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 (SOIs) 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 29, 2018. 

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 25-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. 

PAS is seeking in-country educational service providers to implement three Access-related programs, which include: 
1. A traditional two-year English language and cultural awareness Access Program for disadvantaged youth 
2. A teacher training program
3. An Access alumni engagement program in selected Afghan communities  

Selected implementers will act as sub-grantees or contractors to FHI360, the NGO awarded the U.S. Department of State, Bureau of Educational and Cultural Affairs, Office of English Language Programs cooperative agreement to administer the Access Program in Afghanistan. 

Applicants may submit a proposal to implement one or more programs.  

Details of the Programs: 
1. Traditional Access Program; ceiling amount is $105,000 

The Access Program is a high-profile public diplomacy initiative that provides participating U.S. embassies an opportunity to demonstrate the United States’ dedication to education and mutual understanding.  This microscholarship provides a foundation of English language and computer skills to economically disadvantaged 13- to 25-year-old students through a cost-effective program of at least 360 hours of instruction.  The Access Program gives the students skills that lead to improved educational prospects and career opportunities.  More than 7,633 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, the following requirements hold for programs worldwide: 
· Access Program curricula must include enhancement activities, such as cultural, 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.
· Access students receive a Certificate of Award and Certificate of 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 alumni data.

In addition, Access Providers will:
· Use educational materials such as the National Geographic series and materials.  Please click on NGL.Cengage.com/ELT for more information about National Geographic materials.
· Provide an Access Program to approximately 100 to 125 gender-balanced students from disadvantaged communities. 
· Implement the program in public schools, madrassas, orphanages, or similar locations in the provinces and/or Kabul city.  The U.S. Embassy will have final approval of proposed locations. 

2. Teacher Training Program for Current Access Teachers; ceiling amount is $60,000

The purpose of the Teacher Training Program is to enhance the English language teaching capacity of Access teachers/teacher assistants and to introduce new and updated English language materials to Access teachers.  For the purpose of preparing the statement of interest, providers should assume that a minimum of five training programs will be conducted for 20 Access teachers/assistant teachers during each session.  Afghan trainers will lead the program.  Each training program will take place over a minimum of five days in Kabul. 

In close coordination with the U.S. Embassy and the current Access program providers, the implementing partner for the Access Teacher Training Program will:
· Recruit Afghan trainers to facilitate the minimum five programs. 
· Arrange the teacher training programs and schedules for a gender-balanced selection of 100 Access teachers from Kabul and the provinces.  Training programs and schedules should be based on current teaching needs and implemented in a way that does not disturb the progress of Access classes. 
· Arrange for training to be held in a secure and convenient location in Kabul. 
· Provide Kabul accommodation and all meals for teachers traveling from the provinces.
· Provide lunch for teachers from Kabul province.
· Arrange the travel expenditures (air or ground transportation) for teachers traveling to and from provinces outside of Kabul.
· Ensure local transportation to and from training locales for trainee participants so that all sessions keep to a timely schedule. 
· Facilitate visits to the U.S. Embassy as required or needed.

3. Access Alumni Engagement; ceiling amount is $30,000

The implementing partner for the Access Alumni Engagement Program will coordinate activities to build a sustainable alumni network over a two-year period from 2018 to 2020.  Specifically, the implementing partner will coordinate workshops for graduates of Access Programs completed in 2014 or later.  The workshops should be organized in consultation with prior Access coordinators and ideally conducted in the location of the prior programs.  Implementing partner staff will design, write, and distribute a newsletter; follow up with alumni on a regular basis through email and phone; create and coordinate Access Facebook pages; and encourage participants to coordinate talks and meetings within their communities and schools. 

In close coordination with the U.S. Embassy and the current Access Program providers, the implementing partner for the Access Alumni Engagement Program will:
· Identify and create an Alumni database.
· Complete an online survey and needs assessment of Access alumni.

Key Roles of Partner Organizations (in-country educational service providers) 

The in-country educational service provider (partner NGO/institution) should select a beneficiary organization(s) and location(s) where, if selected, it will implement the Access Program.  PAS will consider proposals for Access Programs in provinces and Kabul city.  Applicants may propose to implement the program in one or more of these locations. 

 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 results in gender balance in classes and/or across the program.
· Administration of the program, 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. 
· Purchasing and distributing the prescribed textbooks and selected materials for the use of Access students.  Each student should receive his/her own new book.
· Providing, whenever possible, computer instruction to complement English language instruction and enhancement activities.
· Ensuring the completion of the student record enrollment form and developing 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.
· Providing, as needed and when possible, free of charge classroom space for Access Program instruction or activities.  
· 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.
· Obtaining, when needed, video and photo release forms for Access Program participants.

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.

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.
· Participation 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 of quarterly narrative and financial reports as well as alumni data to the partner organizations (in-country educational service provider).  The U.S. Embassy will inform applicants of the reporting schedule.

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 with their proposal, such as their official NGO registration.  Applications that do not include proof of non-profit status will not be considered.  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 experience in implementing donor-funded projects in the field of education, especially in English language and computer training programs. 
· 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 previous English teaching experience to successfully implement the program 
· Cost-effectiveness, cost competitiveness, and best value for services as demonstrated in the financial proposal 

The U.S. Embassy shall at all times maintain control and direction over the scope of work being performed under this agreement and reserves the right to change the scope of work and to adjust specific tasks within the work plan to be performed by the NGO.  At the discretion of the U.S. Embassy, all proposals may be suspended or rejected at any time.

SUBMISSION INFORMATION 

Award Period:  24 month
Proposal Deadline:  All proposals must be received on or before April 29, 2018, at 11:59 p.m. Kabul time.  Proposals received after 11:59 p.m. will be ineligible for consideration. Applicants are encouraged to begin the application process early, as this will allow time to address any technical difficulties that may arise in advance of the deadline.  There will be no exceptions to this application deadline. 

Question Deadline:  For questions on this solicitation, please email PAS’s English Language Programs Unit at KabulPASEngLangProg@state.gov (preferred method of communication). 
Questions must be received on or before April 21, 2018, at 11:59 p.m. Kabul time.  All responses will be posted no later than April 23, 2018, at 11:59 p.m. Kabul time.

Application Submission Process: Applicants must submit all proposal materials electronically to KabulPASEngLangProg@state.gov by the deadline stated above.  Proposals must include: 
· Letter of intent (template attached) 
· Budget (template attached)
· Proof of the applicant’s non-profit status 
· The specific program for which the applicant would like to be considered (“Traditional Access Program,” “Teacher Training Program,” or “Alumni Engagement Program”) in the subject line of the submission email

Important Documents for Your Application: 
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About the Access Proposal Template

These guidelines cover the sections of the FY17 Proposal template completed by Providers. Below is a list of recent
significant changes to the proposal template:

1) The Agreement will be issued to the Provider’s full, legal (registered trade) name. Please ensure this name is

2)

3)

4)

used when completing the FY17 Proposal templates. See Step 2 for more instructions.

Note: The Provider Signatory Contact should also be aware that the beneficiary name listed on the bank
account for payments for the program must match the institution name that is entered in the proposal.
Any differences between institution name and bank beneficiary name will need to be explained and
approved by U.S. Department of State.

Each worksheet contains a red box at the top of the page that provides key questions regarding the
completion of each step. Please review the questions in this box and click the checkbox before moving on to the
next step.

On the Summary worksheet, there is a place to enter the exchange rate that was used to convert the budget
into US Dollars.

In keeping with last year’s Proposal template, in addition to Total Instruction Hours per Student, the template
also calculates the Total Instruction Hours Delivered by the Provider. Below are examples that demonstrate
the calculations:

Example 1: Provider has a program with 1 group of 15 students. Each student is to receive 360 hours of
instruction in the After-School Program and 0 hours of instruction in Intensive Sessions. Total Instruction
Hours per Student is 360 and Total Instruction Hours Delivered by the Provider is 360.

Example 2: Provider has a program with 5 groups of 10 students for a total of 50 students. Each student
is to receive 360 hours of instruction in the After-School Program and 0 hours of instruction in Intensive
Sessions. Total Instruction Hours per Student is 360 and Total Instruction Hours Delivered by the
Provider is 1,800 (5 x 360).





Proposal Process
Please see below the visual of the Proposal process.

STEP 1:

Provider completes the Proposal with all
required information and sends it to Post
(U.S. Embassy/Consulate)

4

STEP 2:

Post and RELO review and sign the
Proposal prior to submission to ECA and
FHI 360

|

STEP 3:

FHI 360 receives the Proposal from RELO.
FHI 360 reviews Proposal and
communicates with Post to clarify any
information

i

STEP 4:

Once the Proposal is completed, FHI 360
forwards the Proposal to ECA for
approval

i

STEP 5:

ECA approves the Proposal and
authorizes the agreement set-up process






Navigation and Printing
Navigating Between Worksheets and Within a Worksheet

e To zoom in or zoom out of a worksheet, move the cursor in the bottom right corner of the workbook.
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e Before moving to the next Step in the workbook, review the questions listed under CHECK in the red panel at the
top of the page. If all necessary fields have been correctly entered, click the check box.

Is Step 1 complete?

CHECK:
- Are all the Quality Control Requirements answered "Yes" or "No"?
- If "No" is the answer for any Quality Control Requirement , is an explanation entered in the textbox for Question #27?

Check the box when Step 1 is completd.

e When the check box has been clicked, a blue box will appear. Click the blue box to move to the next Step.

Is Step 1 complete?

CHECK:

- Are all the Quality Control Requirements answered "Yes" or "No"? .
S e . i ._ . . e PR Click to go to Step 2!
- If "No" is the answer for any Quality Control Requirement , is an explanation entered in the textbox for Question #

Check the box when Step 1 is complete.

e C(Click the worksheet name at the bottom of the workbook to return to any previous step. To move to another
sheet within the workbook, click on the selected tab at the bottom of the workbook.

» Instructions Step 1-Access Requirements Step 2-Provider Info Step 3-Program Info

—






Types of Text

e RED text - Indicates primary instructions the Provider should read and follow to fill out the Proposal.
e GRAY text - Expands on red instructions and offers additional guidance.

Types of Fields

° cells are fields where Providers will enter information.
e RED asterisks (*) indicate REQUIRED FIELDS.

In-Country Provider Information

) [123 Main Street
Address Lire 1%:

e Cells with arrows | ™ | indicate a dropdown where Providers will select specific information.

Dr.
Salutation*:

e GRAY fields are auto-populated based on previously information the Provider has entered. These cells are
locked and cannot be edited.

However, Providers should review GRAY cells for accuracy and update relevant cells, if needed.

SUMMARY: Proposed Intensive Session
Number of Intensive Sessions: 2
Number of Intensive Session Days: 15
Total Intensive Instruction Hours to be Delivered: 75

o [:JW.Xdq space is the boundary of each sheet. This indicates there are no further questions on the worksheet to
respond to before moving on to the next step.

Is Step 1 complete?

Boundary of sheet.

Officer.

celve a Certificate of Completion signed by U.5. Ambassador or other U.5. Embassy/

The Provider acknowledges that the MANIMUM PAsSIng grace and maninm passing auendance for Access students (s 70%,

2. Provide it any of the quality r d"wa".






Printing the Workbook

e The Proposal is formatted to be printer-friendly. To print a hardcopy for reference, open print options and
select print entire workbook. This will print every step of the Proposal as one file.

©

New X -
fm) Copies: |1 .
Open =
Print
Save
Save As Printer
X DC_FindMe_Print on DCAP...
Print £~ LT
- Ready: 33 documents waiting
ez Printer Properties
tinme
Export Spt =
I;I Print Entire Workbook
Publish Print the entire workbook
Clase Pages -t -
|j Print on Both Sides
4 Flip pages on long edge
Account ||=|:|-|=|:| Collated
123 123 123
Feedback
‘mw—  NoStaples -

Options






Step 1 — Access Requirements
Mandatory Requirement Statements

e Carefully read each Access Program quality control requirements and choose "Yes" or "No" from the drop-down
menu to signify that the Provider understands and agrees to the terms.

Access Handbook Review

| The Provider has received and reviewed a copy of the Official Access Handbook.
Yes
Mo

Explanation (/f Applicable)

e Any statements answered as "No" require further explanation in the textbox at the bottom of the page in cell
B65. Text may be typed directly into the textbox or copied and pasted from another document.

Review for Completion

A. Review the questions listed under CHECK in the red panel at the top of the page. If all necessary fields have been
correctly entered, click the check box.

B. When the check box has been clicked, a blue box will appear. Click the blue box to move to Step 2.

Click to go to Step 2!






Step 2 —Provider Information
Provider Organization Information

A. The Provider institution name MUST be the full, legal (registered trade) name. If the proposal is approved,
all official paperwork signed for the program will be issued to the name entered in this step of the proposal.

B. By selecting “Certified” from the drop-down arrow, the Provider Signatory Contact certifies that the
institution name entered is the organization’s full, legal (registered trade) name.

Provider Name Certification:

Provider Signatory Contact certifies that the
- pvider's full, legal {registered trade) name
iligad above.

Certified

Note: The beneficiary name listed on the bank account for payments for the Access program must match the
institution name that is entered in the proposal. Any differences between institution name and bank beneficiary
name will need to be explained and approved by U.S. Department of State.

C. From the drop- down arrow, select the Provider’s status. Definitions of each status are provided.

Provider Status: (see definitions in dropdown choices)

Past Access Provider
(Provider's Access Programs are all closed.) -

Past Access Provider{Provider's Access Programs are all closed.)
Current Access Provider(Provider currently has an Active Access Program.
Mew Access Provider(Provider has not had an Access Program before.)

In-Country Provider Information

e Enter the physical in-country address of the Provider organization, and not a P.O. box address.

e If the Provider organization has headquarters in another country or location, please enter that information
under Headquarter Provider Information.

Provider Signatory Contact & Secondary Provider Contact

e Enter the contact information for the person who is authorized to sign contracts on behalf of the institution.
This person will be the signatory listed in the Agreement.

e Itis also required to provide information for a Secondary Provider Contact.





Headquarter Provider Information & Provider Headquarter Contact (/f applicable)

o  Only complete this section if the provider has a headquarters or main office that is different from the in-country
address of the Provider organization.

Provider Background

e For Questions 2 and 3, text may be typed directly into the box or Copy/Pasted. To Copy/Paste text, first double
click in the box below and then choose Paste. To delete text, use Backspace. To add a line between paragraphs,
use Alt + Enter.

Review for Completion

A. Review the questions listed under CHECK in the red panel at the top of the page. If all necessary fields have been
correctly entered, click the check box.

B. When the check box has been clicked, a blue box will appear. Click the blue box to move to Step 3.

Click to go to Step 3!
b





Step 3 — Program Information
Proposed Start and End Date:

e Read each section carefully and enter the requested information in the highlighted cells for Questions 1-4.
e Please enter the appropriate dates as “Month Day, Year” or “MM/DD/YYYY.”

e Pay special attention to the detailed questions in BLACK text, requested information in RED text, as well as the
notes in GRAY text.

Proposed Start and End Dates

What is the estimated start date? (Start date is first day any What is the estimated end date? (End date is last day alf work is
work begins including, but not limited to, planning, advertising, completed including, but not fimited to, certificate ceremonies,
recruitment, instruction, etc.) wrap-up activities, etc.)

1. Proposed Agreement Start Date: |Januar\f 15, 2019 2. Proposed Agreement End Date: |December 31, 2020
Note: Proposed Agreement start and end dates are not final until a fully signed Agreement is issued

Provider may not incur any costs before the start date of a fully signed Agreement nor after the Agreement end date

What is the estimated date instruction will begin? What is the estimated date instruction will end?

3. Proposed Instruction Start Date: February 15, 2019 4. Proposed Instruction End Date: December 1, 2020

Note: Students cannot be younger than 13 or older than 25 as of the Instruction Start Date above

Distinguishing Features and Computer Instruction:
e For Questions 5 and 6, select YES or NO from the drop-down arrow next to each highlighted box.

