APPENDIX A – COVER PAGE TEMPLATE

Name and Address of Lead Applicant: 










Tax ID Number of Lead Applicant: ​​​​​​​​​​​​​​​​​​​​​​​​​​​​ ​​​​​​​​​​​​​​​​​​​​​​ ​​​​​​​​​​​​​​​

          





            
Title of Potential Strategic Industry Partnership: 









Targeted Industry and Region: 

Name of Contact Person: 












Address of Contact Person: 












Telephone and Email of Contact Person: 










Name of Convener and Affiliation: 











Partner Entities for the Purposes of this Planning Grant Application (at least two employers from target industry and two other types of organizations): 







































Amount Requested: 













Proposal Abstract (100-word limit): 





















































Signature of Authorized Authority from Lead Applicant Entity: 







Printed Name and Title: 











Date of Signature: 












APPENDIX B – PROPOSAL NARRATIVE

Applicants for a Planning Grant must clearly provide the following information: 

1) Structuring the Partnership
a) Identification of the PG Applicant Group

i) Brief description of each applicant, what they bring to the emerging partnership, and their roles going forward.  See the form at Appendix E (SIP Membership List).
ii) Brief explanation of how the Lead Applicant was selected.  
iii) Provide Letters of Intent from each member of the PG Applicant Group.

b) Identification of the Convener responsible for coordinating and managing the planning process 
i) Brief explanation as to why the Convener is well-suited for this role.  (This individual may or may not be the Lead Applicant responsible for project completion and fiscal tracking.) 

c) Recruitment of Additional Partners

i) Brief description of preliminary action steps to recruit additional partners

ii) If not already a member of the PG Applicant Group, provide a brief description of the projected role, if any, that the local workforce board and/or any regional or local economic development entities might play in the planning process (i.e., convener, lead applicant, provider of labor market information, project consultant, meeting facilitator).
2) Target Industry and Region
a) Preliminary identification of a target industry and region, and preliminary evidence of why the particular industry and region are selected, based upon data analysis already conducted by members of PG Applicant Group or other stakeholders.

3) Initial Attributes of Target Industry
a) Brief description of key workforce issues facing the target industry, including 
i) a preliminary statement of perceived current or projected skills shortages or gaps, future skills needs and potential job growth, in particular for high-demand occupations;  
ii) origins/sources for these preliminary assessments.

b) Brief description of human resource issues that may have already been identified (e.g., better aligning job descriptions with actual needed skills, competencies, and knowledge; raising awareness about jobs and career opportunities; improving HR processes).

c) Brief description of any perceived individual or structural barriers constraining prospective employees in the region that a Planning Grant will need to address (e.g., job readiness programming, transportation hurdles, other industry-identified issues).
d) Brief description of specific identifiable skills needs for incumbent workers, that may have already been identified in an industry, that are likely to lead to future job advancement and improvement in an individual’s earning potential.
4) 
Engaging Industry
a) Describe plans to ensure the planning process is industry-led
i) Provide an outline of action steps to ensure that the employers of the target industry are participating in defining their actual and projected workforce and skills gaps and shortages, including a brief description of what methods will be used during the planning process to better understand the workforce needs of the target industry (e.g., focus groups, surveys, data collection, facilitated work sessions with groups of employers, etc.).  (Some of this information may also be included in the Project Management Plan at Appendix D.)
ii) Identify ways in which industry partners may provide in-kind or direct financial support to the planning process.  
5)
Capacity for Collaboration 
a) Provide an outline of action steps that the Applicant Group will use to ensure that partners will work collaboratively throughout the planning process.  (Some of this information may also be included in the Project Management Plan at Appendix D.)
b) Describe ways in which members of the PG Applicant Group are already engaged in working collaboratively with one another across systems:   
i) Previous or existing industry-sector partnership experience among members of  the PG Applicant Group;
ii) Demonstrated past experience working together towards a common goal, and the results of such collaboration;  

iii) Demonstrated capacity of any members of the PG Applicant Group working across systems to achieve common goals, and the results of this work. 
APPENDIX C – PREVIEW OF SIP WORKFORCE TRAINING PLAN GUIDELINES FOR IMPLEMENTATION GRANT PHASE
The SIP Workforce Training Plan, to be completed at the end of the PG Phase, will also be the submission to the IG Solicitation.  The IG Solicitation, to be issued in early 2014, will provide a complete set of guidelines and requirements for a SIP Workforce Training Plan.
1) SIP Workforce Training Plan Components 
a) At a minimum, DLLR will expect a Strategic Industry Partnership Workforce Training Plan to have the following components: 
i) Identification of the Target Industry;

ii) Outline of the Strategic Industry Partnership;

iii) Assessment of Regional Workforce Skills Shortages and Gaps, Skills Needs, and Potential Job Growth in the Target Industry;
iv) Development of Industry-Designed Strategies for Meeting these Workforce Needs (e.g., new or revised coursework, work-based learning, on-the-job training, apprenticeship programs, mentoring, etc.);

v) Specifics of the Training, Education and other Workforce-Related Programs Seeking Funding;
vi) Detailed Budget that Aligns with the SIP Workforce Training Plan, including other potential funding sources, if available; and

vii) Data Sources.
2) IG Enhanced Consideration 
a) In addition, enhanced consideration for Implementation Grant funding will be given to plans that demonstrate:
i) Innovative programs, training, or employment aimed at moving no-skill or low-skill workers into better jobs through job readiness, barrier-removal or academic remediation strategies;

ii) A career advancement component for incumbent workers;

iii) Sustainability in the absence of State funding;

iv) Maximum collaboration through direct financial or in-kind contributions by members of the target industry; and
v) Braiding of other public or philanthropic funding streams or in-kind support.

