ACT Missouri 
coalition RESOURCE REQUEST Guidelines
(Regional Development Funds, Training & Training Logistics 
Funds and Consultant funds)

GENERAL ELIGIBILITY REQUIREMENTS

Regional Development, Training & Training Logistics, and Consultant funding is intended for registered community coalitions working with the Regional Support Centers (RSC).
ACT Missouri provides training and consultant services to RSC’s and communities to assist with their capacity building to effectively reduce substance abuse.  Annual funding for this service is provided by the Missouri Division of Alcohol and Drug Abuse.   
Funding must focus on programs/strategies for implementing drug and violence prevention activities, including: 
· Activities that complement and support local educational agency activities including developing and implementing activities to prevent and reduce violence associated with prejudice and intolerance;
· Dissemination of information about drug and violence prevention; 
· Development and implementation of community-wide drug and violence prevention planning and organizing; and
· Activities for communities to connect children to nature and the outdoors.
The RSC or coalition must complete the Coalition Resource Request Form.  The RSC must review and sign the form if the request is appropriate and reasonable, and then submit it (electronically, fax, or mail) to their ADA Regional Prevention Specialist at least 30-45 days prior to the date of event. Within 5 business days of receipt, the ADA Regional Prevention Specialist will forward the request (mail) to ACT Missouri.  ACT Missouri will review and send a Notice of Approval/Disapproval to the RSC contact within 5 business days of receipt of the request.
All funding requests must relate to their RSC’s Strategic Plan and should enhance the work and goals of the coalition.  Only registered coalitions can request these funds for their planned events.  

Regional Development Funds (RDF)
Allowable costs:

· Motivational Speakers (Must include a consultant application and an estimate of fees for service from the consultant.)

· Disseminating information about alcohol, drug and violence prevention

· Developing and implementing comprehensive, community-based alcohol, drug and violence prevention programs that link community resources with schools and integrate services involving education, law enforcement, health, mental health, community service, mentoring and other appropriate services

· Before and after school recreational, instructional, cultural, and artistic programs that encourage alcohol, drug and violence free lifestyles

· Service learning projects that encourage alcohol, drug and violence free lifestyles

Unallowable costs:

· Purchase of incentives or other symbolic disposable items intended for give-aways

· Curriculum to be used in a school setting

· Purchase of equipment

· Website maintenance

· Logistics for trainings and conferences (Mileage, lodging, etc.)

Administrative Guidelines for RDF’s:

· Registered coalitions can apply for RDFs twice a year for up to $500 per request.  
· Coalitions who are awarded RDF funding will be issued an advance payment within 30 days after the ACT Missouri approval notice. 
· Any unused funds over $25 must be returned to ACT Missouri within 30 days after the event. 
· A Final Budget & Report must be completed and submitted to the RSC within 30 days after the event.  The RSC will then forward the Final Budget & Report to ACT Missouri. The Final Budget Worksheet must include all receipts for expenditures, and if applicable a check made payable to ACT Missouri for any unused funds over $25. The Final Budget Form can be accessed at www.actmissouri.org
· Should the event be cancelled, it is the RSC’s responsibility to contact ACT Missouri to make alternate arrangements.  
· An evaluation of the event must be completed by all participants.  The summarized results must be sent to the RSC and ACT Missouri within 30 days after the event.  The RSC may identify/create evaluation forms for the coalitions to use.  A basic evaluation form can be accessed at www.actmissouri.org   
· Subsequent RDF requests will not be awarded to a coalition if the final budget, report and evaluations are not turned in within the above stated time.  
Requests for funding for refreshments/food must follow these guidelines:
· Cannot be used as an incentive
· Must be necessary and reasonable 

· Meeting must be long enough (at least 4 hours) and over a meal time (ex: 8 am, 12 pm, 6 pm.) to be considered for funding.

· Only 5% of the total request will be allowed for food.   
Training & Training Logistics Funds 
· RSC staff will not be reimbursed with these funds for training. 
· Coalitions can request logistical funds for attending trainings as appropriate (mileage, lodging, etc. - not registration fees to RSC’s).
· For non-DMH/ADA supported trainings, registration fees will be considered.  
· Lodging will not be approved for 1 day trainings.  

· CONFERENCES - For multiple day conferences, the registration fee is not covered, however mileage and meals can be requested.  Lodging will only be covered for those traveling more than 75 miles for the conference.  
· Funding for out of state conferences will not be approved.  