Distinguishing Features

5. Choose "Yes" or "No" from the drop down menu to indicate if one or both of the following features will exist in the program.

[v oposed program exclusively designed for Access students.

Yes ]
m- posed program designed for Access students and students from the Provider's regular classes.

Textbook Information

e For Questions 7 and 8, provide the titles of the textbooks that will be used during the proposed Access Program
and explanation into the textboxes.

Review for Completion

A. Review the questions listed under CHECK in the red panel at the top of the page. If all necessary fields have been
correctly entered, click the check box.

B. When the check box has been clicked, a blue box will appear. Click the blue box to move to Step 4.

Click to go to Step 4!
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Step 4 —After School Instruction Hours and Site Location Information
DO NOT include information about Intensive Sessions in Step 4.

After School Program Instruction Hours:

A. For Question 1, read the question carefully and choose an answer from the dropdown menu:
“YES” If your program will have After School Sessions, continue to Question 2
“NO” If your program consists of Intensive Sessions only, then click on the blue box which says “Click to
go to Step 6!”

1. Will there be After School Session|(s)?

Mo

145

B. For Question 2, enter the Total After School Instruction Hours for:
e General Class Instruction
e Computer Instruction
e Enhancement and Community Service Activities.

In addition, enter the Total Number of Weeks for the duration of the program.

C. For each After School Site, in Question 3 enter:
e After School Program Facility Name
e After School Program City
e If Provider Facility used for Instruction?
e Proposed Number of Students at Each Site
e Number of Groups at Each Site

See completed example:

Provider Proposed Number of Average
umber o
After School Program After School Program Facility used for| Mumber of z per group
- . roups a
Facility Name City Instruction? Students at e hp‘j't (between
each Site
check if yes each Site 12-25)
= English Language Center [ Provider Facility 30 2 15
1 Community Center Pleasantville [+ Prowidder Eacity B0 n 0
N English Academy Centerville [ Provider Facilty % a o
Helpful Tips:

o A Provider may have more than one group at each After School site.

Classes must have 12-25 students per group. If the number is outside the 12-25 range, the number will automatically
turn red.

o If one group uses multiple After School Facilities, only list one as an After School Site.
Example: If the same group of students regularly attends “Facility A” on Tuesdays and Wednesdays and attends

“Facility B” on Sundays, the Provider would list only “Facility A” in the After School table because it is the primary
place where After School instruction is held.

11





Verify Numbers in SUMMARY Table
e No data entry is required; this table automatically populates. If the summary is incorrect, review the data
entered below and updated as needed.

SUMMARY
Total Number of Students: a0
Total Number of After School Site Locations: 2
Total Number of Groups: Z
After School Instruction Hours Per Group (Cell D13): 355.0
Total After School Instruction Hours Delivered: 7100

Review for Completion

A. Review the questions listed under CHECK in the red panel at the top of the page. If all necessary fields have been
correctly entered, click the check box.

B. When the check box has been clicked, a blue box will appear. Click the blue box to move to Step 5.

Stop! Click to go to Step 5!

12





Step 5 — After School Program

After School Program Description

e For Questions 1-3, describe the proposed After School Program by entering information in the highlighted
textbox. Text can be manually entered or copied and pasted from a different document.

Please be sure to include the following information:

e Description of class schedule.

e Description of the recruitment and selection process

e Types of activities.

e Other distinguishing features of the After School Program.

e Topics relating to U.S. Culture and Values, Personal Development, Enhancement Activities, and
Community Service Activities.

Review for Completion

A. Review the questions listed under CHECK in the red panel at the top of the page. If all necessary fields have been
correctly entered, click the check box.

B. When the check box has been clicked, a blue box will appear. Click the blue box to move to Step 6

Click to go iu Step 6!
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Step 6 — Student Instruction Hours
ONLY include information about Intensive Sessions in this worksheet.

For a detailed definition of “Intensive Session”, consult Appendix 1: Glossary.

Proposed Instruction Hours:

A. For Question 1 please select “Yes” or “No” from the drop-down menu.

“Yes” If your program will have Intensive Sessions complete the Question 2
“No” If your program consists of After School Sessions only, then click on the blue box which says “Click
to go to Step 9!”

1. Will there be Intensive Session(s)?

Mo

B. If the answer to Question 1 is “Yes”, Question 2 will appear to the right.

e Enter the TOTAL number of Intensive Session Hours that each student will receive in the yellow box.

2. In the yellow box, enter Intensive Session Instruction Hours

each group of students will receive. The table below will

calculate the Total Instruction Hours (After School Program +
Intensive Session(s)) that students will receive during the 75.0

entire Access Program.

C. Once Questions 1 and 2 are complete, this will allow the table to calculate Total Instruction Hours (After
School Program + Intensive Session hours) that each student will receive during the duration of the Access
Program.

As a reminder, cells highlighted in GRAY will automatically calculate. If this data is incorrect, return to Step 5
and edit After School Program information.

See completed example:

Proposed | After Intensive Total
After School Program After School Program Number | School Session  |Instruction
Facility Name City of Instruction | Instruction | Hours per
Students Hours Hours Student
e.g. |English Language Center Miami 30 320 50 370
1{Community Center Pleasantville 20 355.0 75.0 430.0
2|English Academy Centerville 20 355.0 75.0 430.0

14





Review for Completion

A. Review the questions listed under CHECK in the red panel at the top of the page. If all necessary fields have been
correctly entered, click the check box.

B. When the check box has been clicked, a blue box will appear. Click the blue box to move to Step 7.

Click to go to Step 7!
b
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Step 7 — Intensive Session Info
For further information about Intensive Sessions, please see Appendix 1: Glossary.

Enter Intensive Session Information

A. For each Intensive Session, choose the Intensive Session Type from the drop--down menu:

Intensive Session Type
(Choose One from drop down list)

1 -
a e kend
Dray Trip(s)
2 Academic/Holiday Breaks(s)] %
Other
T

B. For each After School Site, in Question 1 enter:

e Intensive Session Location(s) (Facilities, Institution, Recreation Center).
o The location of Intensive Sessions may or may not be the same as the Location of After School

Program sites.
e Intensive Session Location City.

O

or state name.

o The Number of Hours Per Day cannot exceed 8 hours per day.

See completed example:

Both the Number of Days for Each Session and Number of Hours Per Day for each Intensive Session.

Only include the name of the city where Intensive Session(s) will take place, not enter province

Intensive Session Type
(Choose One from drop down list)

Intensive Program Location
(Facility, Institution, Recreation Center)

Intensive Program Location

City

Number of
Days for
Session

Number of Hours | Total Intensive

Per Day
{no more than 8)

Instruction Per
Session

wviami

o

Weekend(s)

Student Recreation Center

Easton

Academic/Holiday Break(s)

Education Youth Camp

Berkshire

35
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Verify Numbers in SUMMARY Table

e No data entry is required; this table automatically populates. If the summary is incorrect, review the data
entered below and update as needed.

SUMMARY
Number of Intensive Sessions: 2
Total Intensive Instruction Hours to be Delivered: 75

This table will update information entered os information is odded below.

Review for Completion

A. Review the questions listed under CHECK in the red panel at the top of the page. If all necessary fields have been
correctly entered, click the check box.

B. When the check box has been clicked, a blue box will appear. Click the blue box to move to Step 8.

Click to go to Step 8!
L3
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Step 8 — Intensive Sessions Description
For further information about Intensive Sessions, please see Appendix 1: Glossary.

Enter Intensive Session Description

A. For Questions 1 and 2, enter detailed responses with all required information into the text boxes.

B. Confirm that the information entered for Questions 1 and 2 is consistent with the information that was entered in
Step 7.

e Foryour reference, the SUMMARY table with this information is above the text boxes:

SUMMARY: Proposed Intensive Session
Mumber of Intensive Sessions: 2
Mumber of Intensive Session Days: 15
Total Intensive Instruction Hours to be Delivered: 75

Review for Completion

A. Review the questions listed under CHECK in the red panel at the top of the page. If all necessary fields have been
correctly entered, click the check box.

B. When the check box has been clicked, a blue box will appear. Click the blue box to move to Step 9.

Click to go iﬂ Step 9!
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Step 9 — After School Budget

For further information about Budget Line-Iltems, please see Appendix 2: Budget Line-ltems Descriptions.

Enter Provider’s After School Program Proposal Budget

A. Scroll down to Question 1. Read each section carefully and complete the

each of Budget line-items for all After School Site Locations listed.

Helpful Tips:

e All costs MUST be entered to the hundredth decimal point, e.g., $1.00, $1.01, $1.99, etc. Do not round or

use formulas, enter exact amounts only.

e Asareminder, cells highlighted in GRAY will automatically calculate.

See completed example:

1. Input After School Program Budget in the Yellow Cells for each After School Site Location below.

cells. Enter the expenses for

After S5chool Site Location 1

. # of Students L. After School | % of Total | Cost per
Facility Name . Budget Line-item

per Site Program Costs | Budget Student
Instruction 511,000.00 57.3% $550.00|
Books/Materials 52,000.00 10.4% $100.00|
Transportation $200.00 1.0% $10.00|
Pleasantville Community Center 20 Enhancement Activitii s $4,000.00 20.8% $200.00|
Administration 51,900.00 9.9% $95.00|
Food $100.00 0.5% $5.00
Total | $19,200.00| 100% $960.00

After School Site Location 2
. # of Students L. After School | % of Total | Cost per
Facility Name . Budget Line-item

per Site Program Costs | Budget Student
Instruction $10,100.00 61.3% $505.00|
Books/Materials $2,000.00 12.1% $100.00|
Transportation 5200.00 1.2% $10.00|
Centerville English Academy 20 Enhancement Activitii s 52,500.00 15.2% 5125.00|
Administration $1,575.00 9.6% $78.75
Food $100.00 0.6% $5.00
Total | $16,475.00| 100% $823.75

B. ONLY if the Budget has Food costs, a text box titled 1b. Provider Justification for Budgeted Food Costs will
appear above Question 1. The Provider is required to enter an explanation for these expenses.
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Verify Summary of Budget Numbers

e Question 2, which is at the top of the page, will automatically calculate. No data entry is required.

However, review the Summary Budget Numbers to verify:

A. The number of Site Locations matches the Number of Site Locations listed below in Question 1.

B. Total Students
C. Total After School Cost

2. Verify the Summary Budget Numbers once Site Location Budgets are completed.

Total Number of Total L Total After | % of Total | Cost per
. . Budget Line-item

After School Site Locations Students School Cost Budget Student
Instruction $21,100.00 59.1% $527.50
Books/Materials $4,000.00 11.2% $100.00
Transportation 5400.00 1.1% $10.00
2 40 Enhancement Activities 56,500.00 18.2% 5162.50
Administration $3,475.00 9.7% 586.88
*Food $200.00 0.6% $5.00
Total $35,675.00| 100% $891.88

Review for Completion

A. Review the questions listed under CHECK in the red panel at the top of the page. If all necessary fields have been

correctly entered, click the check box.

B. When the check box has been clicked, a blue box will appear. Click the blue box to move to Step 10.

Click to go to Step 10!
3
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Step 10 — Intensive Session Budget
For further information about Budget Line-Iltems, please see Appendix 2: Budget Line-ltems Descriptions.

Enter Intensive Session Budget

A. Scroll down to Question 1. Read each section carefully and complete the
each of Budget line items for all Intensive Session Site Locations listed.

Helpful Tips:

e All costs MUST be entered to the hundredth decimal point, e.g., $1.00, $1.01, $1.99, etc. Do not round or
use formulas, enter exact amounts only.

o Asareminder, cells highlighted in GRAY will automatically calculate.

See completed example:

cells. Enter the expenses for

Intensive Session Location 1

i i . . Total # of Intensive L. Intensive Sessions | % of Total
City Intensive Session Location , Budget Line-item
Sessions Hours Costs Budget
Instruction $1,000.00 47.6%
Books/Materials $0.00 0.0%
Transportation 520000 9.5%
] Enhancement Activitie 3 $500.00 23.8%
Easton Student Recreation Center 40 Administation $200.00 9.5%
Food £200.00 9.5%
Accommodation $0.00 0.0%
Total $2,100.00| 100%]
Intensive Session Location 2
. . . . Total # of Intensive L. Intensive Sessions % of Total
City Intensive Session Location . Budget Line-item
Sessions Hours Cosis Budget
Instruction $2,000.00 28.2%
Books/Materials 50.00 0.0%
Transportation $200.00 2.8%
i . Enhancemeant Activitie: 5500.00 7.0%
Berkshire Education Youth Camp 35 Administration $600.00 5.5%
Food 5800.00 11.3%
Accommodation $3,000.00 42.3%
Total $7,100.00| 100%

B. ONLY if the budget includes Food costs, a text box titled 1b. Provider Justification for Budgeted Food Costs will

appear above Question 1. The Provider is required to enter an explanation for these expenses.

C. ONLY if the budget includes Accommodation costs, a text box titled 1b. Provider Justification for Budgeted

Accommodation Costs will appear above Question 1. The Provider is required to enter an explanation for these

expenses.
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Verify Summary of Budget Numbers

e Question 2, which is at the top of the page, will automatically calculate. No data entry is required.

However, review the Summary Budget Numbers to verify:

A. Number of Intensive Session Type/Locations matches the Number of Site Locations listed below

B. Total number of Intensive Sessions Hours
C. Total Intensive Sessions Costs

2. Verify the Summary Budget Numbers once Intensive Session Locations Budgets are completed.

Total Number of Total # of Intensive . Total Intensive % of Total
. i . . Budget Line-item )
Intensive Session Type/Locations Sessions Hours Sessions Costs Budget
Instruction 53,000.00 32.6%
Books/Materials 50.00 0.0%
Transportation 5400.00 4.3%
Enhancement Activities 51,000.00 10.9%
= 70 Administration 5800.00 8.7%
*Food $1,000.00 10.9%
*Accommoadatinn $3.000.00 32.6%
— Total $9,200.00]  100.0%

Review for Completion

A. Review the questions listed under CHECK in the red panel at the top of the page. If all necessary fields have been

correctly entered, click the check box.

B. When the check box has been clicked, a blue box will appear. Click the blue box to move to the Summary.

Click to go to Summary!

ks
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Step 11- Summary

Enter Currency Exchange Rate

e Enter the currency exchange rate that was used to calculate the proposal budget. Please note, the exchange
rate should be calculated as the equivalent amount equal to $1 US Dollar.

57|Currency Exchange Rate used to calculate proposal budget (to 51 US Dollar)

NAR|Local Currency (example: indian Rupee or INR)

August 8, 2017 |Date of Exchange Rate [format: MM/DD/YYYY)

Review Access Proposal Summary Information

e The summary below auto-populates with information entered from previous Steps in the Access Program
Proposal.

