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1. INTRODUCTION  

1.1 Purpose 

The following materials were prepared by the Land of the Dancing Sky Area Agency on Aging (Dancing Sky AAA) in accordance with Federal and State Guidelines and mandates to govern administration of Title III Programs under the Older Americans Act of 1965 as amended.  The Manual is intended in part to be utilized by the Dancing Sky AAA and its grantees.  Its aim is to enhance and expedite all Title III program operations by providing:

-The basis for greater uniformity and consistency 



throughout Title III operations; 

-Common meanings and procedures to facilitate 



communication and coordination between the 



administrative components of the Title III Aging Program; 

-A detailed and clear reference on all program operation requirements; 

-Guidelines for efficient and effective program management.


1.2 Policy Status of Manual

Unless otherwise specified, the policy and procedure 


statements contained herein incorporate and reflect either 


federal regulations, legislative mandate, or Minnesota Board 


on Aging policy and should be regarded as mandatory.

1.3 Organization of Manual

1.31 General
The Manual is subdivided by subject matter into chapters, sections and subsections. The chapters cover larger subject areas such as Grants Management. The sections and subsections contain specific information definable by the chapter heading. 

1.32 Numbering 

A decimal numbering system is used for all sections and           subsections. Portions of the Manual used in correspondence should be identified by the proper section or subsection. In addition each page is numbered consecutively within each chapter. 

1.33 Appendices and References
All statements referring to appendix or reference materials will be clearly marked and provided in order of markings at the back of the Manual under the heading Resource Materials, or available upon request.

1.34 Date of Issuance 
The Date of Issuance of this manual shall be stated on the cover page. 

1.4
Maintenance of Manual 
1.41 Revision, Additions 
All revisions or additions made in the Manual will be issued with appropriate headings and dates.

1.42 Annual Review
To ensure Manual maintenance, the Aging Program will conduct a yearly review in May/June of each program year.

2. ORGANIZATION OF THE DANCING SKY AAA 

2.1 AAA Authorities and Functions

2.11 Authorities
The designation of the Dancing Sky AAA as an Area Agency on Aging is authorized in accordance with Title III of the Older Americans Act of 1965 as amended and 45 CFR Part 1321. Subpart E of Federal Rules and Regulations. 

An Area Agency on Aging may be either:

- 
An agency whose single purpose is to administer programs for older persons, or

-A multipurpose agency with the authority and capacity to administer human services in the area and which has designated a single organizational unit within the multipurpose agency as the Area Agency on Aging.   The single organizational unit must have a qualified full-time director and an adequate number of qualified staff to carry out the functions of the Area Agency on Aging.

The Minnesota Board on Aging has designated the Land of the Dancing Sky Area Agency on Aging, a single purpose legal partnership, to serve as the Area Agency on Aging for the northwest planning and services area which includes Becker, Beltrami, Clay, Clearwater, Douglas, Grant, Hubbard, Kittson, Lake of the Woods, Mahnomen, Marshall, Norman, Otter Tail, Pennington, Polk, Pope, Red Lake, Roseau, Stevens, Traverse, and Wilkin Counties.

2.12 Functions

The Dancing Sky AAA must:

a.
develop and administer the Area Plan for a comprehensive and coordinated system of services for older persons residing in the planning and service area, and

b.
serve as the advocate and focal point for older persons in the planning and service area.

The current version of the Area Plan is available for review at the Dancing Sky AAA.

2.2 Administrative Structure 

2.21 Authorities, Functions and Responsibilities 
The Dancing Sky AAA has entered into a partnership with the Northwest Regional Development Commission (NWRDC) and the West Central Joint Powers Board (West Central) to operate the programs and administrative services of the Dancing Sky AAA according to the terms of the Administrative Agreement between the Dancing Sky AAA, NWRDC and  West Central.

The functions and responsibilities whereby the NWRDC and West Central may operate on behalf of the Dancing Sky AAA, shall be as outlined in the documents referenced in the paragraph above or their replacements as approved by the Dancing Sky AAA and the Minnesota Board on Aging.  The Dancing Sky AAA Board, under the guidance of the Minnesota Board on Aging, shall retain final authority on all issues related to the operation of the AAA.

2.22 Staffing Pattern 
The Dancing Sky AAA, through it’s partnership agreement with the NWRDC and West Central, will have a qualified full time director, staff, and administrative services to carry out the responsibilities and functions of the area plan.  A staffing plan will be on file which identifies the number and types of staff.


2.23 Organizational Chart 
The Dancing Sky AAA will maintain an Organizational Chart which reflects the relationships between the various boards, committee, and staff.

2.3 Personnel

2.31 Personnel Policies, Job Descriptions, Performance Appraisals 

Personnel performing Area Agency on Aging functions of the Dancing Sky AAA shall be the employees of the NWRDC and West Central.  Personnel Policies, job descriptions, and performance appraisals shall be maintained by the NWRDC and West Central.  The Dancing Sky AAA will review and comment on the Personnel Policies of the NWRDC and West Central during the annual review of the Administrative Agreement.  In the event the Personnel Policies do not meet the requirements of the Dancing Sky AAA or the Minnesota Board on Aging, the Dancing Sky AAA will negotiate appropriate changes prior to approval of the Administrative Agreement. 


2.32 Affirmative Action Plan 

It is the policy and intent of the Dancing Sky AAA to provide equality of opportunity in employment to all persons as stated within the Affirmative Action Plans of the NWRDC and West Central.

3. PROGRAM OPERATIONS 
3.1 Advocacy

The Dancing Sky AAA must:

     
a.
Monitor, evaluate, and comment on all policies, programs, hearing, levies, and community actions affecting older persons;

  
b.
Conduct public hearings on the needs of older persons;

  
c.
Represent the interest of older persons to public officials, public and private agencies or organizations;

  
d.
Carry out activities in support of the State administered Senior LinkAge Line ® program; and;

  
e.
Coordinate planning with other agencies and organizations to promote new or expanded benefits and opportunities for older persons.

3.2 
Planning 
The Dancing Sky AAA has the responsibility for developing and administering a multiple-year Area Plan on Aging, as specified by MBA. The Area Plan is developed to define a comprehensive, coordinated service delivery system in the planning and service area. The AAA must assess the types and levels of services needed by older persons and the effectiveness of resources in meeting the needs in the planning and service area.  In accomplishing these goals, the following activities will be conducted by the Area Agency:

A)
Three Year Plan - Every three years the Dancing Sky AAA will update the Area Plan according to guidelines provided by MBA, Included in this planning document are narrative information such as demographic information specific to the planning and service area; AAA program outcomes and accompanying work plans; and AAA budgets, including direct service contract amounts.  Comments are received on the Area Plan as a result of public hearings and other sources.  These comments are forwarded to the AAA board. 

B) 
The Dancing Sky AAA will collect data and disseminate the data throughout the aging network. 

D) 
Through meetings with County Committees on Aging and other groups in the planning and service area, the Dancing Sky AAA shall allow older persons to express their views to the Dancing Sky AAA on policy development and program implementation. 

3.3 
Coordination


3.31 General

Under the Older Americans Act the Dancing Sky AAA was given the responsibility to develop a comprehensive and coordinated service delivery system. The Dancing Sky AAA is responsible for coordinating with federal, state and local providers of services.

3.32 Establishment of Linkages
The Dancing Sky AAA will strengthen relationships with service providers in the planning and service area for a more efficient delivery of service. The Dancing Sky AAA will identify potential resources in the planning and service area which can be directed towards services for older persons and work with agencies not funded under the Area Plan to obtain funds and develop social services for older persons. 

3.4 
Focal Points 
The Dancing Sky AAA, where feasible, will designate community focal points in order to facilitate ready access to services provided to the older population. In determining focal points the Dancing Sky AAA may consider communities with the greatest incidence of older persons, location of multi-purpose senior centers, congregate nutrition sites and geographic boundaries of communities.

