progress reports must be submitted to:

Texas LEARNS

6311 Irvington Blvd.

Houston, Texas  77022

Final Evaluation Report: The grantee must provide a final evaluation report in the format requested by Texas LEARNS (refer to Schedule #4C requirement for program evaluation) to Texas LEARNS within 30 days after the end of the project. Grantee is not in compliance with grant conditions and requirements until such time as this report is received by Texas LEARNS.  Final payment may be withheld pending receipt of the report.  Eligibility of grantee to receive future grants, including continuation grants, from TEA may be impacted by such noncompliance.

The final evaluation report must be submitted to:

Texas LEARNS

6311 Irvington Blvd.

Houston, Texas  77022

GENERAL INSTRUCTIONS FOR SUPPORT SCHEDULE #3A - PURPOSE OF AMENDMENT
1. Do not submit Support Schedule #3A with the original application. Submit a Support Schedule #3A only when you are amending an application. (See chart below to determine when an amendment is required) Indicate the amendment number on amendments only. Each amendment must be sequentially numbered. Submit 3 copies of an amendment with an original signature on each copy of Schedule #1 -- General Information.
An amendment is effective on the date it is received in the Agency in substantially approvable form if approved. The last day to submit an amendment to TEA is 90 days prior to the ending date of the grant.

2. Do not submit an amendment until the Notice of Grant Award (NOGA) has been received by the applicant.  An amendment must be approved by Agency prior to any activities such as purchase orders issued, funds encumbered and/or expended, goods received, or services rendered which are affected by the amendment.  Amendments received in substantially approvable form for discretionary grants submitted to the DCC will become effective on the date received in the DCC of Agency.  Amendments not received under one of the above situations will become effective on the date of approval (signature date) by Agency.

3. A Support Schedule #3A - Purpose of Amendment must be submitted along with the affected schedules and a completed Schedule #1 - General Information with an original signature.  Complete and submit Schedule #3Complete Parts 1 and 2 as applicable.

Part 1:  Reason for Amendment:

CONDITIONS FOR AMENDMENTS:  Grantees are permitted to rebudget within the approved direct cost budget (as established on Schedule #3) to meet unanticipated requirements and to make certain changes to the approved budget without written amendment.  However, other types of changes require the prior written approval of Agency through an amendment (34 CFR 80.30).  
When An Amendment is NOT REQUIRED:

	For all grants, regardless of the dollar amount, an amendment is NOT required to:
	(
	For grants totaling $25,000 or less, 

an amendment is NOT required to:
	(
	For grants greater than $25,000 total, an amendment is NOT required to:

	(1) increase or decrease the amount of funds budgeted for a line item on a supporting budget schedule (i.e., within a class/object code) as long as the description of the line item does not change;

(2) increase the quantity by 20 percent or less of computer hardware/
equipment (not capitalized) previously approved on the Supplies and Materials schedule;

(3) increase the quantity by 20 percent or less of capital outlay items previously included in the list of articles costing less than $5,000 on the Capital Outlay schedule (line #09).


	(1) transfer funds among all class/object codes budgeted and approved on the Budget Summary schedule,

a. as long as funds are used only for class/object codes previously approved on the Budget Summary schedule; and
b. as long as a new line item on a supporting budget schedule (i.e., within a class/object code) is not being added.

In no case may grantees expend more than the total grant award.
	(1) increase the amount budgeted on the Budget Summary schedule for 6200 Professional and Contracted Services, 6300 Supplies and Materials, or 6400 Other Operating Costs by any amount, regardless of the percent increase,

a. as long as funds were previously approved in these class/object codes on the Budget Summary.

In no case may grantees expend more than the total grant award.


Regardless of how a grantee distributes the funds among the class/object codes, the grantee is still responsible for carrying out the scope and objectives of the grant as described in the approved application.

Please do not submit an amendment if it is not required per the above conditions.  If uncertain as to the amendment requirements, contact the Texas LEARNS Grant Services Manager prior to submitting an amendment.  This may prevent the completion of unnecessary paperwork and save substantial time for both the grantee and TEA.  

TEA reserves the right to return unnecessary amendments without reviewing and approving them.

When Prior Written Approval From the Agency (Through an Amendment) Is Required:

	For all grants, regardless of the dollar amount, an amendment is required if the applicant is requesting to:
	(
	For grants totaling greater than $25,000, but less than or equal to $200,000, an amendment is required if the applicant is requesting to:
	(
	For grants Greater than $200,000 total, an amendment is required if the applicant is requesting to:

	(1) add a class/object code not previously budgeted on the Budget Summary schedule;

(2) add a new line item on any of the supporting budget schedules (i.e., within a class/object code);

(3) increase or decrease the number of positions approved on the Payroll Costs schedule;

(4) add a new item, change the use/purpose, or increase the estimated quantity by more than 20 percent of computer hardware/
equipment (not capitalized) approved on the Supplies and Materials schedule ;
(5)  add a new item or increase the quantity of capital outlay item(s) approved on line 1 of the Capital Outlay schedule for articles costing $5,000 or more;

(6) add a new item, change the use/purpose, or increase the estimated quantity by more than 20 percent of capital outlay items approved on line 2 of the Capital Outlay schedule (i.e., articles costing less than $5,000);

(7) reduce funds allotted for training costs (where such costs are direct payments/reimbursements to trainees, primarily travel and lodging for trainees, workshop/conference registration fees, tuition, books, and related fees);

(8) change construction costs;

(9) request additional funding;

(10) revise the scope (i.e., extent or range) or objectives of the grant (regardless of whether there is an associated budget revision requiring prior approval); or

(11) extend the ending date of the grant (If requesting to extend the ending date by more than 3 months, attach a narrative explanation/justification for the need to extend.  An amendment will not be approved without such explanation.).

	(1) increase the amount budgeted on the Budget Summary schedule for 6100 Payroll Costs by more than 25% of the amount previously approved for 6100 Payroll Costs; or

(2) increase the amount for 6600 Capital Outlay by more than 25% of the amount previously approved for 6600 Capital Outlay.

In no case may grantees expend more than the total grant award.
	(1) increase the amount budgeted on the Budget Summary schedule for 6100 Payroll Costs by more than 10% of the amount previously approved for 6100 Payroll Costs; or

(2) increase the amount for 6600 Capital Outlay by more than 10% of the amount previously approved for 6600 Capital Outlay.

In no case may grantees expend more than the total grant award.


Reminder:  Regardless of whether or not an amendment is required, grantees must comply with any requirements for maximum and/or minimum expenditures for certain categories/activities.  For example, if the grant requires that no more than 25% of the funds may be used for a certain activity, such as planning, then the grantee must comply with this 25% maximum requirement.

An amendment is effective on the day it is received in the Agency (i.e., the stamp-in date) in substantially approvable form.  All amendments are subject to negotiation and approval by TEA.  The last day to submit an amendment to TEA is 90 days prior to the ending date of the grant.

On Schedule #3A, Purpose of Amendment, check the appropriate reason(s) for submitting an amendment.  

Part 2:  Revised Budget

Complete this part only if there are budgetary changes.  

Lines #01 - #07:

Column A:  Copy the approved budget from the most recently approved document (i.e., either the most recent amendment or the original application, whichever is the most recent).

Column B:  Enter the amount(s) deleted for the appropriate class/object code(s).

Column C:  Enter the amount(s) added for the appropriate class/object code(s).

Column D:  For each class/object code, subtract the amount deleted from the previously approved, add the amount added, and enter the new total.  Include the affected supporting budget schedules, making sure that the new totals on the corresponding supporting schedules correspond to the new totals on Schedule #3A.
Line #08:  Enter the total direct costs of all entries on lines 01-07.

Line #09:  Indirect costs are based on actual expenditures.  Indirect costs may be claimed based on actual expenditures, through mid-year or final expenditure reports, whether or not indirect costs were budgeted in the application/amendment.  In no case may indirect costs exceed the approved indirect cost rate minus the required exclusions.


Refer to the instruction for calculating indirect costs on Instructions for Schedule #3 – Budget Summary.

Line #10 - Enter the total costs (line #08 + 09).

Include in the amendment all the supporting budget schedules (i.e., Schedules #3B-3G), as well as any narrative schedules, affected by the amendment.  Attach all of the above schedules to a Schedule #1 - General Information with an original authorized signature in Section 7, and an amended Schedule #3 – Budget Summary.

GENERAL INSTRUCTIONS FOR SUPPORT SCHEDULE #3B - PAYROLL COSTS (6100)

THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION IF YOU ARE REQUESTING PAYROLL COSTS.
1. Items requested on this support schedule must be allowable expenditures under the authorizing program statutes, regulations, and rules.

2. Report whole dollar amounts only.  Omit decimals.  Indicate the amendment number on amendments only.

3. Under the Description of Payroll Costs column, identify the types of positions being requested, such as Project Director, Project Coordinator, Parent Liaison, Teacher, Instructional Aide, Tutor, Clerical Assistant, etc.  For all instructional personnel, such as teachers, instructional aides, and tutors, provide the grade level(s) and subject area(s).  Do not list non-employees (i.e., consultants, contractors) on this schedule.  Do include positions funded from payments to member districts of an SSA. 

For each type of position, indicate the number of positions to be charged to the grant, the estimated percent of time to be charged to the grant, and the total costs.  Grantees may charge the grant program only for the actual number of days worked and the actual percentage of time worked on the grant program based on time and effort documentation or a substitute system.  See information below pertaining to time and effort documentation.

If applicable, in the column headed "Administrative", enter the amount of funds budgeted for payroll costs that will be used for administration of the program.

4. Employee Fringe Benefits:  Enter the total amount requested for all allowable fringe benefit costs for all positions listed in lines 1-6.  Fringe benefits include: group health and life insurance; workers compensation; teacher retirement (the applicable portion); social security/Medicare (where paid by the employer as a benefit); and unemployment compensation.  “Fringe benefits” do not include any type of liability insurance. Liability insurance is allowable only for the organization, not for the individual as a fringe benefit.  Liability insurance for the organization is budgeted on 6400 Other Operating Costs. 
Teacher Retirement: For a state funded program, the employing district may budget for teacher retirement of the state's contribution only on that portion of the employee's salary that exceeds the statutory salary minimum.  See Texas Government Code Sections 825.404 Collection of State Contributions and 825.405 Contributions Based on Compensation Above Statutory Minimum for details concerning this provision.  The full amount of the state's contribution for teacher retirement may be budgeted on a federal or private-funded application if provided for in the grant.

Employer Contributions to Voluntary Retirement Plans: The employer’s (i.e., grantee’s) contribution to an employee’s voluntary retirement plan [such as a 401(k) or 403(b)] is not an allowable expenditure from grant funds. 

5. Substitute Pay:  Indicate the amount of anticipated substitute pay on line 08 and briefly explain the purpose.   Pay for substitute teachers is allowable only for public school and open enrollment school teachers and is not to exceed local district policy for payment.  Substitute pay is allowable to replace grant-funded teachers in the classroom who are absent or to allow teachers to participate in professional development activities, planning, etc. Substitute pay for private nonprofit school teachers is not allowable under any circumstances.
Sample Explanation:  Substitutes to allow teachers to attend training.

6. Extra Duty Pay:  Indicate the total amount of extra duty pay for employees on line 09 and briefly explain the purpose of extra duty pay.  Extra duty pay for school district employees to attend meetings/conferences/ workshops on non-contract days (after hours, holidays and weekends) is allowable not to exceed local district policy.  Extra duty pay may not be paid during regular working hours of a contract day.
Sample Explanations:  

(1) Extra duty pay for staff participating in Saturday or evening staff development activities.  

(2) Extra duty pay for staff to participate in evening parent involvement activities.

7. Ensure that Line #10, Total Costs, is the same as the amount on Line #01 of Schedule #3 - Budget Summary.

8. AMENDMENTS:  Submit this support schedule if there are any changes/deletions/additions to the previously approved items.  Include all items previously approved as well as any new items requested.  Omit any previously approved items to be deleted.  Indicate the amendment number in the space provided.  Refer to the instructions for Schedule #3A - Purpose of Amendment, item number 3, Conditions for Amendments, to determine if an amendment is necessary.

TIME AND EFFORT DOCUMENTATION TO SUPPORT CHARGES TO PAYROLL FOR FEDERALLY FUNDED GRANTS
Applicants must ensure federally funded grants bear their fair share of cost.  Time and effort documentation for federally funded grants must conform to the federal cost principles applicable to the grantee organization.  Refer to the attached summary of "Documentation Required for Charges to Payroll for Federally Funded Grants".  Consult the individual OMB Circulars, as applicable, for more detailed information.
DOCUMENTATION REQUIRED FOR CHARGES TO PAYROLL FOR FEDERALLY FUNDED GRANTS

	Documentation Required Under 
OMB Circular A-87 
for LEAs, ESCs, and Open Enrollment Charter Schools Operated by a Governmental Entity
	Documentation Required Under 
OMB Circular A-122 
for Open Enrollment Charter Schools Operated by a Nonprofit Organization
	Documentation Required Under 
OMB Circular A-21 
for Open Enrollment Charter Schools Operated by Institutions of Higher Education

	All charges to payroll for grant-funded personnel must be based on one of the following:

(1) certification;

(2) time and effort records; or

(3) substitute system.

This section also covers items related to using budget estimates, cost sharing, and job descriptions.
(1) CERTIFICATION:  For employees:


(a) who work 100 % of their time under a single grant program; or
(b) who work 100% of their time under a single cost objective.

These employees are not required to maintain time and effort records. However, each employee must certify in writing, at least semi-annually, that he/she worked solely on the program(s) for the period covered by the certification. The certification must be signed by the employee or by the supervisor having first-hand knowledge of the work performed.  Charges to the grant must be supported by these semi-annual certifications.  This is a requirement under the revised OMB Circular A-87 Cost Principles effective July 1, 1995. 

“Cost objective” means a function, organizational subdivision, contract, grant, or other activity for which cost data are needed and for which costs are incurred.  A Title I, Part A school-wide program funded from multiple funding sources is considered a “single cost objective.”


	All charges to payroll for grant-funded staff must be based on distribution of activity reports.  This includes professionals and nonprofessionals who compensation is charged, in whole or in part, directly to awards.  Therefore, all personnel, whether 100 % funded or partially funded, must maintain time and effort records.
Employees must prepare time and effort reports, at least monthly, to coincide with pay periods.  Such reports must reflect an after-the-fact distribution of 100 percent of the actual time spent on each activity and must be signed by the employee.  Charges to payroll must be adjusted based on time and effort records.

Charges for salaries and wages of nonprofessional employees must also be supported by records indicating the total number of hours worked each day maintained in conformance with the Department of Labor regulations implementing the Fair Labor Standards Act (FLSA).  For this purpose, the term “nonprofessional employee” shall have the same meaning as “nonexempt employee” under FLSA.

Refer to OMB Circular A-122 for more detailed information pertaining to charges to payroll under the section entitled “Compensation for personnel services”.
	All charges must be based on payrolls documented in accordance with the generally accepted practices of colleges and universities.  The method must provide for after-the-fact conformation or determination by responsible persons with suitable means of verifying that the work was performed.

The payroll distribution system may reflect categories of activities expressed as a percentage distribution of total activities.  Charges may be made initially based on estimates made before services are performed.  Significant changes in the work activity must be identified and entered into the payroll distribution system.  

Examples of Acceptable Methods:

(1) Plan-Confirmation:  The distribution of salaries and wages is based on budgeted, planned, or assigned work activity, updated to reflect any significant changes in work distribution.  Certain standards as outlined in OMB Circular A-21, including an annual statement signed by the employee certifying that the work was performed, must be met.

(2) After-the-Fact Activity Records: Distribution of salaries and wages is supported by activity reports which reflect an after-the-fact description of the activity expended by employees.  Charges may be made initially on the basis of estimates, provided that such charges are promptly adjusted if significant differences are indicated by activity records.


	Documentation Required Under 
OMB Circular A-87 
for LEAs, ESCs, and Open Enrollment Charter Schools Operated by a Governmental Entity
	Documentation Required Under 
OMB Circular A-122 
for Open Enrollment Charter Schools Operated by a Nonprofit Organization
	Documentation Required Under 
OMB Circular A-21 
for Open Enrollment Charter Schools Operated by Institutions of Higher Education

	
	
	Examples of Acceptable Methods (cont'd.)

(3) After-the-Fact Activity Records: Distribution of salaries and wages is supported by activity reports which reflect an after-the-fact description of the activity expended by employees. Charges may be made initially on the basis of estimates, provided that such charges are promptly adjusted if significant differences are  indicated by activity records

	(2) TIME AND EFFORT:  For employees:

a. who do not work 100 % of their time in a single grant program;

b. who work under multiple grant programs; or



	
	(4) Plan-Confirmation: The distribution of salaries and wages is based on budgeted, planned, or assigned work activity, updated to reflect any significant changes in work distribution. Certain standards as outlined in OMB Circular A-21, including an annual statement signed by the employee certifying that the work was performed, must be met.

	c. who work under multiple cost objectives.
These employees are required to maintain time and effort records or to account for their time under a substitute system. (See number 3 below.)  Employees must prepare time and effort reports, at least monthly, to coincide with pay periods. Such reports must reflect an after-the-fact distribution of 100 percent of the actual time spent on each activity and must be signed by the employee. Charges to payroll must be adjusted at least quarterly to coincide with preparation and submittal of the quarterly expenditure report.

Examples:

a.  Employees who work partially on administering programs included in consolidated administrative funds and partially on administering other programs must maintain time and effort or account for their time under a substitute system.

b. Employees who work partially on administrative activities (and they are paid from administrative funds) and partially on program activities (and these are paid from program funds) must maintain time and effort or account for their time under a substitute system.

	
	(5) Multiple Confirmation Records: The distribution of salaries and wages is supported by records which certify separately for direct and F and A (i.e., facilities and administration; synonymous with “indirect”) cost activities.
Activity reports must be prepared for each academic term, but no less frequently than every 6 months and must be signed by the employee or a person having direct knowledge of the work performed. Charges may be made initially on the basis of estimates, provided that such charges are promptly adjusted if significant differences

Refer to OMB Circular A-21 for more detailed information pertaining to charges to payroll under the section entitled “Compensation for personnel services.”


	Documentation Required Under 
OMB Circular A-87 
for LEAs, ESCs, and Open Enrollment Charter Schools Operated by a Governmental Entity
	Documentation Required Under 
OMB Circular A-122 
for Open Enrollment Charter Schools Operated by a Nonprofit Organization
	Documentation Required Under 
OMB Circular A-21 
 for Open Enrollment Charter Schools Operated by Institutions of Higher Education

	(3) SUBSTITUTE SYSTEMS In Lieu of Time and Effort Reports:

Substitute systems for allocating salaries and wages may be used in place of time and effort reports.  Substitute systems may include, but are not limited to, random moment sampling, case counts, or other quantifiable measures of employee effort.  Substitute systems which use sampling methods must meet acceptable statistical sampling standards.  Refer to OMB Circular A-87 for detailed requirements.  

Documentation of rationale and calculations for allocating salaries and wages must be maintained for audit purposes.  It is recommended that a copy of a Certified Public Accountant’s (CPA) approval of a substitute system be kept on file for documentation.


	
	


	 If the quarterly comparison between budgeted and actual costs shows a difference of less than 10 percent, adjustments to charges to the grant may be made annually.

NOTE:  Monthly time and effort reports are still required when using budget estimates.

Refer to OMB Circular A-87 for more detailed information pertaining to charges to payroll under the section entitled “Compensation for personnel services”.


	
	


· Meeting Cost Sharing or Matching Requirements: Salaries and wages of employees used in meeting cost sharing or matching requirements must be supported with time and effort records in the same manner.

· Job Descriptions: A current job description for each employee which delineates the program(s) or cost objectives under which the employee works should be available for documentation to support charges to federal programs. For teachers and instructional aides, daily class schedules should provide adequate documentation.  Job descriptions should be updated as new assignments are made.
GENERAL INSTRUCTIONS FOR SUPPORT SCHEDULE #3C - 
PROFESSIONAL AND CONTRACTED SERVICES (6200)

THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION IF YOU ARE REQUESTING PROFESSIONAL AND CONTRACTED SERVICES.

1. Items requested on this support schedule must be allowable expenditures under the authorizing program statutes, regulations, and rules.

2. Use this support schedule to request professional and contracted services, including consultants; tuition services; services provided by regional educational service centers; contracted maintenance and repair services; utilities; and rentals/lease; etc. 

3. Report whole dollar amounts only. Omit decimals. Indicate the amendment number on amendments only.

4. Under the Description of Expense Items column, identify the items being requested.
Consultants: For each consultant requested, provide (briefly) the topic to be addressed by the consultant. Include travel costs for consultants or materials to be provided by consultants in the budgeted amount. Attach additional pages if more space is needed. If this application is approved, the applicant shall not use or pay any consultant in the conduct of this application if the services to be rendered by such consultant could have been rendered by applicant's employees. Consultants must be selected based on demonstrated competence, qualifications, and experience and on the reasonableness of the proposed fee.  In purchasing services from consultants, grantees must comply with the requirements for purchasing in TEC Chapter 44, Subchapter B (regardless of the funding source) and in 34 CFR 80.36 (if federally funded).

All travel paid to consultants must be reasonable in cost and must be reimbursed at actual costs.  To be eligible for reimbursement, appropriate travel documentation must be provided by the consultant, including purpose of travel, receipt for airfare, receipt for lodging, receipt for rental car, if applicable, and mileage.  Reimbursement for mileage may not exceed 35 cents per mile or local policy, whichever is less.  If local policy dictates reimbursement rates for lodging and meals for consultants, local policy must prevail.  In the absence of a policy, consultants must be reimbursed at reasonable actual costs. Texas Comptroller Mileage Guide may be found at http://www.cpa.state.tx.us/comptrol/texastra.html. 
Additional Guidance on Allowable Costs:

“Honorariums” are not allowable expenditures in Texas. The term “fee” must be used by the applicant in lieu of “honorarium” in all accounting records and consultant agreements. Refer to the section below entitled "Written Agreements/Contracts for Services" for additional information pertaining to consultant agreements.
Copyright/Ownership:  The grantee must ensure that the Texas Education Agency retains copyright and ownership of any and all materials/products conceived or developed under the grant by any and all contractors.  Grantee must ensure that such copyright/ownership is clearly stated in any and all written agreements/contracts for services.  Refer to SAS Schedule #6A, Provisions and Assurances, Section R.

Training/Technical Assistance on Grant Writing or Obtaining Other Grant Funds:
Funds may not be used for training/technical assistance on grant writing or obtaining grant funds.  Funds may not be used for fundraising activities.
Audit Fees/Expenses:  If this is a federal grant and the following conditions are met, enter the total amount requested for audit fees/expenses.  Audit costs are allowable only for federal grant programs audited in accordance with the requirements in OMB Circular A-133, Audits.  Audit fees/expenses may not be charged as a direct cost to the grant when such audit costs are part of the grantee organization’s indirect cost pool.  Audit fees/expenses are not allowable for audits not conducted in accordance with OMB Circular A-133.  Audit costs may not be charged to state-funded grants

Legal Fees/Expenses:  Allowable only as necessary for the administration of the grant program.  Retainer fees are not allowable costs.  

Printing Costs:  Grantees may charge the grant for not more than two-color printing on any item.  Any printing costs beyond the cost of two-color printing must be paid by the grantee from state or local sources.

Line 10:  Enter the amount of tuition for staff or students and fees related to tuition to be paid directly to the organization providing the services.  Tuition is allowable for courses directly related to the grant program. Identify the purpose of the tuition.  (If tuition is to be paid by the participant and then reimbursed upon completion of the course, this expenditure should be budgeted on Schedule #3E, Other Operating Costs).

5. Ensure that Line #11, Total Costs, is the same as the amount on Line #02 of Schedule #3 - Budget Summary.

6. If applicable, in the column headed "Administrative", enter the amount of funds budgeted for professional and contracted services that will be used for administration of the program.

7. WRITTEN AGREEMENTS/CONTRACTS FOR SERVICES:


Grantees must maintain a contract administration system which ensures that all contractors, including consultants, perform in accordance with the terms, conditions, and specifications of their contracts/written agreements. The grantee must comply with the requirements in 34 CFR 80.36, Procurement, including:

a) maintaining a copy of a signed contract/agreement/purchase order for services to be performed and the rationale/procedure for selecting a particular contractor;

b) for all contracts in excess of $10,000, describing in the contract/agreement conditions under which the contract may be terminated, including the basis for settlement;

c) if the purpose of the contract is to develop materials, concepts, or products, ensuring the written agreement/contract contains provisions which protect and retain ownership of such materials, concepts, or products by the Texas Education Agency, the State of Texas, and the federal government, if applicable, including copyright, patent, and/or trademark (refer to SAS Schedule #6A, section R);

d) maintaining evidence that awards were made only to contractors/consultants possessing the ability to perform successfully under the terms and conditions of the proposed contract/procurement (i.e., consultants were selected based on demonstrated competence, qualifications, experience, and reasonableness of costs; and consideration was given to contractor integrity; compliance with public policy, record of past performance, and financial and technical resources in selecting contractors)

e) contracting only with persons not employed by the grantee; 

f) not participating in the selection or award of a contract if a conflict of interest would be involved; 

g) maintaining records on the services performed, including the date the service was performed and the purpose of the service, and ensuring that the services are consistent and satisfactory with that described in the signed agreement/contract/purchase order; and

h) making payment only after the service was performed and not before (state and federal law).
8. AMENDMENTS: Submit this support schedule if there are any changes/deletions/additions to the previously approved items. Include all items previously approved as well as any new items requested. Omit any previously approved items to be deleted. Indicate the amendment number in the space provided. Refer to the instructions for Schedule #3A - Purpose of Amendment, item number 4, Conditions for Amendments, to determine if an amendment is necessary.

GENERAL INSTRUCTIONS FOR SUPPORT SCHEDULE #3D - SUPPLIES AND MATERIALS (6300)

THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION IF YOU ARE REQUESTING SUPPLIES AND MATERIALS. 
1. Items requested on this support schedule must be allowable expenditures under the authorizing program statutes, regulations, and rules. 

2. Use this schedule to request instructional supplies and materials; office supplies; supplies and materials for maintenance and/or operations; general supplies such as paper, audio-visual aides, computer software; testing materials; etc. Expenditures related to awards banquets/ceremonies, celebrations, or social events are not allowable under any circumstances.
3. Report whole dollar amounts only. Omit decimals. Indicate the amendment number on amendments only.


Under the Description of Expense Items column, identify the items being requested. All costs should include shipping and handling costs.

Subscriptions to periodicals, magazines, etc. must be in the name of the grantee organization and not in the name of an individual.

Computer hardware not capitalized (where hardware is not capitalized according to the applicant’s policy for capitalization). List the hardware requested, the estimated quantity, and describe the use/purpose of the hardware in accomplishing the objectives of the project. Attach an additional page if necessary. An amendment is required if the use/purpose of the hardware changes, if the estimated quantity of an item increases by more than 20 percent, or if a new item is requested.

Unallowable costs:  Palm pilots and other types of personal electronic calendars, as well as costly personal calendar systems, are not allowable expenditures from grant funds.  


Other equipment not capitalized (where equipment is not capitalized according to the applicant’s policy for capitalization). List the equipment requested, the estimated quantity, and describe the use/purpose of the equipment in accomplishing the objectives of the project. An amendment is required if the use/purpose of the equipment changes, if the estimated quantity of an item increases by more than 20 percent, or if a new item is requested.

Grantees must comply with the requirements for competitive bidding outlined in Texas Education Code, Section 44.031 and its implementing rules, where applicable.