The Provider must review the information to ensure that it is correct:

Provider: English Academy

Country: Narnia Total Number of Students: 40
Agreement Amount: $44,875.00 Instruction Hours to be Delivered (After School + Intensive): 785.0
Agreement Start Date: August 1, 2017 Instruction Hours to be received per Student: 355.0
Agreement End Date: December 1, 2019 Number of After School Sites: 2
Instruction Start Date: September 1, 2017 Number of Intensive Session Types/Location: 2
Instruction End Date; November 1, 2019
| A) Total Provider Budget h f C) Total Cost of Program (Provider Budget and Embassy/Consulate Funding)
Total Intensive % of Provider | Cost Per Budget Total After Total Intensive % of Total Cost Per
Budget Line-item Total After School Cost h Total Cost . E ) Total Cost
Session Cost Budget Student Line-item School Cost Session Cost Program Student
Instruction 521,100.00 53,000.00 524,100.00 53.7%| 5602.50| Instruction 521,100.00 53,000.00 524,100.00 53.7% 5602.50|
Books/Materials £4,000.00 §0.00 54,000.00| 8.9% $100.00 Books/Materials $4,000.00 $0.00] §4,000.00 8.9% $100.00
Transportation 5$400.00 $400.00 $800.00| 1.8%) $20.00) Transportation $400.00 $400.00| $800.00| 1.8% $20.00)
Enhancement Activities $6,500.00 $1,000.00 57,500.00 16.7%| $187.50] | Enhancement Activities $6,500.00 51,000.00 57,500.00| 16.7% 5187.50
Administration 53,475.00| 5800.00 54,275.00 9.5%) 5106.88| Administration 53,475.00 5800.00 54,275.00| 9.5% 5106.88
*Food $200.00 $1,000.00 51,200.00| 2.7%| $30.00} Food $200.00 51,000.00| $1,200.00 2.7% $30.00
Accommodation $3,000.00 $3,000.00| 6.7% $75.00) Accommodation $3,000.00| $3,000.00 6.7% $75.00
I_ Total $35,675.00] $9,200.00 $44,875.00| 100.0%| $1,121.38 1 Total $35,675.00 $9,200.00| $44,875.00| 100.0% $1,121.88
% U.S. Embassy/Consulate Funding: 0.00%

If it is not correct, the Provider should return to the relevant Step of the Access Proposal to update the information.

Review for Completion

A. Review the questions listed under CHECK in the red panel at the top of the page. If all necessary fields have been
correctly entered, click the check box.

B. Once completed, the Provider should send the proposal to the U.S. Embassy/Consulate for review and approval.
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Proposal Checklist
This checklist is a tool for Provider to confirm that the Proposal is complete. Providers do not input any information in
this worksheet.

Proposal Status Checklist

e Cells highlighted in grey will auto populate based on information entered in Steps 1-10 and the U.S. Embassy
Consulate Section.

e Carefully review the checklist to ensure that all gray boxes say “Yes” or “Not Applicable.”

S5tep 1: Access Requirements

All the Quality Control Requirements answered "Yes" or "No". Yes

Explanation is included for exceptions. {cell B65) Mot Applicable

o If the cell says “No”, return to the relevant Step and ensure that it is complete and that the information is
entered correctly.

Step 2: Provider Information

Name of Provider Institution is entered. (cell B10) No

Note:
Under Step 3: Program Information, if there are less than 45 days from the proposed Agreement Start Date, the Provider
must update the proposed Agreement Start Date.

Step 3: Program Information

Agreement Start and End Dates entered. {cells F10 and M10) Yes

How many days remain between today and the proposed Agreement Start
Date?

(Mote: If cell B20 turns red, it means that there is less than 45 days from the 1
proposed Agreement Start Date. The Provider must update the proposed
Agreement Start Date.)

e Once all the grey cells say either “Yes” or “Not Applicable,” the proposal is complete and is ready for
submission.
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Appendix 1: Glossary

After School Instruction — The preferred time for teaching and generally takes place one to five days a week with each
class lasting one to three hours per day.

After School Site/Facility — The main place (institution or school) where After School instruction is held for a set group of
Access students.

Exchange Rate - The value of one currency for the purpose of conversion to another.
Intensive Session:

e Instruction that often includes one- to four-week long summer programs, but may also occur over consecutive
weekends or between semesters.

e Includes more instruction hours per week than After School, but does not exceed 8 hours per day or 40 hours
per week.

e Should include enhancement activities, but enhancement activities alone do not equal an Intensive Session.

e Should incorporate U.S. Embassy/Consulate exchange alumni, U.S. exchange program participants, U.S.
Embassy/Consulate personnel, and other native and non-native English-speaking partners.

Site - is defined as the After School Program Facility and After School Program City.
Provider Status Definitions:

e  Past Access Provider: Provider's Access Programs are all closed.
e  Current Access Provider: Provider currently has an Active Access Program.
e New Access Provider: Provider has not had an Access Program before.
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Appendix 2: Budget Line-ltem Descriptions

Budget Line-ltem

Description of Allowable Costs

Instruction

Funds spent for instruction purposes include: Teacher and Teacher Assistant salaries. If
an Access Coordinator also serves as an Access Teacher, the Provider may use funds
from this line for their salary for the percentage of the time that they are teaching
classes only.

Books/Materials

Funds may go to the cost of text books and supplementary instructional materials used
by Access Students and Teachers as well as the cost of Access Students’ school supplies
to be used in the Access class throughout the program.

Transportation

The cost of transporting Students (and Teachers, if necessary) to and from their Access
classes falls under this funding line. These purchases must be verified with receipts.

Enhancement Activities

Expenses for enhancement activities may include supplies and must be related to a
specific Access Program project, e.g. celebrating Thanksgiving, induction, and/or
graduation ceremonies.

Administration

The administrative cost may include staff compensation for work directly related to the
Access Program such as Program Administrator, Program Coordinators, Accountants,
administrative office supplies, Access classroom rental, office telephone, reporting
software requirements (Microsoft Excel 2010 or newer), Bank Fees, Bank Wire fees, etc.

Food

Providers will have an opportunity to request costs to provide the students with food
during After School and/or Intensive Session instruction by providing a justification for
consideration within the Access proposal.

Accommodation

Providers will have an opportunity to request costs associated with accommodation for
students during Intensive Sessions (not for After School instruction) by providing a
justification for consideration within the Access proposal.

Unallowable Costs Include:

Gifts
Cash/Prizes
Entertainment
Alcohol

O O O O O

Equipment and technology without ECA approval

26







image2.emf
FY17 Proposal  Template.xlsx


FY17 Proposal Template.xlsx
Instructions

																														Version 11 March 6, 2017										version 3.2018

				Introduction to the Access Program
The English Access Microscholarship Program (Access) provides a foundation of English language skills to bright, economically disadvantaged students primarily 
13- to 25-year-olds worldwide through after-school classes and intensive sessions in their countries.  Access programs expose students to U.S. culture and democratic values, improve the students’ potential to participate successfully in the socio-economic development of their countries, and increase their chances of competing for and participating in future U.S. exchange and study programs. Potential In-Country Educational Service Provider (Provider) must review the Official Access Handbook from the Office of English Language Programs in Washington D.C.  All Providers should demonstrate the ability to meet all program requirements prior to submitting an application to administer a local Access Program.  



				General Instructions
After opening the proposal, use the information below to help navigate the proposal through each of the 12 data sheets. 


				Types of Text



				RED text - Red text indicates primary instructions the provider should use to fill out the proposal. 

				GREY text - Grey text expands on instructions and offers additional guidance.



				Types of Fields
Providers can type information into cells which are colored yellow.  Cells with arrows indicate a dropdown where providers can select specific information.

				Example:



				Text boxes highlighted in grey are fields which are auto-calculated.  Providers cannot enter any information in these cells as they are locked; however they must validate this information.

				Example:



				Navigating Between Steps



				Click the sheet name at the bottom of the workbook to return to any previous step. If some sheets are not visible, use the arrow buttons to tab over to the desired sheet of the excel workbook.

				Printing the Workbook

				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.





Step 1-Access Requirements

				Is Step 1 complete?

CHECK:
 - Are all the Quality Control Requirements answered "Yes" or "No"?
 - If "No" is the answer for any Quality Control Requirement , is an explanation entered in the textbox for Question #2?

Check the box when Step 1 is complete.

																																Click to go to Step 2!



																						0

				The English Access Microscholarship Program (Access) Quality Control Requirements
By completing and submitting this proposal, the Provider understands and agrees to each of the mandatory quality control requirements below. 
If selected, this proposal document will be incorporated in the Agreement.																																																						FALSE		Yes

																																																												No

				1. Read each mandatory requirement statement below and choose "Yes" or "No" from the drop down menu to signify that the Provider understands and agrees to the terms below. Any statements answered as "No" require further explanation in the textbox below (cell B65).																																		Blank = 1		Not = 0



				Access Handbook Review

								The Provider has received and reviewed a copy of the Official Access Handbook.																														1



																														 

				English Language Instruction

								Participants will receive the proposed hours 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)																																								  



										Personal Development (Minimum of 2 required)



										Community Service (Minimum 2 required)																																		TRUE		REVIEW:												FALSE

																																														- Are all the Quality Control Requirements answered "Yes" or "No"?

				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 25 years old on the first day of class.																														1



								Participants will receive a Certificate of Completion.																														1



				Class Size and Gender-Balance

								Groups will have between 12 and 25 students.																														1



								Groups will be gender-balanced with 50% girls and 50% boys. 																														1



				Reporting

								The Provider will use Microsoft Excel 2010 or a more recent version for all reporting. (The cost of purchasing this software may be included in the administrative line of the proposal budget, if needed).																														1





								The Provider 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 Provider will submit program and financial reports to the respective U.S. Embassy/Consulate, the recipient organization based in the
 U.S., and the Office of English Language Programs in Washington D.C., as outlined in the report schedule in the Agreement. When 
reports are not submitted according to the agreed upon schedule, payments will be delayed.																														1





								The Provider 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 Provider 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

								Participants will receive a Certificate of Completion signed by U.S. Ambassador or other U.S. Embassy/Consulate Officer. 																														1



								The Provider acknowledges that the minimum passing grade and minimum passing attendance for Access students is 70%.																														1

																																						17		Total blank

				 2. Provide an explanation if any of the above mandatory quality control requirements were answered "No".







																																						0

																																						n/a































































































































































																				not selected

																				6 months

																				1 year

																				18 months

																				2 years



























































































































































































































































































































































































































































































































































































































































































































































































































































Step 1- Access Requirements	Page &P




Step 2-Provider Info

				Is Step 2 complete?

CHECK:
- Is Provider Institution entered?
- Is the Provider name certified?
- Is In-Country Provider Information entered?
- Is Provider Background (Both boxes for Provider's capacity and Teacher qualifications) entered?

Check the box when Step 2 is complete.

																		Click to go to Step 3!





				IN-COUNTRY EDUCATIONAL SERVICE PROVIDER INFORMATION																																																				FALSE



				1. Enter information for the Provider organization that will oversee the proposed Access Program. 



				Provider's Legal (Registered Trade) Name:



				Note: All official paperwork signed for this program will be issued to this Provider's name. Provider Signatory Contact is aware that the beneficiary name listed on the bank account for payments for this program should be the Provider name listed above. 

				Provider Name Certification:								Provider Status:  (see definitions in dropdown choices)



						Provider Signatory Contact certifies that the 
provider's full, legal (registered trade) name 
is listed above.																																				Certified





				*Required Fields						*Required Fields						*Required Fields (if completed)

				In-Country Provider Information						Provider Signatory Contact:						Secondary Provider Contact:								P. Info		P. Sig		2nd PoC



				Address Line 1*:						Job Title*:						Job Title*:								0		0		0



				Address Line 2:						Salutation*:						Salutation*:										0		0



				City*:						First Name*:						First Name*:								0		0		0



				Province/State:						Surname/
Family Name*:						Surname/
Family Name*:										0		0



				Postal Code:						Phone:						Phone:



				Country*:						Email*:						Email*:								0		0		0		Completed?



				Website:				Optional																No		No		No		No



				*Required Fields (if completed)						*Required Fields (if completed)

				Headquarter Provider Information (if applicable)						Provider Headquarter Contact (if different from above):														HQ		HQ POC



				Address Line 1*:						Job Title*:														0		0



				Address Line 2:						Salutation*:																0



				City*:						First Name*:														0		0



				Province/State:						Surname/
Family Name*:																0



				Postal Code:						Phone:



				Country*:						Email*:														0		0



				Provider Background: Questions 2-3																				No		No

				2. Provide a brief history of the Provider outside of the proposed Access Program and the Provider’s capacity to run the proposed Access Program.

				Text may be typed directly into the box or Copy/Pasted. To Copy/Paste text, first double click in the box below and then choose Paste. To delete text, use Backspace. To add a line between paragraphs, use Alt+Enter.																				Completed?

																								No









				3. Describe Access Teachers’ qualifications (for example, degree requirements, minimum years of teaching experience, etc.). 

																								No



























































																		Past Access Provider
(Provider's Access Programs are all closed.)

																		Current Access Provider
(Provider currently has an Active Access Program.)

																		New Access Provider
(Provider has not had an Access Program before.)

























































































































































						(Please select from drop down)

						Mr.

						Mrs. 

						Ms. 

						Miss

						Dr. 

						Prof.

						Rev.

						Sister































































































































































































































































































































































































































































































































































































































































































































































































Step 2-Provider Info	Page &P




Step 3-Program Info

				Is Step 3 complete?

CHECK:
- Are Proposed Start and End Dates entered?
- Is the Distinguishing Features section completed?
- Are Textbook(s) and Textbook description(s) entered?

Check the box when Step 3 is complete.

																								Click to go to Step 4!





				PROPOSED PROGRAM INFORMATION																																																				FALSE

				Proposed Start and End Dates																																																				Yes

																																																								No

				What is the estimated start date? (Start date is first day any work begins including, but not limited to, planning, advertising, recruitment, instruction, etc.)																What is the estimated end date? (End date is last day all work is completed including, but not limited to, certificate ceremonies, wrap-up activities, etc.)																Agreement Dates		Instruction Dates



				1. Proposed Agreement Start Date:																2. Proposed Agreement End Date: 																0		0														TRUE



				 Note: Proposed Agreement start and end dates are not final until a fully signed Agreement is issued. 
Provider may not incur any costs before the start date of a fully signed Agreement nor after the Agreement end date.																																0		0														TRUE



				What is the estimated date instruction will begin? 																What is the estimated date instruction will end? 																No		No														Yes

				3. Proposed Instruction Start Date: 																4. Proposed Instruction End Date: 



				Note: Students cannot be younger than 13 or older than 25 as of the Instruction Start Date above. 





				Distinguishing Features 																																																		31-Dec-19

				5. Choose "Yes" or "No" from the drop down menu to indicate if one or both of the following features will exist in the program.

						Proposed program exclusively designed for Access students. 



						Proposed program designed for Access students and students from the Provider's regular classes.																																														No





				Computer Instruction (optional)

				Whenever possible, computer instruction should complement English language instruction and enhancement activities. 



				6. If the Provider plans to offer computer instruction, choose “Yes” or “No” from the drop down menu to indicate which type(s) (computer classes, multimedia learning, and/or social media activities.)



								Computer				Note: All options for computer instruction are strongly suggested but may not be applicable to the Provider’s proposed Access Program.
 

								Multimedia

								Social Media



				Textbooks

				7. Provide the title and edition of the American English textbook(s) that will be used during the proposed Access Program. 
Note: At least one textbook title is required.

				Textbook 1:

				Textbook 2:

				Textbook 3:

				Textbook 4:

				Textbook 5:



				8. Provide a brief description of how the selected textbooks contain information to assist in teaching U.S. Culture and Values (e.g. chapter or unit titles, unit activities, etc.). If an American English textbook is not selected, then provider an explanation below. If applicable, list examples of supplemental resources and materials that will be used such as film titles, book titles, and magazine or newspaper titles.
For classroom resources please visit the U.S. Department of State website for professionals teaching English as a foreign language: http://americanenglish.state.gov.   



				Text may be typed directly into the box or Copy/Pasted. To Copy/Paste text, first double click in the box below and then choose Paste. To delete text, use Backspace. To add a line between paragraphs, use Alt+Enter.
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Step 4-After School Hrs & Sites

				Is Step 4 complete?

CHECK:
If Question #1 is "Yes,"
- Is the Total After School Hours Table completed? 
- Is the After School Site Locations Table completed?

Check the box when Step 4 is complete.

										Click to go to Step 6!								Stop! Click to go to Step 5!





				PROPOSED AFTER SCHOOL INSTRUCTION HOURS AND SITE LOCATION INFORMATION 																																																						FALSE

				After School Program Instruction Hours

				Each Access Program should include weekly instruction that can occur before school, after school, or on weekends. After school instruction has been the preferred time for teaching and has generally taken place one to five days a week with each session lasting one to three hours per day. 
Note: When planning After School instruction Providers must consider the schedules of the students to ensure that Access sessions do not interfere with students’ regular school schedules, exams, or school events.

