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Why are We Here?

v'To about the DCEO OET Grant Application Process

v'To your of what is expected when you
submit a grant application.

v'To engage and ask questions to be prepared for the next grant
opportunity.

v'To increase your chances of writing a successful proposal.




llinois Department of Commerce
and Economic Opportunity

The mission of the lllinois Department of Commerce and Economic Opportunity (DCEO)
is to create equitable economic opportunities across the State of lllinois. By attracting
and supporting major job creators, investing in communities, strengthening lllinois’
world-class workforce, fostering innovation, and ushering in the new clean energy
economy, DCEO works to fortify lllinois’ reputation as a global economic powerhouse
while ensuring lllinois is the best state to live, work and do business.
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e Welcome and Introductions
e Understanding NOFOs

v’ Checkpoint Activities 1 and 2
e Key Elementsin a NOFO

v Checkpoint Activity 3

Tod ay’S e Connecting the Need to Your Plan
v Checkpoints 4-7

Ag en d d e Creating the Budget
e Break
e Grant Writing: Putting It All Together

e Lessons Learned: Challenges and Strategies
for Success

e Resources and Questions
e Adjournment



Welcome ana
Introductions

" Name

=Qrganization

="\What you want to learn
today.




Why are we here? What is a NOFO?

*NOFO is a Notice of Funding Opportunity
* Formal announcement inviting grant award applications

* Includes a description of the project and the entities that are eligible to apply

*NOFOs have several names:
* Funding Opportunity Announcement (FOA)
* Request for Applications (RFA)
* Program Announcement (PA)

* Request for Proposal (RFP)




ocating NOFOs

MANY PRIVATE ORGANIZATIONS AND PUBLIC DEPARTMENTS RELEASE FUNDING
OPPORTUNITIES.

o National Funding Resources o Statewide Funding Resources



https://www.grants.gov/
https://fconline.foundationcenter.org/
https://www.google.org/our-work/google-impact-challenge/
https://www.grantwatch.com/
https://www.usgrants.org/illinois
https://www.rd.usda.gov/programs-services/community-facilities/community-facilities-direct-loan-grant-program/il
https://gata.illinois.gov/grants/csfa.html
https://dceo.illinois.gov/aboutdceo/grantopportunities/grants.html
https://www.dhs.state.il.us/page.aspx?item=149872
https://www.ilsos.gov/departments/library/grants/home.html

ILLYNOIS gov O AGENCIES @ SERVICES

Stay Connected @ Select Language -
Ilinois

Department of Commerce
& Economic Opportunity search Q
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D I O ‘ 5 ra n t COVID-19 Resources Assistance for Businesses Assistance for Individuals Assistance for Commul
: b

DCEO > DCEO Grants

H e | @ i DCEO Grants

Apply for Funding

Upcoming Grant Trainings .

The lllinois Department 5= @

Of CO m m e rce a n d Apply for Funding Upcoming Grant Trainings

Search a current listing of DCEO grant Interested in learning more about the grant
opportunities including application links and process? See the calendar listing of
E H O t M t information, as well as information on Capital upcoming live training opportunities and
CO n O m I C p p O r u n I y Grants. sign-up for future grant trainings.

has created a website
that is a quick guide for
DCEO grants,

Video Training & Resource Contact DCEO Grant Help Desk
Library
Need assistance with a grant-
A collection of training videos from related question? Click here to
all facets of the grant lifecycle. contact the DCEO Grant Help Desk.

Enjoy short tutorials on how to

navigate the grant process.



https://dceo.illinois.gov/dceo-grants.html
https://dceo.illinois.gov/dceo-grants.html

Checkpoint 1
Staft Capacity

BEFORE YOU BEGIN, YOU NEED TO UNDERSTAND
HOW MUCH CAPACITY YOUR ORGANIZATION HAS.

WHO WILL BE WORKING ON THIS POTENTIAL
GRANT?




Instructions:

The ideal way to complete this exercise is to print this guide and give copies to
any staff member working on this grant or works in your organization. Have each
person complete the activity independently and find a time to meet and discuss.

Often, supervisors don’t know how long it takes staff to complete tasks or even
all the tasks a person is responsible for.

Today, take your best guess in filling out the activity sheet.




Checkpoint 1:
| k ded ilable | % of time (
Staff Capacity [= il Ll Wy

Outreach Coordinator Social Media Posts 2 37.5 5%

Checkpoint 1: Inventory Your
Organization

Review Your Organization’s Staff
Capacity

Ask each team member to record
their tasks for any given week and
how much time it typically takes
them.

Then, calculate the percentage of
time they are spending on this
project by dividing the weekly on
hours spent on this project by the
total weekly hours.

Source
Resource
Link



https://www.atlassian.com/team-playbook/plays/capacity-planning
https://www.atlassian.com/team-playbook/plays/capacity-planning
https://www.atlassian.com/team-playbook/plays/capacity-planning

Checkpoint 1:
Reflections




Review and Allocate Accordingly

Review your staff’s time allocation.
e Where are there gaps, and where can tasks be consolidated?
e |f you want to add a new project/program, does your staff have the capacity?
e If you need additional staff, which roles will help with your capacity?

e What expertise does your current staff have?




Consider Partnerships

Many organizations cannot do it all on their own. Review your current
organizational partnerships, networks, and cohorts.

*\What programs, roles, or services could be expanded by partnering with
another organization?

*\What programs, roles, or services could your organization provide for another?




—xpand or Regroup

If your staff has capacity, think about the following questions:
e Do you already have a program in mind?
o Can any program be adapted?
o Can any programs be expanded?
e |sthere work you want to do that could be possible with additional resources?
e Could partnering with one or more organizations make a new program more
feasible?

If your staff are at or over capacity, it may not be an excellent time to expand.
Look into capacity grants or other resource-building funds.




Checkpoint 2:
Financial
Sustainability

REVIEW YOUR ORGANIZATION’S FINANCIAL
SUSTAINABILITY




Checkpoint 2:

|: . . | Funding Stream Timeline Program Opportunity to Braid
(If Applicable) Specific Funding

l n a n Cl a Yes/No Yes/No

S U Sta | n a b | | Ity DCEO 1/30/25-3/21/25 YES YES

Checkpoint 2: Review Your
Organization’s Financial
Sustainability

In each row, note the funding
stream your organization
currently has. Note in the rows
to the right if they have a
timeline, can only be spent on a
specific program, or are allowed
to be braided or combined in
some way with another grant or
funding opportunity.




Checkpoint 2:
Reflections




Review and Consider

e Can any funds be used for administrative costs?
e Are any of your funds able to be braided?
e What will happen when any of your funding streams end?

e |dentify Partnerships that will help with financial sustainability. If you add any
programs, will you need supplemental funds?

e Staff capacity and financial sustainability are linked; what happens to a staff
person’s job when funding ends?




Consider Partnerships

Review your current organizational partnerships, networks, and cohorts.

e |dentify Partnerships that will help with financial sustainability.

e Are their services that could be provided by a partnering organization to
diversify financial strain to any one organization?




—xpand or Regroup

e Does your organization have revenue reliability?

e Does your organization have the ability to earn or raise a certain level of
income with a fair amount of certainty?

e Does your organization have consistent surpluses?

e What is your organization’s ability to manage debt?

If your organization is relying on one grant for the entirety of a program’s services and staff
salaries, your organization may want to explore programming that can be sustainable. Funders do
not want “one-and-done” programming for the community, participants, or staff.




ldentifying the Need

Identifying a Need Examine the Data:
e Does your area have a need or Data can come in many forms. For example:
problem? e Census or other government data
e Does your target population have a e Community meetings
need or a problem? e Stakeholder interviews
e Does your area have workforce e Surveys
needs? e Original analyses of existing datasets
e Why is this a need or problem? e Reports your organization or others have published
e What will happen if the need or e Polling
problem is not addressed? e (Case studies
e How do you know this information? e Policy details and analysis

Requests for services your organization receives




Questions To Consider Betfore Starting
Any Workforce Grant Application

Who? What?

e Who will you serve? What is your target industry?

e How many individuals will What credentials will be
you serve? earned?

How Much?

How much will training cost?

How much will the program
cost per participant?

e Who is your training What type of work-based
provider? learning will be used?

e Who are your business What occupations will the
partners? training lead to?

How much funding will be
used for supportive services
and/barrier reduction
services?

NOTE:

Refer to the NOFO to make sure your population served meets program criteria.




