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NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —STATE
COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-01-03 (5)
REQUEST FOR PROPOSAL

PURPOSE:

The primary responsibility of the State Commission is to promote the ethic of service
among North Dakotans. The Commission oversees the AmeriCorps*State funds that
facilitates citizens working together to meet community needs in a way that fosters
personal, family, and community pride.

The following establishes the process for requesting proposals and making awards under
the North Dakota AmeriCorps*State Program.

POLICY:

The North Dakota Workforce Development Council -State Commission on National and
Community Service (State Commission) shall conduct a proper grant award process
annually, following applicable federal and state regulations. Grant awards shall be made
only to the extent that funds are available.

The State Commission shall implement an annual grant award process that includes an
appropriate, fair, and timely

Request for Proposal (RFP) process

Peer Review process

Criteria-based grant selection process

Pre-award risk assessment process

Request for Proposal

The State Commission conducts an appropriate, fair, and timely Request for Proposal
(RFP) process for the AmeriCorps*State program grants annually.

A written RFP is provided that contains all the information needed by the potential
applicants.

The grant selection criteria used in the RFP is that provided by the Corporation in their
annual published information and guidelines for AmeriCorps*State programs.

Public notice of the RFP is provided which allows sufficient time to prepare quality
proposals.

Reasonable effort is made to provide notice of funds available to a broad spectrum of
entities of state and local government, nonprofits, higher education institutions, and faith-
based organizations.



Application due dates ensure adequate time for the commission to conduct a quality peer
review and complete staff review of proposals and budgets.

Peer Review Process

State Commission staff shall review applications according to all legal, regulatory, and
grant requirements.

All Peer Reviewers will complete and sign a conflict of Interest form. If a potential
conflict of interest exists, the Peer Reviewer will be disqualified for being involved in the
Peer Review process.

Scoring and ranking procedures will be based on the State Commission’s model score
sheet with modifications to address the Corporation and State Commission priorities and
must be described in the RFP.

Criteria-based Selection Process

The State Commission shall make recommendations to CNS and shall select grantees
based upon criteria contained in the Request for Proposal.

Pre-Award Risk Assessment Process

The State Commission shall conduct a pre-award risk assessment of selected grantees to
insure that grantees have the organizational capacity to provide sound programmatic and
fiscal oversight; adequate budget to support program design; have a sound track record of
accomplishments as an organization; well defined roles for staff and administrators; a
well designed plan or systems for self-assessment, evaluation, and continuous
improvement; and commitment of applicant organization for non-federal support and
sustainability.

REFERENCE:

) State Commission minutes dated April 16, 2003

1) State Commission minutes dated April 7, 2004

2) State Commission Electronic Vote dated July 6, 2006
3) State Commission minutes dated April 22, 2009

4) State Commission minutes dated January 13, 2010
5) State Commission minutes dated January 13, 2013

SUNSET: January 13, 2016



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —STATE
COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-02-03 (3)
CONFLICT OF INTEREST

PURPOSE:

The purpose of this policy is to remind State Commission members of the state and
federal laws relating to voting obligations and conflict of interest.

NDCC 48-02-12 states, “No governing board, nor any member, employee, or appointee
thereof, shall be pecuniary interested or concerned directly or indirectly in any public
contract, either verbal or written, that may be entered into by any such board or officer.”

Regulations of the Corporation for National and Community Service under 45 CFR
Chapter XXV, Part 2550.90, states..... “To avoid a conflict of interest (or the appearance
of a conflict of interest) regarding the provisions of assistance or approved national
service positions, members of a State Commission or AAE must adhere to the following:

(a) General Restriction: Members of the State Commissions and AAEs are
restricted in several ways from the grant approval and administration process for any
grant application submitted by an organization submitted by an organization, for which
they are currently, or were within one year of the submission of the application, officers,
directors, trustees, full-time volunteers, or employees. The restrictions for such
individuals are as follows:

(1) They cannot assist the applying organization in preparing the grant

application;

(2) They must excuse themselves from the discussions or decisions regarding the

grant application and any other grant applications submitted to the Commission or

AAE under the same program; and

(3) They cannot participate in the oversight evaluation, continuation, suspension

or termination of the grant award.............

(c) Rule of Construction. Paragraph (a) of this section shall not be construed to

limit the authority of any voting member of the State Commission or AAE to

participate in----

(1) Discussion of, and hearings and forums on, the general duties, policies and

operation of the Commission or AAE, or general program administration; or

(2) Similar general matters relating to the Commission or AAE.

POLICY:

1. No member or employee of the North Dakota Workforce Development
Council - State Commission on National and Community Service, its Standing
Committees, or its Ad Hoc Committees shall use his/her position to benefit
themselves or organization which they represent, nor shall any member cast a
vote nor participate in any decision-making capacity on any matter which
would provide direct or indirect financial benefits to that member or their
organization.



Each recipient or sub-recipient shall ensure that no individual in a decision-
making capacity, including State Commission members (whether
compensated or not), shall engage in any activity, including participation in
selection or award, of a sub grant or contract supported by AmeriCorps*State
or AmeriCorps*Competitive funds, if a conflict of interest, real or apparent,
would be involved. Such conflict would arise when the individual: any
member of the individual’s immediate family; or an organization which
employs, or is about to employ any of the above, has a financial or other
interest in the firms or organization selected for award.

Neither membership on the State Commission nor the receipt of
AmeriCorps*State or AmeriCorps*Competitive funds to provide community
and related service shall be construed, by themselves, to violate the provisions
or Regulations of the Corporation for National and Community Service Under
45 CFR Chapter XXV, Part 2550.50.

Official minutes of the State Commission and its Standing, and Ad Hoc
Committees shall record by individual name and representation members who
abstain from voting on individual proposals or motions.

