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	STEP 1: ANALYZE YOUR BUDGET & SPENDING
Review your original budget and your prior and planned expenditures. Then, consider the following questions.

	Step 1 Resources: Originally-approved budget and any subsequent budget or project amendments, spending or budget report and records

	Question
	Reflection
	Example

	1) In what budget areas and line items have I spent less than originally anticipated? Why? 
	
	Ex: Payroll (one unfilled part time instructor position), Operating (rent at Community Center because we were not able to hold in-person classes)

	2) Are there items I had originally budgeted for that I know I will no longer need?
	
	Ex: I will not need to fill the part time position or pay rent to the community center.  I will also no longer need the funds budgeted for in-person conferences.

	3) Are there areas of my budget where I have spent more than anticipated? Why?
	
	Ex: Operating (purchased additional Aztec seats for students), increased planned hours for our intake specialist to conduct virtual testing and orientation

	4) What is the approximate dollar amount I anticipate I will not be able to spend as originally planned?
	
	$75,162.00 (unfilled position, rent and travel costs for conferences)

	STEP 2: ANALYZE ENROLLMENT AND MSG DATA AND REFLECT ON YOUR PROGRAM’S PROGRESS 
Using the following GALIS reports listed in the box below consider the following questions:

	Step 2 Resources: 
GALIS reports (listed below), student and instructor feedback, Grant Program Support Coordinator input

· Use GALIS Report AEL0095 to understand your program’s current enrollment and MSG performance. Remember to measure your progress towards your approved, negotiated MSG and enrollment targets. 

· If needed, use GALIS Report AEL0003 report to filter for students with more than 12 hours and no pretest. This number can serve as a proxy for the number of students enrolled with provisional EFLs. Remember, your approved enrollment target includes NRS students as well as provisionally enrolled students with more than 12 hours.  Students enrolled with a provisional EFL currently do not appear in Table 4.


	Question
	Reflection
	Example

	1) Am I progressing at a reasonable pace towards my enrollment targets?  Am I at more than 50% of my enrollment target?
i) If no, why? What factors might be hindering my progress towards these goals? What actions can I take to address these factors?

ii) If yes, what actions have I taken that have helped me progress towards this goal? How can I continue or build upon these actions for the remainder of the fiscal year?

	
	Ex: No, as of January 4th I am at 37% of my enrollment target. Factors – difficulty retaining students past the 12 hour mark, Based on teacher and student feedback, students are less engaged and interested in distance education 

	
2) Am I progressing at a reasonable pace towards my MSG targets? 
i) If no, why? What factors might be hindering my progress towards these goals? What actions can I take to address these factors?

ii) If yes, what actions have I taken that have helped me progress towards this goal? How can I continue or build upon these actions for the remainder of the fiscal year?
	
	








Yes, as of December 1, I am 10 percentage points away from my MSG target.  Factors: implemented additional instructional observations and peer observations for distance education, restructured class schedule to have most effective teachers teach the classes with the most students.

	3) Based on the answers above, what are the main actions I need to take for the remainder of the fiscal year to meet my negotiated enrollment and MSG targets?

	
	Hire a distance education specialist to support teachers in further engaging students via distance education; this person will also train students on our distance education platform to increase student comfort with technology.  



	STEP 3: AMEND YOUR BUDGET AS NEEDED. 

	Step 3 Resources: OAE’s FY21 Budget & Project Amendment Procedures, answers and thoughts based on this exercise, Uniform Grant Guidance Title 2, Subpart E, Adult Education & Family Literacy Act allowable activities

	Question
	Reflection
	Example

	1) [bookmark: _GoBack]Based on my answer to step 2, question 3 above, how can I utilize anticipated unspent funds to support these actions?
	
	Hire Distance Education Specialist (prefer full time), will also need additional webcams and upgraded laptops for instructional staff.

	2) Is each item an allowable, allocable, reasonable, and necessary use of funds?
	
	Yes, the Distance Education Specialist will support eligible students under the Adult Education & Family Literacy Act (AELFA), as well as provide support to instructors teaching below the post-secondary level (an allowable activity under AEFLA)

	3) Do I need to make a formal budget or project amendment to use funds in this way?  If yes, please submit a budget amendment for approval. 
	
	Yes, will need to move funds out of Operating and PD to help cover the cost of this position and additional equipment/supplies
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