NOFO Review - Key Elements
Guide

Application and

Award

Program Description Funding Information Ehg'b'ht.y Submission AElEE Bevuew Administration
Information . Information .
Information Information
e Intent e Award Range e Eligible Applicants * Address to Request e Criteria e State Award
e Program e Start date/End date e Cost Sharing or Application e Review and Notices
Description Matching Package Selection Process e Administrative and

e Program History

¢ Performance Goals
and Measures

¢ Indirect Cost Rate

e Content and Form
of Application
Submission

e Unique Entity
Identifier (UEI) and
System for Award
Management
(SAM)

e Submission Dates
and Times

e Intergovernmental
Review

e Funding
Restrictions

e Anticipated
Announcement

National Policy
Requirements

e Subrecipients and
Subcontractors

¢ Grant Uniform
Requirements

® Procurement
® Reporting
e Audit




A. Program Description

a. Intent
b. Program Description

c. Program History
d. Performance Goals and Measures

A. Program Description

IMp|
Notice of Funding Opportunity Intent e

The lllinois Department of Commerce and Economic Opportunity (the “Department” or “DCEO?) is 15- OFO
this Notice of Funding Opportunity (NOFQ) to launch the lllinois Clean Jobs Workforce Network Program.

A network of at least 13 lllinois Clean Jobs Program delivery hub sites ("Workforce Hubs") throughout the

State to recruit and provide clean energy and related workforce training to jobseekers. Workforce Hubs

will engage with potential employers, community-based organizations, educational institutions, and
community-based and labor-based training providers to ensure program-eligible individuals across the

State have dedicated and sustained support to enter and build clean energy careers. The Workforce

Hubs will be run by community-based organizations and utilize a Clean Jobs Curriculum Framewaork
(https://dceo.illinois.gov/content/dam/soi/en/web/dceo/ceja/documents/clean-jobs-curriculum-

framework_pdf) to provide clean jobs training and a career pathway for participants.

This Notice of Funding Opportunity also includes funding for Energy Transition Barrier Reduction
Program services to support participants of the lllinois Clean Jobs Workforce Network Program with
“wrap-around” and support services to improve access and successful program outcomes.

Proaram Description

Includes:

Full program description of the
funding opportunity

The purpose of the program and
program objectives

Whether it is a new program or a
changed area of program emphasis

Performance goals, indicators or
milestones, timing and scope of
expected outcomes




B. Funding Information

Includes:

a. Award range
b. Start date/End date

Federal, pass-through, state, and/or
private funds

Total amount of funding expected to
be awarded through this NOFO

The award range from lowest amount

| . Sa
B. Funding Information ’hp/ .
e NOFO to the highest amount

This grant program is utilizing state funds appropriated by the lllinois General Assembly under Public Act
103-0006._https://www.ilga.gov/legislation/103/SB/PDF/10300SB0250Iv.pdf. Total amount of funding

expected to be awarded through this NOFQ is up to approximately $22.9 million for the Clean Jobs e o

Workforce Network Program and up to $15 million for the Energy Transition Barrier Reduction Services The antici patEd awa rd start date a nd
Program for a statewide total of $37.9 million for the first 12 months of the program. Awards will range

from approximately $500,000 to $3,000,000 for the delivery of the Clean Jobs Workforce Network e o

Program in each region identified in Section A of this NOFO. The initial grant awards range from the d nthl pated aWwad rd end date

approximately $500,000 to $2,000,000 for the delivery of the Energy Transition Barrier Reduction
Services to support the Clean Jobs Workforce Network Program in each of the regions identified in this
NOFO. The initial grant awards for the two programs combined will range from $1,000,000 to $5,000,000
for each Warkforce Hub location identified in this NOFO. The Department expects to make at least one
award in each of the Workforce Hub locations through this NOFO. An applicant may submit multiple
applications if they intend to administer the program in more than one of the Workforce Hub Locations.
The Department anticipates offering awards that provide an average funding of approximately $10,000-
$15,000 per participant (including program and administrative costs) based on the quality and quantity of
services that are provided and the length of training.




. Eligibility Information

Includes:

a. Eligible Applicants
b. Cost Sharing or Matching

Meeting the qualification standards

c. Indirect Cost Rate Cost sharing or matching

Indirect cost rate

C. Eligibility Information Safnp

An entity must be registered in the Grant Accountability and Transparency Act (GATA) Grantee Portal, /e N
https://grants_illinois_gov/portal/, at the time of grant application. The portal will verify that the entity: FO

- Has a valid FEIN number (
identification-numbers-
tin#:~ text=You%%20can%%20use%%20the%%20IRS%27s . .for2620Individual?20Taxpayer?s20iden
tification220Number);

Has a valid UEI number (hAttps:-/sam.gov);

Has a current SAM gov registration (hAttps:-//sam.gov),;

Is not on the Federal Excluded Parties List (verified at https /sam.gov):

Is in Good Standing with the lllinois Secretary of State, as applicable
(https://www.cyberdriveillinois.com/departments/business services/corp.html);

Is not on the lllinocis Stop Payment list (verified once entity is registered in GATA Grantee Portal);
and

- Is not on the Department of Healthcare and Family Services Provider Sanctions list

(https //www.illinois.gov/hfs/oig/Pages/SanctionslList aspx)

1. Eligible Applicants include:

Eligible applicants are community-based organizations, defined as organizations that:

- Provide employment, skill development or related services to members of the community;
- Includes community colleges, nonprofits, and local governments;

- Has at least one main operating office in the community or region it serves; and

- Demonstrates relationships with residents and other organizations serving the community.




D. Application & Submission Information

Address to Request Application Package
Content and Form of Application Submission
Unique Entity Identifier (UEI) and System for Award Management

(SAM)

Submission Dates and Times
Intergovernmental Review
Funding Restrictions

D. Application and Submission Information ]p/e N
1. Address to Request Application Package. OFO
Grant application forms are awvailable at the web link provided in the “Grant Application Link™ field
of this announcement or by contacting the Program Manager:

Karen Lockhart

Minois Department of Commerce & Economic COpportunity
607 E. Adams, 3™ floor

Springfield, IL 62701

Email: Karen.B.Lockhart@illinois.gow

2. Content and Form of Application Submission.

A standard application package must be submitted to and reviewed by DCEO . Each package
must contain the following items:

O Umniform Grant Application in fillable PDF format. Signature page must be printed,
signed, scanned and submitted with application._

OO0 Uniform Budget utilizing the template provided by DCEC for this project. The entire
budget with all worksheets included even if the worksheets are not relevant to the
grant opportunity must be submitted with the application materials. Signature page
must be printed, signed, scanned and submitted with application.

O Conflict of Interest Disclosure

O Mandatory Disclosures

O Executive Summary {one page): Provide a one-page summary that identifies/describes
the:

Includes:

Where the NOFO should be sent
Application package needed
Approved unique identifier (UEI)

Number of days the application period
will be open

SMARTSHEET link
If applicable, intergovernmental review

If the opportunity does or does not allow
reimbursement or pre-award costs

How to
Submit?




. Application Review Information

Includes:

a. Criteria

b. Review and Selection Process The criteria the agency will use to
c. Anticipated Announcement evaluate applications

h.

. Application Review Information San-,p o NG MORE INFORMATION ON UPCOMING
1. Criteria. FO SLIDES

Grant application will be reviewed on a competitive basis. Each proposal will be scored on a 100-
point scale. Applicants must demonstrate that they meet the requirements under this NOFO as
described throughout. The following criteria will be used as part of the merit review of

Applicant Team Qualifications and Capacity (35%)

Applicant’s qualifications and capacity to administer the Clean Jobs Network 10%
Program and meet the proposed program outcomes.

Related experience and qualifications of the applicant team’s staff to be assigned 10%
to recruit, enroll, train, and provide support services to equity eligible persons

The quality of applicant’s experience and ability to use an equity lens for program 8%

operations.

Related experience and qualifications of the applicant team’s staff to work with and 7%

connect participants to clean energy jobs or advanced training programs.
Documentation of Need (10%)

L]
The project’s focus on specific equity investment eligible communities or 4% HOW Wl "
populations; identification of barriers that these target communities or populations

may face; and workforce needs in target communities.
The project’s identification of the clean energy employment needs and targeted 3% I be
occupations in the proposed area(s) and how the applicant will address these

graded?

needs throuah clean iohs trainino nrooram as demonstrated thoouaohb local and




F. Award Administration Information

State Award Notices
Administrative and National Policy Requirements
Sub recipients and Subcontractors

Includes:

Grant Uniform Requirements Specification of funding terms

Procurement . - .
Reporting Special terms and conditions of funding

Audit opportunity

Agreements and budgets with sub-recipients
and subcontractors must be pre-approved

JAward Administration Information

1. State Award Notices. p/e one
The Motice of State Award (MOSA) will specify the funding terms and specific conditions resulting NOFO G ra nt Accou nta bII Ity a nd Tra nspa rency ACt

from the pre-award risk assessments and the merit-based review process. The NOSA must be
accepted in the GATA Portal by an authorized representative of the grantee organization. The GATA
MNOSA s not an authorization to begin performance or incur costs.

