NATIONAL ASSOCIATION

For
REHABILITATION LEADERSHIP

Grants Application Packet

Send Completed Application to:

Eleanor Williams

4907 Sulky Drive, Apt. 102

Henrico, VA 23228

(804) 270-1310

Eleanor.williams@drs.virginia.gov
eoarlady@verizon.net
I. DESCRIPTION OF GRANTS

A.  Operations Grant

1.
Purposes – These grants are to insure that State and Regional Units have funds available to carry out functions basic to the survival of the units.  The grants may not meet all of the operations expenses of an active growing unit, i.e., a local unit may need to look to itself for ways of funding operations costs in excess of the level of these grants.
2.
Allowable Uses of Funds – State and Regional units should primarily use these funds for communications expenses (phone, postage, mailing supplies, printing, record keeping expenses, files, etc.); equipment expenses (related to previously described functions); and personnel expenses (typing, record keeping, etc.).


3.
Funding Calculation –

a)
Approved requests from a State Unit will be funded on the basis of $1.00 per member in the unit as of the *proceeding June 30th.  The membership figures used will be taken from the official NRA records for that date.

b)
Approved requests from a Regional Unit will be funded on the basis of $0.25 per member in the unit as of the *proceeding June 30th.  The membership figures used will be taken from the official NRA records for that date.

4.
Application and Reporting Guidelines – Requests for Operational Grants will be submitted by the Unit Treasurer and President on the appropriate NARL Grant Request from.  The NARL Unit Grants Application Packet includes the appropriate Grant Request Form, instructions for its completion, and procedures to be followed in submission and approval of requests.  All questions relating to Operational Grants should be addressed to the Unit Grant Committee Chairperson.
* For example, a grant request submitted in April, 1991 would use the unit member count as of June 30, 1990.  A request submitted August 1990, however, would use the number of members recorded for the unit as of June 30, 1990.

B. 
Professional Programming Grants

1.
Purpose – These grants are to assist State and Regional Units plan, develop and conduct professional development activities for NARL members in conjunction with association conferences and throughout the year.  Activities funded through these grants are to meet objectives related to the professional interests and needs of NARL members within the framework of the goals and purposes of the Association.  Programs using Professional Programming Grant funds are intended to provide benefits to NARL members beyond those provided by their employing agencies.  They must be equally accessible to all unit members.  Other persons may also attend the programs; however, the principal beneficiaries should be unit members.
2.
Allowable uses of Funds -  Any necessary cost of making available professional growth and development activities to NARL members may be considered.  Such cost items would include, but not necessarily be limited to, honoraria and expenses of conference speakers; costs of producing, renting, or duplicating learning materials and media; and meeting room rental.

3.
Funding Calculation –

a)
Approved requests from State Units will receive up to $250.00 to support their professional program.  States with more than 50 members as of the *proceeding June 30th may apply for additional professional programming funds at the rate of $5.00 per member in excess of 50 members.

b)
Approved requests from a Regional Unit will be calculated by awarding up to $250.00 to support their professional program.  Regions with more than 250 members as of the *proceeding June 30th may apply for additional professional programming funds at the rate of $1.00 per member in excess of 250 members.

* For example, a grant request submitted in April 1991 would use the unit member count as of June 30, 1990.  A request submitted August 1990, however, would use the number of members recorded for the unit as of June 30, 1990.


4.
Application and Reporting Guidelines – Requests for Professional Programming Grants will be submitted by the Unit Treasurer and President on the appropriate NARL Grant Request form.  Applications for this grant may be made at any time within the calendar year for which it is requested.  Only one Professional Programming Grant may be requested per unit each calendar year.  The NARL Grants Application Packet includes the appropriate Grant Request Form, instructions for its completion, and the procedures to be followed in submission and approval of requests.  There is a reporting requirement connected to the awarding of a Professional Programming Grant.  Following the completion of the program activities funded by the grant, the Unit must submit a Program Evaluation Report.  A form for this report must be submitted before a subsequent Professional Programming Grant may be awarded.  All questions relating to Professional Programming Grants should be addressed to the Unit Grants Committee Chairperson.
* Please note new requirements (as of 02/1994) :


a.
Grant Applications must be submitted prior to the program occurring.

b.
Advertisements, fliers and/or programs must acknowledge either NARL or the local unit as a sponsoring entity.

c.
Grant Evaluations must be submitted within 45 days after the program is completed.

II. GUIDELINES FOR EVALUATING GRANT REQUESTS

A.
Checkpoints for the Grants Committee Chair –

1.
Determine – that the application is from an approved unit (state or region) of NARL.

2.
Review – the content of the proposal relative to its adherence to the stated purposes of the grant program and particular category of grant.