3.5 
Advisory Councils 


3.51 Functions
The functions of the Dancing Sky AAA Advisory Committees, as defined in the Dancing Sky AAA By-Laws, are as follows: 

a)
To assist the Land of the Dancing Sky AAA in identifying the problems and needs of the AAA’s elderly and develop priorities from this information. 

b)
To develop an Area Plan on Aging which encompasses the needs of senior citizens, service agencies, organizations and local governmental units. 

c)
To consider alternatives and recommendations developed by the staff of the AAA and develop and consider other alternative recommendations as the Committee deems necessary and appropriate.

e)
To develop review criteria and review procedures for funding under the Older Americans Act of 1965, as amended.

 
f)
To create task forces to assist the AAA in studying specific issues.

 
g)
To address the unique problems of seniors in local areas.

h)
To work closely with the Minnesota Board on Aging in its statewide planning effort. 

3.52 Composition 

Three Aging Advisory Committees shall be maintained covering Minnesota Economic Development Districts 1,2, and 4. The membership of each committee shall not be less than 15 or more than 19 members, and should include at least one persons from each county in each development district. At all times at least 50% of the membership of the Committee must be 60 years of age or older.

Every effort shall be made to insure representation from senior citizen organizations, minority groups, professional people, elected officials, non-Title III funded service agencies and members of the general public.  When a new Committee member is appointed the Committee shall try to maintain representation which is proportional to the gender of the general senior population in the area.

3.53 
Frequency of Meetings 

Each Committee shall normally conduct a regular meeting once a quarter.  The time and place for a regular meeting will be approved by the Committee at a prior regular meeting. The Chairperson may call a special meeting of the Committee for stated purposes upon his or her own volition or he or she shall be required to do so on request in writing from at least five Committee members.

The calling of a special meeting requires that a notice of the proposed meeting be sent to all Committee members at least ten days prior to the proposed meeting.  Responses shall be received from at least half of the Committee members of their intention to be present.

3.54 
Staff Support
The staff work of the Committee will be the responsibility of the Land of the Dancing Sky Dancing Sky AAA Director (Regions 1 and 2)and the West Central Director (Region 4). 

3.55 
Bylaws
Each Advisory Committee shall maintain and operate according to a set of by-laws as approved by the Advisory Committee and the governing body.

3.56. Operating Procedures 

Dancing Sky AAA Advisory Committees shall operate according to NWRDC and West Central Policies and Procedures and the NWRDC approved  Operating Procedures specific to the Dancing Sky AAA Advisory Committee. 

3.57 
Self-Assessment
The Advisory Committee on Aging will conduct a self-assessment and evaluation on the program operations of the Dancing Sky AAA as part of the annual AAA Planning process.

3.6 
Technical Assistance and Training 

The Dancing Sky AAA shall provide ongoing technical assistance to grantees and contractors providing nutrition and social services under the Area Plan. Technical assistance to grantees shall be provided by on-site visits and through telephone and written communication, as appropriate.

Technical assistance to community organizations in the planning and service area concerned with the needs of older persons shall be provided as requested. The type and extent of technical assistance shall be based on assessment findings, requests made by the aging network and availability of staff time. 

Further, the AAA may assist in planning for and providing training resources for staff and volunteers making up the aging network.  Financial support may be provided by the AAA and/or other resources.  Federal and local funds may be reserved by individual contractees for the purpose of training staff or volunteers with the approval of the AAA.  Additionally, training activities are included as part of the Area Plan

4. GRANT/CONTRACT ADMINISTRATION: SERVICE REQUIREMENTS
4.1
Purpose

Title III of the Older Americans Act (OAA), authorizes Area Agencies of Aging (AAA) to enter into grants or contracts with local public and non-profit organizations to develop or expand services for older persons (60+).  Funds are to be used to expand the range of community-based programs and services designed to keep older persons in their homes, to fill gaps in existing services and to contribute to the development of a comprehensive and coordinated system of service to older adults.  Title III funds may not be used to finance services eligible for Medicare reimbursement.

The Dancing Sky AAA will award Title III funds to agencies when the services to be provided will achieve the goals of the Older Americans Act.

4.2 
Service Types

All services and facilities financed by the Dancing Sky AAA will be in accordance with the Older Americans Act; Service Definitions issued by the Minnesota Board on Aging; and, priorities defined by the AAA.

4.3 
Preference

4.31 
Target Populations
4.311- The Dancing Sky AAA will give preference to "providing services to older individuals with the greatest economic or social needs, with particular attention to low-income minority individuals and persons in isolated rural areas".

4.312 - Title III services funded by Dancing Sky AAA will be those most valuable to the elderly low income person.

4.313 - Dancing Sky AAA will ensure that each of the Title III projects will focus on the needs of low income minority older persons by requiring a measurable objective which specifies how the service will be provided to low-income minority individuals in at least the same proportion as they are represented in the older population within the service area.

4.32 
Prohibition of Mandatory Fees
Dancing Sky AAA will ensure that each Title III project is aware that the Older Americans Act prohibits mandatory fees and/or contributions for services, as well as any other practice that might tend to erect barriers to program participation by low income and minority older persons.

4.33 Outreach, Transportation, and Confidentiality 

Title III projects will be requested to address program outreach, transportation and client confidentiality in their funding application.

4.34 Civil Rights Act Requirements 

The Dancing Sky AAA will make each project aware of the Title VI of the Civil Rights Act requirements each year.

4.4 
Means Tests and Client Contributions
All Title III projects must follow policies set for serving persons with the greatest economic and social need.  Service providers shall in no case use a means test to determine the eligibility of individuals participating in Title III funded programs.

All Title III projects shall offer older persons the opportunity to contribute to all or part of the services provided.  Each service provider must:


a.
Provide each older person with a free and voluntary opportunity to contribute to the cost of the service.

b.
Guarantee that no older person will be denied service because of failure to contribute to all or part of the service.   

c.
Protect the privacy of each older person with respect to his/her contribution using service-appropriate techniques.

d.
Establish appropriate procedures to safeguard and account for all contributions. 

e.
Establish a sliding fee scale for clients accessing Title IIIE - Family Caregiver Services funding, with corresponding suggested fees.  However, no person will be denied service because of failure to pay for all or part of the service.


f.
All contributions must be utilized to expand the services under the Title III contract.  Example: Title IIIC1 and IIIC2 Nutrition Services funded service providers must utilize all contributions to increase the number of meals served.  In addition, Title IIIC1 and IIIC2 -Nutrition Services providers must be eligible  to accept public benefit payments as contributions for meals and must inform participants of this option.

g.
All projects are required to develop a suggested contribution schedule for Title III services, considering the income ranges of older persons within the community where services are provided.  The suggested contribution schedule must be approved by the AAA. 

4.5 Maintenance of Effort

Title III funding must be used to increase the availability of services to the older population where no other resources exist for serving their needs.

4.6 
Program Accessibility
Section 504 of the Rehabilitation Act of 1973 provides that "no otherwise qualified handicapped individual....shall, solely by reason of his handicap be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program or activity receiving federal financial assistance." 

Service providers must ensure program accessibility. All 

new facilities constructed with AAA funds must be barrier free. 

Existing facilities may require structural changes or the use of alternative methods to enable older persons with disabilities to receive services in the same general mode and quality as non- handicapped persons. Priority will be given to methods that will assure the provision of services in the most appropriate integrated setting.

4.7 
Relationship to Area Plan

Before a project award will be made by the Dancing Sky AAA, the proposed service(s) must address a need in the approved Area Plan or in an approved revision of the Area Plan.

4.8
Desired Service Characteristics
Project Review - Desired service characteristics have been established for use during the review of new or continuation funding proposals.  The characteristics are intended to help ensure projects benefit older persons within the region.  The characteristics shall also serve as a guide when the AAA evaluates project progress towards stated outcomes.  Final review criteria shall be established in the Request for proposals.