3. Reporting.

Periodic Performance Report (PPR) and Pericodic Financial Report (PFR)
Grantees funded through this NOFO are required to submit in the format required by the Grantor, Procu rement mEthOds a nd Standards

at least on a quarterly basis, the PPR and PFR electronically to their assigned grant manager.
The first of such reports shall cover the first three months after the award begins. Pursuant to 2

CFR 200.328, Pernodic Financial Reports shall be submitted no later than 30 calendar days H ° H °
following the period covered by the report. Pursuant to 2 CFR 200.329, Periodic Performance PerIOdIC Performance Report (PPR) and PerIOdIC
Reports shall be submitted no later than 30 calendar days following the period covered by the . .

report. Any additional reporting requirements will be disclosed in the NOSA. Grantees are

required within 45 calendar days following the end of the period of performance to FlnanCIaI Report (PFR)

submit a final closeout report in the format required by the Grantor (See 2 CFR 200.344). DCEO
requires the Periodic Financial Report (PFR), outlined above, to be submitted with expenses on a
monthly basis.

Programmatic monitoring visits

Monitoring
Grantees funded through this NOFO are subject to fiscal and programmatic monitoring visits by
the Department in accordance with 2 CFR 200_337. They must hawve an open-door policy allowing
penodic visits by Department monitors to evaluate the progress of the project and provide
documentation upon reguest of the monitor. Program staff will also maintain contact with
participants and monitor progress and performance of the contracts. The Department may modify What a re the
grants based on performance.

Requirements?



Questions To Consider Betfore Starting
Any Workforce Grant Application

Who? What?

e Who will you serve? What is your target industry?

e How many individuals will What credentials will be
you serve? earned?

How Much?

How much will training cost?

How much will the program
cost per participant?

e Who is your training What type of work-based
provider? learning will be used?

e Who is your business What occupations will the
partners? training lead to?

How much funding will be
used for supportive services
and/barrier reduction
services?

NOTE:

Refer to the NOFO to make sure your population served meets program criteria.




APPENDIX E - EVALUATION OF APPLICATIONS

CRITERIA MAXIMUM POINTS | % OF TOTAL POINTS
Secmion 1: CapaciTy 40 28%
SECTION 2: NEED 25 18%
SECTION 3: PROGRAM PLAN 50 36%
SECTION 5: BUDGET NARRATIVE/COST EFFECTIVENESS 25 18%

TOTAL 140 100%

APPLICATION EVALUATION RUBRIC AND POINT VALUES

SECTION 1: CAPACITY
The applicant must be an Eligible Entity as defined in this NOFO. An objective of this WORKFORCE GRANT
Funding Opportunity is to address the ic impacts ienced by b and individuals most

SECTION 3: PROGRAM PLAN
Applicants can include one or more
application template includes overall

in lhe, g desngn Ther g

the applicant must compile the

plan section of the

NOTPROVIDED | VERYLIMITED | SOMEWHAT LIMITED MODERATE STRONG VERY STRONG
0 1 2 3 4 3
APPLICATION APPLICATION APPLICATION 1S UNCLEAR APPLICATION APPLICATION APPLICATION

REQUIREMENTS ARE |  PROVIDES VERY FEW AND LACKS ENOUGH PROVIDES PROVIDES GOOD EXCEEDS
ABSENT DETAILSTOMEETTHE | EVIDENCE TO MEET PROJECT | MODERATEDETAIL | DETAILANDSOUD | EXPECTATIONS AND
PROJECT OUTCOMES OUTCOMES EVIDENCE TO MEET PROVIDES
PROJECT OUTCOMES SUBSTANTIAL

INTERNAL CHECKLIST FOR Narsuies wivs wous Uil TS
Signed Uniform Grant Application

WORKFORCE GRANT Natice of Funding Application completedin a filable Ward template with the following

components:
o Staffing Plan with Roles
o (rant History
v Program Implementation Plan
v Sustainabilfy Plan

Mandatory Disclosures

Conflict of Interest Disclosura

Memorandum of Understanding or Partnership Agreements

Uniform Budget (State of linois Unified Budget Template - Excel Workbook)

training program summary(s) which provides detalls related to the categorical training to be offered. In the POSSIBLE
impacted by the .COVIIMShpandemw Therefore the applicant must provude ev'dence Of their capaaty X0 PossIBLE application template, applicants will provide a high-level program summary. The summary needs to be POINTS
partner wﬂh ployers in the 7 and serve the targ (und POINTS comprehensive but concise and should be written so the public can understand the program’s intent. Applicants
ind P d, and youth). AddmOnaﬂv this includes Idenhfwnq lhe expertise °f slaff and must include the role of local businesses, the local workforce system, and other key slakeholde(s in developing 50
Subcomraded I to d their ability to impl the Examples of current or 40 and delivering services including job placement ion, and follow-up services. Additi . the application
completed pro;ects similar in scope for these individuals should be provnded Flnally the applicant must must include a list of the training providers, the ialing body, and i ion on the (ralmng materials
demonstrate the ability to run successful training progt that include relati with key stakehold used and how it relates to the targeted mduslrv sector and emp(ovevs The Department may request training
Stakeholders include eligible training providers, social service agencies, and communitv—based organizations materials during the evaluation process. In this section, applicants indicate what targeted populations will be
that will influence the training and wraparound services for a holistic service approach. served gnd describe the ﬂo.w from to employ or post-secondary education. If customer
. e = = - T " flow varies between targeted populations, show each process.
Provide high-level information about the lead applicant organization’s size, structure, and history. Applicants must focus on equity in all aspects of program design and partnerships, including
Specify whether the organization is a start-up or is more established. Describe any other 5 successful transition and retention in a welcoming, inclusive environment. 5
organizations that will be partners, subcontractors, or sub-recipients for the project. A plan for outreach and recruitment strategies to target populations in the QCT or DIA. 5
The applicant’s capacity to provide services outlined in the NOFO and successfully complete the 5 The applicant’s plan to work with employers in the target industries and approach to meet the
project tasks within the proposed grant period. employers' needs for skilled employees. 2
The applicant’s experience in working with businesses in the target industries. 5 The level of participation of local employers or industry associations in the development of :
The applicant-related experience in working with the target population. S training and implementation, including the hiring of program completers.
The applicant’s related experience in working with eligible training providers and/or partners. 5 The applicant's process to serve the target populations and their plan for outreach and to serve e
Include a list of the key staff and instructors, including subcontractor personnel, to be assigned to individuals based on the participants' skill levels.
the project. Describe each staff person or instructor’s role and indicate the percentage of time The level of participation of partners, including training providers, the local workforce system,
they will allot to the Project. This must align with the Attachment: Staffing Plan. social service agencies, community-based providers, etc. to work together and design programs .
Required roles include, but are not limited to: that collhabora(e on service delivery to maximize benefits to individuals in the local target
-Outreach and recruitment 5 population.
-Application and Intake The quality of the training providers and credentials, licenses, or certifications training
-Supportive Services participants will earn and the career pathways facilitating long-term advancement with the =
-Program Administration employer or within the industry sector (provided the credentialing body for each eligible training
-Data Entry p:"’ider)' - - — —
The applicant’s previous performance in administering similar grants and projects (including the 5 ;:ez::e:: to provide support services:and barrier reduction funding s based on'a/needs 5
el
comFete.d perfor.mance chat). - " n - - — A plan tg deliver barrier reduction services, including intake, distribution of funds and services,
Provide information demonstrating the applicarfilleam’s experience with and ability to use e ref‘ls Applicants must explain how they will provide servillllind funds promptlyand 5
equity Iens There is evidence that equity is emi@lided in all aspecfs of program design efflcxently to addr]Jk immediate and longer-term needs.
A il i |ens is a process t h loca] al worki ati velopment
entities Jlhis mcl the ref: partic| s into pa n the 5
individ: mployjiént plan
ic-related recession on SECTION 5 JUDGET IVE/S p ESS : -
jcally.di munitg Y ensus Tracts. Applications must = Applicants must provide a hign-level budgetMarative, includingan analysis o the cost e n refationship POSSIBLE
Wontl th aea an popui @l seve This shoud nclude ihe qualed census racts)andor L to planned outcomes; Provide a detailed narrative of each line.item costs. This will correlate with the narrative in
dispropomonale!y |mpacted ja(s) where the project will operate or serve individuals. Training programs POINTS e e I A o G ﬂ A ptibata Tyl POINTS
loped must be i local labor market information (LMI). Include the analysis of data that e budget tempiate; Describe any feveraged and malcting funcs rom pariners and particpating businesses.
determined the needs of employers and individuals served under this program. Include the specific needs of the 25 L | (programs that include matching funds will receive additional consideration.) Describe how this project will be 25
industry(s) and related occupations and the impact the training will have on meeting those needs. Include sustained beyond the grant funding period. Discuss how this project will beneft the target industries and target
information on how the data is utilized to develop sector-based career pathways and how other resources fokoand el
support this approach. Based on the results of this analysis, identify the specific needs of businesses and the popul unity
needs of individuals, including barriers to employment Provide a high-level budget narrative of the WORKFORCE GRANT program, including justification
|dentify the Qualified Census Tract (QCT) or Disproportionately Impacted Area (DIA) where of the main budget expense items and an analysis of the cost efficiency related to planned 5
customers will be recruited from and/or the project will operate and the specific locations where - outcomes and proposed activities.
the training will be offered. (For underemployed customers his could include the employer The quality of the detailed information for each line item. 5
pcisite) The amount of leveraged resources and plans to combine public and private funding. 5
Applicant’s focus on identifying appropriate services in target industries and occupations as — - - -
d AR : : 5 Provide information regarding any subcontracts or partner agreements that will be funded under
informed by labor market analysis, regional workforce data, and employer needs information.
I ca'< faacription o the rad T uality bralhkig il Sectir(s) e caraes pettviayls) aivd . this grant. Include a brief description of the services and the amount and the location of the 5
analysis of resources that can be leveraged through local and regional partners. services.
The potential impact the program will have on stabilizing employers in the target industries - Describe any programs, services, and partnerships that will be leveraged to improve the
affected by the COVID-19 pandemic; program'’s cost-effectiveness, return on investment, and long-term sustainability. Describe any 5
Apgli‘ca"t i 'd.e"‘"f'fa“f’" :f the ',‘eeds ‘(I’If the l'a.'g':t pf’lpula""f‘ f"CIUd'"g barriers to employment 5 leveraged/matching funds from workforce partners, participating businesses, and others.
and how participation in the project will result in family-sustaining careers.




