AN INITIATIVE OF THE SOUTH CAROLINA 

STATE WORKFORCE INVESTMENT BOARD

REGISTERED APPRENTICESHIP GRANT GUIDELINES AND 
REQUEST FOR PROPOSALS (Updated 1/21/10) 
Request for Proposal Deadline:  February 22, 2010
Background
Since 2007, the State Workforce Investment Board has supported expanding the availability of registered apprenticeship programs in the state.  Registered apprenticeships help create a permanent pipeline of highly qualified workers for the employer and a career pathway for the employee.  In the past, the Board has partnered with the South Carolina Technical College System (SC Tech System) in this effort and provided seed money to eligible employers and technical colleges to develop registered apprenticeship programs.
The Board continues its support of the apprenticeship initiative by providing $300,603 in funding to help employers in South Carolina develop and expand apprenticeship programs.  The goal for this funding opportunity is to align registered apprenticeship programs with training in seven identified high-demand industries of the state:  Advanced Manufacturing; Construction Trades; Energy; Health Care; Transportation and Logistics; Information Technology; and Hospitality/Tourism.  A registered apprenticeship program consists of job-related education that is coupled with the on-the-job learning (OJL).  South Carolina employers are eligible to receive funding from the State Workforce Investment Board to support the development or expansion of an apprenticeship program for their employees.  Information on how to apply for funding is provided in this apprenticeship request for proposals.
Apprenticeship Program:  Job-Related Education and On-the-Job Learning
The job-related education component provides participants with an opportunity to gain knowledge, perform entry-level tasks under supervision, and earn industry-recognized credentials.  Job-related education can be provided by technical/community colleges or private training institutions in South Carolina.  The OJL should be provided by experienced employees and follow appropriate apprenticeship standards.  The apprenticeship program should be developed or expanded around the state’s high-demand industry sectors:  

· Advanced Manufacturing; 

· Construction Trades; 

· Energy; 

· Health Care;  

· Transportation and Logistics;
· Information Technology; and
· Hospitality/Tourism.
Training institutions should be contacted for information on how their class offerings align with the seven high-demand industries.  One training provider option for the job-related education component is QuickJobs Carolina™, an initiative of the South Carolina Technical College System offering training in five of the seven identified high-demand industries in its 16 technical colleges across the state.  Proposal applicants seeking information concerning QuickJobs program offerings in their area should contact their local technical college for further information.  Additional information about QuickJobs can also be found in the Apprenticeship FAQ at http://www.workforcesouthcarolina.com/grant-funding-opportunities.aspx.  
Eligible Applicants
In partnership, South Carolina employers and technical/community colleges or private training institutions may apply for a grant under this solicitation to support the development or expansion of a registered apprenticeship program.  Apprenticeship programs are registered with the US Department of Labor (US DOL) in the name of the sponsoring employer, and the US DOL Certificate of Completion of Apprenticeship attained through the program is issued with reference to the employer sponsor.  Considering the employer maintains primary responsibility for the administration of the program, the participating employer will have to demonstrate full commitment of its interest and participation in the apprenticeship program.  The employer should complete a commitment letter and submit it with the signatures of authorized officials along with the proposal.  See page 6 for additional information on the Employer Commitment Letter.  
Applicants that currently have or do not have an apprenticeship program are eligible to apply.  Funding of apprenticeship programs is intended for new hires and/or existing employees who are not currently a part of an apprenticeship program.  Employers that are not currently sponsoring an apprenticeship program must be able to document intent to register a new apprenticeship.  The apprenticeship program must be registered with the US DOL prior to or within 60 days of the start date of the grant, should one be awarded.  For information and assistance with the process and requirements for registering an apprenticeship program, please contact US DOL’s South Carolina Office of Apprenticeship or Apprenticeship Carolina™, an office of the SC Technical College System.  Technical assistance offered by these two offices is free of charge.  Please note that while they may provide technical assistance regarding apprenticeship program development, these offices cannot endorse a particular application submitted under this solicitation.
U.S. Department of Labor
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Fiscal Agent
The employer or the training institution can be the fiscal agent for the project.  The grant award is not provided up-front or in a lump sum amount but is issued on a reimbursement basis.  Funded projects will be required to submit monthly reports that outline both the grant-related expenditures and the draw-down of grant funds.  Reimbursement requests for project expenditures should be submitted monthly to the South Carolina Department of Commerce (SC DOC).  
Reporting
Funded projects will be required to provide quarterly progress reports and a final report to the SC Department of Commerce’s Workforce Development Division.  The quarterly report should include details on the status of the apprenticeship project such as development of the curriculum, hiring of instructors, enrollment of trainees, progress of apprentices, etc.  The final report should include an analysis of the return on investment (ROI) measured in terms of training completion rate, placement rate, and wage increases.  It should also include a copy of the Registered Apprenticeship Standards (including trade schedule attachments) and copies of the curriculum developed for the job-related education component of the program. 

