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SUBJECT: 
Obtaining a letter of support when applying for any funds that will include leveraging resources or programs funded by the Workforce Investment Act
PURPOSE 
This guidance explains the protocol to be followed when an entity is applying for funds that include leveraging programs, activities, resources, or personnel funded by the Workforce Investment Act (WIA).  The purposes of the guidance are to increase collaboration, to ensure alignment of workforce programs, to provide a benefit to grant applicants, to suggest partnerships to applicants, to maximize statewide access to services and the impact of workforce development services, and to ensure consistent programs and services throughout the state. The SWIB will offer technical assistance to applicants, if desired, to further these purposes.
BACKGROUND 
To ensure that grant applications for funds are aligned with Maine’s workforce development goals, objectives, and programs, entities who, in their funding application or proposal, propose to leverage funds they receive through the Workforce Investment Act should request a letter of support from the State Workforce Investment Board (SWIB). A letter of support from the SWIB acts as a guarantee that the applicant’s use of WIA funds is aligned with the state’s workforce goals and objectives.  When eligible applicants within the state are competing for funding for workforce development services or programs, a risk exists that some areas of the state will have services that are not available to other areas of the state. When those services use WIA funds to any extent, there’s a reasonable expectation that those services should be available on a statewide basis.  The SWIB recognizes that there may be grants that are so targeted that the use of the funds would only be logical for certain areas or regions in the state.  The SWIB will take this and other terms of the grant into account when deciding on providing a letter of support.
GUIDANCE 

This policy applies to any entity applying for any funds that leverage WIA resources, including, but not limited to, contractors and subcontractors, private or public sector entities, for-profit and nonprofit organizations.  This applies to all entities regardless of whether they are incorporated in Maine or elsewhere, and regardless of whether they do business in Maine or elsewhere, if the program or service being proposed is to be located and delivered in Maine.

Applicants for funds who include leveraged WIA resources in their proposals will:

1. inform the SWIB Director in writing of their intention to apply for funds; 

2. provide the SWIB Director with the necessary information for the SWIB to determine if it can provide a letter of support;

3. provide the SWIB Director with a description of the program, project, or services for which funds are being applied;

4. provide the SWIB Director with the proposed program/project/service budget, along with clear information on the amount of WIA funds to be leveraged and for what purpose(s);

5. request the letter of support no later than ten (10) working days from the date the letter is needed by the applicant (not the application deadline);

6. inform the SWIB Director if any other Maine based applicants are applying/competing for the same funding, if known;
7. collaborate with other WIA funded applicants to ensure statewide access to the program or service being proposed in the grant application; and

8. provide information that will assist with drafting the letter of support.

The SWIB Director or that person’s designee will:

1. respond to the applicant’s request within two (2) business days of the initial contact;

2. request information from the applicant that will help determine if a letter of support from the SWIB is required;

3. inform the applicant in writing if there are any reasons why the letter of support cannot be provided, no later than eight (8) working days before the applicant needs the letter;

4. inform the applicant if others have requested a letter of support from the SWIB; and

5. provide assistance, if needed, to foster a joint funding application that will ensure statewide access to the proposed program or service.

The preferred method of implementing the protocol is through email.  Oral communications are encouraged but either the applicant or the SWIB Director may request that those communications be reiterated in written form.

If circumstances warrant, the SWIB may propose that competing applicants consider submitting a joint or collaborative application. The SWIB will offer technical assistance to facilitate the collaboration. 

The SWIB Executive Committee decides whether to accept or deny requests for letters of support, and the SWIB Director communicates the Executive Committee’s decision to the applicant. In the event that an applicant disagrees with the Executive Committee’s decision, the applicant may appeal to the Governor.  The Governor, or the Governor’s designee, will render a final decision within 3 business days, or sooner, if needed, for the applicant to submit its grant proposal on time.  

The SWIB Director or designee will maintain a database to track requests for SWIB letters of support and report that data quarterly to the SWIB. 

QUESTIONS AND ANSWERS 

1. If the applicant is not a direct recipient of WIA funds through a contract with the Maine Department of Labor, but it receives WIA funds through a subcontract or vendor agreement, does it still have to adhere to this protocol?

Answer: Yes, as long as the applicant intends to leverage WIA funds as part of the proposed program/service 

2. Can the SWIB prevent the applicant from applying for the funds if the applicant doesn’t follow the protocol?
Answer: No.

3. If the proposal is for a workforce development project that is not explicitly articulated in the state’s workforce development plan (not limited only to the WIA Strategic Plan), but the applicant intends to leverage WIA funds, does it still need to obtain a letter of support from the SWIB?

Answer: Yes, as long as the applicant is proposing to utilize resources funded by WIA, a letter of support from the SWIB is required.

4. Does the applicant have to obtain a letter of support from the SWIB if they are seeking non-federal funds but will be leveraging WIA funds for the proposed program or service?

Answer: Yes. Regardless of the funding source, the applicant has to obtain a letter of support from the SWIB if WIA resources are going to be used in any way.  This includes other public funds (for example, state monies) and private funding sources including, but not limited to, foundations and corporations.

5. If the applicant isn’t directly leveraging WIA funds but proposes to partner with an entity, and the partnership will include using the partner entity’s WIA funded resources, is a SWIB letter of support required?  

Answer:  Yes.  Whenever WIA funded resources are included in a proposed program or service, a letter of support from the SWIB is required.  
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