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INTRODUCTION 
 
The purpose of this Grant Management section is to facilitate the state-, regional- and local-level 
coordination and fiscal management of federal grants administered under the authority of the Adult 
Education and Family Literacy Act. This section is designed to consolidate federal and state procedures 
required for the management of grants, including budgeting and reporting requirements. 
 
Notes on usability: 
 
Nevada State policies are presented in bold green text for readability and ease of use. 
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PART I: FUND DISTRIBUTION PROCEDURES 
 
BASIC STATE GRANT PROGRAM 
 
Through the Basic State Grant Program, states receive federal funds annually according to a 
statutorily-defined formula based on the number of qualifying adults in the State. A qualifying adult 
means an adult who-  

(A) is at least 16 years of age;  
(B) is beyond the age of compulsory school attendance under the law of the State or outlying area;  
(C) does not have a secondary school diploma or its recognized equivalent; and  
(D) is not enrolled in secondary school.  

 
BASIC STATE GRANT FUND DISTRIBUTION 
 
The Nevada Department of Education (NDE) distributes federal funds provided to the State by the Adult 
Education and Family Literacy Act (AEFLA) in accordance with the considerations described in Section 
231(e) and Section 243(c) of the Workforce Innovation and Opportunity Act (WIOA), and the Nevada 
Unified State Plan. After 5% is taken for State administration, the grant is allocated as follows: 
 

• State Leadership Projects (up to 12.5%) 
• Remainder (82.5%) supports programs of instruction 
• Not more than 20% of remainder of funds (for program instruction) is available to carry out 

education services for institutionalized or incarcerated individuals. 

 
RESPONSIBILITIES OF GRANT RECIPIENTS 
 
In Nevada, AEFLA funds will support the following programs:  
 

• Adult Secondary Education (ASE) for adults to obtain a certificate of High School Equivalency;  
• Adult Basic Education (ABE) and literacy for adults below the eighth grade proficiency level;  
• English Literacy (EL) for adults who lack facility in English;  
• Integrated English Literacy and Civics Education for adults who lack facility in English and 

whose instruction emphasizes rights and responsibilities of U.S. citizenship, naturalization 
procedures, U.S. history and government, or increased civic participation and includes 
occupational training; 

• Workforce Preparation Skills;  
• Career Pathways leading to short-term certification for high-demand job sectors, based upon 

current labor market data; 
• Transitions to Postsecondary Education; 
• Adult Literacy with a family literacy component; and 
• Integrated Education and Training 

 
Grant recipients should also make available guidance and referral services, tutoring, career 
assessment and academic advising, follow-up and outreach activities, and support services such as 
childcare and transportation as deemed necessary, for a continuum of support services. These services 
may be provided directly or by referral. 
 
Instructional programs are required to use state-approved assessments for placing students and 
tracking progress. Assessment policies are detailed in the Nevada Assessment Policy. 
 

http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Grant_Administration/
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Nevada Policy: Instructional programs must use the state-approved Management Information 
System (MIS) software to maintain program and student information. Required information must 
be collected and recorded in the MIS for all students with contact hours. Local program 
generated student file records, both paper and electronic, must be retained for the period 
specified in the Education Department General Administrative Regulations (EDGAR).  
 
Nevada’s policies and procedures regarding data collection and reporting are detailed in Section 3: 
Accountability of this Administrator’s Handbook.  

http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Grant_Administration/
http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Grant_Administration/
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PART II: STAFF DEVELOPMENT GUIDELINES 
 
ROLE OF STATE LEADERSHIP 
 
Nevada Policy:  State Leadership funds provide various support services including those 
described below. The ultimate responsibility of ensuring appropriate staff development lies with 
individual programs. 
 
State Leadership: 
WIOA Title II AEFLA required leadership activities include:  

(A) The alignment of adult education and literacy activities with other core programs and one-stop 
partners, including eligible providers, to implement the strategy identified in the unified State 
plan under section 102 or the combined State plan under section 103, including the 
development of career pathways to provide access to employment and training services for 
individuals in adult education and literacy activities.  