Project Development - The policies can also serve to assist applicants in developing a proposal which meets AAA expectations and addresses AAA priorities.


Characteristics include:

a) Need - Local need for the service must be adequately documented in the project proposal and must address a priority need identified in the approved Area Plan of the AAA.

    
b) Target Group(s) - Proposal will target their services to the low-income, disadvantaged elderly unless adequate documentation is provided to demonstrate that another group has great need.  The project proposal should outline methods, which will serve target groups, including minority groups.

    
c) Operational - A contractor agency must have the bookkeeping capabilities necessary to implement a federal contract and produce the necessary financial and program reports.

d) Outreach - All projects must have a clearly defined plan to locate and serve older people who are isolated because of physical, mental, or social/economic reasons and who may not otherwise avail themselves of the service(s).

e) Coordination - Projects must clearly explain how they plan to operate within the existing aging service system and be able to provide documentation of the manner in which coordination with different agencies will occur.  The project must also be able to document the manner in which agencies are coordinated within the development of the proposal.

f) Local Support - Projects must have documented support from individuals to be served, key aging service providers in the area to be served, and appropriate units of local government.

g. Accessibility - All projects must comply with the 504 Handicap regulations and the Americans with Disabilities Act.

h. Project Evaluation - The proposal should clearly outline a plan to assess the progress of the project during the contract period.  The assessment should include an objective method of determining client satisfaction.  In addition, the AAA will formally evaluate the contract on an annual basis.

i. Advertising - The proposal should describe the continuing methods that the project will use to facilitate public awareness of the project. When advertising the services of the project, a statement should also be made that funds for the project/service were approved by the Land of the Dancing Sky Area Agency on Aging with funds provided by the Older Americans Act of 1965, as amended.

j. Transportation - The project must have a plan for transporting people to the service if it is offered at a particular location or have a plan whereby the service is brought to the client.

k.  Outreach - Outreach information and referral, and education must be included as part of any project within a funded service

4.9
Required Services
In keeping with MBA and Older Americans Act Policies, the Dancing Sky AAA must allocate 5% of its Title III-B Supportive Service allocation to each of the three individual service categories listed below and must also allocated a minimum of 40% of the same allocation to the three service categories as whole.

 

a. Access services: transportation, outreach/client finding, and  information/referral;

b. In-home services: chore service, housekeeping, home health aide,   hospice care, respite care, telephoning, and visiting -; and,

c. Legal Services.

The remaining supportive service funds may be allocated to high priority services for the region's elderly.

4.10
Determining Need

An array of methods to assess unmet needs will be utilized by the Dancing Sky AAA to establish service priorities under the Area Plan. Establishment of service priorities identified in the Area Plan stem from a combination of the following procedures:

a. Conduct county forums, distribute questionnaires, or use of other   methods as determined by the Dancing Sky AAA to survey consumer needs;

b. Obtain input and data from service providers and key senior organizations;

c. Set goals for service systems; and,

d. Respond to current federal and state mandated service priorities.

The service priorities are established by the Dancing Sky AAA and reviewed annually. 

4.11
Funding Sources
The Title III contract program is divided into five separate and distinct sources of funding.  These are: Title IIIB Supportive Services, Title IIIC1 Congregate Nutrition Services, Title IIIC2 Home Delivered Meals, Title IIID Health Promotion and Disease Prevention, and Title IIIE Family Caregiver Services.  In addition, the AAA receives funds under a State of Minnesota legislative Appropriation for Nutrition Support Services. 

4.111 Title IIIB - Supportive Services funding is designed to develop or expand a broad range of services for older persons.  Funds are to be used to fill gaps in existing services and to develop a comprehensive and coordinated system of service to older persons.  All title IIIB projects must fall within the following allowable services for funding as defined by the National Aging Program Information System (NAPIS) service definitions and information systems procedures as established by the Dancing Sky AAA.

 
Title IIIB allowable services are: adult day care, adult day health, assisted transportation, chore, counseling, education/training, guardianship, home modification/repair, health assessment, homemaker, information and assistance, legal assistance, legal education, organizational advocacy, outreach, personal care, placement, recreation, respite, senior center facilities/administration, telephone reassurance, transportation, treatment, and visiting. .  Please note: Other services may be allowable for funding under Title IIIB, contact the AAA for information.

     
4.112 Title IIIC1 Congregate and Title IIIC2 Home Delivered Nutrition Services -  Congregate and home delivered nutrition services provide nutritionally sound and satisfying meals meeting one-third of the USDA's Recommended Daily Allowances (RDA) in a group (congregate) setting or home delivered meal to those homebound by illness, incapacitating disability or otherwise isolated, and nutrition services including outreach, nutrition education and information/linkages to other services. 

4.113 Title IIID Health Promotion and Disease Preventive Services -  Funding is specifically designed and funds are to be used to develop community-based programs and service that further health promotion and disease prevention for older persons.  All title IIID projects must fall within the following allowable services for funding as defined in the NAPIS Service Definitions.  These include: counseling, home modification/repair, education/training, medication management and screening, health assessment/screening, mental health screening/referral, health promotion programs, nutrition counseling, home injury control treatment.  Please note: Other services may be allowable for funding under Title IIID, contact the AAA for information.

4.114 Title IIIE Family Caregiver Services - All Title IIIE project must fall within the following allowable services: counseling, respite care, supplemental services, and access assistance and information services.

4.115 State of MN Nutrition Support Services - Funding should consider including assistance with grocery shopping for clients who have difficulty getting to the grocery store or completing the tasks associated with shopping.  

For example, project representatives could accompany a client to the store and assist in shopping or could go to the store alone with a list from the client if client is homebound or unable to accompany project representative.  Projects should also consider including supportive activities such as carrying groceries into client's house and putting groceries away, at client's request.

5. GRANT/CONTRACT ADMINISTRATION: FISCAL REQUIREMENTS 

5.1 
Non-Federal Matching Funds
5.11 - Definition
Net project costs are defined by the Minnesota Board on Aging as "the projects' total costs less any applicable credits used to offset or reduce project expenses". 

5.12 - Title III
5.121 - Base Requirement - Projects funded with Title III funds are awarded on a matching basis. Not more than 85% of the net cost of supportive services, senior center administration, nutrition services, preventive health care, services can be paid with Title III funds.

5.122 - Title III-B - Net costs of Title III-B supportive service projects will be funded at a maximum federal share of 75%

5.123 - Title III-C - Net costs of Title III-C Nutrition Services projects will be funded at a maximum federal share of 85%.

5.124 - Title III-D - Net costs of Title III-D - Services for the preventive health care will be funded at a maximum federal share of 85%.

5.125 - Title III-E - For Title III-E there is 75% federal and 25% local contribution for all years of funding. 

5.2 
Program Income
Each project must account for all program income collected directly by the project.

5.21 - Royalties received from copyrights and patents during the project period shall be retained by the recipient of award and, in accordance with the award agreement, be either added to the funds already committed to the program or deducted from total project cost for the purpose of determining the net cost on which the federal share of cost will be based.  After termination of completion of the contract, the federal share of royalties in excess of $200 received annually shall be returned to the Office of Human Development and the state agency.  The federal share of royalties shall be computed on the same ratio basis as the federal share of the total project cost.

5.22 - Public Agency recipients of awards must record the receipt and expenditure of revenues (such as taxes, special assessments, levies, fines, etc.) as part of project transactions when revenues are specifically earmarked for a project in accordance with award agreements; and

5.23   All other project income, including contributions for meals, earned during the project period shall be retained by the recipient of award.  The federal share of such income must be awarded to the project on a notification of award form.  Normally such income will be awarded for use by the project after it has actually been earned, either as a supplemental award for the same budget year or as carried over by obligation authority in the succeeding budget year.  If a reasonably accurate estimate of income to be accrued can be made prior to the budget year, the applicant agency may wish to include such estimated income on the original project budget for the initial award by the Area Agency.  In such cases, over estimates of project income will reduce the project budget.

