

	
	
	



Solicitation of Statements of Interest:  English Access Microscholarship Program

Proposed Project:
The Public Affairs Section (PAS) of the U.S. Embassy in Kabul, Afghanistan, is pleased to announce a solicitation of Statements of Interest (SOI) from eligible in-country educational service providers (hereafter referred to as “the Access Provider”) for the English Access Microscholarship Program (hereafter referred to as “the Access Program”).  PAS invites all non-governmental organizations (NGOs) to submit proposals no later than April 30, 2021. 

Program Summary:
The Access Program is a global scholarship program supported by the U.S. Department of State that provides a foundation of English language and computer skills to talented 13 to 20-year-old students from economically disadvantaged backgrounds through after-school classes and intensive sessions.  Access students also gain an appreciation of U.S. culture and democratic values through enhancement activities.  The Access Program is a two-year program that requires a minimum of 360 hours of instruction reasonably distributed over the two-year period. 

Selected in-country educational service providers (providers) will act as sub-grantees or contractors to FHI360, the NGO awarded the cooperative agreement to administer the Access Program in Afghanistan.  The period of this award is estimated to be from October 01, 2021 to September 30, 2023.  Providers will conduct at least 360 hours of after-school English lessons to talented students, ages 13 to 20, from economically disadvantaged communities through localized Access programs.  A portion of these hours (approximately 20 – 60 hours) can be achieved through intensive sessions during the winter or during other school-year breaks. The Access program aim is to increase English language fluency and communication skills of disadvantaged Afghan youth at sites around the country.  Enhancement activities familiarize students with U.S. cultural values and encourage them to take an active role in their communities through service projects and sharing what they learn.  The program will also provide students with skills to increase workforce readiness and educational attainment.  Access will maintain gender balance through the selection of equal numbers of male and female participants. Preference will be given to providers that strive to reach out to underserved and under-resourced communities.   

Overall Program Goals: 
· Provide a foundation of English language skills to high-performing Afghan students, ages 13 to 20, from disadvantaged and underserved backgrounds.  
· Empower students with the tools and motivation to contribute to the socioeconomic development of Afghanistan.  
· Equip participants with the knowledge and skills to compete for professional and educational opportunities in Afghanistan and abroad, especially those funded by the United States; and  
· Increase participants’ familiarity and appreciation of American culture and democratic values, while countering influences from violent extremism. 

Where is the Access program implemented?  The in-country educational service provider should implement the program in one of the provinces of Afghanistan, ideally in two locations for 100 students (50 boys and 50 girls).  In each location, students should receive instruction in classes of no more than 25.  The locations can be public schools, orphanages, or madrasas. 

Access Face-to-Face Classes
In response to the COVID-19 pandemic, the Bureau of Educational and Cultural Affairs (ECA) suspended in-person Access classes. According to ECA guidelines, the Access classes and activities will resume when the Post is in Phase 2 of the Diplomacy Strong Framework. Currently, U.S. Embassy, Kabul is currently in Phase 1.

Access Online Classes:
Given the uncertain nature of the COVID-19 pandemic and the impossibility of predicting when it will be safe to return to in-person instruction, ECA recommends including a plan for distance learning options in case in-person instruction is impossible. The interested applicants are strongly encouraged to outline a basic plan for delivery of online classes in the technical and cost proposals.  This may include purchasing tablets or smartphones,or other such devices, as well as data bundles for students and teachers.  Applicants are encouraged to consider that some or all of the course may need to be virtual, but it is hoped at least some of the course will be in-person. Given these uncertainties, we understand it can be difficult to plan an exact budget, but applicants should consider it may be possible to realign the budget after the grant is awarded to accommodate changes.  

Details of the Program: 

Ceiling amount is $70,000. 

The Access Program is a high-profile public diplomacy initiative that provides U.S. embassies an opportunity to demonstrate the United States’ dedication to education and mutual understanding.  The Access Program gives the students skills that lead to improved educational prospects and career opportunities.  More than 8,000 Afghan public high school students from 12 provinces have benefited from this program since 2006.  While the Access Program may differ from country to country, these requirements hold for programs worldwide: 

· The Access Program curriculum must include enhancement activities, such as cultural activities, personal development, and community service activities, to increase understanding of U.S. culture and values.
· Access student selection is transparent, reflects the host country’s diversity, and is gender balanced.
· Based on minimum requirements of attendance and performance, Access students receive a Certificate of Award and Certificate of Successful Completion signed by the U.S. Ambassador or other U.S. Embassy officer.
· Access Program providers must submit narrative and financial reports that demonstrate the proper management and accountability of U.S. government funds and must complete the student enrollment form and provide alumni data.

In addition, Access Providers will:
· Use modern, communicative English language textbooks that promote critical thinking and learner-centered classrooms, and include a focus on the culture of the U.S.  These materials must use American English.   
· Provide an Access Program to 100 students from disadvantaged communities.  While classes do not need to be mixed gender, overall classe participation should be gender-balanced where possible with the aim of achieving an overall gender breakdown of 50% girls and 50% boys.
· Implement the program in one of the provinces of Afghanistan with the possibility of two locations in the province.  The U.S. Embassy will have final approval of proposed locations. 

For more information about the Access Program, refer to the attached Access Handbook. 


Key Roles of Partner Organization (in-country educational service provider) 

 The responsibilities of a successful NGO partner include but are not limited to:
· Exercising overall responsibility for the effective implementation and accountability of the Access Program, reporting any malfeasance, concerns, and/or noteworthy incidents to the U.S. Embassy in a timely manner.
· Implementing the selection criteria for Access students and conducting the selection process, ensuring a transparent and competitive process that result in gender-balance in classes and/or across the program.
· Administration of the program, purchasing and carrying out English teaching using prescribed English language instruction textbooks and materials and developing enhancement activities at least twice a month, based on models suggested in the Access Program proposal template  
· Selecting appropriate English teaching curriculum and instructional materials in consultation with the U.S. Embassy, subject to final approval by the U.S. Embassy         
· Providing basics of computer instruction to complement English language instruction and enhancement activities.
· Ensuring the completion of the student record enrollment form.
· Developing and enacting mechanisms to prevent fraud or mismanagement of funds.
· Facilitating U.S. Embassy monitoring of the Access Program, which could include site visits of U.S. Embassy staff to Access classes, both to assess the quality of the program and to show Embassy support and involvement.
· Submitting quarterly program narrative and financial reports according to the schedule provided by the U.S. Embassy.
· Monitoring periodically (at least monthly) Access Program lessons and activities to ensure the program is proceeding as planned and ensuring that required and/or requested reports are delivered to the U.S. Embassy according to schedule.
· Distributing pre- and post- perception surveys to students.
· Conducting pre- and post-instructional test to determine language gain in the program and submit results in reports as instructed.
· Obtaining, when needed, video and photo release forms for Access Program participants.
· Obtaining prior approval from the U.S. Embassy before hiring a Program Coordinator and English Language Instructors.
· Recruiting students from economically-disadvantaged backgrounds and verifying their disadvantaged economic status at the selection stage. 
· Once students are selected, providing the list of names and contact information to the U.S. Embassy.

The partner organization (in-country educational service provider) may include in the budget administrative costs of 10% of the total budget proposed in return for supplying basic overhead and assistance/monitoring of Access Program implementation.

For more information about the Access Provider responsibilities, refer to the attached Access Handbook. 

Key Roles of the U.S Embassy will include: 

· Final selection of the partner in-country educational service providers to implement the Access Program. 
· Final approval of student recruitment and selection process.  The selected student list should include information including, but not limited to, age, gender, home city and province, and school.
· Participating in enhancement activities for Access students, when possible.
· Monitoring of the Access Program.
· Providing certificates signed by a U.S. Embassy representative to Access graduates.
· Proposing participants for U.S. Embassy-supported workshops for Access teachers or students in and/or outside the country. 
· Providing templates for quarterly narrative and financial reports.  The U.S. Embassy will inform applicants of the reporting schedule.
· Providing approval/disapproval within 10 days of receiving resumes of proposed individuals for the Program Coordinator, Computer and English Instructor positions.

Eligible Applicants 

Eligibility is open to all non-profit and non-governmental organizations except to individuals. Applicants must submit proof of their non-profit status, such as official NGO registration and documents to show successful implementation of previous projects in the proposed provinces where they would like to implement the Access program.  In addition, the organization:
· Is required to have been registered with the Ministry of Economy of the Government of the Islamic Republic of Afghanistan for at least one year.
· Must have documented experience working in the field of education or in teaching English language and computer skills. 
· Will demonstrate familiarity with U.S. culture and values and the ability to explain and/or otherwise commemorate cultural events of value during the enhancement activities.

Selection Criteria 

The evaluation of proposals will include but not be limited to the following considerations: 
· Successful completion of the narrative and financial proposal 
· Demonstration that the NGO has the capacity and English teaching experience to successfully implement the program 
· Cost-effectiveness, cost competitiveness, and best value for services as demonstrated in the financial proposal 
· Preference is given to proposals which propose programs in provinces and areas where Access program or similar programs have never been implemented. 

SUBMISSION INFORMATION 

Anticipated Award Period:  2 years 

Proposal Deadline:  All proposals must be received on or before April 30, 2021 at 11:59 p.m. Kabul time.  Applicants are encouraged to begin the process early, as this will allow time to address any technical difficulties that may arise.  There will be no exceptions to this application deadline. 

Access Provider Checklist:  All applicants are required to submit their proposals along with the completed checklist. This checklist will help us in reviewing your proposals. 

The applicant must submit the following documents and information (format: single-spaced, 12-point Times New Roman font, 1-inch margins, 25-page limit): 

1. Cover Page:  Cover sheet stating the applicant’s name and organization, proposal date, program title, program period proposed start and end dates, and brief purpose of the program (not included in the 25-page limit). 

2. Proposal Narrative: The proposal must include all the items below: 
· Executive Summary:  Short narrative that outlines the proposed program, including program objectives and anticipated impact. 
· Introduction to the Organization Applying:  A description of past and present operations, showing experience, qualifications, and ability to carry out the program, including information on previous grants from the U.S. Embassy, U.S. government agencies, and other donors. 
· Needs Statement:  Clear, concise, and well-supported statement of the needs to be addressed and why the proposed program is needed. 
· Program Goals and Objectives:  The “goals” describe what the program is intended to achieve.  The “objectives” refer to the intermediate accomplishments on the way to the goals.  These should be achievable and measurable. 
· Program Activities:  Describe the program activities, how they will be implemented, and how they will help achieve the objectives.  Also, include how the program will engage local communities.  Providers should outline separate plans of program activities for after-school hours and intensive session. 
· Program Methods and Design: A description of how the program is expected to work to address needs and achieve goals.  This section could include the organization’s pedagogical approach and vision for classroom design.  In addition, it should include the student selection process and sample test/interview questions/or any other document which will be used in selection process. 
· Proposed Program Schedule and Timeline:  A proposed timeline for program activities. Include dates, times, and locations of planned activities and events. 
· Key Personnel:  Short summary of key personnel for the project. At a minimum, program coordinator, teachers, and administrators will be designated key personnel.  Include names, titles, roles, and summary of experience/qualifications of key personnel involved in the program.  If an individual for a key personnel position has not been identified, the applicant may submit a 1-page position description in the attachments, identifying the qualifications and skills required for the position in lieu of a resume. 
· Program Monitoring and Evaluation (M&E) Plan:  Throughout the timeframe of the grant, how will the activities be monitored to ensure they are occurring in a timely manner, and how will the program be evaluated to ensure it is meeting the goals of the grant?  The plan should assess students’ English language development; if/how students gained exposure to and appreciation for American culture; if/how students contributed to their own communities through community service projects; and if/how students gained the ability to compete for U.S. Embassy Kabul-sponsored cultural and educational opportunities. 

3. Required Attachments:  

Note that attachments are not included in the 5-page proposal limit.
· CVs of key staff, who will most likely take on the administrative positions such as project manager, program coordinator, and a completed Applicant Organizational Information Survey.  If key staff are yet undecided and will be selected later, clearly indicate as “To Be Determined (TBD).”  
· Proof of the applicant’s non-profit status 
· Organization’s profile
· Access Cost and Technical Proposals Templates  
· New Potential Access Provider or Site Checklist  

Questions:  Please email PAS’s English Language Programs Unit at KabulPASEngLangProg@state.gov   

Application Submission Process:  Email proposal materials to KabulPASEngLangProg@state.gov by April 30, 2021.  

Additional Considerations:
· Applicants must have a valid Data Universal Numbering System (DUNS) number from Dun & Bradstreet. 
· Any applicant listed on the Excluded Parties List System (EPLS) in SAM is not eligible to apply for an assistance award in accordance with the Office of Management and Budget guidelines at 2 CFR 180 that implement Executive Orders 12549 (3 CFR, 1986 Comp., p. 189) and 12689 (3 CFR, 1989 Comp., p. 235), “Debarment and Suspension.”  Additionally, no entity listed on the EPLS can participate in any activities under an award.  All applicants are strongly encouraged to review the EPLS in SAM to ensure that no ineligible entity is included. 
· There is no limit on the number of applications an entity may submit for this SOI. 
· Risk Analysis Management To qualify for final consideration, certain applicants must undertake the Risk Analysis Management (RAM) vetting process by providing Risk Analysis Information (RAI) about their “key individuals” (i.e., individuals with the ability to control applicant organizations’ funds).  Please note: these individuals could be different from the key personnel listed in the section 4 of required documents.  The purpose of vetting potential contractors and grantees is to reduce the risk that foreign assistance funding is provided to terrorists or their supporters.  Potential grantees will be notified separately if RAI is required. Failure to submit information when requested, or failure to pass vetting, may be grounds for rejecting your proposal.  When vetting information is requested by the Grants Officer, information may be submitted on the secure web portal at https://ramportal.state.gov or via email to RAM@state.gov.  Questions about the form may be emailed to RAM@state.gov.  Failure to submit information when requested or failure to pass vetting may be grounds for rejecting your proposal. 

Important Documents for Your Application: 
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Publication Information 


This handbook is a publication of the U.S. Department of State, Bureau of Educational and Cultural Affairs, 


Office of English Language Programs. 
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Greetings 


We are excited to share a detailed guide on how to launch a successful English Access Microscholarship 


Program (Access). Included in this how-to guide, the In-Country Educational Service Provider (Provider) 


will find information about and the steps to take when planning an Access Program; information about 


the best ways to ensure easy implementation and maintenance of a program; and how to efficiently close 


out a successful Access Program. There are also sample documents for the Provider, and templates for 


the Provider’s teaching staff and Access coordinators. Also note the “Quick Tips” section disbursed 


throughout the handbook for important points to remember. Please read the guidelines thoroughly and 


feel free to contact your U.S. Embassy/Consulate with any comments or questions. We are thrilled about 


your interest in equipping local youth with a foundation of English language skills.  


As you begin to work with Access youth, you will find that this program is so much more than just 


another English language course. Many of our alumni recall their Access experience as a pivotal point in 


their lives – one that marked the path they took to become better students, better citizens and better 


friends. We ask that you remember this detail when planning out a meaningful program for these bright, 


young people. With each planned presentation for students, you build their self-confidence. With each 


well thought out lesson that engages students’ curiosity, you instill a love for learning in students. With 


each act of community service, students gain a sense of responsibility for others. With each group 


activity, you provide the building blocks for lifelong friendships to be forged. In short, the things you do 


matter. With the Access Program, you have the opportunity to transform lives. We hope you take that 


opportunity.    


Welcome to the Access family! We look forward to working with you. 
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The English Access Microscholarship Program (Access)  


Access is a two year global scholarship program supported by the U.S. Department of State that provides 


a foundation of English language skills to bright, economically disadvantaged students, primarily aged 13 


to 20 through After-School classes with Enhancement Activities, and Intensive Sessions.   


Program Goals 


The goal of the Access Program is to prepare students who have a minimal knowledge of English, with 


effective communication and critical thinking skills through meaningful interaction, cooperative learning 


strategies, and real-life contexts.  We hope these skills will lead to better jobs, educational opportunities, 


and the ability to participate in and compete for future exchanges and study in the United States.   


Selection of In-Country Educational Service Providers 


The U.S. Department of State implements the Access program with the assistance of in-country 


educational providers.  In-country educational providers should read through this handbook and speak 


with U.S. Embassy staff to plan an effective and efficient Access program.  All in-country educational 


service providers must submit completed narrative and budget proposals that meet program 


requirements to the U.S. Embassy for approval.  If selected, the U.S. Embassy will then provide funding for 


the program, through our implementing partner FHI 360, in accordance with the Access proposals and 


agreement.  


NOTE:  Throughout the guide we have underlined the most important guidelines and rules of the English 


Access Microscholarship program. Please pay special attention to these points.   
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1. Understanding Access Program Components 


Before completing the Access narrative and budget proposals, you will want to plan out the program in 


detail.  Spending time understanding and planning the program in advance will help you to have a 


successful Access program.  You may wish to contact the U.S. Embassy representative for assistance in 


planning your program.  Below are some key components of most Access programs.  


1.1 Start and End Dates 


The proposal and agreement start and end dates should include any Access-related activities that occur 


prior to the start of instruction and following the completion of instruction.  For example, before starting 


classes the provider will need to recruit and hire teachers, purchase books and supplies, and recruit and 


select students.  At the end of the program, providers will organize and hold the Closing Ceremony, and 


finalize all reports.  Please consider the pre- and post-instruction tasks when deciding on the start and 


end dates in the proposal.  The Access Program can only reimburse costs that are incurred within the 


approved agreement start and end dates.  


1.2 Program Design  


The goal of the Access Program is to equip students, who possess a minimal knowledge of English, with 


effective communication and critical thinking skills through meaningful interaction, cooperative learning 


strategies, interest-appropriate activities, and real-life contexts.  


Access Programs generally have three components: 


1) After School Instruction (mandatory)  


2) Enhancement Activities (mandatory) 


3) Intensive Sessions (optional) 


 


Access students must receive a minimum of 360 instruction hours reasonably distributed over the two-


year program.  This means that the number of hours should not be fewer than 180 in each academic year. 


Classes must be 60-minute hours, not shorter ‘academic’ hours, whose length can vary from one 


institution to another. Online hours cannot replace the minimum 360 face-to-face hours.  Some providers 


manage only one group of Access students and some manage more groups.  Each group of Access 


students must receive a minimum 360 hours.  The minimum 360 hours can be distributed among After 


School Instruction, Enhancement Activities and/or Intensive Sessions.  As an example a group could have 


260 hours of After School Instruction, 40 hours of Enhancement Activities, and 60 hours of Intensive 


Sessions, for a total of 360 hours.  
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Online hours cannot replace 360 face-to-face hours, but online materials could supplement the program. 


Some providers manage only one group of Access students and some manage more classes.  Each group 


of Access students must receive a minimum 360 hours.  The total after school instruction hours delivered 


reflects all the groups receiving the minimum 360 hours, e.g. 360 hours x 5 groups of Access students= 


1,800 total after school instructions hours delivered 


The minimum 360 hours of instruction must be distributed over a two-year period.  Ideally, the number 


of hours should be at least 180 in each academic year. If events beyond the Provider’s control prevent the 


instruction of 180 in one academic year, it is the responsibility of the Provider to make up those lost 


hours in the following academic year.  Students are organized into Access classes according to their 


language proficiency levels and a two-year age range, (e.g. 13-15 year olds, 14-16 year olds, 17-19 year 


olds, etc.).  Because of varied interests and cognitive differences, younger students must not be placed 


with much older students. 


1.3 After School Instruction 


Each Access Program must include weekly instruction that can occur before school, after school, or on 


weekends.  Usually the preferred time for teaching is after school and so we call the weekly instruction 


After School Instruction.  Generally weekly instruction takes place one to five days a week, with each 


class lasting one to three hours per day.  It is the responsibility of the Provider to consider the schedules 


of the students to ensure that Access classes do not interfere with students’ regular school schedules, 


exams, or school events.  


1.4 Selecting Textbooks 


The After School curriculum should include all four language skills:  reading, writing, speaking and 


listening. Usually Access providers select an American textbook to use in their After School classes.  Great 


care should be taken when selecting the textbook for Access.  American publishers and American English 


materials are preferred, but not required. Please work with the U.S. Embassy/Consulate to select 


appropriate and approved textbooks for the Access Program.  


In addition to being at the right level for your students, the primary textbook should: 


• Have U.S. culture incorporated in the lessons. 
• Use a variety of communicative, interesting, and “real world” activities. 
• Cover issues that might be important to the U.S. Embassy (ask your Embassy representative).   
• Build critical thinking skills in students. 
• Involve:  speaking, listening, reading and writing. 
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Each and every student in the program must receive a new (not photocopied) course book or books. The 


new course books belong to each student, and after the program ends the books are the property of the 


students.  You may include costs for all of the textbooks and corresponding teachers’ books in your 


proposal.  Before proposing a textbook title in your narrative proposal, please be sure that you can find 


and buy the books locally, or that you have a cost way of having them shipped to you.  


In addition to materials in the textbook, Access teachers are strongly encouraged to incorporate 


supplementary materials into lessons. Teachers can download and use materials from 


americanenglish.state.gov or enrich classes with the U.S. Department of State created materials (See 


Appendix 2.1 for a List of Potential Materials). Teachers are also free to create and use other materials, if 


they suit the Access Program goals. 


1.5 Enhancement Activities 


In addition to the weekly classes based on the textbook, the Access program must include Enhancement 


Activities.  These activities are designed to reinforce a topic by creating a lasting impression and memory 


for students.  Enhancement activities are interactive, experiential activities.  They are special activities 


planned by the teachers and Access coordinator.  English must be a component in all enhancement 


activities.  Enhancement activities must occur at least once a quarter throughout the program.  All 


students and teachers must participate in enhancement activities on a regular basis. 


There are four main topics for Enhancement Activities: 


1) U.S. Culture and Values 
2) Personal Development 
3) Community Service 
4) Computer / Technology Skills 


 
A. US. Culture and Values 


A key element of the Access Program is to familiarize students with important features of U.S. culture and 


values. Students are encouraged to develop respect for and interest in other cultures, customs, and 


beliefs.  At least three of the following course topics must be covered during an Access Program:  U.S. 


Holidays, U.S. History, U.S. Popular Culture, U.S. Education, Gender Issues, the Environment, Ethnic 


Tolerance, Democracy, or Civil Society.  


Examples of enhancement activities related to U.S. culture and values are: 


• Celebrating U.S. holidays, such as a Fourth of July picnic 


• Writing and producing skits about key events in U.S. History 


• Science-themed activities relating to environmental issues 


• Inviting guest speakers to discuss aspects of life in the U.S. such as ethnic diversity and tolerance 
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• Field trip to an American Corner at the U.S. Embassy or Consulate 


 


B. Personal Development Activities 


The Access Program seeks to foster students’ personal development by building balanced intellectual and 


emotional capabilities to better prepare them for future academic and professional endeavors.  Students 


should be introduced to topics such as career development, pursuing higher education, and applying for 


U.S. government-sponsored exchange programs. A minimum of two personal development activities are 


required during the program.  


Examples of Personal Development activities are: 


• Visits to local colleges and universities to expose students to opportunities for higher education or 


other exchange programs 


• Visits by EducationUSA advisors (ask your U.S. Embassy/Consulate for help) 


• Visits by guest speakers from the private sector to discuss career opportunities 


• Career development activities that practice skills such as resume writing, application writing, and 


interviewing 


• Visits by guest speakers from the U.S. Embassy/Consulate and American Language Center to 


discuss ways in which Access alumni can stay connected to the U.S. Embassy/Consulate 


 


C. Community Service Activities 


The Community Service component increases the students’ awareness of issues facing their respective 


communities, while also giving them an understanding of the ways they can positively contribute to civil 


society.  Community Service activities are projects that students volunteer to do, without any pay, to 


improve their communities.  Examples of this are volunteering to teach younger children, helping elders 


with shopping, collecting book donations for a community library, or putting on a play about protecting 


the environment.  


To be effective it is important that students are actively involved in the community service planning 


process. They should be engaged with assessing community needs, designing projects to address 


community needs, and reflecting before, during and after the service experience.  In addition, service 


activities should be designed to meet learning objectives, not just to “do service.” Successful community 


service-learning projects teach students the skills of researching, planning, implementing and reflecting.  


As much as possible, the students should use their English skills while completing their community 


service projects.  At least one community service project is required during the program.  


Please use the guidelines in Appendices 2.4, 2.5, and 2.6 when planning Community Service Projects. 
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D. Computer and Technology Instruction 


Access Programs should also include computer or technology instruction. This type of enhancement 


activity provides instruction in the computer and technology skills students will need in their future.  


Ideally the computer classes themselves should be conducted in English or incorporate English.  For 


example, students can learn and use their technology skills to complete class research or presentation 


projects.  They should learn skills such as typing, word-processing, and emailing, along with information 


about media literacy and social media safety. The Access provider can determine the appropriate number 


of hours dedicated to computer and technology instruction based on the current skill level of the students 


and availability of technology.   


Most importantly, providers must do everything possible to keep all students safe online.  Teach best 


practices for social media and be sure the content they are using is instructional.   


Important Points Enhancement Activities:  


• The Provider must undertake efforts to protect the health, safety, and welfare of all participants in 
the Access Program and address any issues immediately. 


 
• The students must have some form of medical/travel insurance for any excursions outside of the 


classroom.   
 


• English must be a component in all enhancement activities, whether as part of the activity itself or 
in a follow up classroom activity. 
 


• Send the U.S. Embassy highlights for the enhancement activities throughout the Access Program in 
a timely fashion.  
 


1.6 Intensive Sessions  


Intensive Sessions are one to four-week long ‘summer’ programs, but may also occur between semesters 


or during other school breaks.  During Intensive Sessions Access students meet between three and eight 


hours a day over consecutive days.  Hours of instruction during Intensive Sessions may not exceed 8 


hours per day or 40 hours per week.  Intensive Sessions can be held at the beginning of an Access 


program, in the middle of the program, and/or at the end of the Access program.  There may be more 


than one Intensive Session in any Access program.  


Intensive sessions are important opportunities to practice English language skills, build teams, and gain 


confidence. Students enjoy these opportunities to take learning outside of the confines of the school 


room. Intensive Sessions also tend to be the time when the strongest memories of the Access Program are 


made and friendships are cultivated.  Providers are encouraged to include Intensive Sessions, in addition 


to the mandatory After School Instruction and Enhancement Activities.  
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Intensive Sessions should encourage fun and active learning, and are designed with hands-on learning 


and creativity in mind. As much as possible, enhancement activities should incorporate U.S. 


Embassy/Consulate exchange alumni, U.S. exchange program participants, U.S. Embassy/Consulate 


personnel, and other outside English-speaking guests. 


Examples of Intensive Sessions are:  


• Learning and putting on dramatic plays / shows in English. 
• Going out into nature to learn about and discuss the environment in English. 
• Organizing a talent show in English. 
• Going on a bus trip to a museum and completing tasks about the exhibits in English. 
• Having an American style ‘summer’ camp, where students stay overnight together, play games and 


sports, and participate in team-building and leadership activities – all in English.  
 


Remember that there are many costs and safety considerations when planning an overnight camp 


Intensive Session. The students must have some form of medical/travel insurance for any excursions 


outside of the classroom.  Providers are encouraged to seek out professional establishments that work 


regularly with children or minors and have safety measures in place.  The American Camp Association is 


just one example of what a Provider should consider when planning an intensive session 


http://www.acacamps.org/staff-professionals/events-professional-development/core-competencies. 


Important Points Intensive Sessions:  


• The Provider must undertake efforts to protect the health, safety, and welfare of all participants in 
the Access Program and address any issues immediately. 
 


• The students must have some form of medical/travel insurance for any excursions outside of the 
classroom.   
 


• English must be a component in all enhancement activities, whether as part of the activity itself or 
in a follow up classroom activity. 
 


• Send the U.S. Embassy highlights for the enhancement activities throughout the Access Program in 
a timely fashion.  


1.7 Exposure to Americans and U.S. Resources 


Access seeks to prepare students for conversational English language skills with both native and non-


native speakers of English through a variety of experiential learning activities. There are a number of 


resources available to enhance the student’s Access Program experience.  Each resource varies from 


region to region so please make sure to contact the local U.S. Embassy/Consulate to see if the listed 


resources are available in a specific area.   