(B) The establishment or operation of high quality professional development programs to improve 
the instruction provided pursuant to local activities required under section 231(b), including 
instruction incorporating the essential components of reading instruction as such components 
relate to adults, instruction related to the specific needs of adult learners, instruction provided by 
volunteers or by personnel of a State or outlying area, and dissemination of information about 
models and promising practices related to such programs.  

(C) The provision of technical assistance to eligible providers of adult education and literacy 
activities receiving funds under this title, including—  

(i) the development and dissemination of instructional and programmatic practices based on the most 
rigorous or scientifically valid research available and appropriate, in reading, writing, speaking, 
mathematics, English language acquisition programs, distance education, and staff training;  
(ii) the role of eligible providers as a one-stop partner to provide access to employment, education, and 
training services; and  
(iii) assistance in the use of technology, including for staff training, to eligible providers, especially the 
use of technology to improve system efficiencies.  

(D) The monitoring and evaluation of the quality of, and the improvement in, adult education and 
literacy activities and the dissemination of information about models and proven or promising 
practices within the State. 

 
State Leadership provides professional development and training opportunities and provides them to 
adult educators throughout the state. Funded ABE programs must budget for the cost of bringing 
educators to the trainings at a central location (usually Las Vegas, Reno, or Elko). 
 
Professional Development activities to be budgeted by funded programs: 

• Required ABE Directors Meetings: Three two-day meetings per year for ABE program directors 
and selected staff.   

• Stipends for training as appropriate. 
• Travel to in-state training events (at state per-diem rates) as appropriate. 
• Travel to conferences as appropriate, such as Nevada Adult Educators (NAE), Mountain Plains 

Adult Education Association (MPAEA), Commission on Adult Basic Education (COABE), 
Teachers of English to Speakers of Other Languages (TESOL), etc.  Additional trainings and 
meetings for program director and staff that meet the specific needs for the program. 
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PART III: PROJECT BUDGET/EXPENDITURE FORMS  
 
The subgrant of federal funds is based on the approved amount indicated in the project budget forms.  
Official budget forms are posted online under Fiscal Administration. 
 
E-PAGE USE 
  
All budgets, budget revisions and requests for funds will be submitted and approved through ePAGE for 
federal funds.  
 
INSTRUCTIONAL, SUPPORT SERVICES, AND ADMINISTRATIVE COSTS 
 
Costs that fall under the “Instruction” category are those that directly impact students. Costs for 
“Administration” or Non-instructional services reflect expenditures which support the instructional 
program; they include administrative expenses and indirect costs. 
 
Non-instructional costs may not exceed 5% of the federal grant funding without specific approval. If 5% 
is too restrictive to allow for adequate planning, administration, professional development, and 
interagency coordination a higher rate may be negotiated with the Office of Adult Education. Non-
instructional costs include those costs associated with administration of the program, including 
supervision of faculty and staff, reporting and data entry, fiscal management, and professional 
development. If the program is requesting Restricted Indirect Costs, the rate approved by the 
institutions cognizant federal agency, or 8% as allowed under 34 CFR 76.564 must be included in the 
request for a higher than 5% non-instructional cost.  

 
OBJECT CODE CATEGORIES 
 
The grant recipient may deviate from amounts budgeted and approved between and within major 
categories without submitting a budget amendment under the conditions listed below. 
 
The subgrantee may internally authorize transfers of funds between Object Codes if such changes are 
less than 5% or $2,000, whichever is less, or between Sub-Object Codes if such changes are less 
than 50% or $10,000, whichever is less. 
 
NO-COST REVISIONS: 
 
Some, but not all, no-cost revisions require a budget amendment. An amendment is required: 
 

1. When the change would constitute a transfer of funds from one Object Code to another.  The 
budget revision must be submitted and approved before the transfer can occur. It might be 
necessary to revise the written narrative to justify the transfer of funds. 

2. When a transfer of funds results in an increase or decrease in the amount budgeted in an 
Object Code that is in excess of 5% or $2,000, whichever is less. 

