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[bookmark: _Toc222730795]Section #1: Introduction
[bookmark: _Toc222730796]The purpose of this grant is to: 
Increase responsiveness to employer needs and workforce shortages through building capacity and strengthening the impact of noncredit workforce training at community colleges. 
[bookmark: _Toc222730797]Target Entities
This grant is intended to provide noncredit training services to: 
· Individuals 18 years or older leading to employment in high skill, high wage, and in-demand occupations, with an emphasis on those underserved by education and workforce systems.
· Incumbent workers, by working directly with local employers, to provide specialized training or upskilling.
· Employers by providing business solutions and other training needs.
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[bookmark: _Toc222730798]What This Means for Your Program: A Roadmap for Success
The NSAW Grant provides programs with the opportunity to increase responsiveness to employer needs and workforce shortages through building capacity and strengthening the impact of noncredit workforce training. Beyond the technical requirements outlined in this manual, success comes from intentional planning, consistent implementation, and long-term sustainability. The following guidance offers a roadmap for grantees:
· Staying on Track
· Build a grant calendar. Enter reporting deadlines, professional development dates, and closeout requirements into a shared calendar. Assign responsibility to staff. Document as you go. Collect student participation data, success stories, and expenditure records consistently rather than waiting until reports are due.
· Monitor your budget regularly. Compare spending to your approved budget each month and initiate modifications early if needed.
· Stay engaged. Participate in ICCB operational meetings and professional development to strengthen implementation and build peer connections.
· Communicate proactively. Reach out to ICCB when challenges arise; early communication often leads to flexible solutions.
· Sustaining Your Work Beyond the Grant
· Institutionalize what works. Embed successful practices into ongoing programming and strategic plans.
· Leverage data and stories. Share outcomes and student success stories with stakeholders to demonstrate value and attract future investment.
· Diversify funding. Explore alignment with Adult Education, Perkins, WIOA, workforce boards, and employer contributions to sustain key activities.
· Build staff capacity. Crosstrain staff to prevent disruption if roles change.
· Keep partnerships active. Maintain engagement with employers, schools, and community partners to keep pipelines strong and opportunities open.

By focusing on clear objectives, consistent management, and long-term sustainability, your program can move beyond compliance to create lasting impact for students, employers, and the communities you serve. 