5.3
Criteria for Matching Funds

5.31 General Match Criteria

Non-federal contributions whether cash or third party "in-kind", must meet the following requirements to be allowable, a cost must meet the following general criteria:

-Be necessary and reasonable for proper and efficient administration and implementation of the project.


- 
Be authorized or at least not prohibited under state or local laws.

-Conform to any limitations or exclusions set forth in this section, federal laws, or other governing limitations as to types or amounts of cost items. 

-Not be allowable to include as a cost of any other federally financed program in either the current or prior period.


-
be a direct cost


-
be net of all applicable credits

Allowable costs must meet the federal standards as set forth under current Office of Management and Budget circulars.  These guidelines may be obtained by contacting the AAA.  In order to avoid the possibility of subsequent disallowance and dispute, projects should consult with the AAA prior to the incurrence of costs not addressed in the circulars. 

5.32
Eligible Match
All projects may use local cash or third party "in-kind" resources to meet the non-federal share of the project costs.  

5.321 - Cash - Non-federal resources which may be used as local contributions, including: cash donations to the project from local governmental units and agencies, non-federal donations made by private organizations (i.e. civic groups, churches, etc.), and donations made by individuals.

5.322 - Third Party In-Kind - The non-federal contribution may use "in-kind" donations to meet up to 50% of the matching requirement.  "In-kind" donations may be such things as donated labor, supplies, space, equipment, etc.  The value of the donations is estimated at the actual value of the donated goods or services. 

5.32 
Ineligible Match
5.321 - Nutrition - Title IIIC1 and C2 Nutrition Services projects may not use State of Minnesota nutrition funds as local contributions or "match". 

5.322 - Program Income - Funds which cannot be used as local contributions are donations to the project made by recipients of services (client contributions) to help pay for the cost of the service.  This is called project income and is budgeted and subtracted from the total project to arrive at a "net" project cost.

5.323 - Third Party In-Kind - "In-kind" donations, such as office space, are not allowable if the donor pays for the space with other federal funds.

5.4 
Financial Management Standards
5.151- Project financial systems must meet the federal standards as set forth current Office of Management and Budget circulars.  These guidelines may be obtained by contacting the AAA.

5.1522 -Prior to the award of direct service funds, the Dancing Sky AAA will ensure that the proposed project has a fiscal management system which meets these standards. 

6. GRANT/CONTRACT ADMINISTRATION:

APPLICATION AND REVIEW PROCESS

6.1 
Notice of Availability of Funds

The Dancing Sky AAA will notify units of governments, service agencies, and interested organizations of the availability of Title III funds.  The notification may include the following methods or others as approved the Dancing Sky Board:

a. 
News release through local newspapers. 


b. 
News release through newsletter.

c. 
Notice of availability of funds to current grantees and 



other appropriate units of government and agencies as identified by the Dancing Sky AAA. 

6.2 
Applicant Eligibility 

Any public or private non-profit institution or organization, agency, political subdivision of Minnesota, or Indian tribal organization, may submit an application for grant funds. Grants to profit-making organizations are subject to prior approval of the Minnesota Board on Aging. For profit grantees must also abide by the special provisions described in 45 CFR Subpart AA. All applicants must be easily accessible to the area(s) they propose to serve.

6.3 
Grant/Contract Cycle
6.31 
Project Year
6.311 - Direct service grants/contracts will normally begin on January 1 for a maximum of twelve months.

6.312 - Direct service grants/contracts not beginning January 1 shall in any case end no later than December 31.

6.313 - Once a project year has been established, it can not be       changed without approval by the Dancing Sky AAA and issuance of a revised Notification of Grant Award or contract.

6.314 - Deadlines for each step will be set by by Dancing Sky Staff. The following steps will be followed in the grant cycle:

-Dancing Sky AAA Establishes Allocation Percentages 




-
Advertise Availability of Funds 




-
Application Development




-
Application Deadline




-
Staff Review


-Input From Advisory Committees




-
Grant review committee (s) review


-Negotiation of Final Terms


-Dancing Sky AAA Awards Funds 




-
January 1: Project begins  

6.4 Review Process

The Dancing Sky AAA will use the following process to review applications for Title III funding:

a. 
Applicants will be notified of receipt of the application.

b. 
Dancing Sky AAA staff will conduct a program and fiscal review of the application, attempt to obtain any corrections and/or clarifications, and determine if the application is eligible for funding.  Representatives of the Dancing Sky AAA may negotiate with the applicant to ensure the project meets all federal, state, and local eligibility requirements.

c. 
The Dancing Sky AAA staff will prepare a summary of eligible applications and present it to the grants review committee(s) as appointed by the Dancing Sky Board for review and funding recommendation.  The Committee(s) and staff may negotiate any proposed conditions which will ensure a grant award meets all AAA requirements and the highest priority needs of seniors.

h. 
Dancing Sky AAA Board will act on the funding recommendations of the grants review committee(s).

6.5 Review Criteria
The prospective applicants abilities to undertake and carry-through a Title III project will be assessed, at a minimum, under the following criteria:

 
6.51 Criteria for Review of Title III Applications: 

The final review criteria shall be established in the RFP.  The review criteria must address at least the following categories:


a.
Agency Capacity


b.
Proposed Program and Services


c.
Project Management


d.
Cost Effectiveness

Additional detail for review criteria shall be established by the Dancing Sky Board and included in the Request for Proposals.  The criteria shall include any minimum criteria established by the Minnesota Board on Aging and shall consider the input of Aging Advisory Committees and seniors.

6.52 
Criteria for Review of Nutrition Program Applications

In addition to the minimum review criteria for all Title III project proposals, applications to develop a nutrition program will be assessed according to additional criteria as established in the Request for Proposals.  Requests for Proposals for nutrition services must contain additional criteria to insure the services address the current nutrition needs of seniors.  The criteria shall include any minimum criteria established by the Minnesota Board on Aging and shall consider the input of Aging Advisory Committees and seniors. 


6.53 
Scoring System
The Dancing Sky AAA Board may establish additional scoring systems or other review means to determine if an application meets the review criteria or to select between competitive applications.  Any such scoring or review system will be provided to potential applicants during the solicitation process.

7. GRANTS ADMINISTRATION: AWARD PROCEDURES 
7.1 
Award Process

7.11 
Approval of Application for Funding 


If an application is approved for funding:

a. 
The applicant will be sent a congratulatory letter, a notification of the approved project on a standard Notification of Grant Award (NGA) form or a contract, and other appropriate forms.  The term “contract” is intended to mean a performance base contract which requires specific outcomes for payment.  All contracts will be issued using standard forms as approved by MBA and/or the Dancing Sky AAA. 
b. 
The NGA or contract will state any conditions placed on the project and the ceiling of federal participation in project costs.

c. 
A proposal will stand approved as submitted except for any modifications the Dancing Sky AAA will make in notifying the grantee or contractor on approval of the project. 

d. 
The project or contractor must operate the program in accordance with the approved proposal and any additional requirements stated in the NGA or contract.

e. 
Any budget revisions required of the project by the Dancing Sky AAA at the time of project approval must be completed in a timely manner; no payment will be made to recipients without such revisions being completed.

f. 
The Dancing Sky AAA will secure from each project of award an acceptance in writing of the conditions, including any budget revisions, under which the award is made. Such acceptance is in the form of a signed NGA or contract. No payment will be made to recipients without such acceptance.

g. 
The Minnesota Board on Aging will be sent a signed NGA or contract, a complete signed proposal including assurances, 



and a request for payment.

7.12 
Denial of Application for Funding

If an application is not approved for funding:

a. 
The applicant will be sent a negative response letter, 

including reasons for denial.

b. 
The applicant will be sent the appeals procedure and instructions.

c. 
Depending upon the response from the applicant, either the file will be closed or the appeals procedures will be implemented. (See Section 7.14.)