REFERENCE:

SUNSET:

) State Commission minutes dated June 4, 2003

1) State Commission Electronic Vote dated July 6, 2006
2 State Commission minutes dated April 22, 2009

3) State Commission minutes dated January 16, 2013

January 16, 2016



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —STATE
COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-03-03 (3)
MEMBER EXPENSE REIMBURSEMENT

PURPOSE:

Regulations of the Corporation for National and Community Service Under 45 CFR
Chapter XXV, Part 2550.50, (h) Compensation for State Commission members. States...
“A member of a State Commission may not receive compensation for his or her services,
but may be reimbursed (at the discretion of the State) for travel and daily expenses in the
same manner as employees intermittently serving the State.

To encourage the participation and attendance of appointed members on the North
Dakota Workforce Development Council — State Commission on National and
Community Service reimbursement of travel expenses and per diem will be provided.

POLICY:

1. Member Expenses: Commission members are eligible to be reimbursed for
mileage, meals and lodging for regularly scheduled meetings at the current
approved state rate.

a. To obtain the state rate for lodging, the North Dakota Department of
Commerce may pay the lodging facility directly for Commission Member
lodging expenses.

2. Member Per Diem: Commission members, whose employer does not reimburse
them for wages or in cases where Commission members are required to pay for
substitutes at their place of employment are eligible for a daily per diem for days
of regular scheduled Commission meetings.

a. Per Diem will be issued at the rate of $62.50 per day upon verification of
Services.

b. Per Diem for services for portions of a day shall not be prorated. Travel
days shall not be counted as days of service for the purpose of eligibility
for Per Diem.

REFERENCE:

()] State Commission minutes dated June 4, 2003

1) State Commission Electronic Vote dated July 6, 2006
2 State Commission minutes dated April 22, 2009

3) State Commission minutes dated January 16, 2013

SUNSET: January 16, 2016



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —
STATE COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-04-04 (4)
MONITORING POLICY

PURPOSE:

The North Dakota Workforce Development Council - State Commission on National and
Community Service (State Commission) has a primary responsibility to insure sub
grantees are performing contracted activities and according to regulations, guidelines and
the contract they entered into with the State Commission.

Monitoring the sub grantees and the contract they entered into with the State Commission
is viewed as support in order to provide feedback so that National Service may
continuously improve in the State. “Monitoring” is any contact Commission staff has
with a sub-grantee, its staff, members, service recipients and community partners for the
purposes of evaluating a program’s performance and capacity.

The State Commission has the responsibility to monitor its programs for compliance with
the contract entered into with the State Commission and the AmeriCorps Provisions and
Federal Regulations: for assuring that programs spend AmeriCorps funds for the
purposes outlined in a program’s application and budget; for compliance with member
eligibility requirements; and to insure that program activities are legitimate. Monitoring
is intended to improve a program and insure that basic components of compliance are in
place from the very beginning.

The State Commission believes that all monitoring is grounded in cooperation based on
mutual respect and the need to “get things done” in North Dakota on behalf of those that
it serves. The Program Officer always strives to maintain a professional relationship with
its grantees and program coordinators/directors even when faced with non-compliance
and mismanagement. It the responsibility of the Program Officer to bring all compliance
issues to the attention of the Executive Director of the State Commission and
Commissioners so as to make a determination as to whether to continue the grant.

POLICY:

Two Types of Monitoring

The State Commission will use two types of monitoring:

(1) The compliance review, in which systems, files, records and policies are reviewed to
ensure that the grantee is meeting its legal responsibilities and

(2) The site visit which involves direct questioning /interviews with program staff,

AmeriCorps members, program partners and other community stakeholders.

Each type of monitoring complements each other.



State Commission staff will conduct a formal on-site visits and compliance reviews of
each contracted sub grantee a minimum of once annually.

A formal on-site compliance review will be conducted for all programs that are identified
as high-risk within between the first 30 days and the first sixty days of the start date of
the contract and at least one additional time during the year.

A formal report will be issued within 45 30 days of any on-site visit when there are
findings, corrective action recommendations or questioned costs identified in the
monitoring report.

Additional on-site monitoring visits will be conducted as deemed necessary in order to
assure compliance.

In addition to on-site monitoring visits and compliance reviews, the Program Officer will
conduct desk monitoring reviews through the utilization of State Commission established
reporting systems for timeliness and accuracy of required reports.

Additional informal monitoring in the form of phone calls, e-mails, and the Program
Director’s meetings will occur.

The Program Officer will randomly select 10% or a minimum of six (6) member files,
whichever is greater, to review for compliance using the State Commission AmeriCorps
Site Visit Monitoring Tool.

The Site Visit Monitoring Tool is completed by the State Commission staff.

The Program Officer will review each question on the tool and note the response from the
staff.

Reporting:
1. Non-State Commission Corrective Actions

If the State Commission staff suspects discrimination, fraud, abuse, or criminal
activity, he/she will immediately report such suspicions and the basis thereof to
the Executive Director of the State commission. The State Commission staff will
not conduct any investigation on his/her own initiative.

2. Question Cost

In cases where there are administrative findings or member eligibility or payment
questions which could result in disallowed costs or contract termination, the
report of findings citing the violation; i.e., law, regulations, policy, contract
provision or agreement and costs being questioned should be reported to the
Executive Director of the State Commission for action within 10 working days
after the monitoring visit and final report is completed.

3. Correctable Administrative Findings:



a. Within ten (10) working days after a monitoring visit is completed and an
exit interview conducted, the Program Officer will prepare and submit a
written report explaining the findings and any corrective actions, if
necessary, to the project director.

b. Upon receiving the report form the Program Officer, the project director
has ten working days to submit a written report to the State Commission
outlining such actions or measures taken or being taken to correct the
problems identified.

c. Upon receiving a corrective action report form a project director, the

Executive Director of the State Commission has ten (10) working days to
accept or reject the corrective actions or measures. If such corrective
actions or measures are not acceptable, the Executive Director of the State
Commission will render a determination in accordance with the Policy on
Findings and Debt Management.