4. Ensure that Line #09, Total Costs, is the same as the amount on Line #03 of Schedule #3 - Budget Summary. 

5. If applicable, in the column headed "Administrative," enter the amount of administrative funds budgeted for supplies and materials that will be used for administration of the program.

6. AMENDMENTS: Submit this support schedule if there are any changes/deletions/additions to the previously approved items. Include all items previously approved as well as any new items requested. Omit any previously approved items to be deleted. Indicate the amendment number in the space provided. Refer to the instructions for Schedule #3A—Purpose of Amendment, item number 4, Conditions for Amendments, to determine if an amendment is necessary.
Guidance Pertaining to Food and Beverage Costs:  Food and beverage costs of any type are not allowable expenditures from grant funds under any circumstances.    
GENERAL INSTRUCTIONS FOR SUPPORT SCHEDULE #3E - OTHER OPERATING COSTS (6400)

THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION IF YOU ARE REQUESTING OTHER OPERATING COSTS.
1. Items requested on this support schedule must be allowable expenditures under the authorizing program statutes, regulations, and rules.

2. Use this support schedule to request travel for project staff and participants; stipends for non-employees; insurance; conference registration fees; membership dues, etc.

3. Report whole dollar amounts only. Omit decimals. Indicate the amendment number on amendments only.

4. Under the Description of Expense Items column, identify the items being requested.

Allowable Travel Costs (Line #01): 
a. In-State Travel (overnight) expenses, which include lowest available airfare and actual cost for lodging not to exceed $80/day (not including tax) and actual cost for meals not to exceed $30/day or local policy, whichever is less. Reimbursement for mileage may not exceed 35 cents per mile (effective 9/1/02), or local policy, whichever is less. School districts are usually exempt from state sales tax on lodging but are not exempt from any city taxes or other taxes imposed for lodging. Employees may be reimbursed for applicable taxes.  Travel allowances are not allowable in Texas.  Refer to travel guidelines below.
NOTE: Non-overnight Travel: An employee may not be reimbursed for meal expenses if the employee is outside the employee's designated headquarters for fewer than six consecutive hours on the day the expenses are incurred.

b. Out-of-State Travel expenses, which include lowest available airfare and actual cost for lodging and meals not to exceed maximum allowable federal government rates for the locale or local policy, whichever is less.  Employees may be reimbursed for all applicable taxes.  Reimbursement for mileage may not exceed 35 cents per mile (effective 9/1/02), or local policy, whichever is less.  Refer to travel guidelines below.  Out-of-State Meal and Lodging Rates are available on the Comptroller’s website at: http://www.window.state.tx.us/comptrol/san/fm1.html. Select “Travel” under the “Topics” heading; select “Out-of-State Meal and Lodging Rates” under the “Publications” heading; select the state to which you will be traveling.

c. Conference/seminar/workshop registration fees for training necessary to carry out the objectives of the grant program.

Training on Grant Writing:  Funds may not be used for training on grant writing.

Other Operating Costs (Lines #02-#06)

Memberships in professional organizations. Memberships must be in the name of the grantee organization and not in the name of an individual. Memberships in organizations substantially engaged in lobbying are not allowable.

Awards for recognition/incentives for participation in program activities. Identify the types of awards/incentives to be provided, for example, certificates, instructional supplies, inexpensive books, etc. Minimal cost certificates, plaques, ribbons, small trophies, or instructionally-related items to be used in the classroom such as pens/pencils are acceptable awards for participation in program activities. Gifts or items that appear to be gifts are not allowable. Souvenirs, memorabilia, or promotional items, such as T-shirts, caps, tote bags, etc., are not allowable. Movie tickets, gift certificates, passes to amusement parks, etc. may be donated by others but may not be purchased with grant funds. Food, snacks, refreshments, meals, etc. are not allowable incentives/awards.

Food and Beverage Costs are not allowable expenditures under any circumstances. 
5. Line 7: Enter the amount of stipends requested for persons not employed by the applicant. Explain the purpose of stipends for non-employees.

6.  Ensure that Line #8, Total Costs, is the same as the amount on Line #04 of Schedule #3—Budget Summary.

7. If applicable, in the column headed "Administrative", enter the amount of funds budgeted for other operating costs that will be used for administration of the program.

8. AMENDMENTS: Submit this support schedule if there are any changes/deletions/additions to the previously approved items. Include all items previously approved as well as any new items requested. Omit any previously approved items to be deleted. Indicate the amendment number in the space provided. Refer to the instructions for Schedule #3A - Purpose of Amendment, item number 4, Conditions for Amendments, to determine if an amendment is necessary.

9. TRAVEL GUIDELINES:  Amounts authorized for maximum recovery for travel and per diem costs against this funding source is restricted to those amounts which are approved in the State of Texas Appropriation Bill in effect for the particular funding period. Any amount over this limit must come from local funds. If local policy restricts travel, per diem, and other travel expenses to a rate less than state law, the applicant must budget and request reimbursement at the lesser rate.  Travel allowances are not allowable expenditures in Texas. 

a. Allowable Travel Expenses:
1. Automobile mileage from home or office to place of official business or duty point (meeting/conference/workshop). This mileage cannot exceed the mileage allowed in the Official State Mileage Guide; effective 9/01/02 the rate is 35 cents per mile. If local policy reimburses at a lower rate, the lower rate must be claimed. Except as otherwise restricted by this paragraph, an applicant may reimburse an employee who travels between the employee's residence and the employee's duty point for mileage. If the travel occurs during working hours, the reimbursement may not exceed the reimbursement that would be paid had the employee traveled between the employee's place of employment and the duty point. If the travel occurs before working hours on a work day, the reimbursement may not exceed the reimbursement that would be paid had the employee traveled between the employee's place of employment and the duty point. The starting time of travel determines whether travel occurs during working or non-working hours. 

2. Any automobile mileage incurred for official business. This mileage may be within headquarters, to or from an airport, to or from a place of business or residence as long as the shortest possible route is claimed and is incurred for official business.

3. Air fare at the lowest fare available. (Air fare must be documented with receipt.) If first class, a statement that only first class Air fare was available must be attached to the required Air fare receipt. 

4. Car rental fee (at destination) is not allowed unless other transportation such as taxi or shuttle is not available for performing official business unless it is documented that it is more cost effective to rent a car than it is to take alternate travel. (Rental car must be documented with receipt.)

5. Airport parking.

6. In-State Per diem (meals and lodging) is reimbursed at actual cost not to exceed the maximum amount allowed by state law or local policy, whichever is less.  The maximum allowable for lodging is $80.00 per night, not including taxes. The maximum allowable for meals is $30 per day. If local policy requires reimbursement at a lower rate, the lower rate must be used. (Lodging must be documented with receipt.) Any amount over the allowable amount must be paid from local funds. Tips for meals cannot be reimbursed.


Out-Of-State Per diem (meals and lodging) is reimbursed at actual cost not to exceed the maximum amount allowed by the federal government or local policy, whichever is less. All other guidelines apply. Out-of-State Meal and Lodging Rates are available on the Comptroller’s website at: http://www.window.state.tx.us/comptrol/san/fm1.html. Select “Travel” under the “Topics” heading; select “Out-of-State Meal and Lodging Rates” under the “Publications” heading; select the state to which you will be traveling.

7. Taxi fares for official business. Tips cannot be reimbursed.

8. Itemized miscellaneous business expenses, i.e. business phone calls, printing, materials used in carrying out official business of the meeting/conference/workshop.

9. Registration fees to attend workshops/conferences.

b. Unallowable Travel Expenses:
1. First class Airfare.

2. Per diem (meals and lodging) for persons who live in the same city where the meeting/conference/workshop is held is not allowable. Automobile mileage is allowable.

3. Tips (including service charges) of any kind.

4. Alcoholic beverages.

5. Entertainment/recreation.

6. Any expense for other persons.

7. Automobile mileage or taxi fares for purposes other than for official business.

8. Personal Accident Insurance or Personal Effects coverage for rental cars.

9. Rental car for personal use or for purposes not associated with the official business of the meeting/conference/workshop.

 GENERAL INSTRUCTIONS FOR SUPPORT SCHEDULE #3G - 
CAPITAL OUTLAY (6600/Exclusive of 6619 and 6629)

THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION IF YOU ARE REQUESTING CAPITAL OUTLAY.
1. Items requested on this support schedule must be allowable expenditures under the authorizing program statutes, regulations, and rules.

2. Applicant must carefully evaluate the current use of capital outlay including equipment/furniture to determine the most cost-effective utilization. Funds may be used to purchase capital outlay only when necessary to accomplish the objectives of the program Grantees must comply with the requirements for competitive bidding outlined in Texas Education Code, Section 44.031 and its implementing rules, where applicable.


3. Capital outlay means an article of nonexpendable, tangible, personal property having a useful life of more than one year and an acquisition cost which equals:


(a)   the capitalization level established by the applicant for financial statement purposes, or


(b)   $5,000, whichever is less.

4. Report whole dollar amounts only. Omit decimals. Indicate the amendment number on amendments only.

5. Line 01:  List all equipment and furniture having a unit cost of $5,000 or more and a useful life of more than one year.  Includes software and vehicles with a per unit cost of $5,000 or more and useful life of more than one year. 
· Do not list brand names.  Use generic descriptions.  

· Enter the cost of each item.  All costs include shipping and handling costs.   

· Explain the use/purpose of each item in accomplishing the objectives of the project.  Equipment/furniture will not be approved in the absence of this information.  

· Attach an additional page if necessary 
The applicant may not purchase more than the quantity approved in line 01 or add a new item without an amendment. If more than the quantity approved is to be purchased, then an amendment must be submitted and approved prior to ordering/encumbering any additional units.

6. Line 02: List all fixed assets (i.e., equipment/furniture/software) costing less than $5,000 that must be capitalized according to local policy. Consult with the grantee business office when in doubt. 
· List the items requested and enter the estimated quantity for each.  

· Enter the total for items costing less than $5,000 that must be capitalized.  It is not necessary to include the cost of individual items.

· For each type of item requested, explain the use/purpose in accomplishing the objectives of the project. These items will not be approved in the absence of this information. 

· Attach an additional page if necessary. 

An amendment is required if the use/purpose of the equipment changes, if the estimated quantity of an item increases by more than 20 percent, or if a new item is requested.
7. Ensure that Line #03, Total Costs, is the same as the amount on Line #06 of Schedule #3 - Budget Summary.

8. If applicable, in the column headed "Administrative", enter the amount of funds budgeted for capital outlay that will be used for administration of the program.

9. AMENDMENTS: Submit this support schedule if there are any changes/deletions/additions to the previously approved items. Include all items previously approved as well as any new items requested. Omit any previously approved items to be deleted. Indicate the amendment number in the space provided. Refer to the instructions for Schedule #3A—Purpose of Amendment, item number 4, Conditions for Amendments, to determine if an amendment is necessary.

GENERAL INSTRUCTIONS FOR SCHEDULE #4A - PROGRAM ABSTRACT

(INCLUDING NEEDS AND OBJECTIVES)
THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION.

Organization of Program Description Schedules

The program description schedules (Schedules #4A - 4C) are organized in program planning sequence.  In planning and designing the grant program, the applicant should:

Step 1:
Conduct a needs assessment to determine the regional needs that exist within the context of the stated program goals.

Step 2:
Establish regional program objectives based on the stated program goals and regional needs.

Step 3:
Determine the strategies to be employed to accomplish the regional program objectives and to address the regional needs.

Step 4:
Determine the activities to be implemented/conducted to accomplish the objectives and determine performance indicators to measure and document the accomplishment of the activities.

Step 5:
Describe the collaboration with adult education directors and other stakeholders.

Step 6:
Identify the resources needed to carry out the activities (using Budget Schedules #3 - 3G).

Step 7:
Determine the evaluation plan/design for monitoring the implementation of the program on an ongoing basis and for determining whether the program met its stated goals and achieved the desired results based on established performance indicators.

Applicants are required to provide information related to each of these steps as they proceed through the program schedules.

Instructions for Completing Schedule #4A - Program Abstract (Including Needs and Objectives)

1. Program Goals: The goals of the Project GREAT Centers program are stated below.  The needs, program objectives, strategies, activities, and evaluation plan described on Schedules #4A-4C must address these program goals to be eligible for funding.

Project GREAT Centers Program Goals

· Coordinate regional training activities for adult education and family literacy programs;

· Meet the local professional development needs for technical assistance, technology assistance, and scientific-research based instruction; 

· Manage regional Texas Adult Education Credential Model;

· Facilitate statewide initiatives (including, but not limited to:  Bridges to Practice, Texas Curriculum Frameworks)
2. Participants: Estimate the Primary Target Population and Numbers to be Served including:

· The number of ESL professionals to be served through professional development or technical assistance in the region;

· The number of ABE/ASE professionals to be served through professional development or technical assistance in the region;

· The number of Adult Basic Education programs in the region;

· The number of EL Civics programs in the region;

· The number of Corrections programs in the region;
· The number of Even Start programs;

· The number of TANF programs in the region, and
· Other eligible programs identified by the Needs Assessment.

In addition, other pertinent information about your Primary Target Population such as the type of program they work in, their years of adult education experience, level of education, level of certification (if applicable), and level of instruction may be included.

This section is limited to the space provided (one page, front only, font size not less than 10 points.)
Program Planning Step 1 - Determine Regional Needs

3. Regional Needs:  Based on a needs assessment in relation to the stated program goals, provide a brief statement of Regional Needs which justifies the need for funding the project at the proposed site(s) for the proposed population.  The needs identified on this schedule should be used to establish the regional program objectives and then to design the strategies and activities to accomplish those objectives.

 a. Briefly identify the methods/strategies used to assess the needs; 

 b. Identify the specific regional needs that exist within the context of the program goals; and

 c. Substantiate the need(s) with relevant data, including regional demographic data and information on the number of adult education services provided in the region and the number of students in need of services.  Please do not provide data that is not relevant to the stated program goals or to the specific program to be served in the project.
The Regional Needs section is limited to the space provided (one page, front only, font size not less than 10 points.)
Program Planning Step 2 - Establish Regional Program Objectives

4. Regional Program Objectives:  List the Regional Program Objectives established to meet the stated program goals and to address the specific regional needs identified in the "Regional Needs narrative."  Regional program objectives should reflect the desired results of the project and must be measurable, realistic, and achievable during the grant period.  The grant program should be designed around these regional program objectives. Regional Needs narrative has been divided into two (2) parts:  “Start Up Objectives” and “Continuation Objectives”.   

Start Up Objectives are the objectives to be accomplished within the first eight months of the grant period, including, but not limited to, conducting a complete professional development needs assessment of the region, establishing Regional Advisory Committee, hiring staff, purchasing equipment and materials, providing professional development, and developing a communication system that will incorporate all the programs in the region.  

Continuation Objectives are long-term encompassing the program objectives for the duration of the twenty-month grant.   These should be designed to accomplish the program goals.

5. Regional Program Start-up Objectives and Regional Program Continuation Objectives are limited to one page each, front side only, font size not less than 10 point.   

6. Amendments:  Submit this schedule only if there are any changes.  Indicate the amendment number in the space provided.  Submit the schedule in its entirety, underlining any additions or changes and crossing through any deletions.

GENERAL INSTRUCTIONS FOR SCHEDULE #4B - PROGRAM DESCRIPTION - PART 1

PROGRAM REQUIREMENTS
THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION

All statutory requirements, state board of education rules, and other applicable program regulations have been identified by Texas LEARNS and TEA and are listed on this Schedule.  In addition to the narrative information that must be addressed by the applicant, each of these requirements must be addressed by the applicant in the Program Description – Part 2 – Program Strategies (immediately following this schedule) and in the Program Description – Part 3 – Program Activities in order to be considered for funding.

Applicants should think of this schedule as a Table of Contents to help guide the reviewer, Texas LEARNS, and TEA through the program strategies and activities.  The purpose is to determine if the applicant addressed all requirements as appropriate and to enable the reader to identify the location of the requirement on the following schedules.  Although the information provided on this page will be reviewed and verified by a member of the review team, it will not be scored to receive any points.  Rather, the strategies/activities used by the applicant to carry out these requirements, as described on the following narrative schedules, will be scored and assigned points by the reviewer.

For each requirement, provide the page number in Schedule #4B upon which the requirement is addressed/documented.  On the appropriate schedule (i.e., Program Strategies or Program Activities) clearly identify each requirement by providing a subheading for each and then describing the strategies/activities that will be used to carry out the requirements.  Applicants will be scored on the strategies/activities used to carry out the requirements.

Special Note:  Applications must be submitted by an established deadline time and date and applicants are reminded that no additional information or substitutions of any kind may be submitted after the closing date.  Applications that are selected for funding based on the competitive review process will not be funded if it is determined that the applicant did not sufficiently address one or more of these requirements in the program pages.  The applicant will not be allowed to submit the information pertaining to these requirements at a later date in order to qualify the application for funding.

GENERAL INSTRUCTIONS FOR SCHEDULE #4B - PROGRAM DESCRIPTION - PART 2

PROGRAM STRATEGIES
THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION.
Program Planning Step 3 – Determine Strategies
1. PROGRAM STRATEGIES

A.  Technical Component
General Instructions: 
Strategies are the means to an end, the methods for achieving the stated program goals and regional program activities (desired results).  On this schedule, the applicant must clearly identify, as completely and succinctly as possible, the program strategies, including a description of the plan, methods, and techniques that will be employed to accomplish the identified goal(s) and objectives.  Also included must be an explanation of the rationale underlying the choice of the strategies (i.e., why do you think they’ll work?).  This is not a description of the activities to be carried out to accomplish the objectives.  Activities will be outlined on Schedule #4B – Part 3 – Program Activities.

Specific Instructions:

1) For each regional program objective (i.e., both the Start-up Objectives and the Continuation Objectives) stated on Schedule #4A identify (preferably in list form) the strategies to be employed to accomplish the objective.  For each strategy, provide the rational for selecting the strategy.  Provide headings and subheadings where appropriate to facilitate the review of the application.  Describe only those strategies that will be funded from this grant.

2) In the identification of the strategies, applicants must address all of the required information in the Program Goals (Part I, Section II., E), Program Description (Part I, Section II.,F), and Project Requirements (Part I, Section II., G) of the RFA  in order to be considered for funding.
3) Applicants must also address each of the requirements listed on the previous schedule, Schedule #4B – Program Description – Part 1 – Program Requirements.  Clearly identify each requirement by providing a subheading for each and then describing the strategies that will be used to carry out the requirement.  Applications that do not address all of the requirements are not eligible to be funded.  Applications with deficient information will not be corrected through negotiation.

4) Supplement -Not-Supplant:  To demonstrate how services and activities provided by this grant program will be supplemental to existing state and local services and activities, describe any and all existing services or activities that are similar in nature to those proposed in this application.  Then describe precisely how all program services and activities to be funded from this grant will be supplementary to existing services and activities.  Describe how grant funds will not be used for any services or activities required by state law, State Board of Education, or local policy.  Indicate whether or not state or local funds will be decreased or diverted for other purposes because of the availability of these funds.  (Supplement-not-supplant requirement dictates that state or local funds may not be decreased or diverted for other purposes merely because of the availability of these funds.)  The application is not eligible to be reviewed or scored in the absence of this information.
B. Management Plan
1) Management of Grant Activities:  Describe the plan for how grant activities will be managed and monitored on a day-to-day basis to ensure successful implementation and operation of the grant program.  Describe the processes for ensuring that activities will be conducted and completed according to the timeline proposed in the application.  Included should be processes for soliciting feedback on an ongoing basis and for ensuring continuous improvement in the operation of the project.

2) Internal Communication, Coordination, and Reporting:  Describe the processes and activities that will be incorporated to provide for regular and frequent communication among stakeholders, including the administration; the local project coordinator/contact person; the business office; and any major collaborators, including partners, as well as the staff implementing the program throughout the grant period.  Also describe the process, including the frequency, for how the project coordinator will regularly report grant progress and problems encountered to the supervisor of the project coordinator and to the chain of management.

3) Grant Project Coordinator and Grant Personnel:  Specifically describe the experience and qualifications, including any background training, of the grant project coordinator (i.e., the person who will be managing grant activities on a day-to-day basis).  This description must provide satisfactory evidence of the project coordinator’s capability to manage and coordinate the types of activities described in the RFA and to perform the activities and required program components according to the established timeline.  Include a resume for the project coordinator and any supporting documentation evidencing such management capabilities in an appendix to the application.

Qualifications and responsibilities of all grant personnel shall be described, including:

a) certifications and endorsements as appropriate;

b) amount and nature of professional experience; and

c) supervisory responsibilities as appropriate.

Also describe the minimum qualifications, including experience and expertise, that any external consultants to be used in the project will be required to possess.  Consultants must be selected based on demonstrated competence, qualifications, reasonableness of cost, and record of past performance.  [In purchasing services from consultants, grantees must comply with the requirements for purchasing in TEC Chapter 44, Subchapter B (regardless of the funding source) and in 34 CFR 80.36 (if federally funded)].  

2. SCHEDULE #4B IS LIMITED TO SEVEN (7) PAGES (excluding those attachments submitted to provide evidence of the above), FRONT ONLY, FONT SIZE NOT LESS THAN 10 POINT.  
· Any pages that exceed the specified page limitation will be removed prior to the review and scoring and will not be considered during the review.  

· Any pages with a font size smaller than 10 point will not be reviewed and will receive a score of zero (0).  

· Any schedules that do not conform to the specified format will not be reviewed and will receive a score of zero (0).

· All narrative schedules must be typed.  Any hand-written narrative schedules will not be reviewed and will receive a score of zero (0).
3. AMENDMENTS: Submit this schedule only if there are any changes. Indicate the amendment number in the space provided. Submit the schedule in its entirety, underlining any additions or changes and crossing through any deletions.

GENERAL INSTRUCTIONS FOR SCHEDULE #4B - PROGRAM DESCRIPTION - PART 3

PROGRAM ACTIVITIES

THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION.
Program Planning Step 4 - Determine Activities and Performance Indicators

General Instructions

1. The applicant should refer to the Program Goals, Program Description, and Program Requirements of Part 1, Section II of the RFA, if applicable in completing this schedule.  The applicant should also refer to the Regional Program Objectives identified on Schedule #4A – Program Abstract and to the strategies identified on Schedule #4A – Part 2 – Program Strategies.  To the degree of specificity practical, the applicant will list the major activities to be undertaken to accomplish each strategy.

In general, the activities must:

a) relate directly to the stated regional program goals, and objectives, and strategies;

b) address all of the requirements outlined in this RFA;

c) be clearly stated; and

d) address the identified needs of the targeted population.

Specific Instructions

1. To complete this schedule, copy the appropriate program goal from Schedule 4A, beginning a new page for each program goal.

2. To complete this schedule, copy the Regional Program Objectives the applicant developed in Schedule #4A, beginning a new page for each regional program objective.

3. For each Regional Program Objective (i.e., for both the Start-up Objectives and Continuation Objectives), copy the related Program Strategies from Schedule #4B – Program Strategies, beginning a new page for each strategy. 

4. For each strategy, list the activities to be carried out to accomplish the strategies. The activities must:
a) relate directly to the program needs, goals, and objectives;

b) be sufficient to carry out the proposed program; and

c) be designed to provide measurable results.

Continue until activities have been provided for each regional program objective identified on Schedule #4A – Program Abstract and for each strategy identified on Schedule #4B – Part 2 – Program Strategies.

5. In the column "Positions Responsible," indicate the position which will supervise the conduct of each activity (do not state specific names unless the position responsible is a consultant). 

6. In the column titled "Timeline," indicate the anticipated starting and ending dates (i.e., month and year) for each major activity. Time frames must be logical and must be appropriate to complete all activities within the beginning and ending dates of the project.

7. In the column "Performance Indicators," for each major objective and activity, provide the indicator(s) that will be used to assess the effectiveness of the project activities.  Performance indicators provide information on the condition or status of a program in producing the intended or desired results.  Performance indicators are statistics that provide information on the condition or status of a program in producing the intended or desired results. They are used to measure and document the accomplishment of, or progress toward, the stated goals, objectives, and activities, and to plan program improvement strategies.

Examples of Performance Indicators:
· Number of teachers trained

· Number of Regional Advisory Committee meetings
· The increase in the percentage of teachers that participate in professional development activities
· Quantitative data from training evaluations
· Cost per participant per session (including materials and preparation)

IN ORDER TO UTILIZE WORD PROCESSING, APPLICANTS ARE NOT REQUIRED TO PLACE THE INFORMATION ON THE FORM PROVIDED IN THE APPLICATION FOR SCHEDULE #4B—PROGRAM DESCRIPTION - OBJECTIVES AND ACTIVITIES. HOWEVER, APPLICANTS MUST INCLUDE ALL INFORMATION ON THIS SCHEDULE IN THE ORDER THAT IT IS SPECIFIED IN ORDER TO BE FUNDED. 
8. Grant funds will be used to pay only for activities occurring between the beginning and ending dates of the grant as specified on the Notice of Grant Award.
9. SCHEDULE #4B IS NOT LIMITED, USE AS MANY PAGES AS NECESSARY (excluding those attachments submitted to provide evidence of the above), FRONT ONLY, FONT SIZE NOT LESS THAN 10 POINT.  
· Any pages with a font size smaller than 10 point will not be reviewed and will receive a score of zero (0).  

· Any schedules that do not conform to the specified format will not be reviewed and will receive a score of zero (0).

· All narrative schedules must be typed.  Any hand-written narrative schedules will not be reviewed and will receive a score of zero (0).
10. Amendments: Submit this schedule only if there are any changes. Indicate the amendment number in the space provided. Submit the schedule in its entirety, underlining any additions or changes and crossing through any deletions.

GENERAL INSTRUCTIONS FOR SCHEDULE #4B - PROGRAM DESCRIPTION - PART 4
COLLABORATION/COORDINATION
THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION.
Program Planning Step 5 – Describe the collaboration
1. 
Applicants must describe how activities funded from this grant will be coordinated with other programs, services, and activities funded from other sources.  The purpose of such coordination is to ensure that: 

(a) the use of funds from all sources is maximized; 

(b) program services and activities are not duplicated among programs, and 

(c) services are provided to participants in an integrated, coherent fashion. Included in the description must be the name(s) of the program(s), the purpose of the program(s), and the specific types of activities and/or services with which activities from this grant program will be coordinated.

2. 
Applicants must describe collaborative efforts or partnerships with other entities in determining needs, designing and developing program objectives, and providing/conducting program activities.  Applicants must describe specifically how the collaboration with the adult education directors/administrators/coordinators, staff, stakeholders and students referenced in Part 1, Section II.F (Required Program Activities) and Part 1, Section II.G (Program Requirements), will be carried out.  Applicants must include the name(s) of the collaborative partners and a specific description of the contribution each partner will make to the project.

If a consortium application, name each member of the consortium and specify/describe the role and responsibilities of each member.

3.  
Partnership/Involvement of Others:  Applicants must demonstrate how a variety of individuals with diverse perspectives will be consulted in the design, planning, and implementation of the project.  Identify specifically with whom the applicant will be partnering or involving in planning, designing, and carrying out grant activities.  Describe specifically how and when it will partner or be involved with other entities/organizations/groups in planning, designing and carrying out grant activities.  Also specify the role(s) of each partner in planning, designing and carrying out grant activities.

4. 
SCHEDULE #4B - COLLABORATION/COORDINATION IS LIMITED TO TWO (2) PAGES, FRONT ONLY, FONT SIZE NOT LESS THAN 10 POINT.

· Any pages that exceed the specified page limitation will be removed prior to the review and scoring and will not be considered during the review.  

· Any pages with a font size smaller than 10 point will not be reviewed and will receive a score of zero (0).  