Funding Priority
Priority will be given to apprenticeship projects in counties with an above-average state unemployment rate as of December 2009, as calculated by the South Carolina Employment Security Commission’s Labor Market Information.  These data may be found at http://www.sces.org/lmi/news/news.asp.
Deadlines/Review Process
· Proposals will be accepted until 5:00 PM, Monday, February 22, 2010.  
· Proposals will be reviewed soon after the deadline and will be funded for an April 1, 2010, start date.  Apprenticeship projects are typically funded for one year.  

· Selection of award recipients will be determined by a subcommittee of the State Workforce Investment Board.

· Award recipients will be notified by March 22, 2010.
Proposals will be evaluated based on the project proposal requirements provided on page 4.  The maximum number of allowable points for each proposal component is outlined.
Proposal Submission Instructions
The original proposal along with two (2) copies must be submitted to the Apprenticeship Carolina™ Office to ensure that the proposal meets the requirements for a registered apprenticeship program.  Proposals meeting these requirements will be forwarded to the SC Department of Commerce’s Workforce Development Division for processing then reviewed and scored by a subcommittee of the State Workforce Investment Board.  Applications sent directly to the SC Department of Commerce or the State Workforce Investment Board will not be accepted.  

Proposals should be submitted to:

Apprenticeship Carolina™

SC Technical College System

ATTN: State WIB Grant Application

111 Executive Center Drive

Columbia, SC  29210
(803) 896-5287

Proposal Format
Proposals should be submitted in 11 or 12 point font, with 1” margins, and 1.5 line spacing. The entire proposal should include the outlined project proposal requirements and the necessary forms.  

Project Proposal Requirements
	Proposal Components
	Maximum Points

	Completion of Required Forms
	5

	
	The forms included in this guidance should be properly completed, signed by the appropriate persons, and submitted along with the proposal request.  Forms can be found on page 8  and include the following:

· Apprenticeship Proposal Cover Page

· Apprenticeship Proposal Employer Submittal Disclosure

· Assurances

· Terms & Conditions

· Debarment & Suspension

· Budget Request Line Item Summary 


	

	Project Abstract
	5

	
	In one paragraph summarize the proposed project, reference the partners, the occupation to be apprenticed, and the geographic scope of the project.
	

	Statement of Need
	10

	
	Indicate why there is a need for an apprenticeship program in the geographic area and for the employer.
	

	Project Description
	45

	
	In no more than two pages, indicate details about the project including, but not limited to, the following:

· participating partner(s); 

· occupation being apprenticed and the high-demand industry sector in which the occupation falls; 

· outline of the training program that describes both the on-the-job learning component to be conducted by the employer and job-related education to be provided by the training institution and the expected certifications, etc. to be gained at each level;

· proposed length of the program and explanation of any digression from standard US DOL guidelines, if appropriate;

· estimated number of apprentices the employer(s) will sponsor; 

· process for selection of apprentices by the employer alone or in partnership with the training institution and/or the One-Stop; 

· project timeline that includes target date for registration of the Apprenticeship Standards, recruitment of apprentices, and the beginning of apprentice training;

· expected outcomes of the apprenticeship project and its impact on the employer, employees, and community; 
· sustainability of the apprenticeship project once the grant ends; and

· description of any partnerships with other local stakeholders that will influence implementation and outcomes of the project.
	

	Budget Narrative
	10


Promotional and memorabilia giveaway items

	· 
	
	


	Proposal Components
	Maximum Points

	Budget Request Line Item Summary Form
	10

	
	The Budget Request form is on page 15.  Line items should align with the description of activities and expenditures described in the Budget Narrative and Project Description. 
	

