Georgia Commission for Service and Volunteerism

2010-2011 Procedures for
 Program Development Assistance and Training (PDAT)

What are PDAT funds?
Program Development Assistance and Training (PDAT) funds are provided to GCSV by the Corporation for National and Community Service to provide Georgia AmeriCorps programs with training to increase the effectiveness of national service activities and enhance the skills of program staff. PDAT funds are the principal resources available to state commissions for improving and sustaining AmeriCorps State and National Service programs.

	Allowable expenses that can be paid by the PDAT fund include:

	Leadership development, training and technical activities designed to enhance the effectiveness of AmeriCorps programs and AmeriCorps staff.

	Statewide or regional events for member training when conducted collaboratively among multiple programs or organized by multiple states. Member/participant training for a single local program should be funded from sub-grantee budgets.

	Travel, per diem, and registration fees of AmeriCorps program staff to attend GCSV-sponsored and national provider training events.

	Travel costs for member/participant attendance at regional and national training events to increase member/ participant effectiveness.

	Cost-sharing in support of national T/TA provider service to a single service stream.

	Cross-stream training events and other training activities in support of the unified state plan.

	AmeriCorps member/ participant training that is conducted as a statewide or regional event.

	Communications equipment and systems that link programs for training purposes.

	Outreach and public education to potential grantees, sub-grantees, and sites to promote and strengthen the national service infrastructure in the state.


PDAT funds to support Georgia AmeriCorps programs will be authorized by GCSV for three primary purposes:
1. To conduct statewide training events for members and / or staff involving the participation of every Georgia AmeriCorps program. 
2. Training events or activities organized by and involving the participation of two or more Georgia AmeriCorps programs
3. To support Georgia AmeriCorps program staff development.
Georgia AmeriCorps Programs

Programs are encouraged to seek opportunities to use PDAT funds to enhance the training experience of their members and to develop the skills and knowledge of their staff. As noted above, these opportunities should, at the minimum, involve two or more programs. Exceptions can be made for program staff if a staff person attends a training that qualifies that person to instruct other AmeriCorps members or staff in a development subject.
An example would be an AmeriCorps staff person using PDAT funds to become a first aide / CPR certified instructor who would then be qualified and available to instruct other members or staff in a first aide course. In the event that PDAT funds are authorized by GCSV for use by a single recipient in this manner, the staff person must agree to be available as a provider / trainer for multiple program events in the same subject or field.
How to Access Funds

Georgia AmeriCorps programs may access PDAT funds through an application process. Programs must submit an application to the GCSV Training Officer prior to the event or training. The application must be submitted at least five business days in advance of the event and the application must be approved by the GCSV Training Officer and / or the GCSV Executive Director prior to the event for the program to qualify for PDAT reimbursement. 
GCSV will provide programs with a written approval or denial for every PDAT application.  Any PDAT application that is denied by GCSV will be accompanied by a full and specific explanation of the denial decision.
The PDAT application must include the following information:

· The name of the program requesting the funds

· The name and position of the staff person requesting the funds

· The date of the request

· The names of the other programs participating for the event / activity
· A description of the training or event, including a proposed agenda that specifies the subject

· The location and date of the training

· The  provider or trainer and that person’s qualification to provide the training

· The expected number of members and / or staff participating

· A budget (Budgets must account for all major expenses, such as travel costs, registration fees, meals, trainer fees, materials or rentals. Advances for PDAT funds to cover training costs will only be authorized for unusual circumstances where such an advance is warranted.)
Procedures and Guidelines
1. When Georgia AmeriCorps programs attend or conduct a training or activity paid for by PDAT funds through GCSV, a staff person from every participating program must be present to supervise members. 
2. A sign-in sheet for both members and program staff for each day of the training should be part of the record of the event. If certifications or forms of acknowledgement are issued by the trainer, copies should be kept by program staff. Every participating AmeriCorps program must document the event through sign in sheets and other records. 
3. Programs must agree to provide any additional information about the event requested by GCSV; an example would be member quotes, or pictures, if appropriate, requested by the GCSV Communications Officer for use in the GCSV newsletter.
4. Following the completion of a Georgia AmeriCorps PDAT-funded event or training that was requested by programs and approved by GCSV, a report and / or expense reimbursement request is due from every participating program within 14 business days of the event. The report must be a brief narrative of the event and or training that describes what took place and the manner in which program members and or staff benefited from it. The submission of a joint report is only acceptable if it is signed by staff representatives of every participating program.
5. The expense reimbursement request may not be jointly submitted. Each participating program that incurred costs must separately request reimbursement. The reimbursement request may be different from the proposed budget, but any costs that are substantially different from the proposed budget must be explained and justified. Dated sign-in sheets specific to the event must be included with every reimbursement request along with copies of invoices, receipts, an agenda of the training and copies of any certificates or other course acknowledgments earned.
****Things to Remember****

Event reports and reimbursement requests are due to GCSV 14 business days after the last day of any training event or activity. Reports or reimbursement requests that are later than 14 business days will result in a late notice to the program. That late notice will become a part of the program’s Legal File.
No PDAT requests will be authorized by GCSV to a program that has outstanding reports or reimbursement requests. PDAT applications may also be denied if a program is delinquent with other GCSV or CNCS requirements, such as service logs entered in WBRS, mid or annual progress reports, Financial Status Reports (FSRs), or member file documents.
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