3. When there is a transfer of funds between Sub-Object Codes in excess of 50% or $10,000, 
whichever is less. 

4. When there movement between Instruction and Non-instructional costs. 
  

http://www.doe.nv.gov/Adult_Education/Basic/Administration_and_Regulations/
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COST REVISIONS: 
 
An increase or change to the total amount of the subgrant is a cost revision. Any decrease in the total 
amount of the original approved budget must also be submitted in the form of a cost revision. 
 
SUBMISSION OF FORMS 
 
All budget forms or information entered must be complete and accurate before approval can be 
granted.  
 
Nevada policy: All budget forms must be signed by an authorized representative.  
 
ALLOWABLE COST EXAMPLES 
 
The guidance in 2 CFR 200.420 to 200.475 should be used to determine if a cost is allowable. If a 
determination is not able to be made using that guidance contact the NDE Office of Adult Education. 
 
ALLOWABLE COST CATEGORIES FOR ADMINISTRATION AND INSTRUCTION 
 
Non-instructional 
 
For administration of the program, including: 

• direct and indirect costs 
• supervision of faculty and staff 
• reporting and data entry 
• fiscal management 
• professional development.  

 
Salaries and fringe benefits of personnel engaged in executive activities, financial and management 
tasks, reporting of student data, legal or audit activities, local program monitoring, procurement of 
services, data processing, communications, and other similar functions. 
 
Salaries and fringe benefits of program administrative positions such as: 

• supervisors 
• program analysts 
• project directors 
• clerical personnel supporting administrative activities. 

 
Costs identifiable with program administrative positions such as the purchase of: 

• materials 
• supplies 
• equipment 
• space 
• travel. 

 
Activities associated with the development of a grant application. 
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Instructional 
 
Instructional costs are those associated with carrying out adult education and literacy activities. 
 
All costs associated with providing instruction for adult education students.  These costs include: 

• teachers’, aides’ or assistants’ salaries 
• equipment for the classroom 
• curriculum purchases and educational materials 
• rental of classroom space. 

 
All costs associated with the development and implementation of curriculum for classroom instruction. 
 
All costs associated with the student intake and enrollment process. Activities such as: 

• testing 
• counseling 
• student eligibility determination, including the collection of necessary information to determine 

eligibility 
• costs associated with the placement of students in the program. 

 
All costs related to providing allowable support services, such as childcare and transportation, which 
will allow students to participate in the program. 
 
Activities that are carried out by a titled administrative staff person that include: 

• outreach to provide classroom space for students 
• application and intake activities 
• curriculum development 
• other direct activities that are considered instructional in nature. 

 
Nevada Policy:  High School Equivalency testing functions are unallowable costs under AEFLA 
(HSE preparation, however, is allowable). AEFLA funds may not be used for paying for a test or 
for the salary, in part or whole, of HSE testing personnel or for funding professional 
development activities for HSE testing staff. 
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PART IV: REQUEST FOR FUNDS FOR PROJECT ACTIVITIES 
 
The information in this section describes the procedures to request federal funds. 
 
The grant recipient will receive a “Notification of Subgrant Award” from the NDE. The NDE requires 
programs to be reimbursed for actual expenditures. Requests for Funds may be submitted on a 
monthly or quarterly basis. 
 
REIMBURSEMENT PROCEDURES 
Nevada Policy: All requests for funds must include supporting general ledger documentation. 
 
Federal Funds 
Requests for reimbursement of federal funds must be submitted through ePAGE. 
 
Non-Federal (State) Funds 
Grant recipients should ensure that allowable state and local funds are spent prior to federal funds. 
The forms for reimbursement of state funds are available at ePAGE under the documents section. 
Completed forms shall be scanned and submitted through ePAGE 
 
Processing of the Request for funds 
Once the Adult Education Office receives the request, it is approved and forwarded to the Department’s 
Fiscal Office, where it is processed for payment. The State Controller’s Office issues the payment. It is 
possible that the check will not be received by the requesting agency until three to four weeks from the 
date the Department receives the request. 