				1. Will there be After School Session(s)? 



				2. Total After School Hours Table

				Enter in the table below the Total Hours for the duration of the Program, for each component  (A, B, C) of After School Instruction and Total Number of Weeks.

				Estimated weekly hours will calculate automatically				Total After School Instruction Hours		Total Number
 of Weeks		Estimated Weekly Hours

				A.		General Classroom Instruction										TRUE		TRUE

				B. 		Computer Instruction										TRUE		No

				C.		Enhancement and Community  Service Activities										TRUE

				TOTAL PROGRAM HOURS				0.0		0		





				3. After School Site Locations Table



				Enter the following information below for all After School sites.
An After School site/facility is the primary location (institution or school) where After School instruction is held for a set group of students. A site is defined as the Facility and City. 

				For example, one group of students regularly attends “Facility A” on Tuesdays and Wednesdays. On Sundays, the same group of students uses “Facility B”. In this situation, the provider would list only “Facility A” in the After School table because it is the primary location where After School instruction is held.										SUMMARY

																				Total Number of Students:		0												Yes

																				Total Number of After School Site Locations:		0												No



																				Total Number of Groups:		0

																				After School Instruction Hours Per Group (Cell D13):  		0.0

				Note: Do not include Intensive Sessions sites.																Total After School Instruction Hours Delivered: 		0.0



				After School Program
Facility Name						After School Program
City						Provider Facility used for Instruction?
check if yes		Proposed Number of Students at each Site		Number of groups at each Site		Average per group (between 12-25)

				e.g.		English Language Center												30		2		15

				1																						TRUE

				2																						TRUE

				3																		

				4																						TRUE

				5																						TRUE

				6																						No

				7																		

				8																		

				9																		

				10																		

				11																		

				12																		

				13																		

				14																		

				15																		

				16																		

				17																		

				18																		

				19																		

				20																		

				21																		

				22																		

				23																		

				24																		

				25																		

				26																		

				27																		

				28																		

				29																		

				30																		

				31																		

				32																		

				33																		

				34																		

				35																		

				36																		

				37																		

				38																		

				39																		

				40																		



																				2
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Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility

Provider Facility



Step 5- After School Program 

				Is Step 5 complete?

CHECK:
- If applicable, is the After School Program Description Complete?


																						Click to go to Step 6!





				AFTER SCHOOL PROGRAM DESCRIPTION																																																				FALSE

				Text may be typed directly into the box or Copy/Pasted. To Copy/Paste text, first double click in the box below and then choose Paste. To delete text, use Backspace. To add a line between paragraphs, use Alt+Enter.

				1. Describe the proposed class schedule, including the days and hours per week.



																														FALSE

																														=







				2. Describe the proposed student recruitment and selection process. Also include proposed student assessment throughout the program.

















				3. Describe the types of activities and distinguishing features.  Include topics relating to U.S. Culture and Values, Personal Development, and Enhancement and Community Service Activities. 
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Step 6-Student Instruction Hrs

				Is Step 6 complete?

CHECK:
- If Question #1 is "Yes," is the Total Intensive Session Instruction Hours entered for Question #2?

Check the box when Step 6 is complete.

												Stop! Click to go to Step 9!				Click to go to Step 7!





				PROPOSED INSTRUCTION HOURS PER STUDENT																																																				FALSE



						1. Will there be Intensive Session(s)? 						2. In the yellow box, enter Intensive Session Instruction Hours each group of students will receive. The table below will calculate the Total Instruction Hours (After School Program + Intensive Session(s)) that students will receive during the entire Access Program.						FALSE				Yes

								No												TRUE		No

																						Select Yes or No

				After School Program
Facility Name								After School Program
City		Proposed Number of Students		After School Instruction Hours		Intensive Session Instruction Hours		Total Instruction Hours per Student		No

				e.g.		English Language Center						Miami		30		320		50		370		FALSE

				1																		TRUE

				2																		TRUE

				3																		TRUE

				4																		TRUE

				5																		TRUE

				6																		TRUE

				7																		No				NOT COMPLETE

				8																		No

				9																

				10																

				11																

				12																

				13																

				14																

				15																

				16																

				17																

				18																

				19																

				20																

				21																

				22																

				23																

				24																

				25																

				26																

				27																

				28																

				29																

				30																

				31																

				32																

				33																

				34																

				35																

				36																

				37																

				38																

				39																

				40																
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Step 7-Intensive Sessions Info

				Is Step 7 complete?

CHECK:
- If applicable, is the Intensive Session Program Information table complete?

If applicable, check the box when Step 7 is complete.

																Click to go to Step 8!





				PROPOSED INTENSIVE SESSION PROGRAM INFORMATION																																																				FALSE

				Intensive Session(s)



				Providers are encouraged to include Intensive Sessions in addition to the mandatory After School Instruction. 
Intensive Sessions:
     A) Are often 1 to 4 week long summer programs but may also occur over consecutive weekends or between semesters; 
     B) Should include more instruction hours per week than the After School Instruction but may not exceed 8 hours per day or 40 hours per week;  
     C) Should include enhancement activities, but enhancement activities alone do not equal an Intensive Session.






				1. Enter the following information for all Intensive Sessions:								2. Verify Numbers are correct in the SUMMARY table below.

				Note: Location of Intensive Sessions may or may not be the same as the Location of After School Program.								SUMMARY

																Number of Intensive Sessions:		0

																Total  Intensive Instruction Hours to be Delivered:		0

												This table will update information entered as information is added below.



						Intensive Session Type 
(Choose One from drop down list)		Intensive Program Location
(Facility, Institution, Recreation Center)		Intensive Program Location 
City				Number of Days for Session 		Number of Hours Per Day 
(no more than 8)		Total Intensive Instruction Per Session

				e.g.				Clearwater Center		Miami				2		8		16										Dropdown choices:

				1																TRUE								Weekend(s)

				2																TRUE								Day Trip(s)

				3																TRUE								Academic/Holiday Breaks(s)

				4																TRUE								Other

				5																TRUE

				6																No

				7														

				8														

				9														

				10														

				11														

				12														

				13														

				14														

				15														

				16														

				17														

				18														

				19														

				20														

				21														

				22														

				23														

				24														

				25														

				26														

				27														

				28														

				29														

				30														

				31														

				32														

				33														

				34														

				35														

				36														

				37														

				38														

				39														

				40														
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Step 8- Intensive Sessions Desc

				Is Step 8 complete?

CHECK:
- If applicable, is the Intensive Session Program Description entered?
- Does the description match information entered in Step 7 (SUMMARY Table)?

If applicable, check the box when Step 8 is complete.

																						Click to go to Step 9!





				INTENSIVE SESSION(S) DESCRIPTION																																																				FALSE



				SUMMARY: Proposed Intensive Session

				Number of Intensive Sessions:										0

				Number of Intensive Session Days:										0

				Total  Intensive Instruction Hours to be Delivered:										0



				Answer Questions 1-2 below to describe the proposed Intensive Session(s). (Descriptions MUST match information entered in Step 7.) 


				Text may be typed directly into the box or Copy/Pasted. To Copy/Paste text, first double click in the box below and then choose Paste. To delete text, use Backspace. To add a line between paragraphs, use Alt+Enter.

				1. Who will participate (students, teachers, administrators, etc.), where it will take place, and what is the proposed schedule, including hours and days of the week?																								FALSE

																												TRUE

																												No















				2. What topics and activities does the provider propose for U.S. Culture and Values, Personal Development, and Enhancement and Community Service Activities?																										NOT COMPLETE
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Step 9-After School Budget

				Is Step 9 complete?

CHECK:
- If applicable, have all After School Costs, per After School Site locations been entered in US Dollars?
- If applicable, is there a justification for Food costs?

If applicable, check the box when Step 9 is complete.

												Click to go to Step 10!





				PROVIDER'S AFTER SCHOOL PROGRAM PROPOSAL BUDGET																																																				FALSE



				2. Verify the Summary Budget Numbers once Site Location Budgets are completed.																												COUNT IF "FALSE"

				Total Number of 
After School Site Locations				Total Students		Budget Line-item		Total After School Cost		% of Total Budget		Cost per Student																0

				0				0		Instruction		$0.00				

										Books/Materials		$0.00				

										Transportation		$0.00				

										Enhancement Activities		$0.00				

										Administration		$0.00				

										*Food 		$0.00																												FALSE

										Total		$0.00				



				1b. Provider Justification For Budgeted
 Food Costs																Food		NOT COMPLETE



				1. Input After School Program Budget in the Yellow Cells for each After School Site Location below.



				After School Site Location 1																FALSE		IS BLANK

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 2

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 3

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 4

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 5

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 6

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 7

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 8

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 9

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 10

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 11

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 12

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 13

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 14

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 15

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 16

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 17

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 18

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 19

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 20

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 21

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 22

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 23

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 24

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 25

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 26

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 27

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 28

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 29

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 30

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 31

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 32

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 33

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 34

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 35

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 36

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 37

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 38

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 39

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE



				After School Site Location 40

				City		Facility Name		# of Students per Site		Budget Line-item		After School Program Costs		% of Total Budget		Cost per Student

										Instruction						

										Books/Materials						

										Transportation						

										Enhancement Activities						

										Administration						

										Food 														SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00												TOTAL		NOT COMPLETE
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Step 10-Intens. Session Budget

				Is Step 10 complete?

CHECK:
If applicable,
- have all Intensive Session Costs, per After School Site locations been entered in US Dollar?
- is there a justification for Food costs?
- is there a justification for Accommodation costs?

If applicable, check the box when Step 10 is complete.

												Click to go to Summary!





				INTENSIVE PROGRAM PROPOSAL BUDGET
(based on Intensive Program locations)																																																				FALSE



				2. Verify the Summary Budget Numbers once Intensive Session Locations Budgets are completed.																														COUNT IF "FALSE"

				Total Number of 
Intensive Session Type/Locations				Total # of Intensive Sessions Hours		Budget Line-item		Total Intensive Sessions Costs		% of Total Budget																						0

				0				0.0		Instruction		$0.00		

										Books/Materials		$0.00		

										Transportation		$0.00		

										Enhancement Activities		$0.00		

										Administration		$0.00		

										*Food 		$0.00																												FALSE

										*Accommodation		$0.00		

										Total		$0.00		



				1b. Provider Justification For Budgeted Food Costs

				1b. Provider Justification For Budgeted Accommodation Costs														Click to go to Summary!



				1. Input Intensive Sessions Budget in the Yellow Cells for each Intensive Sessions Location below.														FALSE		TRUE		TRUE



				Intensive Session Location 1

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 								Costs		Accommodation		Food

										Accommodation								NOT COMPLETE		IS BLANK		IS BLANK						SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 2

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 3

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 4

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 5

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 6

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE

				Intensive Session Location 7

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 8

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 9

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 10

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 11

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 12

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 13

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 14

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 15

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 16

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 17

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 18

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 19

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 20

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 21

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 22

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 23

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 24

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 25

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 26

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 27

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 28

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 29

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 30

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 31

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 32

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 33

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 34

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 35

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 36

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 37

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 38

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 39

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE



				Intensive Session Location 40

				City		Intensive Session Location		Total # of Intensive Sessions Hours		Budget Line-item		Intensive Sessions Costs		% of Total Budget

										Instruction				

										Books/Materials				

										Transportation				

										Enhancement Activities				

										Administration				

										Food 				

										Accommodation																		SITE ACTIVE		NOT ACTIVE						CORRECT

										Total		$0.00																TOTAL		NOT COMPLETE
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Step 11-Summary

				Is the Summary section complete?

CHECK:
- Is the Currency Exchange Rate, Local Currency, and Date of Exchange Rate listed entered?
- Are Access Program Dates, Total Amounts, Students, Instruction Hours, and Costs are reflected accurately?
- If applicable, is Embassy Funding entered?

Check the box when Summary is complete.																		Once all Provider and Program information has been entered through Step 11-Summary, please send the proposal to the U.S. Embassy/Consulate for review and approval.



				ACCESS PROGRAM PROPOSAL SUMMARY
"Total Provider Budget" and "Total Cost of Program" will populate automatically with the information entered throughout the proposal application.																																																				FALSE



						Currency Exchange Rate used to calculate proposal budget (to $1 US Dollar) 



						Local Currency (example: Indian Rupee or INR)



						Date of Exchange Rate (format: MM/DD/YYYY)



				Provider:		

				Country:																		Total Number of Students:		0

				Agreement Amount:																		Instruction Hours to be Delivered (After School + Intensive):		0.0

				Agreement Start Date: 																		 Instruction Hours to be received per Student:		

				Agreement End Date: 																		Number of After School Sites:		0

				Instruction Start Date: 																		Number of Intensive Session Types/Location:		0

				Instruction End Date: 		



				A) Total Provider Budget														C) Total Cost of Program (Provider Budget and Embassy/Consulate Funding)

				Budget Line-item		Total After School Cost		Total Intensive Session Cost		Total Cost		% of Provider Budget		Cost Per Student				Budget 
Line-item		Total After School Cost		Total Intensive Session Cost		Total Cost		% of Total Program Cost		Cost Per Student

				Instruction		$0.00		$0.00		$0.00		0.0%		$0.00				Instruction		$0.00		$0.00		$0.00		0.0%		$0.00

				Books/Materials		$0.00		$0.00		$0.00		0.0%		$0.00				Books/Materials		$0.00		$0.00		$0.00		0.0%		$0.00

				Transportation		$0.00		$0.00		$0.00		0.0%		$0.00				Transportation		$0.00		$0.00		$0.00		0.0%		$0.00

				Enhancement Activities		$0.00		$0.00		$0.00		0.0%		$0.00				Enhancement Activities		$0.00		$0.00		$0.00		0.0%		$0.00

				Administration		$0.00		$0.00		$0.00		0.0%		$0.00				Administration		$0.00		$0.00		$0.00		0.0%		$0.00

				*Food 		$0.00		$0.00		$0.00		0.0%		$0.00				Food 		$0.00		$0.00		$0.00		0.0%		$0.00

				Accommodation				$0.00		$0.00		0.0%		$0.00				Accommodation				$0.00		$0.00		0.0%		$0.00

				Total		$0.00		$0.00		$0.00		0.0%		$0.00				Total		$0.00		$0.00		$0.00		0.0%		$0.00

																								% U.S. Embassy/Consulate Funding:		0.00%

				TO BE COMPLETED BY U.S. EMBASSY/CONSULATE
1. Enter U.S. Embassy/Consulate Funding  

				B) Total U.S. Embassy/Consulate Funding  														FALSE

				Budget 
Line-item		Total After School Funding		Total Intensive Session Funding		Total Funding		% of Total Supplemental Funding		Funding Per Student

				Instruction						$0.00		0.0%		$0.00

				Books/Materials						$0.00		0.0%		$0.00						FALSE

				Transportation						$0.00		0.0%		$0.00						FALSE

				Enhancement Activities						$0.00		0.0%		$0.00						No

				Administration						$0.00		0.0%		$0.00

				Food 						$0.00		0.0%		$0.00

				Accommodation						$0.00		0.0%		$0.00

				Total		$0.00		$0.00		$0.00		0.0%		$0.00























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































U.S. Embassy-Consulate ONLY

				Is the U.S. Embassy-Consulate section complete?

CHECK:
- Have all 3 U.S. Embassy contacts been entered?
- Under Mandatory Requirements, have all requirements and Post location (City, Country) 
been completed?
- Under Mandatory Requirements, is the a- Has expected impact been completed?
- Is the Current Status of Proposal showing "Completed" (cell D50)?
- Has the PAO/CAO Signature been entered?

Check box when U.S. Embassy-Consulate section is complete.

																Once the approval from the 
U.S. Embassy/Consulate is completed, please send the proposal to the RELO.

