NEW MEXICO COALITION FOR LITERACY

3209 MERCANTILE COURT STE. B ! SANTA FE, NM 87507 ! 1-800-233-7587 ! FAX: 505-982-4095! INFO@NMCL.ORG

Junels, 2011

TO: NMCL 20112012 Operating Assistance Grant Applicants
FROM: Heather Heunermund, Executive Director

RE: Competitive Grant Program Information

Dear Grant Applicant:

Thank you for your interest in adult and family literacy. Thengguidelines and application for
20112012 operating assistance are enclosed. Please read the inforoaagéifully and note the
focus areas we targeAll applications must beeceivedby July 20, 2Q1, 5:00 pm. There will be no
exceptions. You mussendone original and one copyof your grant application. No special
bindings, paperclips, or covers will be acceptaalelectronic or faxed copies will be acceptéle

will accept single staple only f@ach copyand all applications will be rejecteldat do not meet the
specifications outlined herein, the cover letter, and the guidelines. You are encouraged to u:
certified mail, return receipt requested.

If you would like an electronic or hard copy of the guidelines and grant application, you can
download a copy from our website at www.nmcl.org or contact the NMCL office by any means listed
above to request copies by email or postal mail.

The maximum grant award will be $10,000. The following will be requirements of funded programs.

I A strong infratructure must be in place, with an engaged advisory or governing board of
directors and a plan for adult basic literacy student and volunteer tutor recruitment. Sustainabilit
must be demonstrated through community support and partnerships with othaesgsuch as
the fiscal agent, if applicable;

I All programs must have angaged board of directond strong tutor/student support;

I Programs that qualify for the highest amount of funding must have functioned in literacy for a
year, after having appd for NMCL funding, and new programs that have had one NMCL grant
in the past year;

I Seasoned programs with a history of project and expansion successes will qualify for the highe
grant amount. Documentation will be of critical importance, as will daestnated service to
Basic Literacy students who read at or below a sixth grade level, including those who rea
between the first and thigrade levels.

In addition to providing support to existing programs, we would especially like to encourage grogram
that serve Native Americans to apply, who are greatly underserved in the state of New Mexico, ar
literacy programs and projects that are housed in or partnered with libraries. We are unlikely, however,
fund a literacy program or project located wittan agency that has existing educational funding of its
own, such as prisons or public schools. In such cases we encourage partnerships and direct contre
Preference for funding at any level will be given to volunteer, commbiaed adult literacprograms
serving Basic Literacy students that have less demonstrated support from a large fiscal agent.

We are available to answer questions and will provide thorough guidance and assistance. Just call
NMCL at 1-800-233-7587 or write to info@nmcl.gt



NEW MEXICO COALITION FOR LITERACY

3209 MERCANTILECOURTSTEB < SANTAFE,NM 87507 <+ 1-800-233-7587 « FAX: 505-982-4095 <« INFO@NMCL.ORG

OPERATING ASSISTANCE GRANT APPLICATION GUIDELINES
for the 2011 -2012 Program Year

INTRODUCTION: The New Mexico Coalition for Literacy (NMCL) is a private, nonprofit New Mexico
corporation serving organizations and individuals providing literacy services to adult learners. The NMCL
links New Mexico literacy programs, Adult Basic Education programs, libraries, educational institutions,
government, community-based organizations, the media, business, industry, and concerned individuals
to work together to address the challenges of illiteracy.

MISSION: The NMCL was established in 1987 to coordinate, enhance, and expand the delivery of adult
and intergenerational literacy services in the state of New Mexico.

STATE SUPPORT FOR THE LITERACY INITIATIVE: A state legislative appropriation provides the
funding for this grant program. The NMCL then distributes the funds to local literacy programs through a
competitive grant application and review process. Grants are generally awarded directly to the service
provider; however, if your program does not have its own 501(c)(3) (tax-exempt) status, it is appropriate
to present your application under the aegis of a sponsoring fiscal agent with 501(c)(3) status.

Grant awards will range to $10,000 and will cover the period from September 1, 2011 through June 30,
2012. An estimated 20-30 grant awards will be made. In the event that partial funding of a request is
awarded, the applicant will be asked to submit a revised project budget, showing how overall funding of
the project will be accomplished. Payments to grantees will be made on a reimbursement basis for
expenses incurred. Therefore, local projects must be able to pay initial expenses of a project prior to
being reimbursed with grant funds.