	Employer Commitment Letter
	15

	
	This solicitation allows the employer and/or the college to apply for the grant.  For registered apprenticeship programs, the employer maintains primary responsibility for the administration and following US DOL guidelines for the program.  All proposals must contain commitment letters from the employer(s) that will participate in the project.  Letters should be on the employer’s letterhead and signed by authorized employer officials.  The letter should included the following:
· reference to the employer’s willingness to sponsor a US DOL registered apprenticeship program; 

· indication of past experience with administering an apprenticeship program(s) or a mentoring/career ladder program for employees;  

· indication of a timeline for registering the apprenticeship program with US DOL, if the proposed program has not already been registered;
· indication of who will be financially responsible for submitting reimbursement requests to the SC Department of Commerce;

· indication of the training institution as the provider of the job-related education component of the program;

· indication of the occupation being apprenticed and its importance to the employer; and
· indication of how the employer will partner with the training institution and others to ensure the program is a success.

	

	Extra Credit: Funding Priority
	5

	
	Priority will be given to apprenticeship projects in counties with an above-average state unemployment rate as of December 2009, as calculated by the South Carolina Employment Security Commission’s Labor Market Information.  
	


Questions about this solicitation should be directed to: 

LaCrystal Jackson

Workforce Best Practices Analyst

SC Department of Commerce

ljackson@sccommerce.com
(803) 737-2168

Additional information about this solicitation and registered apprenticeships can be found in the FAQ (Frequently Asked Questions) posted at:
http://www.workforcesouthcarolina.com/grant-funding-opportunities.aspx.

Apprenticeship Project 
Required Forms Instructions

For all forms, the solicitation is “Apprenticeship Project.”  The name of the lead applicant must appear on each form.  The lead applicant will be considered the fiscal agent of this grant.
1. Apprenticeship Proposal Cover Page – Indicate by check mark the type of organization submitting the application.  Make sure you indicate the title of your project.  Signatures must be written in blue or blue-black ink.

2. Apprenticeship Proposal Employer Submittal Disclosure – To be signed by the employer indicating awareness that a technical college can assist with the proposal, but the technical college is not required to conduct the job-related education/academic learning portion of the apprenticeship program nor do they influence award decisions.
3. Assurances – This is a federally-mandated form that covers financial management requirements, disclosure of lobbying activities, and drug-free workplace compliance.  Fund disbursement cannot take place unless this form is signed and on file with the SC Department of Commerce.
4. Terms & Conditions – This is a State form that explains the parameters governing the grant award.  Fund disbursement cannot take place unless this form is signed and on file with SC DOC.
5. Debarment & Suspension – This is a Federal form.  Grant applicants must attest to the fact that they are neither in default of any Federal loans (including student loans) nor the subject of any disqualifications regarding submitting applications for Federal grants or contracts (i.e., prohibition of funding due to fraud in a research program).  
6. Budget Request Line Item Summary Form – For each proposal, all projected costs for which reimbursement is being sought should appear in summary by category in the chart provided.  

Please note that, should an award be made, line item requests are not interchangeable.  That is, an under-expended amount from one line may not automatically be applied to an over-commitment on another line.  Therefore, it is important to give serious thought to the budget requests that accompany the application.
State Workforce Investment Board

Apprenticeship Proposal Cover Page
	Type of Organization
	(     ) Technical College
	(     ) For-profit Employer
	(     ) Non-profit Employer

	
	(      ) Private Training Institution
	


	Proposal Title
	


	Lead Applicant Information 
(The lead applicant will be considered the fiscal agent of this grant.)

	Organization Name
	

	Street Address
	

	City, State, Zip Code
	

	
	

	Program Contact, Title
	

	Telephone
	

	Email Address
	

	
	

	Fiscal Contact, Title
	

	Telephone
	

	Email Address
	


	Partner Applicant Information

	Organization Name
	

	Street Address
	

	City, State, Zip Code
	

	
	

	Program Contact, Title
	

	Telephone
	

	Email Address
	


	Total Budget Request
	

	04/01/2010- 03/31/2011
	$


Certification

I hereby certify that, to the best of my knowledge, the information, and data contained in this application are true and correct.  The applicant will comply with all required provisions if a grant is awarded. 