																						Click to go to Proposal Checklist









				FOR U.S. EMBASSY/CONSULATE ONLY
Please complete and sign below before submitting this proposal to your Regional English Language Officer (RELO).																																																		FALSE		FALSE		Yes

																																																										No

						Primary- must be a Foreign Service Officer 
(all fields are required)						Secondary- must be a Foreign Service Officer 
(all fields are required)								Tertiary- may be other U.S. Embassy/Consulate personnel
(all fields are required)



						Job Title:						Job Title:								Job Title:



						Other Job Title:						Other Job Title:								Other Job Title:



						Salutation:						Salutation:								Salutation:

																		                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          

						First Name:						First Name:								First Name:



						Surname/
Family Name:						Surname/
Family Name:								Surname/
Family Name:



						Phone Number:						Phone Number:								Phone Number:



						Email Address:						Email Address:								Email Address:



				                                               Mandatory Requirements

				I confirm that the U.S. Embassy/Consulate listed below commits to fullfill the following:







						Collect, review, and approve proposals, reports, and alumni data for all Access programming for this provider.





						Approve the selection of participants for this program. 



						Ensure U.S Embassy/Consulate participation in at least one enhancement activity.



						Monitor and oversee this local Access Program.																				TRUE		checkboxes



						Conduct at least one site visit to this in-country educational service provider each year and submit completed site visit checklist or other evaluation documents to RELO and ECA.																				TRUE





						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.																				TRUE

																										TRUE



						$0.00		This amount is approved for the U.S. Embassy/Consulate funding (Entered in Step 11- Summary in cells C33-C39 and D33-D39)																		TRUE

																										TRUE

																										TRUE

				NOTE:  Only a Public Affairs Officer or Cultural Affairs Officer may authorize the proposal. Signature authorizes this proposal as accurate and complete.    																								No

						Current Status of Proposal:		NOT COMPLETED (See Checklist Sheet)

								Authorization																		No

						Full Legal Name



						Job Title																				TRUE



						Other Job Title:																				TRUE		Name



						Date																				TRUE		Title

						Add Signature or Paste Email Signature in Box Below. To Paste, first double click in box and then choose Paste.																				TRUE		Date

																										No









																												Other		Other		Other

																												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				Regional English Language Officer

																												Public Diplomacy Officer

																												Regional English Language Officer

																												Regional English Language Officer Assistant

																																Abidjan, Côte d’Ivoire

																																Abu Dhabi, United Arab Emirates

																												City		Country		Addis Ababa, Ethiopia

																												Abidjan		Côte d’Ivoire		Algiers, Algeria		d11eb191-30ad-3437-b16e-58471b789237

																												Abu Dhabi		United Arab Emirates		Amman, Jordan		20631f9d-3005-a0a4-59ad-5847344f9e7f

																												Addis Ababa		Ethiopia		Ankara, Turkey		52180df2-5d4f-58ea-a2e4-58472100d4d5

																												Algiers		Algeria		Antananarivo, Madagascar		38ba8e1f-5f21-84bb-bb9c-584712760251

																												Amman		Jordan		Astana, Kazakhstan		a1acac7c-1e65-8c85-0c50-5847233b5538

																												Ankara		Turkey		Asunción, Paraguay		cc9f3c2f-ca1f-62fc-07e8-5847337cd0cc

								(Please select from the drop down)																				Antananarivo		Madagascar		Baghdad, Iraq		50fb94dd-f122-b067-b119-584725d4d69c

								Mr.																				Astana		Kazakhstan		Baku, Azerbaijan		5c7e28fc-2054-997c-f36e-5847233a1d05

								Mrs. 																				Asunción		Paraguay		Bamako, Mali		e4705ab0-88a8-19b7-d5d0-5847304b7e57

								Ms. 																				Baghdad		Iraq		Bandar Seri Begawan, Togo		df2b913e-c426-e1f6-f32a-584723758d80

								Miss																				Baku		Azerbaijan		Bangkok, Thailand		630aa879-dc81-2775-74bf-5847145e8e83

								Dr. 																				Bamako		Mali		Beijing, China		c6dda2cb-a6bc-9779-495c-584728a3d42c

								Prof.																				Bandar Seri Begawan		Togo		Beirut, Lebanon		9987c189-414c-2fc8-5a35-5847334a0102

								Rev.																				Bangkok		Thailand		Belgrade, Serbia		3810b264-3c63-90b4-e99a-584733f1eba8

								Sister																				Beijing		China		Berlin, Germany		c3a40161-4647-b822-a74a-584719d69f8d

																												Beirut		Lebanon		Bishkek, Kyrgyzstan		1cb63538-de15-99b6-1876-584724d7e768

																												Belgrade		Serbia		Bogotá, Colombia		47425ca3-b396-04bb-f481-5852a3fd27d3

																												Berlin		Germany		Brasilia, Brazil		1acbd70c-9c5f-623a-a9ff-584721fd160f

																												Bishkek		Kyrgyzstan		Brazzaville, Republic Of Congo		f1ad5786-8fc3-f786-24f6-584724e536d8

																												Bogotá		Colombia		Brussels, Belgium		65b60024-9b33-328a-1909-5847198515d2

																												Brasilia		Brazil		Bucharest, Romania		a4a2a0a2-6916-3cd2-7d93-584718386d13

																												Brazzaville		Republic Of Congo		Buenos Aires, Argentina		c9b69fb9-670b-6843-f471-5847315f8d3f

																												Brussels		Belgium		Bujumbura, Burundi		4020ab41-c73d-1d4b-df35-5847167cf8f7

																												Bucharest		Romania		Cairo, Egypt		8cf75afe-0ee6-3fb9-8b04-5847312339a5

																												Buenos Aires		Argentina		Caracas, Venezuela		19f12c2f-582a-af4a-38b6-58471296ad07

																												Bujumbura		Burundi		Chengdu, China		797a0014-9717-7a8c-3306-5847180a7060

																												Cairo		Egypt		Chennai, India		836dec62-10ca-2263-c3d1-584720bd44e2

																												Caracas		Venezuela		Chisinau, Moldova		781280c4-1d93-8113-7330-58473479cbed

																												Chengdu		China		Ciudad Juárez, Mexico		84697c53-bff4-d222-b7de-58471a7b7e14

																												Chennai		India		Colombo, Sri Lanka		ce2c72c5-0d78-6776-6c14-584722f07e18

																												Chisinau		Moldova		Cotonou, Benin		27f188d6-8f00-7853-5359-58472ab1a910

																												Ciudad Juárez		Mexico		Dakar, Senegal		df58a7f4-5927-943d-c057-584729fb0612

																												Colombo		Sri Lanka		Damascus, Syria		27cf0464-fd31-4910-4b85-584732ca1115

																												Cotonou		Benin		Dar es Salaam, Tanzania		9965cc71-fb0c-c9f0-9fbd-5847169f8708

																												Dakar		Senegal		Dhaka, Bangladesh		30ff2611-6a59-ae76-d7f9-584731c7d1eb

																												Damascus		Syria		Dili, Timor-Leste		3068c18f-2a95-3a85-fdb2-58473239defc

																												Dar es Salaam		Tanzania		Doha, Qatar		74f1d544-4916-d353-50aa-5847337feb7b

																												Dhaka		Bangladesh		Dushanbe, Tajikistan		72313621-8324-abbd-2ea9-584715e01766

																												Dili		Timor-Leste		Gaborone, Botswana		3e946a9e-336f-ae73-1af5-584733d08ff3

																												Doha		Qatar		Guadalajara, Mexico		df89116a-ce6d-ad53-4803-584730459bbc

																												Dushanbe		Tajikistan		Guangzhou, China		b27e0a57-66fc-8e5e-1107-5847328ab40f

																												Gaborone		Botswana		Guatemala City, Guatemala		2d6bbd7d-6712-88d1-1f00-584717a2034b

																												Guadalajara		Mexico		Hanoi, Vietnam		443080ec-81cc-ce8f-da84-584729193d08

																												Guangzhou		China		Harare, Zimbabwe		93042070-0c7e-b91d-7477-584af73817a5

																												Guatemala City		Guatemala		Havana, Cuba		d65eeb47-1f09-4809-4e2f-584721650fe2

																												Hanoi		Vietnam		Hermosillo, Mexico		a82ed3bf-6343-008e-a7f6-584734611987

																												Harare		Zimbabwe		Ho Chi Minh City, Vietnam		a2c50636-f9f1-23fe-4678-584735dd8898

																												Havana		Cuba		Hyderabad, India		9c60aadc-5b90-d89b-9b72-58471b447c4d

																												Hermosillo		Mexico		Islamabad, Pakistan		a7c62573-da14-2d88-8734-584729bf2b63

																												Ho Chi Minh City		Vietnam		Jakarta, Indonesia		5a440842-a819-e997-b5c6-584734ccfb64

																												Hyderabad		India		Jerusalem, West Bank And Gaza		5e530bd0-fdca-0211-90f3-584722f9e7a8

																												Islamabad		Pakistan		Kabul, Afghanistan		531ef953-5611-f8ad-e6d2-58472fc4b55d

																												Jakarta		Indonesia		Kampala, Uganda		c0e9a4f7-75f6-cfdc-dcfb-58472360b73c

																												Jerusalem		West Bank And Gaza		Karachi, Pakistan		f31a9a33-fb4d-35a4-cc6d-584735a06de6

																												Kabul		Afghanistan		Kathmandu, Nepal		cd6c9af2-02b0-7011-68b9-5847125759ec

																												Kampala		Uganda		Khartoum, Sudan		8bc44fcd-8f2b-a28a-bd07-5847333cbd41

																												Karachi		Pakistan		Kiev, Ukraine		d2de873f-492b-f140-a939-58472f031441

																												Kathmandu		Nepal		Kigali, Rwanda		d9aec89d-befb-41c9-49d2-58472f3c5be2

																												Khartoum		Sudan		Kinshasa, Democratic Republic Of Congo		63551193-f552-6b67-7e6d-58473260d9f7

																												Kiev		Ukraine		Kolkata, India		91f50c39-4f47-edc3-fca5-5847339e5e69

																												Kigali		Rwanda		Kuala Lumpur, Malaysia		88bae486-40f3-74d9-a39a-584731ddccdb

																												Kinshasa		Democratic Republic Of Congo		Kuwait City, Kuwait		651b2218-16dd-dbab-6a62-58471bd13404

																												Kolkata		India		La Paz, Bolivia		c2a8929a-1ecf-67ed-7288-584722d9c2b8

																												Kuala Lumpur		Malaysia		Lahore, Pakistan		ce1c0e7a-fca6-c429-e98e-584726e1d6ec

																												Kuwait City		Kuwait		Lilongwe, Malawi		cf550cf9-6e1d-f48f-c9fb-584724b56f6f

																												La Paz		Bolivia		Lima, Peru		962105b5-7def-2e0b-95fd-584717b56e3e

																												Lahore		Pakistan		Madrid, Spain		760710e1-5049-d6f9-b711-584730fd0a72

																												Lilongwe		Malawi		Managua, Nicaragua		6fa660ed-2247-5bb4-3154-5847268bfe0e

																												Lima		Peru		Manama, Bahrain		92d38d37-289f-b328-2972-584730f723e0

																												Madrid		Spain		Manila, Philippines		1bdeaa87-3da7-7ad7-46ce-5847323a4889

																												Managua		Nicaragua		Mexico City, Mexico		b01e3654-a4a4-3a97-1626-584efc86d725

																												Manama		Bahrain		Minsk, Belarus		70beb26d-4a7c-1478-e462-5847148f5ad2

																												Manila		Philippines		Montevideo, Uruguay		173fc28b-1061-43b3-7b34-5847301e0010

																												Mexico City		Mexico		Moscow, Russia		da176cf5-c8ac-78c8-58dd-58472955b4d2

																												Minsk		Belarus		Mumbai, India		5e087099-f39e-665c-753c-584716b68f96

																												Montevideo		Uruguay		Muscat, Oman		50886365-4789-ffe9-3c10-584734accc11

																												Moscow		Russia		Nairobi, Kenya		7363f6d2-8fad-96f0-291d-5847312adf49

																												Mumbai		India		Ndjamena, Chad		8bab07d6-a91f-6cc5-61ab-584722c9a391

																												Muscat		Oman		New Delhi, India		37cb35ef-636c-06b2-871f-58472fa00039

																												Nairobi		Kenya		Niamey, Niger		49ee7364-b209-8dc2-fa2e-58472483ecb6

																												Ndjamena		Chad		Nouakchott, Mauritania		60ec0025-37ea-0869-bec6-5847194b54b3

																												New Delhi		India		Ouagadougou, Burkina Faso		4feb7a8e-6424-6705-2bf1-584722f5c303

																												Niamey		Niger		Panama City, Panama		5cd02054-b1bf-be5b-ebdc-5852a1d54613

																												Nouakchott		Mauritania		Paramaribo, Suriname		dbd854fd-832c-25db-d816-584728b34b40

																												Ouagadougou		Burkina Faso		Paris, France		9760293f-4dde-bebb-fdf7-58471807831e

																												Panama City		Panama		Peshawar, Pakistan		39b41aec-d464-59e1-2677-5847305c7e09

																												Paramaribo		Suriname		Phnom Penh, Cambodia		5b00bad6-8d36-b06f-53d3-584732b425b4

																												Paris		France		Podgorica, Montenegro		48696be8-ba42-24e3-769c-5847212f9e90

																												Peshawar		Pakistan		Port-au-Prince, Haiti		a7045194-3527-f39f-d547-584730d5ff3c

																												Phnom Penh		Cambodia		Pretoria, South Africa		8d89b03c-94cf-e0f3-9049-5847186fa205

																												Podgorica		Montenegro		Pristina, Kosovo		828d0312-33df-d514-7a42-58472f832aab

																												Port-au-Prince		Haiti		Quito, Ecuador		dc0f5d2b-cc34-247d-9734-584722fa278e

																												Pretoria		South Africa		Rabat, Morocco		8c2d9d3f-b46d-16da-ada4-5847318ec41b

																												Pristina		Kosovo		Rangoon, Burma		8ee00a75-3526-2064-158f-584724951307

																												Quito		Ecuador		Riyadh, Saudi Arabia		81264576-d73f-1e7d-05ef-58471c0251c6

																												Rabat		Morocco		San José, Costa Rica		58cef898-2c25-9b81-b997-58472f28e7de

																												Rangoon		Burma		San Salvador, El Salvador		a40f86d9-6315-a1e7-845f-584718468ceb

																												Riyadh		Saudi Arabia		Sana'a, Yemen		67c6e354-1bd7-e65f-cc72-58473107d23a

																												San José		Costa Rica		Santiago, Chile		48f007a2-1c9c-3538-2567-58471a5f3b17

																												San Salvador		El Salvador		Santo Domingo, Dominican Republic		d263a911-76bd-2f68-2189-584721d831b1

																												Sana'a		Yemen		Sarajevo, Bosnia and Herzegovina		b84f7a71-fd17-3a2b-eac8-584735a91fde

																												Santiago		Chile		Shanghai, China		2ccf06b8-f699-8d87-803c-5847192dc684

																												Santo Domingo		Dominican Republic		Shenyang, China		ae540b16-ad71-25ca-ac44-58471b240f06

																												Sarajevo		Bosnia and Herzegovina		Skopje, Macedonia		e1600cec-f07d-70f3-b5d2-58471773f681

																												Shanghai		China		Sri Lanka, Maldives		6be00f34-7253-82fb-b6c2-582609b37f72

																												Shenyang		China		Tallinn, Estonia		4093a372-948c-9d7d-c2fd-584af69301a0

																												Skopje		Macedonia		Tbilisi, Georgia		348f2c9c-9bc6-905d-5de4-584724b8b763

																												Sri Lanka		Maldives		Tegucigalpa, Honduras		89ec8cfe-6457-6ea6-9894-584726ad32ab

																												Tallinn		Estonia		Tel Aviv, Israel		2367edb0-4962-dc54-a586-5847218ce3ac

																												Tbilisi		Georgia		Tirana, Iran		8f2666d2-040a-9a53-524c-5847211cd9d0

																												Tegucigalpa		Honduras		Tripoli, Libya		2d4ce22c-6e41-024a-094b-584722ceaafd

																												Tel Aviv		Israel		Tunis, Tunisia		e0e27e54-88fd-1f6e-b383-58472368c662

																												Tirana		Iran		Ulaanbaatar, Mongolia		b52ea68f-ac34-27aa-a91f-5847235c1492

																												Tripoli		Libya		Vientiane, Laos		e4dd6900-0c35-5cfe-3759-5847241f2085

																												Tunis		Tunisia		Yaounde, Cameroon		b98f09dc-97c5-2ef6-5326-584733bc790c

																												Ulaanbaatar		Mongolia		Yerevan, Armenia		4a430733-cbdb-79ab-1d6f-58472f3c89eb

																												Vientiane		Laos				be3e2ab1-06d8-0f18-990d-5847248d69da

																												Yaounde		Cameroon				bf954c3d-c2b1-08a9-826c-584719e3e55c

																												Yerevan		Armenia				419728d8-65c5-ffdc-73d4-5847134368fd







RELO ONLY

				FOR RELO ONLY
Please review  the proposal and checklist in its entirety and sign below before submitting this proposal to FHI 360.