REFERENCE:
0) State Commission minutes dated January 7, 2004
1) State Commission Electronic Vote dated July 6, 2006
(2) State Commission minutes dated April 22, 2009
3) State Commission minutes dated January 13, 2010
4) State Commission minutes dated January 16, 2013
SUNSET: January 16, 2016



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —
STATE COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-05-04 (3)
COMMISSION PEER REVIEW POLICY
PURPOSE:

The use of a “panel of experts” or peer review to assist in evaluation of new
AmeriCorps applications is strongly suggested 2009 AmeriCorps State
Application Instructions for State Commissions states. The Corporation does not
require state commissions to conduct peer review for State Formula and State
Competitive applications... Commissions are expected to conduct a rigorous
review of applications and to send forward only those applications that are
considered to be high quality and that meet all requirements. Commissioners must
vote to approve the applications for submission to the Corporation, and
commissions are required to maintain a record of the vote.”

State Commissions are also responsible for thoroughly reviewing the detailed
budget and budget narrative and correcting all compliance issues before
submitting competitive applications to the Corporation in eGrants. This includes
making sure that applicants complete the Summary of Accomplishments and
Outcomes, if applicable.

State Commissions should set a due date for applications that allows adequate
time to review the requests, analyze the budgets, and work with programs on
revisions of budgets, proposed activities, and performance measurement
objectives, as necessary.

State Commissions certify in eGrants that in conducting their grant review
process, they ensure compliance with the National and Community Service Act of
1990 as amended, the Corporation’s peer review requirements, and all state laws
and conflict of interest rules.

POLICY:

The State Commission will direct the staff to conduct a complete and thorough
compliance review of submitted applications.

1. Peer Reviewers are selected from a mix of practitioners, policy analysts, and
experts in issue areas. They should be knowledgeable about community service
and grants management.

2. Each Peer Review Panel will have at least a minimum of two reviewers.

3. For each Peer Review Panel, no more than half the reviewers can be
commissioners.



4. None of the Peer Review Panel members can have a conflict of interest with any
applications being reviewed or considered. All Peer Review Panel members will
review and sign Conflict of Interest and Confidentiality Forms prior to the start of
the Peer Review or receipt of any program applications.

5. All of the Peer Review Panel members will be trained prior to reviews beginning
to ensure consistency across panels in how to review an application and determine
quality.

6. The Peer Reviews will use the criteria published in the formula application
instructions to review proposals.

7. Peer Reviewers must use a review form and scoring sheet developed according to
the review criteria.

8. The State Commission will develop a procedure and provide instruction on how
panels are to rank and score applications.

9. The State Commission must certify that in conducting the grant review process,
they have ensured compliance with the National and Community Service Act of
1990 as amended, the Corporation’s peer review requirements and all state laws
and conflict of interest rules.

10. State Commission staff is required to maintain documentation of the Peer Review
Process used.

REFERENCE:
0) State Commission minutes dated April 7, 2004
1) State Commission Electronic Vote dated July 6, 2006
(2 State Commission minutes dated November 19, 2008
3) State Commission minutes dated January 16, 2013

SUNSET: January 16, 2016



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —
STATE COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-06-04 (3)
COMMISSION MATCH POLICY

PURPOSE:
The 2005 AmeriCorps Provisions state the following:
13. MATCHING REQUIREMENTS.

& Matching Obligation. The Grantee must provide and account for the matching funds
as agreed upon in the approved application and budget.

The Grantee’s matching funds must be in non-federal monies or federal funds that are
given specific permission to be used as match for AmeriCorps funding.

POLICY:

The State Commission will require all sub-grantees to be in compliance with approved
overall budgeted match percentages at the end of each quarter, when making their final
claim for the quarter.

If the project is not able to meet the match requirement they must submit a written
explanation and request for a waiver with their Request for Reimbursement. Projects
requesting a waiver will be notified in writing, within three work days of receipt of the
Request for Reimbursement by the State Commission. If the waiver is not granted, the
project must resubmit their Request for Reimbursement and that it will not be processed
until it reflects an appropriate match percentage.

The State Commission will require all sub-grantees to be within 10% of their approved
budgeted match percentages during the 10" and 11™ month of the grant year and in full
compliance with their budgeted match percentages in their final month of the grant year.

The State Commission will require all sub-grantees to be in full compliance with
approved budgeted match percentages during any no-cost contract extension period.

Consequences of failing to meet match requirements can include, but are not limited to:
¢ Nonpayment of Request for Reimbursement
¢ Non-renewal of grant award for the next program year
¢ Request for payment from the program for over reimbursement, if applicable

REFERENCE:

0) State Commission minutes dated April 7, 2004



1) State Commission minutes dated April 19, 2006
2 State Commission minutes dated April 22, 2009
3 State Commission minutes dated January 16, 2013

SUNSET: January 16, 2016



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —
STATE COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-08-04 (3)
AMERICORPS MEMBER TERM LIMITS
PURPOSE:

The Corporations for National Service has determined that it is appropriate to limit the
total number of terms served in all AmeriCorps programs (which receive Corporation
funded support), including VISTA, in which member may serve up to four terms of
service in AmeriCorps State and National regardless of the type the of terms. However, a
member may only receive the value of two full-time education awards.

POLICY:

The North Dakota Workforce Development Council - State Commission on National and
Community Service will follow the Corporation for National and Community Service
policy on member term limits and will insure that member term limits are included in the
new project orientation and reviewed during member eligibility monitoring.

REFERENCE:

0) State Commission minutes dated April 7, 2004

1) State Commission Electronic Vote dated July 6, 2006
(2 State Commission minutes dated April 22, 2009

3) State Commission minutes dated January 16, 2013

SUNSET: January 16, 2016



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —
STATE COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-09-04 (3)
GRANT CLOSE-OUT

PURPOSE:

Each grantee (State Commission) of the Corporation for National and Community
Service (CNCS) is responsible for the closeout of all its sub grants. The State
Commission completes and signs a certification form when sub grantee closeout is
completed. Only one certification is required for all sub grants that a grantee has to close.
It is submitted to the Corporation along with the other documents required for closeout.