· Any schedules that do not conform to the specified format will not be reviewed and will receive a score of zero (0).

· All narrative schedules must be typed.  Any hand-written narrative schedules will not be reviewed and will receive a score of zero (0).
5. Amendments:  Submit this schedule only if there are any changes.  Indicate the amendment number in the space provided.  Submit the schedule in its entirety, underlining any additions or changes and crossing through any deletions.
Program Planning Step 6 – Identify the resources needed to carry out the activities 


(See Budget Schedules #3-#3G)

GENERAL INSTRUCTIONS FOR SCHEDULE #4C - PROGRAM EVALUATION DESIGN
THIS SCHEDULE MUST BE COMPLETED AND INCLUDED IN THE APPLICATION.
Program Planning Step 7 - Determine Evaluation Plan/Design
1. Purpose of Evaluation -- The overall purpose of the evaluation is to determine whether the program met its stated goals and achieved the desired results based on the objectives and performance indicators established by the grantee.  Evaluations may be conducted for each of the selected programs according to guidelines approved by Texas LEARNS with input from the participating regions.  In order to be considered for funding, the applicant must state on this schedule that it will comply with any evaluation requirements that may be established by the TEA and/or Texas LEARNS, as agreed upon by the project participants and as described below, and that it will submit the evaluation reports in the format requested by the Agency.

a.
Evaluation Plan -- The applicant must describe an evaluation plan which addresses, in general, how the following will be determined.

1) To what extent were the activities of the project implemented as planned?

2) How effective were the activities in achieving the goals and objectives of the project?

3) What is the impact of the activities of the project on the participants?

The applicant must outline an evaluation design which incorporates both formative and summative evaluations. The evaluation plan should include clear benchmarks to monitor progress toward the identified local program objectives, as well as indicators to assess the impact on the stated goals.  Evaluation methods should produce both qualitative and quantitative data to the extent possible.  In describing the evaluation plan/design, the applicant must:

(1) Tell who will be performing the evaluation and how evaluators will be selected;

(2) Define evaluation criteria;

(3) Describe data gathering methods;

(4) Explain any test instruments or questionnaires to be used;

(5) Describe the process of data analysis;

(6) Describe how evaluation information will be used for program improvements, and

(7) Describe evaluation reports to be produced.

b.
Formative (process) Evaluation -- The process evaluation examines the conduct of the project, including a determination of the effectiveness of the planning, design, implementation, and evaluation of the project.  The applicant must provide a description of how process evaluation information will be obtained from program administrators and from participants (i.e., parents, teachers, students, others from the community, etc.) to determine the following:

1) the quality, type, and degree of planning, implementation, and evaluation of the project;

2) the quality, type, and degree of collaboration with adult education programs;

3) the quality, type, and level of professional development and training activities;

4) the quality, type, and level of services actually provided to collaborating partners;

5) the quality of any products/documents developed as part of the project;

6) the strengths and weaknesses of the project design, implementation, and evaluation, and

7) any recommendations for modifying or improving the program as a result of on-going evaluation activities.

c.
Summative (product) Evaluation -- The applicant must describe a product evaluation design to determine the extent to which the project achieved the desired results and to measure the impact of the program on the participants.  The product evaluation must measure the following at a minimum:

1) increase in the average hours of staff development provided to adult basic education, E.L. Civics, Corrections and Even-start staff. 

2) increase in the number of adult basic education, E.L. Civics, Corrections and Even-start staff to complete an adult credentialing project, and

3) improvement of literacy skills in learners in the various programs as measured by NRS performance outcomes and program improvement plans.

2. Evaluation of Long-Term Impact -- Applicants must also describe on this schedule how the long-term impact of program activities and services will be evaluated for the targeted population.  Consideration should be given to the longitudinal assessment of the progress of the targeted population for at least two years following the year of implementation of program services and activities.

3. SCHEDULE #4C - PROGRAM EVALUATION IS LIMITED TO TWO (2) PAGES, FRONT ONLY, FONT SIZE NOT LESS THAN 10 POINT.

· Any pages which exceed the specified page limitation will be removed prior to the review and scoring and will not be considered during the review.  

· Any pages with a font size smaller than 10 point will not be reviewed and will receive a score of zero (0).  

· Any schedules that do not conform to the specified format will not be reviewed and will receive a score of zero (0).

· All narrative schedules must be typed.  Any hand-written narrative schedules will not be reviewed and will receive a score of zero (0).
4. Amendments:  Submit this schedule only if there are any changes.  Indicate the amendment number in the space provided.  Submit the schedule in its entirety, underlining any additions or changes and crossing through any deletions.

GENERAL INSTRUCTIONS FOR SCHEDULE #4D

EQUITABLE ACCESS AND PARTICIPATION FOR STUDENTS, TEACHERS,

AND OTHER PROGRAM BENEFICIARIES

(This schedule is required to be completed and submitted for all federal grants funded
by the U. S. Department of Education)

In accordance with the General Education Provisions Act, Section 427, as amended by P. L. 103-382, Title II—Amendments to the General Education Provisions Act, the Secretary requires that each applicant for assistance under any program administered by the U.S. Department of Education develop and describe the steps that the applicant proposes to take to ensure equitable access to, and equitable participation in, the project or activity to be conducted with such assistance, by addressing the special needs of students, teachers, and other program beneficiaries in order to overcome barriers to equitable participation, including barriers based on gender, race, color, national origin, disability, and age. Applications that do not include this schedule are not eligible to be considered for funding.
In each column as applicable (i.e., Students, Teachers, and Other Beneficiaries), for each barrier identified by the applicant, mark an X beside the barrier to indicate the strategies that the applicant proposes to take to ensure equitable access to, and equitable participation in Adult Education Regional Training Coordination Center projects and activities. The same numbering sequence is used for all three groups of participants. Mark an X beside “000” if no barriers to equitable access and participation were identified by the applicant. Refer to the Instructions for Schedule #4D for additional information.

Applications that do not include this schedule are not eligible to be considered for funding.

Shared Services Arrangements:

Submit one composite schedule for all members of the shared services arrangement.
GENERAL INSTRUCTIONS FOR SCHEDULES #6A THROUGH 6F

1. Applicant should carefully review all provisions and assurances included in Schedules #6A through 6F as appropriate.  The applicant's signature on Schedule #1 - General Information indicates that the applicant has read and will comply with all of the requirements on these schedules.

2. Schedules #6A through #6F must be attached to each copy of the application.  An original signature of the authorized official on Schedule #1 indicates that the administrator has read and will comply with the terms outlined on these schedules.  Applications are not eligible to be funded until each copy contains Schedules #6A through #6E.

3. Schedule #6A is the General Provisions and Assurances which are applicable to all programs in this application.


4. Schedule #6B is the Debarment and Suspension Certification and is applicable to all federally-funded programs.


5. Schedule #6C, Lobbying Certification, and Schedule #6D, Disclosure of Lobbying Activities, are required for all federally-funded programs in which the total grant award may exceed $100,000.  Complete Schedule #6D only if the applicant is disclosing lobbying activities.  Mark Schedule #6D N/A (Not Applicable) if there are no lobbying activities to disclose.


6. Schedule #6E is Provisions and Assurances Under the No Child Left Behind Act (NCLB)  which are included if applicable to this program.

7. Schedule #6F is Program-Specific Provisions and Assurances applicable to the program(s) included in this application.

GENERAL INSTRUCTIONS FOR SCHEDULE #6B - DEBARMENT AND SUSPENSION CERTIFICATION
(Required for all federally funded grants regardless of the dollar amount.)

Definitions:

Lower Tier Participant - Any organization or person receiving a grant or contract.  This also includes subsequent subgrants and subcontracts.

Covered Transaction - The act of applying for federal funds or submitting a contract for federal funds.  
Lower Tier Transaction (1) any transaction other than a procurement contract for goods or services by a Lower Tier Participant with another entity or person, including a subgrant to another entity, regardless of the dollar amount, or (2) a procurement contract by a Lower Tier Participant to some other entity or person for goods or services, regardless of type, expected to equal or exceed a cumulative value of $25,000.

Principals - An administration head, key project/grant management person, officer, director, within the Lower Tier Participant's organization or within a suborganization or subcontractor.  (i.e., superintendents and the key person in the school district who will exert control or management influence over this project.  At a university, it would be the president and principal investigator.)

INSTRUCTIONS FOR CERTIFICATION

1.
By signing and submitting this application, the prospective lower tier participant is stating that it is neither debarred nor suspended.

2.
This certification is a material representation of fact upon which reliance was placed when this certification was signed.  If it is later determined that the prospective lower tier participant knowingly rendered an erroneous certification, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment from federal funds participation.

3.
The prospective lower tier participant shall provide immediate written notice to the organization to which this application is submitted if at any time the prospective lower tier participant learns that its certification was erroneous when submitted or has become erroneous by reason of changed circumstances.

4.
The terms "covered transaction," "debarred," "suspended," "ineligible," "lower tier covered transaction," "participant," "person," "primary covered transaction," "principal," "contract," and "voluntarily excluded," as used in this certification, have the meanings set out in the Definitions and Coverage sections of rules implementing Executive Order 12549.  You may contact the organization to which this application is submitted for assistance in obtaining a copy of those regulations.

5.
The prospective lower tier participant agrees by submitting this application that, should the proposed covered transaction be entered into, it shall not knowingly enter into any lower tier covered transaction with a person who is debarred, suspended, declared ineligible, or voluntarily excluded from participation in this covered transaction, unless authorized by the department or agency with which this transaction originated.

6.
The prospective lower tier participant further agrees by submitting this application that it will include the two-paragraph "CERTIFYING STATEMENT" without modification, in all lower tier covered transactions and in all solicitations for lower tier covered transactions.

7.
A participant in a covered transaction may rely upon a certification of a prospective participant in a lower tier covered transaction that it is not debarred, suspended, ineligible, or voluntarily excluded from the covered transaction, unless it knows that the certification is erroneous.  A participant may decide the method and frequency by which it determines the eligibility of its principals.  Each participant may, but is not required to, check the Nonprocurement List.

8.
Nothing contained in the foregoing shall be construed to require establishment of a system of records in order to render in good faith the certification required.  The knowledge and information of a participant is not required to exceed that which is normally possessed by a prudent person in the ordinary course of business dealings.

9.
Except for transactions authorized under paragraph 5 of these instructions, if a participant in a covered transaction knowingly enters into a lower tier covered transaction with a person who is suspended, debarred, ineligible, or voluntary excluded from participation in this transaction, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.

COMPLIANCE REQUIREMENT:  Pursuant to the requirement in number 7 above, for all procurement contracts equal to or Greater than $25,000, or for all subgrants, regardless of the dollar amount, the grantee must include the same two-paragraph “Certification Statement” on Schedule #6B in the solicitation for bid, the contract/written agreement, or the subgrant, as applicable.  The grantee may not issue a contract or subgrant to an entity that is debarred or suspended.

The signing of Schedule #1 - General Information by applicant indicates acceptance of all requirements described on this schedule.

GENERAL INSTRUCTIONS FOR SCHEDULE #6C - LOBBYING CERTIFICATION

(Required for all federally funded grants Greater than $100,000.)

1. This is a Congress of the United States and the U. S. Department of Education requirement.  The applicant must submit this schedule to the Agency for a federal funded application(s) with an approved amount in excess of $100,000.  The Agency will be unable to pay for any obligations established by the applicant unless this schedule is submitted.

2. In addition, if the applicant makes a subgrant or subcontract in excess of $100,000 to another organization of any type, then the applicant shall require this form to be filed with and retained by the applicant.  According to federal law, failure to obtain the certification subjects the applicant to civil penalties.

3. This certification states that the applicant is prohibited from using federal funds for influencing or attempting to influence any member of Congress or its employees or any federal agency employee concerning the making or awarding of a federal grant.

4. This certification also states that if the applicant pays or has paid any funds other than federal to anyone person or organization for influencing or attempting to influence any member of Congress or its employees, or any federal agency employee concerning the making or awarding of a federal grant, that the applicant will disclose to whom payments were made, how much money was involved and the type of work involved.  Applicants must use Schedule #6D - Disclosure of Lobbying Activities for complying with this disclosure requirement.  The applicant shall require this form to be filed with the applicant on any subgrants or subcontracts it makes in excess of $100,000 if funds have been spent as stipulated in this paragraph.  The applicant will then forward a legible copy of Schedule #6D - Disclosure of Lobbying Activities to the Texas Education Agency.

5. Additionally, this certification requires the applicant to incorporate the language of this certification into any award or contract documents for awarding subgrants or subcontracts that exceed $100,000 and that subgrantees and subapplicants shall certify and disclose accordingly.

The signing of Schedule #1 - General Information by applicant indicates acceptance of all requirements described on this schedule.

GENERAL INSTRUCTIONS FOR SCHEDULE #6D - DISCLOSURE OF LOBBYING ACTIVITIES
(To be completed and submitted only if the applicant has Lobbying Activities to disclose)

The filing of this form is required for each payment or agreement to make payment to any lobbying entity for influencing or attempting to influence an officer or employee of any federal agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with a covered Federal action.  Complete all items that apply for both the initial filing and material change report.

 1.
Identify the type of covered Federal action for which lobbying activity is and/or has been secured to influence the outcome of a covered Federal action.

 2.
Identify the status of the covered Federal action.

 3.
Identify the appropriate classification of this report.  If this is a follow-up report caused by a material change to the information previously reported, enter the year and quarter in which the change occurred.  Enter the date of the last previously submitted report by this reporting entity for this covered Federal action.


Each organization shall file a disclosure form at the end of each calendar quarter in which there occurs any event that requires disclosure or that materially affects the accuracy of the information contained in any disclosure form previously filed by such organization.  An event that materially affects the accuracy of the information reported includes:

(a) A cumulative increase of $25,000 or more in the amount paid or expected to be paid for influencing or attempting to influence a covered Federal action; or

(b) A change in the organization(s) or individual(s) influencing or attempting to influence a covered Federal action; or

(c) A change in the officer(s), employee(s), or Member(s) contacted to influence or attempt to influence a covered Federal action.

 4.
Enter the full name, address, city, state and zip code of the reporting entity.  Include Congressional District, if known.  Check the appropriate classification of the reporting entity that designates if it is, or expects to be, a prime or subaward recipient.  Identify the tier of the subawardee, e.g., the first subawardee of the prime is the 1st tier.  Subawards include but are not limited to subcontracts, subgrants and contract awards under grants.

 5.
If the organization filing the report in item 4 checks "Subawardee", then enter the full name, address, city, state and zip code of the prime Federal recipient.  Include Congressional District, if known.

 6.
Enter the name of the Federal agency making the award or loan commitment.  Include at least one organizational level below agency name, if known.  For example, Department of Transportation, United States Coast Guard.

 7.
Enter the Federal program name or description for the covered Federal action (item 1).  If known, enter the full Catalog of Federal Domestic Assistance (CFDA) number for grants, cooperative agreements, loans, and loan commitments.

 8.
Enter the most appropriate Federal identifying number available for the Federal action identified in item 1 (e.g., Request for Proposal (RFP) number; Invitation for Bid (IFB) number; grant announcement number; the contract, grant, or loan award number; the application/proposal control number assigned by the Federal agency).  Include prefixes, e.g., "RFP-DE-90-001."

 9.
For a covered Federal action where there has been an award by the Federal agency, enter the Federal amount of the award for the prime entity identified in item 4 or 5.

10.
(a) Enter the full name, address, city, state and zip code of the lobbying entity engaged by the reporting entity identified in item 4 to influence the covered Federal action.
(b) Enter the full names of the individual(s) performing services, and include full address if different from 10 (a).
Enter Last Name, First Name, and Middle Initial (MI).

[Items 11-15 were moved from Disclosure of Lobbying Activities form.]

16.
The certifying official shall sign and date the form, print his/her name, title, and telephone number.

Appendix 1

The following summary is provided for your convenience and as a "guide" only.  TEA accepts no responsibility for the interpretation of the cost principles as outlined below.  Grantees should consult the complete set of applicable cost principles to determine allowability and unallowability of costs prior to expending funds.  All costs must be budgeted and approved on Schedule #3 - Budget Summary in the applicable grant application prior to expenditure.  Some costs require specific prior approval in the application, in which case the line item must be specifically budgeted and approved by TEA prior to expenditure.

	COST PRINCIPLES

	Items of Cost
	OMB Circular A-87

State and Local Governments

(i.e., school districts, ESCs, and open enrollment charter schools operated by a governmental entity)


	OMB Circular A-122

Non-Profit Organizations

(i.e., includes open enrollment

charter schools operated by a non-profit organization)


	OMB Circular A-21

Educational Institutions (i.e., institutions of higher education)

(i.e., includes open enrollment charter schools operated by a college/university)



	Accounting
	Allowable.
	Not addressed.
	Not Addressed.

	Advertising
	Allowable for recruitment of grant personnel; procurement of goods and services; and disposal of surplus materials as specified in OMB A-87.
	Allowable for recruitment of grant personnel; procurement of goods and services; and disposal of surplus materials as specified in OMB A-122.

Unallowable for advertising that includes color, is excessive in size, or is for purposes other than recruitment of grant personnel (refer to section 44 of OMB A-122).
	Allowable for recruitment of grant personnel; procurement of goods and services; and disposal of surplus materials as specified in OMB A-21.

Unallowable for advertising that includes color, is excessive in size, or is for purposes other than recruitment of grant personnel (refer to section J.37 of OMB A-21).

	Advisory Councils
	Allowable with specific approval from TEA.  

NOTE:  Ed-Flex programs do not require specific approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved in the applicable grant application prior to expending funds.
	Not addressed.
	Not Addressed.

	Alcoholic Beverages
	Unallowable.
	Unallowable.
	Unallowable.


	Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Alumni/ae Activities
	Not addressed.
	Not addressed.
	Unallowable.

	Audit Services
	Allowable for audits conducted under the Single Audit Act (OMB Circular A-133).
	Not addressed, but allowable for audits conducted under the Single Audit Act (OMB Circular A-133).
	Not addressed, but allowable for audits conducted under the Single Audit Act (OMB Circular A-133).

	Automatic Electronic Data Processing
	Allowable.
	Not addressed.
	Not addressed.

	Awards for Participation
	Although not specifically addressed in OMB A-87, allowable when reasonable in cost and when necessary to accomplish program objectives.  Acceptable awards include certificates, plaques, ribbons, and small trophies nominal in cost, or inexpensive instructionally related items such as pens/pencils to be used in the classroom.
	Although not specifically addressed in OMB A-122, allowable when reasonable in cost and when necessary to accomplish program objectives.  Acceptable awards include certificates, plaques, ribbons, and small trophies nominal in cost, or inexpensive instructionally related items such as pens/pencils to be used in the classroom.
	Although not specifically addressed in OMB A-21, allowable when reasonable in cost and when necessary to accomplish program objectives.  Acceptable awards include certificates, plaques, ribbons, and small trophies nominal in cost, or inexpensive instructionally related items such as pens/pencils to be used in the classroom.

	Bad Debts
	Unallowable unless stipulated in program regulations.
	Unallowable.
	Unallowable.

	Bonding Costs
	Allowable for employees who handle grant funds when in accordance with sound business practices.
	Allowable for employees who handle grant funds when in accordance with sound business practices.
	Not addressed.

	Budgeting
	Allowable for development, preparation, presentation and execution of grant budgets.
	Not addressed, but allowable as in OMB A-87.
	Not addressed, but allowable as in OMB A-87.

	Civil Defense
	Not addressed.
	Not addressed.
	Generally allowable (costs are distributed to all institutional activities)

	Commencement and Convocation Costs
	Not addressed
	Not addressed.
	Unallowable except as specified in OMB A-21.

	Communication (includes telephone, FAX, postage, messenger service, electronic communications, etc.)
	Allowable.
	Allowable.
	Allowable.


	
Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Compensation for Personnel Services (includes salaries, wages, and fringe benefits)

(Refer to Instructions to Schedule 3B to "Documentation Required for Charges to Payroll" for additional information.)
	Allowable if costs are reasonable, comparable for similar work, and charges are supported with time distribution records or other documentation as stipulated in OMB A-87.
	Allowable if costs are reasonable, comparable for similar work, and charges are supported with personnel activity reports as stipulated in OMB A-122.
	Allowable if costs are reasonable and are supported with documentation that meets the criteria outlined in OMB A-21.

	Conferences/meetings
	Allowable when directly related to the grant program.
	Allowable when directly related to the grant program.
	Allowable when directly related to the grant program.

	Construction, remodeling, or alterations
	Generally not allowable.  Allowable only when specifically provided for in the authorizing program statute.
	Generally not allowable.  Allowable only when specifically provided for in the authorizing program statute.
	Generally not allowable.  Allowable only when specifically provided for in the authorizing program statute.

	Contingencies
	Unallowable.
	Unallowable.
	Unallowable.

	Contributions/Donations to Others
	Unallowable.
	Unallowable.
	Unallowable.

	Deans of Faculty and Graduate Schools
	Not addressed.
	Not addressed.
	Salaries and expenses are allowable as they apply to the management/ administration of a grant program.

	Defense, Prosecution, Claims and Appeals
	Unallowable for prosecution of claims against federal/state government. 
	Unallowable in defense of antitrust suit or prosecution of claims against federal/state government.  Other costs allowable or unallowable as stipulated in OMB A-122.
	Unallowable for prosecution of claims against federal/state government.  Other costs allowable or unallowable as stipulated in OMB A-21.

	Depreciation and Use Allowance
	Allowable based on acquisition cost as stipulated in OMB A-87.
	Allowable based on acquisition cost as stipulated in OMB A-122.
	Allowable based on acquisition cost as stipulated in OMB A-21.

	Disbursing Service
	Allowable for cost of disbursing funds by Treasurer or other designated officer.
	Not addressed.
	Not addressed.

	Displays, Demonstrations, and Exhibits
	Allowable when directly related to providing information about the grant program.
	Allowable when directly related to providing information about the grant program.
	Allowable when directly related to providing information about the grant program.

	Donations/Contributions to Others
	Unallowable.
	Unallowable.
	Unallowable.

	Employee Morale, Health and Welfare
	Allowable as stipulated in OMB A-87.
	Allowable as stipulated in OMB A-122.
	Allowable as stipulated in OMB A-21.


	Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Entertainment (including amusement, diversion, social activities, and ceremonials and any costs associated with such)
	Unallowable.
	Unallowable.
	Unallowable.

	Equipment and Other Capital Expenditures (includes shipping costs and ancillary charges)
	Allowable for specific grant purposes.  Items with unit acquisition cost of less than $5,000 do not require specific approval from TEA.

Items with unit acquisition cost of $5,000 or more require specific prior approval from TEA.

Improvements or repairs which materially increase the value or useful life of the equipment are allowable with specific approval from TEA.

Items requiring specific approval from TEA must be specifically budgeted and approved in the applicable grant application prior to expending funds.
	Allowable for specific grant purposes.  Items with unit acquisition cost of less than $5,000 do not require specific approval from TEA.

Items with unit acquisition cost of $5,000 or more require specific prior approval from TEA.

Improvements or repairs which materially increase the value or useful life of the equipment are allowable with specific approval from TEA.

Items requiring specific approval from TEA must be specifically budgeted and approved in the applicable grant application prior to expending funds.
	Allowable for specific grant purposes. Items with unit acquisition cost of less than $5,000 do not require specific approval from TEA.

Items with unit acquisition cost of $5,000 or more require specific prior approval from TEA.

Improvements or repairs which materially increase the value or useful life of the equipment are allowable with specific approval from TEA.

Items requiring specific approval from TEA must be specifically budgeted and approved in the applicable grant application prior to expending funds.

	Executive Lobbying Costs
	Unallowable.
	Unallowable.
	Unallowable.

	Field Trips
	Unallowable.
	Unallowable.
	Unallowable.

	Fines and Penalties
	Unallowable except when incurred as a result of compliance with specific federal award provisions.
	Unallowable except when incurred as a result of compliance with specific federal award provisions.
	Unallowable except when incurred as a result of compliance with specific federal award provisions.


	Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Food and Beverage Costs

(State Auditor’s Office Ruling; not specifically addressed in federal cost principles.)
	Unallowable for:

1. Refreshments for staff meetings/staff training.

2. Refreshments or meals at an awards banquet/function.

3. Decorations.

4. Food and beverage costs related to: entertainment, recreation, amusement, or social activities.

5. Any food and beverage costs not necessary to accomplish the objectives of the grant program.

Allowable for:

1. Nutritional snacks for students participating in extended-day program or after-school tutorials, or child care while parents are participating in grant activities or nutrition education program.

2. Refreshments for parent meetings/parent involvement activities (only when necessary to encourage attendance such as in low-income areas and to accomplish objectives of the grant program). Includes snacks for children receiving child care while parents are participating in activities.
	Unallowable for:

1. Refreshments for staff meetings/staff training.

2. Refreshments or meals at an awards banquet/function.

3. Decorations.

4. Any food and beverage costs not necessary to accomplish the objectives of the grant program.

5. Any food and beverage costs not necessary to accomplish the objectives of the grant program.

Allowable for:

1. Nutritional snacks for students participating in extended-day program or after-school tutorials, or child care while parents are participating in grant activities or nutrition education program.

2. Refreshments for parent meetings/parent involvement activities (only when necessary to encourage attendance such as in low-income areas and to accomplish objectives of the grant program). Includes snacks for children receiving child care while parents are participating in activities.
	Unallowable for:

1. Refreshments for staff meetings/staff training.

2. Refreshments or meals at an awards banquet/function.

3. Decorations.

4. Any food and beverage costs not necessary to accomplish the objectives of the grant program.

5. Any food and beverage costs not necessary to accomplish the objectives of the grant program.

Allowable for:

1. Nutritional snacks for students participating in extended-day program or after-school tutorials, or child care while parents are participating in grant activities or nutrition education program.

2. Refreshments for parent meetings/parent involvement activities (only when necessary to encourage attendance such as in low-income areas and to accomplish objectives of the grant program).  Includes snacks for children receiving child care while parents are participating in activities.


	Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Fringe benefits (employees)
	Allowable.
	Allowable.
	Allowable.

	Fundraising, including financial campaigns and solicitation of gifts, donations, contributions, etc.
	Unallowable. 


	Unallowable.

	Unallowable.

	Gains and Losses on Disposition of Assets
	Allowable as stipulated in OMB A-87.
	Allowable as stipulated in OMB A-122.
	Allowable as stipulated in OMB A-21.

	General Government Expenses
	Unallowable.
	Not addressed.
	Not addressed.

	Gifts or items that appear to be gifts
	Unallowable.
	Unallowable.
	Unallowable.

	Goods and Services for Personal Use
	Unallowable.
	Unallowable.
	Unallowable.

	Hospitality Rooms
	Unallowable.
	Unallowable.
	Unallowable.

	Housing and Personal Living Expenses.
	Unallowable.
	Allowable for organization's officers when necessary for performance of grant award with specific approval by TEA.
	Unallowable.

	Idle Facilities and Capacity
	Unallowable except to meet fluctuations in workload or because of changes in program requirements.

Allowable only when a normal part of doing business and for a reasonable period of time as specified in OMB A-87.
	Unallowable except to meet fluctuations in workload or because of changes in program requirements.

Allowable only when a normal part of doing business and for a reasonable period of time as specified in OMB A-87.
	Not addressed.


	Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Insurance and Indemnity
	Insurance is allowable when pursuant to the grant award and when in accordance with the governmental unit's policy and sound business practice.  

Insurance not required or pursuant to the grant award is allowable only with specific approval by TEA.  

NOTE:  Ed-Flex programs do not require prior approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved by TEA in the applicable application prior to the expenditure of funds.