If available, when planning an Access program, the provider should try to incorporate: 



http://www.acacamps.org/staff-professionals/events-professional-development/core-competencies
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• EducationUSA Advising Centers:  these centers offer objective and timely information about 


educational institutions in the United States and how to best access those opportunities. Each 


year, thousands of prospective students learn about opportunities to study in the United States 


through EducationUSA centers. This is a great resource and providers can include a trip to an 


advising center, inviting a speaker, or by visiting educationusa.state.gov during computer classes.   


 


• American Spaces is a term that refers to the American Corners, International Resource Centers, 


and Binational Centers located in some countries. Visit the American Spaces site 


https://americanspaces.state.gov/home/ or contact the U.S. Embassy/Consulate for more 


information.  


 


In addition to visiting these places, think about how you can invite Americans to come and visit the 


Access classes.  The U.S. Embassy and Peace Corps often have a number of American teachers in 


particular countries.  These teachers include, but are not limited to:  


 


• English Language Fellows (Fellows) are U.S. English-language teaching professionals placed in 


universities, ministries of education, and other institutions for ten months. Fellows work with 


their hosts as well as the local and regional English language teaching community to create and 


implement courses, materials, curricula, and training programs that build stronger connections 


between the host and U.S. culture. Fellows can assist teachers with Access Program activities. 


Fellows cannot teach in the Access Program.  


 


• Fulbright English Teaching Assistants (ETAs) are U.S. college graduates who assist teachers of 


English. English Teaching Assistants help teach English language in educational institutions while 


serving as U.S. cultural ambassadors. ETAs can assist teachers with Access Program activities. 


ETAs cannot teach in the Access Program. 


 


• Peace Corps Volunteers work in a variety of contexts and hold different responsibilities. Contact 


the U.S. Embassy/Consulate to see if Peace Corps Volunteers are in a specific area.  


 
Ask your embassy contact person if these programs are in your country and ask them for help inviting 


these teachers to the Access program.  
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2. Roles and Responsibilities:  Provider, Coordinator, and Teaching Staff 


By seeking to join the Access family, an In-Country Educational Service Provider demonstrates their 


commitment to strengthen their local community by increasing the English language skills of local youth; 


contributing to their improved self-confidence due to stronger critical thinking skills; and increasing their 


exposure to new career and educational opportunities to study abroad or obtain better jobs. 


2.1 In-Country Educational Service Provider  


The roles and responsibilities of the Provider include, but are not limited to: 


• Recognizing a strong need in the local community for Access;  
• Evaluating the institution’s ability to implement an Access Program as requested by the U.S. 


Embassy; 
• Working closely with the U.S. Embassy to plan effective and efficient programming;   
• Drafting proposals that meet program requirements and submitting them for approval to the 


U.S. Embassy; 
• Advertising and recruiting participants for the student scholarships; 
• Collaborating with the U.S. Embassy during the participant selection process;  
• Providing the same standardized pre- and post-test to all students upon entering and exiting 


the Access Program;  
• Implementing the program according to the oral and written guidelines from the U.S. Embassy 


which include but are not limited to approved proposals and the signed agreement between 
the cooperating agency based in the United States and the in-country educational service 
provider;   


• Hiring highly-qualified personnel (i.e. Access Coordinators, Teachers, Teaching Assistants) to 
regularly monitor and evaluate the program to ensure it is implemented in accordance with 
the relevant official documents as well as to highlight best practices and address challenges 
quickly; 


• Planning regular enhancement activities that provide hands-on and interactive opportunities 
for students to engage in discussions, games, community service, and other activities related to 
U.S. culture and values; 


• Sending invitations to the U.S. Embassy/Consulate to notify them of special events, and 
opportunities to visit and speak;  


• Providing official documentation, i.e. certificates, letter of congratulations, etc. signed by the 
U.S. Ambassador (or U.S. Embassy/Consulate Officer) to each Access student at the beginning 
and end of the Access Program; and 


• Submitting financial reports and alumni data according to the schedule outlined in the 
agreement, and when requested by the U.S. Embassy/Consulate. 


 


In order to implement the Access program successfully, Providers will need to hire responsible, 


professional staff.  When planning your Access program proposal and budget think about the following 


staff positions. 
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2.2 Access Coordinator 


Each Access program must have an Access Coordinator that serves as the liaison between the Access 


teachers and the U.S. Embassy/Consulate. The Access Coordinator should also provide support to the 


teachers concerning administrative matters. Since the Access Coordinator will work with the U.S. 


Embassy and be responsible for completing the reports, the Coordinator should have good English skills.   


Access Coordinators’ responsibilities include, but are not limited to: 


• Assisting in the selection process of the students. 
• Assisting in the recruitment of the students. 
• Assisting the Provider in the purchase of Access materials. 
• Liaising with the Provider authorities to secure access to the room space.  
• Submitting financial and progress reports by the agreed deadline. 
• Helping the Provider organize the opening and closing ceremonies.  
• Frequently visiting each class to ensure proper administration of the program.  
• Evaluating Access classes and noting any recommendations for improvement. 
• Consulting with Access teachers on solutions to noted recommendations for improvement. 
• Notifying the U.S. Embassy/Consulate of sudden changes, emergencies, or interruptions of the 


Access classes and program. 
• Assisting teachers in organizing the administration of the pre-and post-test for student 


progress evaluation.  


2.3 Teachers and Teacher Assistants 


Each Access group must have a Lead Teacher. If there are more than 18 students in a class, consider also 


having a Teaching Assistant to help give students more personalized attention. All Access Lead Teachers 


must be qualified to teach English and have good English language skills.   


All Teacher and Teacher Assistant duties are planned and executed in agreement with the Access 


Coordinator. The Teachers and Coordinators work together to select a qualified Teaching Assistant, 


promote the program, recruit students, screen applications, conduct interviews, and notify candidates of 


the results. 


Teaching salaries must be adequate and competitive, and within local public school teacher rates.  


Teachers’ qualifications may include but are not limited to: 


• Holding a university degree(s) with the qualification “English Language Teacher” and at least 
three years of experience working with students. 


• Strong desire and motivation to work with disadvantaged youth.  
• Dedication to working with Access students. 
• Ability to organize and participate in enhancement and out-of-class activities. 
• Willingness to attend professional development and Access Program events organized by the 


U.S. Embassy/Consulate. 
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• Availability for the weekly number of hours in the afternoons during weekdays or on Saturday 
mornings. 


• Basic knowledge of U.S. society and culture. 
• Basic computer skills with Microsoft Office (Word, PowerPoint), an internet browser 


(Explorer, Firefox, Netscape, etc.), and e-mail. 
 


Teachers’ responsibilities may include, but are not limited to: 


• Selecting appropriate American English materials that meet the program objectives.  
• Developing a course syllabus that clearly outlines the topics of the classes and expectations of 


the students. 
• Developing and implementing quality lesson plans according to the Access Program objectives.  
• Holding classes and conducting enhancement activities in accordance with the schedule and 


curriculum approved by the Access Provider. 
• Designing evaluation materials to properly assess students’ progress in accordance with the 


benchmarks established at the start of the program. 
• Conducting student assessments on a regular basis. 
• Submitting progress reports according to the schedule established by the Provider. 
• Ensuring student portfolios are filed, accessible and frequently updated.  
• Monitoring and regularly updating dossiers of the students’ attendance and notifying the 


coordinator of the students’ progress through regular written reports. 
• Developing, planning, and implementing the enhancement activities according to the Access 


Program objectives and duties listed above. 
• Ensuring the health, safety and welfare of the students during planned classes and activities. 
• Seeking to improve methodical and pedagogical skills through participation in seminars, 


lessons of visiting experienced colleagues, and self-education. 
 


Teaching Assistants’ responsibilities may include but are not limited to: 


• Assisting teachers in the duties and responsibilities listed above, as required. 
• Providing additional assistance to lower-level students, as required.  
• Providing supplemental activities for higher-level students who have completed assigned tasks 


ahead of time.  
• Assisting to ensure the course runs smoothly and successfully. 


 


 







 


Last updated: May 29, 2019  


P
ag


e1
9


 


3. Applying to be an English Access Microscholarship Program Provider 


If you wish to apply to be an English Access Microscholarship Program provider, you will need to 
complete two proposal templates:  


 
1) the Scholarship Technical proposal and  
2) the Scholarship Cost proposal.   


 
The U.S. Embassy/Consulate will provide you with the latest proposal templates.  You must review all of 


the information in this handbook before submitting your proposal. The U.S. Embassy or Consulate may 


also ask you for additional paperwork.   


NOTE:  Submitting a proposal to the U.S. Embassy or Consulate does NOT mean you have been selected as 


a provider.  The U.S. Embassy will contact you to tell you if your proposal has been accepted or not.  


You cannot start an Access program until you have applied, been accepted, and completed all of 


the agreement paperwork.  


After reviewing the entire Official Access Handbook, an applicant must submit a proposal narrative and 


budget using the Access proposal templates. Contact the U.S. Embassy/Consulate for the latest version of 


this template to reduce the possibility of having to resubmit a corrected proposal.  


All Access programs must deliver the number of hours, and course elements specified in the signed 


program agreement.  The program agreements are based on the narrative proposal.  Selected providers 


must implement the program as set out in their proposals/agreement.   


3.1 Technical Proposal  


The Technical Proposal Template has different tabs along the bottom: 


1. Access Requirements 
2. Applicant Organization Information 
3. Program Timeline 
4. Program Staff 
5. After School Instructions 
6. Enhancement Activities 
7. Intensive Sessions 
8. Summary 


 
Please complete the tabs accurately.  If you are selected to be an Access provider, then the Embassy will 


use the information that you have provided in the templates to draft the official agreement.  Therefore it 


is essential that all of the information is accurate and complete.  
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3.2 Cost Proposal 


In addition to the Technical Proposal, Providers will also need to submit a Cost Proposal.  When planning 


your budget remember that program funds are only to be spent on program-related expenses for Access 


Program students and teachers and these expenses must be verified by receipts. Note: No costs should be 


incurred before or after the period of performance of the agreement.   


Please note that students and their families must not be expected to make any financial contributions to 


the Provider related to their participation in Access, purchase any materials for use during Access, or 


fund their own transportation to/from classes. 


The Cost Proposal has six tabs that you will need to complete: 


Tab 1:  Currency and Instructions 


Provide all the requested information.  Tell us what local currency you use and the current exchange rate. 


Tab 2: After School Instruction Budget 


Salaries and Wages  


• Compensation of Teachers, Teaching Assistants and Other Instructional Staff for the After School 


Instruction should be adequate and competitive with local public school pay rates. The number of 


hours estimated for each staff member may include hours spent on after school instruction, 


curriculum development, student recruitment, and enhancement activities.  


• If a Teacher, Teacher Assistant, or Other Instructional Staff member also provides instruction or 


enhancement activities for an intensive session, those hours should be included in the Intensive 


Sessions Budget (Tab 4).  


• If a teacher also performs administrative work in a different role, such as a Program Coordinator, 


the hours of administrative work should be included in the Administration Budget (Tab 5). 


Benefits 


• Examples of benefits received by After School Instruction staff include pension, leave, insurance, 


and employee paid-taxes, etc. Benefits may vary by job category.  


Books and Materials 


• Budget for the cost of books for teachers (such as teacher edition textbooks and books for 


professional development), for students (such as student edition textbooks and graded/easy 


readers) and other instructional materials (such as supplementary materials and test materials 


used at the beginning and end of the program) for After School Instruction.  


• Do not include shipping costs for books and instructional materials. Shipping costs for books and 
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instructional materials should be budgeted under Other Costs in the After School Instruction 


Budget. 


• American publishers and American English materials are preferred but not required. 


• Books purchased for the students remain property of the students upon their completion of the 


program.  


Travel- Transportation 


• If necessary, budget costs for students or teachers traveling to and from After School classes, such 


as bus fares, vehicle rentals, taxis fees, etc. Transportation costs are calculated based on the cost of 


each trip per person. 


• Do not include transportation costs for enhancement activities. Those costs are covered in the 


Enhancement Activities Budget (Tab 3). 


Food and Beverage 


• If necessary, budget for food and beverage items purchased specifically for the After School 


Instruction classes. Costs may be calculated using either Method 1 or Method 2. Use the method, 


or combination of methods, that works best for your program: 


o Method 1 - allows you to calculate costs based on the cost per meal per student or the cost per 


day per student.  


o Method 2 - allows you to calculate costs based on the per item cost of the food and beverage.  


Other Costs 


• Miscellaneous Costs may include classroom supplies, classroom rental, shipping for books and 


instructional materials.  


• Classroom Technology may include costs to purchase or lease instructional laptops, overhead 


projectors, screens, printers, etc. Providers will need a strong justification for the purchase of any 


technology including an explanation of how the item will be used, how it will be maintained, and a 


confirmation that the item will only be used for Access classes, not for other Provider activities.  


Tab 3: Enhancement Activities Budget 


The Enhancement Activities Budget is divided into three sections: 1) Opening Ceremony costs, 2) Closing 


Ceremony costs, and 3) costs for Other Enhancement Activities. Salaries and Wages and Benefits are not 


in the Enhancement Activities Budget. These costs should instead be included in the After School 


Instruction Budget (Tab 2), the Intensive Sessions Budget (Tab 4) or the Administration Budget (Tab 5), 


depending on the staff member(s) performing Enhancement Activity work.  
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Opening Ceremony Costs and Closing Ceremony Costs 


Travel- If necessary, budget for transportation costs of students, teachers or guest speakers participating 


in the opening or closing ceremony. Do not include travel costs in the Enhancement Activities Budget for 


Administrative staff attending enhancement activities. If necessary, those costs would be included in the 


Administration Budget (Tab 5).    


Travel- Transportation 


• Transportation costs may include, bus fares, vehicle rentals, taxi fares, and train tickets and are 


calculated based on the cost of each trip per person. 


Travel- Accommodations 


• Accommodation costs are calculated based on the cost per night per person. 


Food and Beverages 


• Budget for food and beverage costs for the opening or closing ceremony based on the cost per 


item of the food and beverage.  


Other Costs 


• Other costs associated with the opening and closing ceremony such as supplies (certificates, t-


shirts), facility and equipment rental, and honorarium for guest speakers may be included. If 


travel is planned for students and teachers, short-term travel/medical insurance with medical 


evacuation should be included. 


Other Enhancement Activities Costs 


Travel- If necessary, budget for transportation costs of students and teachers participating in other 


enhancement activities. Do not included travel costs in the Enhancement Activities Budget for 


Administrative staff attending enhancement activities. If necessary, those costs would be included in the 


Administration Budget (Tab 5). 


Travel- Transportation 


• Transportation costs may include, bus fares, vehicle rentals, taxi fares, and train tickets and are 


calculated based on the cost of each trip per person. 


Travel- Accommodations 


• Accommodation costs are calculated based on the cost per night per person.   


Food and Beverages 


• If necessary, budget for food and beverage items purchased specifically for other enhancement 
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activities. Costs may be calculated using either Method 1 or Method 2. Use the method, or 


combination of methods:   


o Method 1 - allows you to calculate costs based on the cost per meal per student or the cost per 


day per student.  


o Method 2 - allows you to calculate costs based on the per item cost of the food and beverage.  


Other Costs:  


• Other costs associated with the other enhancement activities such as supplies, equipment rental, 


and entrance fees for museums/historic site visits may be included. If travel is planned for 


students and teachers, short-term travel/medical insurance with medical evacuation should be 


included. 


Tab 4: Intensive Sessions Budget  


Salaries and Wages  


• Compensation of Teachers, Teaching Assistants and Other Instructional Staff for the Intensive 


Sessions Instruction should be adequate and competitive with local public school rates. The 


number of hours for each staff may include hours spent on intensive session instruction and 


enhancement activities.  


• If a teacher, teacher assistant, or other instructional staff member also provides instruction or 


enhancement activities for the After School Instruction classes, those hours should be included in 


the After School Instruction Budget (Tab 2).  


Benefits 


• Examples of benefits received by Intensive Sessions staff include pension, leave, insurance, and 


employee paid-taxes, etc. Benefits may vary by job category.  


Books and Materials 


• Budget for books for teachers, for students and other instructional materials used for Intensive 


Sessions Instruction.  


• Do not include shipping costs for books and instructional materials. Shipping costs for books and 


instructional materials should be budgeted under Other Costs in the Intensive Sessions Budget. 


• American publishers and American English materials are preferred but not required. 


• Books purchased for the students remain property of the students upon their completion of the 


program.  
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Travel- If necessary, budget for travel costs of students, teachers and chaperons attending the Intensive 


Sessions. Do not include travel costs in the Intensive Session Budget for Administrative staff attending 


intensive sessions. If necessary, those costs would be included in the Administration Budget (Tab 5). 


Travel- Transportation 


• Costs may include, bus fares, vehicle rentals, taxi fares, and train tickets and are calculated based 


on the cost of each trip per person. 


Travel- Accommodations 


• Costs are calculated based on the cost per night per person. 


Food and Beverages 


• If necessary, budget for food and beverage items purchased specifically for the Intensive Sessions. 


Costs may be calculated using either Method 1 or Method 2. Use the method, or combination of 


methods, that works best for your program:   


o Method 1 - allows you to calculate costs based on the cost per meal per student or the cost per 


day per student.  


o Method 2 - allows you to calculate costs based on the per item cost of the food and beverage. 


Other Costs 


• Budget for other costs for Intensive Sessions such as facility and equipment rental, honorarium for 


guest speakers, and entrance fees. If travel is planned for students and teachers, short-term 


travel/medical insurance with medical evacuation should be included.  


Tab 5: Administration Budget  


Salaries and Wages 


• Compensation of staff performing administrative tasks for the Access Program, in positions such 


as Program Coordinator, Accountant, Finance Manager, Administrative Assistant, etc. 


• If an administrative staff member (such as a Program Coordinator) also serves as a teacher, 


teacher assistant, or other instructional staff member providing After School Instruction or 


Intensive Sessions Instruction, those instruction hours should be included in the After School 


Instruction Budget (Tab 2) and/or the Intensive Sessions Budget (Tab 4).  


Benefits 


• Examples of benefits received by After School Instruction staff include pension, leave, insurance, 


and employee paid-taxes, etc. Benefits may vary by job category and employment status (full-time, 


part-time).  
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Travel – Travel costs may be included for administrative staff conducting site visits, meeting with U.S. 


Embassy staff, attending program activities such as opening and closing ceremonies, enhancement 


activities, or intensive sessions. 


Travel- Transportation 


• Costs may include flights, bus fares, vehicle rentals, taxi fares, and train tickets and are calculated 


based on the cost of each trip per person. 


Travel- Accommodations 


• Costs may include hotel or other overnight facilities costs and are calculated based on the cost per 


night per person. 


Food and Beverages 


• Food and Beverage costs for administrative staff conducting site visits, attending program 


activities such as opening and closing ceremonies, enhancement activities, or intensive sessions, 


traveling for site visits of program activities, you may budget for food and beverages. Costs are 


calculated based on the cost per meal per staff or the cost per day per staff.  


Other Costs 


• Other costs for the administration of the program such as telephone, internet, printing costs, 


advertising for student recruitment, photocopies, facility rental, accounting services, and other 


necessary services such as security or audits may be included. Wire transfer fees related to 


receiving disbursements or returning unused funds at the end of the program may also be 


included. Inquire with your bank about the cost of wire transfers. If travel is planned for 


administrative staff, short-term travel/medical insurance should be included. 


• Computer software Microsoft Excel (version 2010 or newer) is required. If you do not currently 


own a version of MS Excel 2010 or newer, you may include this cost in the Administration Budget 


and purchase the software once your agreement is active and the agreement start date has been 


reached.  


• Do not include any costs for Opening or Closing Ceremonies as those costs should be in the 


Enhancement Activities Budget (Tab 3).  


Indirect Costs 


• Providers with current Negotiated Indirect Cost Rate Agreements (NICRAs) with the U.S. 


government may include indirect costs in the Administration Budget. These costs (indirect rates 


and base costs) will be verified through submission of the Provider’s NICRA to the U.S. Embassy.   
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Unallowable Costs for the entire Cost Proposal 


• Cash/Cash prizes 


• Alcohol 


Once you have completed your Technical and Cost Proposals, submit them to the U.S. Embassy.  You will 


be notified by them if your proposal was or was not competitive.  The U.S. Embassy will select the best 


applicants based on the proposals received. 


Important information about Financial Reporting and Verification of Expenditures 


Providers will report actual expenditures through submission of a financial report each reporting period. 


Financial reports should not use the cost estimated in the Cost Proposal, but instead should report the 


actual cost of the expenditure. ALL purchases must be verified with proper receipts/backup 


documentation. Receipts/backup documentation may be proof of payment to service providers or 


vendors, paid invoices, payroll receipts, transactional reports from an accounting system, or cash register 


receipts. During site visits, U.S. Embassy/Consulate staff will ask to see the receipts/backup 


documentation for all purchases.  


If you are not sure whether the purchase you are going to make is allowable, please contact the 


U.S. Embassy/Consulate before you spend funds without approval. 
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4. Agreement Process 


If you are selected to be an Access provider, then you will need to complete additional documentation 


BEFORE you may begin the program.  


4.1 Required Documentation to Launch an Access Program 


Please note that programs are not authorized to begin or incur costs until the agreement has all the 


required signatures and the local Provider has submitted all requested information. If U.S. Department of 


State approval and official documentation are not received at each step, then the Provider risks financing 


the entire cost of the program. The Access Program funds must only be used for program-related 


purposes stipulated in the proposal. 


4.2 Financial Responsibilities and Expectations 


The Access Program funds must be used only for program-related purposes stipulated in the proposal, as 


well as reported instruction hours and program-related activities under the categories of instruction, 


books and instructional materials, transportation, enhancement activities, administration, 


accommodation, and food. Providers must officially report actual expenses and will only be reimbursed 


for expenses incurred within the start and end dates indicated in the agreement. Providers should use 


current exchange rates when submitting financial reports. If there is uncertainty about whether a 


planned purchase is allowable, Providers should contact the U.S. Embassy/Consulate and U.S. 


Department of State, Bureau of Educational and Cultural Affairs, Office of English Language Programs 


prior to making the purchase. 


4.3 Agreement Process 


The process for issuing an agreement begins when the U.S. Embassy/Consulate selects and approves the 


applicants completed technical and cost proposals.  The proposal documents are reviewed and approved 


by the U.S. Embassy/Consulate, Regional English Language Officer, the U.S. Department of State, Bureau 


of Educational and Cultural Affairs, Office of English Language Programs and the Cooperating Agency; the 


Provider may be asked to clarify information or make revisions to the proposal. Once the proposal has 


been finalized and approved, the U.S. Department of State, Bureau of Educational and Cultural Affairs, 


Office of English Language Programs authorizes the Cooperating Agency to issue the agreement.  


The agreement is the legal instrument which authorizes all work to be performed by the Provider. It is a 


legally-binding document signed by the Provider and the Cooperating Agency’s Grants Officer and 


contains the terms and conditions under which the Provider will implement the Access Program. The 


proposal is fully incorporated into the agreement. The Provider will receive the following documents and 


instructions for completing the necessary forms: 
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• Draft Agreement (see Appendix 3.1 for an example of an Access agreement). 


• Approved Proposal 


• Bank Information Form: Payments are normally wired to a bank account with a beneficiary name 


that matches the provider’s institutional name. We strongly recommend reviewing the local laws 


that require specific registration in order for a Provider to be able to receive, withdraw, and send 


out foreign currency. Also, the Provider may need to investigate what type of account to set-up – 


specifically an account that allows for funds to be received from and sent to the U.S. 


• Required Certifications Form 


• Period 1 Estimate-Site Form 


The draft agreement will contain the following information for the Provider to review: 


• Name of the organization being issued the agreement. The Provider’s name on the agreement 


should match the name on the approved proposal as well as the provider’s institutional name on 


the bank account.  


• Start date and end date of the agreement. All work performed and all costs incurred by the 


Provider must occur within this time period. 


• The roles and responsibilities of the U.S. Embassy/Consulate and the Cooperating Agency. 


• Scope of agreement and authorized budget: This section will reflect the program information 


from the Provider’s proposal such as the number of students, the number of instruction hours 


per student, and the total instruction hours to be delivered by the Provider. It will also include 


the approved budget. 


• Information on Cash Advance Payments. 


• Final reconciliation and closeout. 


• Schedule for required reporting. 


• Compliance information with relevant U.S. government regulations.  


• Information on termination and suspension. 


The Provider must complete all required set-up documents, review the agreement in full, and send the 


signed agreement back to the U.S. Embassy/Consulate. The Cooperating Agency will add the final 
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signature to the agreement once all necessary documents have been received from the U.S. 


Embassy/Consulate. The Cooperating Agency will send the final signed agreement with final proposal 


documents to the U.S. Embassy/Consulate to be shared with the Provider. The agreement has now been 


fully authorized and the Provider may begin their program. Please note that Providers are only 


authorized to begin their Access program once the agreement is fully executed (i.e., signed by all 


parties). Any costs incurred for the planning, preparation or implementation of the program 


before the agreement is fully executed will not be reimbursed. 


All Access programs must deliver the number of hours, and course elements specified in the signed 


program agreement.  If any changes are needed the provider should speak with their point of contact at 


the U.S. Embassy or U.S. Consulate BEFORE making any change.  In certain circumstances we will need to 


amend the agreement.  In all cases, providers must have written approval to make a change BEFORE 


changing what is stated in the agreement.   


  







 


Last updated: May 29, 2019  


P
ag


e3
0


 


5. Program Implementation, Monitoring, and Close Out 


Once you have a signed agreement, then you can begin to implement the program.   The Provider is 


responsible for knowing the following information and completing the following steps. 


5.1 Branding 


This is a U.S. Department of State program funded by the U.S. Government.  The official name of the 


program, as supported by the U.S. Congress, is the “English Access Microscholarship Program.”  The 


shortened forms “Access Program” or “Access” are acceptable. These are the only names that should be 


used when referring to the program. A frequent incorrect reference is ACCESS: the word “access” should 


never be in all capital letters, as it is not an acronym.  


Ensure that the Access Program’s name appears correct in all program-related documentation: “The 


English Access Microscholarship Program, funded by the U.S. Department of State.” 


All Access Program documents, applications, banners, t-shirts, publications, etc. must feature the U.S. 


Embassy/Consulate logo.  The U.S. Embassy/Consulate must be the most prominent logo, if displayed 


with other logos.   


5.2 Recruiting Access Students 


Recruiting and selecting students is a key first step, when starting a program. Here is a potential timeline 


to help plan this phase of the program implementation: 


Recruitment and Selection Timeline (EXAMPLE) 


Promotion 3-4 weeks 


Receive Applications 2 additional weeks 


Screen Applications and Set up 


Interviews 


1-1 ½ weeks 


Conduct Interviews 1 week 


Notify Applicants of Results 1 week  
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5.3 Definition of Economically Disadvantaged 
Students 


An essential program requirement is that Access 


students are economically disadvantaged, primarily 


aged 13-to-20- years-old on the first day of class, with 


relatively minimal knowledge of English.  If your 


program has 13-year-old students they must be 13 


years old on the first day of class.  Essentially, students 


should come from the lowest socio-economic bracket of 


the country/province. It is the Provider’s responsibility 


to specifically verify students’ economic status. 


5.4 Advertising and Recruiting 


Institutions should assess the level of need in their community and ensure that the Access Program 


benefits bright and economically disadvantaged students. Extensive advertising and recruitment may be 


conducted in order to reach the target audience and can involve such parties as local government 


officials, school administrators, civic and religious organizations, and the U.S. Embassy/Consulate.  


Information about an Access Program should be spread widely by advertising in local newspapers and TV 


channels (if possible), and working with local departments of education and schools or other educational 


institutions. (See a Sample Advertisement in Appendix 1.1) 


Advertising and recruitment information must clearly indicate that the Access Program is designated for 


bright but disadvantaged youth, primarily aged 13-to-20-years-old, at the beginning of the program, and 


that the Access Program is free of charge and sponsored by the U.S. Department of State. The Provider 


must organize its classes according to language proficiency levels and a two-year age range, e.g. 13-15 


year olds, 14-16 year olds, 17-19 year olds, or 18-20 year olds, etc.  Because of interest and cognitive 


differences, younger students must not be placed with much older students. 