ELIGIBLE ORGANIZATIONS: Grants are available to New Mexico 501(c)(3) agencies, institutions and
organizations providing basic literacy and English language instruction to out-of-school New Mexico
adults (age 16 or older) whose basic skills are at or below the sixth grade level, and programs must
serve students who are functioning between the first and third grade levels at minimum. Programs
providing intergenerational literacy services to this population are also eligible.  Eligible programs must
be primarily adult-oriented and utilize volunteer tutors in a one-to-one setting. Programs that are
primarily child -focused or that rely heavily on classroom instruction are generally not a priority.

If your organization does not meet this description but you are interested in support for your program,
contact the NMCL directly to learn more about our Training and Technical Assistance program and other
services.

ELIGIBLE COSTS: Funding may be used to cover salaries and benefits for administration (not
instruction); purchased services; supplies and materials; in-state travel; and overhead.

NEW AND START UP PROJECTS: |If you are interested in starting a literacy program in your
community, we strongly encourage you to seek assistance from the NMCL in planning your program
prior to applying for funding. Contact the NMCL for additional information by calling 1-800-233-7587 or
write to info@nmcl.org. New programs must have a strong infrastructure in place, an engaged advisory
or governing board of directors, and a plan for adult basic literacy student and volunteer tutor
recruitment. Sustainability must be demonstrated through strong community support and partnerships
with other agencies, such as the fiscal agent, if applicable.

DEADLINE FOR APPLYING AND APPLICATION REQUIREMENTS: All applications must be received
by July 20, 2011, 5:00 pm. There will be no exceptions. You must send one original and one copy of
your grant application. No special bindings, paperclips, or covers will be accepted; no electronic or faxed
copies will be accepted. We will accept single staple only for each copy and all applications will be
rejected that do not meet the specifications outlined herein, the cover letter, and the guidelines. You are
encouraged to use certified mail, return receipt requested.




NEW MEXICO COALITION FOR LITERACY

3209 MERCANTILE COURT STE. B <+ SANTA FE, NM 87507 < 1-800-233-7587 <« FAX: 505-982-4095 < INFO@NMCL.ORG

OPERATING ASSISTANCE GRANT APPLICATION
FOR THE 2011-2012 PROGRAM YEAR

Please note: All applications must be received by July 20, 2011, 5:00 pm. There will be no
exceptions. You must send one original and one copy of your grant application. DO NOT ALTER
THE CONTENT, STRUCTURE, OR FORMAT OF THIS APPLICATION IF COMPLETING IT
ELECTRONICALLY FOR PAPER SUBMISSION. Merely fill in the blanks where indicated. No

special bindings, paperclips, or covers will be accepted; no electronic or faxed copies will be accepted.
We will accept single staple only for each copy and all applications will be rejected that do not meet
the specifications outlined herein, the cover letter, and the guidelines. You are encouraged to use
certified mail, return receipt requested.

I. ORGANIZATIONAL INFORMATION:
Legal Name of Organization:
Mailing Address:

Physical Address (if different):

Does your organization have 501(c)(3) status? yes no

If not, list the name of the sponsoring organization.

Mailing Address of Sponsor:

Year the literacy program was founded (not the fiscal agent):

Program or Project Contact Person’s Name and Title:

Contact Phone: Contact Fax:

Contact E-Mail:

Amount Requested (Round to the nearest WHOLE DOLLAR AMOUNT):

This request is for (check one)
Start-up of a new program
Continuation of an existing program

Legislative districts in which your program is located and that your program will serve:
State House District(s)

#
State Senate District(s) #
US Congressional District(s) #
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II. PROGRAM INFORMATION:

(Check therojected focua ifew programdthe informatiemnot availakdethis time.)

1. Please check up to three! categories that best describe the focus of your program:

_____ Basic adult literacy?
_ Pre-GED

_ ESL

__ Family Literacy
___ Workplace Literacy
__ Civics Literacy
__ Special Populations (learning disabled, immigrants, etc.)
__ Computer literacy
____ Other (please specify):

2. Does your program serve members of the community who are not receiving WIA assistance
and/or community members who are not enrolled in community college, aside from participation
in a literacy program?

If not, state the reason:

3. What percentage of the students you serve fall into each of these age groups?
(approximations are OK)
__ below age 16 (must be part of a family literacy program or project)
__ age 16 - 18 and in school
__ age 16 - 25 and not in school
__ age 25 and older

4. How many students are enrolled in your program at this tinte
5. What is the total number of students you served during your last program year?
6. What percentage of the students you serve come from the following sources:

Referred from an ABE program
Referred from other organizations or agencies

Recruited in response to promotional efforts by your organization or the
NMCL
7. Do you have a waiting list of students to be matched with tutors? yes no

If so, how many students are on the list?