Insurance or contributions to a reserve to cover loss or damage to Federal government property (i.e., the federal government has direct title to the property and is allowing the grantee organization to use or to occupy the property.  Federal government property does not include property purchased by the LEA with grant funds for which the LEA maintains title to the property).  This is allowable only with prior specific approval by TEA.  

NOTE:  Ed-Flex programs do not require prior approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved by TEA in the applicable application prior to the expenditure of funds.


	Insurance is allowable when pursuant to the grant award and when in accordance with the organization's policy and sound business practice.  

Insurance not required or pursuant to the grant award is allowable only with specific approval by TEA.  

NOTE:  Ed-Flex programs do not require prior approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved by TEA in the applicable application prior to the expenditure of funds.

Insurance for a reserve covering the risk of loss or damage to Federal property is allowable only to the extent that the organization is liable for such loss or damage.

Actual losses which could have been covered by insurance are unallowable except as provided for in OMB A-122.  

Cost of insurance to a reserve for self-insurance programs are allowable as specified in OMB A-122. allowable only with specific approval by TEA.  


	Insurance is allowable when pursuant to the grant award and when in accordance with the institution's policy and sound business practice.  

Insurance not required or pursuant to the grant award is allowable only with specific approval by TEA.  

NOTE:  Ed-Flex programs do not require prior approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved by TEA in the applicable application prior to the expenditure of funds.

Insurance for a reserve covering the risk of loss or damage to Federal property is allowable only to the extent that the organization is liable for such loss or damage.

Actual losses which could have been covered by insurance are unallowable except as provided for in OMB A-21.  

Cost of insurance to a reserve for self-insurance programs are allowable as specified in OMB A-21.





	Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Insurance and Indemnity (cont'd)
	Indemnification (compensation for loss or damage -- includes securing the LEA against liabilities to third persons and other losses not compensated by insurance or otherwise) is allowable only with specific approval by TEA.  

NOTE:  Ed-Flex programs do not require prior approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved by TEA in the applicable application prior to the expenditure of funds.

Actual losses which could have been covered by insurance are unallowable except as provided for in OMB A-87.  

Cost of insurance to a reserve for self-insurance programs are allowable as specified in OMB A-87. 


	
	

	Interest
	Interest paid (or incurred) to an external party during the grant period for building purchase, construction, or remodeling completed on or after October 1, 1980 (as specifically outlined in OMB A-87) is allowable.  Interest paid or incurred during the grant period for equipment (as specifically outlined in OMB A-87) is allowable. 
	Interest on debt paid (or incurred) to an external party to acquire or replace capital assets, including renovations, alterations, and equipment, is allowable as specifically outlined in OMB A-122.
	Interest paid to an external party for building purchase, construction, remodeling, or equipment is allowable as specifically outlined in OMB A-21.

	Investment Management Costs 
	Allowable if for pensions and self-insurance funds.

Unallowable if solely to enhance income.
	Allowable if for pensions and self-insurance funds.

Unallowable if solely to enhance income.
	Unallowable if solely to enhance income.  Costs related to custody and control of monies and securities are allowable.


	Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Labor Relations
	Not addressed.
	Allowable as specified in OMB A-122.
	Allowable as specified in OMB A-21.

	Legal Expenses
	Allowable when required for the administration of a grant program.

Legal expenses for claims against the federal or state government are unallowable.
	Allowable when required for the administration of a grant program.

Legal expenses for claims against the federal or state government are unallowable.
	Allowable when required for the administration of a grant program.

Legal expenses for claims against the federal or state government are unallowable.

	
	
	
	

	Legislative Expenses and Expenses for Similar Governmental Bodies (such as school boards)
	Unallowable.
	Unallowable.
	Unallowable.

	Lobbying
	Unallowable.
	Unallowable.
	Unallowable.

	Losses on other Awards
	Unallowable (see section 41 of OMB A-87, Underrecovery of costs under Federal Agreements)
	Unallowable.
	Unallowable.

	Maintenance, Operations, and Repair 
	Maintenance and operation of building space used for grant activities is allowable as specified in OMB A-87. 

Costs which add to the permanent value of property or prolong its life shall be treated as capital expenditures.

Maintenance and repair of property and equipment is allowable with specific approval by TEA when it materially increases the value or useful life of the property or equipment.  These costs must be specifically budgeted and approved by TEA in the applicable grant application prior to expenditures.


	Maintenance and operation of building space used for grant activities is allowable as specified in OMB A-122. 

Costs which add to the permanent value of property or prolong its life shall be treated as capital expenditures.

Maintenance and repair of property and equipment is allowable with specific approval by TEA when it materially increases the value or useful life of the property or equipment.  These costs must be specifically budgeted and approved by TEA in the applicable grant application prior to expenditures.


	Maintenance and operation of building space used for grant activities is allowable as specified in OMB A-21. 

Costs which add to the permanent value of property or prolong its life shall be treated as capital expenditures.

Maintenance and repair of property and equipment is allowable with specific approval by TEA when it materially increases the value or useful life of the property or equipment.  These costs must be specifically budgeted and approved by TEA in the applicable grant application prior to expenditures.

	Materials and Supplies (includes shipping costs)
	Allowable.
	Allowable.
	Allowable.


	
Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Meetings/Conferences (includes rental of meeting space and equipment; supplies/materials; consultant fees, etc.)

Grant funds may not be used to pay for souvenirs, memorabilia, promotional items, or gifts.
	Allowable for dissemination of information related to the grant program.

Refreshments for meetings/
conferences are not allowable.  Group meals (i.e., banquets, luncheons, etc.) for meetings/
conferences are not allowable except as described in the section on "Food Costs".


	Allowable for dissemination of information related to the grant program.

Refreshments for meetings/
conferences are not allowable.  Group meals (i.e., banquets, luncheons, etc.) for meetings/
conferences are not allowable except as described in the section on "Food Costs".  


	Allowable for dissemination of information related to the grant program.

Refreshments for meetings/
conferences are not allowable.  Group meals (i.e., banquets, luncheons, etc.) for meetings/
conferences are not allowable except as described in the section on "Food Costs".  



	Memberships
	Allowable for membership with business, professional and technical organizations related to the grant program.  Membership must be in the name of the grantee organization and not in the name of an individual.

Memberships in civic, community, or social organizations are allowable only with prior specific approval from TEA. 

NOTE:  Ed-Flex programs do not require prior approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved by TEA in the applicable application prior to the expenditure of funds.

Memberships in organizations substantially engaged in lobbying are unallowable.
	Allowable for membership with business, professional and technical organizations related to the grant program.  Membership must be in the name of the grantee organization and not in the name of an individual.

Memberships in civic or community organizations are allowable only with prior specific approval from TEA. 

NOTE:  Ed-Flex programs do not require prior approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved by TEA in the applicable application prior to the expenditure of funds.

Memberships in social clubs are unallowable.
	Allowable for membership with business, professional and technical organizations related to the grant program.  Membership must be in the name of the grantee organization and not in the name of an individual.

Memberships in civic or community organizations or social clubs are unallowable.

	Memorabilia
	Unallowable.
	Unallowable.
	Unallowable.


	
Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Motor Pools
	Allowable for grant purposes.
	Not addressed.
	Not addressed.

	Organization Costs

(related to the establishment or reorganization of an organization such as management consultants, accountants, attorneys, or investment consultants)
	Not addressed.
	Allowable only with specific approval from TEA for costs associated with establishment or reorganization of organization.

These costs must be specifically budgeted and approved in the applicable grant application prior to expending funds.
	Not addressed.

	Participant Support Costs (such as stipends, travel, registration fees, etc.)
	Not addressed in OMB Circular A-87.  TEA allows participant support costs which are reasonable and necessary to accomplish the objectives of the project.
	Allowable only with specific approval from TEA.

NOTE:  Ed-Flex programs do not require prior approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved in the applicable grant application prior to expending funds.

TEA allows participant support costs which are reasonable and necessary to accomplish the objectives of the project.
	Not addressed in OMB Circular A-21.  TEA allows participant support costs which are reasonable and necessary to accomplish the objectives of the project.

	Patents
	Not addressed.
	Allowable if required by grant agreement and as specified in OMB A-122.
	Allowable if required by grant agreement and as specified in OMB A-21.

	Plant Security Costs
	Not addressed.
	Allowable where directly related to the conduct of grant activities.
	Allowable where directly related to the conduct of grant activities.

	Pre-Award (Pre-Agreement) Costs
	Unallowable unless specific approval is given by TEA.  

NOTE:  Ed-Flex programs do not require specific approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved in the applicable grant application prior to expending funds.
	Unallowable unless specific approval is given by TEA.  

NOTE:  Ed-flex programs do not require specific approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved in the applicable grant application prior to expending funds.
	Unallowable unless specific approval is given by TEA.  

NOTE:  Ed-flex programs do not require specific approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved in the applicable grant application prior to expending funds.


	Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Pre-Award (Pre-Agreement) Costs (cont'd)
	Pre-award costs are allowable only to the extent that they would have been allowable if incurred after the effective date of the award.
	Pre-award costs are allowable only to the extent that they would have been allowable if incurred after the effective date of the award.
	Pre-award costs are allowable only to the extent that they would have been allowable if incurred after the effective date of the award.

	Professional and Consultant Services
	Allowable when provided by non-employees and when the grantee organization does not possess the expertise.  

"Honorariums" are not allowable costs in Texas.  The term "fee" must be used in lieu of honorarium in all accounting records and consultant agreements.
	Allowable when provided by non-employees and when the grantee organization does not possess the expertise.  Refer to OMB A-122 for additional specifications.

"Honorariums" are not allowable costs in Texas.  The term "fee" must be used in lieu of honorarium in all accounting records and consultant agreements.
	Allowable when provided by non-employees and when the grantee organization does not possess the expertise.  Refer to OMB A-21 for additional specifications.

"Honorariums" are not allowable costs in Texas.  The term "fee" must be used in lieu of honorarium in all accounting records and consultant agreements.

	Promotional Items (such as T-shirts, caps, tote bags, key chains, etc.)
	Unallowable.
	Unallowable.
	Unallowable.

	Proposal Costs (i.e., preparing grant applications/proposals)
	The cost of preparing grant applications for continuing formula entitlement grant programs is allowable as a pre-award cost requiring prior specific approval by TEA. 
NOTE:  Ed-Flex programs do not require prior approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved by TEA in the applicable application prior to the expenditure of funds.

TEA does not allow costs of preparing grant applications/
proposals for competitive discretionary grants.  

Costs for preparing applications/
proposals to obtain other grant monies are not allowable.


	The cost of preparing grant applications for continuing formula entitlement grant programs is allowable as a pre-award cost requiring prior specific approval by TEA.  

NOTE:  Ed-Flex programs do not require prior approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved by TEA in the applicable application prior to the expenditure of funds.

TEA does not allow costs of preparing grant applications/
proposals for competitive discretionary grants.  

Costs for preparing applications/
proposals to obtain other grant monies are not allowable.


	The cost of preparing grant applications for continuing formula entitlement grant programs is allowable as a pre-award cost requiring prior specific approval by TEA.  

NOTE:  Ed-Flex programs do not require prior approval from TEA. For all other grant programs, these costs must be specifically budgeted and approved by TEA in the applicable application prior to the expenditure of funds.  

TEA does not allow costs of preparing grant applications/
proposals for competitive discretionary grants.  

Costs for preparing applications/
proposals to obtain other grant monies are not allowable.


	Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Public Relations
	Allowable only when specifically required by the grant award; for communicating with the public with regard to grant activities; or to keep the public informed on matters of public concern and as specified in OMB A-87, Attachment B, section 2.d.

Costs of public relations designed solely to promote the LEA are unallowable.
	Allowable only when specifically required by the grant award; for communicating with the public with regard to grant activities; or to keep the public informed on matters of public concern and as specified in OMB A-122, Attachment B, section 1.

Costs of public relations designed solely to promote the organization are unallowable.
	Allowable only when specifically required by the grant award; for communicating with the public with regard to grant activities; or to keep the public informed on matters of public concern and as specified in OMB A-21, section J.1.

Costs of public relations designed solely to promote the institution are unallowable.

	Publication and Printing Costs (includes distribution and mailing of publications)
	Allowable.
	Allowable as indirect costs.  Allowable as direct cost to grant program only with specific approval from TEA.

NOTE:  Ed-Flex programs do not require specific approval from TEA.  For all other grant programs, these costs be specifically budgeted and approved in the applicable grant application prior to expending funds.
	Not addressed.

	Rearrangements and Alterations
	Allowable for ordinary alterations unless prohibited in program requirements.  Prior approval required by TEA if costs are incurred specifically for a grant.  These costs must be specifically budgeted and approved in the applicable grant application prior to expending funds.


	Allowable for ordinary alterations unless prohibited in program requirements.  Prior approval required by TEA if costs are incurred specifically for a grant. These costs must be specifically budgeted and approved in the applicable grant application prior to expending funds.
	Allowable for ordinary alterations unless prohibited in program requirements.  Prior approval required by TEA if costs are incurred specifically for a grant. These costs must be specifically budgeted and approved in the applicable grant application prior to expending funds.

	Reconversion Costs
	Allowable to restore facility to condition existing immediately prior to the grant award (less costs related to normal wear and tear).
	Allowable to restore facility to condition existing immediately prior to the grant award (less costs related to normal wear and tear).
	Allowable to restore facility to condition existing immediately prior to the grant award (less costs related to normal wear and tear).

	Recruiting and Relocation Costs
	Not addressed.
	Allowable as specified in OMB A-122.  
	Allowable as specified in OMB A-21.


	
Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Reference Materials
	Not specifically addressed, but allowable when related to the grant program.
	Not specifically addressed, but allowable when related to the grant program.
	Not specifically addressed, but allowable when related to the grant program.

	Rental Costs
	Allowable to the extent that the rates are comparable to that of other rental property in the locale and as specified in OMB A-87.
	Allowable to the extent that the rates are comparable to that of other rental property in the locale and as specified in OMB A-122.
	Allowable to the extent that the rates are comparable to that of other rental property in the locale and as specified in OMB A-21.

	Royalties and Other Costs for Use of Patents
	Not addressed.
	Allowable as specified in OMB A-122
	Allowable as specified in OMB A-21.

	Sabbatical Leave Cost
	Not addressed.
	Not addressed.
	Allowable provided Institution has uniform policy.

	Scholarships and Student Aid Costs
	Not addressed.
	Not addressed.
	Allowable only when the purpose of the grant is to provide training to selected participants and with specific approval from TEA as specified in OMB A-21.

	Selling and Marketing
	Not addressed.
	Unallowable for selling or marketing any products or services of the organization.

Allowable as direct costs with specific approval from TEA when they are necessary for the performance of the grant program. 
	Unallowable.

	Severance Pay
	Allowable if required by law, employer-employee agreement, or agency policy as specified in OMB A-87, section 11 g. Specific prior approval required from TEA on a case-by-case basis for unusual or mass layoff costs
	Allowable if required by law, employer-employee agreement, or agency policy as specified in OMB A-122.  Specific prior approval required from TEA on a case-by-case basis for unusual or mass layoff costs.
	Allowable if required by law, employer-employee agreement, or agency policy as specified in OMB A-21.  Specific prior approval required from TEA on a case-by-case basis for unusual or mass layoff costs.

	Souvenirs
	Unallowable.
	Unallowable.
	Unallowable.

	Specialized Service Facilities
	Not addressed.
	Allowable as specified in OMB A-122
	Allowable as specified in OMB A-21.

	Student Activity Cost
	Not addressed.
	Not addressed.
	Unallowable unless specifically approved by TEA as part of the grant agreement.  These costs must be specifically budgeted and approved in the applicable application prior to expenditures.




	Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Subscriptions
	Allowable for business, professional, and technical periodicals when related to grant program.  Subscriptions must be in the name of the grantee organization and not in the name of an individual.
	Allowable for business, professional, and technical periodicals when related to grant program.  Subscriptions must be in the name of the grantee organization and not in the name of an individual.
	Allowable for business, professional, and technical periodicals when related to grant program.  Subscriptions must be in the name of the grantee organization and not in the name of an individual.

	Taxes
	Allowable except for self-assessed taxes
	Allowable as specified in OMB A-122
	Allowable as specified in OMB A-21.

	Termination of Grant Award
	Not addressed.
	Allowable as specified in OMB A-122
	Allowable as specified in OMB A-21.

	Training and Education
	Training for employee development is allowable.

Although not addressed in OMB A-87, college level courses are allowable only when the courses are relative to the field in which the employee is now working or may reasonably be expected to work.
	Training for employee development is allowable.  

College level courses are allowable only when the courses are relative to the field in which the employee is now working or may reasonably be expected to work and are limited to the restrictions in OMB A-122.
	Although not specifically addressed in OMB A-21, training for employee development is allowable.  

College level courses are allowable only when the courses are relative to the field in which the employee is now working or may reasonably be expected to work.

	Transportation of Goods
	Allowable for transporting goods purchased with grant funds.
	Allowable for transporting goods purchased with grant funds.
	Allowable for transporting goods purchased with grant funds.

	Travel Costs (for employees)
	Allowable for employees traveling on official business incident to grant program. 

Costs may not exceed maximum allowable rates for in-state or out-of-state travel.  

In-State Travel:

Mileage not to exceed 35 cents per mile or local policy, whichever is less. Airfare at lowest available airfare.

Car rental (allowable only where rental car is more cost effective than other transportation such as taxi or shuttle).

Actual cost of lodging not to exceed $80 per night.

Actual cost of meals not to exceed $30 per day.

Registration fees to attend conferences/seminars.


	Allowable for employees traveling on official business incident to grant program.

Costs may not exceed maximum allowable rates for in-state or out-of-state travel.  

In-State Travel:

Mileage not to exceed 35 cents per mile or local policy, whichever is less. Airfare at lowest available airfare.

Car rental (allowable only where rental car is more cost effective than other transportation such as taxi or shuttle).

Actual cost of lodging not to exceed $80 per night.

Actual cost of meals not to exceed $30 per day.

Registration fees to attend conferences/seminars.
	Allowable for employees traveling on official business incident to grant program. 

Costs may not exceed maximum allowable rates for in-state or out-of-state travel.  

In-State Travel:

Mileage not to exceed 35 cents per mile or local policy, whichever is less. Airfare at lowest available airfare.

Car rental (allowable only where rental car is more cost effective than other transportation such as taxi or shuttle).

Actual cost of lodging not to exceed $80 per night.

Actual cost of meals not to exceed $30 per day.

Registration fees to attend conferences/seminars.



	Items of Cost
	OMB Circular A-87
	OMB Circular A-122
	OMB Circular A-21

	Travel Costs (for employees) (continued)
	Out-of-State Travel:

Reimbursement for mileage may not exceed the rate established by the Texas Comptroller or local policy, whichever is less.
Airfare at lowest available airfare.

Car rental (allowable only where rental car is more cost effective than other transportation such as taxi or shuttle).

Actual cost of lodging and meals not to exceed federal government rates for the locale.

For all travel, if local policy is less, reimbursement may not exceed local policy.  If local policy is more, any amount above the maximum allowable state rates must be paid from state or local sources.

Specific approval required for travel of officials (i.e., Supt., Exec. Dir., etc.).  For all other programs except Ed-Flex programs, such costs must be budgeted in the applicable application and approved by TEA prior to expenditure of funds.  NOTE:  Ed-Flex programs do not require specific approval.  

Air travel by other than commercial airlines is unallowable.
	Out-of-State Travel:

Reimbursement for mileage may not exceed the rate established by the Texas Comptroller or local policy, whichever is less.
Airfare at lowest available airfare.

Car rental (allowable only where rental car is more cost effective than other transportation such as taxi or shuttle).

Actual cost of lodging and meals not to exceed federal government rates for the locale.

For all travel, if local policy is less, reimbursement may not exceed local policy.  If local policy is more, any amount above the maximum allowable state rates must be paid from state or local sources.

Specific approval required for travel of officials (i.e., Supt., Exec. Dir., etc.).  For all other programs except Ed-Flex programs, such costs must be budgeted in the applicable application and approved by TEA prior to expenditure of funds.  NOTE:  Ed-Flex programs do not require specific approval.
	Out-of-State Travel:

Reimbursement for mileage may not exceed the rate established by the Texas Comptroller or local policy, whichever is less.
Airfare at lowest available airfare.

Car rental (allowable only where rental car is more cost effective than other transportation such as taxi or shuttle).

Actual cost of lodging and meals not to exceed federal government rates for the locale.

For all travel, if local policy is less, reimbursement may not exceed local policy.  If local policy is more, any amount above the maximum allowable state rates must be paid from state or local sources.

Specific approval required for travel of officials (i.e., Supt., Exec. Dir., etc.).  For all other programs except Ed-Flex programs, such costs must be budgeted in the applicable application and approved by TEA prior to expenditure of funds.  NOTE:  Ed-Flex programs do not require specific approval.

	Trustees
	Not addressed.
	Travel costs pertaining to the conduct of grant activities are allowable.
	Travel costs pertaining to the conduct of grant activities are allowable.

	Tuition and fees related to tuition
	Allowable as it pertains specifically to the grant program.
	Not specifically addressed, but allowable as it pertains to the grant program.
	Not specifically addressed, but allowable as it pertains to the grant program.

	Underrecovery of Costs under Federal Agreements
	Unallowable.
	Not addressed.
	Not addressed.

	Utilities
	Allowable for grant activities conducted before or after school, weekends, or during the summer.
	Allowable for grant activities conducted before or after school, weekends, or during the summer.
	Allowable for grant activities conducted before or after school, weekends, or during the summer.
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Appendix B 
Adult Education and Family Literacy Service Regions 2003-2004

(Even Start Projects were pending funding at time of this printing.  

Contact Texas LEARNS toll free at 866-696-4233 for current information)

Far West Region
	Far West Region
	Organization Name
	Grant Type
	Contact (first)
	Contact (last)
	Phone
	Address
	City
	Zip

	Far West
	Avance- El Paso
	Even Start (cont)
	Ernesto
	Mata 
	915-351-2419
	720 Arizona Ave. Suite 1
	El Paso
	79902

	Far West
	Avance-El Paso
	EL Civics
	Sanjay
	Mathur
	915-351-2419
	720 Arizona Ave.
	El Paso
	79902

	Far West
	Canutillo ISD
	Even Start (compet.)
	
	
	
	
	
	

	Far West
	El Paso Community College
	EL Civics
	Al
	Lawrence
	915-831-4463
	P.O. Box 20500
	El Paso
	79998

	Far West
	EL Paso ISD
	ABE
	Blanca
	Andrade
	915-533-9072
	6531 Boeing
	El Paso
	79925

	Far West
	El Paso ISD
	TANF
	Blanca
	Andrade
	915-533-9072
	6531 Boeing
	El Paso
	79925

	Far West
	Opportunity Center for the Homeless
	EL Civics
	Stephen
	Mills
	915-577-0069
	1208 Myrtle Ave.
	El Paso
	79901

	Far West
	Socorro ISD
	ABE
	Vicki
	Smith
	915-937-1714
	12300 Eastlake Dr.
	El Paso
	79927

	Far West
	Socorro ISD
	EL Civics
	Vicki
	Smith
	915-937-1714
	12300 Eastlake Dr.
	El Paso
	79927

	Far West
	Socorro ISD
	Even Start (cont)
	Martha
	Serna 
	915-937-1700
	313 S. Rio Vista
	El Paso
	79927

	Far West
	Socorro ISD
	TANF
	Vicki L.
	Smith
	915-937-1714
	313 S. Rio Vista
	El Paso
	79927

	Far West
	Texas A&M Research Foundation
	Even Start
	Sandra
	Padilla
	915-860-9528
	10400 Socorro Road
	El Paso
	79927

	Far West
	Texas A&M Research Foundation (El Paso)
	EL/Civics
	Pima 
	Garcia
	915-860-9528
	104000  Socorro Road 
	El Paso
	79927

	Far West
	Ysleta ISD
	ABE
	Irma
	Trujillo
	915-434-9401
	121 Padres Dr.
	El Paso
	79907

	Far West
	Ysleta ISD
	EL Civics
	Irma
	Trujillo
	915-434-9401
	121 Padres Dr.
	El Paso
	79907

	Far West
	Ysleta ISD
	TANF
	Lionel
	Nava
	915-434-9401
	121 Padres Drive
	El Paso
	79907


West Region
	West Region
	Organization Name
	Grant Type
	Contact (first)
	Contact (last)
	Phone
	Address
	City
	Zip

	West
	Abilene ISD
	ABE/Corrections
	Marilyn
	Flournoy
	325-671-4419
	1101 S. 9th
	Abilene
	79602

	West
	Abilene ISD
	EL Civics
	Marilyn
	Flournoy
	325-671-4419
	1101 S. 9th
	Abilene
	79602

	West
	Abilene ISD
	TANF
	Marilyn
	Flournoy
	325-671-4419
	1929 S. 11th
	Abilene
	79602

	West
	Howard College
	TANF
	Debbie
	Klepper
	915-264-5014
	1001 Birdwell Lane
	Big Spring
	79720

	West
	Howard College-Big Spring
	ABE/Corrections
	Debbie
	Klepper
	432-264-5014
	1001 Birdwell Lane
	Big Spring
	79720

	West
	Howard College-San Angelo
	ABE/Corrections
	Paula
	Wojtek
	325-659-3630
	309 W. Avenue M
	San Angelo
	76903

	West
	Howard College-San Angelo
	EL Civics
	Paula
	Wojtek
	325-659-3630
	309 W. Avenue M
	San Angelo
	76903

	West
	Lubbock ISD
	Even Start (cont)
	Kathy
	Carrillo
	806-749-2480
	4101 Avenue D.
	Lubbock
	79405

	West
	Midland College
	ABE/Corrections
	Cynthia
	Turland
	915-685-4567
	3600 North Garfield
	Midland
	79705

	West
	Midland College
	TANF
	Cynthia
	Turland
	915-685-4567
	3600 North Garfield
	Midland
	79705

	West
	Midland ISD
	Even Start (compet)
	
	
	
	
	
	

	West
	Odessa College
	TANF
	John
	Tucker
	915-333-7413
	201 W. University
	Odessa
	79764

	West
	Odessa College 
	ABE
	John 
	Tucker
	915-333-7408
	201 W. University
	Odessa
	79764

	West
	Presidio ISD
	EL Civics
	Les
	Vela
	432-229-3008
	P.O. Box 1401
	Presidio
	79845

	West
	Region 16- Amarillo
	ABE
	Jerry
	Beasley
	806-677-5300
	5800 Bell Street
	Amarillo
	79109

	West
	Region 16, ESC
	TANF
	Jerry
	Beasley
	806-677-5300
	5800 Bell Street
	Amarillo
	79109

	West
	Region 17- Lubbock
	ABE
	Freddye
	Harrell 
	806-766-1540
	1601 24th Street
	Lubbock
	79411

	West
	Region 17, ESC
	TANF
	Freddye
	Harrell
	806-766-1540
	1601 24th Street
	Lubbock
	79411

	West
	San Angelo Housing Authority
	Even Start (cont)
	Sara
	Reynolds
	915-659-3680
	1501 Beauregard
	San Angelo
	76901

	West
	San Angelo ISD
	ABE
	
	
	
	
	
	


North Region
	North Region
	Organization Name
	Grant Type
	Contact (first)
	Contact (last)
	Phone
	Address
	City
	Zip

	North
	Arlington ISD
	EL/Civics
	Jana 
	White
	817-419-1303
	701 E. Arbrook La Arlinton 
	Arlington
	76014

	North
	Arlington ISD
	Even Start (cont)
	Patricia
	Williams
	817-801-2080
	2315 Stonegate
	Arlington
	76010