5.5 Selecting Access Students 


All applicants must complete an application form that indicates that the Access Program is designated for 


bright but disadvantaged youth, primarily aged 13-to-20-years-old, at the beginning of the program, and 


that the Access Program is free of charge and sponsored by the U.S. Department of State.   


The information on the application will be verified by the Provider implementing the program. The 


Provider must verify that the selected students are economically disadvantaged and represent students 


from diverse racial, ethnic, religious, geographic, or physically challenged backgrounds as appropriate. 


QUICK TIP! 


Examples to verify economic status:   


• Reviewing parent/guardian economic 
situation 


• Requesting pay stubs  
• Interview school or community officials 


that have access to such information  
• Referencing other documents that 


contain economic information.  
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Additionally, Providers must ensure that classes are gender-balanced with 50 percent girls and 50 


percent boys. 


If a Provider is not able to include a mix of genders (both boys and girls) in a particular class or activity, 


an explanation about how gender-balance will be achieved across the entirety of the Access Program is 


required in the Program Report. 


Selection processes may include applications, written/oral exams, essays, and interviews and must 


adhere to the following guidelines:  


•  All aspects of the selection process must be in the student’s native language(s).   


• Application forms should have questions requesting the name, age, name or number of 


school/other educational institution as well as questions about parents/guardians and number of 


children in families. (See Appendix 1.2 for a Sample Participant Application Form.) 


• If essays are a part of the selection process, they must be in the students’ native language(s) and 


may ask students to explain their motivation and commitment to the Access Program.  


• Interviews are the last stage of the selection process. Students should provide documents 


verifying their disadvantaged status before interviews take place. Examples of such documents 


include: guardians’ salary statements, statements from pension funds, certificates of 


divorce/death, birth certificates, a report of their grades at school, and other appropriate 


documents. Copies of these documents must be filed and kept for both years of the Access 


Program and for a year afterwards. The U.S. Embassy/Consulate may ask to check these 


documents at any time during the Access Program. (See Appendix 1.3 for Sample Interview Rubric.) 


• We encourage providers to invite a representative of the U.S. Embassy/Consulate beforehand to 


participate in the interviews and/or be a member of the final selection panel.  


• Once the students have been selected for the program, the provider must send the proposed 


student list to the U.S. Embassy/Consulate for their final approval.  Providers must not accept 


students into the program until they have received this approval.  


We strongly recommend that each Provider develops a plan to replace students who withdraw from the 


program. The U.S. Embassy/Consulate and Provider must set a time limit as to how late in the program a 


student can enter in order to maintain the integrity of the program. Below are a few ideas:  


• create a gender-balanced wait list of alternates from those students who weren’t chosen, or 
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• allow students to audit the class. The auditing students are required to participate in most 


activities as if they were a finalist in the Access Program. These auditing students may not receive 


paid materials, participate in funded enhancement activities or receive transportation stipends. 


However once a replacement is needed, s/he can receive the full financial benefits of the 


scholarship. 


5.6 Working with Families and Students 


Students are more successful when their entire community is behind their education. We recommend 


involving parents and relatives in the planning. Those in the students’ homes and neighborhoods can help 


make their participation in the Access Program a true success.  


• Students and parents/guardians must be informed that the Access Program is intensive. Students 


and guardians must be dedicated to students’ success. 


• Students/guardians/families must be aware of attendance policies and the consequences of 


habitual unexcused absences. 


• Students who miss classes without an excuse or students who misbehave regularly can be 


withdrawn from the Access Program. 


• We recommend providing forms to both students and guardians with the Access Program rules 


regarding attendance, behavior, participation in enhancement activities etc. Providers can prepare 


letters of commitment that are signed by students and their parents/guardians. (See Appendix 1.4 


for a Sample Parent Consent Form, Appendix 1.5 for a Sample Student Contract). 


• Students and their guardians, as well as teachers, need to grant permission via a signed release 


form before the Provider may take and potentially share their photos (for example, to social media 


or in a report). Providers will receive the Photo and Video Release Form with their fully signed 


agreement. Please have students, pending guardian approval, and teachers complete this form at 


the start of the Access Program. Note that it is not mandatory for a teacher/student/guardian to 


sign this form. Providers must keep signed copies on file throughout the duration of the program 


and may only take and share a photo publicly if they have a permission form for all people in the 


photo. (See Appendix 1.6 for the Required Release Form.)  


• Voluntary withdrawals by students should be indicated in the Program Reports and reasons for 


withdrawing should be included in the student portfolio. By including the reason for withdrawal, 


we can create a better plan to address those reasons in the future.  
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• In accordance with the time limits set between the U.S. Embassy/Consulate and Provider, 


withdrawals must be replaced with students from a list of alternates or students auditing the 


program.  


5.7 Opening Ceremony  


There must be an official opening ceremony at the beginning and an official closing ceremony at the end 


of the Access Program. The opening ceremony is an important aspect of the Access program as it sets the 


tone for all involved. It helps instill a sense of pride in the students for having been chosen for the Access 


Program. It is also motiving for them to see that members of the U.S. Embassy, the provider, and teachers 


are all engaged and involved in their learning process. At the opening ceremony, the students must be 


given a certificate of award signed by a U.S. Embassy/Consulate official. Since these certificates are 


individualized, teachers are requested to send any modification/correction 15 days before the opening 


ceremony is scheduled. 


At the ceremony, a representative of the U.S. 


Embassy/Consulate must be present to deliver the 


certificates. The availability of the U.S. Embassy/Consulate 


staff will determine the time and date of the ceremony; 


therefore, it may not be held exactly at the beginning of 


the course or planned without advising the U.S. 


Embassy/Consulate. For this reason, it is recommended 


that an informative meeting with the parents of the Access 


students and/or an informal opening ceremony be held 


just before the course starts.  


5.8 Program Monitoring and Evaluation  


Ongoing program monitoring and evaluation are critical elements of successful program implementation. 


Here are some key points to be aware of: 


Guests and Visitors  


Visitors from U.S. Embassy/Consulate will regularly come to monitor and evaluate the program.  In 


addition to this, remember these site visits represent a great chance for students to practice their 


language skills with native speakers and to learn more about U.S. life and culture. Here are a few tips for 


hosting and preparing for visitors: 


• Think ahead to the visit and prepare students by brainstorming relevant vocabulary and questions 


for visitors. If appropriate, plan a game to play together with the guest. 


QUICK TIP! 


Please be aware that it is the 


responsibility of the Provider to request 


ceremony certificates from the U.S. 


Embassy/Consulate – please do so well in 


advance of the event so they will have 


plenty of time to get the required 


signatures! 
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• Do not put on a “show” for visitors – limit rote memorization of songs and poetry during a visit. 


Instead, give the visitor a chance to share in Questions & Answers with students. Providers may 


request visitors to speak on a topic related to the students’ current focus of study, such as the 


visitor’s hometown, favorite sport, or family. Most Americans are happy to answer questions and 


feel relieved to be directed to a specific topic. 


Assessment  


Providers must establish a system for monitoring and evaluating the progress of Access students. This 


must include administering a placement test (Initial) at the beginning of the Access Program and the 


same test at the end of the Access Program (Exit) to track the progress of the student’s language 


acquisition based on a scale of 0-100 points. The monitoring and evaluation system may also include 


establishing progress benchmarks and providing feedback to students and teachers throughout the 


program. Aspects of student performance to be evaluated throughout the program may include listening 


comprehension, verbal communication, accuracy, and fluency.  


Providers must evaluate the success of every student. In order to do this, Providers must do the 


following: 


• Give students the same pre- and post-tests at the beginning and end of the program. This allows 


Providers, the student, and the U.S. Embassy/Consulate to track and evaluate the success of the 


students throughout the program. Please note: the Provider should not race through material or 


teach to the test; it is important that the students learn and demonstrate progress with their 


English language proficiency as a result of their enrollment. 


• Provide continuous assessment by giving unit tests, individualized feedback, or checkups. 


• Collect all tests and store them in students’ portfolios. 


• Work with students and guardians if students have problems with classes/tests so that they can 


improve. The ultimate goal is learning for each student! 


Reach out to other Access Providers or the U.S. Embassy/Consulate if there are any questions about 


testing or suggestions for placement tests. 


5.9 Reporting and Highlights  


Providers are required to submit programmatic and financial reports throughout the implementation 


period (agreement start to end date). Please refer to the signed agreement for the schedule of required 


program and financial reporting.   
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Example table: 


 


All reports must be submitted to the U.S. Embassy/Consulate. 


Reporting is an essential element of the Access Program. The program report templates are designed to 


record accurate program implementation, spending of Access Program funds, and formal requesting of 


continued funding every period. Providers should use accurate exchange rates when submitting financial 


reports.   


The next tranche of program funds will be sent once accurate reports are received and approved. Late, 


incomplete, and/or inaccurate reports may result in delayed payments to the program. Payments will be 


sent only when all questions related to the report have been clarified. Misuse of funds or incomplete 


reporting can lead to the termination of an agreement.  


Program highlights are very important as well. Providers must send highlights to the U.S. 


Embassy/Consulate demonstrating the students’ involvement in Access Program activities such as 


holiday celebrations, social/voluntary projects, and others.  


• Don’t delay! Send program highlights to the U.S. Embassy/Consulate as soon as a special event has 


finished. We are most interested in activities and events when they are fresh – try to make an 


effort to send in the highlights no later than 7-10 days after the event. An interesting Halloween 


highlight from October is not as interesting when it is received in February. (See the Access 


Program Highlights Form in Appendix 1.9) 
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• Be prompt with all reports! If something beyond the Provider’s control is causing delays, please 


contact the U.S. Embassy/Consulate. Otherwise, Program & Finance reports are due on the date 


indicated in the official agreement and Monthly reports on the 15th of every month. 


5.10 Program & Financial Reports and Receipts 


Providers must submit a Financial Report and a Program Report based on the schedule outline in the 


fully executed agreement. The reporting documents will be reviewed by the U.S. Embassy/Consulate, the 


Cooperating Agency, and the U.S. Department of State, Bureau of Educational and Cultural Affairs. The 


U.S. Department of State, Bureau of Educational and Cultural Affairs has final authority to approve the 


reporting documents and authorize disbursement of funds. 


For each reporting period, Providers will receive the reporting templates, along with detailed 


instructions. The Financial Report will include information about the Provider’s actual expenses and cash 


balance. To convert expenses into U.S. Dollar, Providers should use the exchange rate based on the day 


expenses are incurred. Providers should also 


reconcile their bank account statement so that the 


calculation of Cash Balance (in U.S. Dollar) in their 


Financial Report is accurate. In some cases, this will 


require Providers to report an expense or credit due 


to currency loss or currency gain. The Program 


Report will include information about Access 


programming; for example, information about the 


different site locations, teachers, students, 


instruction hours and program enhancement and 


community service activities.  


Providers are required to complete and submit both reporting documents to the U.S. Embassy/Consulate. 


Each section will have instructions for Providers and cells highlighted to mark areas that require data. 


Delays in submitting complete and accurate reports cause delays in payment. Habitual tardiness could 


mean the U.S. Embassy/Consulate may not select the provider for future programming. 


Providers must also keep all receipts as reported program expenses must be verified by proof of 


purchase. Receipts must include vendor information, name of good(s), and quantity of good(s) 


purchased. Please be aware that receipts that are not properly issued may be denied by the U.S. 


Embassy/Consulate and therefore cannot be expensed to the Access Program. Providers will also not be 


eligible to receive another disbursement of funds until all receipts are accounted for. 


 


QUICK TIP! 


Keep records of students’ attendance, and, if 


somebody misses classes, check with 


parents/guardians for the reason of their 


child’s absence. They should provide a 


medical certificate if they miss classes 


because of sickness. Please note that 


students must attend at least 70% of classes 


to keep their Access scholarship. 
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5.11 Closing Ceremony  


There must be an official closing ceremony at the end of the Access Program. The closing ceremony is an 


important aspect of the Access program. It helps instill a sense of pride in the students and community 


for having successfully completed the Access Program. It is also motiving for them to be congratulated by 


members of the U.S. Embassy, the provider, and teachers. At the closing ceremony, the successful 


students must be given a certificate of award signed by a U.S. Embassy/Consulate official. Since these 


certificates are individualized, the provider is requested to send the names of the successful graduating 


students to the U.S. Embassy/Consulate at least 15 days before the opening ceremony is scheduled. 


At the ceremony, a representative of the U.S. 


Embassy/Consulate must be present to deliver the 


certificates. The availability of the U.S. Embassy/Consulate 


staff will determine the time and date of the ceremony; 


therefore, it may not be held exactly at the beginning of 


the course or planned without advising the U.S. 


Embassy/Consulate.  


The Closing Ceremony must be held before the end date of 


the agreement.  


5.12 Special Circumstances 


Amendments to the Agreement 


Amendments must be completed if the required changes are to one or more of the following program 


requirements, as laid out in the agreement:  


• Agreement Dates – adjusting the agreement start and/or end dates 


• Budget – changing the amount of the total award (please see the Budget Revisions section below 


for other types of budget changes) 


• Scope of Work – for example, the addition of an Intensive Session or other activity  


• Change of Institution Name 


How an amendment is processed: 


• U.S. Embassy and/or the Provider identifies the need for an amendment and sends the request to 


the U.S. Embassy/Consulate, Cooperating Agency, and the U.S. Department of State, Bureau of 


Educational and Cultural Affairs.  


QUICK TIP! 


Please be aware that it is the 


responsibility of the Provider to request 


ceremony certificates from the U.S. 


Embassy/Consulate – please do so well in 


advance of the event so they will have 


plenty of time to get the required 


signatures! 
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• The Cooperating Agency will alert the U.S. Embassy/Consulate to the need for an amendment after 


reviewing a program & financial report. 


Once the need for an amendment is identified, the Cooperating Agency will discuss the amendment 


details with the U.S. Embassy and send an amendment request to the U.S. Department of State, Bureau of 


Educational and Cultural Affairs, for approval.  


Once approved by the U.S. Department of State, Bureau of Educational and Cultural Affairs, the 


Cooperating Agency will create and send amendment documents to the U.S. Embassy to collect signatures 


from U.S. Embassy/Consulate and Provider. Once signed, the final version of the amendment documents 


will be scanned and sent back to the Cooperating Agency for their signature. The amendment documents 


will be valid from the date of the Cooperating Agency’s signature (see Appendix 3.2 for a sample 


amendment).  


Please note that formal requests to the Cooperating Agency for amendment must be submitted to and 


approved by the U.S. Department of State, Bureau of Educational and Cultural Affairs, Office of English 


Language Programs at least two (2) weeks prior to the end of the period of performance (i.e. the end of 


the agreement). Requests for amendment submitted and approved less than two weeks prior to the end 


date or after the period of performance has expired (after the agreement end date) will not be processed. 


Budget Revisions (Letter of Approved Budget Change) 


If any of the following budget revisions are made, a Letter of Approved Budget Change must be 


processed:  


• The amount of funds transferred between budget line items, excluding Administration, exceeds 


10% of the total agreement award amount. 


• Funds are moved into or out of the Administration budget line item.  


The need for a Letter of Approved Budget Change will be identified in the same ways as an amendment 


(see above). 


If the budget revisions take place before the last period of the program, a Budget Revision Request Form 


will be used to determine the new budget for the remainder of the program. If the budget revisions occur 


in the last period of the program, the final program and financial report will be used to determine the 


revised budget.  


Once the budget revisions have been identified, the Cooperating Agency will discuss the details with the 


U.S. Embassy/Consulate and seek approval from the U.S. Department of State, Bureau of Educational and 


Cultural Affairs, Office of English Language Programs. Upon approval from the U.S. Department of State, 


Bureau of Educational and Cultural Affairs, Office of English Language Programs, the Cooperating Agency 
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will create a Letter of Approved Budget Change and send it to the U.S. Embassy/Consulate to be sent to 


the Provider for their records, signifying the revised budget is approved and in effect (see Appendix 3.3 


for a sample letter of approved budget change).  


Termination 


In some circumstances when it is deemed by the U.S. Embassy/Consulate that an Access Program should 


not continue, the termination of the agreement may be considered. Termination may occur for a variety 


of reasons such as environmental (civil unrest, natural disaster), poor performance, or mismanagement 


of funds. Once a termination decision has been reached by the U.S. Embassy/Consulate and approved by 


the U.S. Department of State, Bureau of Educational and Cultural Affairs, Office of English Language 


Programs, the Cooperating Agency’s Grants Officer will prepare a letter for the Provider which formally 


terminates all activity under the agreement. Upon receiving a Termination Letter, the Provider must sign 


and return it to the U.S. Embassy/Consulate immediately. The letter will contain the effective date by 


which all program activity must cease. The Provider has 30 days after the effective date to complete the 


standard close out process (see close out process for more information), including submission of Final 


Program & Financial Report and return of all unused funds. 


5.13 Program Close Out 


All final financial and program reports required by the terms and conditions of the program’s agreement 


must be submitted to the Cooperating Agency no later than 30 calendar days after each period listed in 


the agreement.   


All costs, including the Closing Ceremony, must be incurred during the period of the agreement. Costs, 


including salaries, will not be reimbursed outside the dates of the agreement. Please refer to the 


program’s agreement for exact dates of the period of performance.  


Working with the U.S. Embassy for Program Close Out 


When the agreement ends, the Provider will submit a final program and financial report. When the final 


reports have been reviewed and approved, Providers will receive a Close Out Letter and a Disbursement 


Report. The Close Out Letter will confirm that all reports have been received, no outstanding documents 


remain and will end all agreement obligations. The Disbursement Report serves as a record of all the 


payments made to during the program.  


If there are unused funds at the end of an agreement, the Provider will receive instructions for returning 


them. Once the funds have been received, the Provider will receive the Close Out Letter verifying the 


return of all unused funds. It is important to note that the Close Out process cannot be completed until 


unused funds are returned. The failure to return unused funds will violate U.S. Government regulations, 


and as such, place the Provider at risk of being reported to the U.S. Government as delinquent. Delinquent 
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Providers will not be eligible to receive future U.S. Government funding. Please see the chart below for a 


summary of the Close Out process.  


To comply with auditing and U.S. Government regulations, the provider must keep the following 


documents for at least three years after the end of the program. These documents include but are not 


limited to: 


• Signed agreement 
• Finalized agreement amendment(s) or letter(s) of approved budget change 
• Close out Letter and Disbursement Report 
• All program & financial report forms 
• Original receipts 
• Bank Statements 
• Financial reports that relate to Program costs 
 


The U.S. Embassy/Consulate is always ready to assist with any questions or concerns throughout this 


process, so please do not hesitate to ask sooner rather than later. 
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Close Out Process 


1) By 30 days after Agreement end date, the Provider sends completed Final Program & 


Financial Report to their U.S. Embassy/Consulate.      


2) The Final Program & Financial Report is reviewed by U.S. Embassy/Consulate and the 


Cooperating Agency, and is reviewed and approved by the U.S. Department of State, Bureau 


of Educational and Cultural Affairs, Office of English Language Programs. 


3) If there are no unused funds to return, the Cooperating Agency prepares Close Out 


Letter and Disbursement Report and sends to U.S. Embassy/Consulate. 


4) U.S. Embassy/Consulate forwards Close Out Letter and Disbursement Report to 


Provider for their records. 


Return of Unused Funds 


1) Once a Final Program & Financial Report has been approved, if there are unused 


funds remaining, Cooperating Agency sends Return of Unused Funds Instructions, 


Return of Unused Funds Bank Letter and Confirmation of Wired Funds form to U.S. 


Embassy/Consulate.  The U.S. Embassy/Consulate forwards to Provider for action. 


2) Within 7 days of sending Return of Unused Funds Instructions, Return of Unused 


Funds Bank Letter, Confirmation of Wired Funds form, Provider wires funds to 


Cooperating Agency and emails Confirmation of Wired Funds form to U.S. 


Embassy/Consulate.  The U.S. Embassy/Consulate forwards to the Cooperating Agency. 


3) When returned funds have been verified, Cooperating Agency prepares Close Out 


Letter and Disbursement Report and sends to U.S. Embassy/Consulate and forwarded to 


Provider. (Close Out Letter and Disbursement Report are not sent until return of funds 


has been verified by Cooperating Agency). 


4) If funds are not returned, Cooperating Agency sends Letter of Delinquency. (Close Out 


Letter will not be issued, Provider will be in violation of U.S. Government regulations, and 


may not be eligible to receive future funding). 
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6. Summary 
 
When planning a new English Access Microscholarship program always keep the goals of the program in 


mind – the aim of Access is to help students acquire the job and life skills they need to succeed by 


participating in high quality English language classes and activities delivered by experienced and caring 


teachers.  If you keep that aim in mind, then the rest of the pieces will begin to come together.  While 


there are many components and steps in launching an Access program, the rewards are wonderful and 


we’re sure you will be impressed with the results.   The students gain confidence and knowledge and 


teachers gain skills.  


Your point of contact at the U.S. Embassy/Consulate is there to assist you in the process.  If you are 


selected to be an Access provider, then they will be able to help you through the process.  Please feel free 


to ask them questions at any time.  Also be sure to read through this guide thoroughly, including the 


Appendices below.  These will help you to better understand the program and ensure that you run a high-


quality Access program for your students. 


Below we have included two summary sheets for your reference: 


1. Minimum Standards Checklist.  This list the bare basic requirements that each Access provider must 


do.  You can do much more than the basics, but this list will help to remind you of the necessary 


requirements.  


2. Communication and Responsibilities.  This chart will show you the main institutions working on the 


program and what their responsibilities are. 


We are sure that with some dedication to the program and to the students, you will all be able to have 


manage a very successful Access program.    
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6.1 Minimum Standards Checklist 


 
 


Program Requirements Administrative Requirements  
Advertising:  
 “English Access Microscholarship Program”, “Access Program”, and 


“Access” are the only names that should be used when referring to the 


program 


 Advertisements must clearly indicate that the Access Program is for bright 


but disadvantaged youth ages 13 to 20, free of charge, and is sponsored by 


the U.S. Department of State 


 
Recruiting Students:  
 Students must be between 13 and 20 years of age on the first day of the 


program 


 Students must be economically disadvantaged  


 Classes must be gender-balanced with 50 percent girls and boys. Include 


explanation for any exceptions. 


 
Selection Process:  
 Selection process must be in the students’ native language 


 Application forms must have questions requesting the name, age, name or 


number of school/other educational institution as well as questions about 


parents/guardians and number of children in families 


 Students must provide documents verifying their disadvantaged status 


 A representative of the U.S. Embassy/Consulate must be included as a 


member of the final selection panel 


 
Parents and Guardians 
 Parents/guardians must be informed that the Access Program is intensive 


 Parents/guardians must be aware of attendance policies and the 


consequences of habitual unexcused absences 


 
Opening Ceremony:  
 A representative from the U.S. Embassy/Consulate must be present for the 


opening ceremony 


 Participants will receive a Certificate of Award signed by the U.S. 


Ambassador or other U.S. Embassy/Consulate Officer 


 
Instruction:  
 Access Programs must provide 360 Instruction Hours per Student and report 


the Total Delivered Instruction Hours as outlined in the agreement. 


 Access Programs must include After School instruction 


 Intensive Sessions are encouraged but not required 


 Classes will have between 12 and 25 students per class  


 If the selected students exceed a two-year age range, the Provider must 


explain how it will maintain adequate learning 


 Enhancement Activities must occur at least once a reporting period and 


include topics relating to U.S. culture and values, personal development, and 


community service 


 English must be a component of all enhancement activities 


 A minimum of two personal development activities are required 


 Students must be given the same language proficiency test at the beginning 


and end of the program  


 The minimum passing grade and attendance for all Access Programs is 


70percent 


 
Closing Ceremony: 
 A representative from the U.S. Embassy/Consulate must be present for the 


closing ceremony 


 Participants will receive a Certificate of Completion signed by the U.S. 


Ambassador or other U.S. Embassy/Consulate Officer 


Proposal:  
 Submit completed narrative and budget template to U.S. 


Embassy/Consulate.  


 Program start and end dates should include all planning 


and preparation as well as close out 


 Use current exchange rate when submitting the proposal 


budget. 


 


Agreement Set-up:  
Complete and Submit:  


 Bank Information Form 


 Required Certifications  


 Payment Request Form  


 
Agreement:  
 Review and sign agreement 


 Access Programs must not launch without a fully signed 


agreement. 


 
Program and Financial Reports:  
 Program and Financial Reports must be completed and 


submitted on a quarter or semester basis as outlined in 


agreement.  


 All expenses must be reported and verified with 


receipts.  


 All expenses must be reported in U.S. Dollars. 


 To convert expenses into U.S. Dollar, Providers should 


use the exchange rate based on the day expenses are 


incurred. Providers should also reconcile their bank 


account statement so that the calculation of Cash 


Balance (in U.S. Dollar) in their Financial Report is 


accurate. In some cases, this will require Providers to 


report an expense or credit in the Admin line due to 


currency loss or currency gain.  


 The Provider must have permission from U.S. 


Embassy/Consulate prior to the purchase of anything not 


proposed and/or reflected in the approved budget. 


 All costs must be incurred during the period of 


performance.  


 
Close Out:  
 The Provider must return any unused funds. 


 Save Close Out Letter and receipts for 3 years after 


Access Program end date. 


 
Other:  
 The Provider must complete and submit Photo and 


Video Release Forms to U.S. Embassy/ Consulate 


 The Provider should send highlights to U.S. 


Embassy/Consulate demonstrating students’ 


involvement in Access Program activities such as 


holiday celebrations, social/voluntary projects, and 


others. 


 Providers are asked to encourage teachers and students 


to visit www.americanenglish.state.gov for resources  



http://www.americanenglish.state.gov/
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6.2 Communication and Responsibilities 


 


 







 


Last updated: May 29, 2019  


P
ag


e4
6


 


Appendices:  Part 1 - SAMPLE TEMPLATES 


1.1 Advertisement   


Please use this sample as a guideline for creating your own advertisement in your language. Take note of 


the highlighted items below and consider how you might change them for your city and Access Program.     


Dear students of schools, colleges and universities in (insert name of city and country here): 


The U.S. Embassy in (insert name of country here) and (insert name of Provider here) are excited to 


announce a great opportunity for students primarily aged13- to20- years old to demonstrate their 


knowledge and skills in a competition to receive an educational scholarship to learn English.  The 


selected finalists will participate in the two-year program called the English Access Microscholarship 


Program (Access) funded by the U.S. Department of State. 


INFORMATION ABOUT THE PROGRAM  


The Access Program provides an opportunity for students in (insert name of country here) to learn about 


U.S. culture and values, deepen their knowledge of the English language, and take an active part in the 


development of (insert name of country here). 


The program consists of two components:  


1. English language lessons according to the students’ level and 


2. Cultural activities that build their understanding of the United States.   


PROGRAM DATES: (Insert: From  month, day, year to month, day, year). 


FINANCIAL SUPPORT: The Access Program pays for the student’s tuition, books, and transportation costs. 