CAPACITY

ﬁm\fﬁm an Eighle Enty a5 defned in 1S NOFO. An ouec\Ne of \h\s woaxfonca smn SECTION 1- CAPACITY
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Checkpoint 3:
Administrative
Requirements




Administrative Requirements

Every successful program has staff in key areas, including
program administration, outreach and recruitment, intake,
wrap-around services, and data entry. Full-time or part-
time employees of the organization, contractors, sub-
contractors, or partner organizations can staff these areas.
Here are definitions of the responsibilities categorized into
specific roles.




Program Administrator Responsibilities

Responsible for program compliance and ensuring that
performance metrics are met and required reporting is
done; oversees program operations, onboards staff,
and monitors the performance of other program roles.

Responsibilities

Outreach and Recruitment Responsibilities

Secures a constant flow of leads for the program,
conducts pre-screen assessments, ensures program
applications are completed, and conducts, along with
other team members, standardized interviews.




Support Service Responsibilities

This role will complete the assessment, set up necessary services,
and work with the Academic Support Specialist, as needed, to
offer additional support if participants begin to struggle
academically. They will administer barrier reduction funds to
provide support services to help eligible individuals overcome
financial and other barriers to participation. They will also source
from outside providers and partners for other needed support
ReSpOﬂSI bl | ties services and refer participants to those services if needed.

Data Entry Responsibilities

Programs can determine how their program data is entered and
reported in the lllinois workNet portal. They may complete this,
or it may be part of the other roles in the program. They are
responsible for ensuring timely reporting of program data,
including entering participant information, programmatic and
service data, outcome metrics, and verifying data accuracy,
among others.




Name Role Of Staff (I.E., Program Administrator, Fiscal Manager, Outreach And Percent Of
Recruitment, Job Coach, Case Manager, Employer Relations, Trainer/Educator) | Time Spent
On Program

Checkpoint
Ad m | n |St ratlve Oversees Program Operations

Onboards Staff

Re q u i re m e n -tS Monitors The Performance Of Other Program Roles

Secures A Constant Flow Of Leads For The Program

Conducts Pre-screen Assessments

Com plete the ta ble USi ng the Ensures Program Applications Are Completed

r0|es and reSpOnS|b|||t|eS on Conducts Standardized Interviews

the preVIOus Sllde' Complete Assessments

You are not required to have >et Up Necessary Services

these SpECIfIC roles h | red . Work With The Academic Support Specialist, As Needed, To Offer Additional
cr e Support If Participants Begin To Struggle Academically

howeve I, d ” responsi bl I Iities Administer Barrier Reduction Funds

Wlth IN eaCh r0|e must be Refer Participants To Outside Partners/Providers Supportive Services

assigned. More than one role
can be assigned to a staff
person.

Ensuring Timely Reporting Of Program Data

Entering Participant Information

Entering Programmatic And Service Data

Entering Outcome Metrics

Verifying Data Accuracy




Checkpoint 3:
Reflections




Review and Consider

e Where do you feel comfortable in staff capacity?

e Where do you see gaps in staff capacity? Do you need to hire staff?

e Do you still have the staff capacity for a grant with these general
administrative requirements?

e Do you have records maintenance or accounting software in place to help
manage the data of this grant?

Note: New programs to any funder or grant will spend more time on each
activity.




Consider Partnerships

Review your current organizational partnerships, networks, and cohorts.

e Are there areas of administrative activities that can be shared with a partner?

e Could partnering with another organization allow your staff to complete these
administrative requirements?




—xpand or Regroup

Consider the following:
If required, administrative requirements will not overload staff capacity or
programming; proceed to program planning!

If you cannot partner with another organization and/or the required

administrative requirements will exceed staff capacity, it may not be time to
expand. Look into capacity grants or other resource-building funds.




Break

Please return to the room in 10 minutes.




Quick Review

%= Staff Capacity Planning

.~»  Financial Sustainability Review

v Identified Needed Staff For Programming Roles
i, |dentified A Need And Supporting Data

® Who, What, How Much: NOFO Review

4% Staff Capacity Planning 2.0: Administrative Requirements




Questions To Consider Betfore Starting
Any Workforce Grant Application

Who? What?

e Who will you serve? What is your target industry?

e How many individuals will What credentials will be
you serve? earned?

How Much?

How much will training cost?

How much will the program
cost per participant?

e Who is your training What type of work-based
provider? learning will be used?

e Who are your business What occupations will the
partners? training lead to?

How much funding will be
used for supportive services
and/barrier reduction
services?

NOTE:

Refer to the NOFO to make sure your population served meets program criteria.




Connecting the Need to Each Step of
the Process




Checkpoint 4-

Creating a
Needs
Statement




Needs Statement

As you conduct business, are there A needs statement should:

needs that could be met with more 1. Focus on one core concern.

funding? Is this need supported by 2. Show how your project ties in with
data? If the answer is yes, it is time to the funder’s objectives.

create your Needs Statement. 3. Support your claims with quantitative

and qualitative data.

4. Demonstrate the urgency of the
need.

5. Proofread your needs
statement before sending it.

A Needs Statement is the foundation of
your grant application and should tie
directly to the criteria of the NOFO.




Checkpoint 4: Creating a Needs
Statement

Needs Statement 1: According to the
National Education Foundation, 46% of
middle school students nationally do
not have access to after-school
programs. In our state, that statistic
rises to 57%. Moreover, our state
education budget is being cut by 22%
this coming year. These are devastating Why?
trends that the middle-school students

in our community must be able to

overcome.

Does everyone think this statement
is Bad, Better, or Best?




Checkpoint 4: Creating a Needs
Statement

Needs Statement 2: Our middle

schoolers have limited access to

educational resources. Mostly from Does everyone think this statement
low-income households, the is Bad, Better, or Best?
neighborhood is generally very corrupt.

With just a single after-school program

that is well-attended, we need more Why?

resources to reach more of these

students. Please help us educate our

youth.




Checkpoint 4: Creating a Needs
Statement

Needs Statement 3: Approximately 3,600 middle-school foster children do not have access to after-school programs in
Missouri each year, and many youths are on the brink of lifelong poverty due to unhealthy behaviors and attitudes
learned from their environment.” They are, in fact, the most at-risk youth in the state and those most likely to consistently
fail...their risk is the greatest; their adversity is most profound, and their present and future costs to our community is the
most significant." (RWD Foundation). Owing to a lack of services personalized to their needs, many of our middle-school
foster youth are at risk of becoming homeless. Studies show that 29-53% of middle-school foster youth live below the
poverty level. (U.S.D.H.U.D.). ...Project Rescue is designed to provide a supportive environment that will offer the sense of
autonomy and self-worth that at-risk youth desperately seek while providing a foundation for academic distinction and

leadership.
With your help, our program will be able to assist at-risk youth in making healthy, productive decisions by providing them

with tools to complete their education. Youth participating in our program will unlock their unique entrepreneurship
creativity, better understand the free enterprise system, improve their quality of life, and dare to prepare for promising

futures. Does everyone think this statement is Bad, Better, or Best? Why?