7.13 
Conditions and Stipulations

The Dancing Sky AAA has the authority to place conditions on any award of funds. The Dancing Sky AAA shall put special terms and conditions on all awards. General conditions to be placed on awards are as follows:

a. 
Grants - If federal cost per unit exceeds 20% of projected federal cost, a budget change request, with explanation for over-expenditure, is required.

b. 
Award is subject to provisions of the Older Americans Act of 1965, as Amended; Federal Administration on Aging Regulations; MBA Policy and Procedures; Dancing Sky AAA Policies and Procedures; and special conditions indicated.

c. 
Federal funding is contingent upon the availability of funds from the Minnesota Board on Aging to the 




Dancing Sky AAA. Should revisions to the allocations occur, the Dancing Sky AAA has the right to revise the amount of federal funds obligated.

d. 
Grants - The federal share of a project cost is earned only when the cost is accrued and the non-federal share of the cost has been contributed. Receipt of federal funds (either through advance or reimbursement) does not constitute earning of these funds.

                Contracts - The federal share of a project cost is earned 




when the unit of service is provided.  The unit of service is defined in each project’s contract.  

e. 
Funds herein awarded will remain available during the length of grant/contract period.

f. 
Grants - The amount on "Federal Share" Line of the NGA, "COMPUTATION OF GRANT", will constitute a ceiling for federal participation in the approved cost.

Contracts - The Federal award will be stated in each contract and no project may be paid above the amount stated.

g. 
Audits shall be performed in accordance with current OMB Standards and Dancing Sky AAA audit policies and procedures. Costs of conducting an audit are the responsibility of the grantee. The Dancing Sky AAA will be furnished with copies of audit reports. 



h. 
The carry-over of unearned cash each year end will be the responsibility of the grantee and may be utilized only for the approved contract as indicated on the Notification of Grant Award/contract.

i. 
No indirect costs will be approved, charged, or paid until an Indirect Cost Proposal is received by the Dancing Sky AAA and a letter approving a provisional rate from the cognizant agency reviewing the proposal is received.

j. 
The grantee/contractor agrees to obtain prior approval for programmatic changes and budget revisions of budget increases of 20% or $500.00, whichever is greater, in any single cost category.

k. 
The grantee/contractor agrees to furnish the Dancing Sky AAA with quarterly reports in the format and schedule provided by the Dancing Sky AAA.

l. 
The grantee/contractor agrees to furnish the Dancing Sky AAA with timely quarterly reports according to the schedule provided by the Dancing Sky AAA. If reports are not received by the Dancing Sky AAA by the established deadline date, any request for payment will be held until the following quarter.

7.14 
Appeals Procedure

In the event that an applicant for Title III funds under the Older Americans Act is dissatisfied with the action of the Dancing Sky AAA, the following procedures may be followed by the applicant to appeal the decision:

a. 
Written notification of a request for hearing must be submitted to the Dancing Sky AAA Director within ten days 

from the official notification of the Dancing Sky AAA Board decision. The notice of request for hearing must set forth the basis for the appeal of the issues to be heard and determined by the hearing panel.

b. 
All written notification under this appeal procedure shall be served by certified mail, return receipt requested.

c. 
Upon receipt of the written request for a hearing, the Dancing Sky Director will, within ten days, set a date for the appeal hearing.

d. 
The Dancing Sky AAA Chair will appoint a Hearing Panel from the membership of the Board and/or Aging Advisory Committees to hear the appeal.



e. 
The applicant agency will be notified in writing of the date and time of the hearing. Such notice of hearing shall be mailed to the Director of said agency.  The hearing must take place within 20 days of the receipt of the request.

f. 
The hearing will be conducted as follows:

1. 
A majority of the Hearing Panel must be present for said hearing.

2. 
The Chairperson of the Dancing Sky AAA shall chair the hearing and shall vote only in case of a tie.

3. 
A record of all hearing procedures before the hearing board shall be maintained.

4. 
A decision will be reached by the Hearing Panel at the end of the hearing. The applicant and the Dancing Sky AAA Board will be notified within five days of the decision.

g. 
The hearing board may take one of the following actions:

1. 
Submit the proposal to the Land of the Dancing Sky AAA for reconsideration.

2. 
Uphold the initial action of the Land of the Dancing Sky AAA.




3.
Direct the applicant and the Director of the Dancing Sky AAA Board to confer and seek a resolution to the differences and present a recommendation to the Dancing Sky AAA Board.

h.
If the applicant is not satisfied with the results of the hearing they have the right to a hearing in front of the Minnesota Board on Aging.  

1.
The applicant shall apply for a state hearing by notifying the Minnesota Board on Aging Executive Director in writing of its request withing 10 working days of receiving the Dancing Sky AAA decision.

2.
In the request the applicant shall describe the adverse action taken; by whom the action was taken, and their reason for believing the decision to be in error.  

3.
The Minnesota Board on Aging shall consider proceural grounds only, and shall not consider issues related to the merit of the case.  

7.2 
Grant and Contract Revisions

7.21 
Grant and Contract Revision Requirements
7.211- A grant or contract revision is required whenever there is a material change in the content of administration of the grant or contract award as approved. The nature and extent of the request for revision will determine the action to be taken by the Dancing Sky AAA. 

7.212 - The Dancing Sky AAA must officially approve, in writing, all significant  changes prior to the revision taking place.

7.213 -Revisions considered as minor may be made without prior approval; however, the Dancing Sky AAA must be notified of such changes in writing.

7.214 -The Dancing Sky AAA may approve a request for a grant or contract revision at any time prior to completion of the grant or contract year. An approved grant or contract revision by means of a revised Notification of Grant Award supersedes all other NGA's relating to the grant or contract year.

7.215- All grant or contract budget revision requests must include a letter of explanation for the requested revision, a Summary  ADVANCE \d 0Budget Change Form, and a revision of the appropriate pages(s) in the original proposal.

7.22 
Types of Revisions Requiring Approval

The following types of revisions shall require written approval by the Dancing Sky AAA. All such changes must be approved in writing before the revision may occur.

a. 
A budget increase of 20% or $500.00, whichever is greater, in any single approved cost category or function {service}.

b. 
A change in the cost sharing ratio which would result in an increase of the Federal share.

c. 
A change in the grant/contract period and budget year dates. 


d. 
A change in the recipient of awards.

e. 
A change in the composition of the non-federal matching 



share from cash to third-party in-kind contributions.

f. 
A change to increase the amount of third-party in-kind contributions from that in the approved budget.

g. 
Significant changes in the scope of the grant/contract. 


h. 
Significant changes in the grant/contract objectives. 


i. 
Significant changes in program content. 

7.3 Supplemental Funding 



7.31 Standards                                                 

7.311 - The Dancing Sky AAA may award additional federal funds, to a grant/contract for the same grant/contract year, in the form of a supplement to the original award. The decision to make supplemental funding available rests with the Dancing Sky AAA and will be based on the amount of funds available to award as supplements.  A minimum of $5,000.00 of unobligated funds needs to be available to award before considering supplemental funding.

7.312 - If supplemental funding is awarded, a revised award will be issued which will supersede the award applicable to the grant/contract year. The supplemental award will reflect the entire award for the grant/contract year.

7.313 -Supplemental funding may only be awarded during a grant/contract year and will be awarded based upon the extent to which the demand for services has exceeded funds available and number of additional units of service that can be provided.  


7.32 
Supplemental Award Process 

The following steps will be used in making supplemental grant awards:

- Applicants are invited to apply for supplemental funds 


- Application due

- Aging Advisory Committees make supplemental funding recommendation     to Dancing Sky AAA 

- Dancing Sky AAA acts on supplemental funding recommendations 

Timelines for each step will be established by Dancing Sky AAA staff on an annual basis.

7.4 
Maintenance of Effort in Grant Awards
7.41 
Expansion of Existing Programs
All existing federal and non-federal matching funds must be maintained at the current levels.  Existing non-federal funding can not be used for the non-federal match.