PROGRAM REQUIREMENTS:  


Applicants must provide: 
1. an identity card or birth certificate (original and copy);  
2. a report card/certificate from school (original and copy)/ transcript; 
3. documents confirming the status of low-income families (certificate of family composition/certificate 
of disability or loss of a breadwinner / having many children / yearly family certificate of income for the  
U.S. Embassy / help from the pension /certificate of divorce of the parents); 
4. 2 photos 3 x 4 inches; 
5. resume (list of achievements and skills); and 
6. letters of recommendation from 1) the supervisor of the educational institution and 2) the English 
teacher. 
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1.2 Participant Application Form  


Please use this sample as a guideline for creating your own application. Note the items below and 


consider how you might change them for your city and Access Program. PHOTO 


           (Attach student photo here) 


 English Access Microscholarship Program 


Application for Participation 


 Today’s date: _____________ 


 


First Name: _____________________________________________________________________ 


Last Name: _________________________________________________________________ 


Date of birth:________________(month)__________(day)_____________ (year) 


  


The number of completed years of school at the time of filing _____________ 


Home address:  __________________________________________________________ 


_____________________________________________________________________________ 


Telephone: ( ____ )____________________________________________ 


Cell phone: ________________________ 


E-mail (if available)___________________________________________ 


 


Mother’s full name:   __________________________________________________________________________ 


Mother's place of work and position:  


___________________________________________________________________________________________ 


Mother's work phone ( ____ ) ____________________________________ 


Mother's cell phone ______________________ 
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Father’s full name:   __________________________________________________________________________ 


Father’s place of work and position:  


___________________________________________________________________________________________ 


Father’s work phone ( ____ ) ____________________________________ 


Father’s cell phone ______________________ 


 


In the absence of mother/father, fill in data about other relatives or guardians  


Relationship of relative to applicant___________________________________________________ 


Surname, name, patronymic name ____________________________________________ 


__________________________________________________________________ 


Place of work and position________________________________________________________________ 


Work phone ( ____ ) ____________________________________ 


Cell phone ______________________  


The number of minor children in the family  _____________________  


The number of unemployed adults in the family ____________________________ 


School the applicant attends: _____________________________________________ 


 School Director’s name: 


 


English Class/course level at the time of application _____________________ 


  


Teacher’s full name ____________________________________________________________________ 


Contact phones of English teacher _______________________________ 
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Have you taken any English language courses outside of school?  Yes/No 


If Yes, please specify where and for how long ____________________________________________________ 


Do you know how to use a computer? Yes/No 


Do you know how to find information on the Internet? Yes/No 


Do you participate in any additional groups, clubs, courses, etc. at school?  Yes/No 


If Yes, list below which ones 


__________________________________________________________________ 


__________________________________________________________________ 


 SIGNATURES 


By my signature, I certify that, to the best of my knowledge, the information provided in my application is 


accurate and complete.  


 


Signature:____________________________________________            Date:__________________  


  







 


Last updated: May 29, 2019  


P
ag


e5
0


 


1.3 Interview Template 


Student’s Full Name _________________________________________________________________________   


Date_______________________    


 Questions Score:  See 


rubric below 


1. What do you know about the program?  


2. How did you hear about the program?  


3. Why do you want to participate in the program?  


4. What knowledge and skills, in addition to language, will you be able to gain from 


the program?  


 


5. How will learning English help you?  


6. Why are you the right candidate for this program?  


7. How are you going to use the knowledge gained?  


8. Did you ever participate in events (competitions, contests, etc.)? Tell us about 


your participation in them. 


 


9. How will you apply the talents, skills, and knowledge gained to date to your 


studies in this program? 


 


10. Do you regularly attend classes and all activities? How are you going to juggle 


school work with the program? 


 


11. Will you be able to attend courses during the school holidays?  


12. Have you participated in any social or volunteer work?  


13.  How have you demonstrated your commitment to learning in your life?  


FOR INTERVIEWER: The behavior during the interview (greetings, gestures, eye 


contact, facial expressions, the manner of sitting, make-up, appearance, etc.)  


 


TOTAL SCORE  
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Marking Rubric for Interview 


  Interviewers 


 (Teachers, U.S. 


Embassy 


Representative 


3 points 


Answers were detailed  


Answers with a large amount of 


essential information were 


provided  


Provided adequate responses to 


the questions  


 


2 points 


Answers had some 


details  


Answers incomplete 


and missing 


necessary 


information 


Answer does not 


entirely correspond 


to the delivered item 


1 points 


Provides 


monosyllabic answers 


(Yes, no, I don't know) 


Reluctant to respond 


to questions 


The interviewer 


“pulls” information 


Does not understand 


the question posed  
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1.4 Parent Consent Form  


(Note: the document is a sample and it should be translated to the native language of the participants) 


My son/daughter has my permission to apply for and to participate in ALL components of the English 


Access Microscholarship Program, administered by (insert name of institution here). I agree that my 


son/daughter is required to abide by all policies pertaining to attendance, punctuality, behavior, and 


homework assignments and may be expelled from the program if he/she does not adhere to all of these 


policies. 


I hereby confirm that all the information contained in this application is true and accurate and that I 


understand that my son/daughter may be removed from the program if it comes to the attention of 


(insert name of institution here) that any of the information provided in this application is not true or 


accurate. 


I, _____________________________________________________________, (full name of parent) 


I consent to my child,_____________________________, (full name of student) participating in the 20XX-20XX 


English Access Microscholarship Program, implemented by (insert name of institution here) and funded 


by the U.S. Department of State. 


 I understand that the responsibilities of the program participant include but are not limited to:  


1. Attending all classes unless an excused absence is requested and approved; 
2. Completing homework; 
3. Actively participating in all program activities; and 
4. Observing the rules of (insert name of institution here) 


 


I pledge to: 


1. Support my child's participation in this program; 
2. Keep informed of events occurring in the program; 
3. Not obstruct the attendance of additional events organized by (insert name of institution here); 
4. Attend parent conferences; and 
5. Make a great effort to attend required events for students and parents. 


 


By signing this Consent Form, I understand that my child may be excluded from the program if the above 


requirements are not respected.   


_______________________________________________________________ 


Parent/Guardian Signature    Date 
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1.5 Student Contract  


(Note: the document is a sample template and it could be translated to the native language) 


STUDENT COMMITMENT  


I, ________________________________________________________________(student’s full name)  accept this scholarship 


funded by the U.S. Department of State to participate in the English Access Microscholarship Program. 


I understand that my program responsibilities include but are not limited to:   


• Attending all classes during the two-year program unless previously requested and 


approved and excused from attending, including signed documentation from my 


parent/guardian;  


• Actively participating in all the activities of the program; and 


• Complying with any requirements relating to conduct, punctuality, and homework. 


I understand that my successes and achievements will depend on the successful implementation of each 


of the above items.  After the program, I will actively participate in socio-economic development of my 


country and commit to the development of friendly relations with other peoples.  


I promise to abide by all of the terms and conditions of (insert name of institution here). I am aware that I 


have the right to voluntarily withdraw from the program at any time.  If I violate the rules, (insert name 


of institution here) reserves the right to terminate my Access Program scholarship at any time.  


______________________________________________________ 


Student’s Signature                           Date 
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1.6 Required Release Form  







 


Last updated: May 29, 2019  


P
ag


e5
5


 


1.7 Teacher Agreement  


(This is a sample template showing what the agreement could include.) 


The administrator of the English Access Microscholarship Program (Access) funded by the U.S. 


Department of State, (INSTITUTION X, hereinafter referred to as “institution”, and NAME OF TEACHER), 


hereinafter referred to as “teacher”, have entered into this agreement for his/her duties under the Access 


Program. 


The “teacher” shall be paid for his/her educational services, beyond existing duties, in accordance with 


the requirements of the program. 


1. The teacher’s duties may include, but are not limited to: 


1.1. Selecting appropriate textbooks and materials that meet the program objectives. American 


publishers and American English materials are preferred but not required. 


1.2. Developing a course syllabus that clearly outlines the topics of the classes. 


1.3. Drafting a calendar of activities. 


1.4. Holding classes and conducting extra-curricular activities in accordance with the schedule and 


curriculum approved by the School/Program. 


1.5. Ensuring the health, safety, and welfare of the students during planned classes and activities. 


1.6. Monitoring and regularly updating dossiers of the students’ attendance and notifying the 


coordinator of the students’ progress through regular written reports. 


1.7. Seeking to improve methodical and pedagogical skills through participation in seminars, lessons of 


visiting experienced colleagues, and self-education. 


1.8. Designing evaluation materials to properly assess students’ progress in accordance with the 


benchmarks established at the start of the program. 


1.9. Submitting progress reports according to the schedule established by the Provider. 


1.10. Developing, planning, and implementing enhancement activities according to the Access Program 


objectives. 


2. The Provider’s duties may include, but are not limited to: 


2.1. Ensuring materials are available to conduct classes and extracurricular activities. 
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2.2. Confirming venue space for the classes and extracurricular activities. 


2.3. Conducting regular visits to monitor progress. 


2.4. Submitting timely reports to the U.S. Embassy/Consulate.  


2.5. Ensuring payment in accordance with the program budget, only for completed lessons. 


3. Terms of the Agreement: 


All modifications to this agreement must be done in writing and jointly executed by both parties. The 


agreement may be terminated for, but not limited to, the following circumstances: 


3.1. Failure of the “teacher” to perform assigned duties or 


3.2 Failure of the program to launch due to unforeseen circumstances. 


 


 


Signature: First and Last Name 


Title 


Institution 


Country 


 


 


Date 


 


 


Teacher's First and Last Name  


Country 


 


 


Date 
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1.8 Lesson Plan 


Note: This is only an example. Teachers are encouraged to develop lesson plans that show their individual 


training and expertise. Lessons should be communicative and interactive. Do not focus on rote 


memorization. 


Lesson Plan Title: _________________________________________________________ 


Lesson Objectives: 


By the end of this lesson, students will be able to: 


1. 
2. 
3.  
 


Materials, Supplies, and Technology 


Lesson Sequence                         


Warm Up               (5 minutes) 


 


 


Introduction to topic                 (5-10 minutes) 


 


 


Lesson (broken down into smaller sequences) 


1.                       (___ minutes) 


2.                      (___ minutes) 


3.                      (___ minutes) 


Assessment (linked to objectives listed above) 


Homework/Follow-Up 
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1.9 Access Program Highlight Form 


Access Coordinators are highly encouraged to send highlights to the U.S. Embassy/Consulate of the 


activities that they organize and/or participate in with the students of the program. Highlights are a great 


way to keep the U.S. Embassy/Consulate and the U.S. Department of State, Bureau of Educational and 


Cultural Affairs, Office of English Language Programs informed about the activities that take place. Please 


use the template below for your highlights. 


• This template is created for both longer (include maximum length of words, sentences), and 


shorter Access Program Highlights (include maximum length of words or sentences).  


• Program Highlights can be submitted the day immediately following the date the event/activity 


has taken place (highly encouraged), or within 10 days after the highlighted event has ended and 


will be submitted to the Access Program Headquarters in Washington or posted for public viewing 


(public website, Facebook). 


• Pictures are required as attachments and should not be copied into the word document when sent 


to the U.S. Embassy/Consulate. Please obtain permission from anyone in the photo using the 


Photo and Video Release Form. 


 


Access Program Provider:  


 


Provider’s and site City:  


 


Cycle (AY XX-XX):  


 


  


Title of Activity:  


Dates of Activity and 


Duration (# of hours): 
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Brief Description 


(information about the 


event, including the 


purpose, the outcome, 


and general feedback 


from participants): 


 


 


 


Who (# of participants, 


type and gender): 


 


Where was the activity 


held (city, American 


Corner, Provider’s 


facilities): 


 


 


 


Who did you collaborate 


with: 


 


 


 


Results/Impact: 
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Appendices:  Part 2 - BEST PRACTICE GUIDANCE 


2.1 List of American English Materials for Access 


American publishers and American English materials are preferred but not required. These U.S. 


Department of State created materials are online at American English.State.Gov  


Title Proficiency Level  Thematic category 


American Themes: An 
Anthology of Young Adult 
Literature 


High beginning to advanced Literature with reading, 
writing, speaking, 
listening, and grammar   


The Ladder Series w/audio: 
Selections   


Beginning to intermediate Reading, listening 


In the Loop Reference (intermediate to 
advanced) 


Reading 


Celebrate! Text and workbook High Intermediate Reading  


The Lighter Side of TEFL  High beginning to high 
intermediate 


Reading, writing 


Teacher Texts: 


Title Proficiency Level  Thematic category 


Shaping the Way:  From 
Observation to Action 


All level learners Teacher guide on best 
practices 


Create to Communicate Beginning to high intermediate 
learners 


Art with reading, writing, 
speaking, listening, and 
grammar 


Activate: Games for English Beginning to high intermediate 
learners 


Speaking 


The Color Vowel Chart All level learners Pronunciation (teaching) 


Teaching Jazz Chants to 
Young Learners 


Beginning learners Speaking and listening 


Sing Out Loud: Traditional 
Songs 


Beginning to advanced learners  


 


Listening  


Sing Out Loud: American 
Rhythms 


Beginning to advanced learners  


 


Listening 


Picture U.S.  posters All level learners Posters 


 


Wordscapes posters All level learners Posters 


The Monster Book All level learners Classroom Activities 
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2.2 Guidelines for Online Participation in the English Access Microscholarship Program  


Welcome to the Access Facebook Page! https://www.facebook.com/AccessProgramHQ/ 


This is a Facebook Page for Access students, alumni and teachers. We intend for this to be a place where 


Access participants from across the globe can come together and discuss things important to you – all 


while practicing your English! 


Please make sure to read our Terms of Service located in a tab on our Facebook page since they apply to 


all users. In addition to the Terms of Service, the guidelines below describe the spirit of the site and how we 


expect participants to interact with each other on the Access Facebook page. 


 Guidelines for the Access Facebook page: 


• Introduce yourself to the Access Facebook page by posting photos, comments, videos, and topics 


to our FORUM discussion tab. 


• Be polite, respectful, and supportive or other Access Facebook members. 


• Recommend this site to fellow Access students and alumni. 


• Always post in English. Posts in other languages must be accompanied by an accurate English 


translation. Failure to post in English will result in your post being deleted from the Facebook 


page.  


• Be aware of your local Internet rules and regulations.  


• Do not use this site to advertise or conduct business. If you are aware of any soliciting, please 


contact the site moderator.  We want to ensure the safety and security of all Access Facebook 


participants! 


• Create a strong password! Make sure that your password is long, complex, and combines different 


letters, numbers, and symbols. The more complex it is, the harder it is to crack. 


• Be cautious when you receive a message that contains a link. The link could be an attempt to 


collect personal information such as your password. If you are suspicious, do not click it! 


• Be cautious about arranging in-person meetings. 



https://www.facebook.com/notes/english-access-microscholarship-program-headquarters/guidelines-for-online-participation-in-the-english-access-microscholarship-progr/456486971053814
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2.3 Social Networking Safety Tips 


Use these tips on The Access Network, Facebook, Twitter, and other Social Networking sites. 


• Use Privacy and Security settings! They exist so you can control who sees what. 


• Keep all your personal information personal. The more information you post, the easier it is for 


someone to steal your identity. It is also easier for someone to commit other crimes such as 


stalking. 


• Do not post e-mail addresses, phone numbers, addresses, etc. If you need to send someone 


personal information, do so in an e-mail, not a public post. 


• If someone you don’t trust requests your personal information, report it to the site Moderator. 


• If you are unsure whether to post something, remember this: Once posted, always posted. 


• Protect your reputation. If you have to think twice before posting something, it is probably not a 


good idea to post it. It is better to be safe than sorry. 


• Your online reputation can be a good thing if you show your intelligence, thoughtfulness, and 


mastery of the social media environment. 


• Protect your computer: Safety and security start with installing security software (such as antivirus 


or firewall) that is set to update automatically. 


• Know and manage your friends: It might be fun to create a large pool of friends from many aspects 


of your life, but not all friends are created equal. Use tools to manage the information you share 


with friends in different groups, or even have multiple online pages. 


• If a post makes you uncomfortable or you think it is inappropriate, let the poster know. If a post 


seems harmful, report it. 


• If someone is harassing or threatening you, remove them from your friends list or network, block 


them, and report them. 
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 2.4 Planning Your Community Service Project 


What is Community Service? 


 “Community service,” a well-known term in community programming, has its own definition: “the 


voluntary action of an individual or group of individuals without pay.” Examples of this type of service 


are conducting food drives, participating in adopt-a-highway programs, tutoring, teaching younger 


children, or raking leaves or shoveling snow for elderly neighbors. It is action in the community, involving 


community members – young people, adults and families – coming together to work on a common 


interest or community need. 


How to Combine Community Service and Learning 


Combining the definition of community service and learning and putting it in the context of a community 


is what community service learning is all about. The Michigan Community Service Commission defines 


community service as “activities that meet genuine community needs and require the application of 


knowledge, skills and reflection time.” 


To be effective it is important that youth are actively involved in 


the process. They should be engaged with assessing community 


needs, designing projects to address community needs, and 


reflecting before, during and after the service experience. In 


addition, service activities are designed to meet learning 


objectives, not just to “do service.” Successful community 


service-learning projects include the five steps listed below.  


Five Steps to Community Service: 


Step 1: Pick a project by determining needs. 


• Brainstorm as a Group: Discuss issues that need attention in your neighborhood and brainstorm 


ways to address the problems. Prioritize your ideas and select the best one. Think about what you 


would like to learn from the project. 


• Select From the News: Select stories that have emotional effects on your group. Discuss them 


together to select your project.  


• Conduct a Survey: Survey members of the community to find out about their greatest concerns. Do 


a project about which the community residents feel strongly. Perhaps community members will be 


inspired to help with your project!  


Cleaning up a river bank is service… 


Youth reviewing results from water 


studies, presenting the scientific 


information to a pollution control 


agency and discussing the impact 


these results may have on future 


pollution control issues and our 


own behaviors is service-learning.  


–Angelia Salas, 2006 4-H Teen Peer 


Mentoring and Service Learning 


training 
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• Research the Issues: Do some web searches or go to the library and find out as much as you can 


about a problem in your community.  


Step 2: Plan your project and get some publicity. 


Good planning is crucial to any community service-learning project. It’s what determines your project’s 


success. While developing your plan, remember to consider your ultimate goals by thinking of who will 


be helped by your service, and if the project is appropriate for your community, and the staff that is 


required to ensure the program runs smoothly. Use the information gathered to plan the tasks, 


responsibilities, due dates and other important details that will start the community-based service 


learning project.  


In addition to good planning, it’s important for you to inform the public of your planned community 


service-learning project. Public awareness can contribute a great deal to your project’s success. You can 


help generate publicity by sending well-written news releases to local radio stations and newspapers. 


Well-written news releases are concise, but still include “the 5 Ws and an H”: who, what, when, where, 


why and how. Make sure your news release includes a short explanation of your project and basic contact 


information for someone who can answer questions about it.  


Step 3: Do the service. 


Now to the exciting part! You get to put your plan into 


action. Remember this is a team effort. Everyone in the 


group should know the goals of this project, as well as 


his/her responsibilities. Do your best and have fun! 


Step 4: Reflect. 


As a result of your project, many of the Access students and staff should experience and learn new things. 


It is important that you take the time to let participants share their thoughts and feelings with one 


another. This process is known as reflection. Take time out at the end of your project for discussion. 


Encourage members to bring up both positives and negatives. Be sure to have someone taking notes. 


These tips will be helpful next time!  


Consider including a time for the recipients of the service-learning project to reflect on the experience. 


This can be a wonderful learning tool. 


Here are a few ways to engage in reflecting on your community-service learning project: There are many 


ways to engage in the reflection process, including participating in group discussion, writing in journals 


and creating web pages. Think of ideas for building this in before, during, and at the end of the project. 


Reflection can be broken down more specifically to include: 


“Make a career of humanity and you 


will make a greater person of 


yourself, a greater nation of your 


country, and a finer world to live in.” 


– Dr. Martin Luther King, Jr. 
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• Sharing: Participating in a group discussion and sharing what happened during the event, what 


was learned, problems or issues that occurred, similar experiences and how each participant felt 


about the experience is a great learning opportunity for the Access students, staff, and Provider.   


• Processing: Encouraging participants to write about their experience in a journal is a great way to 


improve English language writing skills but to also help process the information and reflect on the 


experience at a later time.  


• Applying: Use what was learned in other life situations. Encouraging students to think about how 


they can use the life skills and knowledge they have learned in their lives with their peers, their 


families and in their community can create lasting results for the Access Program and the project 


you worked so hard in developing. For example, students can create web pages documenting their 


time creating and implementing the community-service project. Their time participating in the 


community service-learning project also teaches valuable life lessons such as teamwork, which 


can be used in the classroom or in a job. However, to understand this they need to reflect on their 


learning. 


Step 5 – Celebrate.  


• Give yourself a round of applause for a job well done! Take the time to celebrate your completed 


community service-learning project. Be sure to find a way to let members, key volunteers and 


funders who made the program successful feel appreciated. Provide refreshments, write a thank-


you letter or pass out mementos of the day. “Goody bags” full of small candies with an attached 


thank-you note from the leaders can be an inexpensive and tasty way to show appreciation.  
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2.5 Personal Community Service-Learning Project Guide 


Project: _______________________________________________________________________  


Name: ________________________________________________________________________  


Date: ________________________________________________________________________  


Step 1: Pick a Project  


1. This is what I want to do: (Write in one or more sentences specifically what you want to do in your 


project. Example: I plan to organize members in a mass planting of flowers in various public 


locations in the city.)  


2. This is why it is important to the community: (Example: The flowers will make the street beautiful 


and people will start to think our community is beautiful, which can reduce crime..)  


Great projects are designed to meet specific objectives. (Check off the ones that you want to meet.)  


Through this project I want to:  


 Engage in the valuable work of helping others.  


 Practice life skills such as organizing, problem-solving and decision-making.  


 Increase communication skills.  


 Reinforce and further enhance skills and knowledge acquired during my community service. 


 Build teamwork, cooperation and diversity skills  


 Develop self-confidence and a sense of empowerment that comes from reaching out and helping 


others.  


 Practice good citizenship by making a difference in the community.  


 Gain experience in the work world.  


 Other: (Please list.)  
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Step 2: Plan Your Project and Get Some Publicity  


An Action Plan may help you to get organized and to develop a time line once you have brainstormed 


what is needed to complete the project. Fill out the following Action Plan table to help you get your 


project organized.  


Action Plan  


List the tasks, who is responsible to complete them, what is needed and when the tasks need to be 


completed. Make copies for team members so they remember what they have agreed to do! Post a master 


copy in your meeting space, so the team members can monitor their progress.  


What are the tasks to be completed?   


1. Who will do them?   


2. What resources are needed?   


3. When do these tasks need to get done?  


Ask yourself the question – what problems might I run into? List those possible problems below: 


1. 


2. 


3. 


 


Step 3: Do the Service  


Take lots of pictures and enjoy the day, knowing that the team has planned for every possible challenge, 


and when the day is over, close it with some wrap-up questions. 


What Have I Forgotten?  


Leave enough time to gather necessary materials, to pick up last-minute supplies and to enjoy the energy 


that comes from doing these types of projects. There will always be unexpected challenges that come up 


on the day of the event, and a little humor in dealing with them helps the team members deal with the 


stress of the day. 
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Step 4: Reflect  


Look back over your experience and complete the following.  


1. This is what I did:  


2. This is what I learned:  


3. This is who I helped:  


4. I think that the project made a difference because:  


5. My thoughts and feelings as I did the project were:  


6. Next time I would:  


7. As I look back at the objectives that I chose in Step 1, those that I accomplished were:  


8. I would apply the skills that I learned from the project in this way:  


9. Overall I feel that the project:  


 


5. Celebrate  


Take the time to celebrate your accomplishments.  


• My community service project celebration included the following people or groups:  


• What we did to celebrate was:  


• This is how I can share what I learn:  
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2.6 Suggested Community Service Project Ideas 


Adopt a Park  Water plants 
and trees, 
plant flowers, 
plants and 
trees 


Organize a 
Litter 
Squad to 
pick up 
trash 
regularly 


Put up signs 
asking people 
to pick up their 
dogs’ 
excrements 


Ask 
authorities 
to install 
trash cans, 
benches, a 
playground
, or picnic 
tables  


 


Inform 
others 
about why 
parks are 
important 


Organize 
events at the 
park to bring 
it to life and 
make people 
care for it  


Current 
Issues 


Put on a play 
about local 
issues  


Organize 
talks 
about 
human 
rights for 
specific 
groups at 
risk  


Organize a 
festival or a 
fair, or write 
and present a 
play about 
discrimination 
to promote 
tolerance 
towards others 


Start a 
Bulletin 
Board at 
your school 
or a blog on 
local issues  


Choose a 
local issue 
and post ads 
and posters 
at public 
places to 
persuade 
people to do 
an action 


Write a letter 
to your local 
newspaper 
about a local 
issue, 
suggesting a 
solution 


Caring for 
the Elderly 


Say something 
kind or do 
something nice 
for them every 
day so they 
will feel loved 


Visit a 
senior 
home once 
a week to 
talk or 
play board 
games 


Read a book to 
the elderly for 
ten minutes 
regularly 
(every day, 
every week…)  


 


Make 
healthy 
treats 
(cookies, 
cakes, 
snacks) for 
a senior 
home  


 


Find out 
what a 
senior home 
needs and 
hold a drive 
at your 
school or 
church to 
make a 
donation 


Get 
permission to 
organize a 
Pet Day at 
the senior 
home and 
invite people 
to visit the 
elderly with 
dogs and cats 


Improving 
your school 


Develop and 
maintain a 
recycling 
program at 
school; decide 
what to do 
with the 
money from 
the sale of 
recyclables 


Use a 
specific 
area of the 
patio to 
paint grids 
for games: 
hopscotch, 
stop, etc., 
and teach 
younger 
kids how 
to play 


Find out about 
state and 
federal 
programs to 
get support for 
school 
improvement 


Start an 
awareness 
campaign 
to invite 
everyone 
to keep the 
bathrooms 
clean and 
in working 
order  


 


Find out 
what the 
school 
library 
needs and 
hold a drive 
to make a 
donation 


Involve the 
whole school 
community 
in keeping 
the school 
clean and in 
good 
condition  
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Caring for 
Children 


Visit a 
children’s 
home once a 
week to help 
care and play 
with them.   


Do a 
puppet 
show,  
story 
telling, a 
play, or a 
clown 
show two 
or three 
times a 
year 


Make healthy 
treats (cookies, 
cakes, snacks) 
for a children’s 
home 


Hold a 
drive at 
your school 
or church 
to  make a 
donation  


 


For 
Children’s 
Day and 
Christmas, 
hold a Toy 
Drive  


Collect old 
stuffed 
animals and 
dolls, donate 
them   


 


Improving 
Education 


Contact a 
school to give 
English classes 
to children for 
free  


 


Tutor 
younger 
students 
in a 
subject 
that you 
are good 
at to help 
them do 
better in 
school 


Teach illiterate 
adults to read, 
write, do basic 
arithmetic and 
use a 
computer; help 
them to 
practice and 
encourage 
them to 
continue 
studying 


Select 
children 
who are in 
need; hold 
a School 
Supply 
Drive make 
packages 
and donate 
them to 
these 
children 


Bring your 
school 
library to 
life by 
organizing 
story-
telling, 
plays, 
poetry 
readings, 
short story 
contests, 
science 
fairs, etc. 


 


Protecting 
the 
Environment 


Organize a 
Litter Squad to 
pick up trash 
regularly at 
public places 
and involve 
the community  


 


Develop 
and 
maintain a 
recycling 
program 
at school 


Write and 
illustrate a 
brochure 
about how to 
separate 
garbage and 
give it out at 
public places 


 


Start a 
Bulletin 
Board at 
your school 
or a blog on 
environme
ntal issues 


Become an 
Environmen
tal Guard at 
home and 
school: turn 
off lights 
and 
appliances 
that nobody 
is using, fix 
water leaks, 
separate 
trash, use 
both sides 
of a sheet of 
paper, etc. 