3) Characteristics of a Strong Strategic Industry Partnership Workforce Training Plan
a) A variety of skills training for multiple occupations at multiple skills levels within a target industry, as well as a variety of education and training partners.

b) Career advancement strategies for incumbent workers (e.g., specialized supervisory training for mid-level managers, or a course that gives existing entry level workers requisite training to move up the career ladder and increase their responsibility and earnings).  Training incumbent workers can lead to internal promotions and new job openings that can be back-filled by new job-seekers.

c) Training in essential workplace skills identified by the target industry (e.g., team-building strategies for a multi-generational workforce, customer service training, conflict resolution skills). 

d) Job readiness training that assists and supports low or no skilled jobseekers in overcoming individual barriers to employment, and helps them develop the skills necessary to maintain employment and qualify for skills training opportunities. It can include occupational skills development, GED preparation, literacy development, financial stability services including financial coaching, credit counseling, transportation and child care.  Job readiness training must be directly connected to the skills needs of a regional target industry, and the trainees must be on a path to employment in that industry.  The providers of job readiness training must be a member of the SIP.

e) Job Readiness Examples

i) The SIP might discuss what is really expected from an “entry” level worker in a given position, and what additional supports might be needed in a given industry to move individuals with little or no skills into these slots.  

ii) The SIP thinks strategically about their needs, targets a universe of “hard to serve” job seekers (e.g., ex-offenders, recent GED graduates) and develops the interventions necessary to prepare these prospective employees for success. The plan includes methods for monitoring the return on investment in these individuals and encourages other industry partners to hire from this pool. 

f) Multiple recruiting strategies for seeking out potential trainees, and even multiple partners with ties to a variety of trainee pipelines.  For example, a plan might recruit deep into underserved communities because of a solid collaboration with a community-based organization or an adult learning program or the local welfare-to-work population.  A strong plan may have partners from the region’s career and technical education programs or may include recruiting pipelines to up-skill or re-train the long-term unemployed or veterans.
APPENDIX D: PLANNING GRANT MANAGEMENT PLAN
	Describe the Action Steps, Timeframe, Responsible Entities and subsequent target dates for start-up and completion, the responsible entity, and any notes.  
This is a sample template.  Another form may be used as long as the same information is provided.  Add rows as necessary.

	Action Steps
	Time Frame
	Responsible

Entities
	Intended

Outcomes
	Resources

Provided (if applicable)
	X When Done
	Status Update

(for monthly reporting)

	EXAMPLE:  First Data Conversation
	6/20/13 – 6/25/13
	Widget Industry Association 
	Identify data sets, discuss challenges
	
	
	

	Employer Roundtable Discussion 
	
	Widget Industry Association
	Preliminary identification of key workforce and skills shortages 
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


APPENDIX E – SIP MEMBERSHIP LIST
	STRATEGIC INDUSTRY PARTNERSHIP MEMBER LIST

Complete the list of entities that currently make up your emerging Strategic Industry Partnership (SIP).  These may include employers, nonprofit and community-based organizations, two-and-four year institutions of higher education, K-12 programs, local workforce boards, industry associations, local governments, local or regional economic development entities, labor unions, philanthropic entities, and/or other types of training providers and other relevant partners.  

At PG proposal submittal, the emerging Partnership must include at least two employers representing the targeted regional industry and two other diverse entities, as listed above.  The number and type of entities that are members of the SIP will likely grow during the course of the planning process.  
This is a sample template.  Another form may be used as long as the same information is provided.  Add rows as necessary.  Include all of the information requested for each entry.  Please provide resumes for members.


	1st Entry here is the Lead Applicant 
	
	2nd Entry here is

the Convener
	

	Name:
	
	Name:
	

	Title:
	
	Title:
	

	Affiliation:
	
	Affiliation:
	

	Role or Expertise:
	
	Role or Expertise
	

	Employers of Regional Target Industry:
	
	Other Partner Entities:
	

	Name:
	
	Name:
	

	Title:
	
	Title:
	

	Affiliation:
	
	Affiliation:
	

	Role or Expertise:
	
	Role or Expertise
	

	
	
	
	

	Name:
	
	Name:
	

	Title:
	
	Title:
	

	Affiliation:
	
	Affiliation:
	

	Role or Expertise:
	
	Role or Expertise
	

	
	
	
	

	Name:
	
	Name:
	

	Title:
	
	Title:
	

	Affiliation:
	
	Affiliation:
	

	Role or Expertise:
	
	Role or Expertise
	

	
	
	
	

	Name:
	
	Name:
	

	Title:
	
	Title:
	

	Affiliation:
	
	Affiliation:
	

	Role or Expertise:
	
	Role or Expertise
	


APPENDIX F – SAMPLE BUDGET NARRATIVE 
This is a sample template.  Another form may be used as long as the same information is provided.  
Lead Applicant Organization: 











Examples are provided to demonstrate the requested format.