Checkpoint 4:
Reflections




Review and Consider

When creating your own Needs Statement:

e Does your Needs Statement align with the grant criteria?

e Are you using data points to support your Needs Statement?

e |sthere urgency with this need? Have you discussed the urgency and cited
your information?

Consider Partnerships

e Are other partners also experiencing this need?

e If you partner with other organizations, do they have data that can contribute
to your Needs Statement, either qualitative or quantitative?




Goals and Objectives

GOAL: a broad statement of what you wish to accomplish. Goals are broad, general,
intangible, and abstract. A goal is really about the final impact or outcome that you wish to
bring about. In the case of goals for a grant proposal, make sure they are linked back to your
need statement. Use words such as decrease, deliver, develop, establish, improve, increase,
produce, and provide.

Example: Decrease the degree of malnutrition among young children in northwest Louisiana.

OBIJECTIVE: a step toward accomplishing a goal. In contrast to the goal, an objective
is narrow, precise, tangible, concrete, and can be measured.

Example: By the end of year one, provide 125 mothers in northwest Illinois with a 2-hour RS

Resource

training program that will provide health and nutrition information. Link



https://www.bpcc.edu/institutional-advancement-grants/how-to-write-goals-and-objectives-for-grant-proposals#:~:text=In%20the%20case%20of%20goals,young%20children%20in%20northwest%20Louisiana.
https://www.bpcc.edu/institutional-advancement-grants/how-to-write-goals-and-objectives-for-grant-proposals#:~:text=In%20the%20case%20of%20goals,young%20children%20in%20northwest%20Louisiana.
https://www.bpcc.edu/institutional-advancement-grants/how-to-write-goals-and-objectives-for-grant-proposals#:~:text=In%20the%20case%20of%20goals,young%20children%20in%20northwest%20Louisiana.

Tips tor Good Goal Statements

=Tie your goals and objectives directly to your need statement.
"|Include all relevant groups and individuals in your target population.
=Always allow plenty of time to accomplish the objectives.

*Do not confuse your outcome objectives for methods.

"Figure out how you will measure the change projected in each objective. If there is no
way to measure an objective, it’s not measurable and should be rewritten.

*Don’t forget to budget for the evaluation (measurement) of your objectives.

Source
Resource

Link



https://www.bpcc.edu/institutional-advancement-grants/how-to-write-goals-and-objectives-for-grant-proposals#:~:text=In%20the%20case%20of%20goals,young%20children%20in%20northwest%20Louisiana.
https://www.bpcc.edu/institutional-advancement-grants/how-to-write-goals-and-objectives-for-grant-proposals#:~:text=In%20the%20case%20of%20goals,young%20children%20in%20northwest%20Louisiana.
https://www.bpcc.edu/institutional-advancement-grants/how-to-write-goals-and-objectives-for-grant-proposals#:~:text=In%20the%20case%20of%20goals,young%20children%20in%20northwest%20Louisiana.

Checkpoint 5:
Goals and
Objectives

aaaaaaaa
Objectives



Checkpoint 5: Goals and Objectives

Using your Needs Statement, it is time When working toward accomplishing a
to create Goals and Objectives. goal, often you'll have objectives you
must complete along the way. By
completing objectives, you’re making
progress towards completing your goal.

*Goals are broader statements you wish
to accomplish.

*Objectives are the individual actions
you must take to achieve a goal. They
are specific steps to achieving a goal.

Objectives are usually precise and
measurable statements that explain how
the goal will be accomplished.




Personal Goal
e Get eight hours of sleep every night.

—xample

G ‘ d Objectives
Odl dl 1. Stop drinking caffeine in the afternoon.
O bJ - C’uve S 2. Set alarms for going to bed and for waking up.

3. Avoid exercising two hours before going to bed.




Checkpoint 5: Understanding Goals
and Objectives

In the space provided, create a Goal for a grant opportunity and then write three corresponding objectives to that

goal.




Checkpoint 5:
Reflections




Review and Consider

Review your Goals and Objectives you completed earlier:

e Are your goal/objectives specific? Do you or your organization have subject
matter knowledge on this topic?

e Can you measure your goals and objectives?

e Are these goal/objectives achievable? Is the goal relevant to your organization
or target population?

e How will a timeline influence this goal?

e Does your organization have the staff capacity to meet the objectives of this
goal?




Consider Partnerships

e Are there areas of this goal that would be aided if you partnered with another
agency?

e Could partnering with another organization allow your staff to meet these
objectives?




—xpand or Regroup

If the goal and objectives are specific, measurable, achievable, relevant, and
time-bound, and your organization can achieve them on your own or through
partnering, it is time to start your workplan!

If the goal or objectives would put too much strain on your organization and you
cannot partner with another agency, you need to revisit your need and/or this
funding opportunity.




Workplan

A workplan should answer all the questions a funder may have, including:
What is your solution to the need/problem? How will you approach the solution?

What is your plan of action to address the identified need/problem?

What are the steps you will take? Who will do what? How long will it take?

Explain the project goal and how it would meet the need or solve the problem identified.

List specific, measurable objectives to meet the project’s goal.

State expected project outcomes and how they would benefit the target population.

State the planned activities, methodology, and timetable for accomplishing the planned activities.
Explain how the project will be managed.

LN N X < X X X X

Always tie the objectives back to the identified need/problem.




Checkpoint 6:
Creating Your
Workplan

jectives



Checkpoint 6: Creating Your
Workplan

Once you have reviewed your organization’s capacity, identified a need
supported by data, confirmed that you have met the grant’s criteria, drafted a
needs statement, created goals and objectives; it is time to create a workplan.

The workplan typically includes the activities that provide further detail on how

the objectives will be achieved by listing specifically what will be completed in a
specific timeframe.




Timeline Responsible Staff Deliverable (Outcome)

Example

Expand social media outreach through Facebook | January Mes. Teal Increase enrollment by ten students in

and Instagram by geofencing School 2025 Program Year 2025
or p ahn Distrct 1234

List the major project activities in the
first column. In the second column,
indicate the timeliness for completion
of the activities. Timeliness may be
specified by the month of the project
(e.g., such as month 1, month 2, etc.)
or by specific dates. In the third
column, indicate the staff by name
and title responsible for performing
the activities, and indicate the
organizational affiliation of each staff
person listed. The fourth column
must describe the deliverable
associated with the project activity.




Checkpoint 6:
Reflections




Review and Consider

Review your workplan:

e Are your activities tied directly to your Need, Goals and Objectives?
e Are the timelines realistic?

e Have you noted all the activities for each Goal and Objective?

Consider Partnerships

e If you are partnering with other organizations, are their activities also noted?

e Will partnering with other organizations help your staff capacity and aid in
completing these activities?




Checkpoint 7:
Planning for
PlIvot PoINts




Checkpoint 7: Pivot Points

Review your plan to ensure that you have accounted for potential issues:
If staff changes, will someone else be able to aid?

Who will train new staff?

Who will oversee and manage the program in the interim? If so, who?
Are your staff members able to take time off?

Are there multiple people with knowledge of how to manage this grant?




Activity Timeline | Responsible Staff | Deliverable (Outcome) Pivot

( h eC |< O i nt 8 ° and Role Person
p ° Expand social media outreach through January Mes. Teal Increase enrollment by

Facebook and Instagram by geofencing | 2025 ten students in 2025

P | V Ot PO | N tS School District 1234

Use your workplan from the
previous activity to note the
above points in the right-hand
column. If a new staff member is
to be hired, who will be training
that person? Who can manage
these activities if there is staff
turnover? Which staff will have
“knowledge overlap” to ensure
multiple people have the
knowledge to manage these
activities?




Checkpoint /:
Reflections




Review and Consider

Review your workplan:

Does your staff have the capacity to allot for these pivot points?

Does your staff have time to be sick? Take Vacation?

Is any one staff member responsible for a majority of the knowledge of this grant?
Will your organization have time to hire new staff and train them?

Consider Partnerships

e Could partnering with other organizations allow your organization to allot for these
pivot points?

e Are there partners that already do some of this work?




—xpand or Regroup

If you do not have the capacity to sufficiently plan for any pivot points, you need
to review your goals and objectives and consider streamlining.

If your organization can plan for these points, to allow for knowledge diversity
and does not overload staff, it is now time to start your budget!