										Current Status of Proposal: 								NOT COMPLETED (See Checklist Sheet)

																																										Provider Visit Question		Yes=1   No=0

				Provider Visit:																																						Blank		0

		Yes		Has the current RELO visited the provider?

		No

				Date of Visit																																						Date of visit		0



				Location of Provider Site																																						Complete = 1

																																										Not Complete= 0

				RELO Comments (optional)







																																										Location of Provider Site



				I hereby certify that this proposal is complete, and that the outlined program has been reviewed and approved. 																																						Complete=1		0

																																										Not Complete=0





														Authorization

										Name



										Job Title				Regional English Language Officer



								Approval Date





										Add Signature or Paste Email Signature in Box Below

























												Click here to go to the Proposal Checklist





























































































































































































































































































Checklist

		Proposal Checklist

		Instructions: 
- This is a tool to ensure the FY17 Access Proposal is complete.   
- Cells highlighted in grey will autopopulate based on information entered in Steps 1-11 and the U.S. Embassy-Consulate section.
														Link to Step 1

		Proposal Status 		Complete		FHI 360		Comments 								0		TRUE				0

		The submitted Proposal is Complete and ready for ECA assessment														0		Yes		FALSE		0

		Post Evaluation Documents have been submitted.														0		No				0

		Step 1: Access Requirements								TRUE

		All the Quality Control Requirements answered "Yes" or "No".		No						No		1		

		Explanation is included for exceptions. (cell B65)		Not Applicable						No		1		

		Step 2: Provider Information														0						0

		Name of Provider Institution is entered. (cell B10)		No						No		1				0						0

		Provider Name is Certified. (cell B14)		No						No		1		

		Provider Status is entered (cell F14)		No						No		1

		In-Country Provider Information is entered. (cells C20-C30)		No						No		1				0						0

		Provider Contacts are entered. (cells F20-F30 and I20-I30)		No						No		1				0						0

		Provider Background is entered. (cell B52)		No						No		1				0						0

		Provider Background description includes Provider's Capacity and Teacher Qualification information. (cell B58)		No						No		1				0						0

		Step 3: Program Information														0						0

		Agreement Start and End Dates entered. (cells F10 and M10)		No						No		1				0						0

		How many days remain between today and the proposed Agreement Start Date?
(Note: If cell B20 turns red, it means that there is less than 45 days from the proposed Agreement Start Date. The Provider must update the proposed Agreement Start Date.)								Yes		0				0						0

		Proposed Instruction Start and End Dates entered. (cells F15 and M15)		No						No		1				0						0

		Proposed Instruction Start Date is not before Agreement Start Date.		No						No		1				0						0

		Proposed Instruction End Date is not after Agreement End Date. 		No						No		1				0						0

		Agreement End Date is not later than December 31, 2021.		No						No		1				0						0

		Distinguishing Features checked.		No						No		1				0						0

		Textbook title(s) and edition(s) are entered. (cells D38-D42)		No						No		1		

		Brief description of textbook(s) is entered. (cell C46)		No						No		1		

		Step 4: After School Hours & Sites

		After School Sessions is answered. (Question 1: cell D8)		No						No		1		

		Total After School Instruction Hours Table is completed. (Question 2: cells D13-D15 and cell E13)		No						Yes		0		

		After School Site Locations Table is completed. (Question 3)												

		Step 5: After School Program

		Description of After School Class Schedule is completed. (cell B8)		No						No		1		

		Description of After School is completed. (cell B16)		No

		Description of After School Activities and Distinguishing Features is completed. (cell B25)		No

		After School Program description is consistent with Step 4.												

		Step 6: Student Instructions Hours

		Intenseive Sessions is answered. (Question 1: cell D7)		No						No		1		

		Total Intensive Session Hours is entered. (cell I8)		Not Applicable						No		1		

		Step 7: Intensive Sessions Information

		Intensive Session Information table is completed.												

		Step 8:  Intensive Sessions Description

		Description of Intensive Session Participants and Schedule are entered. (cell B15)		No						No		1		

		Description of Intensive Session topics and activities are entered. (cell B25)		No						No		1

		Intensive Session Program description is consistent with Step 7.												

		Step 9: After School Budget

		After School program costs have been entered for each Site Location.  		-						No		1		

		Justification for Food costs is entered. (cell C17) 		-						-		0		

		Step 10 - Intensive Session Budget

		Intensive Session program costs have been entered for each Site Location.		-						No		1		

		Justification for Food costs is entered. (cell C18) 		-						-		0		

		Justification for Accommodation costs is entered. (cell C19) 		-						-		0		

		Step 11 - Summary

		Currency Exchange Rate entered (cell B5)		No						No		1

		Local Currency entered (cell B7)		No						No		1

		Date of Exchange Rate entered. (cell B9)		No						No		1

		U.S. Embassy/Consulate After School funding is entered. (cells C33-C38)		-										

		U.S. Embassy/Consulate Intensive Session funding is entered. (cells D33-D39)		-										

		Administration budget line item does not exceed 10-20% of the total budget. (cell F25)		Does not exceed 20%						Yes		0		

		Access Program Dates, Total Amounts, Students, Instruction Hours, and Costs are reflected accurately.												

		U.S. Embassy-Consulate ONLY

		Primary U.S. Embassy contact (FSO) is entered. (cells D12-D24)		No						No		1		

		Secondary U.S. Embassy contact (FSO) is entered. (cells H12-H24)		No						No		1		

		Tertiary U.S. Embassy contact is entered. (cells K12-K24)		No						No		1		

		Post location is entered. (cell D28)		No						No		1		

		Mandatory Requirements are completed. (cells B31-B46)		No						No		1		

		Authorization Name, Title and Date are entered. (cells D52-D58)		No						No		1		

		Authorization signature from PAO or CAO is entered. (cell C60)												

		RELO ONLY

		Provider Visit answered "Yes" or "No". (cell E9)		No						No		1

		Date of Visit entered		-						Yes		0

		Location of Provider Site		-						Yes		0

		Authorization Name entered. (cell G26)		No						No		1

		Authorization Date entered. (cell G30)		No						No		1

		Authorization signature from RELO is entered. (cell D34)

												NOT COMPLETED (See Checklist Sheet)		COMPLETED

														NOT COMPLETED (See Checklist Sheet)

























































































































































































































































Comments

		Instructions: Please insert the Date and Comment in the appropriate highlighted column.  For example: 6/30/16  The number of intensive sessions….

		Step 1. Access Requirements

		FHI 360 Responses				Post Responses				Provider Responses				ECA Responses

		Date		Comments		Date 		Comments		Date 		Comments		Date 		Comments











		Step 2. Provider Information

		FHI 360 Responses				Post Responses				Provider Responses				ECA Responses

		Date		Comments		Date 		Comments		Date 		Comments		Date 		Comments











		Step 3. Program Information

		FHI 360 Responses				Post Responses				Provider Responses				ECA Responses

		Date		Comments		Date 		Comments		Date 		Comments		Date 		Comments











		Step 4.  After School Hours & Sites

		FHI 360 Responses				Post Responses				Provider Responses				ECA Responses

		Date		Comments		Date 		Comments		Date 		Comments		Date 		Comments











		Step 5. After School Program

		FHI 360 Responses				Post Responses				Provider Responses				ECA Responses

		Date		Comments		Date 		Comments		Date 		Comments		Date 		Comments











		Step 6. Student Instruction Hours

		FHI 360 Responses				Post Responses				Provider Responses				ECA Responses

		Date		Comments		Date 		Comments		Date 		Comments		Date 		Comments











		Step 7. Intensive Sessions Information

		FHI 360 Responses				Post Responses				Provider Responses				ECA Responses

		Date		Comments		Date 		Comments		Date 		Comments		Date 		Comments











		Step 8. Intensive Sessions Information Description

		FHI 360 Responses				Post Responses				Provider Responses				ECA Responses

		Date		Comments		Date 		Comments		Date 		Comments		Date 		Comments











		Step 9. After School Budget Information

		FHI 360 Responses				Post Responses				Provider Responses				ECA Responses

		Date		Comments		Date 		Comments		Date 		Comments		Date 		Comments











		Step 10. Intensive Sessions Budget Information

		FHI 360 Responses				Post Responses				Provider Responses				ECA Responses

		Date		Comments		Date 		Comments		Date 		Comments		Date 		Comments











		Summary

		FHI 360 Responses				Post Responses				Provider Responses				ECA Responses

		Date		Comments		Date 		Comments		Date 		Comments		Date 		Comments











		U.S. Embassy-Consulate Only
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		RELO Only

		FHI 360 Responses				Post Responses				Provider Responses				ECA Responses

		Date		Comments		Date 		Comments		Date 		Comments		Date 		Comments
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2
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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.






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 steps to take when planning an Access Program, best ways to ensure easy implementation and maintenance of a program, and efficiently closing 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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[bookmark: _Program_Overview][bookmark: _Toc296182021][bookmark: _Toc274200103][bookmark: _Toc274548354][bookmark: Program_Overview]Program Overview

Since its inception in 2004, over 150,000 students in more than 80 countries have participated in the English Access Microscholarship Program (Access). Access is a 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-years olds through After-School classes and Intensive Sessions. Access students also gain an appreciation for U.S. culture and democratic values through enhancement activities. Access seeks to equip selected students with strong English language skills that can lead to better jobs, educational opportunities, and the ability to participate in and compete for future exchanges and study in the United States.  QUICK TIP!

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.



[bookmark: _In-Country_Educational_Service][bookmark: ICESP_Roles_Responsibilities][bookmark: _Toc296182022]In-Country Educational Service Provider: Roles and Responsibilities[footnoteRef:2] [2:  Please refer to Appendix 1 for the Chart of Responsibilities] 


By seeking to join the Access family, an In-Country Educational Service Provider (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.

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.

[bookmark: _Phases_of_an][bookmark: _Toc296182023][bookmark: Phases_of_an_Access_Program]
Phases of an Access Program

The Access Program is divided into three phases; each contains distinct categories. We have provided a checklist to help Providers ensure all program and administrative requirements are met (please see the Access Minimum Standard Checklist in Appendix 2.) 



1) Program Set-Up: Approximately 4-6 months

a. Staffing and Branding

b. Program Components

c. Financial Responsibility and Program Management Expectations

2) Program Implementation: Approximately 18-24 months

a. Program Delivery

b. Reporting

c. Monitoring and Evaluation 

3) Program Close-out: Approximately 1-3 months

a. Program Ending Procedures

b. Final Reporting 

[bookmark: _Phase_One:_Program][bookmark: _Toc274200104][bookmark: _Toc274548355][bookmark: _Toc296182024][bookmark: Phase_One_Program_Planning]
Phase One: Program Set-Up

[bookmark: _Toc274200105][bookmark: _Toc274548356]1 (a) Staffing and Branding

Access Coordinators, Teachers, and Teacher Assistants

The heart of the Access Program is its focus on learning English. As such, it is important to recruit and maintain high-quality Access Coordinators, Teachers, and Teacher Assistants who are committed to the success of the students selected for the program.

[bookmark: _1.1_Access_Coordinator][bookmark: _Toc375916847][bookmark: _Toc274200106][bookmark: _Toc274548357][bookmark: _Toc296182025][bookmark: Access_Coordinator_1_1]1.1 Access Coordinator 

It is strongly recommended that each Access program have an Access Coordinator that serves as the liaison between the Access teachers and the U.S. Embassy/Consulate and provides support to the teachers in dealing with administrative matters. Since the Access Coordinator holds a variety of responsibilities related to the Provider and the Access teachers, it is recommended that s/he is selected amongst the Provider’s teaching staff. (See Appendix 3 for Staff Duties and Qualifications.)

[bookmark: _1.2_Teachers_and][bookmark: _Toc375916849][bookmark: _Toc274200107][bookmark: _Toc274548358][bookmark: _Toc296182026][bookmark: Teachers_and_Teacher_Assistants_1_2]1.2 Teachers and Teacher Assistants

Each Access group should have a Lead teacher. However, in Access classes of 18 students or more, it is recommended that the class has a Teaching Assistant to give students as much personalized attention as possible. The two can work with different levels simultaneously. It also allows students to experience different teaching styles in the classroom. Students may identify with one teacher or both, hopefully making it easier to earn their trust and solve problems that may arise. Having two teachers in the class also sets an example of teamwork for students so they see it is possible to collaborate with others to reach a common goal. (See Appendix 3 for Staff Duties and Qualifications.)QUICK TIP!

It is recommended that Providers sign contracts with teachers in which Access Program responsibilities are described in detail (see Appendix 4 for a sample teacher agreement).



All Teacher and Teacher Assistant duties for the Provider should be planned and executed in agreement with the Access Coordinator. The Teachers and Coordinators should select a qualified Teaching Assistant, promote the program, recruit students, screen applications, conduct interviews, and notify candidates of the results.

[bookmark: _Toc375916851]1.2.1 Access Staff Payments 

The proposed teaching salaries should be adequate and competitive, possibly within local public school teacher rates. At the Provider’s discretion, Access Coordinators’ salary may be an in-kind cost share that the institution budgets for in the Access Program.

[bookmark: _Toc274200108][bookmark: _Toc274548359]It is the responsibility of the Teachers and Teaching Assistants to arrange the frequency and means of their salary with the Provider. The U.S. Embassy, Teachers and Teaching Assistants must be advised of their exact earnings each month at the moment of starting the course. If any issue regarding payment arises, the U.S. Embassy/Consulate should be notified no later than 5 calendar days after the event.

[bookmark: _1.3_Branding][bookmark: _Toc274200109][bookmark: _Toc274548360][bookmark: _Toc296182027][bookmark: Branding_1_3]1.3 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 abbreviations “Access” or “Access Program” are also 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. Other incorrect references to the program often occur, and everyone must: 1) ensure that the Access Program’s name appears correct in all program-related documentation and 2) brand the program accordingly (see the example below or refer to the latest Bureau of Educational and Cultural Affairs’ communication guidance https://eca.state.gov/comms-guidance).

Example: “The English Access Microscholarship Program, funded by the U.S. Department of State, …”

[bookmark: _Toc274200110][bookmark: _Toc274548361]1(b) Access Program Components

[bookmark: _1.4_Curriculum_Design][bookmark: _Toc296182028][bookmark: Curriculum_Design_1_4]1.4 Curriculum 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. Additionally, Access seeks to prepare students for conversational English language skills with native and non-native speakers of American English through a variety of experiential learning activities. The Provider should work with the U.S. Embassy to ensure students have opportunities to meet with native and non-native speakers of American English. The Provider must undertake efforts to protect the health, safety, and welfare of all participants in the Access Program and address any issues immediately.QUICK TIP!