8. How would you describe the extent to which your program utilizes the services of
volunteer tutors?
__ notatall...our instructional staff are all paid (must use volunteers in order to qualify for
funding)
__occasionally, when the need arises
__ volunteers are an integral part of our program

! Your program must serve students who are functioning between the first and sixth grade levels, and adults must be
served who are functioning between the first and third grade levels at minimum.
2 Serving this population is required.
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9. How many volunteer tutors are currently active in yogprogram? (i.e. are matched with
students and actively working with them)

10. The budget for your last program year was approximately:

N/A
less than $2,000
$2,000 — 5,000

$5,000 — 10,000
10,000 — 20,000
greater than $20,000

11. Which of the following do you rely upon for funding for your program? (check all that apply)
NMCL grant

Local city/county funds

Local Workforce Investment Board funds

ABE funds (state or federal)

Other state or federal funds

Local fundraising events

Financial contributions from the local community (individuals and businesses)

Other (please specify):

12. Does your lo@l city government provide any irkind support for your program?
yes no
If so, what kind (for example, free space in a government office or library)?

13. What days of thaveek, and during what hours, is your program open to the public?

14. What is your organizzonOs mission statement? What is your organizationOs vision statement?

15. In what ways desyour organization partner with itslocal library?

16. Describe the specific ways yoyrogram recruits and retairs students and tutorgmay attach
a separate sheetbut limit your response to asingle-spacedhalf-page or lessif a new literacy
program, describe your plarin one single-spacedpage or less.
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17. Describe the partnerships you have formed in your community, or plan to form, concerning
the following, as applicable (may attach separate sheet, but limit your response to a single-spaced
half-page or less):

Advertising and promoting your program in the ronuimoneiny of students and tutors by
referrafundingandalliances with formal ABE programs or otexiopdary programs

18. Does your organization conduct an annual financial audit by an outside accounting firm?
yes no

19. Did your organization complete its annual 990?
yes no (will not qualify for funding if in operation over a year with corporate status)

III. SERVICES PROFILE:
Indicate the number of individuals participating in each type of service during your last progyaar

from July 1, 2010 to June 30, 2011. (This may be a duplicated count in the case of students receiving
mote than one setrvice and may be “N/A” if your program is new.)

__ Basic Literacy (required) __ Prevocational Literacy Skills Training
_ ESL/ESOL/ELL _ Life Skills Literacy Training

___ Pre-GED _____ Math

_ Family/Intetgenerational Literacy> __ Computer Literacy

_ Workplace Literacy ___Adult Basic Education*

__ Citizenship/Civics Literacy __ Prison Literacy (inmate tutors)

_____ Homeless Literacy __ Other (please specify):

IV. STUDENT/TUTOR PROFILE

Indicate the actual number of individuals receiving and delivering services for during your last prmgra
yearfrom July 1, 2010 to June 30, 2011. (This may be a duplicated count in the case of students receiving
mote than one setrvice and may be “N/A” if your program is new.)

Students (receiving services): Tutors/Teachers (delivering services):
Gender: Gender:

Male Male

Female Female
Ethnicity: Ethnicity:

Black Black

Hispanic/Latino(a)/Chicano(a)
White (non-Hispanic) White (non-Hispanic)
Native American/Alaskan Native American/Alaskan
Asian Asian

Hispanic/Latino(a)/Chicano(a)

Native Hawaiian/Pacific Islander Native Hawaiian/Pacific Islander

Other: Other:

? Must be part of a family literacy program. See: Federal Definition of Family Literacy.

4 . . . . . .
Enrollment in literacy program is concurrent with enrollment in adult basic education program.
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Students (receiving services): Tutors/Teachers (delivering services):

Age: Age:

____ <16 ____ <16

____ 1624 ____ 1624

___ 2544 ___ 2544

4559 ___ 4559

____ 60+ ____ 60+

Duration of participation: Service Status:

____ <1month ____ Unpaid (volunteer)

__ 16 months __ Pad

_____ 6 monthsd1l year

__ 1lyeab2years Other Volunteers (non-tutoting):

____ 2years+_____ Administrative, special projects,
Boad

V. FUNDING PROFILE:

Indicateamountgerived from any of these sourcegli@ most recently completed program year