[bookmark: _Toc222730799]Section #2: Program Components
[bookmark: _Toc222730800]Grant Objectives
The objectives of this grant are to provide funding to:
1. Expand Noncredit Program Offerings: Colleges should aim to prioritize significantly in-demand and emerging occupations for programming built, expanded, or supported through this grant.
2. Offer Business Solutions to Employers: In addition to customized training, community colleges offer a suite of business solutions to employers. Examples of business solutions include quality and safety audits; training workshops relevant to leadership, essential employability skills, and Diversity, Equity, Inclusion, and Access; contract procurement assistance, etc. Colleges should prioritize small businesses (500 employees or less) as well as minority- or woman-owned businesses for these business solutions. Colleges may expand the number of employers they offer business solutions to and/or provide additional services as a result of these grant funds.
3. Increase Affordability of Noncredit Training for Students, particularly those who are low-income, un- or underemployed, and or otherwise underrepresented in the sector in which training is offered. Activities may include offsetting costs of training, creating noncredit apprenticeship programs, and increasing efficiencies to sustain affordability. 
[bookmark: _Toc222730801]Required Activities
1. [bookmark: _Toc221794070][bookmark: _Toc222320871]Offer Noncredit Training: Colleges are required to utilize grant funds for noncredit training. This must not supplant current offerings. Funding should be utilized for new training and/or expanding current offerings. Training can include customized training for incumbent workers and/or training for new entrants in the workforce that culminates in an industry-recognized credential. Training must be in an in-demand or an emerging field, and activities must be directly related to workforce development. For the purposes of this NOFO, allowable activities exclude developmental education, youth programs, community enrichment, adult education, and English language acquisition.
2. [bookmark: _Toc221794071][bookmark: _Toc222320872]Articulate Noncredit to Credit Transitions: Colleges must identify at least one noncredit offering to articulate/map a pathway and/or process for students to transition from noncredit to credit without duplicating courses or competencies. For most community colleges, bifurcation exists between the noncredit and credit functions of the college. Thus, students often lack a direct pathway into credit programs to continue their education. Funding cannot be utilized to support credit programming. Technical assistance will be provided for this activity.
3. [bookmark: _Toc221794072][bookmark: _Toc222320873]Noncredit Data Collection: Through this grant opportunity, the ICCB will be enhancing its noncredit data collection. Colleges should utilize grant resources to bolster their collection and tracking of noncredit data elements, including upgrading of systems, staff capacity, etc. Robust and thorough data collection is critical to evaluating and demonstrating the importance of community college noncredit offerings to the state’s economy and workforce. The ICCB will work with colleges over the grant period to identify additional data elements that will be added to the N1 Collection. 
[bookmark: _Toc222730802]Allowable Activities
To meet local employer needs, this grant is intended to provide maximum flexibility. Other than the required activities, colleges may utilize grant funds on the following activities. This list is not exclusive and includes:
· Noncredit short-term training programs for employers that support, among others, minority students’/employees’ transition to and retention in employment.
· Essential (basic) and employability skills training to help employers address this deficit by providing basic skills training and instruction where needed and appropriate. Colleges may provide employability skills training. This may be in the form of workshops for new or current employees to ensure individuals are successful in the workplace.
· Business consulting services, process reviews, quality and safety audits
· Focused on-the-job training
· Stand-alone, skill-specific workshop or seminar
· Behavioral and skills assessments of business employees or potential hires Entrepreneurship seminars and workshops for individuals interested in start-up businesses Contract procurement assistance
· Business attraction, retention and expansion assistance to economic development entities and employers
· Noncredit curriculum development (or alignment to credit programming)
· Collaboration efforts between noncredit and credit to improve student experience
· Program accreditation
· Collaborations with internal partners to increase student pipelines and improve student experience, such as adult education, student services, Veterans, disability and access centers, etc.
· Collaborations with other community colleges regionally to address workforce needs Strengthening partnerships with external entities designed to support employers’
· Training/employment needs, such as chambers of commerce, local workforce areas, industry associations, economic development, and public workforce programs.
· Offering wraparound support services to students, including coaching and/or stipends noncredit apprenticeship programs 