When planning, the Provider should consider the following related to participants’ health, safety, and welfare: insurance for emergencies, first aid training, teacher-to-student ratios during activities, the timing of the activity/class, etc.



The Provider must identify the number of hours of instruction as well as the textbook and supplementary materials in the Access Program proposal. American publishers and American English materials are preferred but not required. Online hours cannot replace 360 face-to-face hours but could supplement the program. Please design the curriculum based on those parameters and be mindful of the following:

· The proposal (narrative and budget) is the guiding document. It is fully incorporated in the agreement. Please follow it and report accordingly;

· 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 one 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. Classes must be calculated with astronomic hours (60 min), not academic hours, which can vary from one institution to another. Online hours cannot replace 360 face-to-face hours but it could supplement the program;

· Providers will report on the total delivered instruction hours. Total Delivered Instruction Hours is the combined total of delivered After School instruction plus delivered Intensive Hours for all groups, e.g. (300 After School instruction hours x 2 After School groups = 600) + (60 Intensive Session hours x 2 separate Intensive Sessions = 120) =720 total delivered instruction hours. Please refer to the approved program proposal and agreement for the exact figures for each Access Program. These figures may vary from program to program based on the context and program length;

· Agreement start and end dates should include any Access-related activities that occur prior to the start of instruction (advertising, recruitment, etc.) and following the completion of instruction (certificate ceremonies, wrap-up activities, close out, etc.). The Access Program can only reimburse costs that are incurred within the approved agreement start and end date ;

· Lessons should focus on the four language skills: reading, writing, speaking and listening. Focus the classroom time on communicative teaching methods. Access classes should include time for accuracy (grammar) as well as fluency (freely speaking); 

· Remember to enrich the classes with supplementary materials, games, and projects; and

· Encourage teachers to be creative and use varied methods of teaching. If the teachers think that students need more time on a particular theme, then they shouldn’t push them forward. Instead, teachers should use this opportunity to grow as an English language professional and think outside of the textbook. (See Appendix 5 for a Sample Lesson Plan Template.)



[bookmark: _Toc274200111][bookmark: _Toc274548362]1.4.1 After School Instruction 

As stated above, Access is a program where students receive a minimum of 360 hours of instruction reasonably distributed over the agreed upon period. Online hours cannot replace 360 face-to-face hours but it 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 of 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. Each Access Program must include weekly instruction that can occur before school, after school, or on weekends. After school instruction has been the preferred time for teaching and has generally taken 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. QUICK TIP!

When planning your program schedule, remember that exams often demand teachers’ and students’ attention not just on the days of the tests, but also during the weeks of preparation leading up to them.





In developing lesson plans, it is recommended that the teacher establish frequent checkpoints to ensure adequate student learning. Checkpoints can be established based on the selected instructional material, at the discretion of the Lead Teacher. As such, it is highly encouraged that great care is taken in selecting effective instruction materials. American publishers and American English materials are preferred but not required. Enhancement activities related to U.S. culture and values must occur regularly throughout the program, including during After School Instruction. This type of instruction should include frequent opportunities to converse in English and provide computer instruction, whenever possible.

[bookmark: _Toc274200112][bookmark: _Toc274548363]1.4.2 Intensive Sessions 

Intensive Sessions are important opportunities to practice English language skills, build teams, gain confidence, and learn in a threat-free environment. They also are the place where the strongest memories of the Access Program are made and friendships are cultivated. Enjoy this opportunity to take the classrooms and learning outside of the confines of the school room for experiential learning. The Provider must undertake efforts to protect the health, safety, and welfare of all participants in the Access Program and address any issues immediately. 

Providers are encouraged to include Intensive Sessions in addition to the mandatory After School Instruction. These sessions are often one to four-week long summer programs but may also occur over consecutive weekends or between semesters. They should include more instruction hours per week than the After School Instruction the students receive throughout the program. Intensive Sessions can supplement, initiate, or conclude a student's English language programming. These sessions are included in the required instruction, e.g. (300 After School instruction hours + 60 Intensive Session hours) x 2 groups = 720 total delivered instruction hours. Hours of instruction during Intensive Sessions may not exceed 8 hours per day or 40 hours per week. 

Intensive Sessions should combine English language instruction with enhancement activities. 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 native and non-native English-speaking partners. 

While Intensive Sessions should include enhancement activities, enhancement activities alone do not constitute an Intensive Session. 

Tips for a model Intensive Session:

· 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.



· For camps, we encourage providers to seek out establishments that work regularly with children or minors and have safety measures in place 

· The Provider should have on file all the signed permission forms from parents/guardians.

· Please, remind everyone to speak English during the Intensive Sessions, e.g. on a train trip or in a camp outside of the program city. Games, sports, entertainment, and enhancement activities – everything should include building English language skills. 

· The Intensive Sessions should encourage fun and active learning, so design the classes with hands-on learning and creativity in mind. This is a great opportunity for drama, nature hikes, and games in English! 

· [bookmark: _Toc274200113][bookmark: _Toc274548364]Take careful consideration when budgeting for the Intensive Sessions and be sure to stay within the Access proposal. Be sure that expenses for Intensive Sessions are approved items. For any questions or changes, contact the U.S. Embassy/Consulate. 

1.4.3 Computer Instruction 

Access Programs, whenever possible, should include computer instruction to complement English language instruction and enhancement activities. Online hours cannot replace 360 face-to-face hours.

· Computer classes, multimedia learning, or social media activities during After School Instruction and/or Intensive Sessions should be indicated in the proposal, when applicable.

· Incorporate English into the computer instruction time, even if it is exploring how to use a program or using presentation or word processing for projects.

· Use American English americanenglish.state.gov and the Trace Effects video game to explore English independently or as a class.

· “Like” the English Access Microscholarship Program-Headquarters Facebook page (https://www.facebook.com/AccessProgramHQ) and post regular activities as well as connect with students and teachers around the world! (See Appendix 6 for Guidelines for Participating in the Access Facebook Page.)

· Most importantly, keep all students safe online! Teach best practices for social media and be sure the content they are using is instructional. Visit the Access Facebook page link for further online safety tips https://www.facebook.com/AccessProgramHQ/notes or see Appendix 7 for social networking safety tips.

[bookmark: _Toc274200114][bookmark: _Toc274548365]1.4.4 Enhancement Activities

Another 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. Enhancement activities should be designed to 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. QUICK TIP!

Enhancement activities are more than discussions about a topic – they are activities designed to reinforce a topic by creating a lasting impression and memory for students.



Three main elements of U.S. culture and values enhancement activities are included in the Access Program: 1) course topics relating to U.S. culture and values, 2) personal development, and 3) community service. The enhancement activities should occur at least once a quarter throughout the program.

· All students and teachers must participate in enhancement activities on a regular basis. Coordinators should work closely with teachers to plan them.

· English must be a component in all enhancement activities, whether as part of the activity itself or in a follow up classroom activity. (See Appendix 8: Enhancement Activity Plan Template.) 

· Send the U.S. Embassy highlights for the enhancement activities throughout the Access Program in a timely fashion. (See Appendix 9: Highlights Form.)

1.4.4.1 Course Topics Relating to U.S. Culture and Values 

Enhancement activities can be creatively integrated into course topics that teachers introduce to their class. At least three of the following course topics must be covered during an Access Program’s After School and/or Intensive Session Instruction: U.S. Holidays, U.S. History, U.S. Popular Culture, U.S. Education, Gender Issues, the Environment, Ethnic Tolerance, Democracy, and Civil Society. 

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

· Celebrations of U.S. holidays such as hosting a Thanksgiving dinner or a Fourth of July picnic

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

· Talent shows in which Access students perform songs by U.S. musicians

· 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

· Painting a civil rights mural as a celebration of Martin Luther King Day

· Tree planting ceremony

[bookmark: _Toc274200115][bookmark: _Toc274548366]1.4.4.2 Personal Development Activities 

Various components of the Access Program seek to foster personal development by working towards building balanced intellectual and emotional capabilities with students to better prepare them for future academic and professional endeavors. Students are introduced to topics including career development resources, available opportunities to pursue higher education, and additional U.S. government-sponsored exchange programs. 

· A minimum of two personal development activities are required.

· Within two (2) weeks of completing a Personal Development Activity, we recommend sending the U.S. Embassy/Consulate highlights for that activity. (See the Appendix 9 -Highlights Form.)

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 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

· Visits by active participants or alumni of Fulbright, the Peace Corps, the English Language Fellow Program, or the English Language Specialist Program to encourage speaking with native English speakers

[bookmark: _Toc274200116][bookmark: _Toc274548367]1.4.4.3 Community Service Activities

The Community Service component is in place to increase the students’ awareness of issues facing their respective communities while also gaining an understanding of the ways they can positively contribute to civil society. 

· Please use the guidelines in Appendix 10 and Appendix 11 when planning Community Service Projects.

· Within two (2) weeks of completing a Community Service project, we recommend sending the U.S. Embassy/Consulate highlights of activities and achievements.

[bookmark: _1.5_Textbooks_and][bookmark: _Toc274200117][bookmark: _Toc274548368][bookmark: _Toc296182029][bookmark: Textbooks_Supplementary_Material_1_5]1.5 Textbooks and Supplementary Materials 

Each country may have its own primary textbooks that they prefer. Please work with the U.S. Embassy/Consulate to select appropriate and approved textbooks for the Access Program. 

What to look for in a primary textbook:QUICK TIP!

The new course books belong to each student. Create lessons about how to care for their property during and beyond the program.  



· If possible, use a textbook that was published in the U.S.

· Textbooks that have U.S. Culture incorporated in the lessons.

· Textbooks that make use of a variety of communicative and “real world” activities.

· Textbooks that cover such issues as: the environment, human rights, gender equality, civil society and volunteerism.

· Textbooks that help build critical thinking skills in students.

· Textbooks that use a variety of activities that involve: speaking, listening, reading and writing. 



The scholarship funds cover costs for new course books for each and every student. After the program ends the books are the property of the students.

In addition to materials in the textbook, Access teachers should be strongly encouraged to incorporate supplementary materials in 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 12 for a List of Potential Materials). Teachers are also free to use other materials if they suit the Access Program goals.

[bookmark: _1.6_Additional_Programs][bookmark: Additional_Programs_Resources_1_6][bookmark: _Toc296182030]

1.6 Additional Programs and Resources 

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. 

EducationUSA Advising 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 U.S study opportunities through EducationUSA centers. This is a great resource to enhance an Access Program and can be used by taking a trip, inviting a speaker, or by visiting educationusa.state.gov during computer instruction.   

American Spaces is a term that refers to the American Corners, International Resource Centers, and Binational Centers located in various countries of each region. It is important to understand the purpose of each one and what they have to offer. Visit the American Spaces site https://americanspaces.state.gov/home/ or contact the U.S. Embassy/Consulate for more information. 

USG Participants and Alumni are current, or former, participants in programs sponsored by the United States Government. These programs 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.

· English Language Specialists are U.S. academics and professionals in the fields of Teaching English to Speakers of Other Languages, Applied Linguistics, or related fields to conduct programs overseas ranging from two weeks to five months. Contact the U.S. Embassy/Consulate to find out more.   

· 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. 

[bookmark: _1.7_Required_documentation]

[bookmark: Required_documentation_1_7]1.7 Required Documentation to Launch an Access Program

The Provider must receive and review the latest copy of the Official Access Handbook from the U.S. Embassy/Consulate prior to submitting a proposal for Access funding. There will be updates to the handbook throughout the course of the program so please contact the U.S. Embassy/Consulate for the latest edition before submitting a proposal for consideration. Several steps are required before an Access Program can launch. 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 should only be used for program-related purposes stipulated in the proposal.QUICK TIP! 

Ask the U.S. Embassy for the most recent version of the Official Access Handbook and Access proposal template.

Access Programs must not launch without fully signed and executed documentation.







1.7.1 Scholarship Proposal 

After reviewing the entire Official Access Handbook, a Provider should submit a proposal narrative and budget using the Access proposal template. Contact the U.S. Embassy/Consulate for the latest version of this template to reduce the possibility of having to resubmit a corrected proposal. 

1.7.1.2 Financial Responsibilities and Expectations

The Access Program funds can 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 all 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 (see Appendix 13 for a Chart of Allowable/Unallowable Expenses for the Program).

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. 

· Instruction: Funds spent for instruction purposes include Teacher and Teacher Assistant salaries. The proposed teaching salaries should be adequate and competitive, possibly within local public school teacher rates. If an Access Coordinator also serves as an Access Teacher, the Provider may use funds from this line for their salary for the percentage of the time that they are teaching classes only (this may not cover the percentage of the time they spend on administrative duties). For example, if they spend 6 hours/week teaching and 2 hours/week on administrative duties, 75% of their salary would be charged to Instruction, and 25% to the Administration line item. Instruction expenditures should be verified with payroll receipts. Income and social taxes, pension funds deductions, as well as bank fees should be included as instruction expenses and reflected in payroll receipts.  

· Books and Instructional Materials: Funds may go to the cost of textbooks and supplementary instructional materials used by Access students and teachers as well as the cost of Access students’ school supplies used in the Access class throughout the program. 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. Costs for the required exam materials provided at the beginning and end of the program fall under this funding line. Providers may submit a separate request for approval for the purchase of technology to support instruction, including a cost estimate and justification for the purchase (See the Appendix 13 Allowable/Unallowable Costs for more information). These purchases must be verified with receipts. Receipts may be agreements with service providers or vendors, invoices, or cash register receipts. QUICK TIP!

Contact the U.S. Embassy/Consulate and Office of English Language Programs before spending funds if there is uncertainty about whether a particular purchase is allowable. 



· Transportation: The cost of transporting students (and teachers, if necessary) to and from their Access classes, exams, enhancement activities, intensive sessions, etc. falls under this funding line. These purchases must be verified with receipts. Receipts may be agreements with service providers or vendors, invoices, or cash register receipts. 

· Enhancement activities: Expenses for enhancement activities may include supplies and must be related to a specific Access Program project, e.g. celebrating U.S. holidays, induction and graduation ceremonies. Items that are not directly related to enhancement or instructional activities must not be authorized for purchase. Enhancement activity purchases must be verified with receipts. Receipts may be agreements with service providers or vendors, invoices, or cash register receipts.  

· Administration: The administrative cost may include staff compensation for work directly related to the Access Program such as program administrator, program coordinators, accountants, administrative office supplies, Access classroom rental, office telephone, etc. These items must be reflected in all receipts. Providers may incur wire transfer fees related to receiving disbursements or returning unused funds at the end of the program; wire fees should be expensed to the Administration line. Please inquire with the bank about wire transfer fees. Providers are required to use a version of Microsoft Excel that is Excel 2010 or newer. If a Provider does not currently own a version of Microsoft Excel 2010 or newer, the Provider may budget for this expense under the Administration line. The Provider may purchase the software once an active agreement is in place and the agreement’s start date has been reached.

· Food: Providers will have an opportunity to request costs to provide the students with food during After School and/or Intensive Session instruction by providing a justification for consideration within the Access proposal; decisions will be made on a case-by-case basis. These purchases must be verified with receipts. Receipts may be agreements with service providers or vendors, invoices, or cash register receipts.  

· Accommodation: Providers will have an opportunity to request costs associated with accommodation for students during Intensive Sessions (not for After School instruction) by providing a justification for consideration within the Access proposal; decisions will be made on a case-by-case basis. These purchases must be verified with receipts. Receipts may be agreements with service providers or vendors, invoices, or cash register receipts.

1.7.2 Agreement Process

The process for issuing an agreement begins with the Provider submitting a completed proposal which includes a narrative and budget using only the approved template(s) provided by the U.S. Embassy/Consulate. 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:

· Draft Agreement (see Appendix 14 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 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.