Federal grants State grants City/County grants
NMCL grant Foundations WIA/DOL
Businesses Individuals Other

Rotary Club Other civic organizations

Total funding amount from all sous@bove:
VI. QUALITY INDICATORS FOR LITERACY PROGRAMS:

Training Needs: Indicate your most pressing training needs by ranking the following items in order of
importance to your program:

Volunteer Recruitment Workplace Literacy

Student Recruitment Family Literacy

Tutor Training Program Management

Board Training Computer Assisted Instruction

Distance Learning/Internet/Technology
Other (please specify and rank)

Tutor Training Activities:
Number of NMCL sponsoredutor trainings held during the past program year
Number of noANMCL sponsored tutor trainings heldidgrthe past program year
Number of new tutors trained during the past program year
Does your program regularly provide certified ProLiteracy training to volunteers through the NMCL?
Yes  No_
IF NO: List Source:

5 Your literacyprogram or project must provide certified training to instructiohadteerghrough the NMC or
another source to ensure hgglality instruction to adult students.
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In-service Training and Workshop Activities:

Number of in-service workshops held for staff during the past program year
Number of tutors receiving in-service training during the past program year
Did your volunteers (tutors and board) and/or staff attend the NMCL Annual Meeting during the past

year?

Yes_ No____

If so, how many attended?
If not, why?

Indicate how your program measures learning gains (check all applicable):

__ Standardized test scores ___ Teacher/tutor assessment
__ Student self assessment __ Advancement to other training
__ Attainment of personal goals _____ Portfolio

Other

Program Planning Tools:
Indicate which of the following are employed by your program:
__ Planning document that outlines the program’s mission, goals, and objectives that is
updated at least once a year
__ Community needs assessment conducted at least once a year
__ Student goal setting process
__ Process for identifying and addressing other student needs (e.g. child care,
transportation, social services, etc.)
__ Process for identifying and addressing staff development needs
__ Tutor and student recruitment plan
__ Financial plan
__ Conflict of interest policy for board members and staff

Accreditation:

Was your program accredited by ProLiteracy America during the last program year?

Yes  No_

Does your program plan on seeking accreditation from ProLiteracy America during the upcoming
program year?

Yes _ No
If not, why?

VII. PROJECT INFORMATION
Please respond to one of the following:

* If you are requesting funds for general operating support for a new or existing literacy
program, please attach a brief narrative (a maximum length of 7woe pages, single-spaced)
explaining each of the following:

1) The need for literacy services in your particular community;

2) The characteristics of the population you serve or will serve;

3) The basic structural components of your program (including what services you offer
or will offer, your intake process, the basic data you collect and track on students, what
assessment tools you use, when you do testing of students, whether or not you do an
instructional plan with students, and how you determine success with students and of
your overall program);

4) If you are seeking funds to expand a program to serve more students, explain how you
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will do this, including the number of students you expect to serve and how you will
recruit them. Keep in mind that your funding request should reflect the number of
students you intend to serve. For example, if you currently serve 50 students with a grant
of $5,000 from the NMCL and you propose to serve only an additional 10 students, asking
for $10,000 would not be appropriate.

¥ If you are requesting funds for a particular project within your overall program, such as a
Workplace Literacy project or Family Literacy project, please attach a narrative (a
maximum length of tWoOpages, single-spaced) explaining each of the following:

1) The need for the project;

2) The characteristics of the population you propose to serve and the number of
students you intend to enroll in the program;

3) The overall goal of the project and any specific objectives that you will use as
benchmarks in achieving that goal;

4) How you will structure the project, including recruitment, intake, services to be

delivered, expected outcomes, and staffing plan;

5) How you will serve Basic Literacy students, as specified in Section II, Item 1.

VIII. PROGRAM BUDGET

Budget Detail: Include in this chart the amounts you are requesting for each item that pertains to your

NMCL funded project or pro@ranbur agency’s budget if you are a community college or are

affiliated with a larger organization). Statenowin the narrative section of this proposal, the funds requeste
support your @nogor project desci$bedhe Budget Backup section that follows for an explanation of

allowable costs and ranges (determined by State and other regulations).

Grant Request

Budget Item Just Completed Program Year fot the Coming Year

Salaries

Benefits

Purchased Services (can include PR)

Supplies and Materials

Travel (In-State only)

Overhead

Total

Matching Funds:

Describe the amounts and sources of your matching funds below. You need only match the total amount
of your grant request from the above chart (not individual budget items). You must match the NMCL
grant request at a rate of 100% for cash and in-kind. Volunteer time can be included under ‘in-kind’
at the rate of $21.36/hour.