The procedures applicable to the closeout of a primary grant are also applicable to the
closeout of a sub grant

The State Commission should send the final FFR to their assigned Grants Management
Specialist in the Office of Grants Management in Washington, DC.

POLICY:

The State Commission closes grants as determined by federal guidelines and facilitates
the closure of both grants and sub-grants. The State Commission will follow the
Corporation for National and Community Service guidelines and established closeout
deadlines.

After the project period expires, the State Commission reviews the official file to
determine if all closeout documents are in it. If anything is missing the State Commission
sends a letter informing the sub grantee of the grant's expiration and requesting
submission of the missing documents. If all documents are on file and the grant can be
reconciled, the State Commission will proceed with closeout and inform the sub grantee
when the process is completed.

Under CNCS regulations, financial records and all other records pertinent to a grant must
be retained for a period of three years from the the closeout of the grant cycle. This
requirement is included in the Grant Provisions. If an audit is initiated prior to the
expiration of the three year retention period, records must be retained until audit findings
involving such records have been resolved and final action taken.

1. Closeout Guidelines

a. General. The State Commission will close out grant awards when it
determines that all applicable administrative actions and all required work
of the grant have been completed.

b. Reports. Within 90 days after the expiration or termination of the grant,
the Program must submit all financial, performance, and other reports
required as a condition of the grant. This will include, but is not limited
to:

i. Final Performance or progress report;



1. The Final Program Report should be cumulative and be no
more than three pages long. It should summarize the grant's
overall accomplishments for the total number of years it
was in operation. There should be a separate final report for
every grant awarded to a grantee because each grant is
closed individually.

ii. Federal Financial Report (SF 425);
ii. Final Request for Payment (if applicable);
iv. Equipment Inventory;

1. Only equipment with a per unit value of $5,000 or more,
and unused supplies with a total aggregate value exceeding
$5,000 purchased with Corporation grant funds must be
accounted for at the time of closeout. If a State used
Corporation funds to purchase such equipment/supplies
then the grantee must account for them.

v. Residual Supplies Inventory.
c. Certification. Programs will submit signed certification that all
administrative actions are completed for the grant including:
i. Receipt of all applicable information from program sites;
ii. Financial accounts and records are accurate and complete; and
iii. The above actions are included in the closeout reporting for the
grant.

For internal grants of the State Commission, the Fiscal Staff of the Department of
Commerce will complete the financial requirements of the close-out comparing the cash
draw downs and expenditures made on the award.

For grants that include sub-grants, information packets are sent to all organizations that
received funds under the specific grant number. This information is collected and
reviewed to ensure it is complete. The Final Financial Status Reports are compared to
previous FFRs submitted, previous payments made to grantees and the most recent
Payment Management System (PMS) 272 report summarizing cash draw downs.

Failure to complete closeout without justification will result in a finding of non-
compliance that could affect a sub grantee’s eligibility for future funding under any State
Commission and/or Corporation for National and Community Service program. The sub
grantee should request an extension of the closeout period if it needs additional time to
complete the process.

REFERENCE:

()] State Commission minutes dated April 7, 2004

1) State Commission Electronic Vote dated July 6, 2006
2 State Commission minutes dated April 22, 2009

3) State Commission minutes dated January 16, 2013

SUNSET: January 16, 2016



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —
STATE COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-10-04 (4)
ATTENDANCE POLICY

PURPOSE:

The purpose of this policy is to remind North Dakota Workforce Development Council —
State Commission on National and Community Service members of the importance in
having their attendance at Council meetings.

The North Dakota Workforce Development Council— State Commission on National and
Community Service was authorized under Executive Order 2002-02. On March 25,
2002, the Governor designated the Council as the State's Workforce Investment Board in
accordance with National and Community Services Act of 1990, (the Act) as amended
through Public Law 106-170, and Article V, Section | of the North Dakota Constitution.

Members of the North Dakota Workforce Development Council — State Commission on
National and Community Service are appointed to three year terms and serve at the
pleasure of the Governor. The Council consists of voting members’ representation from
the following constituencies:

One Representative of a community-based agency or organization;

The head of the State education agency;

One Representative of local government;

One Representative of local labor organizations in the state;

Two Representative of business;

One Individual with expertise in the educational, training, and developmental

needs of youth, particularly disadvantaged youth;

¢ One Individual with experience in promoting the involvement of older adults
(age 55 and older) in service and volunteerism;

¢ One Individual with experience in promoting the involvement of older adults
(age 55 and older) in service and volunteerism;

¢ Four Individuals with expertise in the educational, training, and
developmental needs of youth, particularly disadvantaged youth;

¢ One Representative from Indian Tribes.

*® & & & o o

Attendance and participation in Commission meetings and activities is important to the
expansion of civic engagement opportunities in the State.



POLICY:

A. Member’s attendance at Commission meetings is essential to effectively
conducting the business of the Commission. Members, when they have conflicts
with attendance, may designate an alternate to attend in their place to facilitate a
quorum and completion of Commission business. Alternates will be allowed to
vote and participated in discussions and decisions of the Commission.
Designation of an alternate must be provided in writing and presented to the
Council Chair prior to the start of the meeting. Designation of an alternate will
result in the minutes reflecting that the member was absent from the meeting.
Governor Cabinet appointees who designate an alternate will be listed in the
minutes as in attendance by listing the name of the designated alternate attending
on their behalf.

B. Two consecutive absences from Commission meetings shall result in a warning
letter being sent out by the Commission Chairperson.

C. Three consecutive absences from Commission meetings shall be cause for a
recommendation by the Commission Executive Committee, to the Governor, for
forfeiture of appointment.