Budget Overview

*Return on Investment

*Budget Purpose

*Budget Expenditure Categories
*Types of Costs

*Budget Walkthrough

*Helpful Tips

*Do's/Don'ts

*Budget Resources




Return on Investment

e\What are the expected outcomes of the project? The measurements
should be quantitative.

eYou need to show that your proposed project has the support of those it
affects.

eYou need to show that you have considered the need/problem from
many different angles.

eYou need to show that you have considered all available resources.

e\Will the project be evaluated? The evaluation should measure
accomplishment of the stated project goals and objectives.

eHow will the project be continued after the grant expires?



Budget Purpose

*Submitting a Uniform Budget excel is required with all grants with the State of lllinois

* Template will be made available with all other mandatory documents in the NOFO

*Uniform Budget Template (modeled after the SF-524 Federal Budget template)

*Applicants must also submit the Certification tab (see budget template) in PDF form with wet/electronic
signature

* PDF certification tab must be signed by Executive Director and/or Chief Financial Officer

*An accurate and concise budget is important to being funded by the Office of Employment and Training

* In many cases, the budget tends to be the weakest part of the application
* Program material and budget material submitted should align and support each other

* Program staff should work with fiscal staff to create a complete uniform budget




Budget Purpose

*Submitting a strong budget in your proposal benefits both you and the funder:

* Demonstrates that a program is feasible
* Demonstrates "bang for the buck"
* Demonstrates fiscal responsibility of taxpayer funds

* Helps the merit review team comprehend the vision of the project

*Note: During the negotiation phase of awarding a grant, you may be asked to
increase/decrease budgeted amounts or explain costs associated with the program
intent. The budget submitted with your application many times is not the finalized
budget used for execution




Operating Grant - grant issued to

support an organizations general

Budget Expenditure Categories Rt

overhead expenses such as rent,

salaries, and other day to day costs

(Operating Grant) e

communities across the state.

*Personnel — compensation paid for employees engaged in grant activities; must be consistent with that paid for
similar work with the applicant organization

*Fringe Benefits — costs of leave, insurances, pensions, and unemployment; must be actual known costs or an
established formula

*Travel — expenses for transportation, lodging, subsistence, and related items incurred by employees who are in a
travel status on official business

*Equipment — tangible property having a useful life of more than one year and a per-unit acquisition cost equals or
exceeds $5,000; must be used in the program or project for which it was acquired

*Supplies — tangible property other than those described in equipment and a per-unit acquisition costs less than
$5,000, regardless of the length of its useful life

*Contractual Services/Subawards — a legal instrument by which a recipient or subrecipient purchases property or
services needed to carry out the project or program under the award

*Consultant/Professional Services - costs associated with professional or consultant services rendered by a

I person/persons who possess certain skills I




Budget Expenditure
Categories (Operating Grant)

*Occupancy — costs of renting/maintaining a building and utilities needed to carry out an award

*Research and Development — costs towards the innovation, introduction, and improvement of products and
services

*Telecommunications — costs incurred for telecommunications and video surveillances services or equipment such
as phones, internet, and cloud services

*Training and Education — costs incurred for training and education provided for employee development
*Direct Administration — costs that can be identified specifically with a particular final cost objective
*Miscellaneous — costs that do not fall under into any other category listed; be specific!

*Direct Training - costs incurred for training leading to jobs in demand occupations

*Work Based Training - includes on-the-job training, customized training, work
experience/internships, transition jobs, and incumbent worker training

*Other Program - costs related to providing services to participants

I°Indirect Costs — costs associated with carrying out the project or award that cannot be specifically assigned




eDirect costs: Costs that can be identified specifically with
a particular final cost objective, such as a Federal award, or
other internally or externally funded activity, or that can be
directly assigned to such activities relatively easily with a
high degree of accuracy. § 200.413

Types of
Costs

eIndirect Costs (Facilities and Administration): Costs
incurred for a common or joint purpose benefitting more
than one cost objective, and not readily assignable to the
cost objectives specifically benefitted, without effort
disproportionate to the results achieved. § 200.456




General Requirements - Allowable

Costs § 200.403

Factors affecting allowability of costs:

* Be necessary and reasonable for the performance of the Federal award and be allocable under the
Federal Cost Principles

* Conform to any limitations or exclusions set forth in these principles or in the Federal award as to
types or amount of cost items

e Be consistent with policies and procedures that apply uniformly to both federally-financed and other
activities of the non-Federal entity

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

* Not be included as a cost or used to meet cost sharing or matching requirements of any other
federally financed program in either the current or a prior period

* Be adequately documented



General Requirements -

Reasonable Costs § 200.404

*A cost is reasonable if, in its nature and amount, it does not exceed that which would be incurred by a prudent
person under the circumstances prevailing at the time the decision was made to incur the cost. The question of
reasonableness is particularly important when the non-Federal entity is predominantly federally-funded. In
determining reasonableness of a given cost, consideration must be given to:

* Whether the cost is of a type generally recognized as ordinary and necessary for the operation of the non-
Federal entity or the proper and efficient performance of the Federal award

* Market prices for comparable goods or services for the geographic area

* Whether the individuals concerned acted with prudence in the circumstances considering their
responsibilities to the non-Federal entity, its employees, where applicable its students or membership, the
public at large, and the Federal government

* Whether the non-Federal entity significantly deviates from its established practices and policies regarding the
incurrence of costs, which may unjustifiably increase the Federal award’s cost



General Requirements -

Allocable Costs § 200.405

oA cost is allocable to a particular Federal award or other cost objective if the goods or services
involved are chargeable or assignable to that Federal award or cost objective in accordance with
relative benefits received. This standard is met if the cost:

* Is incurred specifically for the Federal award;

* Benefits both the Federal award and other work of the non-Federal entity and can be distributed in
proportions that may be approximated using reasonable methods; and

* |s necessary to the overall operation of the non-Federal entity and is assignable in part to the
Federal award in accordance with the principles in this subpart.

*All activities which benefit from the non-Federal entity’s indirect (F&A) cost, including unallowable
activities and donated services by the non-Federal entity or third parties, will receive an appropriate
allocation of indirect costs



Unitorm Budget Template Outline

e|nstructions

eSection A — Grant Funds
o Summary

o Indirect Cost Rate Information

eSection B Match
o Cash

° In-Kind

o Leverage
eCertification

eSection C — Budget Worksheet & Narrative
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State of Illinois - Uniform Budget Template -- General Instructions

This form is used to apply to individual State of Illinois discretionary grant programs. Applicants should submit budgats based upon the total estimated costs for the project including all
funding seurces. Pay attention to applicable program specific instructions, if attached. The applicant organization should refer to 2 CFR. 200, “Uniform Administrative Requirements, Cost
Principles, and Audit Requirements for Federal Awards” cited within these instructions.

You must consult with vour Business Office prior to submitting this form for any award restrictions, limitations or requirements when filling out the narrative and Uniform
Budget Template.

Section A — Budget Summary

STATE OF ILLINOIS FUNDS

All applicants must complete Section A and provide a break-down by the applicable budget categories shown in lines 1-17. Please read all instructions before completing form.

STATE OF ILLINOIS GRANT FUNDS
Provide a total requested State of Illinois Grant amount for each year in the Revenue portion of Section A. The amount entered in Line (a) will equal the total amount budgeted on Line 18 of

Section A,
BUDGET SUMMARY — STATE OF ILLINOIS FUNDS

All applicants must complate Ssction A and provide a break-down by the applicable budgst categories shown in lines 1-17.
Line 18: Show the total budget request for each fiscal year for which funding is requested.
FPlease use detatl worksheet and namaitive section for further descnipitons and explanaiions of budgetary line ttems

Section A (continued) Indirect Cost Information: (This information should be completed by the applicant's Business Office) . If the applicant 1s requesting reimbursement for indirect costs
on line 17, the applicant’s Business Office must selact one of the options listad on the Indirect Cost Information page under Saction-A Indirect Cost Information (1-4).

Option (1) The applicant has a Negotiated Indirect Cost Fate Agreement (WNICFA) that was approved by the Federal government. A copy of this agreement must be provided to the State
of Ilineis” Indirect Cost Unit for review and docomentation. This NICEA will be accepted by all State of Illinois Agencies up to any statutory, rule-based or programmatic restrictions or
limitations. If this option is selected by the applicant, bazic information iz required for completion of this section. See bottom of “Section-4 Indirect Cost Information™

NOTE: The applicant may not have a Federally Negotiated Indirect Cost Rate Agreement. Therefore, in order for the applicant to be reimbursed for Indirect Costs from the
State of Illinois, the applicant must either:

A) Negotiate an Indirect Cost Rate with the State of Illinois’ Indirect Cost Unit with guidance from our State Cognizant Agency on an annual basis.

B)  Elect to use the de minimis rate of 10% modified total direct cost (MTDC) which may be used indefinitely on State of Illinois Awards.