Organize a 
festival or a 
fair, or write 
and present a 
play about 
daily actions 
we can do to 
protect the 
environment 
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Preserving 
your 
traditions 


Ask your 
grandparents 
and elderly 
people to tell 
you anecdotes 
or stories and 
show you 
photos from 
when they 
were young; 
publish them 
in a Bulletin 
Board or a blog  


 


Find 
traditional 
games, 
learn 
them, 
teach 
them to 
younger 
children 
and play 
with them  


 


Look for a 
traditional 
song, record it, 
make a video 
and upload it 
to YouTube 


Learn an 
indigenous 
language 
and speak 
it with 
others  


 


Research 
the history 
of your 
community 
and 
organize 
free guided 
tours for 
locals or 
tourists 


Learn and 
teach to cook 
traditional 
dishes 


Promoting 
Tolerance 


Design a 
campaign to 
promote 
tolerance and 
understanding 
of differences 


Organize 
talks 
about 
human 
rights for 
specific 
groups at 
risk and 
inform 
them 
about 
their 
rights and 
what to do 
if they 
need help  


 


Organize a fair 
to give 
information 
about other 
countries in 
order to 
promote 
understanding 
of others 
cultures 


Make 
birthday 
cards or 
holiday 
cards for 
orphans or 
elderly 
people so 
they will 
feel loved 


Write and 
present a 
play that 
teaches 
young 
children 
how to stay 
safe at home 


Find 
someone 
different 
from you and 
write down 
their story 


Personal 
Development 


Teach 
something to 
another 
person 


Take a 
lifesaving 
class  


Volunteer to 
help at public 
or charitable 
events 


Start a No 
Swearing 
Club  


Make First-
Aid Kits and 
donate them 
to schools, 
orphanages, 
senior 
homes or 
shelters 


Hold clothes 
drive and 
donate the 
clothes and 
shoes to an 
orphanage or 
senior home 


Based on a Community Service-Learning Model 


Michigan State University Extension 4-H Youth Development 


(Link to online resource: http://bit.ly/19epvDa) 



http://bit.ly/19epvDa
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 Appendices: Part 3 – Example Documents 


3.1 Example Access Agreement 
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3.2 Example Amendment 


(The Cooperating Agency will provide when requested and approved) 
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3.3 Example of Letter of Approved Budget Change 


 (The Cooperating will provide when requested and approved) 
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New Potential Access Provider or Site Checklist July 5 2019.docx
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Potential New Access Program Partner or New Site – Checklist

Please complete the fields below for any new potential Access Provider or new site.

The more information included, the easier it will be to help determine suitability.





		Name of Proposed Provider:  



		Facility Visited: 

NGO Headquarters/University/Host-Institution etc.



		Location (City/State): 

		Physical address:





		FCRA Number (Y/N):

		Website:



		Number of Access Facilities:

		Date of Site-Visit: mm/dd/yyyy



		Primary Site Visitor’s Name and Job Title and email:



		Accompanying-Visitors (Names and Job Titles):



		Primary POC at Proposed Provider (Name and Job Title):



		Contact details of Primary POC (Mobile Number and Email ID):



		[bookmark: _GoBack]NOTE: Complete this portion if a New Provider or a past provider from FY15 or earlier (not for a new site of an active provider).

Brief Profile of Provider  - include # of staff and description of office workings (home office, satellite offices? Etc.)











		NOTE: Complete this portion if a New Provider or a past provider from FY15 or earlier (not for a new site of an active provider).

Past Experience of Implementing USG Grants (amount, date, purpose): 















Please indicate as detailed responses as you can in the comments section:



		Infrastructure & Resources of Program Venue

		Comments



		Quality of classrooms dedicated for Access classes (movable desks? Chalkboards, whiteboards, smartboards? Fan? A/C?)

		



		Common area for group/enhancement activities –describe

		



		Access to Computers (How many computers? Are they connected to the internet? How often do they think Access could make use of the facilities)

		



		Library- Is there a library onsite? What are the hours? What kind of English language collection do they have? Do they have other facilities (internet etc.)

		



		Technology – What resources do they have that can be made available for the Access classes: OHP, speakers, printer, smartboard, computers, tabs etc.

		



		Comment on the following facilities Rest Rooms – are they far removed from the classroom? Is there drinking water? How clean is the facility inside and out?

		



		Location of classes –Who will commute? Teachers or students?  

		



		Selection of Students (Target Audience)

		



		Proposed Number of Students

New programs will likely be limited to 50 students unless a justification is approved for another number. 

		



		Proposed Gender Distribution

Classes should be gender balanced, but exceptions can be made with more information.

		



		Target Age range

Although Access is a program for 13-22 year olds, each class should not exceed a two year-age difference for students.

		



		Grade Level

		



		Religious & Social Background

		



		Transportation requirement: Teachers? Learners?

		



		Estimated/Preferred class days/times?

		



		Food requirement: 

		



		It’s preferable to have students from one institution participate for ease of scheduling. If that will not be the case, please describe plan for student recruitment and justify. 

		



		Selection of Teachers

		



		Teachers should be recruited through a competitive process in close coordination with Consulate/RELO.  

		



		Will teachers need transportation costs to go to the instructional site? Explain distance

		



		Teachers should not come from the same institution where the students attend regular classes. Are there other educators available in the area that will be suitable candidates as teachers? (ELT credentials/experience)

		



		Training for Teachers: Access teachers receive regular training over the two-year program, which the coordinator is expected organize as part of his/her duties. Teachers are not paid for this training, but may receive refreshments and transportation allowance should it be necessary. 

		



		Program Administrative Capacity

		Comments



		Anticipated Signatory for agreement: name and position 

		



		Cost share (while cost share is not mandatory, it will make a proposal more competitive)

· Coordinator 

· Assistant Coordinator if multiple sites

· Food

· Transportation

· Other?

		



		Reports –Quarterly financial and student records on prescribed format are required for the program. Highlights with images should be sent in several times a quarter to the Consulate/Embassy contact following given guidelines. Who will write these required reports for the program?

		







		American Culture: The Access Program requires American Culture to be included in the program. This should be more than awareness of standard holidays, but also information about values, innovation, education etc.  Are there any reservations about including such information on a regular basis?  Does the potential provider feel equipped to provide this?

		



		Visitors to the Access program should include a mix of Americans (Fulbrighters, English Language Fellows, Embassy employees, and embassy-sponsored speakers) throughout the two-year program. These visits will likely be organized by the Consulate contact and/or the Access Country Coordinator. Are there any reservations to such pop-up visits? 

		



		Financial Management:  Does the organization have a dedicated accountant for the program? A provision for an annual audit? Do they understand and agree they may be asked to provide receipts or explanation for expenses incurred with Access funds?

		







		Rationale for Recommendation of New organization or New Site (taking into account target audience, target location, Consular/Embassy district objectives etc.)
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Access Cost Proposal template - Jan 2020.xlsx
1. Currency and Instructions





						The English Access Microscholarship Program

												The English Access Microscholarship Program is sponsored by the U.S. Department of State with funding provided by the U.S. Government.











						COST PROPOSAL INSTRUCTIONS



						Applicant Organization

						Important Information:

						This Cost Proposal template is designed for many different kinds of programs. There may be sections and cost categories in this template that do not apply to your program.  When creating your budget, use only the sections and the number of rows in each section necessary for your program's budget. The budget in this cost proposal should be prepared in local currency (non-U.S. Dollar). The estimated costs in each section will be automatically converted to U.S. Dollar based on the exchange rate entered below. 

						Step 1.		Complete the information in the highlighted cells below.



								Applicant Organization's  Name:



								Country:												Proposed Number of Students:



																				Proposed Number of After School Sites:



										Name of Local Currency:										Exchange Rate Date:

																				(MM,DD,YYYY)

										Exchange Rate (local currency for $1 U.S. Dollar):										Source of Exchange Rate: 





						Step 2.		Complete each section of the budget (After School Instruction, Enhancement Activities, Intensive Sessions, and Administration).



						Step 3.		Ensure the information in the budget matches the information entered in the technical proposal.



						Step 4. 		Complete the information for the Total Budget Detail. 



						Step 5. 		Submit Technical and Cost Proposal to the U.S. Embassy/Consulate.



						U.S. Embassy/Consulate



						Step 6. 		An American Officer reviews cost proposal and completes Step 1. and Step 2 on the U.S. Embassy-Consulate RELO tab.



						RELO



						Step 7. 		RELO reviews cost proposal and completes Step 3. on the U.S. Embassy-Consulate RELO tab. 







						Printing the Workbook                                                       Updated Jan 2020



						The proposal is formatted to be printer-friendly.  In order to print a hardcopy for reference, open print options and select print entire workbook (pictured below).  This will print every step of the proposal as one file.

















































































&A	&P




2. After School Instruction



				AFTER SCHOOL INSTRUCTION BUDGET

				Instructions: Complete the highlighted cells in each section. Cells in white will auto populate. Include only costs for After School Instruction. Summary budget appears below on the bottom of this sheet. 

																																exchange rate

						I.				SALARIES AND WAGES																						0.00





										Salaries and Wages - Budget Instructions:  Select an After School staff position from the dropdown menu.  Enter the number of staff members for that position.  Enter the number of hours the people in the position will work (number of hours per person) for the duration of the entire After School program. If staff members in the same positions, for example two teachers, will teach different number of hours, then use a separate row for each.  Enter the hourly pay rate in local currency (non-U.S. dollars) the position will earn.  If there are staff members in the same position earning different pay rates, use a separate row for each group.  Total cost will automatically calculate.

										Staff Position 
(Select from dropdown)		Number of Staff		Number of Hours 
(per Person)		(Local Currency)						(U.S. Dollar)										Teachers

																Hourly Pay 
(per Person)		Total Cost				Hourly Pay 
(per Person)		Total Cost						total hours		Teacher Assistants

																		- 0												0.00		Other Instructional Staff

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

																		- 0												0.00

										TOTAL SALARIES AND WAGES								- 0						$   - 0						- 0		Total hours

										Salaries and Wages - Narrative Instructions:  In the box below, explain how the number of hours per person is calculated for each staff position; describe how frequently staff will be paid; and explain how the hourly pay for each staff position was determined.





						II.				BENEFITS

										Benefits - Budget Instructions:  Select a Benefit Type using the dropdown menu.  Enter the number of After School staff who will receive each benefit. Enter the total cost of this benefit in local currency (non-U.S. Dollar).  Use separate rows for each benefit.

										Benefit Type 
(Select from dropdown)				Number of Staff Receiving Benefit		(Local Currency)						(U.S. Dollar)

																		Total Cost						Total Cost								Pension/Retirement

																																Insurance

																																Leave (Annual, Holiday, Sick, Other)

																																Employee-paid taxes

																																Other

																								

																								

																																Employee-paid taxes

																								

																								

																								

																								

																																Employee-paid taxes

																								

																								

																								

																																Employee-paid taxes

																																Other

																								

																								

																								

																								

										TOTAL BENEFITS								- 0						$   - 0

										Benefits - Narrative Instructions:  In the box below, provide information about the benefits received by staff and which staff positions receive each benefit. If the benefit type is 'Other', describe the benefit. Explain how the total amount for each benefit is calculated.





						III.				Books and Instructional Materials

										Books and Instructional Materials - Budget Instructions:  Books and Instructional Materials for After School Instruction includes three sections: A) Books for Teachers, B) Books for Students and C) Other Instructional Materials.  In each section, enter the details of each book or item, the number of books or items to be purchased, and the cost per book or item in local currency (non-U.S. Dollar). Total cost will automatically calculate.  Do not include shipping costs in the cost per book.  Shipping costs should be listed in section VI for Other Costs. 

								A.		Books for Teachers						(Local Currency)						(U.S. Dollar)

										Title of Book
(Include full book title and edition/version)				Number of Books		Cost per Book		Total Cost				Cost per Book		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Books for Teachers								- 0						$   - 0

								B.		Books for Students						(Local Currency)						(U.S. Dollar)

										Title of Books
(Include full book title and edition/version)				Number of Books		Cost per Book		Total Cost				Cost per Book		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Books for Students								- 0						$   - 0

								C.		Other Instructional Materials 						(Local Currency)						(U.S. Dollar)

										Other Instructional Materials
 (include detailed description)				Number of Items		Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Other Instructional Materials								- 0						$   - 0

										TOTAL BOOKS AND INSTRUCTIONAL MATERIALS								- 0						$   - 0

										Books and Instruction Materials - Narrative Instructions:  In the box below, provide details about where books and instructional materials listed will be purchased (name of vendors) and the source of the cost per book (where does the price of each book come from).                 





						IV.				TRAVEL

										Travel - Budget Instructions:  Budget for transportation costs of teachers and students traveling to and from their After School facility, if necessary.  Section A is for Teachers and Section B is for Students.  Select the type of transportation from the dropdown menu.  For each type of transportation, enter the number of people traveling, the number of trips planned for each person, and the cost per person per trip in local currency (non-U.S. Dollar).  Total Cost will automatically calculate. If there are multiple planned trips using the same type of transportation, but with different costs per trip, use a separate row for each trip.  

								A.		Transportation For Teachers						(Local Currency)						(U.S. Dollar)

										Type of Transportation
 (Select from dropdown)		Number of People		Number of Trips
 (per Person)		Cost per Trip 
(per Person)		Total Cost				Cost per Trip 
(per Person)		Total Cost

																																Bus

																		- 0														Taxi

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Taxi

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Taxi

																		- 0														Train

																		- 0														Taxi

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Taxi

																		- 0						

										Subtotal Teacher Transportation								- 0						$   - 0

								B.		Transportation For Students						(Local Currency)						(U.S. Dollar)

										Type of Transportation
 (Select from dropdown)		Number of People		Number of Trips
 (per Person)		Cost per Trip 
(per Person)		Total Cost				Cost per Trip 
(per Person)		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Student Transportation								- 0						$   - 0

										TOTAL TRAVEL								- 0						$   - 0

										Travel - Narrative Instructions:  In the box below, explain the number of trips and the cost per trip per person used in the After School Instruction budget.  If the type of transportation is 'Other', describe the transportation to be used.  Provide justification for including the cost of transportation for teachers and/or students in the After School Instruction budget.





						V.				FOOD AND BEVERAGES

										Food and Beverages - Budget Instructions:  Budget for the cost of food and beverages for After School Instruction using either Method 1 or Method 2 for estimating costs. 
Method 1- Budget based on the estimated cost of food and beverage for a day for each person or the cost of food and beverage for a meal for each person.  Select either per day per person or per meal per person cost type from the dropdown menu. Enter the number of people, the number of days/meals per person, and the cost of per day/ per meal per person in local currency (non-U.S. Dollar).  Total Cost will automatically calculate.
Method 2- Budget based on the estimate cost for food and beverage items (cost per item). Describe each item (for example, one sandwich), and enter the number of items, and the cost per item in local currency (non- U.S. Dollar) to be purchased.  Total cost will automatically calculate. 

								A.		Food and Beverages (Method 1)						(Local Currency)						(U.S. Dollar)

										Cost Type
(Select from dropdown)		Number of People		Number of Days/Meals
 (per Person)		Cost per Day/Meal 
(per Person)		Total Cost				Cost per Day/Meal 
(per Person)		Total Cost

																		- 0														Per Day Per Person

																		- 0														Per Meal Per Person

																		- 0						

																		- 0						

																		- 0						

																		- 0														Per Meal Per Person

																		- 0						

																		- 0						

																		- 0						

																		- 0														Per Meal Per Person

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0														Per Meal Per Person

																		- 0						

																		- 0						

																		- 0						

										Subtotal Food and Beverages (Method 1)								- 0						$   - 0

								B.		Food and Beverages (Method 2)						(Local Currency)						(U.S. Dollar)

										Description of Food and Beverage Items				Number of Items		Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Food and Beverages (Method 2)								- 0						$   - 0

										TOTAL FOOD AND BEVERAGES								- 0						$   - 0

										Food and Beverages - Narrative Instructions: 
Method 1- In the box below, explain how the number of days/meals per person and the cost per day/meal per person are calculated.   Provide justification for including food and beverage items in the After School Instruction budget. 
Method 2- In the box below, explain how the number of items and cost per item is calculated.  Provide justification for including food and beverage items in the After School Instruction budget. 





						VI.				OTHER COSTS  

										Other Costs - Budget Instructions:  If there are other After School Instruction costs that do not fit in any of the cost categories above, they may be included here.  Other costs are divided into two sections A) Miscellaneous Costs and B) Classroom Technology. 
A) Miscellaneous Costs-  Enter a description of the item, the number of items, and the cost per item in local currency (non-U.S. Dollar). Total cost will automatically calculate.  Examples of miscellaneous costs for the After School Instruction budget might be 1) classroom supplies; 2) classroom rental; 3) shipping for books and instructional materials. 
B) Classroom Technology- Enter a description of the item (with the make and model, when available) and select from the dropdown menu to indicate if the item will be purchased or leased. Enter the number of items, and the cost per item in local currency (non-U.S. dollar).  Total cost will automatically calculate. If shipping of classroom technology is necessary, include the per item shipping cost in the cost per item. Budget only classroom technology related to After School Instruction.

								A.		Miscellaneous Costs						(Local Currency)						(U.S. Dollar)

										Description of Cost Item				Number of Items		Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Miscellaneous Costs								- 0						$   - 0

										Miscellaneous Costs - Narrative Instructions:  In the box below, explain how the number of items and cost per item was calculated. 



								B.		Classroom Technology    						(Local Currency)						(U.S. Dollar)

										Description of Item 
(include make and model, when available)		Purchase or Lease 
(Select from dropdown)		Number of Items		Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0														Purchase

																		- 0														Lease

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Classroom Technology								- 0						$   - 0

										Classroom Technology - Narrative Instructions:  In the box below, provide details about how each item will be purchased (name of vendors).  Explain the calculation for the number of items and cost per item.  Provide justification for each item and how it will be used to support After School Instruction.  Confirm the items will be used only for Access classes.



										TOTAL OTHER COSTS								- 0						$   - 0



										BUDGET SUMMARY: AFTER SCHOOL INSTRUCTION

										Cost Category		Total Costs

												Local Currency		U.S. Dollars

						I.				Salaries and Wages		- 0		$   - 0

						II.				Benefits		- 0		$   - 0

						III.				Books and Instructional Materials

								A.		Books(Teachers)		- 0		$   - 0

								B.		Books  (Students)		- 0		$   - 0

								C.		Other Instructional Materials		- 0		$   - 0

										Total Books and Instructional Materials		- 0		$   - 0

						IV.				Travel

								A.		Teacher  Transportation		- 0		$   - 0

								B.		Student Transportation		- 0		$   - 0

										Total Travel		- 0		$   - 0

						V.				Food and Beverages		- 0		$   - 0

						VI.				Other Costs

								A.		Miscellaneous Costs		- 0		$   - 0

								B.		Classroom Technology		- 0		$   - 0

										Total Other Costs		- 0		$   - 0

										TOTAL AFTER SCHOOL INSTRUCTION BUDGET		- 0		$   - 0



























































































































































































































































































































































































































































































































































































3. Enhancement Activities



				ENHANCEMENT ACTIVITIES BUDGET

				Instructions: Complete the highlighted cells in each section. Cells in white will auto populate. Include only costs for Enhancement Activities. Enhancement Activities include Opening and Closing Ceremonies, and Other Enhancement Activities (community service, professional development, experiential learning activities focused on U.S. Culture and Values, and computer or technology instruction). Summary budget appears below at the bottom of this sheet.

																																exchange rate

						l.				OPENING CEREMONY																						0.00

										Opening Ceremony - Budget Instructions:  Budget all costs for the Opening Ceremony in this section. Possible costs include A) Transportation, B) Accommodations, C) Food and Beverages, and D) Other Costs.  Do not include costs for administration staff attending the opening ceremony in this budget.   All costs for administration staff are entered in the Administration Budget.
             

								A.		OPENING CEREMONY: TRANSPORTATION  

										Transportation - Budget Instructions:  Select the type of transportation from the dropdown menu.  For each type of transportation, enter the number of people traveling, the number of trips planned for each person (number of trips per person) and the cost per person per trip in local currency (non-U.S. Dollar).  Total Cost will automatically calculate.  If different groups are using the same type of transportation, but with different costs per trip, use a separate row for each trip.  

										Type of Transportation
 (Select from dropdown)		Number of People		Number of Trips 
(per Person)		(Local Currency)						(U.S. Dollar)										Plane

																Cost per Trip 
(per Person)		Total Cost				Cost per Trip 
(per Person)		Total Cost								Bus

																		- 0														Taxi

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Other

																		- 0						

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

										Subtotal Transportation								- 0						$   - 0

										Transportation - Narrative Instructions:  In the box below, explain the transportation costs for the opening ceremony. Provide details on the number of people (for example, 20 students, 2 teachers, 1 guest speaker), where they will be traveling from and the planned location of the opening ceremony.  If the type of transportation is 'Other', describe the transportation to be used.



								B.		OPENING CEREMONY: ACCOMMODATIONS  

										Accommodations - Budget Instructions:  Select the type of accommodation from the dropdown menu.  Enter the number of people, the number of nights per person, and the cost of the accommodations per night per person in local currency (non-U.S. Dollar).  Total cost will automatically calculate.  If there are multiple groups of people using the same type of accommodation, but have different cost per night, or different number of nights, use a separate row for each groups' accommodations. 

										Type of Accommodation
 (Select from dropdown)		Number of People		Number of Nights 
(per Person)		(Local Currency)						(U.S. Dollar)

																Cost per Night 
(per Person)		Total Cost				Cost per Trip 
(per Person)		Total Cost

																		- 0														Hotel

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Accommodations								- 0						$   - 0

										Accommodations - Narrative Instructions:  In the box below, explain accommodations costs for the opening ceremony.  Provide details on the number of people (for example, 20 students, 2 teachers, 1 guest speaker), where they will stay, and the reason they will need accommodations for the number of nights in the budget. 



								C.		OPENING CEREMONY: FOOD AND BEVERAGES

										Food and Beverages - Budget Instructions:  Enter the food or beverage items, the number of items, and the cost per item in local currency (non-U.S. Dollar) to be purchased for the opening ceremony.  Total cost will automatically calculate.

										Description of Food and Beverage Items				Number of Items		(Local Currency)						(U.S. Dollar)

																Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Food and Beverages								- 0						$   - 0

										Food and Beverages-  Narrative Instructions:  In the box below, explain the total number people attending the opening ceremony and the number of food and beverage items to be purchased for the opening ceremony. 




								D.		OPENING CEREMONY: OTHER COSTS  

										Other Costs - Budget Instructions:  Enter a description of items, the number of items, and the cost per item in local currency (non-U.S. Dollar) to be purchased for the opening ceremony.  Total cost will automatically calculate.  Examples of other costs for the opening ceremony budget might be 1) supplies; 2) short-term travel insurance (may cover medical, evacuation) for Enhancement Activities staff and students; 3) facility and equipment rental; 4) honorarium for guest speakers.  

										Description of Items				Number of Items  		(Local Currency)						(U.S. Dollar)

																Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Other Costs								- 0						$   - 0

										Other Costs - Narrative Instructions:  In the box below, provide an explanation for the number of each item and cost per item used in the opening ceremony budget.   




										TOTAL OPENING CEREMONY 								- 0						$   - 0



						ll.				CLOSING CEREMONY

										Closing Ceremony - Budget Instructions:  Budget all costs for the Closing Ceremony in this section. Possible costs include A) Transportation, B) Accommodations, C) Food and Beverages, and D) Other Costs.  Do not include costs for administration staff attending the closing ceremony in this budget.  All costs for administration staff are entered in the Administration Budget.
             

								A.		CLOSING CEREMONY: TRANSPORTATION  

										Transportation Budget Instructions:  Select the type of transportation from the dropdown menu.  For each type of transportation, enter the number of people traveling, the number of trips planned for each person, and the cost per person per trip in local currency (non-U.S. Dollar).  Total cost will automatically calculate.  If there are multiple groups, using the same type of transportation but with different costs per trip, use a separate row for each trip.

										Type of Transportation
 (Select from dropdown)		Number of People		Number of Trips 
(per Person)		(Local Currency)						(U.S. Dollar)										Plane

																Cost per Trip 
(per Person)		Total Cost				Cost per Trip 
(per Person)		Total Cost								Bus

																		- 0														Taxi

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

										Subtotal Transportation								- 0						$   - 0

										Transportation - Narrative Instructions:  In the box below, explain the transportation costs for the closing ceremony.  Provide details on the number of people (for example, 20 students, 2 teachers, 1 guest speaker), where they will be traveling from and the planned location of the closing ceremony.  If the type of transportation is 'Other', describe the transportation to be used.



								B.		CLOSING CEREMONY: ACCOMMODATIONS  

										Accommodations - Budget Instructions:  Select the type of accommodation using the dropdown menu.  Enter the number of people, the number of nights per person, and the cost of the accommodations per night per person in local currency (non-U.S. Dollar).  Total cost will automatically calculate. If there are multiple groups of people using the same type of accommodation, but have different cost per night or are staying a different number of nights, use a separate row for each groups' accommodations.

										Type of Accommodation
 (Select from dropdown)		Number of People		Number of Nights 
(per Person)		(Local Currency)						(U.S. Dollar)

																Cost per Night 
(per Person)		Total Cost				Cost per Trip 
(per Person)		Total Cost

																		- 0														Hotel

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Accommodations								- 0						$   - 0

										Accommodations - Narrative Instructions:  In the box below, explain accommodations costs for the closing ceremony.  Provide details on the number of people (for example, 20 students, 2 teachers, 1 guest speaker), where they will stay and the reason they will need accommodations for the number of nights in the budget.



								C.		CLOSING CEREMONY: FOOD AND BEVERAGES

										Food and Beverages - Budget Instructions:  Enter the food or beverage items, the number of items, and the cost per item in local currency (non-U.S. Dollar) to be purchased for the closing ceremony. Total cost will automatically calculate.

										Description of Food and Beverage Items				Number of Items		(Local Currency)						(U.S. Dollar)

																Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Food and Beverages								- 0						$   - 0

										Food and Beverages - Narrative Instructions:  In the box below, explain the total number people attending the closing ceremony and the number of food and beverage items to be purchased for the closing ceremony.        



								D.		CLOSING CEREMONY: OTHER COSTS  

										Other Costs-  Budget Instructions:  Enter a description of items, the number of items, and the cost per item in local currency (non-U.S. Dollar) to be purchased for the closing ceremony. Total Cost will automatically calculate.  Examples of other costs for the closing ceremony might be 1) supplies; 2) short-term travel insurance (may cover medical, evacuation) for Enhancement Activities staff and students; 3) facility and equipment rental; 4) honorarium for guest speakers. 

										Description of Items				Number of Items  		(Local Currency)						(U.S. Dollar)

																Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Other Costs								- 0						$   - 0

										Other Costs - Narrative Instructions:  In the box below, provide an explanation for the number of each item and cost per item used in the closing ceremony budget.   




										TOTAL CLOSING CEREMONY 								- 0						$   - 0



						lll.				ENHANCEMENT ACTIVITIES

										Enhancement Activities- Budget Instructions:  Budget all costs for the Enhancement Activities in this section.  Possible costs include A) Transportation, B) Accommodations, C) Food and Beverages, and D) Other Costs.   

								A.		OTHER ENHANCEMENT ACTIVITIES: TRANSPORTATION  

										Transportation - Budget Instructions:  Select the type of transportation from the dropdown menu.  For each type of transportation, enter the number of people traveling, the number of trips planned for each person (number of trips per person) and the cost per person per trip in local currency (non-U.S. Dollar).  Total cost will automatically calculate.  If there are multiple planned trips using the same type of transportation, but with different costs per trip, use a separate row for each trip. 

										Type of Transportation
 (Select from dropdown)		Number of People		Number of Trips 
(per Person)		(Local Currency)						(U.S. Dollar)										Plane

																Cost per Trip 
(per Person)		Total Cost				Cost per Trip 
(per Person)		Total Cost								Bus

																		- 0														Taxi

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

										Subtotal Transportation								- 0						$   - 0

										Travel - Narrative Instructions:  In the box below, explain how the number of trips and the cost per trip per person were calculated.  Provide details on the number of people (for example 20 students and 2 teachers) and destinations for each trip. If the type of transportation is 'Other', describe the transportation to be used.



								B.		OTHER ENHANCMENT ACTIVITIES: ACCOMMODATIONS  

										Accommodations - Budget Instructions:  Select the type of accommodation from the dropdown menu.  Enter the number of people, the number of nights per person, and the cost of the accommodations per night per person in local currency (non-U.S. Dollar).  Total cost will automatically calculate. If there are multiple groups of people or multiple trips using the same type of accommodation, use a separate row for each place.  

										Type of Accommodation
 (Select from dropdown)		Number of People		Number of Nights 
(per Person)		(Local Currency)						(U.S. Dollar)

																Cost per Night 
(per Person)		Total Cost				Cost per Trip 
(per Person)		Total Cost

																		- 0														Hotel

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0														Other

																		- 0						

																		- 0						

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Accommodations								- 0						$   - 0

										Accommodations - Narrative Instructions:  In the box below, explain accommodations costs for enhancement activities. Provide details on the number of people (for example, 20 students, 2 teachers, 1 guest speaker), where they will stay and the reason they will need accommodations for the number of nights in the budget.     