REFERENCE:

0) State Commission minutes dated April 7, 2004

1) State Commission Electronic Vote dated July 6, 2006
2 State Commission minutes dated April 22, 2009

3) State Commission minutes dated April 7, 2010

4) State Commission minutes dated April 17, 2013

SUNSET:  April 17, 2016



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —
STATE COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-12-04 (3)
AMERICORPS MEMBER TERM EXTENSIONS
PURPOSE:

The general purposes of AmeriCorps*State Sub Grants are "Getting Things Done" in
communities, strengthening the ties that bind communities together, and developing the
citizenship and skills of AmeriCorps members.

AmeriCorps Special Provision 6 e. states..... “The Sub Grantee must seek to enroll the
number of full-time and less than full-time members agreed upon in its approved
application and contract. A Program must make every effort to enroll members so that
each member has a reasonable expectation of completing his/her term of service by the
end of the Program’s project period”.

AmeriCorps Special Provisions 7 a. states... “The Grantee must ensure that each member
has sufficient opportunity to complete the required number of hours to qualify for a post-
service education award. In planning for the member's term of service, the Grantee must
account for holidays and other time off, and must provide each member with sufficient
opportunity to make up missed hours.

AmeriCorps Special Provisions 7 b. states.... “The Grantee must require that members
sign contracts that, at a minimum, stipulate the following:
i The minimum number of service hours and other requirements (as
developed by the Program) necessary to successfully complete the term of
service and to be eligible for the education award.....”

AmeriCorps Special Provisions 8 s. states.... “Program Requirements Each Program
must, at the start of the term of service, establish the guidelines and definitions for the
successful completion of the Program year, ensuring that these Program requirements
meet the Corporation’s service hour requirements as defined below:

i. Full-Time Members. Members must serve at least 1700 hours
during a period of not less than nine months and not more than one
year.

ii. Half-Time Members. Half-time members must serve at least 900
hours during a period of one or two years as indicated in the
approved budget.

iii. Reduced Half-Time Members. Reduced half-time members must
serve at least 675 hours over a time not to exceed one year.

iv. Quarter-Time Members. Quarter-time members must serve at
least 450 hours over a time not to exceed one year.
V. Minimum Time Members. Minimum time members must serve

at least 300 hours over a time not to exceed one year”.



POLICY:

It is the intent of the North Dakota Workforce Development Council-State Commission
on National and Community Service (State Commission) that AmeriCorps Members be
provided the opportunity to complete their contracted for term of service within the
period provided for in the Sub Grantee contract.

Recognizing that there are extenuating circumstances that do arise which are beyond the
direct control of the Sub Grantee and/or the AmeriCorps Member, the State Commission
will consider Sub Grantee No-Cost Extensions and/or placement of AmeriCorps
Members in another AmeriCorps Program to fulfill their minimum hour requirements to
meet eligibility for their Education Award. These extenuating circumstances will
include:

1.

4.

Should a Program not be renewed, a member who was scheduled to continue in a
term of service either may be placed in another Program where feasible, or a
member can receive a prorated education award if the member has completed at
least 15% of the service hour requirement;

When there is a “Pause in Enrollments” which is initiated by the Corporation for
National and Community Service or the State Commission which impacts on
timely enrollments and the ability for the AmeriCorps Member to complete the
required enrollment hours;

In cases where an enrolled AmeriCorps Member is unable to complete the
required enrollment hours due to documented illness, military duty, or similar
circumstance; and

All other circumstances which would require action and approval by the State
Commission Executive Committee.

REFERENCE:

(0) State Commission minutes dated June 16, 2004

(1) State Commission Electronic Vote dated July 6, 2006
(2) State Commission minutes dated April 22, 2009

(3) State Commission minutes dated July 18, 2012

SUNSET: April 22, 2015



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —
STATE COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-14-05 (2)
FINDINGS, RESOLUTIONS AND DEBT MANAGEMENT
PURPOSE:

Federal regulations require the Governor to prescribe an appeals procedure for non-
federal audit resolution disputes. The purpose is to advise grant recipients of the appeals
procedure following the issuance of a final determination by the North Dakota
Department of Commerce, Division of Workforce Development in the event of an audit
resolution dispute.

State Commission on National and Community Service (State Commission) has
responsibility for protecting the State and Governor against disallowed costs as a result of
grants administration by insuring prompt, appropriate, and aggressive action is taken to
recover any funds misspent by the grantee or subgrantees.

This policy covers the resolution of findings, including, but not limited to, questioned
costs and administrative deficiencies identified as a result of an investigation, monitoring,
or audit activity. This policy covers the appeal process, timelines for appeal and the
management of debts resulting from findings resolutions. In cases, where this policy
conflicts with statutes or regulations, the latter shall be controlling.

The State Commission has adopted policies to insure timely monitoring of AmeriCorps
subgrantee programs for compliance with the contract and AmeriCorps Provisions:
Assuring that programs spend AmeriCorps funds for the purposes outlined in their
program’s application and budget; Compliance with member eligibility requirements; and
Insuring that program activities are legitimate. Monitoring is intended to improve
programs, insure that basic components of compliance are in place and identify training
or technical assistance needs from the very beginning.

POLICY:
Findings Resolutions:

Findings resulting from desk audits, on-site program compliance, and financial
management audits will be documented and resolved in a timely manner.

A “draft” final monitoring report will be issued by the Program Officer within 10
work days of completion on a desk audit, on-site program compliance, or
financial monitoring visit.

The Executive Director of the State Commission shall evaluate the findings,
recommendations and corrective action recommendations contained in the “draft”
final monitoring report to determine proper action. If there are administrative
findings, the Executive Director, will issue a Report of Findings within 10 work



days of receiving the “draft” final monitoring report. If there are questioned costs
or compliance issues, the Executive Director, after consulting with the State
Commission Executive Committee, will issue a Report of Findings within 15
work days of receiving the final report.

Sub Grantees will have 10 work days from receipt of the Report of Findings to
provide a written response containing a corrective action plan and resolve any
finding, compliance issues, or questioned costs contained in the Report.