C)  Use a Restricted Rate designated by programmatic statutory policy. (See Notice of Funding Opportunity for Restricted Rate Programs)

tign (2a): The applicant currently has a Negotiated Indirect Cost Rate Agreement with the State of Ilinois that will be accepted by all State of Illinois Agencies up te any statutory, rule-

3 General Instructions Section A Section A - Indirect Worksheet Section A - Subaward Listing ICl Section B Certification

Many OET
budget
templates will
also include a
tab for program

specific
instructions — be
sure to read
through each of
these before
entering data
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STATE OF ILLINOIS UNIFORM GRANT BUDGET TEMPLATE Commerce & Economic Opportunity
Organization Name: UEI# NOFO # 35232970
CSFA Number: 420-30-3523 CSFA Description: |2PPrenticeship Bxpansion |py..q) vear: 2025

ompetitive Gramt
SECTION A — STATE OF ILLINOIS FUNDS Grant # 25 111XXN
Revenues TOTAL REVENUE
{a). State of IHlineis Grant Amount REequested 5
BUDGET SUMMARY STATE OF ILLINOIS FUNDS
Budget Expenditure Categories < Federal A8 Uniform Guidanee oo TOTAL EXPENDITURES
1. Perzonnel (Salaries & Wages) 200430 5 -
2. Fringe Benefits 200.431 5 -
3. Trawvel 200474 5 -
4. Equipment 200439 5 -
5. Supplies Jo0.84 5 -
6. Contractual Services & Subawards 200.318 & 200.92 S -
7. Conszsultant (Professional Services) 200459 5 -
0. Occupancy (Bent & Utilities) 200 465 5 -
10. Research & Development (RE&D) 20087 5 -
11. Telecommunications 5 -
12. Training & Education 200472 S -
13. Direct Administrative costs 200413 ¢ ) 5 -
14. Miiscellaneous Costs 5 -
1545 Direct Training Costs 5 -
15B.Work Bazed Training 5 -
15C.Other Program Costs 5 -
15D Emplovwer Incentives 5 -
16. Total Direct Cests (lines 1-15) 200.413 5 -
17. Indirect Cost=® (zes below) 200414 5 B
Rate:
Bass:
18. Total Cosits State Grant Funds (16 &17) 5 _
(2 General Instructions Section A 1Cl Section B Certification Personnel Fringe Benefits Trawel

Filter Maode

9= Accessibility: Investigate

Plea:




Indirect Cost Rate

GATA GRS o Direct Cost ) Notes -
) Exp Description Total Costs Base Direct Cost Base - .
Line A for de minimis calculations only
Cade Exclusions
1 1001 |Personnel [Salaries & Wages) 5 5 Not Excludable
v 1002 |Fringe Benefits 5 5 Not Excludable
3 1003 | Travel 5 5 Not Excludable
4 1004 |Equipment 5 5 Total Amount of Equipment is Excludable
5 1005 |Supplies 5 5 Not Excludable
& 1006 | Contractual Services & Subawards 5 5 *See Note Below
7 1007 |Consultant (Professional Services) 5 5 Not Excludable
g 1008 | Occupancy (Rent & Utilities) 5 5 Exclude only rent portion
10 1010|Research & Development (R&D) 5 5 Not Excludable
11 1011|Telecommunications 5 5 Mot Excludable
12 1012|Training & Education 5 5 Not Excludable
14 1013 | Direct Administrative Costs 5 5 Mot Excludable
13 1014 | Miscellaneous Costs 5 5 Mot Excludable
154 1510|Direct Training Costs s 5 -
Occupational Skills Training ITA 5 5 Must Exclude
Occupational Skills Training Other 5 5 **Not Excludable
Remedial/Pre-Vocational Training 5 5 **Not Excludable
Supportive Services 5 5 Must Exclude
156 1520|Work Based Training 5 5 - 5 -
Work Experience/Internships 5 5 **Not Excludable
On-the-lob Training 5 5 **Not Excludable
Transitional lobs 5 5 **Not Excludable
Incumbent Worker 5 5 **Not Excludable
1583 1530|Other Program Costs 5 5 Not Excludable
5 = TOTAL DIRECT COST BASE
10% | INDIRECT RATE
17 1017 | Indirect 5
Comments:

* If a subaward includes training or work-based learning, those amounts have to be reported under Direct Training (DT) or Work Based Training (WBT) and
not subawards. Subawards should be indicated on the Section A - Subaward Listing tab.

3

General Instructions Section A

Section A - Indirect Worksheet

Section A - Subaward Listing

ICI Section B
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1 Chrganization Name: 0 NOFO = 35232070
2 SECTION - A (continued) Indirect Cost Rate Information
3 If vour organization is requesting reimbursement for indirect costs on line 17 of the Budzet Svmmary, please select one of the following options.
et
Our Orzanization receives direct Federal funding and cvrrently has a Megotiated Indirect Cost Rate Arrsement (WNICEA) with ouwr Federal Cognizant Agenew. A copy of
1) D thizs agresment will be prowvided to the State of Illinois” Indirect Cost Unit for review and docwmentation before reimbursement iz allowed. Thiz NICEA will be accepted by
5 all State of Ilincis Agenciss vp to any statvtory, rele-bazed or programmatic restrictions or limitations.
B NOTE: (If this opron 15 selected, please provide basic Negonared Indirecs Cost Rare dgresmenr informanen in area designared below)
Vv
Your Organization may not have a Federally Negotiated Indirect Cozt Rate Agreement. Therefore, in order for your Organization to be reimbursed for Indirect Coszts
a8 from the State of Illinois, your Organization must either:
Q A, Negotiate an Indirect Coszt Rate with the State of Illinoiz" Indirect Coszt Unit with guidance from your State Cognizant Agency on an annual baszis,
10 B. Elect to use the de minimis rate of 15% modified total direct cost (MTDC) which may be used indefinitely on State of Illinois Awards.
11 . Use e Resmicred Rare designared by programmane or stamrery poelicy. (See Nonce of Funding Qppormuniy for Resoicred Raore Programs)
(=S
Owr Orzanization corrently has a Nesotiated Indirect Cost Rate Agreement with the State of Illineds that will be accepted by all State of Ilinods Agencies vp to any
2a) D statutory, rule-based or programmatic restrictions or limitations. Our Organization 1s reqeired to submit a new Indirect Cost Eate Proposal to the Indirect Cost Unit
12 within six (6) months after the close of zach fiseal vear (2 CFR 200 Appendis IV (CH2Mc).
14 NOTE: (If this opron 15 selected, please provide basic Indirecr Cost Rare informanon in area designated below)
Our Organization cuerrently does not have a Negotiated Indirect Cost Rate Agresment with the State of Illinedis. Our Organization will submit our initial Indirect Cost Fate
26} D Proposal (ICRP) immediataly after ouwr Organization is adwised that the State award will be mads and, in no avent, later than thres (3} months after the affective date of
15 the State award (2 CFE 200 Appendix IV (CH2ZMb). The initial ICRF will be sent to the State of Hlinois” Indirect Cost Unit.
16 NOTE: {Check with your State of Ilhineis Agency for informaneon regarding retmbursement of indirecr costs while your proposal is being negonared)
3 D Owr Organization has newver received a Megotiated Indirect Cost Rate Agreement from sither the Federal government or the State of Ilincdis and elects to charge the d=
18 4 minimis rate of 153%% modified total direct cost (WMTDC) which may be vsed indafinitely on State of Ilineds awards (2 CFR 200 414 (eM4 M) & (200.68).
NOTE: {Your Organizanoen must be eligible, see 2 CFR 200 414 (A, and submir decumentanon on rhe caleulamon of MTIDN wirhin yeur Budger Narramve under
19 Indirect Cosis)
21 For Rastricted Fate Programs {check ons) — Our Orzanization is vsing a restricted indirect cost rate that:
22 1 D N Is incluedad as a “‘Bpecial Indirect Cost Rate™ in our NICEA (2 CFE. 200 Appendix IV (33 O
23 Complies with other statutory policies (please specify):
24 The Restrictad Indiract Cost Rate is )
25
26 5) D Mo reimbursement of Indirect Cost is being requested. (Please consult vour program office regarding possible match requirements)
27
29 FPeriod Coversd by the NICRA: From: To: mm/dd iy
0 Basie :\:Egﬂtl'.a ted Indirect Cost Rate ;igreement APTTAVITLE, USeT AU LALE dEETICY | IS ase I: }-}-}-}}
31 information if Option (1) or (2a} iz zelected -2 1 Eltiareer Cost voane - T CETTITTIOT D
. e ;
33
34
35
36 i
3 General Instructions Section A ICl Section B Certification Personnel Fringe Benefits Travel Equipment 5