[bookmark: _Phase_Two:_Program][bookmark: _Toc296182031][bookmark: _Toc274200118][bookmark: _Toc274548369][bookmark: Phase_Two_Program_Implementation]
Phase Two: Program Implementation 

[bookmark: _Toc274200119]Below is a suggested timeline for each part of Phase 2: Program Implementation. While each Provider varies, it is recommended to stay within these timeframes to ensure a timely start of the program. 

[bookmark: _2.1_Recruiting_Access][bookmark: _Toc296182032][bookmark: Recruiting_Access_Students_2_1]2.1 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 







2.1.1 Definition of Economically Disadvantaged StudentsQUICK 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. 





An essential program requirement is that Access students are economically disadvantaged and primarily aged 13-to-20- 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 identify how they will verify students’ economic status.

2.1.2 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. The Provider, in collaboration with the U.S. Embassy/Consulate, may evaluate and nominate the candidates. Final approval of the nominations may be made by 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 15.)

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 will need to make arrangements to 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.

[bookmark: _2.2_Selecting_Access][bookmark: _Toc296182033][bookmark: Selecting_Access_Students_2_2]2.2 Selecting Access Students

The Access Program is designed for economically disadvantaged students, primarily aged 13-to-20-years-old, who have minimal to no knowledge of English. Applicants will need to complete an application form with information related to the requirements of the Access Program. The information on this application will be verified by the Provider implementing the program. The Provider will verify that the selected students are economically disadvantaged and represent students from diverse racial, ethnic, religious, geographic, or physically challenged backgrounds as appropriate. Additionally, Providers should 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 16 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 must 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 17 for Sample Interview Rubric.)

· A representative of the U.S. Embassy/Consulate must be included as a member of the final selection panel. Inform the U.S. Embassy/Consulate beforehand about the selection dates to let them plan accordingly. 

We strongly recommend that each Provider develops a plan to replace students who withdraw from the program. The U.S. Embassy/Consulate and Provider should 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

· 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.

[bookmark: _Toc274200123][bookmark: _Toc274548373]2.2.1 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 18 for a Sample Parent Consent Form, Appendix 19 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 20 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. 

· Withdrawals should be replaced with students from a list of alternates or students auditing the program. 

[bookmark: _2.3_Induction_Ceremony][bookmark: _Toc296182034][bookmark: Induction_Ceremony_2_3]2.3 Induction Ceremony 

There will 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 will 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.

[bookmark: _Toc296182035][bookmark: _Toc271546172]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. 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!





[bookmark: Program_Monitoring_and_Evaluation_2_4]

2.4 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:

2.4.1 Guests and Visitors 

Regular visits from the community and from the U.S. Embassy/Consulate are 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.

· 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.

[bookmark: _Toc296182036][bookmark: Assessment_2_5]2.5 Assessment 

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

[bookmark: _Toc296182037][bookmark: _Toc271546173][bookmark: Reporting_and_Highlights_2_6]2.6 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.  

Example table:

[image: ]

These quarterly/semester reports, along with the monthly 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 current exchange rates when submitting financial reports.  

Accurate reports, accompanied with all program receipts, will ensure that the next tranche of program funds is sent. Late, incomplete, inaccurate reports, and/or missing receipts will result in delayed payments to the program. Payments will be sent only when all questions related to the report have been clarified and Access Program receipts sent to the U.S. Embassy/Consulate. Misuse of funds or incomplete reporting can lead to the termination of an agreement. 

Monthly reports are a form of programmatic communication and documentation and are due on the 15th of each month. Please use them as a way to inform the U.S. Embassy/Consulate of the program’s progress and alert them to potential problems. We’re here to help all Providers. The Monthly Activities Report can be found in Appendix 21.

Program highlights are very important as well, as Providers must demonstrate the students’ involvement in Access Program activities such as holiday celebrations, social/voluntary projects, and others. 

· Don’t delay! Please 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 the Appendix.)

· 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.

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 must 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.



[bookmark: _Toc271546174]2.6.1 Program & Financial Reports and Receipts

Providers must submit a Financial and Instruction Hours 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 and a Program Report Guideline for Providers. The Financial and Instruction Hours Report will include information about the Provider’s finances and instruction hours. Providers should use current exchange rates when submitting financial reports. The Program Report will include information about Access programming; for example, information about the different site locations, teachers, students, 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.

[bookmark: Amendments_to_Sub_Agreement_2_7]2.7 Amendments to the Agreement

Amendments should 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 identified:

· 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. 

· 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. 

[bookmark: Budget_Revisions_Letter_Change_2_8]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 22 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.

2.8 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 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 23 for a sample letter of approved budget change). 

[bookmark: Termination_2_9]



2.9 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.

[bookmark: Phase_Three_Program_Close_Out]
Phase Three: 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.  QUICK TIP! 

To comply with auditing and U.S. Government regulations, The Provider should 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



All costs 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. 

[bookmark: _Toc296182038][bookmark: Working_to_Close_Out_Program_3_1]3.1 Working with the U.S. Embassy for Program Close Out

Each program’s proposal and budget were approved by the Regional English Language Office of the U.S. Embassy in the local country, or region, and the U.S. Department of State, Bureau of Educational and Cultural Affairs, Office of English Language Programs in Washington, D.C. Following these documents will prevent problems and aid in adherence to proposed program’s start date. Submit reports according to the schedule provided in the program’s agreement to prevent delays in payments. 

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 a Provider, 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 Providers will not be eligible to receive future U.S. Government funding. Please see Appendix 24 for a summary of the Close Out process. 

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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APPENDIX 1: CHART OF COMMUNICATION AND RESPONSIBILITIES
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APPENDIX 2: ACCESS 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 and to ‘like’ the official Access Facebook page where they can share highlights and engage with the global Access community:  www.facebook.com/AccessProgramHQ
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APPENDIX 3: STAFF DUTIES AND QUALIFICATIONS 

[bookmark: _Toc274200132]1.1 Access Coordinators’ responsibilities may 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 teachers 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. 

[bookmark: _Toc274200133]1.2 Teachers’ and Teacher Assistants’ 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.

· Teaching Assistants may hold a similar degree or may be in the last semester of the Bachelor’s degree in ELT or a related field (e.g. Applied Linguistics, English Literature, etc.).  The assistant should have an advanced level of English, roughly equivalent to a score of 550 on the TOEFL ITP or a B2 on the Cambridge University’s First Certificate Examination (FCE).

· 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.

· Availability for the weekly number of hours in the afternoons during weekdays or on Saturday mornings.

· Basic knowledge of U.S. society and culture, especially as it refers to the following holidays: Earth Day, Memorial Day, Independence Day, and Thanksgiving.

· Basic computer skills with Microsoft Office (Word, PowerPoint), an internet browser (Explorer, Firefox, Netscape, etc.), and e-mail.

[bookmark: _Toc274200134]1.2.1 Teachers’ and Teacher Assistants’ Duties 

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

· Selecting appropriate textbooks and materials that meet the program objectives. American publishers and American English materials are preferred but not required.

· 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.
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APPENDIX 4: TEACHER AGREEMENT (EXAMPLE)

TEACHER AGREEMENT

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.

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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APPENDIX 5: LESSON PLAN TEMPLATE (EXAMPLE)

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

· 

·   

·   





Materials, Supplies, and Technology

· 

·   

·   

Lesson Sequence								                (___ minutes)



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

· 

·   

·   

Teacher’s Notes and Lessons Learned for Future Lessons











[bookmark: _Toc274200137][bookmark: _Toc274548383][bookmark: _Toc296182045]APPENDIX F: GUIDELINES FOR PARTICIPATING IN THE ACCESS FACEBOOK PAGE 

[bookmark: Appendix_6_Guidelines_for_HQ_Facebook]
APPENDIX 6: Guidelines for Online Participation in the English Access Microscholarship Program - Headquarters Facebook Page

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.

[bookmark: Appendix_7_Social_Networking_Safety_Tips]
APPENDIX 7: 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.

[bookmark: Appendix_8_Enhancement_Activity_Plan]
APPENDIX 8: ENHANCEMENT ACTIVITY PLAN TEMPLATE (EXAMPLE)

Theme/Title of Activity: ______________

Objectives:

By the end of this enhancement activity, students will be able to

· 

·   

·  

Materials, Supplies, and Technology

· 

·   

·  



Activity Sequence								                  

Preparation for activity 

List supplies, costumes, or other preparation necessary to set up your activity.

· Contact administrator and reserve space

· Buy supplies

· Call guest speakers and confirm availability 

· Borrow books/media to use in activity

· Reserve projector/stereo/computers

· Create pedagogical materials to focus the activity on English learning

· Prepare thank you cards for students to sign for guests

Introduction to topic and vocabulary			 	           

*You may need to plan a lesson previously to introduce structures and vocabulary necessary for your activity.



Activity                                                                                              

1. 									         (___ minutes)

2.    									         (___ minutes)

3.  									         (___ minutes)



Follow-Up from the activity

· Send/deliver thank you notes

· Fill out a highlight and send it to the U.S. Embassy/Consulate.



Lessons learned for future activities: 

[bookmark: Appendix_9_Highlights_Form][bookmark: _Toc296182046]
APPENDIX 9: ACCESS PROGRAM HIGHLIGHTS 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):

		





		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:



		







[bookmark: Appendix_10_Community_Service_Planning]
APPENDIX 10: COMMUNITY SERVICE PLANNING (EXAMPLE)

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.”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





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! 

· 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. “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.





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:

· 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. 

[bookmark: Appendix_11_Comm_Serv_Project_Guide][bookmark: _Toc296182047]
APPENDIX 11: COMMUNITY SERVICE PROJECT GUIDE TEMPLATE (EXAMPLE)

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.) 



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.



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: 



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 





		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 environmental issues

		Become an Environmental 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



		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)



[bookmark: Appendix_12_List_of_Potential_Materials][bookmark: _Toc296182048]
APPENDIX 12: LIST OF POTENTIAL MATERIALS FOR THE ACCESS PROGRAM

American publishers and American English materials are preferred but not required. These U.S. Department of State created materials are or will be available online at American English.

		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



		Pop Culture vs. Real America (a publication of the U.S. Department of State’s International Information Programs (IIP))

 

		Intermediate to advanced

		Reading



		U.S.A. History in Brief – Learner English Series (a publication of IIP) 

		High beginner

		Reading and listening







Teacher Texts:

		Title

		Proficiency Level 

		Thematic category



		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

		Reference





		Wordscapes posters

		All level learners

		Reference



		U.S. Historical Wall Maps

		All level learners

		Reference
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 APPENDIX 13: CHART OF ALLOWABLE/UNALLOWABLE EXPENSES FOR THE PROGRAM 

The Access Program budget is comprised of the following budget line items and program funds are only to be spent on program-related expenses for Access Program students and teachers and verified by receipts submitted to the U.S. Embassy/Consulate. Note: No costs should be incurred before or after the period of performance of the agreement.  

Examples of Allowable expenses by budget line item:

		

Budget Items

		

Allowable



		Instruction

		- Teacher, Teacher Assistant salaries (adequate and competitive with local public school teacher rates)  

- Access Coordinator salary: only for the percentage of time spent teaching (if applicable); not salary for time spent conducting administrative duties

- Taxes on Teacher Salaries

- Pension Fund Deductions for Teachers



		Books & Instructional Materials

(American publishers and American English materials are preferred but not required.)

		- Text books

- Supplementary instructional materials

- School supplies

- Exam Materials, including pre- and post-tests

* Technology pending approval (see below). 



		Transportation

		- Transporting students and teachers (if necessary) to/from Access classes, exams, enhancement activities, intensive sessions, etc.



		Enhancement Activities

		-All costs for students and teachers associated with conducting enhancement activities including entrance fees, T-shirts, short-term insurance policies for intensive sessions that may include medical evacuation, etc.

- Induction and Graduation ceremonies for all attendees



		Administration

		- Staff Salary for Access Program administrative support including for Access Coordinators, administrators, accountants

- Wire Fees (call your bank to inquire about the costs)

- Computer Software (Excel) (Updated Version of Microsoft 2010)

- Administrative office supplies

- Classroom rental

- Office telephone 

- Internet

- Travel, e.g. recruitment, monitoring and evaluating, meetings with U.S. Embassy, etc.

-Program advertisements



		Food and Accommodation 

		- These expenses require justification within the proposal; decisions made on case-by-case basis 

 - Accommodation may only be requested for Intensive Sessions







Unallowable expenses include:

· Cash/cash prizes

· Alcohol



* A Provider may submit a request for approval for the purchase of technology, such as computers and projects, with a justification that includes: 

· An estimated cost for the item(s) and which budget line item the purchase would be expensed to (most likely Books & Instructional Materials).

· An explanation for how the item would be used to support Access instruction. 

· An explanation for how the item would be maintained and the teachers/students would be trained to use and care for the technology.

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

Quick Tip: 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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APPENDIX 14: EXAMPLE –ACCESS AGREEMENT (COOPERATING AGENCY WILL PROVIDE) 
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APPENDIX 15: ADVERTISEMENT (EXAMPLE)

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- yearsold 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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APPENDIX 16: PARTICIPANT APPLICATION FORM (EXAMPLE)

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 ______________________

 

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 _______________________________

 

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:__________________ 
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APPENDIX 17: INTERVIEW RUBRIC (EXAMPLE)

English Access Microscholarship Program Interview



 Student’s Full Name _________________________________________________________________________   Date_______________________   

 

		 

Interviewers

 (Teachers, U.S. Embassy Representative, etc.)

 

 

		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 



		Questions

		1 Student’s name

		2 Student’s name

		3 Student’s name

		4 Student’s name

		5 Student’s name

		6 Student’s name

		7 Student’s name



		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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APPENDIX 18: PARENT CONSENT FORM (EXAMPLE) (Note: the document should be translated to the native language of the participants)

PARENT'S/GUARDIAN’S CONSENT

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: 

· Attending all classes unless an excused absence is requested and approved;

· Completing homework;

· Actively participating in all program activities; and

· Observing the rules of (insert name of institution here);

 I pledge to:

· Support my child's participation in this program;

· Keep informed of events occurring in the program;

· Not obstruct the attendance of additional events organized by (insert name of institution here);

· Attend parent conferences; and

· 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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APPENDIX 19: STUDENT CONTRACT (EXAMPLE) (Note: the document 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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APPENDIX 21: MONTHLY ACTIVITIES REPORT

English Access Microscholarship Program

Period of activity: ______________ to ___________________

Provider: ________________________________________ Prepared by: _________________________________

Program Activities: In the last month, which program activities have you managed? (Note: You will not carry out all of these activities every month as some of them refer to specific stages of the program.)

		Activity

		Date

		Description

		Comments



		Advertising

		

		

		



		Student selection

		

		

		



		Meeting with parents

		

		

		



		Hiring staff/teachers

		

		

		



		Purchasing materials

		

		

		



		Placement testing

		

		

		



		Opening or closing ceremonies

		

		

		



		Media coverage

		

		

		







Academic and Enhancement Activities

In the last month, which program activities have you managed? 

		

		Hours

		Description

		Comments



		Instruction

		

		

		



		Computer classes

		

		

		



		U.S. culture and values 

		

		

		



		Enhancement activities

		

		

		



		Personal development activities

		

		

		



		Community service

		

		

		



		Intensive sessions

		

		

		



		

		

		

		







Comments and Questions

Explain any challenges you have encountered. We are eager to help and learn from your experience.









Highlights and Photos 

[bookmark: _Toc294435792][bookmark: _Toc296182058]Attach a highlight form and photos to this report as separate files for enhancement activities, community service, personal development, intensive sessions or other special events. We encourage Providers to submit a minimum of 1-2 highlights per month.
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APPENDIX 22: EXAMPLE AMENDMENT (THE COOPERATING AGENCY WILL PROVIDE)
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APPENDIX 23: EXAMPLE – LETTER OF APPROVED BUDGET CHANGE (THE COOPERATING AGENCY WILL PROVIDE)
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APPENDIX 24: CLOSE OUT PROCESS

		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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