The Executive Director, within fifteen (15) work days of receipt of the corrective
action plan or expiration of the due date for the subgrantee to submit their
corrective action plan, will render a “Final Report of Findings” outlining the
findings, corrective action required and due dates for completion of the corrective
action or repayment of questioned costs.

Appeals:

1. Time to File an Appeal After the Final Determination: Grantees and
Subgrantees who are recipients of AmeriCorps*State Formula funds may
request an administrative hearing on a final determination, issued by the
Workforce Development Division, concerning administrative findings and
disallowed cost deriving from an audit of the Grant Recipient or
Subgrantee. Hearing requests must be mailed by Certified Mail — Return
Receipt Requested, within twenty-one (21) days after receipt of the final
determination letter by the Grant Recipients or Subgrantee’s
administrative entity. The request must include a copy of the final
determination and a statement specifying those sections of the final
determination upon which a hearing is requested. The request shall be
mailed to:

Commissioner

North Dakota Department of Commerce
1600 E. Century Avenue, Suite 2

P.O. Box 2057

Bismarck, North Dakota 58502-2057

Failure to request a hearing within twenty-one (21) days from receipt of
the final determination shall result in termination of the Grant Recipients
or Subgrantee’s right to appeal the final determination.

2. Rules of Procedure:
a. The Hearing Officer shall be an impartial individual. The North
Dakota Department of Commerce will request the services of the

Office of Administrative Hearings to conduct the hearings.

b. Scheduling the Hearing: The Office of Administrative Hearings
will schedule the hearing. The notice shall be provided in writing



and identify the date, time, and place of the hearing and the
opportunity to present evidence.

c. Discovery: The parties shall engage in informal pre-hearing
discovery for the purpose of exchanging relevant information, and
avoiding delays or surprises. The Administrative Hearing Office
shall have the discretion to resolve any pre-hearing discovery
objections.

d. Voluntary Withdrawal of Appeal: The appellant may voluntarily
withdraw the appeal with written notice to the Office of
Administrative Hearings.

e. Involuntary Withdrawal of Appeal: Upon notice to the appellant,
the North Dakota Department of Commerce may submit a motion
for involuntary withdrawal of appeal upon the appellant’s failure to
timely prosecute its appeal. The Hearing Officer shall rule upon
such motion in a timely manner.

f. Representation: Appellant may be represented, at its own expense
and without use of federal or State funds, by counsel or, unless
prohibited by law, by another representative.

g. Witnesses and Evidence: Both parties will have the opportunity to
present evidence and witnesses and to cross-examine witnesses at
the hearing. Evidence and witnesses will be limited to only those
issues specified in appellant’s request for hearing.

h. General Procedures: Audit Resolution appeal hearings shall be
conducted informally. Formal rules of evidence shall not apply.

i.  Written Decision: A written decision by the Administrative
Hearings Officer will be submitted to the parties in a timely
manner. The Hearing Officer’s written decision shall represent the
North Dakota Department of Commerce’s final action unless a
timely appeal is filed.

3. The decision of the Administrative Hearings Officer shall be final unless
within fifteen (15) work days after the receipt of the decision, a party
wishes appeals the decision to the Corporation for National and
Community Service. Appeals of Administrative Officer determinations
should be addressed to:

Director

Corporation for National & Community Service
AmeriCorps State and National Programs

1201 New York Ave., Rm. 9514

Washington, DC 20525



The Corporation’s decision is final.
Payment of Debts Receivable:

A debt becomes payable when a determination or decision establishing the debt becomes
final.

Methods of Payment:

All payments for debts shall be paid from non-Corporation for National & Community
Service or other non-federal funds.

Collection of Debts:

The Executive Director of the State Commission will be responsible for the collection of
established debts and shall take prompt, appropriate, and aggressive action to recover the
debt. Prompt and appropriate action will include the referral of the debt to the North
Dakota Attorney General’s Office or Private Collection Agency for collection.

When a debt has been determined as uncollectible, the Governor shall have the option of
requesting a waiver of the state liability for the debt from the Corporation for National
and Community Service.

The full amount of the disallowed costs collected shall be reprogrammed into the same
program except where the collection involved funds for which the grant period has
expired. In those cases, the amount collected will be remitted to the Corporation for
National and Community Service.

Accounting for debts within the North Dakota Department of Commerce financial
records will be the responsibility of the Administrative Division of the North Dakota
Department of Commerce.

REFERENCE:
0) State Commission minutes dated October 19, 2005
1) State Commission minutes dated November 19, 2008
(2 State Commission minutes dated January 16, 2013

SUNSET: January 16, 2016



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —
STATE COMMISSION ON NATIONAL AND COMMUNITY SERVICE
(STATE COMMISSION)

GRIEVANCE PROCEDURE

POLICY 1-15-05 (3)
GRIEVANCE AND COMPLAINT POLICY
PURPOSE:

The State Commission on National and Community Service (State Commission) has
adopted a Grievance and Complaint Policy to insure prompt and equitable resolution of
grievances and complaints involving the administration of the AmeriCorps*State
Formula Program brought forward from AmeriCorps members, AmeriCorps applicants,
labor unions, subgrantees and service, subgrantees and any other interested individuals.

The grievance and complaint policy is not designed to address all issues. Allegations of
fraud or criminal activity must be reported directly to the Corporation for National and
Community Service’s Inspector General. Allegations of discrimination should be
directed in writing to the Corporation’s Office of Equal Opportunity.

Grievance policy requirements are published in the Corporation’s statute (42 U.S.C.
section 12636) and regulations (45 C.F.R. Section 2540.230).

All grievances and complaints, if appropriate, should first follow the agency or
subgrantee Grievance Procedure. Complaints and Grievances against the State
Commission should be filed directly with the State Commission.

Bylaw, programs, and the State Commission must provide an opportunity for a grievance
hearing, provided that the grievance or complaint is properly filed within one year of the
matter at issue.