____________________________________

____________________________________

Program Contact (print)



Signature of Program Contact

Date

____________________________________

____________________________________

Official Authorized to Sign for Award (print) 

Signature of Authorized Official*
Date 

____________________________________



Title of Authorized Official
                 

*Authorized officials for the employer include the CEO, CFO, or HR Manager.  Authorized officials for the training institutions include the President or Director.
Apprenticeship Proposal Employer Submittal Disclosure
To be Completed by the Employer
I am aware that I have the option to use or not use one of the 16 technical colleges that is a member of the South Carolina Technical College System to assist with this apprenticeship proposal and that I, the employer and apprenticeship program sponsor, may choose ANY training provider, as allowed according to apprenticeship standards of the US Department of Labor, for the job-related education/academic learning portion of the apprenticeship program whether or not the technical college assists with preparing this apprenticeship proposal.  

I am also aware that apprenticeship proposals are reviewed by the South Carolina State Workforce Investment Board and selected based on stated criteria and the merit of the submitted proposal.  The South Carolina Technical College System nor any other persons or entities influence decisions of the State Workforce Investment Board.

	
	
	

	Program Contact                                         Date

(print)

	
	Signature of Program Contact             Date



	
	
	

	Authorized Official to Sign for Award      Date (print)
	
	Signature of Authorized Official*       Date

	
	
	

	Title of Authorized Official


	
	


*Authorized officials for the employer include the CEO, CFO, or HR Manager.  
ASSURANCES

As the duly authorized representative of (agency)____________________________________________, I certify that we

A. Have the legal authority to apply for state assistance and the institutional, managerial, and financial capability (including funds sufficient to pay the non-state share of project costs) to ensure proper planning, management, and completion of the project described in this application. 

B. Will give the South Carolina State Department of Commerce (SCDOC) access to and the right to examine all records, books, papers, or documents related to this award and will establish a proper accounting system in accordance with generally accepted accounting principles or agency directives. 

 

<SPACER size="18" type="HORIZONTAL"></SPACER>The applicant’s accounting system must include sufficient internal controls, a clear audit trail, and written cost-allocation procedures as necessary. Financial management systems must be capable of distinguishing expenditures that are attributable to this grant from those that are not attributable to this grant. This system must be able to identify costs by programmatic year and by budget line item and to differentiate among direct, indirect, and administrative costs. In addition, the grantee must maintain adequate supporting documents for the expenditures (federal and nonfederal) and in-kind contributions, if any, that it makes under this grant. Costs must be shown in books or records (e.g., disbursements ledger, journal, payroll register) and must be supported by a source document such as a receipt, travel voucher, invoice, bill, or in-kind voucher. 
 

C. Will approve all expenditures, document receipt of goods and services, and record payments on the applicant’s accounting records prior to submission of reimbursement claims to the SCDOC for costs related to this grant.

D. Will initiate and complete work within the applicable time frame after receipt of approval by the SCDOC.
E. Will not discriminate against any employee or applicant for employment because of race, color, religion, age, sex, national origin, or disability. The grantee will take affirmative action to ensure that applicants for employment and the employees are treated during the period of their employment without regard to their race, color, religion, age, sex, national origin, or disability. 
F. Will comply with the Ethics, Government Accountability, and Campaign Reform Act (S.C. Code Ann. § 2-17-10 et seq. and § 8-13-100 et seq. (Supp. 2004)). 
G. Will comply with the Drug Free Workplace Act (S.C. Code Ann. § 44-107-10 et seq. (Supp. 2004)) if the amount of this award is $50,000 or more. 

 

Signature of Program Contact: ______________________________________ Date: _________________ 


 

Signature of Authorized Official: _____________________________________ Date:_________________

Terms and Conditions

(A through U)

A. Assurances of Compliance. It is the responsibility of the grant recipient to have, or to have access to, copies of the Workforce Investment Act of 1998, the applicable Federal Regulations and other pertinent documents referenced in this agreement and with which compliance is required. 
B. Time of Performance.  The activities specified in the grant application and funded by the award are to be completed in accordance with the work schedule agreed to at the time of funding except as specifically determined by SCDOC in a Modification Agreement.

C. Termination. The SCDOC reserves the right to reject any and all applications and to refuse to grant monies under this solicitation. After a grant has been awarded, the SCDOC may terminate the grant by giving the grantee written notice of termination. In the event of a termination after award, the SCDOC will reimburse the grantee for expenses incurred up to the notification of termination. A grant may be terminated by the SCDOC if the grantee fails to perform as promised in its proposal.