 
Payment Schedule 
The federal government restricts the amount of “cash on hand” that can be kept at the state and local 
level. Therefore, to ensure that cash will be available when needed, cash draws should be requested 
monthly or quarterly in an amount not to exceed expenses incurred during the period.  
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PART V: PROJECT REVISIONS 
 
The information in this section describes the procedures for submitting project revisions. 
 
Once an eligible recipient has received approval, a subgrant award is issued. Although the funded 
project must be operated in accordance with the terms of the approved application, an application may 
be revised during the subgrant year. The revised application must be approved in writing before 
implementation. 
 
In general, anytime a grant recipient changes the focus of project activities whereby any one of such 
activities does not fall under the scope of existing, approved objectives, a grant revision is necessary.  
Significant changes would require an amendment to the related project narrative. Likewise, anytime a 
budget must be changed and such changes fall beyond the allowed variations or deviations (see Part 
III), a revision to the budget forms is required. 
 
PROJECT NARRATIVE REVISIONS 
 
Project revisions are submitted in the form of revisions to the original application. Any section of the 
original application that would be affected by the proposed changes should be revised accordingly and 
submitted for review and approval. 
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PART VI: PROGRAM MONITORING 
 
MONITORING PROCEDURES 
 
One Month Prior to the Monitoring Visit 
 
NDE will furnish the AEFLA funded program with a copy of the monitoring instrument and supporting 
documents. This form is to be used to prepare for monitoring visit. The program should have required 
documents available upon request. 
 
The Monitoring Visit 
 
The monitoring team will need suitable space and access to facilities, records, staff, and students 
during the process. An exit interview will inform the Director and other attendees about any major 
findings of the monitoring and give the program an opportunity to furnish additional relevant information. 
 
Post Monitoring 
 
Within 45 days after the monitoring is completed, the monitoring team will send the program a report. 
The program will have up to one month to respond if warranted. The program’s response will be filed 
with the monitoring report. (If a corrective action plan is required, the monitoring team and the program 
will negotiate a timeline.) Follow-up will be dictated by the conclusions and recommendations contained 
in the report. 
 
Other 
 
The review team may also address other issues depending on the needs of the program. If the team 
plans to monitor a specific component of program administration, design, curriculum, or best practices, 
this will be negotiated with the program in advance of the scheduled visit. It is assumed that the 
program will be prepared to address the targeted area at the time of the monitoring.  
 
Areas to be Monitored  
 

1. Data elements & MIS 

2. Financial 

3. Curriculum & instruction 

4. Student services 

5. Targeted populations 

6. Staff 

7. Coordination & linkages 

8. Management 

9. Other, including state and local priorities 
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PART VII: ANNUAL AND QUARTERLY REPORTS  
 
Each agency receiving funds from the Adult Education and Family Literacy Act is required to submit an 
annual report to NDE.  The package includes financial reports, assets and items of value reports, and a 
narrative report.  Program of Instruction grants must also insure timely and accurate MIS data entry to 
facilitate quarterly and annual statistical performance reporting. 
 
ANNUAL FINANCIAL REPORTS 
 
Program Financial Reports 
 
Upon completion of each fiscal year, those agencies that received funding through the Adult Education 
and Family Literacy Act are to submit final report of expenditures of federal funds through ePAGE and 
on paper for state funds.  
 
These reports should accurately reflect the actual expenses of each project.  Each grant recipient will 
be instructed to return any cash on hand. 
 
Nevada policy: All financial reports require an original signature.  
 
Annual Assets/Items of Value Reports 
 
A capitalized asset purchased with state or federal funds is non-expendable property that costs more 
than $5,000 and has a useful life of more than one year. Items of value are those items that cost 
between $1,000 and $4,999. 
 