Cash In-Kind

Sources: Sources:

Budget Backup: The following is a breakdown of each Budget Item from the Budget Detail section
above.

7 of 10



1. Salarie®for employees involved with the funded project only. The NMCL may not pay for téachers
salaries and directors may not be paid to server asainstdiatals uskmisalaries must be for administration
of the program amdymust accordnwitims for the nonprofit and ediiteatiopaktoirs New Mexigoregard

to amounf salarieBarged to the.grant

# of # of % of

Salary per time on Amount

hours WEELES :
hour per week per year th_ls requested
project

Position Title

Total |

2. Benefits- Employee benefits are limited to a maximum of 22% of total salaries.

Position Title Benefit rate (%) Amount

requested

Total |

3. Purchased Serviceslnclude cost of consultants, printing services, graphic design services, public

relations, etc. Detail the services you expect to purchase along with the estimated cost. Keep in mind

that the NMCL offers a wide variety of technical assistance and training, including natior
certified tutor training, atbebto funded programs. Therefore, it is highly unlikely that the
NMCL will fund those costs for your program.

Amount

Purchased Service Justification
requested

Total |

4. Supplies and Materials $1,000 maximum. Include office supplies, literacy training materials not

covered by the NMCL.’s materials grants (if available), software, computer equipment, etc. Please keep in
mind that the NMCL offers $500.00 in MaterialsaSfami$s all¢two grants per program
year as NMCL funding permits) to literacy programs in N@&Wweviefie@cat is highly
unlikely that the NMCL will fund those costs for youf puagsaare available for that
purpose

Amount

Supplies and Materials Justification
requested

Total |

5. Travel- Travel budgets cannot exceed $1,000. Include the purpose of the travel along with the
destination. The following are examples of allowable travel expenses: attendance at in-state conferences
(such as the NMCL’s Annual Meeting), in-service trainings, trips to the NMCL office in Santa Fe, and trips
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to other instate literacy aratlult education progran®iease keep in mind that the NMCL covers the
cost of some professional development events for literacy programs that we provide. Therefore, it is
unlikely that the NMCL will fund those costs for your program.

Destination,/Pus # of = $'f’2 Lodging  + Other  Amount
ESHAALO urpose miles rflfle + Meals costs requested

Total

6. Overhead/- Rent, élephone, internet, heatihighting etc..

Type of Overhead Expense Amount
requested

Total

IX. ATTACHMENTS

Please include the following attachments with your proposal:

501(c)(3) letter from the IRS documenting your nonprofit status or that pfogran®
sponsoring agency;

Financial statement from your most rédgerompleted fiscal yeahowing planned and actual
expendituredor each item in your budgekplaining any deficits or surpluses if not balanced
Board of Directorsosterand/or community advisory boaidcluding terms and affiliatigas
statement of how the board is involved in supporting tteelitprogram, demonstrating
specificalljnow the board is a working one and how it is effestysvernanceonflict of
interest disclosure statemimtthe board and key personreld evidence of an independent
board of directorand key personnel

Resumes of key personiigted for funding in your progré@nbudget requesirthejob
descriptiofs)of thepositon or positionsf not currently filled.
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X. CERTIFICATION

The information in this application was supplied by:

Printed or Typed Name Title

I hereby certify that the attached application is true and accurate to the best of my knowledge.

Signature of Person Preparing Application Date

Individuals authorized to sign on behalf of the applicant organization:

}‘;uthorized Signature gignature of Fiscal Agent (if applicable)
Printed or Typed Name Printed or Typed Name

Title Title

Address Address

Phone Phone

Date Date

Please note: All applications must be received by July 20, 2011, 5:00 pm. There will be no
exceptions. You must send one original and one copy of your grant application. DO NOT ALTER
THE CONTENT, STRUCTURE, OR FORMAT OF THIS APPLICATION IF COMPLETING IT
ELECTRONICALLY FOR PAPER SUBMISSION. Merely fill in the blanks where indicated. No

special bindings, paperclips, or covers will be accepted; no electronic or faxed copies will be accepted.
We will accept single staple only for each copy and all applications will be rejected that do not meet

the specifications outlined herein, the cover letter, and the guidelines. You are encouraged to use
certified mail, return receipt requested.

Submit To:
New Mexico Coalition for Literacy
3209 Mercantile Ct. Ste. B
Santa Fe, NM 87507
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