· If the request is approved, then the appropriate reimbursement forms will be sent. 

· Requests shall not exceed $1000.00. However, if more than one coalition is involved, each coalition can request funding. 
· If the coalitions provide training with these funds, then they are required to conduct a pre-post test and evaluation of the training measuring the recipients change in attitudes, knowledge and/or behavior.  The RSC may identify/create evaluation forms for the coalitions to use.   A basic evaluation form can be accessed at www.actmissouri.org   

· The evaluation results should be sent to ACT Missouri and the RSC within 30 days after the event.  
· Invoices for TA requests will not be paid until evaluations are received.
· Training Logistics funds are for training, not for programs/activities/events.  (Mini-grants are for the programs/activities/events.) 
· Training Logistics requests are unlimited.  However, this funding will only be available until all monies are exhausted.  

Requests for funding for refreshments/food must follow these guidelines:
· Cannot be used as an incentive
· Must be necessary and reasonable 
· Meeting must be long enough (at least 4 hours) and over a meal time (ex: 8 am, 12 pm, 6 pm.) to be considered for funding.

· Only 5% of the total request will be allowed for food.  
Consultant Funds
· Requests for assistance coming from community coalitions must be made to the RSC.  The RSC must determine whether or not it has the expertise and staffing necessary to meet the request.  If a RSC cannot fulfill a coalition’s training request, then the coalition will apply for “consultant” funds to help them with that need.  ACT Missouri will assist in identifying an appropriate consultant to meet the needs of the request.  As much as possible, the RSC should be able to provide training requests.  
· Motivational speakers are not appropriate for consultant requests – see RDFs. 
· Individuals trained through an ADA/ACT Missouri sponsored training and/or Training of Trainers (TOT) is not eligible for payment using consultant funds.
· Requests shall not exceed $1000.00 per coalition, per event to promote community collaboration. However, if more than one coalition is involved, each coalition can request funding. 
· Consultant fees will be paid at a rate of no more than $50.00 per hour or $400.00 per day.  Actual expenses will be reimbursed. Mileage will be reimbursed at the current federal rate.  All consultants will need to have an updated consultant application on file at ACT Missouri or have a completed application with ACT Missouri.  A consultant application can be accessed at www.actmissouri.org 
· The consultant invoice indicating their service fee and the services s/he will provide must be attached to the application.  
· A 50% match on the consultant fee is required for consultant services. 
· Once the request is approved, all payment paperwork will be sent to the contact on the request form.
· ACT Missouri reserves the right to deny any consultant requests or make mandatory changes.  
· Coalitions are required to conduct a pre-post test and evaluation of trainings measuring the recipients change in knowledge.  The RSC may identify/create evaluation forms for the coalitions to use.   Examples of pre-post tests and evaluation forms can be accessed at www.actmissouri.org.  
· The evaluation results should be sent to the RSC within 30 days after the event. The RSC will review and forward the evaluation to ACT Missouri.  
· Invoices for consultant reimbursement will not be paid until evaluations are received.
· This funding cannot be used to reimburse RSC staff.  
· When events are cancelled, it is the RSC and coalitions’ responsibility to contact ACT Missouri and the consultant forty-eight (48) hours prior to the event to make alternative arrangements.  NOTE:  Failure to do so will result in the coalition accepting full responsibility for payment of the consultant and/or service provider fee including any and all other associated expenses.

Definitions:

Consultant:  A person who has expertise in a particular program or subject matter and who is registered as a consultant with ACT Missouri.

Facilitator:  Someone educated in a particular curriculum to facilitate the group process, for example, Community and Teen Baselines.

Speaker:  A professional who has expertise in a subject area who facilitates workshops and trainings and who is registered as a speaker with ACT Missouri.
Staff:  A paid staff who works for the Division of Alcohol and Drug Abuse’s Regional Support Center or Statewide Training and Resource Center.  

Workshop:  Duration:  4 hours or less - provides awareness and knowledge of the nature and extent of substance use, abuse, and addiction and their effects on individuals, families and communities.  It also provides knowledge and awareness of available prevention programs and services.  

Training:  Duration:  4 hours or more - Providing education to promote learning, discussion and feedback about a topic.  

Conference:  Duration:  1 day or more – a meeting or series of workshops where 10 or more individuals with different skills but with common interests come together for training or learning purposes. 
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