	North
	Avance- Dallas
	Even Start (cont)
	Barbara
	Batista
	214-637-5437
	5330 Nomas
	Dallas
	75212

	North
	Carrollton-Farmers Branch ISD
	EL/Civics
	Gonzalo
	 Ramirez
	972-466-6134
	1445 N. Perry Road 
	Carrolton
	75006

	North
	Ceder Hills Cons ISD
	Even Start (cont)
	Ina
	Pryce
	972-291-8147 ext 245
	270 S. Hwy 67, Bldg. B
	Cedar Hill
	75104

	North
	Cleburne ISD
	ABE/Corrections
	Sharron
	Miles
	817-202-1133
	103 S. Walnut
	Cleburne
	76033

	North
	Cleburne ISD
	EL Civics
	Sharron
	Miles
	817-202-1133
	103 S. Walnut
	Cleburne
	76033

	North
	Cleburne ISD
	TANF
	Sharron
	Miles
	817-202-1133
	103 S. Walnut
	Cleburne
	76033

	North
	Dallas ISD
	ABE/Corrections
	Martin 
	Riojas
	972-749-2525
	5000 S. Malcolm X Blvd 
	Dallas
	75215

	North
	Dallas ISD
	EL/Civics
	Martin 
	Riojas
	972-749-2690
	5000 S. Malcolm X Blvd 
	Dallas
	75215

	North
	Dallas ISD
	Even Start (cont)
	Sylvia
	Bougacha
	214-932-7390
	3434 So. R.L. Thornton Frwy.
	Dallas
	75224

	North
	Dallas ISD
	TANF
	Martin
	Riojas
	972-749-2690
	5000 S. Malcolm X. Blvd.
	Dallas
	75215

	North
	Denton ISD
	ABE
	Steve
	Johnson
	940-369-0091
	1213 North Locust Street
	Denton
	76201

	North
	Denton ISD
	TANF
	Steve
	Johnson
	940-369-0091
	1213 N. Locust Street
	Denton
	76201

	North
	Fort Worth ISD
	ABE/Corrections
	Jesse 
	Cummings
	817-531-4300 Ext 237
	1400 Circle Drive, Suite 200
	Fort Worth
	76119

	North
	Fort Worth ISD
	TANF
	Jesse C.
	Cummings
	817-531-4300
	1400 Circle Drive Suite 200
	Fort Worth
	76119

	North
	Grand Prairie ISD
	EL/Civics
	Myrna 
	De los Santos
	972-237-0001 
	525 NE 15th St. 
	Grand Prairie
	75050

	North
	Grand Prairie ISD
	Even Start (cont)
	Gina
	Esparza
	972-343-6115
	2602 S. Beltline Road
	Grande Prairie
	75052

	North
	Grayson County College
	ABE
	Ann
	Kirch
	903-463-8736
	6101 Grayson Dr.
	Denison
	75020

	North
	Grayson County College
	TANF
	Ann
	Kirch
	903-463-8736
	6101 Grayson Drive
	Denison
	75020

	North
	Grayson Cty College Adult Ed Coop
	EL/Civics
	Ann 
	Kirch
	903-463-8736
	6101 Grayson Dr. 
	Denison
	75020

	North
	Irving ISD
	EL/Civics
	Tonie 
	Garza
	972-273-6690
	P.O. Box 152637 
	Irving
	75015

	North
	Lake Worth ISD
	Even Start (compet)
	
	
	
	
	
	

	North
	Learn Literacy Education (Project L.E.A.R.N.)
	Even Start (cont)
	Kathy
	Shawl
	817-446-4346
	3121 Forest Ave
	Fort Worth
	76612

	North
	Plano ISD
	Even Start (compet)
	
	
	
	
	
	

	North
	Region 9- Wichita Falls
	ABE/Corrections
	Georgia
	Brown
	940-322-6928
	301 Loop 11
	Wichita Falls
	76306

	North
	Region 9- Wichita Falls
	Even Start (cont)
	Georgia
	Brown
	940-322-6928
	301 Loop 11
	Wichita Falls
	76306

	North
	Region 9, ESC
	TANF
	Georgia
	Brown
	940-322-6928
	301 Loop II
	Wichita Falls
	76306

	North
	Richardson ISD
	EL Civics
	Eileen
	Rosenblum 
	469-593-7496
	400 S. Greenville Ave.
	Richardson
	75081

	North
	Richardson ISD
	Even Start (cont)
	Eileen
	Rosenblum
	469-593-7496
	400 S. Greenville Ave.
	Richardson
	75081

	North
	Terrell ISD
	EL/Civics
	Hilda 
	Braggs
	972-563-7504
	212 West High Street 
	Terrell
	75160

	North
	Weatherford ISD
	ABE
	Karen 
	Lowe
	817-598-2806
	1100 Longhorn Drive 
	Weatherford
	76086

	North
	Weatherford ISD
	EL/Civics
	Karen 
	Lowe
	817-598-2806
	1100 Longhorn Drive 
	Weatherford
	76086

	North
	Weatherford ISD
	Even Start (cont)
	Jane
	Westbrook
	817-598-2846
	1100 Longhorn Dr.
	Weatherford
	76086

	North
	Weatherford ISD
	TANF
	Janell
	Westbrook
	817-598-2846
	1100 Longhorn Drive
	Weatherford
	76  76086


East Region
	East Region
	Organization Name
	Grant Type
	Contact (first)
	Contact (last)
	Phone
	Address
	City
	Zip

	East
	Angelina College
	ABE/Corrections
	Bob
	Quillen
	936-639-3059
	107 E. Lufkin Ave.
	Lufkin
	75901

	East
	Angelina College
	EL Civics
	Bob
	Quillen
	936-639-3059
	107 E. Lufkin Ave.
	Lufkin
	75901

	East
	Angelina College
	TANF
	Bob
	Quillin
	936-639-3059
	107 E. Lufkin Avenue
	Lufkin
	75901

	East
	Brenham ISD
	EL Civics
	Susan
	Pritchard
	979-277-6540
	P.O. Box 1147
	Brenham
	77834

	East
	Brenham ISD
	Even Start (cont)
	Susan
	Pritchard
	979-277-6540
	P.O. Box 1147
	Brenham
	77834

	East
	Bryan ISD
	EL Civics
	Mary
	Walraven
	979-731-7810
	101 N. Texas Ave.
	Bryan
	77803

	East
	Bryan ISD
	Even Start (cont)
	Mary
	Blackburn 
	979-821-5127
	1500 Palasota
	Bryan
	77803

	East
	Crockett ISD
	Even Start (cont)
	Ianthia
	Fisher 
	936-544-2125
	704 Burnet Street
	Crockett
	75835

	East
	Diboll ISD
	Even Start (compet)
	
	
	
	
	
	

	East
	East Texas Literacy Council
	EL/Civics
	Freda Peppard
	Peppard
	903-757-9302
	P.O. Box 311 
	Longview
	75606

	East
	Goodrich ISD
	Even Start (cont)
	Trish
	Klock 
	936-365-1115
	P.O. Box 789
	Goodrich
	77335

	East
	Hearne ISD
	Even Start (cont)
	Susan
	Jackson 
	979-279-5761
	405 Wheelock
	Hearne
	77859

	East
	Huntsville ISD
	Even Start (cont)
	Helen
	King 
	936-293-2555
	441 FM 2821 East
	Huntsville
	77340

	East
	Kilgore College
	ABE/Corrections
	Bobbie
	McGee-Benson 
	903-753-2642
	300 South High Street
	Longview
	75601

	East
	Kilgore College
	TANF
	Bobbie
	McGee-Benson
	903-753-2642
	300 South High Street
	Longview
	75601

	East
	Literacy Council of Tyler
	EL/Civics
	Alice 
	Ormiston
	903-533-0330
	RTDC at 1530  55 W. Loop 323 
	Tyler
	75701

	East
	Literacy Council of Tyler
	Even Start (cont)
	Nancy
	Crawford
	903-533-0330 / 903-780-5790
	P.O. Box 6662
	Tyler
	75711

	East
	Lufkin ISD
	Even Start
	Sandy
	Nunn
	936-633-7262
	708 Lubbock Street
	Lufkin
	75901

	East
	Mount Pleasant ISD
	Even Start (cont)
	Debbie
	Molane 
	903-575-2130
	P.O. Box 1117 or 2021 N. Mulberry
	Mt. Pleasant
	75456

	East
	Nacogdoches Adult Learning Center
	Corrections
	Nadine 
	Townsend
	936-564-8789
	2400 S. Street, Ste. B
	Nacadoches
	75964

	East
	New Summerfield ISD
	EL/Civics
	Jane 
	Barrow
	903-726-3306
	P.O. Box 6 
	New Summerfield
	75780-0006

	East
	Northeast Texas CC
	EL/Civics
	Sue 
	Barker
	903-572-1911
	P.O. Box 1307 
	Mt. Pleasant
	75456

	East
	Northeast Texas Comm. College
	ABE/corrections
	Judy
	Traylor
	903-572-1911
	P.O. Box 1307 
	Mt. Pleasant
	75456

	East
	Northeast Texas Community College
	TANF
	Sue
	Barker
	903-572-1911
	PO Box 1307
	Mt. Pleasant
	75456-1307

	East
	Panola College
	ABE/Corrections
	Barbara
	Buchanan
	903-693-4650
	1109 W. Panola
	Carthage
	75633

	East
	Panola College
	TANF
	Barbara
	Buchanan
	903-693-4650
	1109 West Panola
	Carthage
	75633

	East
	Paris Junior College
	TANF
	Janie
	Bonham
	903-782-0424
	2400 Clarksville Street
	Paris
	75460

	East
	Paris Junior College 
	ABE/Corrections
	Janie
	Bonham
	903-782-0424
	2400 Clarksville St.
	Paris
	75460

	East
	Paris Junior College 
	EL Civics
	Janie
	Bonham
	903-782-0424
	2400 Clarksville St.
	Paris
	75460

	East
	Paris Junior College 
	Even Start (cont)
	Janie
	Bonham
	903-782-0424
	2400 Clarksville St.
	Paris
	75460

	East
	Region 6- Huntsville
	ABE/Corrections
	Benney
	Raley
	936-293-3730
	3332 Montgomery Rd.
	Huntsville
	77340

	East
	Region 6- Huntsville
	EL Civics
	Tammy
	Gilbert
	936-293-3760
	3332 Montgomery Rd.
	Huntsville
	77340

	East
	Region 6, ESC
	TANF
	Tammy
	Gilbert
	936-295-9161
	3332 Montgomery Road
	Huntsville
	77340

	East
	Sulphur Springs ISD
	Even Start (cont)
	Sherry
	Garrad
	903-885-2176
	391 Hillcrest Dr.
	Sulphur Springs
	75482

	East
	Texarkana ISD
	ABE/Corrections
	Dean 
	Ransdell
	903-793-5632
	3201 Lincoln Street
	Texarkana
	75501

	East
	Texarkana ISD
	Even Start (cont)
	Kathryn
	Land
	903-794-3651
	4241 Summerhill Road
	Texarkana
	75503

	East
	Texarkana ISD
	TANF
	Dean
	Ransdell
	903-793-5632, Ext. 1710
	4241 Summerhill Road
	Texarkana
	75503

	East
	Texas A &M University
	Even Start (cont)
	
	
	
	
	
	

	East
	Trinity Valley Community College
	ABE/Corrections
	Gayla
	Roberts
	903-675-6392
	100 Cardinal Dr.
	Athens
	75751

	East
	Trinity Valley Community College
	EL Civics
	Gayla
	Roberts
	903-675-6392
	100 Cardinal Dr.
	Athens
	75751

	East
	Trinity Valley Community College
	TANF
	Gayla
	Roberts
	903-675-6392
	100 Cardinal Drive
	Athens
	75751

	East
	Tyler Junior College
	ABE
	Aubrey
	Sharpe 
	903-510-2901
	P.O. Box 9020
	Tyler
	75710

	East
	Tyler Junior College
	EL Civics
	Aubrey
	Sharpe 
	903-510-2901
	P.O. Box 9020
	Tyler
	75710

	East
	Tyler Junior College
	TANF
	Aubrey D.
	Sharpe
	903-510-2901
	PO Box 9020
	Tyler
	75710


Coastal Region

	Coastal
	Aldine ISD
	Even Start (cont)
	Belinda
	Enojado
	281-985-7361
	1617-C Lauder Rd
	Houston
	77039

	Coastal
	Angelton ISD
	Even Start (cont)
	Kalean
	Bowie
	979-849-8594
	300 S. Walker
	Angleton
	77515

	Coastal
	Association For the Advancement of Mexican Americans
	EL Civics
	Juan
	Esquivel
	713-926-7661
	6001 Gulf Freeway
	Houston
	77023

	Coastal
	Avance- Houston 
	Even Start (cont)
	Gaye
	Kendall 
	713-923-8008
	2001 Rainbow
	Houston
	77023

	Coastal
	Avance- Houston/Big Spring ISD
	Even Start (cont)
	Feliciano
	Gallegos
	713-812-0033
	4281 Dacoma
	Houston
	77092

	Coastal
	Beaumont ISD
	ABE/corrections
	Jean
	Pierre-Pipkin
	409-833-3762
	1025 Woodrow St.
	Beaumont
	77705

	Coastal
	Beaumont ISD
	EL Civics
	Jean
	Pierre-Pipkin
	409-833-3762
	1025 Woodrow St.
	Beaumont
	77705

	Coastal
	Beaumont ISD
	Even Start (cont)
	Dorothy
	Sisk
	409-880-8046
	P.O. Box 10034
	Beaumont
	77710

	Coastal
	Beaumont ISD
	TANF
	Jean
	Pierre-Pipkin
	409-833-3762
	1025 Woodrow Street
	Beaumont
	77705

	Coastal
	Brazosport College
	EL Civics
	Connie
	Zettel 
	979-230-3622
	120 Circle Way Ste. 2A
	Lake Jackson 
	77566

	Coastal
	Brazosport ISD
	EL Civics
	Rosa Maria
	Garcia 
	979-233-8416
	P.O. Box Drawer Z
	Freeport
	77541

	Coastal
	Brazosport ISD
	Even Start (cont)
	Rosa Maria
	Garcia 
	979-233-8416
	P.O. Box Drawer Z
	Freeport
	77541

	Coastal
	Channelview ISD
	Even Start (compet)
	
	
	
	
	
	

	Coastal
	College of the Mainland
	ABE
	Katherine
	Moser
	409-938-1211
	1200 Amburn Road
	Texas City
	77591

	Coastal
	College of the Mainland
	TANF
	Katherine
	Moser
	409-938-1211
	1200 Amburn Road
	Texas City
	77591

	Coastal
	Deer Park ISD
	Even Start (compet)
	
	
	
	
	
	

	Coastal
	Greater East End Chicano Center
	Even Start 
	Rosie
	Chahin
	713-926-2601
	7305 Navigation
	Houston
	77011

	Coastal
	Harris County Dept. of Education
	ABE/corrections
	Janell
	Baker 
	713-692-6216
	6300 Irvington Blvd.
	Houston
	77022

	Coastal
	Harris County Dept. of Education
	EL Civics
	Janell
	Baker 
	713-692-6216
	6300 Irvington Blvd.
	Houston
	77022

	Coastal
	Harris County Dept. of Education
	TANF
	Janell
	Baker
	713-692-6216
	6515 Irvington Blvd
	Houston
	77022

	Coastal
	Houston Community College
	ABE/corrections
	David
	Joost
	713-718-8379
	3100 Main Street
	Houston
	77002

	Coastal
	Houston Community College
	EL/Civics
	Vicente 
	Mier
	713-718-8379
	3100 Main St. 
	Houston
	77002

	Coastal
	Houston Community College
	TANF
	David
	Joost
	713-718-8379
	PO Box 667517
	Houston
	77266-7517

	Coastal
	Houston Community College NE
	EL/Civics
	David 
	Joost
	713-718-8379
	3100 Main Street 
	Houston
	77002

	Coastal
	Houston ISD
	EL Civics
	Ada
	Cooper
	713-892-6818
	3830 Richmond Ave.
	Houston
	77027

	Coastal
	Houston ISD - Benavidez
	Even Start (cont)
	Ada
	Cooper
	713-892-6818
	3830 Richmond Ave.
	Houston
	77027

	Coastal
	Houston ISD - Crockett Elm
	Even Start (cont)
	Ada
	Cooper
	713-892-6818
	3830 Richmond Ave.
	Houston
	77027

	Coastal
	Houston ISD - Greater East
	Even Start (cont)
	Rosa
	Chahin
	713-926-2601
	7305 Navigation
	Houston
	77011

	Coastal
	Houston ISD - Halpin Elm
	Even Start (cont)
	Ada
	Cooper
	713-892-6818
	3830 Richmond Ave.
	Houston
	77027

	Coastal
	Houston ISD - Piney Point
	Even Start (cont)
	Maria
	Tijerina
	713-917-3610
	8921 Pagewood
	Houston
	77063

	Coastal
	Houston ISD- Cuningham
	Even Start (compet)
	
	
	
	
	
	

	Coastal
	Houston ISD- Langston
	Even Start (compet)
	
	
	
	
	
	

	Coastal
	Houston ISD- Learning Emporium 
	Even Start (compet)
	
	
	
	
	
	

	Coastal
	Houston ISD- Padres y Progressor Empowering Parents
	Even Start
	Elizabeth
	Barrera
	713-665-5645
	6262 Gulfton
	Houston
	77081

	Coastal
	Houston Read Commission
	EL Civics
	Ned
	Van Maanen 
	713-640-8200
	5330 Griggs Rd.
	Houston
	77021

	Coastal
	Humble ISD
	EL Civics
	Ken
	Schrader
	281-641-8388
	P.O. Box 2000
	Humble
	77347

	Coastal
	Humble ISD
	Even Start (cont)
	Joy
	Bayley 
	281-641-8387
	P.O. Box 2000
	Humble
	77347

	Coastal
	Klein ISD
	Even Start (cont)
	Carol
	Terracina 
	832-249-4400
	4411 Louetta Rd.
	Spring
	77388

	Coastal
	Neighborhood Centers, Inc.
	EL Civics
	Angela
	Blanchard
	713-669-5258
	P.O. Box 271389
	Houston
	77277

	Coastal
	Neighborhood Centers, Inc.
	Even Start (cont)
	Angela
	Blanchard
	713-669-5258
	P.O. Box 271389
	Houston
	77277

	Coastal
	North Harris Mont.CC Dist.
	TANF
	Federico
	Salas
	281-618-1170
	16416 Northchase Dr., #200
	Houston
	77060

	Coastal
	North Harris Montgomery  CC
	ABE
	
	
	281-618-1170
	5000 Research Forest Drive
	Woodlands
	77381-4399

	Coastal
	North Harris Montgomery  CC
	EL/Civics
	Federico 
	Salas
	281-618-1170
	16416 North Chase Dr. Suite #200
	Houston
	77060-2000

	Coastal
	Pasadena ISD
	Even Start (cont)
	Marcia
	Lanier
	281-998-5553
	4949 Burke Rd.
	Pasadena
	77504

	Coastal
	Port Arthur Adult School
	EL/Civics
	Sylvester 
	Pace
	409-985-5724
	P.O. Box 1388 
	Port Arthur
	77641-1388

	Coastal
	Port Arthur ISD
	ABE
	Sylvester
	Pace 
	409-985-5724
	P.O. Box 1388
	Port Arthur
	77641

	Coastal
	Port Arthur ISD
	EL Civics
	Sylvester
	Pace 
	409-985-5724
	P.O. Box 1388
	Port Arthur
	77641

	Coastal
	Port Arthur ISD
	TANF
	Sylvester
	Pace
	409-985-5724
	PO Box 1388
	Port Arthur
	77641

	Coastal
	Reach Across Houston (America)
	EL Civics
	Benny
	Sanders 
	713-697-2244
	P.O. Box 38294
	Houston
	77238

	Coastal
	Region 4- Houston
	ABE
	Jamie
	Morris
	713-744-6392
	7145 West Tidwell
	Houston
	77092-2096

	Coastal
	Region 4, ESC
	TANF
	Jamie
	Morris
	713-744-6392
	7145 West Tidwell
	Houston
	77092-2096

	Coastal
	Region 5- Beaumont
	ABE
	Brenda
	Schofield
	409-384-6657
	302 S. Wheeler
	Jasper
	75951

	Coastal
	Region 5, ESC
	TANF
	Brenda
	Schofield
	409-384-6657
	302 S. Wheeler
	Jasper
	75951

	Coastal
	Sisterhood of Faith in Action, Inc.
	Even Start (cont)
	Glenda
	Frazier
	713-694-3330
	6719 W. Montgomery Rd. #206
	Houston
	77091

	Coastal
	Spring Branch ISD
	Even Start (cont)
	Patty
	Thompson
	713-365-4060
	2015 Ridgecrest
	Houston
	77055

	Coastal
	Spring ISD
	Even Start (cont)
	Jerre
	Bergeron
	281-586-6226
	15555 Kuykendahl
	Houston
	77090

	Coastal
	Tidwell Estates Child & Adult Development Center
	Even Start (cont)
	Lashondia
	Pollard
	713-290-1802
	1126 Tidwell
	Houston
	77091


South Central Region
	South Central Region
	Organization Name
	Grant Type
	Contact (first)
	Contact (last)
	Phone
	Address
	City
	Zip

	South Central
	Beeville ISD
	ABE
	Cynthia
	Flores
	361-362-6095
	309 North Jackson, Suite 1
	Beeville
	78102

	South Central
	Beeville ISD
	TANF
	Cynthia P.
	Flores
	361-362-6095
	2400 N. St. Mary's
	Beeville
	78102

	South Central
	City of San Antonio
	EL Civics
	Dennis
	Kampa
	210-207-7149
	115 Plaza de Armas
	San Antonio
	78205

	South Central
	Cuero Independent School District
	Even Start (cont)
	Debra
	Baros
	361-275-2403
	405 Park Hieghts Dr.
	Cuero
	77954

	South Central
	Fort Bend ISD
	EL Civics
	Diane
	McDonald
	281-634-1139
	16431 Lexington Blvd.
	Sugarland
	77479

	South Central
	Fort Bend ISD
	Even Start (cont)
	Diane
	McDonald
	281-634-1139
	16431 Lexington Blvd.
	Sugarland
	77479

	South Central
	Harlandale ISD
	Even Start 
	Kathy
	Bruck
	210-921-4369
	102 Genevieve St.
	San Antonio
	78214

	South Central
	Judson ISD
	Even Start (compet)
	
	
	
	
	
	

	South Central
	Lamar Cons ISD
	EL Civics
	Beth
	Thompson
	281-341-3538
	3911 Avenue I
	Rosenburg
	77471

	South Central
	Lamar Consolidated Independent School District
	Even Start (cont)
	Beth
	Thompson
	281-341-3538
	3911 Avenue I
	Rosenburg
	77471

	South Central
	North East ISD
	ABE
	Rita
	McSorley
	210-657-8956
	10333 Broadway
	San Antonio
	78217

	South Central
	North East ISD
	TANF
	Rita
	McSorley
	210-657-8956
	10333 Broadway
	San Antonio
	78217

	South Central
	Northside ISD
	ABE/corrections
	Nancy
	Dunlap
	210-522-8109
	6632 Bandera Rd.
	San Antonio
	78238

	South Central
	Northside ISD
	EL Civics
	Nancy
	Dunlap
	210-522-8109
	6632 Bandera Rd.
	San Antonio
	78238

	South Central
	Northside ISD
	Even Start (cont)
	Brenda
	Faz-Villarreal
	210-678-2989
	7615 Bronco
	San Antonio
	78227

	South Central
	Northside ISD
	TANF
	Nancy
	Dunlap
	210-522-8109
	6632 Bandera Road
	San Antonio
	78238

	South Central
	Odem - Edroy Independent School district
	Even Start (cont)
	Sandra
	Lindeman
	361-350-9312 ext. 269
	P.O. Box 727
	Odem
	78370

	South Central
	Region 20- San Antonio
	EL Civics
	Terry
	Smith
	210-370-5600
	1314 Hines Ave.
	San Antonio
	78208

	South Central
	Region 20, Education Service Center
	Even Start (cont)
	Kimiko
	Washburn
	210-370-5600
	1314 Hines
	San Antonio
	78208

	South Central
	Region 20, ESC
	TANF
	Terry W.
	Smith
	210-370-5600
	1314 Hines Avenue
	San Antonio
	78208

	South Central
	San Antonio ISD
	ABE/Corrections
	Guadalupe
	Ruvalcaba
	210-438-1526
	141 Lavaca
	San Antonio
	78210

	South Central
	San Antonio ISD
	TANF
	Guadalupe C.
	Ruvalcaba
	210-438-1526
	141 Lavaca
	San Antonio
	78210

	South Central
	Seguin Independent School District
	Even Start (cont)
	Frankie
	Rivers
	830-372-5771 ext 381
	1221 East Kingsbury
	Seguin
	78155

	South Central
	Seguin ISD
	TANF
	Chrstia
	Moore
	830-372-5771, Ext 209
	1221 E. Kingsbury Street
	Seguin
	78155

	South Central
	Seguin ISD (formally Schertz-Cibolo-Universal City)
	ABE/Corrections
	Maggie 
	Cunningham
	210-945-6093
	703 Curtis
	Schertz
	78154

	South Central
	Victoria College
	ABE/Corrections
	Stacey
	Weaver
	361-573-7323
	802 E. Crestwood
	Victoria
	77901

	South Central
	Victoria College
	EL Civics
	Stacey
	Weaver
	361-573-7323
	802 E. Crestwood
	Victoria
	77901

	South Central
	Victoria College
	TANF
	Stacey L.
	Weaver
	361-573-7323
	802 E. Crestwood
	Victoria
	77901

	South Central
	Victoria ISD
	Even Start
	Donna
	Shumaker
	361-788-9672
	1611 E. North Street
	Victoria
	77901

	South Central
	Wharton County Jr. College
	ABE/Corrections
	Christine
	Nevarez
	979-532-6514
	911 E. Boling Hwy.
	Wharton
	77488

	South Central
	Wharton County Junior College
	TANF
	Christine
	Nevarez
	979-532-6514
	911 E. Boling Hwy.
	Wharton
	77488


South Region
	South

Region
	Organization Name
	Grant Type
	Contact (first)
	Contact (last)
	Phone
	Address
	City
	Zip

	South
	Alice ISD
	ABE
	Henry 
	Herrera
	361-660-2138
	1801 East Main Street
	Alice
	78332

	South
	Alice ISD
	TANF
	David
	Smithwick
	361-660-2138
	1802 East Main Street
	Alice
	78332

	South
	Avance- Del Rio
	Even Start 
	Teresa
	Faz
	830-778-5108
	P.O. Box 421734
	Del Rio
	78842

	South
	Avance- Eagle Pass
	Even Start (compet)
	
	
	
	
	
	

	South
	Avance- Laredo 
	Even Start (cont)
	Mercedes
	Perez de Colon
	210-270-4630
	4619 San Dario, #365
	Laredo
	79041

	South
	Avance- Middle Rio Grande
	Even Start (cont)
	Teresa
	Faz
	830-778-5108
	P.O. Box 421734
	Del Rio
	78842

	South
	Avance- Rio Grande Valley
	EL/Civics
	Raquel 
	Oliva
	956-618-1642
	500 S. 10th , Suite D 
	McAllen
	78501

	South
	Avance- Rio Grande Valley
	Even Start (cont)
	Trevino
	Reyes
	956-618-1642
	500 South 10th Street Suite D
	McAllen
	78501

	South
	Avance- Tuloso/Midway
	Even Start (cont)
	Janet B.
	Lange
	961-241-3286
	9760 LaBranch
	Corpus Christi
	78370