7.42 
Standards for New Progras

Existing federal and non-federal funding must be maintained at the current levels.  Existing non-federal funding may be used for the non-federal match.

7.5 
Additional Title III Program Awards

Additional awards may be made to a previous or existing Title III recipient if the proposal contains significant differences from the original grant/contract in:

a. 
Persons served; 


b. 
Geographic area served; or, 

c. 
Services to be provided under the grant/contract. 

7.6 
Grant/Contract Award Suspension
7.61 
Standards for Grant/contract Award Suspension 

7.611 - All communications between the Dancing Sky AAA and the grant/contract shall be in writing.

7.612 - Where conditions warrant, the Dancing Sky AAA may suspend operations. Federal support shall automatically be terminated when such operations have been suspended for more than three consecutive months in any budget year.

7.62 
Process of Grant/contract Award Suspension
7.621 - To suspend grant/contract operations, the Dancing Sky AAA must notify the recipient of the award in writing of the action being taken, the reason for such action and the conditions of the suspension. This notice must be given prior to the effective date of suspension and note the right of the recipient of award to appeal such decision.

7.622 - There can be no federal participation in any cost accrued by a recipient of award during a period of grant/contract suspension.

7.623 - In suspending grant/contract operations, the Dancing Sky AAA must determine the amount of unearned Title III funds the recipient of award has on hand. The anticipated length of grant/contract suspension and the amount of Title III fund balance on hand will dictate whether the Dancing Sky AAA should require the balance to be returned. 

7.63 
Reinstatement of Suspended Grant/contract
7.631 - The Dancing Sky AAA may reinstate a suspended grant/contract if it determines conditions warrant such action. Such reinstatement will be made by issuance of a new Notification of Grant Awarded.

7.632 - Federal participation in grant/contract cost may resume immediately upon reinstatement, but not for any cost accrued during the period of suspension. The obligational authority unearned at the time of suspension again becomes available for earning by the grant/contract at the previously established matching ratio. 

7.7 
Grant/contract Award Termination

7.71 
Standards for Grant/contract Award Termination
7.711 - The Dancing Sky AAA will follow the standards set forth in 0MB standards for the termination of grant/contract awards. All communications between the Dancing Sky AAA and the grant/contract shall be in writing.

7.712 - For adequate reasons, the Dancing Sky AAA may terminate federal support for grant/contract operations prior to the end of an approved budget year or grant/contract period. The following are examples of reasons for which the Dancing Sky AAA may terminate federal support:

a. 
The recipient of award violates the conditions under which the grant/contract proposal was approved; 


b. 
Program performance is inadequate; and 

c. 
Non-federal resources are not available.

7.72 
Process of Grant/contract Award Termination
7.721 - To terminate a grant/contract, the Dancing Sky AAA must notify the recipient of award in writing of the action being taken and the reasons for such action. This notice must be given prior to the effective date of termination and must specify any reports to be completed, the right of the recipient of award to appeal and the procedures to be followed for appeal.

7.722 - If support for a grant/contract is terminated in the same plan year in which awarded, the grant/contract's funds from that plan year are then available to the Dancing Sky AAA and may be re-obligated to other grant/contracts.

7.723 - When federal support to a grant/contract terminates on completion of the final approved budget year or earlier, the recipient of award must complete and submit a final grant/contract program and financial report to the Dancing Sky AAA.

7.73 
Reinstatement of Terminated Grant/contract

7.731 - When an Dancing Sky AAA receives a request to resume support for a grant/contract which has been terminated, it should satisfy itself that the reasons for which support was terminated no longer exist. If the Dancing Sky AAA decides to reinstate support, it will issue a new Notification of Award. 

7.732 - The cost-sharing ratio which applied at the time of termination shall apply at the time of reinstatement. The budget year in which termination take place is then extended by no more than the length of time of the original grant/contract year. Any funds awarded to such a reinstated grant/contract must be in the form of new obligational authority.
7.8 
Duration of Support


7.81 
Initial Funding

Awards to grant/contracts may be approved initially for a maximum of one year. Before continuation support is awarded for any subsequent year, the continuation award must be included in the approved Area Plan. In addition, the Dancing Sky AAA must conduct an on-site assessment of the grant/contract to determine if the grant or contract is operating with demonstrated effectiveness and meeting prescribed standards.

7.82 
Continuation Funding

Requests for second or subsequent grant or contract year support will be submitted on an official application form prescribed by the MBA.

7.9 
Obligation of Funds 

7.91 
Standards 

7.911 - The approval of an award officially obligates  ADVANCE \d 0the funds for that award from a given Area Plan.

7.912 - The Dancing Sky AAA may not officially obligate direct service funds prior to MBA approval of each year's Area Plan.

7.913 - In awarding funds to a recipient, Dancing Sky AAA makes an obligational authority available to that recipient. The recipient of the award earns the funds only upon the accrual of allowable grant/contract costs and the contribution of the non-federal share of that costs.

7.914 - Any funds not earned by the recipient of award during the budget year for which it was awarded shall revert back to the Land of the Dancing Sky AAA.

7.915 - The Notification of Grant Award/Contract establishes a ceiling for federal participation in a grant or contract's cost.

7.92 
Carry-over Funds
7.921 - In any Area Plan year, the Dancing Sky AAA may not obligate direct service funds in excess of the New Obligational Authority plus confirmed carryover amounts awarded on the Notification of Grant Award. "Confirmed carryover" refers to:

a. 
Unobligated direct service funds from the prior Area Plan year, 


b. 
Direct service amounts confirmed through sub-grantee audit resolution 


c.
Funding voluntarily de-obligated by action of the sub-grantee due to a project’s inability to spend the full amount of the original or amended award.

8. GRANTS ADMINISTRATION:

GRANTEE AND CONTRACTOR RESPONSIBILITIES

8.1 
General Responsibilities 
8.11 
Affirmative Action

8.111 - All grantees and contractors shall submit a statement of assurance that they will comply with Affirmative Action and equal employment opportunity principles. Such assurance shall commit grantees and contractors to providing equal opportunity in carrying out the activities and services under the Area plan.

8.112 - The Statement of Assurance shall be on file with the award document, usually as part of the application. The Dancing Sky AAA shall monitor grantee and contractors compliance with the affirmative action and equal opportunity principles.

8.14 
Publications
8.141 - Any books, reports, pamphlets, papers, or articles based on activities receiving support under the Title III Area Planning and Social Services Program shall contain an acknowledgment of that support, a statement that it complies with Title IV of the Civil Rights Act, acknowledgment of the Dancing Sky AAA providing funds and acknowledgment of the Minnesota Board on Aging as the administering state agency and the Older American's Act as the funding source.

8.142 - The Administration on Aging, Minnesota Board on Aging, and the Dancing Sky AAA reserve the option to receive, free of charge, up to twelve copies each of any publication published as a part of the grantee or contractor’s operations, and two copies of any publication based on such operations.

8.143 - When a grantee's or contractor’s activities result in a book or other copyrightable material, the author is free to obtain a copyright, but the Administration on Aging, Minnesota Board on Aging, the Dancing Sky AAA reserve a royalty-free, non-exclusive, and irrevocable license to reproduce, publish or otherwise use, and to authorize others to use, all such materials.

8.15 
Applicable Laws and Regulations
All Title III grant or contracts receiving federal funds shall be subject to all applicable provisions of the Older Americans Act and the regulations and policies pertaining thereto; to all other applicable federal laws and regulations; to policies of the Department of Health, and Human Services, and all applicable state and local laws.

 
8.16 
Licensure Requirements
Where state or local public jurisdictions require licensure for the provision of service agencies, providing services under the Area Plan shall be licensed, or shall meet the requirements of licensure.