Both capitalized assets and items of value must be reported at the end of the year on the appropriate 
forms. These reports should be cumulative—that is, they should reflect the program’s master inventory 
list of assets purchased with grant funds. 
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ANNUAL NARRATIVE REPORT  
 
Programs of Instruction 
 
The narrative report describes program activities for the year.  It should include responses to the 
following questions: 
 

1. Analyze program’s statistical reports, especially with regard to student outcomes and discuss 
your observations. Looking at outcomes by level, in which levels did the program excel? To 
what would you attribute the success in those levels? 

 
a. Did the program’s current year performance meet the State-negotiated performance 

targets? 
 

b. Describe plans to improve performance in those levels below the state targets. 
 

2. Describe successful activities, programs, and/or projects that enabled your program to address 
the goals in the previous year’s RFA and/or the WIOA Unified State Plan. 

 
3. Describe involvement with the One-Stop system and any Title II funds used to support activities 

or services through the One-Stop delivery system. (Include integration of activities with other 
adult education, career development, and employment and training activities.) 

 
4. If not all allocated basic funds were expended please explain the reason. 

 
5. Describe successful activities and services supported with EL/Civics funds, including the 

number of adult learners served. 
 

a. If not all allocated EL Civics funds were expended please explain the reason. 
 
 
Leadership Projects 
 
Similarly, Leadership Projects must submit a report that lists each objective of the project; describes 
successful activities, programs, and projects; and addresses the extent to which these activities, 
programs, and projects were successful in implementing the goals of the State Plan (listed above).  Any 
products and reports that were produced during the year as a result of the project must be submitted 
with the narrative. 
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STATISTICAL PERFORMANCE REPORTS (ANNUAL AND QUARTERLY) 
 
The National Reporting System (NRS) produces a set of measures that describes adult education 
students, their participation, and the outcomes that they achieve. At the federal level, the U. S. 
Department of Education (ED) supports a national database for adult education by developing the 
framework and measures for the NRS. The State of Nevada is responsible for implementing NRS 
measures, methods, and requirements in a way that meets Federal guidelines; providing resources, 
training, and support for data collection to local programs; monitoring local programs using quality 
control procedures to ensure data validity; and maintaining a database that includes data from all local 
programs. 
 
Nevada Policy: Local programs are responsible for allocating sufficient resources to collect 
NRS measures and report them according to State requirements. Local programs have primary 
responsibility for collecting these measures using valid, uniform procedures and must maintain 
these data in the LACES student information system. 
 
More information about Nevada’s procedures for data collection, verification, analysis, and reporting 
may be found in Section 3 (Accountability) of this handbook.  

http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Grant_Administration/
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Submission of Statistical Performance Data 
 
Nevada Policy: Instructional programs must complete all data entry in a timely fashion: 

• For activities occurring in any of the first three fiscal quarters - within 15 days of the end 
of the quarter. 

• For fourth quarter activities and final year end activities - by July 15 or announced MIS 
“freeze date”, whichever is earlier. 

• Core outcome follow-up reporting has its own timeline. Please refer to the Core 
Outcomes Follow-up Guidelines for reporting deadlines. 
 

For each of the first three fiscal quarters, after data input is complete, programs are to create a LACES 
Diagnostic Report and submit it to the Adult Education Office within 15 days of the end of the quarter. 
Report and instructions are available online under Accountability. Programs should create and retain a 
quarterly copy of NRS Tables for their own later use as past quarterly snapshot data is not available 
from the MIS.  
 
Fourth quarter and all final end-of-year data entry must be completed prior to the announced MIS 
“freeze date” or July 15, whichever is earlier. Any prior year data input after the freeze date will not be 
used for the final annual statistical report. An annual statistical performance report submission is not 
required. The Adult Education Office will notify instructional programs when the final annual report is 
complete. Local programs should then produce a copy of all relevant statistical tables and reports and 
retain them for their own use.  
 
Quarterly Data Calendar 

Quarter All Data Entry By Report Due By 
1 (July-Sept) October 15 October 15 
2 (Oct-Dec) January 15 January 15 
3 (Jan-March) April 15 April 15 
4 (Apr-June) July 15  

 
In the event that the State ABE office determines that the data submission is incomplete or contains 
errors, the program must resubmit corrected data within ten calendar days of request.  

http://www.doe.nv.gov/Adult_Education/Basic/Accountability/
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