	South
	Avance-Tuloso Midway
	Even Start 
	Janet
	Lange
	361-241-3286
	9760 LaBranch
	Corpus Christi
	78410

	South
	Brownsville ISD
	ABE
	Yolanda
	Torres
	956-547-4237
	1900 Price Rd.
	Brownsville
	78521

	South
	Brownsville ISD
	EL Civics
	Yolanda
	Torres
	956-547-4237
	1900 Price Rd.
	Brownsville
	78521

	South
	Brownsville ISD
	TANF
	Yolanda
	Torres
	956-547-4237
	1900 Price Road
	Brownsville
	78521

	South
	Carrizo Springs CISD
	Even Start (cont)
	Igancio
	Lozano
	830-468-9037
	102 N. 5th Street
	Carrizo Springs
	78834

	South
	Corpus Christi ISD
	ABE/Corrections
	Sylvester
	Peterson
	361-886-9385
	3902 Morgan
	Corpus Christi
	78405

	South
	Corpus Christi ISD
	EL/Civics
	Sylvester L 
	Peterson
	361-886-9385
	P.O. Box 110  
	Corpus Christi
	78403-0110

	South
	Corpus Christi ISD
	Even Start (cont)
	Linda
	McElroy
	361-886-9115
	P.O. Box 110
	Corpus Christi
	78403

	South
	Corpus Christi ISD
	TANF
	Arnold
	Saavedra
	361-886-9385
	PO Box 110
	Corpus Christi
	78403-0110

	South
	Crystal City ISD
	Even Start (cont)
	Alberto
	Gonzales
	830-374-2367
	805 E. Crockett
	Crystal City
	78839

	South
	Edcouch - Elsa Independent School District
	Even Start (cont)
	Sylvia
	Hernandez
	956-262-4520
	P.O. Box 127
	Edcouch
	78538

	South
	Gonzalez Charter School
	EL/Civics
	M.L. 
	Garza
	361-881-9988
	4129 Greenwood 
	Corpus Christi
	78416

	South
	Laredo Community College
	ABE/Corrections
	Carmen
	Seibert-Martinez
	956-721-5436
	West End Washington St.
	Laredo
	78040

	South
	Laredo Community College
	EL Civics
	Carmen
	Seibert-Martinez
	956-721-5436
	West End Washington St.
	Laredo
	78040

	South
	Laredo Community College
	TANF
	Carmen
	Seibert-Martinez
	956-721-5436
	West End Washington Street
	Laredo
	78040

	South
	Lyford Consolidated Independent School District
	Even Start (cont)
	Pilar
	Trevino
	956-347-3521
	P.O. Box 220
	Lyford
	78569

	South
	McAllen Independent School District
	Even Start (cont)
	Cynthia
	Bebon
	956-928-8974
	2100 Fir
	McAllen
	78501

	South
	Medina Valley ISD
	Even Start (cont)
	Richard
	Jackson
	830-985-3709
	16069 Uvalde Street
	LaCoste
	78009

	South
	Monte Alto Independent School District
	Even Start (cont)
	Diana
	Sanchez
	956-262-1381
	Route 1, Box 116
	Edcouch
	78538

	South
	Region 1 
	EL/Civics
	Sylvia 
	Cantu
	956-984-6277
	1900 W. Schunior 
	Edinburg
	78539

	South
	Region 1- Edinburg
	ABE
	Sylvia 
	Cantu
	956-984-6270
	1900 W. Schunior 
	Edinburg
	78539

	South
	Region 1, ESC
	TANF
	Ellen
	Gonzalez
	956-984-6000
	1900 W. Schunior Street
	Edinburg
	78539

	South
	Rio Grande City CISD
	EL Civics
	Adelina
	Villarreal
	956-716-6962
	Fort Ringgold
	Rio Grande City 
	78582

	South
	Rio Hondo Independent School District
	Even Start (cont)
	Yvonne
	Dunbar
	956-748-4400
	215 W. Colorado St.
	Rio Hondo
	78538

	South
	Rio Hondo ISD
	EL/Civics
	Rosie 
	Pacheco
	956-748-4426
	P.O. Box 220 215 W. Colorado 
	Rio Hondo
	78583

	South
	Robstown Independent School District
	Even Start (cont)
	Sylvia
	Benavides
	361-767-6600 ext 2230
	801 N. 1st St
	Robstown
	78380

	South
	San Benito ISD
	Even Start 
	Antonio
	Limon
	956-361-5095
	240 N. Crockett
	San Benito
	78586

	South
	Southwest Texas Junior College
	ABE/Corrections
	Blaine
	Bennet
	830-591-7275
	2401 Garner Field Road
	Uvalde
	78801

	South
	Southwest Texas Junior College
	EL Civics
	Blaine
	Bennet
	830-591-7275
	2401 Garner Field Road
	Uvalde
	78801

	South
	Southwest Texas Junior College
	TANF
	Blaine
	Bennett
	830-591-7275
	2401 Garner Field Road
	Uvalde
	78801

	South
	Texas A&M Research/United ISD
	Even Start (compet)
	
	
	
	
	
	

	South
	United Independent School District
	Even Start (cont)
	Guadalupe
	Puente Jr.
	956-729-8772
	4906 S. Hwy 83
	Laredo
	78046

	South
	Uvalde Cons ISD
	Even Start
	Juan
	Lopez
	830-591-4986
	129 Goldbeck
	Uvalde
	78801

	South
	Zapata County Independent School District
	Even Start (cont)
	Roberto
	Montes
	956-765-6546 ext. 2211
	P.O. Box 158

17th & Carla St
	Zapata
	78076

	South
	Zapata County ISD
	EL/Civics
	Roberto 
	Montes
	956-765-6546
	17th & Carla Street 
	Zapata
	78076


Central Region

	Central Region
	Organization Name
	Grant Type
	Contact (first)
	Contact (last)
	Phone
	Address
	City
	Zip

	Central
	Advocacy Outreach
	EL Civics
	Beth
	Rolingson
	512-281-4180
	P.O. Box 169
	 Elgin
	78621

	Central
	Advocacy Outreach
	Even Start (cont)
	Beth
	Rolingson
	512-281-4180
	P.O. Box 169
	 Elgin
	78621

	Central
	Austin Asian Chamber of Commerce
	EL/Civics
	Mai 
	Nguyen
	512-302-0016
	8557 Research Blvd., Ste 140 
	Austin
	78758

	Central
	Austin Community College
	ABE/Corrections
	Mary 
	Harris
	512-223-7528
	5930 Middle Fiskville Rd.
	Austin
	78752

	Central
	Austin Community College
	EL Civics
	Mary
	Hensley
	512-223-7618
	5930 Middle Fiskville Rd.
	Austin
	78752

	Central
	Austin Community College
	TANF
	Mary
	Hensley
	512-223-7618
	5930 Middle Fiskville Road
	Austin
	78752

	Central
	Austin ISD- Community Education
	EL/Civics
	John
	 Moore
	512-414-1511
	1111 West 6th Street 
	Austin
	78703

	Central
	Austin Learning Academy
	ABE
	Toni
	Williams
	512-457-9196
	P.O. Box 6923
	Austin
	78762

	Central
	Austin Learning Academy
	EL Civics
	Toni
	Williams
	512-457-9196
	P.O. Box 6923
	Austin
	78762

	Central
	Austin Learning Academy
	Even Start (cont)
	Belinda
	Rojas
	512-457-9196
	P.O. Box 6923
	Austin
	78762

	Central
	Austin Learning Academy
	TANF
	Toni
	Williams
	512-457-9194
	P.O. Box 6923
	Austin
	78762

	Central
	Avance- Austin
	Even Start (cont)
	Toni
	Aguirre
	512-389-3394
	3000 S. IH-35, Ste. 205
	Austin
	78704

	Central
	Avance-Austin
	EL/Civics
	Rosalia 
	Castaneda
	512-326-9335
	3000 S. I-H 35 #205 
	Austin
	78702

	Central
	Cedar Ridge Charter School/Lampasas ISD
	Even Start (compet)
	
	
	
	
	
	

	Central
	Central Texas College
	ABE/Corrections
	Doretha
	King
	254-526-1120
	P.O. Box 1800
	Killeen
	76540-1800

	Central
	Central Texas College
	TANF
	Doretha
	King
	254-526-1120
	PO Box 1800
	Kileen
	76540-1800

	Central
	Communities In Schools - Central Texas
	Even Start (cont)
	Kristen
	Seigfield
	512-928-9454
	'3000 S. IH-35, Ste 200
	Austin
	78741

	Central
	Community Action
	EL/Civics
	Mary Helen 
	Martinez
	512-396-4564
	PO Box 748 
	San Marcos
	78667

	Central
	Community Action Adult Ed. Program
	ABE/Corrections
	John 
	Engel
	512-396-4564
	101 Uhland Road, Ste. 206
	San Marcos
	78667

	Central
	Community Action, Inc.
	TANF
	Jon
	Engel
	512-396-4564
	P.O. Box 748 101 Uhland Rd. Ste. 206
	San Marcos
	78766

	Central
	Corsicana Independent School District
	Even Start (cont)
	Lizzie
	O'Neal
	903-872-6085
	601 N. 13th St
	Corsicana
	75110

	Central
	Hays Cons ISD
	EL Civics
	
	
	512-268-5091
	P.O. Box 1767
	Kyle
	78640

	Central
	Hays Cons ISD
	Even Start (cont)
	Martha
	Ortiz
	512-268-5091
	P.O. Box 1767
	Kyle
	78640

	Central
	La FUENTE Learning Center
	EL/Civics
	Jayme 
	Mathias
	512-826-0280
	2215 East Second St. 
	Austin
	78702

	Central
	Leander ISD
	EL/Civics
	Jan 
	Halstead
	512-434-5170
	315 S. West Street 
	Leander
	78641

	Central
	Lockhart ISD
	EL Civics
	Donnie
	Wilson 
	512-398-0044
	105 S. Colorado
	Lockhart
	78644

	Central
	Marble Falls Independent School District
	Even Start (cont)
	Robin
	Shrout
	830-798-1668
	2001 Broadway
	Marble Falls
	78654

	Central
	Mc Lennan Community College
	ABE/Corrections
	Shirley
	Crockett
	254-299-8748
	1400 College Drive 
	Waco
	76708-1402

	Central
	McLennan Community College
	TANF
	Shirley
	Crockett
	254-299-8777
	1400 College Drive
	Waco
	76708

	Central
	Navarro College
	ABE/corrections
	Tracey
	Hernandez
	903-875-7460
	3200 W. 7th Avenue
	Corsicana
	75110

	Central
	Navarro College
	TANF
	Tracy
	Hernandez
	903-875-7460
	3200 W. 7th Avenue
	Corsicana
	75110

	Central
	Round Rock ISD
	EL/Civics
	Sharon 
	Jackson
	512-464-5104
	1311 Round Rock Ave 
	Round Rock
	78681

	Central
	San Marcos Cons ISD
	EL Civics
	Audrey
	Abed
	512-392-7547
	501 S. LBJ Dr.
	San Marcos
	78666

	Central
	San Marcos Cons ISD
	Even Start (compet)
	
	
	
	
	
	

	Central
	Taylor Indpendent School District
	Even Start (cont)
	Lin
	Wrinkle
	512-352-1730
	3101 N. Main
	Taylor
	76574

	Central
	Temple College
	ABE
	Jan
	Salzman
	254-298-8334
	2600 South First Street
	Temple
	76504

	Central
	Temple College
	TANF
	Jan 
	Salzman
	254-298-8334
	2600 South First Street
	Temple
	76504

	Central
	Temple Independent School District
	Even Start (cont)
	Kerry
	Miller-Chaney
	254-791-6571
	1400 East Ave B
	Temple
	76501

	Central
	Waco Independent School District
	Even Start (cont)
	Valarie
	Ovalle
	254-755-9601
	P.O. Box 27
	Waco
	76703
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Section 1: Project Description and Objectives 

Credential Project Description and Objectives 

Texas adult educators, like adult educators in most states, have no credentialing process to recognize their specialization as a bona fide field, to offer a standardized system for professional development, and to ensure program quality to clients and taxpayers. The State Board of Education Task Force on Adult Education and Literacy in its report, Adult Literacy, A Texas Priority, and the Texas Legislature in Section 29.252 of the Education Code mandate that the Texas Education Agency (TEA) “prescribe and administer standards and accrediting policies for adult education; prescribe and administer rules for teacher certification for adult education.” Workforce literacy needs and quality of life issues for clients demand that adult educators be trained in theory and in the practice of andragogy in a manner that is systematic and consistent across the state. 

The development of the Credential Model was done in collaboration with the New Teacher Project also funded by the Texas State University-San Marcos Center for in Education. The New Teacher Project developed a standardized, preservice training model and toolkit for less than two years of experience teaching adults. The Credential Model and the New Teacher Institute share the same core content areas. (See Section 2.) 
The Credential Model was reviewed in the February 2000 issue of FOCUS Bulletin by the Pennsylvania Department of Education. The FOCUS Bulletin highlights exemplary special projects for Pennsylvania and other states. The Texas Credential Model was rated superior + for Innovation and Effectiveness, good + for adaptability and an overall rating of excellent as a final report. The full article can be reviewed in the appendix. 
In 1994, the state of Texas developed Indicators of Program Quality and Instructor Proficiencies for Adult Education and Literacy Programs. The Credential Model used these proficiencies in developing the core content areas. A chart detailing the IPQs and their relation to the Credential Model can be found in Section 2. 
The primary objective during the three-year funding cycle of the Adult Education Credential Project at the Texas State Center for Initiatives in Education was to consider the nature of the adult education workforce. During this time we have proposed a credentialing process that has the support of the field. In addition, the project has recommended procedures for the implementation of a credential, which includes alternative means of delivering professional development to adult educators and a plan for evaluating and documenting their participation. 
During the first year of funding, the focus was on a credential model for full-time instructors who are new to the field of adult education. The Adult Education Credential Project established an advisory board and a work team to facilitate the implementation of the project. The role of the advisory board was to act as a liaison throughout the state, to review the credential model draft, to provide feedback, and to help coordinate the six regional focus groups. The draft was presented to adult educators primarily through focus groups conducted in Houston, Dallas, McAllen, Austin, Lubbock, and El Paso. In addition, the draft was presented at the 1999 TALAE and AAACE conferences. The role of the work team was to review the credential model draft and to respond with in-depth written feedback. 
The project focus for the second year of funding was two-fold. First, the project developed a modified credentialing process for new part-time educators and for both full-time and part-time educators with more than three years of adult education teaching experience. Second, the project selected a group of adult educators to participate in the first pilot cohort of the proposed Texas Credential. 
The third year was a continuation year. It has focused on both a formal and an informal pilot of the Credential Model. A TETN broadcast was held in the fall of 2000 to discuss the proposed method of using the Credential Model in planning professional development for adult educators. Currently, eight teachers representing the major regions of the state are formally piloting the Credential Model. The pilot cohort represents both full-time and part-time instructors and administrators. The preliminary results of the formal pilot period will be disseminated in May 2001. A follow-up dissemination will be in the fall of 2001. 
Texas State is a member of the Adult Education Professional Development Consortium that worked collaboratively to produce the State Board of Education Task Force report on Professional Development, Indicators of Program Quality, Instructor Proficiencies, Performance Measures Assessment System framework, and Project IDEA. Because Consortium members plan and deliver professional development to Texas’ adult educators, these Consortium alliances will play an important role in making the Adult Education Credential Project a workable model. 
The purpose of this document is to familiarize readers with (1) the objectives and purposes of the project, (2) the proposed credential model including content areas, delivery system, and documentation system for new and experienced educators, (3) the research findings of this project including a reference list, credential models in other states, and Texas adult educators’ views on a credentialing process
Section 2: Content Areas for the Texas Adult Education Credential Model
Overview of Core Content Areas 

This section provides an overview to the core content areas for the Credential Model. Teachers seeking the credential are required to accrue points across these content areas. The point distribution requirements and the delivery options are discussed in detail in Section 3.
These content areas were developed after an extensive research process. Data were gathered through surveys, extensive library research, consultant feedback, and dialogue with new and experienced adult educators. Also, the U.S. Department of Education’s Instructor Competencies and Performance Indicators for the Improvement of Adult Education Programs (February 1999) and Texas’ Indicators of Program Quality were reviewed. A correlation chart highlighting the connections between the Texas Adult Education Instructor Proficiencies and the content areas can be found in this section. 

These content areas were also developed in collaboration with the New Teacher Project, which serves as a standardized, consistent, and accountable orientation to the field of adult education for pre-service teachers. The New Teacher Toolkit was developed as a guide for the orientation and as a resource for teachers to refer to during practice. The content areas required in the Credential Model correlate with sections of the New Teacher Toolkit. A correlation chart highlighting these connections is contained in this section. 


Content Areas 

Principles of Adult Learning
A theory-based framework helps us better understand adult learners. Principles of adult learning include characteristics of adult learners, activating prior knowledge and life experience, and facilitating meaningful learning.    
The Teaching-Learning Transaction with Adult Students
This is the key to success of both the adult learner and the adult educator. Teaching the adult learner requires an ethic of caring and knowledge of successful teaching and learning practices that motivate the adult learner and promote a community of learning. 

Diverse Learning Styles, Abilities, and Cultures
Appreciation of learning styles, knowledge of learning abilities, and a sensitivity to multicultural and socioeconomic issues assist the adult educator in selecting and in modifying appropriate teaching and learning strategies.  

Integrating Technology into Adult Learning
Current trends indicate that knowledge of technology will continue to play an increasingly significant role in our society. Adult educators must be prepared to help learners utilize this resource. Core proficiencies are being developed for adult educators in Texas by Project Inter-ALT, a special program funded by the Texas Education Agency.   

Accountability Systems
Currently there is a focus on accountability for adult education services in Texas. The challenge lies in the documentation of successful adult education. Documentation may be formal or informal. It includes the mandated assessment, authentic assessment (such as portfolios), teacher proficiencies, recruitment, and retention. 

 Field Participation
New teachers may learn from experienced adult educators as they participate in instructor observations, mentorships, study groups, and web page development.  



Subject Area Content Specialization
This is an option for those adult educators interested in focusing on a specific subject area in adult education. This option is an add-on to the core credential, which covers the six content areas. An adult educator may choose to pursue a subject area content specialization after the core credential has been completed.  



Adult Education Credential Model Core Content 
& New Teachers Institute/Toolkit Matrix
The Core Content Areas of the Adult Education Credential Model have been developed in conjunction with the New Teacher Project. The New Teacher Project designed a six-hour institute that serves as orientation to teachers new to adult education in Texas. In addition to the institute, the project designed a toolkit that serves as a resource manual for new teachers. The core content categories in both the Credential Project and New Teacher Project have been coordinated to provide consistency in professional development across Texas.
	Core Content Categories
	New Teachers Institute 
	New Teachers Toolkit 
	Credential Model 

	Principles of Adult Learning
A theory-based framework helps us better understand adult learners. Principles of adult learning include characteristics of adult learners, activating prior knowledge and life experience, and facilitating meaningful learning. 
	Segment 1 
	Chapter 1 
	Core Content Area 

	Teaching-Learning Transaction
This is the key to success of both the adult learner and the adult educator. Teaching the adult learner requires an ethic of caring and knowledge of successful teaching and learning practices that motivate the adult learner and promote a community of learning. 
	Segment 2 
	Chapter 2 
	Core Content Area 

	Diverse Learning Styles, Abilities, and Cultures
Appreciation of learning styles, knowledge of learning abilities, and a sensitivity to multicultural and socioeconomic issues assist the adult educator in selecting and in modifying appropriate teaching and learning strategies. 
	Segment 3 
	Chapter 3 
	Core Content Area 

	Integrating Technology into Adult Learning 
Current trends indicate that knowledge of technology will continue to play an increasingly significant role in our society. Adult educators must be prepared to help learners utilize this resource. Core proficiencies are being developed for adult educators in Texas by Project Inter-ALT, a special program funded by the Texas Education Agency. 
	Sub-section within Segment 2 
	Sub-section within   Chapter 2 
	Core Content Area 

	Accountability Systems 
Currently there is a focus on accountability for adult education services in Texas. The challenge lies in the documentation of successful adult education. Documentation may be formal or informal. It includes the mandated assessment, authentic assessment (such as portfolios), teacher proficiencies, recruitment, and retention.
	Segment 4 
	Chapter 4 
	Core Content Area 

	Adult Education Programming & Funding Streams 
The field of adult education consists of multiple agencies and organizations collaborating in the delivery of literacy programs. Topics include Texas’ place in the national adult education picture and funding sources. 
	Segment 5 
	Chapter 5 
	  

	Continuing Your Professional Development 
Adult educators should continue to grow and learn about the field. Topics include professional development opportunities and developing a plan for meaningful professional development. 
	Segment 6 
	Chapter 6 
	Initiate Credential Process in New Teachers Institute 

	Core Content Categories 
	New Teachers Institute 
	New Teachers Toolkit 
	Credential Model 

	Local Program Information 
Your local program information including a description of your local literacy community. 
	Segment 7 
	Chapter 7 
	  

	Subject Area Content Specialization
This is an option for those adult educators interested in focusing on a specific subject area in adult education. An adult educator may choose to pursue a subject area content specialization after the core credential has been completed. 
	  
	  
	Specialization in addition to core credential. 

	Field Participation
New teachers may learn from experienced adult educators as they participate in instructor observations, mentorships, study groups, and web page development. 
	  
	  
	Area of participation to count towards credential. 




The Texas Adult Education Instructor Proficiencies Indicators of Program Quality (IPQs) were developed by the Adult Education Professional Development Consortium Committee. The Core Content Areas of the Adult Education Credential Model have been developed to coordinate with the Indicators of Program Quality. The matrix below illustrates how to correlate the content areas with the IPQs. 
	  

Texas Adult Education 

Instructor Proficiencies 
	Adult Education Credential Model 

Core Content Areas 

	
	Principles of 

Adult Learning 
	Teaching-Learning Transaction with Adult Students 
	Diverse Learning Styles, Abilities & Cultures 
	Accountability Systems 
	Subject Areas 

	Learner Outcomes 

Instructor focuses curriculum and instruction on learner outcomes to address academic competencies needed for transition to further education, workforce and personal development, and life-long learning. 
	  
	  
	Demonstrates sensitivity to, and an appreciation of, sociocultural diversity and uses that diversity in providing effective learner-centered programs 
	Academically prepared to implement a program which fosters achievement of student outcomes 
	  

	Curriculum & Instruction A 

Instructor facilitates learning using processes consistent with how adults learn, and supported by research and knowledge of effective practice. 
	Articulates a rationale for the choice of holistic instructional strategies based on informed educational practice 

  

Understands the processes people draw on to acquire and refine the use of a language 
	Builds the instructional program on the language, experience, and prior knowledge of the learners 

  

Uses flexible grouping for learner collaboration and interactive learning 
	  
	  
	Integrates holistic, learner-centered instruction in language and mathematics 

	Curriculum & Instruction B 

Instructor develops and implements curricula consistent with an understanding of how adults learn, and supported by research and knowledge of effective practice. 
	Selects and uses materials that support a holistic, learner-centered approach to instruction 
	Develops lessons using materials directly from, or related to, the adult learner’s environment or culture 
	Uses the goals and needs of the learner to develop learner-centered plans, lessons and materials that address prior knowledge, experience, learning goals, culture, and environment 
	  
	  

	Curriculum & Instruction C 

Instructor uses approaches which the learner actively participates in developing and which are centered around the learners’ goals and needs. 
	Bases curriculum and instruction decision on continuous learner-centered instruction 
	Involves the learners in flexible multilevel groups to encourage the development of teamwork and interpersonal skills through cooperative learning 
	  
	Assists learners in setting both short and long-term goals 
	  

	Curriculum & Instruction D 

Instructor uses holistic instructional practices based on meaningful life situations that reflect learners’ needs and interests. 
	  
	Uses authentic language sources including those found in every day life and learner generated text 

Uses story maps, data retrieval charts and other graphic organizers to facilitate learning 

Uses meaningful interaction with and among learners which integrates listening, speaking, reading, and writing 
	Provides instruction to learners with diverse levels of proficiency 
	  
	Develops numeracy using strategies for mathematical estimation, manipulation of data, problem solving, and computation in meaningful life situations 


 

	  

Texas Adult Education 

Instructor Proficiencies 
	Adult Education Credential Model 

Core Content Areas 

	
	Principles of 

Adult Learning 
	Teaching-Learning Transaction with Adult Students 
	Diverse Learning Styles, Abilities & Cultures 
	Accountability Systems 
	Subject Areas 

	Curriculum & Instruction E 

Instructor facilitates the development of independent problem solvers and thinkers. 
	  
	Teaches strategies that promote life-long learning 
	  
	  
	Teaches strategies for learning language and mathematics 

  

Uses concrete, pictorial, and abstract activities to develop language and mathematics understanding and problem-solving ability 

	Curriculum & Instruction F 

Instructor develops and adapts curricula and instructional decisions based on ongoing holistic, learner-centered assessment. 
	  
	  
	  
	Uses student collaboration in assessment procedures 

  

Assesses learner progress holistically using a variety of valid and reliable strategies directly related to the curriculum and learners’ needs and goals 

  

Uses a curriculum, which is meaningful to the learners and which, evolves and changes with the learners’ needs 

  

Makes instructional decisions based on learner needs 

  

Assesses learners’ progress using authentic language that is clear and meaningful to the students 
	  

	Program Planning 

Instructor facilitates collaborative program planning processes based on needs assessment and program evaluation results 
	  
	  
	Considers community demographics, workforce development needs, perceived needs of learners, available resources, and barriers to access in program planning 
	Encourages active learner involvement in program planning 

  

Provides input, which reflects institution concerns, needs, and improvement 

  

Uses timely evaluation data and collaborative input from interested or involved individuals and organizations 
	  


 

	  

Texas Adult Education 

Instructor Proficiencies 
	Adult Education Credential Model 

Content Categories 

	
	Principles of 

Adult Learning 
	Teaching-Learning Transaction with Adult Students 
	Diverse Learning Styles, Abilities & Cultures 
	Accountability Systems 
	Subject Areas 

	Recruitment 

Instructor contributes to student recruitment using appropriate strategies based on identified needs. 
	  
	  
	  
	Communicates to the community and learner the value and purpose of the program 

  

Uses personal contact to encourage participation 

Encourages learner involvement in recruiting 
	  

	Student Retention 

Instructor facilitates learner retention in the program to achieve goals and make successful transition. 
	  
	  
	Provides an encouraging and supportive learning environment 
	Assists learners in setting realistic personal goals and in attaining these goals 

  

Coordinates services to enable learners to make timely transitions among programs 

  

Recognizes learners’ accomplishments and achievements 

  

Involves learners in planning retention activities 
	  

	Support Services 

Instructor is knowledgeable of community resources and support services and assists students in accessing these services. 
	  

  

Embedded throughout Core Content Areas 

  

	Professional Development 

Instructor participates in planning professional development.  This planning is based on a set of instructor proficiencies and the stated program outcomes. 
	  