								C.		OTHER ENHANCEMENT ACTIVITIES: FOOD AND BEVERAGES

										Food and Beverages - Budget Instructions:  Budget for the cost of food and beverages for Other Enhancement Activities using either Method 1 or Method 2 for estimating costs. 
Method 1- Budget based on the estimated cost of food and beverage for a day for each person or the cost of food and beverage for a meal for each person.  Select either per day per person or per meal per person cost type from the dropdown menu.  Enter the number of people, the number of days/meals per person, and the cost of per day/ per meal per person in local currency (non-U.S. Dollar).  Total cost will automatically calculate.
Method 2- Budget based on the estimate cost for food and beverage items (cost per item).  Describe each item (for example, one sandwich), and enter the number of items, and the cost per item in local currency (non- U.S. Dollar) to be purchased.  Total cost will automatically calculate.

								1.		Food and Beverages (Method 1)						(Local Currency)						(U.S. Dollar)

										Cost Type
(Select from dropdown)		Number of People		Number of Days/Meals
 (per Person)		Cost per Day/Meal 
(per Person)		Total Cost				Cost per Day/Meal 
(per Person)		Total Cost

																		- 0														Per Day Per Person

																		- 0														Per Meal Per Person

																		- 0						

																		- 0						

																		- 0						

																		- 0														Per Meal Per Person

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Food and Beverages (Method 1)								- 0						$   - 0

								2.		Food and Beverages (Method 2)						(Local Currency)						(U.S. Dollar)

										Description of Food and Beverage Items				Number of Items		Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Food and Beverages (Method 2)								- 0						$   - 0

										TOTAL FOOD AND BEVERAGES								- 0						$   - 0

										Food and Beverages - Narrative Instructions: 
Method 1- In the box below, explain how the number of days/meals per person and the cost per day/meal per person are calculated.  Provide justification for including food and beverage items in the Other Enhancement Activities budget. 
Method 2- In the box below, explain how the number of items and cost per item is calculated.  Provide justification for including food and beverage items in the Other Enhancement Activities budget.       



								D.		OTHER COSTS  

										Other Costs - Budget Instructions:  Enter a description of the item, the number of items, and the cost per item in local currency (non-U.S. Dollar) needed for Enhancement Activities.  Total cost will automatically calculate.  Examples of other costs for other enhancement activities are 1) supplies; 2) short-term travel insurance (may cover medical, evacuation) for Enhancement Activities staff and students; 3) equipment rental; 4) entrance fees.  

										Description of Items				Number of Items  		(Local Currency)						(U.S. Dollar)

																Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Other Costs								- 0						$   - 0

										Other Costs - Narrative Instructions:  In the box below, explain why the items are needed and explain how the cost per item was calculated. 



										TOTAL OTHER ENHANCEMENT ACTIVITIES 								- 0						$   - 0



										DETAIL BUDGET SUMMARY: ENHANCEMENT ACTIVITIES								BUDGET SUMMARY: ENHANCEMENT ACTIVITIES

										Cost Category		Total Costs						Cost Category				Total Costs

												Local Currency		U.S. Dollars								Local Currency		U.S. Dollars

						I.				Opening Ceremony								Travel

								A.		Transportation		- 0		$   - 0				Transportation				- 0		$   - 0

								B.		Accommodation		- 0		$   - 0				Accommodation				- 0		$   - 0

								C.		Food and Beverages		- 0		$   - 0				Total Travel				- 0		$   - 0

								D.		Other Costs		- 0		$   - 0				Food and Beverages				- 0		$   - 0

										Total Opening Ceremony		- 0		$   - 0				Other Costs				- 0		$   - 0

						II.				Closing Ceremony								Total Enhancement Activities				- 0		$   - 0

								A.		Transportation		- 0		$   - 0

								B.		Accommodation		- 0		$   - 0

								C.		Food and Beverages		- 0		$   - 0

								D.		Other Costs		- 0		$   - 0

										Total Closing Ceremony		- 0		$   - 0

						III.				Other Enhancement Activities

								A.		Transportation		- 0		$   - 0

								B.		Accommodation		- 0		$   - 0

								C.		Food and Beverages		- 0		$   - 0

								D.		Other Costs		- 0		$   - 0

										Total Other Enhancement Activities		- 0		$   - 0

										Total Enhancement Activities		- 0		$   - 0









4. Intensive Sessions



				INTENSIVE SESSIONS BUDGET

				Instructions: Complete the highlighted cells in section. Cells in white will auto populate. Include on costs of Intensive Session(s). Summary budget appears below on the bottom of this sheet.

																																exchange rate

						I.				SALARIES AND WAGES																						0.00





										Salaries and Wages - Budget Instructions:  Select an Intensive Session staff position using the dropdown menu.  Enter the number of staff members for that position.  Enter the number of hours the people in the position will work (number of hours per person) for the duration of the entire After School program.  If staff members in the same positions, for example two teachers, will teach different number of hours, then use a separate row for each.  Enter the hourly pay rate in local currency (non-U.S. dollars) the position will earn.  If there are staff members in the same position earning different pay rates, use a separate row for each group.  Total cost will automatically calculate.

										Staff Position 
(Select from dropdown)		Number of Staff		Number of Hours 
(per person)		(Local Currency)						(U.S. Dollar)

																Hourly Pay 
(per person)		Total Cost				Hourly Pay 
(per person)		Total Cost						staff hours

																		- 0												0

																		- 0												0

																		- 0												0

																		- 0												0		Teachers

																		- 0												0		Teacher Assistants

																		- 0												0		Other Instructional Staff

																		- 0												0

																		- 0												0

																		- 0												0		Teachers

																		- 0												0		Teacher Assistants

																		- 0												0		Other Instructional Staff

																		- 0												0

																		- 0												0

																		- 0												0

																		- 0												0		Teachers

																		- 0												0		Other Instructional Staff

																		- 0												0

																		- 0												0

																		- 0												0

																		- 0												0		Teachers

																		- 0												0		Teacher Assistants

																		- 0												0		Other Instructional Staff

																		- 0												0

																		- 0												0

																		- 0												0

										TOTAL SALARIES AND WAGES								- 0						$   - 0						0		total

										Salaries and Wages - Narrative Instructions:  In the box below, explain how the number of hours per person is calculated for each staff position and how the hourly pay for each staff position was determined. 





						II.				BENEFITS

										Benefits - Budget Instructions:  Select a Benefit Type using the dropdown menu.  Enter the number of Intensive Session staff who will receive each benefit.  Enter the total cost of this benefit in local currency (non-U.S. dollar).  Use separate rows for each benefit.

										Benefit Type 
(Select from dropdown)				Number of Staff Receiving Benefit		(Local Currency)						(U.S. Dollar)

																		Total Cost						Total Cost								Pension/Retirement

																																Insurance

																																Leave (Annual, Holiday, Sick, Other)

																																Employee-paid Taxes

																																Other

																								

																								

																								

																																Leave (Annual, Holiday, Sick, Other)

																																Other

																								

																								

																								

																																Leave (Annual, Holiday, Sick, Other)

																																Employee-paid Taxes

																																Other

																								

																								

																								

																								

										TOTAL BENEFITS								- 0						$   - 0

										Benefits - Narrative Instructions:  In the box below, provide information about the benefits received by staff and which staff positions receive each benefit.  If the benefit type is 'Other', describe the benefit.  Explain how the total amount for each benefit is calculated. 





						III.				Books and Instructional Materials

										Supplies - Budget Instructions:  Books and Instructional Materials for Intensive Sessions include three sections:  A) Books for Teachers, B) Books for Students and C) Other Instructional Materials.  In each row, enter the details of each book or item, the number of books or items to be purchased, and the cost per book or item in local currency (non-U.S. Dollar).  Total cost will automatically update.  Do not include any shipping costs.  Shipping costs should be entered in section VI for Other Costs. 

								A.		Books for Teachers						(Local Currency)						(U.S. Dollar)

										Title of Book
(Include full book title and edition/version)				Number of Books		Cost per Book		Total Cost				Cost per Book		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Books for Teachers								- 0						$   - 0

								B.		Books for Students						(Local Currency)						(U.S. Dollar)

										Title of Books
(Include full book title and edition/version)				Number of Books		Cost per Book		Total Cost				Cost per Book		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Books for Students								- 0						$   - 0

								C.		Other Instructional Materials 						(Local Currency)						(U.S. Dollar)

										Other Instructional Materials
 (include detailed description)				Number of Items		Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Other Instructional Materials								- 0						$   - 0

										TOTAL BOOKS AND INSTRUCTIONAL MATERIALS								- 0						$   - 0

										Books and Instruction Materials - Narrative Instructions:  In the box below, provide details about where books and instructional materials listed will be purchased (name of vendors) and the source of the cost per book (where did the price of each book come from).                  





						IV.				TRAVEL

										Travel - Budget Instructions:  Budget for the costs of travel for staff and students attending Intensive Sessions. 
A) Transportation- Select the type of transportation from the dropdown menu.  For each type of transportation, enter the number of people traveling, the number of trips planned for each person (number of trips per person) and the cost per person per trip in local currency (non-U.S. Dollar).  Total Cost will automatically calculate.  If different groups are using the same type of transportation, but with different costs per trip, use a separate row for each trip.  
B) Accommodations- Select the type of accommodation from the dropdown menu.  Enter the number of people, the number of nights per person, and the cost of the accommodations per night per person in local currency (non-U.S. Dollar).  Total cost will automatically calculate.  If there are multiple trips planned using the same type of accommodation, but have different cost per night, use a separate row for each trip.       

								A.		Transportation						(Local Currency)						(U.S. Dollar)

										Type of Transportation
 (Select from dropdown)		Number of People		Number of Trips
(per Person)		Cost per Trip 
(per Person)		Total Cost				Cost per Trip 
(per Person)		Total Cost								Plane

																		- 0														Bus

																		- 0														Taxi

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0														Taxi

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0														Taxi

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Transportation								- 0						$   - 0

								B.		Accommodations						(Local Currency)						(U.S. Dollar)

										Type of Accommodation
 (Select from dropdown)		Number of People		Number of Nights
(per Person)		Cost per Night 
(per Person)		Total Cost				Cost per Night 
(per Person)		Total Cost

																		- 0						

																		- 0														Hotel

																		- 0														On-Site Camp Facilities

																		- 0														Other

																		- 0						

																		- 0														Hotel

																		- 0														On-Site Camp Facilities

																		- 0														Other

																		- 0						

																		- 0														Hotel

																		- 0														On-Site Camp Facilities

																		- 0														Other

																		- 0						

																		- 0						

										Subtotal Accommodations								- 0						$   - 0

										TOTAL TRAVEL								- 0						$   - 0

										Travel - Narrative Instructions: 
A) Transportation- In the box below, explain the number of trips per person and the cost per trip per person used in the Intensive Sessions budget.  If the type of transportation is 'Other', describe the transportation to be used. 
B) Accommodations- In the box below, explain the number of nights and the cost per night per person used in the Intensive Sessions budget.  If the type of accommodations is 'Other', describe the accommodations to be used.





						V.				FOOD AND BEVERAGES

										Food and Beverages - Budget Instructions:  Budget for the cost of food and beverages for Intensive Sessions using either Method 1 or Method 2 for estimating costs. 
Method 1- Budget based on the estimated cost of food and beverage for a day for each person or the cost of food and beverage for a meal for each person.  Select either per day per person or per meal per person cost type from the dropdown menu.  Enter the number of people, the number of days/meals per person, and the cost of per day/ per meal per person in local currency (non-U.S. Dollar).  Total cost will automatically calculate.
Method 2- Budget based on the estimate cost for food and beverage items (cost per item).  Describe each item (for example, one sandwich), and enter the number of items, and the cost per item in local currency (non- U.S. Dollar) to be purchased.  Total cost will automatically calculate. 

								A.		Food and Beverages (Method 1)						(Local Currency)						(U.S. Dollar)

										Cost Type                                                        (Select from dropdown)		Number of People		Number of Days/Meals
 (per Person)		Cost per Day/Meal 
(per Person)		Total Cost				Cost per Day/Meal 
(per Person)		Total Cost

																		- 0														Per Day Per Person

																		- 0														Per Meal Per Person

																		- 0						

																		- 0														Per Meal Per Person

																		- 0						

																		- 0						

																		- 0						

																		- 0														Per Meal Per Person

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Food and Beverages (Method 1)								- 0						$   - 0

								B.		Food and Beverages (Method 2)						(Local Currency)						(U.S. Dollar)

										Description of Food and Beverage Items				Number of Items		Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Food and Beverages (Method 2)								- 0						$   - 0

										TOTAL FOOD AND BEVERAGES								- 0						$   - 0

										Food and Beverages - Narrative Instructions: 
Method 1- In the box below, explain how the number of days/meals per person and the cost per day/meal per person are calculated.  Provide justification for including food and beverage items in the Intensive Sessions budget. 
Method 2- In the box below, explain how the number of items and cost per item is calculated.  Provide justification for including food and beverage items in the Intensive Sessions budget.               





						VI.				OTHER COSTS

										Other Costs - Budget Instructions:  Budget other costs for Intensive Sessions when there are necessary costs that do not fit in any of the cost categories above.  Enter a description of the item, the number of items, and the cost per item in local currency (non-U.S. Dollar).  Examples of other costs for Intensive Sessions might be 1) entrance fees;  2) short-term travel insurance (may cover medical, evacuation) for Intensive Session staff and students; 3) facility rental; 4) honorarium for speakers; 5) supplies; 6) equipment rental. 

										Description of Cost Item				Number of Items		(Local Currency)						(Local Currency)

																Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										TOTAL OTHER COSTS								- 0						$   - 0

										Other Costs - Narrative Instructions:  In the box below, explain how the number of items and cost per item are calculated. 





										BUDGET SUMMARY: INTENSIVE SESSIONS 

										Cost Category		Total Costs

												Local Currency		U.S. Dollars

						I.				Salaries and Wages 		- 0		$   - 0

						II.				Benefits		- 0		$   - 0

						III.				Books and Instructional Materials		- 0		$   - 0

						IV.				Travel

								A.		Transportation		- 0		$   - 0

								B.		Accommodations		- 0		$   - 0

										Total Travel		- 0		$   - 0

						V.				Food and Beverages		- 0		$   - 0

						VI.				Other Costs		- 0		$   - 0

										TOTAL INTENSIVE SESSIONS BUDGET		- 0		$   - 0















































































































































































































































































































































































































































































































































































































































5. Administration



				ADMINISTRATION BUDGET

				Instructions: Complete the highlighted cells in each Cost Category. Cells in white will auto populate. Summary budget appears below at the bottom of this sheet.

																																exchange rate

						I.				SALARIES AND WAGES																						0.00

										Salaries and Wages - Budget Instructions:  Select an Administration staff position from the dropdown menu.  Enter the number of staff members for that position. Enter the number of hours people in the position will work (number of hours per person) for the duration of the entire program.  Enter the hourly pay rate in local currency (non-U.S. Dollar) the people in the position will earn (hourly pay per person).  If there are staff members in the same position earning different pay rates, use a separate row for each group.  Total cost will automatically calculate. 

										Staff Position
(Select from dropdown)		Number of Staff		Number of Hours
(per Person)		(Local Currency)						(U.S. Dollar)										Accountant

																Hourly Pay
(per person)		Total Cost				Hourly Pay
(per person)		Total Cost								Administrative Assistant		Total staff hours

																		- 0														Finance Manager		0

																		- 0														Program Coordinator		0

																		- 0														Program Director		0

																		- 0														Office Manager		0

																		- 0														Other		0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

																		- 0																0

										TOTAL SALARIES AND WAGES								- 0						$   - 0										0		Total hours

										Salaries and Wages - Narrative Instructions:  In the box below, describe how the number of hours per person is calculated for each staff position; describe how frequently staff will be paid; and provide justification for hourly pay for each position (how was the hourly pay determined).  If the staff position is 'Other', describe the position.





						II.				BENEFITS

										Benefits - Budget Instructions:  Select a Benefit Type using the dropdown menu.  Enter the number of Administration staff who will receive each benefit.  Enter the total cost of this benefit in local currency (non-U.S. dollar).  Use separate rows for each benefit.

										Benefit Type 
(Select from dropdown)				Number of Staff Receiving Benefit		(Local Currency)						(U.S. Dollar)

																		Total Cost						Total Cost								Pension/Retirement

																																Insurance

																																Leave (Annual, Holiday, Sick, Other)

																																Employee-paid Taxes

																																Other

																								

																								

																								

																																Leave (Annual, Holiday, Sick, Other)

																																Employee-paid Taxes

																																Other

																								

																								

																								

																								

										TOTAL BENEFITS								- 0						$   - 0

										Benefits - Narrative Instructions:  In the box below, provide information about the benefits received by staff and which staff positions receive each benefit.  If the benefit type is 'Other', describe the benefit.  Explain how the total amount for each benefit is calculated. 





						III.				TRAVEL

										Travel - Budget Instructions:  Budget for the costs of travel for administration staff conducting site visits or attending program activities. 
A) Transportation- Select the type of transportation from the dropdown menu.  For each type of transportation, enter the number of people traveling, the number of trips planned for each person (number of trips per person) and the cost per person per trip in local currency (non-U.S. Dollar).  Total cost will automatically calculate.  If there are trips using the same type of transportation, but with different costs per trip, use a separate row for each trip.  
B) Accommodations- Select the type of accommodation from the dropdown menu.  Enter the number of people, the number of nights per person, and the cost of the accommodations per night per person in local currency (non-U.S. Dollar).  Total cost will automatically calculate.  If there are trips using the same type of accommodation, but have different cost per night, use a separate row for each trip.                 

								A.		Transportation						(Local Currency)						(U.S. Dollar)

										Type of Transportation
 (Select from dropdown)		Number of Staff		Number of Trips (per Person)		Cost per Trip 
(per Person)		Total Cost				Cost per Trip
 (per Person)		Total Cost								Plane

																		- 0														Bus

																		- 0														Taxi

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0														Taxi

																		- 0														Train

																		- 0														Vehicle Rental

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Transportation								- 0						$   - 0

								B.		Accommodations						(Local Currency)						(U.S. Dollar)

										Type of Accommodation
 (Select from dropdown)		Number of Staff		Number of Nights 
(per Person)		Cost per Night
 (per Person)		Total Cost				Cost per Trip
 (per Person)		Total Cost

																		- 0														Hotel

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0														Other

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										Subtotal Accommodations								- 0						$   - 0

										TOTAL TRAVEL								- 0						$   - 0

										Travel - Narrative Instructions:  
A) Transportation- Describe the purpose of the trips and the staff members who will travel and the destination for their travel.  Explain the number of trips per person and the cost per trip per person used in the budget.  If the type of transportation is 'Other', describe the transportation to be used. 
B) Accommodations- Explain the number of nights and the cost per night per person used in the budget.  If the type of accommodations is 'Other', describe the accommodations to be used.





						IV.				FOOD AND BEVERAGES

										Food and Beverages - Budget Instructions:  Budget for the cost of food and beverages for administration staff traveling for site visits or program activities.  Select either the per day per person or per meal per person cost type from the dropdown menu.  Enter the number of people, the number of days/meals per person, and the cost of the day/meal per person in local currency (non-U.S. Dollar).  Total cost will automatically calculate. 

										Cost Type
(Select from dropdown)		Number of Staff		Number of Days/Meals
 (per Person)		(Local Currency)						(Local Currency)

																Cost per Day/Meal (per Person)		Total Cost				Cost per Day/Meal (per Person)		Total Cost

																		- 0														Per Day Per Person

																		- 0														Per Meal Per Person

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0														Per Meal Per Person

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										TOTAL FOOD AND BEVERAGES								- 0						$   - 0

										Food and Beverages - Narrative Instructions: In the box below, explain the calculation of the number of days/meals per person and the cost per day/meal per person.  Provide justification for the travel/food for administration staff.                                                                                                                                                                                                                                   





						V.				OTHER COSTS

										Other Costs - Budget Instructions:  List other costs needed to administer the program.  Enter a description of the item, the number of items, and the cost per item in local currency (non-U.S. Dollar).  Examples of other costs are 1) telephone or internet fees; 2) printing; 3) advertising for student recruitment; 4) photocopies; 5) computer software (MS Excel); 6) bank and wire fees; 7) facility rental; 8) short-term travel insurance (may cover medical, evacuation) for Administrative staff; 9) accounting services (if no staff member serves as accountant); 10) other necessary services such as security or audits.     

										Description of Cost Item				Number of Items		(Local Currency)						(Local Currency)

																Cost per Item		Total Cost				Cost per Item		Total Cost

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

																		- 0						

										TOTAL OTHER COSTS								- 0						$   - 0

										Other Costs - Narrative Instructions:  In the box below, explain how the number of items and cost per item are calculated. 





										BUDGET SUMMARY: ADMINISTRATION

										Cost Category		Total Costs

												Local Currency		U.S. Dollars

						I.				Salaries and Wages 		- 0		$   - 0

						II.				Benefits		- 0		$   - 0

						III.				Travel

								A.		Transportation		- 0		$   - 0

								B.		Accommodations		- 0		$   - 0

										Total Travel		- 0		$   - 0

						IV.				Food and Beverages		- 0		$   - 0

						V.				Other Costs		- 0		$   - 0

										TOTAL ADMINISTRATION BUDGET		- 0		$   - 0











































































































































































































































































































































































































































































































































































































































6. Total Budget Detail

										Local Currency exchange rate				0.00		currency type		number of Students				0





								TOTAL BUDGET DETAIL																										0.00

								Instructions: Provider reviews the budget and completes the information in the highlighted cells below.



								Total Number of After School Instruction Staff Hours:				- 0		Name of Applicant Organization's Representative:



								Total Number of Intensive Session(s) Instruction Staff Hours:				- 0		Title of Applicant Organization's Representative:



										Total Instruction Staff Hours:		- 0		Email of Applicant Organization's Representative:																		Certified



								Total Administration Staff Hours:				- 0		Certification of Cost Proposals:



								Summary Budget by Program Area ( in Local Currency)
(Local Currency)

								Cost Category		After School		Enhancement		Intensive		Administration		Total		Cost Per Student		% of Budget

								Salaries and Wages		- 0				- 0		- 0		- 0				

								Benefits		- 0				- 0		- 0		- 0				

								Books and Instructional Materials		- 0				- 0				- 0				

								Travel		- 0		- 0		- 0		- 0		- 0				

								Food and Beverages		- 0		- 0		- 0		- 0		- 0				

								Other Costs		- 0		- 0		- 0		- 0		- 0				

								Total Budget		- 0		- 0		- 0		- 0		- 0		- 0		



								Summary Budget by Program Area ( in U.S. Dollar)
 (U.S. dollar)

								Cost Category		After School		Enhancement		Intensive		Administration		Total		Cost Per Student		% of Budget

								Salaries and Wages														

								Benefits														

								Books and Instructional Materials														

								Travel														

								Food and Beverages														

								Other Costs														

								Total Budget		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		



										Provider Budget

										Administration

										Cost Category		Local Currency		U.S. Dollar		% of Budget		Cost Per Student

										Salaries and Wages		- 0						

										Benefits		- 0						

										Travel		- 0						

										Food and Beverages		- 0						

										Other Costs		- 0						

										Total Administration		- 0		$   - 0				



										Program

										Cost Category		Local Currency		U.S. Dollar		% of Budget		Cost Per Student

										Salaries and Wages		- 0						

										Benefits		- 0						

										Books and Instructional Materials		- 0						

										Travel		- 0						

										Food and Beverages		- 0						

										Other Costs		- 0						

										Total Program		- 0		$   - 0				



										Total Budget		- 0		$   - 0				
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7. U.S. Embassy-Consulate RELO



						BUDGET AUTHORIZATION from U.S. EMBASSY/CONSULATE /RELO

						Instructions: U.S. Embassy/Consulate reviews the budget in Step 1 and in Step 2 approves the cost proposal 



						Step 1:
U.S. Embassy/Consulate/RELO reviews budget 



						Provider Budget						Total Cost per Student 

						Administration Costs

						Cost Category		Local Currency		U.S. Dollar		Cost Per Student 

						Salaries and Wages		- 0		

						Benefits		- 0		

						Travel		- 0		

						Food and Beverages		- 0		

						Other Costs		- 0		

						Total Administration Costs		- 0		$   - 0		



						Program Costs

						Cost Category		Local Currency		U.S. Dollar		U.S. Dollar

						Salaries and Wages		- 0		

						Benefits		- 0		

						Supplies		- 0		

						Travel		- 0		

						Food and Beverages		- 0		

						Other Costs		- 0		

						Total Program Costs		- 0		$   - 0		



						Total Budget		- 0		$   - 0		$   - 0



																										Other

						Step 2: U.S. Embassy/Consulate/ RELO's Proposal Authorization																		Approved		Acting Cultural Affairs Officer (A/CAO)



								$0.00		 Is approved for the U.S. Embassy/Consulate/RELO Funding 

																										Acting Public Affairs Officer (A/PAO)

						I confirm that the cost proposal has been reviewed and approved for this proposed Access Program.																				Assistant Cultural Affairs Officer (ACAO)



						 Post Comments: (optional) 





















						Name of Post Representative:



						Title of Post Representative:																														0



						Other Title of Post Representative:



						Cost Proposal Approval:

																								Abuja		Nigeria		Abuja, Nigeria

						Date of Budget Approval:																		Accra		Ghana		Accra, Ghana

						mm/dd/yyyy																		Addis Ababa		Ethiopia		Addis Ababa, Ethiopia

						U.S. Embassy/Consulate/RELO:																		Algiers		Algeria		Algiers, Algeria

						Select from dropdown list. List is sorted by City, Country. If not listed, select "Other" and enter City, Country below.																		Almaty		Kazakhstan		Almaty, Kazakhstan

						"Other" U.S. Embassy/Consulate/RELO:																		Amman		Jordan		Amman, Jordan

																								Ankara		Turkey		Ankara, Turkey

																								Antananarivo		Comoros		Antananarivo, Comoros

																								Antananarivo		Madagascar		Antananarivo, Madagascar

																								Apia		Samoa		Apia, Samoa

																								Ashgabat		Turkmenistan		Ashgabat, Turkmenistan

																								Asmara		Eritrea		Asmara, Eritrea

																								Astana		Kazakhstan		Astana, Kazakhstan

																								Asunción		Paraguay		Asunción, Paraguay

																								Baghdad		Iraq		Baghdad, Iraq

												Regional English Language Officer												Baku		Azerbaijan		Baku, Azerbaijan

												Acting Cultural Affairs Officer (A/CAO)												Bamako		Mali		Bamako, Mali

												Acting Public Affairs Officer (A/PAO)												Bangkok		Thailand		Bangkok, Thailand

												Assistant Cultural Affairs Officer (ACAO)												Bangui		Central African Republic		Bangui, Central African Republic

												Assistant Public Affairs Officer												Banjul		The Gambia		Banjul, The Gambia

												Consul General												Beijing		China		Beijing, China

												Consular Chief												Beirut		Lebanon		Beirut, Lebanon

												Cultural Affairs Officer												Belgrade		Serbia		Belgrade, Serbia

												Deputy Chief of Mission												Belmopan		Belize		Belmopan, Belize

												Deputy Cultural Affairs Officer 												Belo Horizonte		Brazil		Belo Horizonte, Brazil