[bookmark: _Toc222730803]Section #3: Budget Components
[bookmark: _Toc222730804]Budget Description
[bookmark: _Toc221794076][bookmark: _Toc222320877]The GATA Budget Template (modified for non-GATA) is where you will show line-item expenses. All applicants must complete Section A and provide a breakdown by the applicable budget categories shown in lines 1-17. Since the NSAW Grant runs on a yearly cycle, you only should complete the column under "Year 1." 
[bookmark: _Toc222730805]Budget Modifications
[bookmark: _Toc221794078][bookmark: _Toc222320879]Discretionary budget transfers between budget categories are capped at $50,000 and limited to 10% of the award. Stated another way, if the budget change from the approved budget is greater than $50,000 between budget categories or the amount of the increase to any budget category is over 10% of the award, then a budget modification is required. Categories not included in the budget (null or zero-dollar budget categories) cannot be modified without a budget modification. 
[bookmark: _Toc221794079][bookmark: _Toc222320880]Discretionary budget transfers allow for some flexibility in how funds are used within the approved budget. However, the approved budget itself cannot be altered without a formal budget modification. Discretionary revisions are not to be accrued, rather each potential iteration of the budget would be compared to the approved budget to determine if a budget modification is necessary. In other words, the “base line” for reviewing the need for a budget modification is always the latest or current approved budget. The ICCB will provide instructions for seeking budget modification approval. 
[bookmark: _Toc221794080][bookmark: _Toc222320881]NOTE: The deadline for budget modification requests is 60 days before the end of the award term. Budget modification reviews may take up to 30 days for ICCB to complete. 
[bookmark: _Toc222730806]Budget Modification Process
[bookmark: _Toc221794082][bookmark: _Toc222320883]During the fiscal year, NSAW Grantees may need to adjust their grant budgets.
[bookmark: _Toc221794083][bookmark: _Toc222320884]If a project needs major adjustments in funding, then the ICCB must review and approve those changes. All major budget and scope modifications must be made and approved prior to major adjustments/expenditures.
[bookmark: _Toc221794084][bookmark: _Toc222320885]To request a budget modification for the NSAW Grant, please complete the standard ICCB Budget Modification Request Form and use the following link to submit your budget modification:
https://www.iccb.org/budgetmods/ 
[bookmark: _Toc222730807]Post Allocation Budget and Summary
Once allocations are posted on the ICCB website, an email is sent to applicants with the website link. ICCB staff will reach out to grantees to make necessary adjustments. Adjustments could be on the budget, the narrative, or the project overview. All these changes need to be made and resubmitted through JotForm. 
Budget Changes (most common examples):
· Overall amount adjustment, which would mean individual categories would need adjusted. 
· Movement of items between categories (travel expense from Supply category to Travel category OR textbook expense from Supply to Miscellaneous category) removal of unallowable expenses.
· Addition of details needed for categories or lines. 
Narrative Changes (most common examples):
· Due to reduced allocation, fewer activities or classes may be offered. 
· Noncredit to credit articulation work is not explicitly clear.
Project Overview Template (most common examples):
· Amount requested is not updated from the placeholder amount.
· Project summary is vague or not complete.
· Participant-level and programmatic outcomes are not delineated properly. 
· Program offerings chart does not include culminating credential information.
Once the requested changes are made and approved, grant agreements are created and sent to awardees. 
For grantees with no requested changes, grant agreements are created and sent to awardees. 
When the awardee/grantee returns their grant agreement signed, it is routed to ICCB’s executive director for their signature. Upon that signature, the agreement is returned to the grantee, and it is considered “executed.” At that point, a request for payment of the full allocation amount is made to the Illinois Comptroller’s Office. Payment is in the form of a check mailed to the address on file with ICCB and can be expected in 45-60 days from the time of execution of the grant agreement.
[bookmark: _Toc222730808]Allowable Expenses
· Personnel – This would include payment to staff – directors, instructors, tutors, coordinators, etc.
· Fringe – This would include benefits for staff listed in Personnel.
· Travel – This could include travel to and from conferences, required meetings, class locations, etc. 
· Supplies – This would include materials that are consumed during the life of the grant – office supplies, textbooks, laptops, classroom needs, etc. 
· Equipment – This includes material that is tangible personal property, lasts longer than the life of the grant, and costs more than $10,000 per item – equipment for training purposes, rechargeable laptop station with laptops, etc. 
· Contractual Services – This would include products or services procured by contract. Subaward budgets also belong in this category – exam fees if purchased with a contract, seats in a virtual program, etc. 
· Consultant (Professional Services) – This would include curriculum designers or other types of consultants. 
· Occupancy (Rent & Utilities) – This would include rent and utility payments with apportionment in relation to the grant activities usage. 
· Telecommunications – This could include cell phone plans or internet plans. 
· Training & Education – This includes training for employees – conference fees, certification fees, exam fees as part of professional development, etc. 
· Miscellaneous Costs – This includes all other allowable costs not covered in the other categories – tuition reimbursement, cost offsets to employers, stipends, gas cards, etc.
[bookmark: _Toc222730809]Unallowable Expenses
· International travel
· Construction
· Research 
· Complete duplication of previous grant activities.
· “Swag” items
NOTE: Prior to utilizing grant funds toward food, please consult with the NSAW programmatic contact for approval.  
[bookmark: _Toc222730810]Indirect Cost Rate
To charge indirect costs to a grant, the applicant organization must have an annually negotiated indirect cost rate agreement (NICRA).
· Federally Negotiated Rate. Organizations that receive direct federal funding may have an indirect cost rate that was negotiated with the Federal Cognizant Agency. The ICCB will accept the federally negotiated rate.
· State Negotiated Rate. The organization must negotiate an indirect cost rate with the State of Illinois if they do not have a Federally Negotiated Rate or elect to use the De Minimis Rate. The indirect cost rate proposal must be submitted to the State of Illinois within 90 days of the notice of award.
· De Minimis Rate. An organization that has never received a Federally Negotiated Rate may elect a De Minimis rate of 15% of modified total direct cost (MTDC). Once established, the De Minimis rate may be used indefinitely. The State of Illinois must verify the calculation of the MTDS annually to accept the De Minimis rate.
[bookmark: _Toc222730811]Cost Sharing or Matching
· No cost sharing or matching is required.
[bookmark: _Toc222730812]Program Income Guidance
· If the fees collected are made possible or enhanced using the grant funds, then those monies are program income. The source of the program income could relate to allowable activities, such as corporate training, in-house (non-employer) training and corporate services. For enhanced or enlarged programs that were in operation prior to the award, the grantee should allocate that new revenue generated because of grant expenditures as program income. For new noncredit training offerings, because of grant funds, where fees are collected, this revenue would be program income.
· Any program income must be spent only on allowable grant activities during the grant period (2CFR200.307, as adopted by GATA for state awards). Grantees should work to expend all program income during the grant period in which it is earned. This means that planning on banking or saving program income is an issue. Once the grant period is over, residual revenues attributable to expenditures from this grant award must be used for non-credit activities. 