  

  

Adult Education Credential Professional Development Plans to be initiated at New Teacher Institutes and continued as instructors complete the credentialing process 


Section 3: Delivery System for the Texas Adult Education Credential Model 

 Overview
 The delivery system for the Texas Adult Education Credential Project was developed with flexibility and current professional development resources in mind. Considering the nature of the adult education workforce in Texas, the need for flexibility of delivery options is crucial. The following characteristics of the delivery system should help the reader understand the four credential models outlined in this section: 
· The first delivery system is for adult educators new to the field and who have made adult education their career choice and plan to work as full-time instructors; 

· The second delivery system is for adult educators new to the field and who have made adult education their career choice and plan to work as part-time instructors; 

· The third proposed delivery system is for adult educators with more than 3 years of teaching experience and who have made adult education their career choice and plan to work as full-time instructors; 

· The fourth proposed delivery system is for adult educators with more than 3 years of teaching experience and who have made adult education their career choice and plan to work as part-time instructors; 

· ·A bachelor’s degree in any field is the pre-requisite for initiating the credential process. A system for assisting adult educators without a bachelor’s degree with their professional development plans is being developed; 

· ·The delivery system plan is flexible in that professional development options may be added to the system per review by the Credential Project; 

· The delivery system will offer structure and standardization to the current professional development systems in Texas; and 

· Options for delivery will be posted on the Internet and available in printed form, for easy access to the adult education field in Texas. 

The credential model builds on the strengths of the current professional development framework in Texas. It provides a system for organization and standardization of professional development by offering:
Professional development options accessed via technology

On-line courses 

· Study groups via email or electronic discussion lists 

· Mentoring via email or electronic discussion groups 

Options for extensive, focused research 

· Project IDEA or alternative action research 

· Study Groups 

· Mentoring 

· University or on-line courses 

Options for the introduction or overview of topics
· Institutes 

· Workshops 

· Conference sessions 



Texas Adult Education Credential Model
Delivery System for New Full-Time Teachers   

Completion of 125 points in the following content areas is required for a new full-time adult educator to be awarded a credential in Texas.  Acquisition of 100 points should be completed within two years of attending the New Teacher Institute.  Participation in Project IDEA or a Credential-Project-approved, alternative-teacher-action research activity in the third year completes the 125 points.   

The points should be distributed across the content areas as follows: 

Content Areas  
· Principles of Adult Learning (25 points) 

· The Teaching-Learning Transaction with Adult Students (30 points) 

· Diverse Learning Styles, Abilities, and Cultures (20 points) 

· Integrating Technology into Adult Learning (20 points) 

· Accountability Systems (15 points) 

· Field Participation (15 points) 

Examples of Delivery Options: 
Below is a list of some of the activities a candidate for the credential may select in order to accrue the points to earn the Credential. The point values for these activities are also shown. The activities in italics are mandatory.
	Years 1-2
(100 points)   
	New Teacher Institute = 10 points
University Course (3 semester hours) = 30 points 
On-line Course (3 semester hours) = 30 points 
Intensive Institute = 25 points 
Standard Institute = 15 points 
Instructor Observation = 15 points 
Mentorship = 15 points 
Study Group = 15 points 
2-Day Workshop = 10 points 
1-Day Workshop = 5 points 
Conference sessions (5 sessions w/documentation) = 5 points 
Presentation at Conference = 5 points
Web page development = 5 points 

	
End of Year 2

	
Instructional Evaluation by a Project-approved team member 

	
Year 3
(25 points)
	
Project IDEA or Teacher Action Research Externship = 25 points 


This is a flexible model in three important ways.   

First, any professional development activity may involve one or more content area, and therefore, the points for that activity may be divided among the appropriate content areas for that activity. For example, a three-semester-hour university course, which is valued at 30 points, may cover topics that relate to three content areas. The Credential Project will determine the point allocation for that activity, which in this example may be Principles of Adult Learning (15 points), Teaching-Learning Transaction (10 points), and Diverse Learning Styles, Abilities, and Cultures (5 points).  

 Second, educators may choose which professional development activities they wish to engage in. One educator may opt to take two university courses, while another educator may attend several workshops and participate in study groups to earn the same number of points. The key is to earn the points across the content areas according to the distribution requirements outlined above. 

 Approved options for professional development and point distribution for each professional development activity will be pre-determined by the Credential Project.  

Third, it is recommended that adult educators pursuing the Adult Education Credential attend professional development activities that relate to the subject area for which they teach.  For example, adult educators who teach English as a Second Language (ESL) are encouraged to choose professional development options that incorporate the core content areas into the context of teaching ESL. 



Texas Adult Education Credential Model
Delivery System for New Part-Time Teachers   

Completion of 125 points in the following content areas is required for a new part-time adult educator to be awarded a credential in Texas.  Acquisition of 100 points should be completed within five years of attending the New Teacher Institute.  Participation in Project IDEA or a Credential-Project-approved, alternative-teacher-action research activity in the sixth year completes the 125 points.   

The points should be distributed across the content areas as follows:
Content Areas  
· Principles of Adult Learning (25 points) 

· The Teaching-Learning Transaction with Adult Students (30 points) 

· Diverse Learning Styles, Abilities, and Cultures (20 points) 

· Integrating Technology into Adult Learning (20 points) 

· Accountability Systems (15 points) 

· Field Participation (15 points) 

Examples of Delivery Options: 
Below is a list of some of the activities a candidate for the credential may select in order to accrue the points to earn the Credential. The point values for these activities are also shown. The activities in italics are mandatory. 
   

	Years 1-5
(100 points)   
	New Teacher Institute = 10 points
University Course (3 semester hours) = 30 points 
On-line Course (3 semester hours) = 30 points 
Intensive Institute = 25 points 
Standard Institute = 15 points 
Instructor Observation = 15 points 
Mentorship = 15 points 
Study Group = 15 points 
2-Day Workshop = 10 points 
1-Day Workshop = 5 points 
Conference sessions (5 sessions w/documentation) = 5 points 
Presentation at Conference = 5 points
Web page development = 5 points 

	End of Year 5

	Instructional Evaluation by a Project-approved team member 

	Year 6
(25 points)

	Project IDEA or Teacher Action Research Externship = 25 points 


This is a flexible model in three important ways. 

First, any professional development activity may involve one or more content area, and therefore, the points for that activity may be divided among the appropriate content areas for that activity. For example, a three-semester-hour university course, which is valued at 30 points, may cover topics that relate to three content areas. The Credential Project will determine the point allocation for that activity, which in this example may be Principles of Adult Learning (15 points), Teaching-Learning Transaction (10 points), and Diverse Learning Styles, Abilities, and Cultures (5 points).  

Second, educators may choose which professional development activities they wish to engage in. One educator may opt to take two university courses, while another educator may attend several workshops and participate in study groups to earn the same number of points. The key is to earn the points across the content areas according to the distribution requirements outlined above. 

Approved options for professional development and point distribution for each professional development activity will be pre-determined by the Credential Project. 

Third, it is recommended that adult educators pursuing the Adult Education Credential attend professional development activities that relate to the subject area for which they teach.  For example, adult educators who teach English as a Second Language (ESL) are encouraged to choose professional development options that incorporate the core content areas into the context of teaching ESL. 



Texas Adult Education Credential Model
Delivery System for Experienced Full-Time Teachers 

Completion of 125 points in the following content areas is required for a experienced full-time adult educator to be awarded a credential in Texas.  Acquisition of 100 points should be completed within two years of attending the New Teacher Institute.  Participation in Project IDEA or a Credential-Project-approved, alternative-teacher-action research activity in the third year completes the 125 points. 

Experienced educators will have the opportunity to receive credit for prior professional development activities over the last 5 years and prior graduate course work over the last 7 years. The professional development and graduate course work must be related to the credential core content areas. Instructors must provide written documentation of participation in the activity (i.e., dates, location, syllabi, and college transcripts) and a summary of how this professional development activity effected their practice in the classroom in order to receive credit.
The points should be distributed across the content areas as follows:
Content Areas  
· Principles of Adult Learning (25 points) 

· The Teaching-Learning Transaction with Adult Students (30 points) 

· Diverse Learning Styles, Abilities, and Cultures (20 points) 

· Integrating Technology into Adult Learning (20 points) 

· Accountability Systems (15 points) 

· Field Participation (15 points) 

Examples of Delivery Options: 
Below is a list of some of the activities a candidate for the credential may select in order to accrue the points to earn the Credential. The point values for each activity are also shown. The activities in italics are mandatory. 

	Years 1-2
(100 points)   
	New Teacher Institute = 10 points
University Course (3 semester hours) = 30 points 
On-line Course (3 semester hours) = 30 points 
Intensive Institute = 25 points 
Standard Institute = 15 points 
Instructor Observation = 15 points 
Mentorship = 15 points 
Study Group = 15 points 
2-Day Workshop = 10 points 
1-Day Workshop = 5 points 
Conference sessions (5 sessions w/documentation) = 5 points 
Presentation at Conference = 5 points
Web page development = 5 points 

	End of Year 2

	Instructional Evaluation by a Project-approved team member 

	Year 3
(25 points)

	Project IDEA or Teacher Action Research Externship = 25 points 


This is a flexible model in three important ways. 

First, any professional development activity may involve one or more content area, and therefore, the points for that activity may be divided among the appropriate content areas for that activity. For example, a three-semester-hour university course, which is valued at 30 points, may cover topics that relate to three content areas. The Credential Project will determine the point allocation for that activity, which in this example may be Principles of Adult Learning (15 points), Teaching-Learning Transaction (10 points), and Diverse Learning Styles, Abilities, and Cultures (5 points).   
Second, educators may choose which professional development activities they wish to engage in. One educator may opt to take two university courses, while another educator may attend several workshops and participate in study groups to earn the same number of points. The key is to earn the points across the content areas according to the distribution requirements outlined above. 

Approved options for professional development and point distribution for each professional development activity will be pre-determined by the Credential Project. 

Third, it is recommended that adult educators pursuing the Adult Education Credential attend professional development activities that relate to the subject area for which they teach.  For example, adult educators who teach English as a Second Language (ESL) are encouraged to choose professional development options that incorporate the core content areas into the context of teaching ESL. 


Texas Adult Education Credential Model
Delivery System for Experienced Part-Time Teachers 

Completion of 125 points in the following content areas is required for an experienced part-time adult educator to be awarded a credential in Texas.  Acquisition of 100 points should be completed within five years of attending the New Teacher Institute.  Participation in Project IDEA or a Credential-Project-approved, alternative-teacher-action research activity in the sixth year completes the 125 points. 
Experienced educators will have the opportunity to receive credit for prior professional development activities over the last 5 years and prior graduate course work over the last 7 years. The professional development and graduate course work must be related to the credential core content areas. Instructors must provide written documentation of participation in the activity (i.e., dates, location, syllabi, and college transcripts) and a summary of how this professional development activity effected their practice in the classroom in order to receive credit.    
The points should be distributed across the content areas as follows:
Content Areas  
· Principles of Adult Learning (25 points) 

· The Teaching-Learning Transaction with Adult Students (30 points) 

· Diverse Learning Styles, Abilities, and Cultures (20 points) 

· Integrating Technology into Adult Learning (20 points) 

· Accountability Systems (15 points) 

· Field Participation (15 points) 

Examples of Delivery Options: 
Below is a list of some of the activities a candidate for the credential may select in order to accrue the points to earn the Credential. The point values for each activity are also shown. The activities in italics are mandatory.
	Years 1-5
(100 points)   
	New Teacher Institute = 10 points
University Course (3 semester hours) = 30 points 
On-line Course (3 semester hours) = 30 points 
Intensive Institute = 25 points 
Standard Institute = 15 points 
Instructor Observation = 15 points 
Mentorship = 15 points 
Study Group = 15 points 
2-Day Workshop = 10 points 
1-Day Workshop = 5 points 
Conference sessions (5 sessions w/documentation) = 5 points 
Presentation at Conference = 5 points
Web page development = 5 points 

	
End of Year 5

	
Instructional Evaluation by a Project-approved team member 

	
Year 6
(25 points)

	
Project IDEA or Teacher Action Research Externship = 25 points 


This is a flexible model in three important ways 
First, any professional development activity may involve one or more content area, and therefore, the points for that activity may be divided among the appropriate content areas for that activity. For example, a three-semester-hour university course, which is valued at 30 points, may cover topics that relate to three content areas. The Credential Project will determine the point allocation for that activity, which in this example may be Principles of Adult Learning (15 points), Teaching-Learning Transaction (10 points), and Diverse Learning Styles, Abilities, and Cultures (5 points).   

Second, educators may choose which professional development activities they wish to engage in. One educator may opt to take two university courses, while another educator may attend several workshops and participate in study groups to earn the same number of points. The key is to earn the points across the content areas according to the distribution requirements outlined above. 
Approved options for professional development and point distribution for each professional development activity to be pre-determined by the Credential Project. 
 Third, it is recommended that adult educators pursuing the Adult Education Credential attend professional development activities that relate to the subject area for which they teach.  For example, adult educators who teach English as a Second Language (ESL) are encouraged to choose professional development options that incorporate the core content areas into the context of teaching ESL.


Description of Options for Professional Development Activities
& Documentation Procedures 

	Professional Development Activity 
	Points 
	Description & Documentation Procedures 

	New Teacher Institute 
	10 
	Description: The New Teacher Institute is  six-hour orientation for teachers new to adult education. 

Documentation:  Participants will submit a reflection of their experience in the institute and how they have implemented what they learned in the classroom. Attendance record.  Format for reflection will be provided by the Credential Project.  Participants will initiate the credentialing process and their professional development plans at the New Teacher Institute. 

	University Course 
	30 
	Description:  University course either at the post-graduate or graduate level.  Three semester-hour course.  Credential Project will provide a list of approved courses.  Other courses will be accepted with appropriate documentation. 

Documentation:  Official transcript and reflection.  Format for reflection will be provided by the Credential Project. 

	On-line Course 
	30 
	Description:  On-line course offered by a university.  Equivalent to a three semester-hour post-graduate or graduate level course. Credential Project will provide a list of approved on-line courses.  Other courses must be pre-approved. 

Documentation:  Official transcript or other documentation to be pre-determined and reflection. Format for reflection will be provided by the Credential Project. 

	Intensive Institute: 

One Week 
	25 
	Description:  3-5 full days (minimum of 6 hours per day) related to one or more core content area.  Hands-on lesson planning and teaching should be incorporated into the institute. 

Documentation:  Participants will submit a reflection of their experience in the institute and evidence of how they have implemented what they learned in the classroom.  Format for reflection will be provided by Credential Project. 

	Standard Institute 
	15 
	Description:  2-3 full days (minimum 6 hours per day) related to one or more of core content area.  Hands-on lesson planning should be incorporated into institute. 

Documentation:  Participants will submit a reflection of their experience in the institute and evidence of how they have implemented what they learned in the classroom.  Format for reflection to be provided by Credential Project.  

	Instructor Observation 
	15 
	Description:  Observe 5 adult education classes.  Minimum of three different instructors.  A list of approved adult education instructors will be maintained by the Credential Project.  Other instructors must be pre-approved by Credential Project. 

Documentation:  Complete an observation form for each visit.  Submit a reflection of how observations have effected teaching.  Observation form and format for reflection will be provided by Credential Project. 


	Professional Development Activity 
	Points 
	Description & Documentation Procedures 

	Mentorship 
	15 
	Description:  Meet 5 times with an experienced (3 or more years teaching) adult education instructor to discuss, strategize, plan, etc. regarding an area of interest.  List of approved instructors will be maintained by the Credential Project.  

Documentation:  Document discussion/outcomes of each of the 5 meetings.  Submit a reflection of how observations have effected teaching. Format for reflection will be provided by Credential Project. 

	Study Group/Discussion Listserv 
	15 
	Description:  Meet 5 times with at least 2 other adult educators to research a topic by reading sources and by contributing information to the group through either email, listserv discussion, or in writing.  Credential Project will maintain a list of approved readings. 

Documentation:  Document discussion of each of the 5 meetings.  Submit a reflection of how discussion has effected teaching.  Format for reflection and documentation of discussion will be provided by Credential Project. 

	2-Day Workshop 
	10 
	Description: 2 full days (at least 6 hours per day) of professional development related to one or more core content area. 

Documentation:  Attendance record and reflection of how experience has effected teaching. Format for reflection will be provided by Credential Project. 

	1-Day Workshop 
	5 
	Description: 1 full day (at least 6 hours) of professional development related to one or more core content area. 

Documentation:  Attendance record and reflection of how experience has effected teaching. Format for reflection will be provided by Credential Project. 

	5 Conference 

Concurrent sessions 
	5 
	Description: 5 (1-2 hour) concurrent conference sessions related to one or more core content area. 

Documentation: Copy of conference agenda and a reflection on how the presentation in each session has effected teaching.  Format for reflection will be provided by Credential Project. 

	Conference Presentations 
	5 
	Description:  Present a 1-2 hour presentation at TEA, TALAE, COABE, AAACE or other pre-approved conference. 

Documentation:  Copy of conference agenda with presenter’s name and abstract of session.  Copy of handouts distributed at presentation. A reflection of how the presentation will effect teaching. Format for reflection will be provided by Credential Project. 


Section 4: Documentation System for the Texas Adult Education Credential Model 

    Documentation System

The process of documenting professional development activities of individual professional development plans and of maintaining professional development portfolios in order to credential professions in adult education in Texas will be a challenging task. To facilitate the development of an individual instructor’s unique professional development plan, information should be maintained in the following areas. All of the following information will be available to adult educators in Texas via the Internet and in printed form. 
1.      Professional Development Options   
· Adult Education Professional Development Consortium (AEPDC) activities 

· Locally produced professional development activities 

· Approved on-line and university courses 

· List of approved instructors in Texas to serve as models for “Instructor Observation” and “Mentorship” activities 

· List of approved readings to serve as stimulus for the “Study Group” activity 

2.       Point Distribution System 

· Points may be distributed across the core content for each professional development activity 

· The point values for each core content area will be completed by the Credential Project in joint effort with the provider of the professional development activity. Agreement of point distribution between both parties is the goal 

· For example, participation in the New Teacher Institute is worth 10 points. These points are distributed across the core content areas in the following manner: Principles of Adult Learning (3 points), Teaching-Learning Transaction (3 points), Diverse Learning, Abilities, and Cultures (2 points), and Accountability Systems (2 points). 

3.    Documentation Forms, Guidelines, and Processes 

The Credential Project is committed to using technology efficiently and effectively. Towards that end, wherever possible forms, portfolios and communications will be maintained electronically. Eventually the project would like to develop the following forms, guidelines, and process for maintaining the documentation of the Texas Adult Education Credential. 
· A system for professional development providers to report attendance records electronically to the Credential Project 

· A system to obtain transcripts electronically from universities 

· Guidelines for the submission of conference agenda and presentation of information for the “Conference Presentation” activity 

· Guidelines for End of Year 2 Instructional Evaluation activity 

· Guidelines for alternative teacher action research project 

· Electronic forms including 
· A format for teacher reflection of professional development activities 

· A format for demonstrating integration of professional development information into teaching 

· Observation form for “Instructor Observation” activity 

· A format for documenting discussion/outcomes of “Mentorship” activity 

· A format for documenting discussion of “Study Group” activity. 

Section 5: What does the literature say about credentialing for the field of adult education?
The Literature on Adult Education
The literature supporting professionalizing the field of adult education is clear. Implementing teacher certification programs has been the primary way states have responded to this emphasis on professionalization. The support for professionalization is predicated on two major movements in the field. First, there has been increased federal, state, and local attention to accountability and standards in all areas of education. Second, there is a constant stream of new research validating the differences in learning between adults and children. This research in adult learning theory has many implications that need to be incorporated into effective and appropriate methods for teaching adults (National Institute for Literacy State Policy Update, 2000). 

While there is some documentation in the literature regarding concerns about establishing a credential (e.g., James, 1992), the advantages seem to outweigh these concerns. The advantages most commonly suggested include: instilling uniform and higher standards of quality, improving learner outcomes and teacher working conditions, increasing the field’s credibility, and attracting more funding (e.g., Cervero, 1998; Ismat, 1996; Perin, 1999). 

One example of the call for professionalization is indicated by a recent survey by the National Adult Education Professional Development Consortium (NAEPDC). The results reveal that roughly half of all states require certification for adult education instructors (Perin. 1999). However, most of these states do not base their certification requirements on the theory and practice of adult education. Rather, many states require a K-12 teaching certificate or some other requirements that do not entail instructors learning about the special needs and practices that are most effective for teaching adults.
However, there has been an increased call for the implementation of standards that do require special training in the field of adult education. For example, the National Literacy Summit (2000) met to establish goals for increasing the literacy rate in the United States and a plan to achieve those goals. The summit agreed upon three main priorities for adult education and literacy in the United States: resources, access, and quality. The priority of quality is defined as creating “a system of high quality education and support services that helps adults meet their goals as parents, workers, and community members” (National Literacy Summit, p. 7).
Outcome D under quality calls for staff to be involved in varied professional development activities to upgrade their knowledge and skills. This in turn leads to Action Item 1 which states, “Ensure that all states establish a certification process for instructional staff based on standards that value both academic knowledge and life experiences, and include alternative assessment methods such as portfolios” (National Literacy Summit, p. 8).
Like the research supporting professionalization, the research supporting the differences in learning between   adults and children is extensive. Theorists such as Malcolm Knowles and Stephen Brookfield are leaders in the field and have helped establish a core of principles that adult education teachers can incorporate into their curriculum, their approach, and their attitude. These principles include an emphasis on prior experience, critical reflection, transformative learning, and internal motivation (e.g., Knowles, 1980; 1984; Mezirow, 1991; Brookfield 1986, 1990). The research has shown that adults tend to have preferences and opinions about the topics that they will learn and using their themes and incorporating their needs into the classroom constitutes part of effective practice (e.g. Cromley, 2000; Dirkx, et al. 1997; Merriam & Caffarella, 1999).
The list of references below is a preliminary list of the documentation on topics related to the Texas Education Credential Model.  This list will be updated and expanded throughout the credential project.  It is divided into four themes: (1) The field of adult education, (2) Professionalization and credentialing, (3) The principles of Adult Learning and the teaching-learning transaction, and (4) Methodology.
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Section 7: What do adult educators in Texas say about credentialing?
Overview
One of the main objectives of the Adult Education Credential Project is to develop a credentialing system for adult educators, based on the characteristics of the adult education workforce in Texas and with significant input from the field. The process of data collection and information dissemination throughout this project is grounded in the desire to truly discover the professional development needs of Texas adult educators and to create a model that will respond to these needs. 

Several areas of the field were consulted prior to the development of the draft credential model. These areas include a review of academic and professional literature published in journals, posted on the Internet and found through ERIC (Educational Resources Information Center); a review of credential models in other states of the United States and in other countries; and discussion of the issue of certification of adult educators through electronic mail lists at the state, national, and international levels. 

In addition to this research, input from practitioners in Texas was gathered through several areas of data collection including: 

· a written survey, which has been disseminated in hard copy and as an online survey; 

· conference sessions at the Texas Education Agency (TEA) annual conference and the Texas Association for Literacy and Adult Education (TALAE) conference; 

· creation of an advisory board and ongoing interaction with board members; 

· work teams that provided written feedback about the draft model; 

· informal conversations with adult educators through email, phone conversations, or in person; 

· facilitation of focus groups in six locations throughout Texas; and 

· practitioner input on the draft model available on our web page. 

Summaries of responses from the conference sessions are included in this section. 

Besides gathering data and consulting research, the Credential Project staff also tried to introduce the model to as many adult practitioners across the state as possible. The Credential Project disseminated this information in various ways including: 

· formal and informal presentations at staff development function around Texas; 

· conference sessions at the TEA Annual Conference and TALAE Conference; 

· communication with the advisory board and work team; 

· email posts to electronic mailing lists (including CATAPULT, the Texas Adult Education Administrators listserv, the Adult Education Professional Development Consortium (AEPDC) listserv, Project IDEA listserv, and the Corrections listserv); 

· individual emails to people who expressed interest in the project; and 

· flyers were mailed to 385 adult education programs to encourage participation in focus groups. 

The primary focus of this research was to build a model that was reviewed by the field at each stage of development. A copy of a survey on professional development for adult educators can be found in the appendix. A summary of the results of 280 responses follows. 
A Summary of the Results
 In its ongoing effort to consult the field of Texas adult educators for information about their professional development needs, the Adult Education Credential Project surveyed 280 adult education professionals in Texas. They also conducted six focus groups across the state and solicited responses at the TEA and TALAE conferences. The educators were asked about their background and current job situation, about their opinions on the professional development opportunities currently in Texas, about the advantages and disadvantages of an adult education credential, and what the content and delivery methods of a credential should be. The results of the surveys can be found on page xx of the appendix. A summary of the results is below. 

Adult Educators in Texas 

A majority of the respondents were paid staff (93%) and instructors (72%). However, some respondents were also administrators (10%) or coordinators (13%). Very few were volunteers (6%). Many respondents had more than six years or more of experience in the field of adult education (45%) or less than one year experience (22%). A majority of the respondents taught part-time (57%) and held at least a bachelor’s degree in any field (86%). 

Professional Development Preparation and Opportunities 

230 of the 250 who answered the question of “How have you prepared yourself to teach adults?” said that they participated in professional development events in Texas. In response to a question asking what other activities (not listed) have helped prepare you to teach adults there was a wide variety of answers. These included reading professional journals, working in public education, observing classes, volunteering, attending conferences, and working in corrections. 

An Adult Education Credential—Advantages and Disadvantages 

When asked the open-ended question of what would be the advantages of an adult education credential, seven main categories of answers emerged. Respondents suggested that a credential would accomplish the following: 

· Improve the status and credibility of adult educators in the field, 

· Improve the teaching skills and profession-related knowledge of teachers, 

· Standardize teacher preparation and professionalize pre-service and inservice, 

· Improve compensation of teachers and potentially increase the number of full-time teachers, 

· Benefit the adult students, 

· Increase program grant funding opportunities and potentially increase state funding, and 

· Offer better opportunities for professional development and for career advancement. 

Five general disadvantages emerged from the data. 

· A credential may eliminate good teachers or discourage potentially good teachers from entering the field; 

· Obtaining a credential would be too expensive and time-consuming; 

· Teachers have no motivation to pursue a credential at present; 

· The professional development leading to a credential would be too standardized, narrow, or theoretical; and 

· Adult education programs too poorly funded to make the advantages (such as full-time employment and higher salaries) viable. 

An Adult Education Credential—Content and Delivery 

When asked what activities should lead to an adult education credentials, many respondents suggested conference workshops, observation of other teachers, college and university classes, on-line professional development, and teacher-action research. When asked what a credentialed adult education instructor should know, respondents answers with a wide variety of answers. These included adult learning theory, instructional strategies for active learning, how to work with multi-level groups, written and oral assessment tools, cultural diversity, flexibility, and people skills. 

Appendix
FOCUS Bulletin February 2000


Listserv Survey
The following is a survey sent to all 50 directors of state education agencies.  This survey was sent through the “State Directors” listserv.  An attachment of the data on state credential models, found on pages 3-2 through 3-5, was included with the survey.  So far, five states have responded to the survey including Alaska, California, Missouri, Rhode Island and Utah.  All five states indicated that there has been no change in the credentialing process of adult educators in their state since 1991.  

Survey for State Director's Listserv
1.    Is the information in the Pelavin report (see attachment to this message) still current for your state?  If no, please go to question 2.  If yes, please go to question 3. 

2.    If it is not, does your state have a credential or certification process for adult educators? 

2a.  If yes, is it mandatory? 

2b.  If yes, please briefly describe the process: 

2c. Who can we contact in your state for more information about an adult education credential or certificate? 

            Name of contact: 
            Phone number: 
            Email address: 

3.    If your state does have a credential or certification process for adult educators, does it include adult education teachers in community based organizations or volunteer literacy organizations within this credential or certification process? 

3a.  If yes, who can we contact in your state for more information about an adult education credential or certificate and CBOs? 

            Name of contact: 
            Phone number: 
            Email address: 

4.    Does your state have a standardized process for training teachers new to adult education? 

4a.  If yes, who can we contact in your state for more information about new teacher training? 