POLICY:
Pre-Complaint Process

Ideally, disputes and problems should be resolved between parties on a one-to-one basis
at the lowest organizational level. The issues should be clearly stated and understood by
both parties. If the matter can not be resolved satisfactorily, the aggrieved party may seek
resolution through a formal process, which can lead to binding arbitration or alternative
means such as mediation or facilitation.

In filling a grievance or complaint, the issues should be clearly stated. If the dispute
cannot be resolved at the agency or subgrantee level and the Grievance or Complaint
involves practices, actions or procedure of an AmeriCorps agency or subgrantee, their
Grievance and Complaint Procedure must first by be followed.



If the agency/subgrantee Grievance or Complaint determination is not favorable to
aggrieved party, or if both parties have signed off on a written waiver to waive the
agency/subgrantee procedure, a formal written appeal may be filed with the North Dakota
State Commission on National and Community Service within 1 year of the occurrence
of the matter at issue. The grievance/complaint must be filed in writing.

Formal Complaint Process

While grievances may be filed not later than one year after the date of the alleged
occurrence, except for a grievance that alleges fraud or criminal activity pursuant to 45
CFR Section 2540.230, it is preferred that they be filed as soon after the date of the
alleged occurrence as possible.

In the absence of a waiver, an AmeriCorps member or applicant who intends to file a

formal grievance or complaint must begin by using the agency/subgrantee Grievance

Procedure within established time limits. Failure to do so may result in loss of right to
appeal to the State Commission.

If an agency has no Grievance Procedure or has failed to respond to a grievance in a
timely manner, an aggrieved party may appeal directly to the State Commission

Allegations of fraud or criminal activity must be reported immediately to the Corporation
for National and Community Service’s Inspector General. If the grievance pertains to
discrimination on the basis of race, color, national origin, gender, age, or disability, the
member or interested party will immediately be notified in writing of his/her right to file
a discrimination complaint with the Corporation’s Office of Equal Opportunity.

Grievance and Complaint Process

1. All Grievances and Complaints must be submitted on Form “Appeal to the North
Dakota Workforce Development Council — State Commission on National and
Community Service”. Grievances and Complaints must be sent to the following
address:

North Dakota State Commission on National and Community Service
North Dakota Department of Commerce
Division of Workforce Development
1600 East Century Avenue, Suite 2
P.O. Box 2057
Bismarck, North Dakota 58502-2057

Grievance Hearing

1. Within ten (30) calendar days from the date the Grievance or Complaint is
received by the State Commission, the Executive Director of the State
Commission will schedule a hearing with the North Dakota State Commission



Executive Committee Grievance and Complaint Subcommittee to hold an hearing
and/or to interview the parties involved in the dispute. The Grievance and
Complaint Subcommittee of the North Dakota State Commission and will render
a decision within sixty (60) calendar days from the date the grievance or
complaint was filed.

Binding Arbitration:

By law, programs and the State Commission must provide an opportunity for binding
arbitration in the event a grievance hearing decision is adverse to the aggrieved party or if
no decision is made within 60 calendar days of the filing of the grievance or complaint.

Requests for Arbitration may be made by the aggrieved party if the grievance hearing is
adverse. Requests for Arbitration must be made in writing and sent to:

Executive Director
North Dakota State Commission on National and Community Service
North Dakota Department of Commerce
Division of Workforce Development
1600 East Century Avenue, Suite 2
P.O. Box 2057
Bismarck, North Dakota 58502-2057

The arbitrator must be independent and selected by agreement of the parties involved. If
the parties cannot agree on an arbitrator, the CEO of the Corporation for National and
Community Service will appoint one within 15 calendar days after receiving a request
from one of the parties.

1. An arbitration proceeding must be held no later than 45 calendar days after the
request for arbitration, or no later than 30 calendar days after the appointment of
an arbitrator by the State Commission’s Chairperson. An arbitration decision
must be made no later than 30 calendar days after the commencement of the
arbitration proceeding.

a. The cost of arbitration must be divided evenly between the parties, unless
the aggrieved party prevails, in which case the program, or in the case the
grievance or complaint is filed against the State Commission, must pay the
total cost of the proceeding as well as the prevailing party’s attorney’s
fees.

A law suit to enforce an arbitration award may be brought in any federal district court
having jurisdiction over the parties.

REFERENCE:

(0)) State Commission minutes dated October 19, 2005
1) State Commission minutes dated November 19, 2008



2 State Commission minutes dated October 16, 2013

SUNSET: October 16, 2016



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —
STATE COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-16-06 (2)
ADDITIONAL VOLUNTARY MATCH REQUIREMENT
PURPOSE:

Per the 2009 AmeriCorps NOFO, it states the minimum grantee share is 24%. After
the first 3 years of funding, the overall grantee share of costs increases gradually to
50% by the tenth year of funding and any year thereafter.

Each applicant must submit a budget that meets this requirement. Any budgeted
matching percentages above these amounts is consider additional voluntary match.

POLICY:

The State Commission requires each sub-grantee receiving formula funds from the
State of North Dakota to meet their budgeted match. If the sub-grantee cannot meet
the budgeted match they must submit, in writing, to the State Commission, an
explanation/reasoning why they cannot meet the budgeted match. The State
Commission will then rule on whether to accept or deny the lower match based on the
explanation/reasoning given.

All sub-grantees must meet the statutory matching and overall match minimums as
set by the Corporation.

REFERENCE:
0) State Commission minutes dated January 11, 2006
1) State Commission minutes dated November 19, 2008
(2 State Commission minutes dated January 16, 2013

SUNSET: January 16, 2016



NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —
STATE COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-17-06 (3)
APPLICATION SCORE SHEETS
PURPOSE:

The current application selection criterion relies solely on the application scores of
peer reviewers. For more accountability assurances, an application selection criteria
should be used to rate the overall applicant. The Corporation for National and
Community Service holds in high esteem such issues as member enrollment rates and
retention rates, sustainability and past performance.

A tool has been created that takes into consideration the applicants ability to explain
what community need they will serve and how they will service that need while also
considering factors such as past performance and how the applicant incorporates
sustainability into their plans.