												Information Officer												Berlin		Germany		Berlin, Germany

												Public Affairs Counselor												Bishkek		Kyrgyzstan		Bishkek, Kyrgyzstan

												Public Affairs Officer												Bogotá		Colombia		Bogotá, Colombia

												Public Diplomacy Officer												Brasilia		Brazil		Brasilia, Brazil

												Other 												Brazzaville		Republic Of Congo		Brazzaville, Republic Of Congo

																								Brussels		Belgium		Brussels, Belgium

																								Bucharest		Romania		Bucharest, Romania

																								Budapest		Hungary		Budapest, Hungary

																								Buenos Aires		Argentina		Buenos Aires, Argentina

																								Bujumbura		Burundi		Bujumbura, Burundi

																								Cairo		Egypt		Cairo, Egypt

																								Caracas		Venezuela		Caracas, Venezuela

																								Chengdu		China		Chengdu, China

																								Chennai		India		Chennai, India

																								Chisinau		Moldova		Chisinau, Moldova

																								Ciudad Juárez		Mexico		Ciudad Juárez, Mexico

																								Colombo		Sri Lanka		Colombo, Sri Lanka

																								Conakry		Guinea		Conakry, Guinea

																								Cotonou		Benin		Cotonou, Benin

																								Dakar		Guinea-Bissau		Dakar, Guinea-Bissau

																								Dakar		Senegal		Dakar, Senegal

																								Damascus		Syria		Damascus, Syria

																								Dar es Salaam		Tanzania		Dar es Salaam, Tanzania

																								Dhaka		Bangladesh		Dhaka, Bangladesh

																								Dili		Timor-Leste		Dili, Timor-Leste

																								Djibouti		Djibouti		Djibouti, Djibouti

																								Doha		Qatar		Doha, Qatar

																								Dushanbe		Tajikistan		Dushanbe, Tajikistan

																								Freetown		Sierra-Leone		Freetown, Sierra-Leone

																								Gaborone		Botswana		Gaborone, Botswana

																								Guadalajara		Mexico		Guadalajara, Mexico

																								Guangzhou		China		Guangzhou, China

																								Guatemala City		Guatemala		Guatemala City, Guatemala

																								Hanoi		Vietnam		Hanoi, Vietnam

																								Harare		Zimbabwe		Harare, Zimbabwe

																								Havana		Cuba		Havana, Cuba

																								Hermosillo		Mexico		Hermosillo, Mexico

																								Ho Chi Minh City		Vietnam		Ho Chi Minh City, Vietnam

																								Hyderabad		India		Hyderabad, India

																								Islamabad		Pakistan		Islamabad, Pakistan

																								Jakarta		Indonesia		Jakarta, Indonesia

																								Jerusalem		Israel		Jerusalem, Israel

																								Jerusalem		West Bank And Gaza		Jerusalem, West Bank And Gaza

																								Juba		South Sudan		Juba, South Sudan

																								Kabul		Afghanistan		Kabul, Afghanistan

																								Kampala		Uganda		Kampala, Uganda

																								Karachi		Pakistan		Karachi, Pakistan

																								Kathmandu		Nepal		Kathmandu, Nepal

																								Khartoum		Sudan		Khartoum, Sudan

																								Kigali		Rwanda		Kigali, Rwanda

																								Kinshasa		Democratic Republic Of Congo		Kinshasa, Democratic Republic Of Congo

																								Kolkata		India		Kolkata, India

																								Kuala Lumpur		Malaysia		Kuala Lumpur, Malaysia

																								Kuwait City		Kuwait		Kuwait City, Kuwait

																								Kyiv		Ukraine		Kyiv, Ukraine

																								La Paz		Bolivia		La Paz, Bolivia

																								Lahore		Pakistan		Lahore, Pakistan

																								Libreville		Gabon		Libreville, Gabon

																								Libreville		Sao Tome & Principe		Libreville, Sao Tome & Principe

																								Lilongwe		Malawi		Lilongwe, Malawi

																								Lima		Peru		Lima, Peru

																								Lomé		Togo		Lomé, Togo

																								Luanda		Angola		Luanda, Angola

																								Lusaka		Zambia		Lusaka, Zambia

																								Madrid		Spain		Madrid, Spain

																								Malabo		Equatorial Guinea		Malabo, Equatorial Guinea

																								Managua		Nicaragua		Managua, Nicaragua

																								Manama		Bahrain		Manama, Bahrain

																								Manila		Philippines		Manila, Philippines

																								Maputo		Mozambique		Maputo, Mozambique

																								Maseru		Lesotho		Maseru, Lesotho

																								Matamoros		Mexico		Matamoros, Mexico

																								Mbabane		Swaziland		Mbabane, Swaziland

																								Merida		Mexico		Merida, Mexico

																								Mexico City		Mexico		Mexico City, Mexico

																								Minsk		Belarus		Minsk, Belarus

																								Monrovia		Liberia		Monrovia, Liberia

																								Monterrey		Mexico		Monterrey, Mexico

																								Montevideo		Uruguay		Montevideo, Uruguay

																								Moscow		Russia		Moscow, Russia

																								Mumbai		India		Mumbai, India

																								Muscat		Oman		Muscat, Oman

																								Nairobi		Kenya		Nairobi, Kenya

																								Nairobi		Somalia		Nairobi, Somalia

																								Ndjamena		Chad		Ndjamena, Chad

																								New Delhi		India		New Delhi, India

																								Niamey		Niger		Niamey, Niger

																								Nicosia		Cyprus		Nicosia, Cyprus

																								Nouakchott		Mauritania		Nouakchott, Mauritania

																								Ouagadougou		Burkina Faso		Ouagadougou, Burkina Faso

																								Panama City		Panama		Panama City, Panama

																								Paramaribo		Suriname		Paramaribo, Suriname

																								Paris		France		Paris, France

																								Peshawar		Pakistan		Peshawar, Pakistan

																								Phnom Penh		Cambodia		Phnom Penh, Cambodia

																								Podgorica		Montenegro		Podgorica, Montenegro

																								Port Louis		Mauritius		Port Louis, Mauritius

																								Port Louis		Seychelles		Port Louis, Seychelles

																								Port-au-Prince		Haiti		Port-au-Prince, Haiti

																								Porto Alegre		Brazil		Porto Alegre, Brazil

																								Praia		Cape Verde		Praia, Cape Verde

																								Pretoria		South Africa		Pretoria, South Africa

																								Pristina		Kosovo		Pristina, Kosovo

																								Quito		Ecuador		Quito, Ecuador

																								Rabat		Morocco		Rabat, Morocco

																								Rangoon		Burma		Rangoon, Burma

																								Recife		Brazil		Recife, Brazil

																								Recife		Mexico		Recife, Mexico

																								Rio de Janeiro		Brazil		Rio de Janeiro, Brazil

																								Riyadh		Saudi Arabia		Riyadh, Saudi Arabia

																								San José		Costa Rica		San José, Costa Rica

																								San Salvador		El Salvador		San Salvador, El Salvador

																								Sana'a		Yemen		Sana'a, Yemen

																								Santiago		Chile		Santiago, Chile

																								Santo Domingo		Dominican Republic		Santo Domingo, Dominican Republic

																								São Paulo		Brazil		São Paulo, Brazil

																								Sarajevo		Bosnia and Herzegovina		Sarajevo, Bosnia and Herzegovina

																								Seoul		South Korea		Seoul, South Korea

																								Shanghai		China		Shanghai, China

																								Shenyang		China		Shenyang, China

																								Skopje		Macedonia		Skopje, Macedonia

																								Sri Lanka		Maldives		Sri Lanka, Maldives

																								Suva		Fiji		Suva, Fiji

																								Tallinn		Estonia		Tallinn, Estonia

																								Tashkent		Uzbekistan		Tashkent, Uzbekistan

																								Tbilisi		Georgia		Tbilisi, Georgia

																								Tegucigalpa		Honduras		Tegucigalpa, Honduras

																								Tijuana		Mexico		Tijuana, Mexico

																								Tirana		Albania		Tirana, Albania

																								Tirana		Iran		Tirana, Iran

																								Tripoli		Libya		Tripoli, Libya

																								Tunis		Tunisia		Tunis, Tunisia

																								Ulaanbaatar		Mongolia		Ulaanbaatar, Mongolia

																								Vientiane		Laos		Vientiane, Laos

																								Windhoek		Namibia		Windhoek, Namibia

																								Wuhan		China		Wuhan, China

																								Yaoundé		Cameroon		Yaoundé, Cameroon

																								Yerevan		Armenia		Yerevan, Armenia
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						The English Access Microscholarship Program

														The English Access Microscholarship Program is sponsored by the U.S. Department of State with funding provided by the U.S. Government.



						TECHNICAL PROPOSAL INSTRUCTIONS



						Applicant Organization



						Step 1.		Complete Access Requirements 



						Step 2.		Complete Applicant Organization Information



						Step 3.		Complete Program Timeline



						Step 4. 		Complete Program Staff



						Step 5. 		Complete After School Instruction



						Step 6. 		Complete Enhancement Activities



						Step 7.		Complete Intensive Sessions



						Step 8. 		Complete Summary Budget



						Step 9. 		Review the Checklist for Completion Status								Status of the Applicant Organization's proposal is:						Incomplete



						U.S. Embassy/Consulate/RELO



						Step 10. 		An American Officer reviews the technical proposal and completes Step 1. and Step 2 on the U.S. Embassy/Consulate/ RELO tab.











				Printing the Workbook                                                                                  Updated January 2020



				The proposal is formatted to be printer-friendly.  In order to print a hardcopy for reference, open print options and select print entire workbook (pictured below).  This will print every step of the proposal as one file.























































































1. Access Requirements

		Click Here to Return to Cover Sheet

																						0

				THE ENGLISH ACCESS MICROSHOLARSHIP PROGRAM (ACCESS)
REQUIREMENTS

				By completing and submitting this proposal, the Applicant understands and agrees to each of the mandatory requirements below. 
If selected, this proposal document will be incorporated in the Agreement.																																		Yes

				Instructions:								Read each mandatory requirement statement below and choose "Yes" or "No" from the drop down menu to signify that the Applicant organization understands and agrees to the terms below. 
Any statements answered as "No" require further explanation in the textbox below (cell B69).																										No



				Definition																																		Checklist

				Access Goals
Access students will 1) be given a foundation of English language skills, 2) gain an appreciation for U.S. culture and democratic values, 3) participate in Personal Development activities (e.g. self-confidence, critical thinking, etc.), and 4) take part in Community Service activities.																																		Blank = 1		Not = 0



				Access Handbook Review

								The applicant organization has received and reviewed a copy of the Official Access Handbook.																														1



																														 

				English Language Instruction

								Participants will receive the proposed hours (at least 360) of instruction over the course of the program. 																														1





				U.S. Culture and Values Enhancement Activities

								U.S. Culture and Values Enhancement Activities occur at least once a quarter throughout the program and include the following elements:																														1



										Course topics relating to U.S. Culture and Values (Minimum of 3 required per group)																																								  



										Personal Development (Minimum of 2 required per group)



										Community Service (Minimum 2 required per group)



				Program Participants

								All students will be bright, economically-disadvantaged youth. 																														1



								Students will not be younger than 13 years old on the first day of class.																														1



								Students will not be older than 20 years old on the first day of class.																														1



								Students will be grouped age appropriately. The maximum age difference between students in one group will not exceed over two years.																														1



								Successful participants will receive a Certificate of Completion.																														1



				Class Size and Gender-Balance

								Groups will have between 12 and 20 students.																														1



								Groups will be gender-balanced with 50% girls and 50% boys. 																														1



				Reporting

								The applicant organization will use Microsoft Excel 2010 or a more recent version for all reporting. (The cost of purchasing this software may be included in the administration section of the proposal budget, if needed).																														1





								The applicant organization must officially report all of their expenses and will only be reimbursed for expenses incurred from the Agreement start date
to the Agreement end date as indicated in the Agreement.																														1





								The applicant organization will submit program and financial reports to the respective U.S. Embassy/Consulate as outlined in the reporting schedule in the Agreement. These reports will be sent by the U.S. Embassy/Consulate to FHI 360 in Washington DC. When reports are not submitted according to the agreed upon schedule, payments will be delayed.																														1





								The applicant organization will file completed Access Photo and Video Release forms for all students (pending parent/guardian approval) and teachers at the start of the program.																														1





				Evaluation Overview

								In accordance with Access Program goals, the applicant organization will establish a system for monitoring and evaluating the progress of Access students. 																														1



								The students will be given the same language proficiency test that was used at the beginning of the program (initial test) at the end of the 
program (exit test) to accurately track student progress.  Results will be shared with the U.S. Embassy/Consulate via program reports. 																														1





				Graduation Requirements

								Successful participants will receive a Certificate of Completion signed by U.S. Ambassador or other U.S. Embassy/Consulate Officer. 																														1





								The applicant organization acknowledges that the minimum passing grade and minimum passing attendance for Access students is 70%.																														1

																																						Not Complete		Total blank

				Provide an explanation if any of the above mandatory quality control requirements were answered "No".





																																						# of "No's"

																																						0

																																						Not Applicable

																				not selected

																				6 months

																				1 year

																				18 months

																				2 years
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2. Applicant Organization

		Click Here to Return to Cover Sheet



				APPLICANT ORGANIZATION
CONTACT INFORMATION & CAPACITY																																																																								Drop down choices

																																																																																								Mr.

						CONTACT INFORMATION																																																																																		Mrs. 

																																																																																								Ms. 

										Instructions:		Enter the applicant organization's information in the cells highlighted in yellow below.																																																																Past Access Provider (Provider's Access Programs are all closed.)												Miss				Checklist 		Incomplete = 1		Complete = 0

																																																																												Current Access Provider (Provider currently has an Active Access Program.)												Dr. 

										Applicant Organization's Legal (Registered Trade) Name:														Applicant Organization's Access Program Status: 																																																Determines Last Question				New Access Provider (Provider has not had an Access Program before.)												Prof.

																																																																																								Rev.				Name		1

										Note: All official paperwork signed for this program will be issued to this organization's name, listed above. The beneficiary 
name listed on the bank account for payments for this program should match the organization's Legal (Registered Trade) Name.																																																																		Yes												Sister				Status		1



										DUNS Number*: Please enter only the 9 digit DUNS number (example 012345678)

																																																																												No

										Applicant Organization's In-Country Address
(DO NOT include a PO Box or BP Address)												Applicant Organization's Signatory Contact
(Individual who will sign the Agreement for the Access Program)																																																																						In-Country Address		1



										Address Line 1*:												Salutation*:						Job Title:																																																																Provider Signatory		1



										Address Line 2:												First Name*:						Last Name/Family Name*:																																																																Program Director		1



										City*:						Province/State:						Phone Number:						Email*:																																																																Finance Manager		1



										Country*:						Website:																																																																												Contact Info:		Not Complete



										Applicant Organization's Headquarter Address
(if applicable)												Applicant Organization's In-Country Program Director
(Individual responsible for implementation of the Access Program)



										Address Line 1*:												Same as Above*						If "No", complete the In-Country 
Program Director's contact info.



										Address Line 2:												Salutation*:						Job Title:



										City*:						Province/State:						First Name*:						Last Name/Family Name*:



										Country*:						Website:						Phone Number:						Email*:



										Applicant Organization's Headquarter Contact
(if applicable)												Applicant Organization's Finance Manager/Accountant
(Individual responsible for financial management of the Access Program)



										Salutation*:						Job Title:						Salutation*:						Job Title:



										First Name*:				Last Name/ Family Name*:								First Name*:						Last Name/Family Name*:



										Phone Number:						Email*:						Phone Number:						Email*:



																														*Required Contact Information





						ORGANIZATIONAL CAPACITY



										Instructions:		In the cells highlighted in yellow, answer questions about the applicant organization's background, experience, and plans for program monitoring and reporting.



								Organization Background																																																																Drop down choices				Drop down choices																Checklist 		Incomplete = 1		Complete = 0

																																																																																												Q1 A		1

										1. Using the drop down menus below, choose the option that best describes the applicant organization.																																																														Government run Public School or University				Non-Governmental Organization																Q1 B		1

												The organization is a …																																																												Public Boarding School				Governmental Organization																Q1 C		0

																																																																								Private Educational Institution																				Q1D		1

												The organization is a/an …																																																												Teachers Association				Not For Profit Organization																Q2 A		1

																																																																								National/Local NGO				For Profit Organization																Q2 B		0		0		1

												Describe Other Type of Organization:																																																												International NGO																				Q3  A		1

																																																																								Other Type of Organization																				Q3 B		0

												The organization is a …																																																												Public Boarding School

																																																																								Private Educational Institution



										2. Is the applicant organization incorporated, registered, and licensed as a legal entity? If "Yes", complete the information below.																																																																																		Q4		1





										Country of incorporation or registration:																																																																																		Q5 A		1

										Incorporation or Registration date:																																																																																		Q5 B1		0

										Registration Number:																																																																																		Q5 B2		0

																																																																																												Q5 B3		0

										3. Will any other organizations (NGOs, educational service providers, etc.) be involved in the implementation of the proposed Access Program? 																																																																																		Q5 B4		0

																																																																																												Q5 B5		0



										If "Yes", please name the organization(s), describe their role on the Access Program, their capacity and how they were selected.																																																																																		Provider Background		Not Complete





										4. Describe the applicant organization's experience managing English language educational programs. 
     Include:
       - All English language program(s) managed in the past.
      - The English language program(s) the Provider is currently managing.
      - Size of these programs (Include the number of students, number of teachers, and city locations.)





										5. In the past three years, has the applicant organization managed a U.S. Government Grant or grants from other external donors?

																																																																								Yes

																																																																								No

										If "Yes", complete the table below.

										Program Name				Donor Name										Award Amount (in U.S. Dollars)















								Financial Management																																																																																				Checklist 		Incomplete = 1		Complete = 0



										1. Which accounting system or software will be used to manage the program's finances?																																																																																		Q1		1



										2. Is the accounting system able to track expenses by budget category as reflected in the proposed budget?																																																														Yes																				Q2 A		1

																																																																								No

										If "No", please explain how expenses for different budget categories will be allocated, tracked, and reported.																																																														Not Applicable
(Not managing multiple programs.)																				Q2 B		0

																																																																																												Q3 A		1

																																																																								Yes																				Q3 B		0

										3. Is the accounting system able to track payments received and expenses incurred separately for multiple programs (including multiple Access programs)?																																																														No																				Q4 A		1

																																																																								Not Applicable

										If "No", please explain how payments received and expenses incurred for different programs will be tracked and reported.																																																																																		Q4 B		0

																																																																																												Q5		1

																																																																																												Q6		1

										4. Is the organization able to establish a separate bank  account for Access payments?																																																																																		Q7 A		1



										If "No", please explain why this is not possible and what measures are in place to ensure Access payments are used only for approved Access program expenses.																																																																																		Q7 B		0

																																																																																												Financial Management		Not Complete



										5. Explain how staff members will have different financial duties, to prevent one individual from controlling all aspects of financial transactions.





										6. If the applicant organization has multiple active Access Programs, describe how the staff time will be tracked for each program.

																																																																								Biannual

																																																																								Annual

										7. Using the drop down menu, describe the frequency that audits are conducted.																																																														Other

																																																																								Never

																Describe "Other":







						Alumni Question for Past or Current Access Providers																																																																																						Alumni		Not Applicable



										1. As a Past or Current Access Provider, describe how Access graduates/alumni contact information is maintained.
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3. Program Timeline

		Click Here to Return to Cover Sheet



				PROPOSED PROGRAM TIMELINE



						Proposed Access Sessions																																		only Intensive Sessions



								Instructions:				 Use the drop down menu, in the cell highlighted in yellow, to clarify the type of proposed sessions.

						

								1. The Proposed Access Program 
will include:





						Proposed Start and End Dates																																				Checklist		Incomplete = 1		Complete = 0



								Instructions:				Enter the proposed Agreement and Instruction start and end dates in the cells highlighted in yellow.																														Agreement Start		1

																																										Instruction Start		1

																		Notes on Program Dates																								Instruction End		1

								Proposed Agreement Start Date:										Agreement Start Date is the first day any work on the program begins. The Agreement Start Date should be at least 20 days from today's date. There should also be sufficient time between the Agreement Start Date and the Instruction Start Date for pre-instruction activities such as, planning, advertising, student and teacher recruitment, etc. 

Agreement End Date is the last day all work is completed, including but not limited to, closing ceremonies, wrap-up activities, etc. This usually takes approximately 1 month.

Proposed Agreement dates are not final until a fully signed Agreement is issued. A Provider MAY NOT incur costs before the start date of a fully signed Agreement nor after the Agreement end date. Opening and Closing Ceremonies must occur within the Agreement Dates.																								Agreement End		1

																																										Proposed Dates		Not Complete

										Estimated Start Date of 
Program Instruction:





										Estimated End Date of 
Program Instruction:



								Proposed Agreement End Date:



								*Total Agreement 
Duration:				



								*Total Instruction 
Duration:				

												*Auto calculated based on proposed dates.





						Proposed Program Timeline																																				Checklist		Incomplete = 1		Complete = 0



								Instructions:				In the cells highlighted in yellow, provide an estimated timeline of implementation activities and proposed instruction schedule below.

Note: Access activities should not interfere with students’ regular school classes, exams, or academic events.																														Start-up		1

																																										Opening Ceremony		1

								1. In chronological order, enter an estimated timeline below with general dates of program implementation activities. 																																		Initial Test		1

								Implementation Activity										Estimated Date(s) and/or Date Range(s)																								Intensive Sessions		1

								Agreement Start Date*
(No program activities or expenses may occur before the Agreement Start Date.)																																		Exit Test		1

								Program Start-up 
(Examples: Program planning, advertising, student/teacher recruitment, etc.)																																		Closing Ceremony		1

								Opening Ceremony																														once a week.				Close out activities		1

								Administer Initial Test																														twice a week.				Q2 A		1

								Instruction Start Date*																																		Q2 B		0

								Intensive Session(s) 
(List dates for all sessions. If there are no proposed sessions, enter "not applicable".)																														three times a week.				Timeline		Not Complete

								Instruction End Date*										

								Administer Exit Test 																														four times a week

								Closing Ceremony																														five times a week.

								Activities in preparation for Program Close out
(All program activities and expenses must occur before the Agreement End Date.)																														six times a week.

								Agreement End Date*																														everyday.

																								*Dates auto populate based on "Proposed Start and End Dates".



								2. Are there any planned breaks during the program when there will be no After School language instruction?																														Yes

																																						No

								If "Yes", please describe when (month and year) and why these breaks will occur.
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4. Program Staff

		Click Here to Return to Cover Sheet



				PROPOSED ACCESS TEACHERS AND PROGRAM STAFF



						Instructions:				In the cells highlighted in yellow, provide information on students, teachers, and other Access staff.





						Access Teachers and Instructional Staff																																Checklist		Incomplete = 1		Complete = 0



								1. Describe the process for selecting and recruiting teachers for the Access Program. How will the U.S. Embassy/Consulate/RELO be involved?																														Q1		1

																																						Q2		1

																																						Q3		1

								2. Describe the minimum required qualifications for teachers of the Access Program.
     Include:
     - Level English (reading, writing, and speaking)
     - Years of experience teaching English																														Q4		1

																																						Q5 A		1

																																						Q5 B		1		1		1

								3. Describe what procedures are in place to ensure that all teachers have adequate levels of English and pedagogical experience to teach in the proposed Access program.																														Q5 C		1		1		1

																																						Access Teachers		Not Complete



								4.  Describe the types of professional development that will be offered to the proposed Access Teachers.





								5.  Complete the information in the table below to estimate the number of hours of work that will be used in the program budget:



												Labor Category		Total Number of Teachers and Instructional Staff
 (All Sites)		Average Number
of Work Hours
 Per Staff, Per Week		Estimated Number of Weeks of Instructional Staff Work
(include After School, Enhancement, and
 Intensive Sessions)		Total Number of Work Hours
 (All Instructional Staff, All Sites)

												Teachers								0.00

												Teacher Assistants								0.00

												Other Instructional Staff								0.00

												Total 								0.00





						Administration Staff																										Drop down						Checklist		Incomplete = 1		Complete = 0



								1. Will the Access Administrator(s) or Coordinator(s) have sufficient English skills to complete Access reporting documents?														Total Number of Administration Staff Work Hours:										Yes						Q1		1

																																No

																																						Q2		1

								2. Enter the number of Administration Staff for all sites and complete the table below.														0.00

																																								Job title		"Other" Column		number of work hours		describe

								Job Title
(use the drop down menu)				Other Job Title		Average Number of Hours of Administrative Work
Per Staff, Per Week		Estimated Number
 of Weeks of Administrative Work
(Duration of the program) 		Total Number of 
Work Hours
 (All Administration Staff, 
All Sites)		Briefly Describe Job Responsibilities												Accountant						Q2.1		0		0		0		0

						1												0														Administrative Assistant						Q2.2		0		0		0		0

						2												0														Finance Manager						Q2.3		0		0		0		0

						3												0														Program Coordinator						Q2.4		0		0		0		0

						4												0														Program Director						Q2.5		0		0		0		0

						5												0														Office Manager						Q2.6		0		0		0		0

						6												0														Other						Q2.7		0		0		0		0

						7												0																				Q2.8		0		0		0		0

						8												0																				Q2.9		0		0		0		0

						9												0																				Q2.10		0		0		0		0

						10												0																				Q2.11		0		0		0		0

						11												0																				Q2.12		0		0		0		0

						12												0																				Q2.13		0		0		0		0

						13												0																				Q2.14		0		0		0		0

						14												0																				Q2.15		0		0		0		0

						15												0																				Q2.16		0		0		0		0

						16												0																				Q2.17		0		0		0		0

						17												0																				Q2.18		0		0		0		0

						18												0																				Q2.19		0		0		0		0

						19												0																				Q2.20		0		0		0		0

						20												0																				Q2.21		0		0		0		0

						21												0																				Q2.22		0		0		0		0

						22												0																				Q2.23		0		0		0		0

						23												0																				Q2.24		0		0		0		0

						24												0																				Q2.10		0		0		0		0

						25												0																				Q2.11		0		0		0		0

						26												0																				Q2.12		0		0		0		0

						27												0																				Q2.13		0		0		0		0

						28												0																				Q2.14		0		0		0		0

						29												0																				Q2.15		0		0		0		0

						30												0																				Q2.16		0		0		0		0

						31												0																				Q2.17		0		0		0		0

						32												0																				Q2.18		0		0		0		0

						33												0																				Q2.19		0		0		0		0

						34												0																				Q2.20		0		0		0		0

						35												0																				Q2.15		0		0		0		0

						36												0																				Q2.16		0		0		0		0

						37												0																				Q2.17		0		0		0		0

						38												0																				Q2.18		0		0		0		0

						39												0																				Q2.19		0		0		0		0

						40												0																				Q2.20		0		0		0		0

						41												0																				Q2.21		0		0		0		0

						42												0																				Q2.22		0		0		0		0

						43												0																				Q2.23		0		0		0		0

						44												0																				Q2.24		0		0		0		0

						45												0																				Q2.10		0		0		0		0

						46												0																				Q2.11		0		0		0		0

						47												0																				Q2.12		0		0		0		0

						48												0																				Q2.20		0		0		0		0

						49												0																				Q2.21		0		0		0		0

						50												0																				Q2.22		0		0		0		0

						51												0																				Q2.23		0		0		0		0

						52												0																				Q2.24		0		0		0		0

						53												0																				Q2.10		0		0		0		0

						54												0																				Q2.11		0		0		0		0

						55												0																				Q2.12		0		0		0		0

						56												0																				Q2.13		0		0		0		0

						57												0																				Q2.14		0		0		0		0

						58												0																				Q2.15		0		0		0		0

						59												0																				Q2.16		0		0		0		0

						60												0																				Q2.17		0		0		0		0

						61												0																				Q2.18		0		0		0		0

						62												0																				Q2.19		0		0		0		0

						63												0																				Q2.20		0		0		0		0

						64												0																				Q2.25		0		0		0		0

						65												0																				Proposed Access Program Staff		Not Complete



















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































&A	Page &P




5. After School Instruction

		Click Here to Return to Cover Sheet



				AFTER SCHOOL PROGRAM DETAILS
AND 
SITE INFORMATION



						Instructions:						In the cells highlighted in yellow, provide details about After School Instruction.



						After School Instruction																																						Checklist		Incomplete = 1		Complete = 0



								Definition																																				Q1		1

								After School Program
After School Instruction can occur before school, after school, or on weekends and generally takes place 1 to 5 days a week with each session typically lasting 1-3 hours per day. 																										once a week.										Q2		1

																																		twice a week. 										Q3		1

								1. For the duration of the program, how many total After School language instruction hours will each student receive? (Do not include hours for Enhancement Activities or Intensive Sessions.)																										three times a week.										Q4		1

																																		four times a week										Q5		1

								2. For the duration of the program, how many weeks of After School language instruction will students receive?																										everyday.										Q6		1

																																												Q7		1

								3. Describe a typical After School Program schedule. (Include what days After School Instruction will take place and the estimated time (e.g. 2:00 to 4:00pm) of instruction per day.) 																																				Q8		1

																																		once a week.										After School Instruction		Not Complete

																																		twice a week.