8.17 
Public Information 

All Title III grantees or contractors must identify the Dancing Sky AAA and the Minnesota Board on Aging as a source of funding in all mass media coverage and public information efforts. This includes press releases, feature articles, radio or television coverage, and any pamphlets, posters or public information flyers which are developed directly related to the grant or contract. The following phrase or words to the same effect should be included: "This grant or contract is made possible in part under the Federal Older Americans Act through funding from the Dancing Sky AAA under an area plan approved by the Minnesota Board on Aging." A poster with the same wording as supplied by the Dancing Sky AAA shall be displayed in a prominent place.


8.18 
Compliance with Title VI of the Civil Rights Act of 1964
8.181 - All grants and contracts funded under the Older Americans Act of 1965, as amended, must comply with Title VI of the Civil Rights Act of 1964. This Act states that programs receiving federal funds must provide services, facilities, and benefits on a nondiscriminatory basis, regardless of race, color, sex, religion, disability or national origin. Initially, applicants for funding under the Older Americans Act indicate compliance through the signing of HEW Form 441,Assurance of Compliance with the Department of Health and Human Services Regulations under Title VI of the Civil Rights Act of 1964.

8.182 - The Minnesota Board on Aging and Area Agencies have responsibility for insuring that grant or contracts funded under the Older Americans Act are in compliance with the Civil Rights Act of 1964. The Minnesota Board on Aging and Area Agencies will carry out their responsibilities by requiring grant or contracts to collect data and by conducting on-site visits to discuss the Civil Rights Act of 1964 and ensure compliance with the Act.

8.183 - Non-Discriminatory Practices of the Agency:

a. 
The grantee or contractor will not discriminate against participants of programs funded by the Older Americans Act. The services, facilities and benefits of the program are for the use of all older people, regardless of race, color, sex, religion, disability or national origin.

b. 
The grantee or contractor must insure that all other programs administered by the agency are administered on a non- discriminatory basis.

c. 
The grantee or contractor must insure that any subcontracts of sub-grants awarded by the agency regarding all programs of the agency comply with the Civil Rights Act of 1964.

d. 
The grantee or contractor shall provide for specific outreach efforts to potential participants of minority status.

8.184 - Dissemination of Information to Participants:

a. 
The staff of Title III grantee or contractor will inform participants of their rights through the distribution of a pamphlet. All grant or contract participants will receive this pamphlet when initially making contact with the grant or contract and on a periodic basis thereafter.


b. 
The grantee or contractor will display in a conspicuous location a poster explaining the Civil Rights Complaint procedure.

8.185 - The grantee or contractor director will be responsible for informing grant or contract staff of their rights and responsibilities under Title VI of the Civil Rights Act.

8.186 - Participation in the On-Site Review:

a. 
The grantee or contractor director will be subject to at least an annual on-site review of the grant or contract by the AAA to discuss compliance of the grantee or contractor with Title VI of the Civil Rights Act. At that time, the grant or contract director will provide the following information:

1) 
The potential number of elderly minority persons to be served; 



2) 
The actual number of elderly minority persons served; 



3) 
The racial/ethnic composition of the grant or contract 

staff; 



4) 
The racial/ethnic composition of the governing structure of the agency (board) ; and 



5) 
The racial/ethnic composition of the grant or contract Council 




(if any).

b. 
In addition, the grantee or contractor director will provide information which will enable the AAA to evaluate the following:

1) 
The effectiveness of the grantee or contractor in disseminating information to grant or contract participants regarding the Civil Rights Act; and 



2) 
The effectiveness of the grantee or contractor's outreach efforts to potential participants of minority status.

8.187 - Complaint Procedure:

a. 
The grantee or contractor will inform clients, participants, potential clients and participants, and other interested persons, of the fact that services, financial aid, and other benefits under the program are provided on a non-discriminatory basis, as required by the Civil Rights Act, and of their right to file a complaint with the State Agency if they believe that discrimination on the ground of race, color, national origin or gender is being practiced. This will be accomplished by:

1) 
Written notice to all clients and to all applicants; and



2) 
Inclusion of appropriate explanatory statements in public information materials which will be made available to interested persons and particularly to those individuals and groups which may be sources or referrals and applications.

b. 
All complaints concerning discrimination because of race, color, handicap, gender, or national origin shall be filed in writing, shall describe the type of discrimination alleged, and shall indicate when and where such discrimination took place and describe any pertinent facts and circumstances surrounding the alleged discrimination. The complaint shall be confidential. All complaints shall be addressed to the executive secretary who will assign them for thorough investigation through established network (Area Agency, Grantee, etc.) channels. After the complaint has been looked into, the director shall determine whether or not any discriminatory practice has been carried out and, if it is determined that one has, she/he will take actions as may be necessary to correct past practices and prevent the recurrence of such discrimination. 

The complainant shall be advised in writing as to the findings of the State Agency regarding the complaint. 

If the complainant is not satisfied with the results of the State Agency's investigation, s/he may request an opportunity for a hearing before the State Agency at which time he may present any pertinent information for consideration. The State Agency will maintain adequate records to show the action taken as a result of each complaint and will make such information available to the responsible departmental official or his duly authorized representative. 


8.19 
Program Accessibility
8.191 - All grantees or contractors must document how program accessibility for persons is assured in each location where service is provided.

8.192 - All grantees or contractors establishing services in new locations must assure that the program is accessible to people with disabilities prior to implementing service.

8.193 - Where Older American's Act programs are operational and these services are in facilities which require structural changes in order to assure program accessibility to people with disabilities, the grantee or contractor must make these changes as soon as possible. 

8.194 - The intent of the federal law and regulations concerning nondiscrimination on basis of disability (Section 504 of the Rehabilitation Act of 1973), is to eliminate discrimination on the basis of disability in programs and activities receiving federal financial assistance. Programs and activities must be accessible if discrimination is to be eliminated and people with disabilities are to be afforded equal opportunities for full participation.

8.195 - Program accessibility may be achieved by a variety  ADVANCE \d 1of methods. Careful consideration must be given to selecting the best method for the specific service in each local situation. When there is more than one option in the decision-making  ADVANCE \d 0process, the option selected for implementation shall be the one that will result in the "most integrated setting appropriate" for handicapped persons.

9.196 - The following methods have been suggested for achieving accessibility. In some situations, more than one method will need to be employed.

a. 
Assignment of aides to people with disabilities; 


b. 
Redesign of equipment; 

c. 
Delivery of the service at an alternate facility; 


d. 
Delivery of the service in the home; 

e. 
Alteration of the facility to remove barriers; and 


f. 
Construction of new facilities.

8.197 - The way in which each Title III grant or contract is made accessible should be reflected in the grant applications. The Dancing Sky AAA will closely monitor the grantee or contractor to ensure program accessibility. 

8.2 
Payments 


8.21 
Reimbursement Payment Standards

8.211 - Payment of direct service funds by the Dancing Sky AAA to a grantee or contractor should be on a cash advance basis when possible.  Cash advances can be approved if needed to assure the timely delivery of services.

8.212 - Non-federal resources must be identified separately by recipients when requesting federal funds.

8.213 - With the exception of the initial payment in any grant or contract year, the Dancing Sky AAA will not provide any funds to a grantee or contractor that has not submitted the entire report (i.e. statistical, narrative, and financial) for the period reported on.

8.3 
Record-Keeping Requirements

The Dancing Sky AAA and the Title III grantee or contractor must retain financial records, supporting documents, statistical records, and other reports documents, or material pertinent to grantee or contractor operations in accordance with current federal standards. 

8.4 
Reporting Requirements 

8.41 Required Reports
8.411 - All Title III grantees or contractors must report quarterly to the Dancing Sky AAA. Reports are due the lOth day following the end of the quarter. The following reports, which must contain sufficient information to enable the Dancing Sky AAA to complete reporting requirements of the MBA, must be submitted by Title III grantee or contractors:

a. 
Narrative - Progress on Outcomes


b. 
Financial report 

c. 
Statistical report of persons served 


d. 
Request for payment for Grants

8.42 
Electronic Transmission 

Reports may be submitted by electronic transmission i.e. FAX or e-mail.  