3.
Review – adequacy of the justification of the requested funds.

4.
Determine – if the unit has submitted its evaluation report of the previous Professional Program Grant.

5.
Check – the amount of the grant request to ensure that it corresponds to the amount authorized by virtue of the number of members in the unit as of the previous June 30th membership report.

6.
Review – the use of matching funds to ensure that grant dollars are used in the most effective manner.
B.
Allowed Dispositions of Checkpoint Problems –

1.
If not approved unit – advise applicant and refer to New Unit Development Chairperson.

2.
If all else is in order – but the application is not in line with the purpose of the grant program, the justification is insufficient, or no matching funds are obtained, advise the applicant, obtain further information regarding the situation, and, if appropriate, make helpful suggestions as to how to correct the situation.

3.
If all else is in order – but the unit has failed to submit its pervious year’s report, tentatively approve contingent on receipt of delinquent report.

4.
If all else is in order – but the amount requested exceeds authorized amount, reduce the amount of award to authorized amount or request resubmission.

5.
Ensure – that the application is reviewed on all criteria on the first round and advise applicant of all deficiencies the first time so as to avoid repeated delay.
III. INSTRUCTIONS FOR COMPLETING FORMS
A.
Grant Request Form – Instructions


Prior to completing the grant request form, review the grant program policy information found in sections I, II, and IV.



1.
Enter – the formal name of your unit.

2.
Enter – all the appropriate information regarding the unit’s current treasurer.  The treasurer’s signature is required.  If a grant is approved, the check will be sent directly to the treasurer.

3.
Enter – all appropriate information regarding the unit’s current president.  The president’s signature is required.

4.
Check – the appropriate box(es) for the grant(s) you are requesting.  This form may be used to request an operations grant and/or a professional programming grant.  (If requesting an operations grant, also complete items numbered 5 and 12b.  If requesting a professional programming grant, also complete items numbered 6, 7, 8, 9, 10, 11, and 12a.)

5.
Enter – the appropriate information based on your membership figures and the grant type(s) you are requesting.  For up-to-date information on membership figures, contact Membership Committee Chair, Eleanor Williams (Eleanor.Williams@DRS.State.VA or EOARLady@Verizon.net), or your regional representative.

6.
Describe – completely the training seminar, conference or other professional development activity for NARL members for which grant funds will be used.  Include a description of the professional growth objectives to be accomplished as a result of the proposed activities.  Add sheets/supporting materials as necessary.  Refer to sections I,II and IV for priority information.  (Only required for professional programming grants.)

7.
Enter – the anticipated dates for the program.  If the planned activities cannot be encompassed in a specific set of dates, please include the planned sequence in the program description.

8.
Indicate – the total anticipated number of program participants.  (Programs supported by NARL grant funds should principally provide benefits to NARL members.  The programs must be open to all unit members and may be open to non-members.  However, a fee for non-members in encouraged.)

9.
Describe – the expected participants in terms of position, occupational grouping, agency affiliation or employing organization.
10.
Realistically provide – a breakdown of the anticipated program expenditures (a-f) and the anticipate revenues (g-l) to offset program expenditures.  All units are strongly encouraged to seek augmenting or matching sources of funds to increase grant fund impact.

11.
Check – the appropriate boxes, sign and date the form.


B.
Grant Evaluation Report – Instructions

Figures used on this evaluation report should be the actual dates, attendance figures, expenditures, and revenues generated by the professional program presented.



1.
Enter – the date this form is completed.



2.
Enter – the official name of the reporting unit.

3.
Enter – the identifying information of the unit’s president as of the date in item number 1.

4.
Enter – the identifying information of the unit’s president-elect as of the date in item number 1.

5.
Enter – the date the program was presented.

6.
Describe – the meeting site.

7.
Describe – the professional program presented.  Include information regarding topics, agenda, and materials used.  Printed program brochures, agendas, and other items descriptive of the program activities may be attached.

8.
State – the actual total number of participants and the actual total number of participants who are NARL members.
9.
Describe – the participants; occupational groups, organizational affiliations, etc.
10.
List – all actual expenditures and revenues.  NARL grant funds must be disbursed to legitimate providers of goods and services directly.  They cannot be transferred to any other unit (State or Region) of NARL or NRA, or to any other organization or agency acting as third party payers.

11.
List – all sources of funding used to develop and implement the program.

12.
Indicate – how any unexpended unit grant funds will be used.  If the funds will not be spent within one year of disbursement, they must be returned to the NARL treasurer.  Grant funds cannot be transferred to any other unit (State or Region) of NARL, NRA or any other organization or agency for their use or for the purpose of holding the funds in trust for later use by the requesting unit.