								4. Describe the pedagogical approach that will be used to teach Access students.

																																		once a week.

																																		twice a week.

								5. Describe, in detail, the process for selecting and recruiting students and how replacement students will be quickly and efficiently added to the program.

																																		once a week.



								6. Describe how students of different ages and language levels will be organized in the program.

																																		once a week.



								7. Describe how students will be motivated and encouraged to attend all Access sessions.

																																		once a week.



								7. Describe how parents/community will be informed and involved in the Access program.

																																		once a week.



								9. Describe how Access classes will be monitored and observed for quality assurance.

																																		once a week.







						After School Instruction Materials																																						Checklist		Incomplete = 1		Complete = 0



								1. Complete the sentence below using the drop down menu in the cell highlighted in yellow.																																				Q1		1



								The proposed program curriculum…																										is developed specifically for the Access Program.										Q2.1		1

																																		was previously designed for non-Access students.										Q2.2		0

								2. Enter the title and edition of the American English textbook(s) that will be used during the proposed Access Program.																																				Q2.3		0

								#		Textbook Title and Edition						Explain why this textbook was chosen.																												Q2.4		0

								1*																																				Q2.5		0

								2																																				Q3		1

								3																																				Q4 A		1

								4																																				Q4 B		0

								5																																				Instruction Materials		Not Complete

																						*At least one textbook title is required.



								3. Where will the textbooks be purchased? (Note: Photocopied textbooks are not allowed in Access Programs.)





								4. Will additional supplementary materials be purchased or used for the After School language instruction program?																										Yes

																																		No

								If "Yes", please list the types of supplementary materials below.







						Assessment Tools																																						Checklist		Incomplete = 1		Complete = 0



								1. Access Programs are required to have a pre-test (initial) and post-test (exit). Enter the name of the test that will be used for the proposed Access Program.																																				Q1		1

																																												Q2		1

																																												Q3		1

								2. Explain why this test was chosen for the proposed Access Program.																																				Q4		1

																																												Assessment Tools		Not Complete



								3. Describe how students will be assessed during the Access Program.
     Include:
     - The type of assessment tool(s) that will be used.
     - The frequency that students will be assessed.





								4. Describe the method(s) that will be used for tracking and recording students' progress.







						After School Site Location Table



								Instructions:

								Complete the table below for all After School Sites. DO NOT include Intensive Session or Enhancement Activity locations.





								SUMMARY TABLE*



										Total Number 
of Students:		0		Total Number of 
After School Sites:		0				Total Number of Groups:		0														Yes

																*The Summary Table will auto populate based on information entered below.																				No



								After School Program
City						Name(s) of Access Coordinator(s) Per Site		Proposed Number of Teachers Per Site		Proposed Number of Students 
per Site		Number of groups at per Site		Average per group (between 12-25)

								e.g.		New York City				John Smith		2		30		2		15																						Checklist		Incomplete = 1		Complete = 0

								1																																				Q1		1

								2																																				Q2		0

								3																																				Q3		0

								4																																				Q4		0

								5																																				Q5		0

								6																																				Q6		0

								7																																				Q7		0

								8																																				Q8		0

								9																																				Q9		0

								10																																				Q10		0

								11																																				Q11		0

								12																																				Q12		0

								13																																				Q13		0

								14																																				Q14		0

								15																																				Q15		0

								16																																				Q16		0

								17																																				Q17		0

								18																																				Q18		0

								19																																				Q19		0

								20																																				Q20		0

								21																																				Q21		0

								22																																				Q22		0

								23																																				Q23		0

								24																																				Q24		0

								25																																				Q25		0

								26																																				Q26		0

								27																																				Q27		0

								28																																				Q28		0

								29																																				Q29		0

								30																																				Q30		0

								31																																				Q31		0

								32																																				Q32		0

								33																																				Q33		0

								34																																				Q34		0

								35																																				Q35		0

								36																																				Q36		0

								37																																				Q37		0

								38																																				Q38		0

								39																																				Q39		0

								40																																				Q40		0

																																												After School Site Info		Not Complete
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6. Enhancement Activities

		Click Here to Return to Cover Sheet



				PROPOSED ENHANCEMENT ACTIVITIES



						Instructions:		In the cells highlighted in yellow, describe the proposed Enhancement Activities.



				Enhancement Activities



						Definitions

						Enhancement Activities
Enhancement Activities are in addition to regular After School classroom instruction. These activities are opportunities for students to practice their English and learn new skills. Enhancement Activities include Opening and Closing Ceremonies, Computer or Technology instruction, experiential learning activities that focus on U.S. Culture and Values, Professional Development, or Community Service.  																								Checklist		Incomplete = 1		Complete = 0



						1. For the duration of the program, how many total hours of Enhancement Activities will each student receive? 																								Q1		1



						2. For Opening and Closing Ceremonies, does the applicant organization plan to coordinate the events with the U.S. Embassy/Consulate?																				Yes				Q2.1		1

																										No



						If "No", please describe how the Opening and Closing Ceremonies will be organized.																								Q2.2		0

																														Q3		1



						3. Describe who will be invited to the Opening and Closing Ceremonies, besides American representatives from the U.S. Embassy/Consulate/RELO.																								Q4		1

																														Q5.1		1

																														Q5.2		1

						4. Access Programs should invite Americans to come and speak with Access students. Describe the plan for including American speakers into the proposed Access Program.
     Include:
     - The type of Americans who will be invited. (Example: U.S. Embassy/Consulate representative, RELO, English Language Fellow, Peace Corps Volunteer, etc.)
     - The frequency of visits to the program by an American.																								Q5.3		1

																														Q5.4		1

																														Q6		1

						5. Describe the proposed learning topics, skills, and types of activities per category and how the proposed activities contribute to Access Goals, as defined in the Access Requirements tab.																								Q7		0



						Computer/Technology Instruction																								Q8		0



						U.S. Culture & Values																								Q9		0



						Personal Development																								Q10.1		0



						Community Service Activities																								Q10.2		0

																														Q11		0



						6. Will any of the proposed activities require off-site travel?																								Q12		0

						If "Yes", please answer the questions below.																								Enhancement Activities		Not Complete



						7. Enter the estimated number of "off-site" activities that each
    group will take.





						8. Enter the estimated number of "off-site" activities that require 
an overnight stay?





						9. If there are activities that require an overnight stay, please describe the type of accommodation that will be provided for the students and teachers.







						10. Will students have travel/medical insurance for all field trips/excursions?





						If "No", please explain why students will not have travel/medical insurance for field trips.





						11. Describe how the applicant organization will address travel and medical emergencies.





						12. Describe the adults who will accompany each group of students.
     Include:
     - The type of adult(s). (Example: Teacher, Parent/Guardian, etc.) 
     - The number of adult(s) who will accompany each group of students.
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7. Intensive Sessions

		Click Here to Return to Cover Sheet



				PROPOSED INTENSIVE SESSION PROGRAM INFORMATION



						Instructions:						 In the cells highlighted in yellow, complete the table below with information about the proposed Intensive Session(s).



						Intensive Sessions



										Definition

										Intensive Session

										Intensive Sessions should be held at times when students are not normally in school, such as a winter or summer break, and are often 1-4 week long events. In Intensive Sessions, students attend the program between 3 to 8 hours per day, for multiple consecutive days. Additionally, Intensive Sessions may be held in the same location as the After School program (on-site), in a different location other than the After School program (off-site), or a combination of both on-site and off-site locations.																														Checklist		Incomplete = 1		Complete = 0

																																						Yes		Q1		1

										1. Does the proposed Access Program include planned Intensive Sessions?																												No		Q2		0

										If "Yes", please answer the questions and table listed below.																														Q3		0

																																								Q4		0

										2. For the duration of the program, how many total hours of Intensive Session Instruction will each student receive?																														Q5		0



										3. Describe the intensive session(s) that will be conducted during the program.																														Q6		0

																																								Q7		1



										4. Explain how these Intensive Sessions will contribute to Access Goals, as defined on the Access Requirements tab (Cell B7).																														Q8		1

																																								Q9		1



										5. Describe the adults who will accompany each group of students for the proposed Intensive Sessions.
     Include: 
      -The type of adult(s). (Example: Teacher, Parent/Guardian, etc.) 
      -The number of adult(s) who will accompany each group of students.																														Q10.1		1

																																								Q10.2		0

																																								Q11		1

										6. Will any of the proposed activities require off-site travel?				Yes																										Intensive Session Questions		Not Applicable

										If "Yes", please answer the questions below.



										7. Enter the estimated number of off-site Intensive Sessions that each  group will take.



										8. Enter the estimated number of off-site Intensive Sessions that require an overnight stay?



										9. Please describe the type of accommodation that will be provided for the students and teachers.





										10. Will travel/medical insurance be provided for students?



										If "No", please explain why students will not have travel/medical insurance for field trips.





										11. Describe how the applicant organization will address travel and medical emergencies.







						Intensive Sessions Table



														SUMMARY TABLE

														Number of Intensive Sessions:						0

														Number of Days of Intensive Sessions:						0

														Total Intensive Session Hours:
(Sum of Total Intensive Instruction Per Session)						0.0

														The Summary Table will update based on information entered below.



										Intensive Session Dates
(include month and year)		Location										Number of Days of Session 		Number of Hours per Day 
(Max: 8 hours)		Total Intensive Instruction Per Session

												Facility, Institution, Recreation Center				City				On-Site or 
Off-Site

								e.g.		May 2020 - June 2020		Clearwater Center				Miami				Off-Site		2		8		16.0												On-Site		Checklist		Incomplete = 1		Complete = 0

								1																														Off-Site		Q1		0

								2																																Q2		0

								3																																Q3		0

								4																																Q4		0

								5																																Q5		0

								6																																Q6		0

								7																																Q7		0

								8																																Q8		0

								9																																Q9		0

								10																																Q10		0

								11																																Q11		0

								12																																Q12		0

								13																																Q13		0

								14																																Q14		0

								15																																Q15		0

								16																																Q16		0

								17																																Q17		0

								18																																Q18		0

								19																																Q19		0

								20																																Q20		0

								21																																Q21		0

								22																																Q22		0

								23																																Q23		0

								24																																Q24		0

								25																																Q25		0

								26																																Q26		0

								27																																Q27		0

								28																																Q28		0

								29																																Q29		0

								30																																Q30		0

								31																																Q31		0

								32																																Q32		0

								33																																Q33		0

								34																																Q34		0

								35																																Q35		0

								36																																Q36		0

								37																																Q37		0

								38																																Q38		0

								39																																Q39		0

								40																																Q40		0

																																								Intensive Session Table		Not Applicable
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8. Summary

		Click Here to Return to Cover Sheet



				ACCESS PROGRAM PROPOSAL NARRATIVE SUMMARY
Program information will populate automatically with the information entered throughout the proposal application.



						Applicant Organization:		

						Country:		

																												Summary		Not Complete

						Enter the total award amount, 
as shown in the Cost Proposal Budget:								USD



						Cost per Student:						USD



				Program Dates										Total Hours Per Student

						Agreement Start Date: 										After School Instruction Hours:		0.0

						Instruction Start Date: 										Enhancement Activities Hours:		0.0

						Instruction End Date: 										Intensive Session Hours:		0.0

						Agreement End Date: 										Total Hours to be Received per Student:		0.0

						Agreement Duration:		



				Program Totals										Total Program Hours to be Delivered
(Hours Per Student x Total Number of After School Groups)

						Number of Approved Students:				0						After School Instruction Hours:		0.0

						Number of After School Sites:				0						Enhancement Activities Hours:		0.0

						Number of After School Groups:				0						Intensive Session Hours:		0.0

						Number of Intensive Sessions:				0						Total Program Hours to be Delivered:		0.0
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U.S. Embassy_Consulate & RELO

		Click Here to Return to Cover Sheet



				FOR U.S. EMBASSY/CONSULATE
AND OR REGIONAL ENGLISH LANGUAGE OFFICER (RELO)



								INSTRUCTIONS:				U.S. Embassy/Consulate/RELO: Complete the questions designated for Post and the Proposal Authorization before submitting the document to FHI 360



				Step 1: Questions for U.S. Embassy/Consulate/RELO Only																																						Checklist		Incomplete = 1		Complete = 0

																																										Q1		1

						Selection Process																																				Q2		1



								1. Using the drop down menu, describe how Post selected this Provider for an Access Program.																																Full and Open Competition 
(announced publicly through a call for proposals and selected by a panel)		Q4		1

																																								Limited Competition 
(with number of Post-identified providers submitted proposals and selected by panel)		Q4 Other		0

								2. Was the current Public Affairs Officer/Cultural Affairs Officer or RELO actively involved in the selection of this applicant organization?																																Sole-sourced 
(specific Access providers selected by Post)		Questions for Post Only		Not Complete





																																								Yes

						U.S. Embassy/Consulate/RELO Goals																																		No

								4. What are Post's primary goals for this Access Program?  Mark "X" to all that apply.



														Reach Key Populations										Youth Empowerment/Youth Leadership																X



														Reach Key Regions										Female Empowerment



														Foster Positive U.S. Relations										Socio-Economic Development



														Link to U.S. Exchange Opportunities										Teacher Development



														Promote U.S. Culture and Values										Economic Development



														Promote Democratic Values										Workforce Development



														Promote Racial and/or Religions Tolerance										Counter Violent Extremism



														Other



														If "Other", list goal.





				Proposal Authorizations from U.S. Embassy/Consulate/ RELO																																						Checklist		Incomplete = 1		Complete = 0

																																										Post Approval		1		Not Complete

						Step 2: 
U.S. Embassy/Consulate/RELO's Proposal Authorization														Step 3: 
U.S. Embassy/Consulate/RELO's Comments																						Post Approval "Other"		N/A

																																										RELO Approval		Not Complete

								Mandatory Requirements for Post												(Optional)

								1. Collect, review, and approve proposals, reports, and alumni data for all Access programming for this provider.



								2. Approve the selection of participants for this program. 



								3. Ensure Post participation in at least one enhancement activity.



								4. Monitor and oversee this local Access Program.



								5. Conduct at least one site visit to this program each year and submit completed site visit checklist or other evaluation documents.



								6. Provide certificates signed by the U.S. Ambassador or other U.S. Embassy/Consulate Officer to the students at the beginning and end of the Access Program.





								I confirm that the U.S. Embassy/Consulate/RELO  listed below commits to fulfill  the Mandatory Requirements for Post.





								U.S. Embassy/Consulate/RELO





								"Other" U.S. Embassy/Consulate/RELO





								Post Representative Authorized to Approve this Proposal 
(American Officer's Name)





								Job Title:



								"Other" Job Title:																														Approved



								Proposal Approval:



								Date of Approval:

										MM/DD/YYYY







																																								Other		Other		Regional English Language Officer

																																								Acting Cultural Affairs Officer (A/CAO)		Acting Cultural Affairs Officer (A/CAO)		Acting Cultural Affairs Officer (A/CAO)

																																								Acting Public Affairs Officer (A/PAO)		Acting Public Affairs Officer (A/PAO)		Acting Public Affairs Officer (A/PAO)

																																								Assistant Cultural Affairs Officer (ACAO)		Cultural Affairs Officer		Assistant Cultural Affairs Officer (ACAO)

																																								Assistant Public Affairs Officer		Deputy Chief of Mission		Assistant Public Affairs Officer

																																								Consul General		Deputy Cultural Affairs Officer 		Consul General

																																								Consular Chief		Public Affairs Officer		Consular Chief

																																								Cultural Affairs Assistant		Public Diplomacy Officer		Cultural Affairs Officer

																																								Cultural Affairs Officer				Deputy Chief of Mission

																																								Deputy Chief of Mission				Deputy Cultural Affairs Officer 

																																								Deputy Cultural Affairs Officer 				Information Officer

																																								Information Officer				Public Affairs Counselor

																																								Public Affairs Counselor				Public Affairs Officer

																																								Public Affairs Officer				Public Diplomacy Officer

																																								Public Diplomacy Associate				Other

																																								Public Diplomacy Officer

																																								Regional English Language Officer

																																								Regional English Language Officer Assistant







																																								City		Country		Other

																																								Abidjan		Côte d’Ivoire		Abidjan, Côte d’Ivoire

																																								Abu Dhabi		United Arab Emirates		Abu Dhabi, United Arab Emirates

																																								Abuja		Nigeria		Abuja, Nigeria

																																								Accra		Ghana		Accra, Ghana

																																								Addis Ababa		Ethiopia		Addis Ababa, Ethiopia

																																								Algiers		Algeria		Algiers, Algeria

																																								Almaty		Kazakhstan		Almaty, Kazakhstan

																																								Amman		Jordan		Amman, Jordan

																																								Ankara		Turkey		Ankara, Turkey

																																								Antananarivo		Comoros		Antananarivo, Comoros

																																								Antananarivo		Madagascar		Antananarivo, Madagascar

																																								Apia		Samoa		Apia, Samoa

																																								Ashgabat		Turkmenistan		Ashgabat, Turkmenistan

																																								Asmara		Eritrea		Asmara, Eritrea

																																								Astana		Kazakhstan		Astana, Kazakhstan

																																								Asunción		Paraguay		Asunción, Paraguay

																																								Baghdad		Iraq		Baghdad, Iraq

																																								Baku		Azerbaijan		Baku, Azerbaijan

																																								Bamako		Mali		Bamako, Mali

																																								Bangkok		Thailand		Bangkok, Thailand

																																								Bangui		Central African Republic		Bangui, Central African Republic

																																								Banjul		The Gambia		Banjul, The Gambia

																																								Beijing		China		Beijing, China

																																								Beirut		Lebanon		Beirut, Lebanon

																																								Belgrade		Serbia		Belgrade, Serbia

																																								Belmopan		Belize		Belmopan, Belize

																																								Belo Horizonte		Brazil		Belo Horizonte, Brazil

																																								Berlin		Germany		Berlin, Germany

																																								Bishkek		Kyrgyzstan		Bishkek, Kyrgyzstan

																																								Bogotá		Colombia		Bogotá, Colombia

																																								Brasilia		Brazil		Brasilia, Brazil

																																								Brazzaville		Republic Of Congo		Brazzaville, Republic Of Congo

																																								Brussels		Belgium		Brussels, Belgium

																																								Bucharest		Romania		Bucharest, Romania

																																								Budapest		Hungary		Budapest, Hungary

																																								Buenos Aires		Argentina		Buenos Aires, Argentina

																																								Bujumbura		Burundi		Bujumbura, Burundi

																																								Cairo		Egypt		Cairo, Egypt

																																								Caracas		Venezuela		Caracas, Venezuela

																																								Chengdu		China		Chengdu, China

																																								Chennai		India		Chennai, India

																																								Chisinau		Moldova		Chisinau, Moldova

																																								Ciudad Juárez		Mexico		Ciudad Juárez, Mexico

																																								Colombo		Sri Lanka		Colombo, Sri Lanka

																																								Conakry		Guinea		Conakry, Guinea

																																								Cotonou		Benin		Cotonou, Benin

																																								Dakar		Guinea-Bissau		Dakar, Guinea-Bissau

																																								Dakar		Senegal		Dakar, Senegal

																																								Damascus		Syria		Damascus, Syria

																																								Dar es Salaam		Tanzania		Dar es Salaam, Tanzania

																																								Dhaka		Bangladesh		Dhaka, Bangladesh

																																								Dili		Timor-Leste		Dili, Timor-Leste

																																								Djibouti		Djibouti		Djibouti, Djibouti

																																								Doha		Qatar		Doha, Qatar

																																								Dushanbe		Tajikistan		Dushanbe, Tajikistan

																																								Freetown		Sierra-Leone		Freetown, Sierra-Leone

																																								Gaborone		Botswana		Gaborone, Botswana

																																								Guadalajara		Mexico		Guadalajara, Mexico

																																								Guangzhou		China		Guangzhou, China

																																								Guatemala City		Guatemala		Guatemala City, Guatemala

																																								Hanoi		Vietnam		Hanoi, Vietnam

																																								Harare		Zimbabwe		Harare, Zimbabwe

																																								Havana		Cuba		Havana, Cuba

																																								Hermosillo		Mexico		Hermosillo, Mexico

																																								Ho Chi Minh City		Vietnam		Ho Chi Minh City, Vietnam

																																								Hyderabad		India		Hyderabad, India

																																								Islamabad		Pakistan		Islamabad, Pakistan

																																								Jakarta		Indonesia		Jakarta, Indonesia

																																								Jerusalem		West Bank And Gaza		Jerusalem, West Bank And Gaza

																																								Jerusalem		Israel		Jerusalem, Israel

																																								Juba		South Sudan		Juba, South Sudan

																																								Kabul		Afghanistan		Kabul, Afghanistan

																																								Kampala		Uganda		Kampala, Uganda

																																								Karachi		Pakistan		Karachi, Pakistan

																																								Kathmandu		Nepal		Kathmandu, Nepal

																																								Khartoum		Sudan		Khartoum, Sudan

																																								Kigali		Rwanda		Kigali, Rwanda

																																								Kinshasa		Democratic Republic Of Congo		Kinshasa, Democratic Republic Of Congo

																																								Kolkata		India		Kolkata, India

																																								Kuala Lumpur		Malaysia		Kuala Lumpur, Malaysia

																																								Kuwait City		Kuwait		Kuwait City, Kuwait

																																								Kyiv		Ukraine		Kyiv, Ukraine

																																								La Paz		Bolivia		La Paz, Bolivia

																																								Lahore		Pakistan		Lahore, Pakistan

																																								Libreville		Sao Tome & Principe		Libreville, Sao Tome & Principe

																																								Libreville		Gabon		Libreville, Gabon

																																								Lilongwe		Malawi		Lilongwe, Malawi

																																								Lima		Peru		Lima, Peru

																																								Lomé		Togo		Lomé, Togo

																																								Luanda		Angola		Luanda, Angola

																																								Lusaka		Zambia		Lusaka, Zambia

																																								Madrid		Spain		Madrid, Spain

																																								Malabo		Equatorial Guinea		Malabo, Equatorial Guinea

																																								Managua		Nicaragua		Managua, Nicaragua

																																								Manama		Bahrain		Manama, Bahrain

																																								Manila		Philippines		Manila, Philippines

																																								Maputo		Mozambique		Maputo, Mozambique

																																								Maseru		Lesotho		Maseru, Lesotho

																																								Matamoros		Mexico		Matamoros, Mexico

																																								Mbabane		Swaziland		Mbabane, Swaziland

																																								Merida		Mexico		Merida, Mexico

																																								Mexico City		Mexico		Mexico City, Mexico

																																								Minsk		Belarus		Minsk, Belarus

																																								Monrovia		Liberia		Monrovia, Liberia

																																								Monterrey		Mexico		Monterrey, Mexico

																																								Montevideo		Uruguay		Montevideo, Uruguay

																																								Moscow		Russia		Moscow, Russia

																																								Mumbai		India		Mumbai, India

																																								Muscat		Oman		Muscat, Oman

																																								Nairobi		Somalia		Nairobi, Somalia

																																								Nairobi		Kenya		Nairobi, Kenya

																																								Ndjamena		Chad		Ndjamena, Chad

																																								New Delhi		India		New Delhi, India

																																								Niamey		Niger		Niamey, Niger

																																								Nicosia		Cyprus		Nicosia, Cyprus

																																								Nouakchott		Mauritania		Nouakchott, Mauritania

																																								Ouagadougou		Burkina Faso		Ouagadougou, Burkina Faso

																																								Panama City		Panama		Panama City, Panama

																																								Paramaribo		Suriname		Paramaribo, Suriname

																																								Paris		France		Paris, France

																																								Peshawar		Pakistan		Peshawar, Pakistan

																																								Phnom Penh		Cambodia		Phnom Penh, Cambodia

																																								Podgorica		Montenegro		Podgorica, Montenegro

																																								Port Louis		Seychelles		Port Louis, Seychelles

																																								Port Louis		Mauritius		Port Louis, Mauritius

																																								Port-au-Prince		Haiti		Port-au-Prince, Haiti

																																								Porto Alegre		Brazil		Porto Alegre, Brazil

																																								Praia		Cape Verde		Praia, Cape Verde

																																								Pretoria		South Africa		Pretoria, South Africa

																																								Pristina		Kosovo		Pristina, Kosovo

																																								Quito		Ecuador		Quito, Ecuador

																																								Rabat		Morocco		Rabat, Morocco

																																								Rangoon		Burma		Rangoon, Burma

																																								Recife		Mexico		Recife, Mexico

																																								Recife		Brazil		Recife, Brazil

																																								Rio de Janeiro		Brazil		Rio de Janeiro, Brazil

																																								Riyadh		Saudi Arabia		Riyadh, Saudi Arabia

																																								San José		Costa Rica		San José, Costa Rica

																																								San Salvador		El Salvador		San Salvador, El Salvador

																																								Sana'a		Yemen		Sana'a, Yemen

																																								Santiago		Chile		Santiago, Chile

																																								Santo Domingo		Dominican Republic		Santo Domingo, Dominican Republic

																																								São Paulo		Brazil		São Paulo, Brazil

																																								Sarajevo		Bosnia and Herzegovina		Sarajevo, Bosnia and Herzegovina

																																								Seoul		South Korea		Seoul, South Korea

																																								Shanghai		China		Shanghai, China

																																								Shenyang		China		Shenyang, China

																																								Skopje		Macedonia		Skopje, Macedonia

																																								Sri Lanka		Maldives		Sri Lanka, Maldives

																																								Suva		Fiji		Suva, Fiji

																																								Tallinn		Estonia		Tallinn, Estonia

																																								Tashkent		Uzbekistan		Tashkent, Uzbekistan

																																								Tbilisi		Georgia		Tbilisi, Georgia

																																								Tegucigalpa		Honduras		Tegucigalpa, Honduras

																																								Tijuana		Mexico		Tijuana, Mexico

																																								Tirana		Albania		Tirana, Albania

																																								Tirana		Iran		Tirana, Iran

																																								Tripoli		Libya		Tripoli, Libya

																																								Tunis		Tunisia		Tunis, Tunisia

																																								Ulaanbaatar		Mongolia		Ulaanbaatar, Mongolia

																																								Vientiane		Laos		Vientiane, Laos

																																								Windhoek		Namibia		Windhoek, Namibia

																																								Wuhan		China		Wuhan, China

																																								Yaoundé		Cameroon		Yaoundé, Cameroon

																																								Yerevan		Armenia		Yerevan, Armenia
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				NARRATIVE PROPOSAL CHECKLIST



						Proposal Section		Section Completed?		Link to 
Proposal Section 		See Comments Tab

						1. Access Requirements

						Quality Control Questions		Not Complete		Click here to complete.								Yes				1

						Explanation for Exceptions		Not Applicable		Click here to complete.								No				1

						2. Applicant Organization
Contact Information & Capacity

						Contact Information		Not Complete		Click here to complete.												1

						Background		Not Complete		Click here to complete.												1

						Financial Management		Not Complete		Click here to complete.												1

						Alumni Question		Not Applicable		Click here to complete.												1

						3. Program Timeline

						Proposed Start and End Dates		Not Complete		Click here to complete.												1

						Proposed Program Timeline		Not Complete		Click here to complete.												1

						4. Proposed Program Staff

						Access Teachers		Not Complete		Click here to complete.												1

						Administration Staff		Not Complete		Click here to complete.												1

						5. After School Program Information

						After School Instruction		Not Complete		Click here to complete.												1

						After School Instruction Materials		Not Complete		Click here to complete.												1

						Assessment Tools		Not Complete		Click here to complete.												1

						After School Site Location Table		Not Complete		Click here to complete.												1

						6. Proposed Enhancement Activities

						Enhancement Activities		Not Complete		Click here to complete.												1

						7. Proposed Intensive Session Program Information

						Intensive Sessions		Not Applicable		Click here to complete.												1

						Intensive Sessions Table		Not Applicable		Click here to complete.												1

						8. Summary

						Total Award Amount		Not Complete		Click here to complete.												1

						For U.S. Embassy/Consulate/ RELO														Total applicant		18

						Questions for Post Only		Not Complete		Click here to complete.												Incomplete

						Post Approval		Not Complete		Click here to complete.
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