D. Travel Costs. Travel costs, if allowed under this solicitation, must not exceed those stated in the State of South Carolina travel regulations, unless prior approval is received from the SCDOC program officer.
E. Honoraria. Amounts paid in honoraria, if allowed under this grant, must be consistent with SCDOC policies. You should check with the program officer before budgeting for honoraria.
F. Participant Information.  Grantees who request funding for participant activities must adhere to the rules and regulations specified under the South Carolina Terms and Conditions of the Workforce Investment Act, section 3.6 and 3.7.  
G. Obligation of Grant Funds. Grant funds may not be obligated prior to the effective date of the award unless pre-award costs are requested in writing and approved by the program officer.  Grant funds may not be obligated under any circumstances after the program period has ended. The final request for payment must be submitted no later than forty-five (45) days after the end of the grant period. 
H. Use of Grant Funds. Funds awarded are to be expended only for purposes and activities covered under the approved scope of work and budget.   The program officer must approve all requests for changes in project plan and scope of expenditures.

I. Program Income.  Income under any program administered by a public or private non-profit entity may be retained by such entity only if such income is used to carry out the program.  Income shall include: receipts from goods or services (including conferences) provided as a result of activities funded under the grant award; funds provided to a service provider under this title that are in excess of the costs associated with the services provided; and interest income earned on funds received as part of this grant award.

J. Procurement.  Each grantee shall establish and implement procurement standards to ensure fiscal accountability and prevent waste, fraud, and abuse in programs.  Grantees should consult section 3.9 of the South Carolina Terms and Conditions of the Workforce Investment Act if they are unclear on the federal guidelines governing procurement.

K. Sub-Tier Agreements.  A grantee is required to monitor sub-tier collaborators and contractors in order to ensure that performance conforms to the project’s scope of work and budget.  All monitoring must be documented by written reports.

L. Indirect Costs.  An applicant agency will not be eligible for indirect costs under this solicitation.

M. Copyright. The grantee is free to copyright any books, publications, or other copyrightable materials developed in the course of this grant. However, the SCDOC reserves a royalty-free, nonexclusive, and irrevocable license to reproduce, publish, or otherwise use, and to authorize others to use, the copyrighted work developed under this grant. 
N. Documentation. The grantee must provide for accurate and timely recording of programmatic data, receipts and expenditures. The grantee’s accounting system should distinguish receipts and expenditures attributable to each grant.  The program file should contain pertinent information about participants and activities carried out in conjunction with recruitment, training, and employment.

O. Reports. The grantee will be required to submit quarterly progress reports and monthly financial reports, due as outlined on the grant award notice.  A final programmatic report will be due 30 days after the close of the grant and the financial report within forty-five (45) days of the final disbursement. This latter report should be a final accounting of the grant. 
P. Audit.  At any time during normal business hours and as often as the SCDOC deems necessary, the grantee will make available for examination all of its records with respect to the project funded under the grant award.  Records include, but are not limited to, invoices, payroll documents, purchase orders, travel reports, and program records.

Q. Assurances.  The South Carolina Terms and Conditions of the Workforce Investment Act, Sections 3.14 and 3.15, specifies all of the areas for which compliance is required.  Grantees should consult these sections if they do not have experience with federal funding to ensure that they are in compliance.

R. Records. The grantee shall retain grant records, including financial records and supporting documentation, for a minimum of three (3) years after the termination date of the grant.
S. Reduction in Budgets and Negotiations. The SCDOC reserves the right to negotiate budgets with potential grantees. The SCDOC may, in its sole discretion, determine that a proposed budget is inappropriate and may negotiate an amended budget with the potential grantee. The grantee may at that time negotiate or withdraw its proposal. In addition, the SCDOC may desire to fund a project but not at the level proposed. In that case the SCDOC shall notify the potential grantee of the amount that can be funded, and the grantee and the SCDOC will negotiate a modification in the proposal to accommodate the lower budget. All final decisions are that of the SCDOC.
T. Amendments to Grants. Amendments are permitted upon the mutual agreement of the parties and will become effective when specified in writing and signed by both parties.  No amendments will be made in the last 90 days of the grant, unless a prior request for a modification has been made in writing.

U. Subcontracts.  Grantees must obtain the prior approval of the SCDOC to obtain the services of a third party to perform activities that are central to the purpose of the award.  
 
Name of Award Recipient:_________________________________________________________


Signature of Program Contact: _________________________________  Date: _______________ 
 
Signature of Authorized Official: _______________________________  Date: ________________ 

Certification Regarding Debarment, Suspension, Ineligibility and

Voluntary Exclusion -- Lower Tier Covered Transactions

This certification is required by the Department of Commerce regulations implementing Executive Order 12549, Debarment and Suspension, 34 CFR Part 85, for all lower tier transactions meeting the threshold and tier requirements stated at Section 85.110.