POLICY:

Some of the selection criteria are not applicable for new applicants when compared to
continuation applicants.

The State Commission will follow the attached rating form for new and previously
funded formula applicants.

REFERENCE:
0) State Commission minutes dated January 11, 2006
1) State Commission minutes dated November 19, 2008
(2 State Commission minutes dated April 07, 2010
3) State Commission minutes dated October 16, 2013

SUNSET: April 17, 2016



Selection Criteria and Process for Formula Grant Competition (Brand new applicant)

Step Criteria Points Formula
Average Application Score Average Peer Review
1 25.0 .
Scores times 25%
Aligned Performance Measure One measure clearly
5 Must contain at least one measure that has 25 explaining Output,
the 3 elements: output, intermediated ' Intermediate Outcome and
outcome & end outcome End Outcome
Enrollment Rate for most recently (Actual enrollments /
3 completed program years (up o 3 years) N/A | planned enrollments) x 100
Actual enrollments / planned (budgeted /
X 17.5%
awarded) enrollments
Retention Rate for most recently
completed program years (up to 3 years) (Successful completions /
4 | Number of members completing their term | N/A | planned enrollments) x 100
of service / planned (budgeted / awarded) X 17.5%
enrollments
Service Hour Completion Rate for most
recently completed program years (up to 3 (Actual hours completed /
5 | years) N/A lanned hours) x 100 x 15%
Actual hours completed by members / P °
planned (budgeted / awarded) hours
Application Meets / Exceeds Overall
Match Requirement All Costs have an Overall
6 Meet-1%=1, 1.1-2%=2, 2.1-3%=3, 3.1- 10.00 Match Minimum
4%=4, 4.1%-5%=5; 5.1%-6%=6; 6.1%- ' Requirement Depending on
7=7; 7.1%-8%=8, 8.1%-9%=9, 9.1% & Years of Funding
up=10
Meet / Exceed Past Performance Measures
Elements (up to 3 years) Performance Measures
7 | Number of meet or exceeded performance N/A | elements meet or exceeded /

measures / total number of performance
measures

total performance measures

Total Points

Total possible points of 37.5




Bonus Points: Cost Per Member

Meet-$499 = 0; $500-$999 below = 1;
$1,000-$1,499 below = 2; $1,500-$1,999
below = 3; $2,000-$2,499 below = 4;
$2,500+ below =5

5.0

Bonus

Bonus Points: More than one aligned
performance measure

1 aligned performance measure = 0; 2
aligned performance measures = 2; 3
aligned performance measures = 4; more
than 3 aligned performance measures =5

5.0

Bonus

Total Points: including bonus points

Total possible points of 37.5

Final Score

Total Points: including bonus
points /
Total possible points of 37.5




Selection Criteria and Process for Formula Grant Competition (Previously funded

applicant)
Step Criteria Points Formula
Average Application Score Average Peer Review
1 25.0 .
Scores times 25%
Aligned Performance Measure One measure clearly
5 Must contain at least one measure that has 95 explaining Output,
the 3 elements: output, intermediated ' Intermediate Outcome and
outcome & end outcome End Outcome
Enrollment Rate for most recently
completed program years (up to 3 years) (Actual enroliments /
3 17.5 | planned enrollments) x 100
Actual enrollments / planned (budgeted /
x 17.5%
awarded) enrollments
Retention Rate for most recently
completed program years (up to 3 years) (Successful completions /
4 | Number of members completing their term | 17.5 | planned enrollments) x 100
of service / planned (budgeted / awarded) X 17.5%
enrollments
Service Hour Completion Rate for most
recently completed program years (up to 3 (Actual hours completed /
5 | years) 150 lanned hours) x 100 x 15%
Actual hours completed by members / P
planned (budgeted / awarded) hours
Application Meets / Exceeds Overall
Match Requirement All Costs have an Overall
6 Meet-1%=1, 1.1-2%=2, 2.1-3%=3, 3.1- 10.0 Match Minimum
4%=4, 4.1%-5%=5; 5.1%-6%=6; 6.1%- ' Requirement Depending on
7=T; 7.1%-8%=8, 8.1%-9%=9, 9.1% & Years of Funding
up=10
Meet / Exceed Past Performance Measures
Elements (up to 3 years) Performance Measures
7 | Number of meet or exceeded performance 12.5 | elements meet or exceeded /

measures / total number of performance
measures

total performance measures

Total Points

Total possible points of
100.0




Bonus Points: Cost Per Member

Meet-$499 = 0; $500-$999 below = 1;
$1,000-$1,499 below = 2; $1,500-$1,999
below = 3; $2,000-$2,499 below = 4;
$2,500+ below =5

5.0

Bonus

Bonus Points: More than one aligned
performance measure

1 aligned performance measure = 0; 2
aligned performance measures = 2; 3
aligned performance measures = 4; more
than 3 aligned performance measures =5

5.0

Bonus

Total Points: including bonus points

Total possible points of
100.0

Final Score

Total Points: including bonus
points /
Total possible points of
100.0




NORTH DAKOTA WORKFORCE DEVELOPMENT COUNCIL —
STATE COMMISSION ON NATIONAL AND COMMUNITY SERVICE

POLICY 1-18-06 (2)
SUB-GRANTEE PROJECT EVALUATION REQUIREMENT
PURPOSE:

8 2522.710 What are my evaluation requirements? (a) If you are a State
commission, you must establish and enforce evaluation requirements for your State
formula sub-grantees, as you deem appropriate.

(b) If you are a State competitive or direct Corporation AmeriCorps grantee (other
than an Education Award Program grantee), and your average annual Corporation
program grant is $500,000 or more, you must arrange for an independent evaluation
of your program, and you must submit the evaluation with any application to the
Corporation for competitive funds as required in 82522.730 of this subpart.

(c) If you are a State competitive or direct Corporation AmeriCorps grantee whose
average annual Corporation program grant is less than $500,000, or an Education
Award Program grantee, 