Salaries and Wages

Professional Personnel: 

Luke Skywalker, the project director, will spend 5% of his time in project activities.  The partnership requests funds to cover that cost = $3,000.

Lois Lane, the project writer, will spend 25% of her time on project activities.  The request to cover her salary = $9,500.

Other Personnel:

Indiana Jones, the project administrative person, will spend 10% of his time on the project.  His cost = $4,100.

Fringe Benefits

The fringe benefits from all three is calculated at 30% of their salaries ($3,000 + $9,500 +$ 4,100 = $16,600) is $4,980.

Travel

The project director will visit each partnership member 3 times, with mileage averaging 10 miles per visit.  5 members x 3 visits x 10 miles x $0.56/mile = $84.00

Materials and Supplies

One of the employers in the partnership donates the materials and supplies needed, which is $600 of in-kind funding.

Other Costs

Printing of the final plan will be $187.

Total Costs (column 1) = $21,851.

TOTAL REQUEST = $21,851

APPENDIX G – BUDGET FORM 
This is a sample template. Another form may be used as long as the same information is provided. 
	Lead Applicant:

	PG Applicant Group Members:



	
Total Grant Funds Requested: 

	
	EARN Funds Requested
	In- Kind Contributions
	Total 

	Salaries & Wages
	
	
	

	Professional Personnel

1.
2.
	
	
	

	Administrative Personnel

1.
2.
	
	
	

	Total Salaries & Wages
	
	
	

	Fringe Benefits
	
	
	

	Travel
	
	
	

	Materials & Supplies
	
	
	

	Computer Services
	
	
	

	Other (list below) 
	
	
	

	
	
	
	

	
	
	
	

	Total Costs
	
	
	


APPENDIX H – ASSURANCES

The Lead Applicant hereby affirms and certifies that it will comply with all applicable regulations, policies, guidelines, and requirements of the Maryland Department of Labor, Licensing and Regulation (DLLR) and the State of Maryland as they relate to the application, acceptance, and use of Maryland Employment Advancement Right Now (EARN) funding in this project. The Lead Applicant further affirms and certifies that:

1. It possesses legal authority to apply for the grant, i.e, an official act of the Lead Applicant’s governing body has been duly adopted or passed, authorizing filing of the application, including all understandings and assurances contained therein and directing and authorizing the person identified as the official representative of the Lead Applicant and to provide such additional information as may be required.
2. It will comply with Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d) prohibiting employment discrimination where discriminatory employment practices will result in unequal treatment of persons who are or should be benefiting from the grant-aided activity.
3. It will expend funds to supplement new and/or existing programs and not use these funds to supplant non-grant funds.
4. It will participate in any statewide assessment program or other evaluation program as required by DLLR.
5. It will give DLLR, or an authorized representative, the right of access to, and the right to examine all records, books, papers, or documents related to the grant.
6. It will assure that monthly status reports will be submitted to DLLR, as required.
7. It will comply with all requirements imposed by DLLR concerning special requirements of law and other administrative requirements.
                                                             _______________________________________________________________________                                         

Signature of Authorized Authority from Lead Applicant Organization

Name and Title, Printed






Date













APPENDIX I – FISCAL AGENT FORM

The Fiscal Agent acts on behalf of the Lead Applicant by performing all financial management duties of the grant and accepting responsibility for the proper use of grant funds.  The Fiscal Agent is responsible for maintaining separate records of disbursements made on the Applicant’s behalf and disbursing those funds in accordance with the restrictions related to the grant.  The Fiscal Agent takes full responsibility for managing and documenting grant expenditures, as well as submitting financial reports for the grant.
The Fiscal Agent is responsible for receiving and safeguarding grant funds.  Furthermore, the Fiscal Agent is legally obligated to:
· Maintain separate records of disbursements related to the grant
· Keep receipts for at least three years following closing of the grant
· Make financial records available to the State of Maryland and its representatives upon request
· Disburse funds in accordance with the purpose of the grant application
· File the final financial report at the conclusion of the grant
Organization Name: 











Fiscal Agent Federal Tax ID Number: 











Fiscal Agent Address: 













Fiscal Agent Phone Number: 












Fiscal Agent Responsible Person Name: 











Fiscal Agent Responsible Person Phone Number: 









Fiscal Agent Responsible Person Email: 











Signature of Authorized Representative of Lead Applicant



Date

Name and Title (Typed or Printed)
Signature of Fiscal Agent of Lead Applicant





Date

Name and Title (Typed or Printed)
1