Instructions for Certification

1.  By signing and submitting this proposal, the prospective lower tier participant is providing the certification set out below.

2.  The certification in this clause is a material representation of fact upon which reliance was placed when this transaction was entered into.  If it is later determined that the prospective lower tier participant knowingly rendered an erroneous certification, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.

3.  The prospective lower tier participant shall provide immediate written notice to the person to which this proposal is submitted if at any time the prospective lower tier participant learns that its certification was erroneous when submitted or has become erroneous by reason of changed circumstances.

4.  The terms "covered transaction," "debarred," "suspended," "ineligible," "lower tier covered transaction," "participant," " person," "primary covered transaction," " principal," "proposal," and "voluntarily excluded," as used in this clause, have the meanings set out in the Definitions and Coverage sections of rules implementing Executive Order 12549.  You may contact the person to which this proposal is submitted for assistance in obtaining a copy of those regulations.

5.  The prospective lower tier participant agrees by submitting this proposal that, should the proposed covered transaction be entered into, it shall not knowingly enter into any lower tier covered transaction with a person who is debarred, suspended, declared ineligible, or voluntarily excluded from participation in this covered transaction, unless authorized by the department or agency with which this transaction originated.

6.  The prospective lower tier participant further agrees by submitting this proposal that it will include the clause titled “Certification Regarding Debarment, Suspension, Ineligibility, and Voluntary Exclusion-Lower Tier Covered Transactions,” without modification, in all lower tier covered transactions and in all solicitations for lower tier covered transactions.

7.  A participant in a covered transaction may rely upon a certification of a prospective participant in a lower tier covered transaction that it is not debarred, suspended, ineligible, or voluntarily excluded from the covered transaction, unless it knows that the certification is erroneous.  A participant may decide the method and frequency by which it determines the eligibility of its principals.  Each participant may but is not required to, check the Nonprocurement List.

8.  Nothing contained in the foregoing shall be construed to require establishment of a system of records in order to render in good faith the certification required by this clause.  The knowledge and information of a participant is not required to exceed that which is normally possessed by a prudent person in the ordinary course of business dealings.

9.  Except for transactions authorized under paragraph 5 of these instructions, if a participant in a covered transaction knowingly enters into a lower tier covered transaction with a person who is suspended, debarred, ineligible, or voluntarily excluded from participation in this transaction, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.
Certification
(1)
The prospective lower tier participant certifies, by submission of this proposal, that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any Federal department or agency.

(2) Where the prospective lower tier participant is unable to certify to any of the statements in this certification, such prospective participant shall attach an explanation to this proposal.
	PRINTED NAME OF AGENCY



	PRINTED NAME AND TITLE OF AUTHORIZED REPRESENTATIVE



	SIGNATURE                                                                                                                   DATE




ED 80-0014, 9/90 (Replaces GCS-009 (REV.12/88), which is obsolete)          
Budget Request Line Item Summary Form
	Applicant
	

	Proposal Title
	


	Salaries
	% full-time effort
	Salary
	Fringe Benefits
	TOTAL

	Program Coordinator
	
	
	
	

	Other
	
	
	
	

	Other
	
	
	
	

	Totals
	
	
	
	$


	Participant Expenses

	
	Assessments
	

	
	Tuition
	

	
	Books
	

	
	Transportation
	

	
	Childcare
	

	
	Tools, Safety Equipment, Clothing/Uniforms (breakout items separately)
	

	
	Employer’s On-the-Job Learning Reimbursement (up to 50% of first 3 months)
	

	
	Other (indicate):
	

	
	
	

	
	SUB-TOTAL
	$

	
	

	OPERATING EXPENSES

	
	Local Travel
	

	
	Equipment
	

	
	Supplies
	

	
	Job Profiles
	

	
	Other (indicate):
	

	
	
	

	
	
	

	
	SUB-TOTAL
	$

	
	

	OTHER EXPENSES

	
	
	

	
	
	

	
	
	

	
	SUB-TOTAL
	$

	
	

	TOTAL BUDGET REQUEST (Salary + Expenses) 
	$


	Total Number of Apprentices
	Cost per Apprentice
	Total Budget Request

	
	$
	$


This information can also be completed in a separate document.  
1