[bookmark: _Toc222730813]Section #4: Funding & Requirements
[bookmark: _Toc222730814]Grant Agreements
[bookmark: _Toc222730815]Uniform Grant Agreements
[bookmark: _Toc222392351][bookmark: _Toc222393931][bookmark: _Toc222730816][bookmark: _Toc221794094][bookmark: _Toc222320896]Following the announcement of allocations, the provider receives a uniform grant agreement and notice of state award that must be signed by the provider as well as the ICCB. The scope, deliverables, funding processes, and deadlines are detailed throughout the contract. It is important that both the fiscal and programmatic contacts at the grantee are familiar with the contract language and requirements. 
[bookmark: _Toc222730817]Accessing Funds
Funds shall be disbursed to the grantee once the executed grant agreement is filed. ICCB will request payment in full to each grantee via the Comptroller’s Office. Please allow 45-60 days from the time of execution of the grant agreement to receive funds.  
[bookmark: _Toc222730818]Intent and Use of Funds
The Illinois Community College Board has designated funds for the NSAW Grant to support noncredit training and business solution initiatives across Illinois. To accomplish these goals, NSAW activities and expenses must correlate to the main objectives and required activities of the grant:
Objectives
· Expanding Noncredit Program Offerings
· Offering Business Solutions to Employers
· Increasing Affordability of Noncredit Training for Students
Required Activities
· Offer Noncredit Training
· Articulate Noncredit to Credit Transitions
· Noncredit Data Collection
If a grantee has questions regarding the allowability of any proposed activities or expenses, please consult the appropriate NSAW Grant programmatic contact for approval. 
All grant funds shall be subject to the Illinois Grant Funds Recovery Act (30 ILCS 705). All funds granted for the operation of this program must be used exclusively for the purposes stated in the approved proposal and must be expended in accordance with the approved budget and the grantee’s policies and procedures related to such expenditures. Funds may only be expended for activities occurring during the grant period.
NOTE: During the life of the NSAW Grant, all products and services purchased with NSAW funds can only be used by NSAW participants and staff. Some examples include:
· Equipment and/or supplies purchased must be used for noncredit students/trainings. 
· Tuition assistance/wraparound supports may only be utilized by noncredit students. 
· Professional development funding may only be used by noncredit staff and/or faculty.
If you have any questions regarding the allowability of expenses, please contact the ICCB’s NSAW Grant contact.
[bookmark: _Toc222730819]Reporting
To comply with EDGAR guidelines, grant recipients are required to submit Quarterly Reports. Quarterly Reports are due 30 days after the end of each quarter of the current fiscal year. ICCB Staff will provide quarterly and final closeout templates to be submitted.
Failure to submit reports by the due dates below can impact future funding.
	Report
	Period
	Due Date