8.43 
Late Reports
If a report is not received by the Dancing Sky AAA by the deadline date, any request for funds will be held for another quarter.

8.44 
Final Reports
8.441- As part of the final quarterly report for each grant or contract year, grantees or contractors shall summarize the activities undertaken, achievement of outcomes, the impact of the grant or contract over the entire grant or contract period, and plans for project continuation, including, financing, program direction, staffing, etc.

8.442 - An inventory of capital asset equipment purchased by the grantee or contractor must also be submitted to the Dancing Sky AAA.

8.443 - The Dancing Sky AAA will forward copies of final financial reports to the MBA within 90 days of the end of each grant year. 

8.6 
Procurement


Recipients of Title III awards establish their own procurement policies and procedures provided they are consistent with current federal standards.

8.7 
Property Management
Recipients of awards must maintain property records for all non-expendable, tangible personal property in conformance with current federal standards.

9. GRANTS ADMINISTRATION:

MONITORING AND ASSESSMENTS

9.1 
Quarterly Reviews

The Dancing Sky AAA will conduct quarterly reviews of all Title III grants to determine:

a. 
The quality of the program operations as measured against its approved grant application;

b. 
The performance of the grant or contracts in complying with the laws, federal regulations, the Administration on Aging, the Minnesota Board on Aging and Northwest Dancing Sky AAA's policies and procedures, and the approved grant application;

c. 
The need for technical assistance in areas where there are apparent weaknesses or problems; and

d. 
The areas requiring corrective action by the grantee or contractor.

The quarterly reviews will be conducted through a desk examination of the Quarterly Reports as submitted by the grantee or contractor.

9.2 
Annual Assessments

9.21 On-Site Assessments 

The Dancing Sky AAA will conduct an on-site assessment of  ADVANCE \d 0the Title III grant or contracts annually. A written assessment report will include a programmatic review of the program along with statements of corrective action needed, if any.  Grantees and contractors will be given an opportunity to comment on the results of the assessments.

9.22 Nutrition Site Spot-Checks 

The Dancing Sky AAA will make spot-check site visits to nutrition sites as needed, as part of the Dancing Sky AAA'S monitoring responsibilities.  At least one-third of the congregate meal sites shall be assessed each year, with results of the assessment shared with the grantee or contractor. 

9.3 
Annual Assessment Procedures


9.31 Notice of Assessment
All Title III grantees or contractors will be notified in writing two weeks prior to the date of the assessment. The notification will identify areas to be addressed in the assessment and materials which should be available for review.

9.32 Assessment Report

The Dancing Sky AAA MBA assessment guidelines will be utilized in conducting assessments on Title III grantees or contractors. Copies of the completed assessment will be sent to each grantee or contractor with recommendations and findings of the Dancing Sky AAA.

9.33 Follow-up and Corrective Action Needed
Based on findings of the Dancing Sky AAA changes or amendment to the grantee or contractor’s currently approved grant may need to occur. These changes may be programmatic or financial in nature. The Dancing Sky AAA will base corrective action needed on areas identified as grant or contract responsibilities and objectives stated in the approved grant.  ADVANCE \d 0The Dancing Sky AAA will determine the amount of time needed for corrective action based on the degree of the problem.

9.4 
Audits 

9.41 Audit Requirements
9.411 - All grantees and contractors shall complete financial audits which meet current OMB standards.

9.412 - Audits shall usually be made annually.  Other audit schedules may be approved if appropriate to the size and complexity of the project.

9.42 Independent Auditor
All audits shall be made by an independent auditor.  An independent auditor is a state or local government auditor or a public accountant who meets the independence standards specified in the General Accounting Office's standards

9.43 Audit Reports
9.431 - Audit reports shall state that the audit was performed in accordance with current OMB standards as applicable and list the appropriate standards.

9.432 - In addition to the audit report, the recipient shall provide comments on the findings and recommendations in the report, including a plan for corrective action taken or planned and comments on the status of corrective action on prior findings. If corrective action is not necessary, a statement describing the reason it is not should accompany the audit report. 


9.44 Access to Records and Document Retention
9.441 - The grantee or contractor agrees that the grantor, the Legislative Auditor, the State Auditor, and any independent auditor designated by the grantor shall have such access to grantee or contractor’s records and financial statements as may be necessary for the grantor to comply with the applicable OMB standards.

9.442 - The grantee or contractor agrees to retain documentation to support the schedule of federal assistance.

9.45 Sub-recipients 

Sub-recipients of federal financial assistance from the grantee or contractors are also required to comply with current OMB audit standards.

9.46 Audit Report Distribution
9.461 - Required audit reports should be filed with the Dancing Sky AAA within 30 days after the completion of the audit, but no later than one year after the end of the audit period.

9.462 - Required audit reports must be filed with the Office of the State Auditor, Single Audit Division, and with federal and state agencies providing federal assistance, within 30 days after the completion of the audit, but no later than one year after the end of the audit period.

9.47 Other Audit Requirements and Standards
Costs of conducting an audit are the responsibility of the grantee or contractor.

9.5 
Resolution of Audit Reports

9.51
 Response to Audit Recommendations 

Title III grantees or contractors will be requested to prepare a written response to all recommendations having to do with their grant or agency. In addition, they will be required to take the necessary action for transfer of funds in order to close out grant awards, i.e., either requests for amounts due or repayment of audit exceptions or over-advances. The responses from grantee or contractor will be addressed to the Dancing Sky AAA. The Dancing Sky AAA may on occasion consult with the audit firm to resolve questions of whether the responses adequately resolve audit recommendations. 

9.52 Timetable for Response to Audit Recommendations
9.521 - Title III grantees/contractors will be permitted 45 days to prepare and submit a response to audit recommendations after date of receipt by the Dancing Sky AAA.

9.522 - Title III grantees/contractors will be permitted 15 days in which to request any funds due as a result of the audit. Payments of funds will be processed within 30 days.

9.523 - Title III grantees/contractors will be permitted 30 days in which to remit any funds due the Dancing Sky AAA as a result of the audit.

9.53 Response Content by Title III Grantees/contractors
9.531 - The response shall be keyed to the recommendations in the fiscal audit.

9.532 - The response shall clearly state whether there is agreement or disagreement with each finding resulting in a recommendation and shall contain definitive statements as to what action shall be taken or will take on each recommendation.

9.533 - If disagreement occurs on audit findings and recommendations, the response shall cover each pertinent fact presented in the audit report and specifically state the reason for disagreement and include adequate support.

9.54 Response Review by Dancing Sky AAA
Responses will be reviewed by the Dancing Sky AAA for the following:

a. 
Appropriate verification that specific corrective action has been taken;

b. 
A statement of agreement that the action was appropriate; and

c. 
That, where corrective action was not taken, the justification for such was fully satisfactory.


9.55 Appeals of Audit Report Recommendations

Grantees/contractors may appeal audit report recommendations by following these procedural steps:

a. 
If additional information is available that may change the recommendations, this information should be transmitted to the Dancing Sky AAA who will review the  ADVANCE \d 1information and confer with the audit firm for a determination of whether adjustments to the report are appropriate.

b. 
If step a. leaves the report unchanged, the grantee or contractor may bring the information before the Dancing Sky AAA for a hearing. The appropriate audit firm personnel will be requested to attend the hearing to provide support for the audit report.

c. 
After reviewing information and evidence presented at the hearing, the Dancing Sky AAA will make a final decision, which will be transmitted in writing to the applicant.

9.56 Dancing Sky AAA Procedures for Monitoring Audit Recommendations

9.561 - The Dancing Sky AAA will hold in a suspense file all audit reports which include:

a. 
Monetary exceptions to be complied with.

b. 
Compliance, programmatic, managerial or accounting recommendations to be complied with.

9.562 - The Dancing Sky AAA should be notified by the grantee or contractor when the above recommendations have been satisfactorily fulfilled. 
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