            Name of contact:
            Phone number: 
            Email address: 
5.    Does your state have a "toolkit" or guide containing a curriculum of core content knowledge used for training teachers new to adult education? 

5a.  If yes, who can we contact in your state for more information about the toolkit? 

            Name of contact:
            Phone number: 
            Email address: 


Professional Development Survey for Adult Educators
List 2 strengths you bring to the field of adult education: 

Are you a volunteer or paid staff? (Circle One)  Volunteer   Paid Staff 

Position:  (Circle One)     Administrator               Coordinator                Instructor         Instructor’s Asst. 

How many years have you worked in adult education? 

____ 0-1 yr.                 ____ 2-4 yrs.              ____ 6 - 8 yrs. 

____ 1-2 yrs.               ____ 4-6 yrs.              ____ 8 + years 

How many hours a week do you work in your adult education position?  _______________ 

What would you recommend a  standard "tool kit for new teachers"  should include? 

What type of adult education classes do you teach/administer? 

(check all that apply) 

______ GED/ASE                                 ______ Life skills 

______ ESL                                         ______ Workforce Development 

______ ABE/Basic Literacy                   ______ Computer Literacy   
Other Classes: _______________________________________   
What is your educational background? 

_____ BA or BS not in education                _____ Bachelors in Education 

_____ Some College                                            Area of specialty ______________ 

_____ AA degree                                      _____ Masters Degree 

_____ High School Diploma/GED                         Area of specialty _______________ 

_____Other:_______________________________ 

How have you prepared yourself to teach adults/administer adult ed programs? 

_____ Attendance at professional development events within Texas 

           (e.g. conferences, staff development workshops, Project IDEA, 

               or other training in the field of adult education) 

_____ Credential or certificate from another state for adult education 

_____ Bachelors in education w/specialty in adult education 

_____ Masters in education w/specialty in adult education 

_____ Other: _______________________________________ 

How do you or your program discover the needs of your adult learners? 
What would help you or your program deliver instruction to adult learners? (training, materials, instructional strategies, etc.)    

How many hours (approximate) of staff development training in adult education have you had?  _________ 

What activities should lead to an adult education credential? (check all that apply) 

_____ College/University  Courses                    _____ On-Line Professional Development 
_____ Conference Workshops                          _____ Observation of other Teachers 
_____ Teacher Action Research Initiatives (such as Project IDEA) 
Other: ______________________________________________                

In your opinion, what are the advantages of a credential for instructors of adult education?     
In your opinion, what are the disadvantages of a credential for instructors of adult education?   
Does your worksite have access to a computer? 

____ No            ____ Yes, computer     ____ Yes, computer w/Internet Access 

Do you have daily access to computer technology? 

____ No            ____ Yes @ worksite            ____Yes @ home____Yes @ other  job                 

What kind of computer do you use?        ____N/A         ____Macintosh 

____PC  (check all that apply) ___DOS ___Windows 3.x ___Windows 95/98 ____Windows NT 

Please indicate your level of experience with technology: 

    ____Little or no computer knowledge 

    ____Some word-processing and some knowledge of computers 

    ____Use a computer daily--e-mail, internet, computer applications (word-processing, spreadsheet,      database, etc.) 

    ____Advanced use of technology--troubleshoot connectivity/printing problems, install utilities/internet plug-ins, etc. 
Center for Initiatives in Education, School of Education, Texas State University-San Marcos
Developed by  TEA’s  Special Projects: 
Adult Education Credential Project - Audrey Abed & New Teachers Project - Mary Helen Martinez Revised 2-23-99 



Results from 280 Adult Education Professional Development Surveys
Adult Education Credential Project   

	Question
	  
	  
	  
	  
	  
	  
	Left Blank 

	How many volunteers & paid staff? 

  
	Volunteers
	Paid Staff
	  
	  
	  
	  
	23 

	
	17 
	240 
	
	
	
	
	

	What is your position? 

  
	Administrator
	Coordinator
	Instructor
	Inst Asst
	  
	  
	10 

	
	28 
	34 
	197 
	11 
	
	
	

	How many years in Adult Education? 

  
	0-1 yr 
	1-2 yrs 
	2-4 yrs 
	4-6 yrs 
	6+ yrs 
	  
	16 

	
	59 
	27 
	31 
	27 
	120 
	  
	

	How many hours a week do you teach? 

  
	< 8 hours 
	8-16 hours 
	17-24 hours 
	25-39 hrs 
	40+ hours 
	  
	23 

	
	50 
	42 
	37 
	24 
	104 
	
	

	Educational Background? 

  

  
	High School Diploma 
	Some College
or AA Degree
	BA or BS not Education 
	BA 

Education 
	Masters
	Ph.D. 
	4 

	
	16 
	22 
	82 
	57 
	94 
	5 
	

	How have you prepared yourself to teach adults? 
	PD events in Texas 
	Adult Ed Credential 

From Other State 
	BA in 

Adult Education 
	Masters 

Adult Education 
	Ph.D. 
	Other Activities 
	30 

	
	230 
	19 
	6 
	31 
	5 
	90 
	

	Does your worksite have access to a computer? 
	No
	Yes, computer
	Yes, computer w/ Internet 
	  
	  
	  
	30 

	
	41 
	95 
	114 
	
	
	
	

	Do you have daily access to a computer? 

  
	No
	Yes @ worksite
	Yes @ home
	Yes @ other job 
	  
	  
	65 

  

Question not on 40 surveys 

	
	19 
	147 
	118 
	25 
	
	
	

	Level of experience with technology? 

  

  
	Little or no knowledge 
	Some
 Word-processing
	Use computer daily 
	Advanced Use 
	  
	  
	28 

	
	21 
	93 
	119 
	19 
	
	
	




Options for Delivery of a Credential Model in Texas
Responses from 280 Adult Education Professional Development Surveys  

	What Activities Should Lead to an Adult Education Credential? 

	Conference Workshops 
	199 

	Observation of Teachers 
	148 

	College/University Courses 
	127 

	On-line Professional Development 
	89 

	Teacher Action Research (such as Project IDEA) 
	87 

	Other Activities Which Should Lead to a Credential 
	51 


 

	Examples of activities that should lead to a credential: 

	Flexible-could be a mix of activities. As people have different demands on time, curriculum could be a blend and while having specific requirements as to content, should have different routes for attaining goals. 

	Combination of all (the above choices). 

	An evaluation of how one learns as an adult and how one personally relates to theory or not. 

	Any activity that improves a teachers performance – include self-teaching w/videos, books, interviewing, etc. 

	College courses and workshops for full-time personnel and workshops and observation for part-time personnel. 

	Approved teaching/research projects. 

	Specific workshops and specific online professional development aimed at adult credentialing. 

	State certification with an internship of 7 years. 

	Creating reports, leading workshops. 

	College degree. 

	College degree and TX teachers certificate. 

	Apprenticeship/Mentoring programs. 

	Collaborative inquiry. 

	Observation and experience. 

	Classroom experience. 

	Hands-on workshops. 

	Credit for on-the-job training and experience. 

	Self-study, books, journals, videos and audio. 

	Active participation thus practicum. 

	Involvement in EFF. 

	New teacher kits. 

	Comp-time/mini-college courses. 

	Essay on personal experience such as previous volunteer work or helping neighbors learn, or living in another culture, or other related activity in the past.  Book reviews. 

	Regional/local multi-day institutes. 

	A minimum of 12 college/university semester hours of adult education coursework at the undergraduate or graduate level. 

	I have a concern about college/university courses – access may be limited. 

	More observation and doing than sitting in a classroom. 

	Series of cell courses that address professional development. 

	Past experiences. 

	Specific workshops and specific online professional development aimed at adult credentialing. 

	Observations of adult education candidates by other teachers. 


  



Contribution of Ideas for the Content of the
Adult Education Credential Model in Texas
TEA Conference Session – Adult Education Credential Project
November 5, 1998
    What should a credentialed adult education instructor know? 
· Instructional strategies for active learning 

· Adult learning theory 

· Knowledge & practice of adult education theory 

· Characteristics of adult learners 

· Techniques/methodologies 

· Knowledge of learning styles/differences 

· Knowledge of latest technology/skills 

· Multi-level groups 

· Multi-subject 

· ESL – language acquisition 

· SCANS competencies 

· Interpersonal skills 

· Performance standards 

· Written/oral assessment tools and evaluations 

· How to motivate students 

· Knowledge of population – culture 

· Cultural diversity 

· Knowledge of community resources and collaboration 

· People skills 

· Education background (i.e. BA) 

· Experience in adult education 

· Experience in teaching w/teaching strategies 

· Broad experience in different teaching environments 

· Experience in specific areas 

· Have a portfolio/vita 

· Formal academic training from an accredited institution 

· Apprenticeship 

· See balance between teacher side/administrator side (not too heavy in either) 

· Have they worked with special populations 

· Do they possess leadership/presentation skills 

· Flexibility 

· Resourcefulness – “think on your feet” 
How will we deliver professional development in an adult education credentialing system? 

· A menu of options 
· Must be flexible 
· University/Community College 

· TEA, local/state conferences 

· Field observations 

· Independent contractors 

· TETN (teleconferences) 

· Portfolios – life experience 

· Internet – professional organizations/research 

· Focus group 

· Study groups 

· Task force for standardization of competencies 

· Adult educators 

· ISD & private schools 

· Retirees 

· A student literacy conference (In Corpus Christi – new teacher orientation conducted by students who graduated from adult education programs) 

· We need certificates for documentation 

· How many in-service hours does a teacher have, who keeps track of it, how does a teacher know? 

· Past experiences should be verified and approved 

· Stay away from college courses? 

· There should be more than just one level of credentialing 

· Need recognition for all that teachers do 

· Conferences should be documented: Topic, who was the presenter, how many hours 

· How is it applicable to your class situation? 

· Teachers need personal attention 

· Life-long learning should be implemented 

· Community based organizations 
· Offer BA in adult education 
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· Have objective outside observer to conduct classroom evaluations of teaching (must train evaluators) 

· Need a standard teacher evaluation model 

· Don’t cut out teachers whose first field is not teaching (e.g. tradespeople, etc.) 

· Don’t lump adult learner instruction in with K-12 

· Find accountability model that allows flexibility for teachers from varied settings. 

· Pay attention to what employers are saying 

· Least disruptive way to implement credential, such as multi-level certificates as teacher builds us professional development hours 

· Don’t let flexibility turn into loose standards 

· Use other state models in developing Texas plan 

· Use the state plan competencies (program & teacher) 

· Concerns about logistics of core content areas that will probably require coursework (principles of adult learning) 

· Concern about who came up with the core content: will it change over time? 

· Concern that this plan won’t be designed by teachers (“grandiose ideas of administrators”) 

· Maybe develop a credential for administrators 

· What will we do with teacher who don’t have a bachelor’s degree; other concern about letting under educated teachers teach (why not require those non-degree to go to college & help with tuition) 
· Recommendations for Delivery: 
· Observations by trained evaluators 

· Teacher portfolios to document competencies/proficiencies 

· Tie teacher evaluations to student outcomes 

· Build a ladder for non-degreed teachers 

· Make technology an integral part of the credential 

· Train on-line and have tech experts at hubs 

· Must be firm with teachers who resist professional development efforts. 

· Get technology and tech skills integrated into adult education programs. 
Input from Advisory Board Members 
· Interest in how the credential mandate will change hiring practices 

· Interest in “grandfather” rule 

· Interest in how this will impact volunteers & CBO’s 

· Should there be a laundry list of skills that a person can bring to prove competency in key areas? (not unlike non-traditional portfolio credit at college level)
Section 6: How are other states dealing with the issue of credentialing?
Overview
The purpose of this section is to familiarize the reader with adult education credential models in other states within the United States. Each state has taken a unique approach towards the professional development of its adult education staff. Some states have no mandatory guidelines for hiring adult educators while other states have developed more stringent certification processes that mirror the K-12 experience. 

  This section provides an overview of what is happening in other states in regard to the issue of credentialing adult educators. Information in this section includes a matrix of the credentialing process for all 50 states as reported by Pelavin Associates, Inc. in their 1991 Study of ABE/ESL instructor training approaches. 
  A survey was sent to all 50 directors of state education agencies. The survey was sent through the “State Directors” listserv. An attachment of the data on state credential models, as shown in the matrix on pages 6-2 through 6-3, was included in the survey. A copy of the survey can be found in the appendix. Six states responded to the survey. Alaska, California, Missouri, Rhode Island, and Utah indicated that there has no change in the credentialing process of adult educators in their state since 1991. Kansas has developed a credentialing process for adult educators since the Pelavin study was conducted and is the only state that indicated a substantive change since that 1991 report. 

  Analysis of this data indicates that only eleven states have developed a credentialing process for adult educators.  The other 39 states have either no required set of criteria for hiring adult educators as mandated by their state education agency, or rely on criteria that is not based on the theory and practice of adult education. States are distributed in the categories below based on what is required by their state education agency according to the Pelavin study and the survey of state directors, although hiring institutions in some states set their own criteria for recruiting adult education staff. 

· 20 states have no mandatory criteria for hiring adult educators. 

· 4 states require a bachelor’s degree in any field (including Texas). 

· 15 states require a bachelor’s degree and a K-12 teaching certificate. 

· 11 states have developed a system for credentialing adult educators. 

Texas is among the few states currently exploring the possibility of developing a statewide system for credentialing the field of adult education. The experiences of other states that have developed a model for credentialing adult educators have proven to be invaluable to the process for developing a system for adult educators in Texas. 



	State 
	Credentialing Process for Adult Educators 

	Alabama 
	To become certified, ABE instructors must have an undergraduate level teaching certificate in any field. They must then complete an approved master’s level-ABE program, which is a minimum of 33 semester hours. 

	Alaska 
	There are no certification requirements for adult education teachers. 

	Arizona 
	Adult education teachers in Arizona must have a current elementary or secondary teaching certificate or have a bachelor’s degree and recommendation from the prospective employer.  

	Arkansas 
	Individuals holding a valid Arkansas teacher’s certificate must complete 12 graduate and/or undergraduate semester hours in adult education . . . .  Three years of successful work experience in Adult Education, as verified by employment superintendent, may be accepted in lieu of six semester hours of directed teaching or three hours of internship.   
Persons who do not hold a valid Arkansas teacher’s certificate but have a bachelor’s degree must complete 18 graduate and/or undergraduate semester hours in Adult Education.   

Upon completion of the course requirements, all those seeking an adult education certificate must take the National Teachers of English (NTE) Test of Professional Knowledge and achieve above a certain minimum score.  All full-time Adult Education instructors must receive certification in Adult Education within three years of hire. 

	California 
	A Preliminary Designated Subject Adult Credential can be obtained by meeting the following requirements: obtaining a bachelor’s degree, completing four units in Methods and Principles of Adult Education, passing a course or test that covers the US Constitution, passing the CBEST (California Basic Educational Skills Test) if seeking a credential in an academic area, and demonstrating satisfactory completion of a sufficient number of college level courses or hours of employment within the subject areas that one intends to teach.    

The Preliminary Credential is good for five years and may be followed by a Clear Credential, which is good for life by demonstrating two years of successful teaching, completing nine semester units (full-time credential) or four semester units (part-time credential).  A Supplementary Authorization to teach ESL may be obtained by completing 12 upper-division courses as specified by the state. 

	Colorado 
	There are no certification requirements for adult education teachers in Colorado. 

	Connecticut 
	Adult education teachers in Connecticut must have a current adult education certificate.  This requirement was enacted July 1989. 

	Delaware 
	Adult education teachers must have a bachelor’s degree in adult, elementary, or secondary education and one of the following: satisfactory completion of six semester hours of college-level coursework in adult education; (2) six approved inservice credits in adult education sponsored by the state education agency or higher education system; (3) completion of three approved adult education credits and two years of documented satisfactory internship or employment in an approved adult education program. 


	District of Columbia 
	Adult basic education teachers in the District of Columbia must hold either a Class 1 Adult Education License or a Class 2 Academic Subjects in Adult General Education Programs License. Both licenses require a bachelor’s degree and coursework in teaching and adult education. 

	Georgia 
	There are no certification requirements for adult education teachers in Georgia; however, adult literacy staff will be required to attend a competency workshop under the “Terms and Conditions of Employment.” 

	Hawaii 
	There are no certification requirements to teach adults.  However, most ABE/ESL teachers work in the K-12 system during the day, then teach adults at night, and consequently hold K-12 credentials. 

	Idaho 
	There are no certification requirements for adult educators.  Until recently, the state required such teachers to hold public school credentials.  However, the new state director of education supported dropping this requirement because salaries in ABE/ESL positions are so low in the state that the requirement seemed unreasonable. 

	Illinois 
	There are no certification requirements for ABE/ESL instructors. 

	Indiana 
	All ABE and ESL teachers must hold a valid Indiana teaching certificate. According to state law, ABE teachers may hold a valid Indiana teaching certificate in any area that is related to the proficiencies being taught. 

	Iowa 
	There are no certification requirements for adult education teachers in Iowa. 

	Kansas 
	There is no state requirement regarding certification of adult education teachers. 

	Kentucky 
	Adult education teachers in Kentucky must have a current elementary or secondary teaching certificate. 

	Louisiana 
	Louisiana adult education teachers are required to have certification in adult education, which can be earned through 12 hours of specialty courses. 

	Maine 
	There are no certification requirements for adult education teachers in Maine. 

	Maryland 
	Adult education certification is not offered in Maryland.  Hiring standards are usually left to the discretion of local jurisdictions; most tend to require a bachelor’s degree and prefer an education background. 

	Massachusetts 
	The basic requirement for adult education teachers is certification in elementary or secondary education.  This may be waived for teachers working in community-based organizations and community colleges.  Beginning in FY 1991, all adult staff are required to receive a minimum of 50 hours of staff development training annually. 

	Michigan 
	Adult education teachers in Michigan must have secondary teaching certification. 

	Minnesota 
	All candidates recommended for licensure as teachers of ABE are required to hold a bachelor’s degree, hold a valid Minnesota teaching license for the elementary or secondary grades; and satisfactorily complete a program approved by the State Board of Teaching leading to the licensure of teachers of ABE, consisting of a minimum of 15 quarter hours or the equivalent.  Adult education teachers can teach without licensure in adult education, at the discretion of the superintendent of schools. 

	Mississippi 
	ABE instructors are required to hold a bachelor’s degree. 

	Missouri 
	Adult education teachers are required to have a Missouri teaching certificate in elementary/secondary education as well as ABE certification.  ABE certification is earned and maintained through annual attendance at a certification workshop. 


	Montana 
	Montana has no adult education certification requirements for ABE instructors; however, all teachers in ABE programs are certified elementary/secondary teachers. 

	Nebraska 
	There are no state requirements for instructors.  Local programs set their own standards and requirements for ABE instructors. 

	Nevada 
	Adult education teachers must hold a K-12 or secondary license, with endorsements in the disciplines they teach or in related disciplines.  For ESL teachers, the required endorsement is in TESL. 

	New Hampshire 
	There are no state credential requirements for adult education instructors in New Hampshire, although most have a bachelor’s degree and many also have a teaching certificate in elementary and secondary education. 

	New Jersey 
	Adult basic education teachers in New Jersey must have a current elementary or secondary teaching certificate. 

	New Mexico 
	There are no certification requirements for adult education teachers in New Mexico; however, postsecondary institutions, where most adult education programs are located, require professional development plans for adult education instructors. 

	New York 
	According to current practices, adult education teachers must have certification in elementary/secondary education if they are employed by a school district: certification is not generally required for teachers employed by community-based organizations or other non-profit agencies.  The State Education Department has proposed an adult education-specific certificate, which may be adopted within the next year.  The Department has proposed that all adult education teachers complete in three years – in addition to either a bachelor’s degree or K-12 certification – at least 180 clock hours teaching adults and either 90 hours of staff development in adult education, six semester hours of collegiate study in adult education, or a combination of staff development and coursework.  Currently, teachers must receive a minimum number of staff development hours each year, including 10 hours for part-time experienced teachers; 15 hours for part-time inexperienced teachers; 20 hours for full-time experienced teachers; and 30 hours for full-time inexperienced teachers. 

	North Carolina 
	The state has no requirements for adult education certification but adheres to guidelines established by the Southern Association of Colleges and Universities.  These regulations require that an instructor have a bachelor’s degree, with appropriate experience as determined by each community college. 

	North Dakota 
	There are no certification requirements for adult education teachers; however, most ABE and ESL instructors are certified as elementary or secondary teachers. 

	Ohio 
	Adult basic education teachers in Ohio must have a current elementary or secondary teaching certificate. 

	Oklahoma 
	Adult education teachers in Oklahoma must have an elementary or secondary teaching certificate. 

	Oregon 
	Oregon has no statewide certification requirements for ABE/ESL teachers.  Such criteria are set by hiring institutions.  However, the state is in the process of developing certification requirements for literacy tutors. 

	Pennsylvania 
	ABE teachers are encouraged to be certified in some areas of education. 

	Rhode Island 
	There is no state certification for ABE instructors.  Preference is given to those that have completed a three-credit course in either methods and materials or adult methodology.  Preference is also given to those instructors that are certified in reading or mathematics at the elementary or secondary level. 


	South Carolina 
	Adult education teachers in South Carolina must have earned an elementary or secondary teaching certificate. 

	South Dakota 
	There are no certification requirements for adult education teachers in South Dakota. 

	Tennessee 
	ABE instructors are required to have a valid Tennessee teaching certificate. 

	Texas 
	Adult education teachers must have at least a bachelor’s degree and a valid Texas teaching certificate and must receive at least 12 clock hours of staff development training annually.  Those without a teaching certificate must receive an additional 12 clock hours of training until they have completed either six semester hours of adult education college credit courses or have attained two years’ teaching experience.  New teachers must receive at least six clock hours of pre-service training before teaching. 

	Utah 
	Teachers of courses for high school completion must have K-12 or secondary certification in the subject areas taught.  This requirement is waived in some rural communities.  Teachers of other ABE/ESL courses have no formal requirements. 

	Vermont 
	Almost all instructors have a bachelor’s degree.  Hiring is focused on a variety of factors such as the ability to work effectively with adults in a highly independent fashion. 

	Virginia 
	ABE and ESL teachers must be certified in elementary or secondary education or have appropriate experience as determined by local adult education programs.  A new teaching endorsement for adult education teachers is under proposal. 

	Washington 
	Requirements are set by the hiring institutions.  Generally, the 27 community colleges in Washington require their teachers to hold master’s degrees.  The state’s five vocational/technical institutes require teachers to hold elementary/secondary certificates. A few private non-profit agencies have less stringent requirements. 

	West Virginia 
	Adult basic education teachers in West Virginia must hold either a professional teaching certificate or an adult education license. 

	Wisconsin 
	Adult education teachers in Wisconsin must have earned a degree in linguistics, ESL, or teaching to ESL students. 

	Wyoming 
	Wyoming does not require certification of ABE teachers.  Most of the state’s adult education programs operate through the community college system, which specifies “qualified” faculty but not necessarily state certified personnel. 
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	Professional Development Activity 
	Points 
	Description & Documentation Procedures 

	Web page development 
	5 
	Description:  Develop a web page either as a resource for adult educators in Texas or with students in order to share student work.  Guidelines for the development of web pages will be provided by Credential Project. 

Documentation: Send Internet address to Credential Project staff for review. A reflection of how the web page will effect teaching. Format for reflection will be provided by Credential Project. 

	End of Year 2 Classroom Visit 
	No points 
	Description:  Credential Project approved team member will observe instructor in the classroom setting and meet to discuss previous professional development experiences and future plans. 

Documentation: Observation form to be filled out by Project-approved team member.  Evaluation of professional development experiences and future plans. 

	Project IDEA 
	25 
	Description:  Participation in Project IDEA Institutes, attendance at TETN broadcast and other IDEA presentations, and completion of acceptable project. 

Documentation: Final product and attendance records. A reflection of how participation will effect teaching. Format for reflection will be provided by Credential Project. 




Examples of Professional Development Options and their Point Distribution
across the Core Content 

The Credential Project will be responsible for providing a list of professional development options to the field.  Each professional development activity will have points allocated to it.  Professional development options, point distributions, and documentation forms and guidelines will be available via the Internet and in hard copy. 

This is only a short list of possible professional development options for the delivery of the credential model.  Instructors will select from an expanded version of this list to complete their individual professional development plan.  This list will be continuously updated as professional development options in the state and nation expand or diversify.  All approved professional development options will be reviewed by the Credential Project.  Points for each professional development activity will be distributed across the content areas as appropriate. 
	Professional Development Activity 
	Facilitated by 
	Total Points 
	Principles of Adult Learning 
	Teaching-Learning Transaction 
	Diverse Learning, Abilities, & Culture 
	Integrating Technology into Adult Learning 
	Account-ability Systems 

  
	Field Participa-tion 

  

	New Teacher Institute 
	Local Program 
	10 
	3 
	3 
	2 
	0 
	2 
	0 

	University Course: The Under-prepared Learner 
	Texas State University-San Marcos 
	30 
	15 
	10 
	5 
	0 
	0 
	0 

	On-line Course: Adult Learning and Development 
	Southwest Texas State Univ. 
	30 
	10 
	10 
	10 
	0 
	0 
	0 

	Project IDEA 
	Project IDEA 
	25 
	7 
	10 
	5 
	3 
	0 
	0 

	Standard Institute 
	UTSA ESL Project 
	15 
	3 
	7 
	3 
	2 
	0 
	0 

	2-Day Workshop 

  
	Region XX 
	10 
	0 
	5 
	5 
	0 
	0 
	0 

	1-Day Workshop 
	North Harris Comm College 
	5 
	0 
	3 
	0 
	2 
	0 
	0 

	Conference: 

5 Concurrent sessions. 
	TALAE 
	5 
	0 
	1 
	1 
	1 
	2 
	0 

	Instructor Observation: 

Observe 5 classes. 
	Individual Instructor 
	15 
	0 
	0 
	0 
	0 
	0 
	15 

	Mentorship: Meet 5 times to develop skill. 
	Individual Instructor 
	15 
	0 
	0 
	0 
	0 
	0 
	15 

	Study Group: Meet 5 times to discuss topic. 
	Individual Instructor 
	15 
	0 
	0 
	0 
	0 
	0 
	15 




Subject Area Content Specialization  

Subject Area Content Specialization = 70 points 

An adult educator may choose to become specialized in a specific subject area of adult education.  Once the core credential is obtained, adult educators may pursue a Subject Area Content Specialization by continuing their professional development in a specific area.  



Sample Professional Development Plan
Name: Participant’s Name
Subject Area Specialization: Technology
Initiated: September 2002 

	Professional Development Activity 
	Facilitated by 
	Dates 
	Points 
	Principles of Adult Learning 
	Teaching-Learning Transaction 
	Diverse Learning, Abilities & Culture 
	Integrating Technology into Adult Learning 
	Accountability Systems 

	On-line Course: Information Literacy: Skill for Lifelong Learning 
	Emporia State University 
	Sep 02- Dec 02 
	30 
	  
	  
	  
	30 
	  

	2 Day Workshop 
	Project Inter-Alt 
	Feb 03 
	10 
	  
	  
	  
	10 
	  

	Mentorship 
	Self-study & Credential Project staff 
	Feb 03 – May 03 
	15 
	  
	  
	  
	15 
	  

	3 Day Technology Institute 
	Project Inter-Alt 
	Jul 03 
	15 
	  
	  
	  
	15 
	  

	Total Points 
	  
	  
	70 
	  
	  
	  
	70 
	  


Examples of Subject Area Content Specialization include: 

· Integrating Technology into Adult Learning 
· English as a Second Language 

· Teaching Math to Adults 

· Teaching Writing to Adults 

· Workforce Literacy 

· Critical Thinking
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