13.
Enter – the president’s signature attesting that the information provided is accurate.

NARL – GRANT REQUEST FORM
1.
Name of Unit
_______________________________________________________

2.
a.  _______________________
   
 3.
   a.  _______________________



Unit Treasurer’s Name



Unit President’s Name


b.   _______________________


b.  ________________________


Address





Address


c.  _______________________


c.  _________________________



City, State, Zip




City, State, Zip


d.  _______________________


d.  _________________________



Telephone No.




Telephone No.


e.  _______________________


e.  _________________________



Signature




Signature

4.
Type Grant(s) Requested:
a.
[   ] Operational – if box is checked, complete 

Item 5 and 12b






b.
[   ] Professional – Program Grant – if box is









      checked, complete Items 6 – 12a

5.
Unit members as of past

State:  Members ________ x $1.00 = ___________


June 30th ___________________
Region:  Members _______ x $0.25 = ___________

6.
Unit members as of past

States 50 or less members:  $250.00 max.


June 30th ___________________
Regions 250 or less members:  $250.00 max.


$5/member excess 50/250

Requested amount:  $________________________
7.
Description of proposed program:


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________

________________________________________________________________________

8.
Anticipated dates of program:  _______________________________________________

9.
Anticipated number of participants:
___________

NARL members: _________

NARL – GRANT REQUEST FORM

10.
Identification of participants:  _______________________________________________

11.
Anticipated program expenditures and revenues


a.  Speakers – Consultants  
$ ________
g.  Co-sponsor’s contrib.      
$ __________


b.  Travel for above
          
$ ________
h.  Participant’s fee

$ __________


c.  Mtg. rms, materials

$ ________
i.  Unit funds


$ __________


d. Ad dissemination

$ ________
j.  Other grant dollars

$ __________


e. Misc. expenses

$ ________
k. REQUEST FROM NARL
$ __________


f.  TOTAL OF ALL COSTS

$ ________
l.  TOTAL OF ALL REVENUES
$ __________

12.
We agree that a) [    ] we will submit a Professional Program Grant Evaluation Report to the Unit Grant Committee of the NARL within 45 days following the program.  We also agree that we will notify the Committee if we are for any reason unable to utilize the Professional Program Grant Funds for their intended purposes.
Signed __________________________

Date  _____________________

*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *


The following Sections are to be completed by the Unit Grants Committee.


Date Grant Request Received ___________________________________


Operations Grant
Approved  ________
  Amount  __________     Date __________





Rejected    ________
  Reason  ___________________________


Professional Program Grant
   Approved   ________   Amount ________
Date _______






   Rejected     ________   Reason  _____________________


Letter or phone contact requesting more information – Date ______________________

Additional information received – Date _______________________________________


Grantee Notified – Date ___________     Letter ______________     Phone ___________


Treasurer authorized to make payment – Date _______________________


Professional Program Grant Evaluation Report Received – Date __________________


Follow-up request(s) for Program Grant Evaluation – Date _________________


Comments:




Signature of Grant Committee Chair _____________________________

NARL – PROFESSIONAL PROGRAM GRANT
EVALUATION REPORT

1.
Date _________________________________

2.
Name of Unit  __________________________________________________

3.
__________________________

___________________________


President’s Name



Street Address


__________________________

___________________________


City, State, Zip Code



Phone

4.
__________________________

___________________________


President – Elect’s Name


Street Address


__________________________

___________________________


City, State, Zip Code



Phone

5.
Date of Meeting ___________________________________

6.
Meeting Site  ________________________________________________________




Hotel



City

State

7.
Description of Program

8.
Total Number of Participants  ________________
NARL Members  _________

9.
Describe Participant Group  ___________________________________________

________________________________________________________________________

________________________________________________________________________

NARL – PROFESSIONAL PROGRAM GRANT
EVALUATION REPORT

10.
Anticipated program expenditures and revenues


a.  Speakers – Consultants  
$ ________
g.  Co-sponsor’s contrib.      
$ __________


b.  Travel for above
          
$ ________
h.  Participant’s fee

$ __________


c.  Mtg. rms, materials

$ ________
i.  Unit funds


$ __________


d. Ad dissemination

$ ________
j.  Other grant dollars

$ __________


e. Misc. expenses

$ ________
k. REQUEST FROM NARL
$ __________


f.  TOTAL OF ALL COSTS

$ ________
l.  TOTAL OF ALL REVENUES
$ __________

11.
Sources of Funding other than NARL Grant _________________________________
___________________________________________________________________________

12.
Plans for use of unexpended Professional Program Grant Funds:  ________________

___________________________________________________________________________

13.
_______________________________________


President’s Signature

DATE REPORT RECEIVED __________________________________

SIGNATURE OF GRANT COMMITTEE CHAIR ___________________________________________
12