	Quarter 1
	January – March
	April 30th 

	Quarter 2
	April – June
	July 30th 

	Quarter 3
	July – September
	October 30th 

	Quarter 4
	October – December
	January 30th 



NOTE: During the NSAW Grant cycle, in addition to the quarterly reports, grantees are expected to provide their projected expenditure dollar amounts by the last date of the quarter.
[bookmark: _Toc222730820]Professional Development
The Illinois Center for Specialized Professional Support (ICSPS), in coordination with the ICCB, provides direct technical assistance to all institutions implementing an NSAW Grant. The ICSPS works with programs to provide insight and expertise in curriculum enhancement, expanding work-based learning opportunities, and recruiting and engaging students.
Each month, there will be optional Professional Development meetings, along with mandatory Operational meetings. EXAMP



[bookmark: _Toc222730821]Section #5: Closeout Requirements
Success Stories
Each grantee should submit a student and an employer success story, if they worked with students and/or employers as part of the grant. These stories will be used in ICCB marketing and with legislatures. A template will be provided by the appropriate grant contact. Success stories should be sent to iccb.noncredit@illinois.gov. They can be submitted at any time throughout the year but no later than 60 days after the end of the grant term. 
Equipment Report
As part of the closeout process, each grantee will need to submit an Equipment Report for all qualified equipment purchased with grant dollars. To qualify for reporting, equipment must be over $10,000 per unit. Equipment purchased with grant funds must be reported on for 3 years or until the unit cost is depreciated below the $10,000 threshold. See the ICCB webpage for the form: https://www.iccb.org/grants/grant-resources/ 
Closeout Financial Report
If a grantee has outstanding expenses, goods/services that have not been received, etc. at the end of Q4, they must submit a final closeout Financial Report by at least by 60 days after the end of the grant term. When those expenses come through, the grantee will use the same Quarterly Financial Report template with the final expenses added and check the box stating it is the closeout report. If your Q4 report wraps up your grant cycle, check the box in your Q4 Quarterly Financial Report (G26) indicating it is also your closeout report. At that point, there will be nothing else needed. 
Return of Funds
After the closeout period of a grant award has ended, if there are grant funds to be returned, please send a check payable to ICCB to return said unspent grant funds. Kindly write in the remittance, the grant program and fiscal year to which the funds pertain (i.e. FY the funds were paid by ICCB).  Please complete and enclose the Return of Grant Funds Form with the payment as well as a copy of the financial closeout report that shows the funds remaining.
Kindly note, ICCB cannot refund a refund so any errant amounts distributed will have to be filed as a Court of Claims matter to recover funds returned by mistake. The refund is due 45 days after the closeout period (e.g. period of performance ends June 30, closeout is due August 30, return of funds is due October 14). See below for mailing instructions.


Please mail the check with supporting documents to: 
JAHDZIA DIAZ
Senior Director for Finance & Operations
Illinois Community College Board
401 East Capitol Avenue
Springfield, IL 62701


[bookmark: _Toc222730822]Section #6: ICCB Contact Information

Alex Weidenhamer
Director for Workforce Training
alex.weidenhamer@illinois.gov
P: 217-558-5671

For Financial Questions:
ICCB.grantpayments@illinois.gov 

Springfield Office
Iccb.noncredit@illinois.gov 
401 East Capitol Avenue
Springfield, Illinois 62701-1711
P: 217-785-0123
F: 217-524-4981
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