Readwv 9% Accessibility: Investigate




STATE OF ILLINOIS UNIFORM GRANT BUDGET TEMPLATE Commerce & Economic Opportunity CORTENT in
Organization Name: NOFO # Fizeal Year
SECTION B —NONSTATE OF ILLINOIS FUNDS Grant Number:
Revenues TOTAL REVENUE
Grantee Match Requirement Yo (dgency fo popridate)
(b). -Cazh 3 -
[ (). Non-cash 5 -
(d). Other Funding & Contributions $ -
NON-STATE Funds Total 5 -
BUDGET SUMMARY NON-STATE OF ILLINOIS FUNDS you shoult
Budget Fxpenditure Categories F mm?i?; ;ﬁ';“:f":rf;‘f“;?m 200 TOTAL EXPENDITURES

T001. Personnel (Salaries & Wages) 200430 5 -
7002. Fringe Benefits 200431 5 -
7003 Travel 200474 5 -
1004. Equipment 200432 5 -
1003. Supplies 200.94 5 -
1006. Contractual Services & Subawards 200.318 & 200.92 5 -
7007, Conszultant (Professional Services) 200439 5 -
1009, Occupancy (Rent & Utilities) 200465 5 -
7010. Research & Development (RE&ED) 200.87 5 -
T011. Telscommunications ¥ -
7012, Training & Education 200472 5 -
T013. Dirsct Admimstrative costs 200413 (¢l ¥ -
7014, Miscellanzous Costs ¥ -
1310. Direct Training Costs 5 -
1320. Work Based Training 5 -
7330. Other Program Costs 5 -
16. Total Direct Costs (lines 1-13) 200413 5 :
17. Indirect Costs™ (zee below) 200414 5 _

Rate: % Base:
18. Total Costs NON -State Grant Fund= (16 &17) 5 »

3 General Instructions Section A Section A - Indirect Worksheet Section A - Subaward Listing ICl Section B




\ . STATE OF ILLINOIS — . o
CERTIFICATION UNIFORM GRANT BUDGET TEMPLATE AGENCY: Commerce & Economic Opportunity
Organization Name: CSFA Description: NOFO #
CSFA & DUNS # Fiscal Year(s):

(2 CFR 200.415)

“By signing this report, [ certify to the best of my knowledge and belief that the report 15 true, complete, and accurate and that any false, fictitious, or fraudulent
information of the omission of any material fact, could result in the immediate termination of my grant award(s).

Institution/Organization Institution/Organization
Signature Signature

Name of Official Name of Official

Title Title

Chief Financial Officer (or equivalent) Executive Director {or equivalent)
Date of Execution Date of Execution

Note: The State awarding agency may change required signers based on the grantee’s organizational structure. The required
signers must have the authority to enter into contractual agreements on behalf of the organization.

3 General Instructions Section A Section A - Indirect Worksheet Section A - Subaward Listing ICl Section B Certification




Section C - Budget Worksheet & Narrative 0

1). Personnel (Salaries & Wages) (2 CFR 200 430) —List each position by title and name of employee, if available. Show the annual salary rate and the percentage
of time to be devotad to the project and length of time working on the project . Compensation paid for emplovees engaged it grant activities must be consistent
with that paid for similar work within the applicant organization. Include a description of the responsibilities and duties of each position in relationship to fulfifling

the project goals and objectives in the narrative space provided below. Also, provide a justification and description of each position (including vacant positions).
E.elate each position specifically to program objectives. Personnel cannot exceed 100% of their time on all active projects.

Name Position(s) Salary or Wage (";'r.B;I:er. ) %% of Time |Length oftime | Personnel Cost Length of time=4 of units of Basis
3 -
3 -
] -
] -
State Total 5 - Ifyou need to insert rows, insert them between existing rows that total up to the formula in column G
5 -
3 -
3 -
NON-State Total § - Ifyvou need to insert rows, inzert them between existing rows that fotal up to the formula in column G

Total Personnel § - This rows adds State & Non-State Totals

Personnel Narrative (State):

Personnel Narrative (Non-State) f.e. "Match" or "Other Funding™

3 General Instructions Section A Section A - Indirect Worksheet Section A - Subaward Listing ICI Section B

Certification

Give a brigf description of items that you are claiming

Give a brigf description of items that you are claiming

Travel Contractual Services

Personnel

Fringe Benefits Equipment Supplies

Consultant

Occupancy



Important lips

*Be sure to submit the excel budget and certification pdf with your application

*Have a cost estimate of your project readily available when completing the
budget

*Complete each tab by detailing the specific purpose, description, and cost

*Complete the narrative by describing the items listed in the budget line —1 to
2 sentences how the items are purposeful to the project




Important Tips

*Follow the Cost Principles — 2 CFR 200

* Review allowable costs and categories
e Audit Costs

 Procurement Standards

*If you have questions, refer to the Notice of Funding (NOFO) or reach out to
the Department of Commerce and Economic Opportunity program contact

*Utilize the org email box for generic questions
related to required application documentation, becoming GATA pre-
qualified, etc.



mailto:CEO.GrantHelp@Illinois.gov

Budget Considerations

eMake sure it is within the required range.

eMake sure your math is correct.

eLook at where your money is allocated and what this says about the project. @& |
eProvide clearly delineated description of costs, use cost categories. -.ﬁ:
eUse the budget template or model included in the NOFO.

eBe specific in describing your project activities.

eRemember the primary readers may be external reviewers so you may need
to explain the components of the program



Budget Considerations

e Apply for the exact full amount allowed unless your project needs it
e Add extraneous equipment, supplies, or activities to “pad” the budget.
e|gnore costs for interns, instructors or partners.

e|gnore opportunities to justify the need for the program and
reasonableness of the proposed project

e Ask your fiscal team to develop the budget without the program staff input

e\Wait until the last minute to prepare



ILLYNOIS gov O AGENCIES @ SERVICES

Stay Connected @ Select Language -

Illinois
Department of Commerce
& Economic Opportunity search Q

B d t coviD Resources Assistance for Businesses  Assistance for Individuals  Assistance for Communities About Us
u 9 e DCEO > DCEO Grants

DCEO Grants

DCEO Grants

Resources

Upcoming Grant Trainings .

Video Training & Resources [\ .
[N
Contact Us -

Apply for Funding Upcoming Grant Trainings

Search a current listing of DCEO grant
opportunities including application links and
information, as well as information on Capital

Grants.

Interested in learning more about the grant
process? See the calendar listing of
upcoming live training opportunities and
sign-up for future grant trainings.

Contact DCEO Grant Help Desk

H Video Training & Resource
= Budget Overview ks
Need assistance with a grant-

L M4 A collection of training videos from related question? Click here to

= P re_q u a I Ifl Catlo n all facets of the grant lifecycle. contact the DCEO Grant Help Desk.
Enjoy short tutorials on how to

] Operatlng Budgets navigate the grant process.
" Procurement Standards



https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200?toc=1
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200?toc=1
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200?toc=1
https://dceo.illinois.gov/content/dam/soi/en/web/dceo/aboutdceo/grantopportunities/grantdocs/administrative-costs-vs-programmatic-costs.pdf
https://dceo.illinois.gov/content/dam/soi/en/web/dceo/aboutdceo/grantopportunities/grantdocs/administrative-costs-vs-programmatic-costs.pdf
https://dceo.illinois.gov/content/dam/soi/en/web/dceo/aboutdceo/grantopportunities/grantdocs/procurement.pdf
https://dceo.illinois.gov/aboutdceo/grantopportunities/learning-library.html

Questions To Consider Betfore Starting
Any Workforce Grant Application

Who? What?

e Who will you serve? What is your target industry?

e How many individuals will What credentials will be
you serve? earned?

How Much?

How much will training cost?

How much will the program
cost per participant?

e Who is your training What type of work-based
provider? learning will be used?

e Who is your business What occupations will the
partners? training lead to?

How much funding will be
used for supportive services
and/barrier reduction
services?

NOTE:

Refer to the NOFO to make sure your population served meets program criteria.




Tips to Remember Before You Submit

T
Be concise Assume the audience Set S.M.A.R.T. goals Proofread before Don’t be afraid
is not familiar with Specific, Measurable, final submission — to ask
your program Attainable, Relevant run a spell check and guestions.
Explain partnerships and Timely have a colleague
and areas of read over your final
responsibility submission.



Additional
Tips...

v'All items need to be “accounted” for; items listed in
the budget need to be mentioned in the narrative and
vice versa.

v'Spell out all acronyms at least once (preferably the
first time you use them)

v'Question whether activities are worth repeating,
and if there are enhancements, explain them.

v'Double Check that your program plan matches your

budget!

v'Don’t be afraid to be innovative — look for new
solutions to old problems



Thank you!

THANK YOU FOR YOUR TIME AND ATTENTION.
ADDITIONAL RESOURCES WILL BE SHARED WITH
ATTENDEES LATER THIS WEEK.
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