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Project Objectives, Goals, and Implementation (POGI)
Congress-Bundestag Youth Exchange Program ECA/PE/C/PY-08-08
Office of Citizen Exchanges

Youth Programs Division  
The POGI applies specifically to the RFGP issued by the Office of Citizen Exchanges, Youth Programs Division, for the Congress-Bundestag Youth Exchange Program.  Proposals must conform to the RFGP, the Guidelines stated in this document, and the standard Proposal Submission Instructions (PSI).  Applications not adhering to the conditions set forth herein may be deemed technically ineligible.  

These guidelines are specific to the program mentioned above and are IN ADDITION TO the Standard Guidelines outlined in the PSI.  In any instance that there is a perceived disparity between the standard guidelines or program specific guidelines and the program information supplied in the RFGP, the RFGP is to be the dominant reference. 

I.
STATEMENT OF WORK

This program is to provide the opportunity for American students to study at a school and experience life with a host family and its community in Germany, and, to provide the opportunity for students from Germany to study at an American school and experience life with a host family and its community in the U.S.  Grant funding is also intended to provide avenues that will enhance the students’ understanding of each country’s political, social, and cultural and ethnic diversity; to promote the exchange of ideas; and to foster long-term friendships.  Responsibilities vary depending on the role of each organization.  In general, they include:

1. Recruitment/selection and final preparation of American participants:
a) Publicize the program in targeted states/regions or nationwide (whichever applicable) and engage field staff in efforts to recruit students to ensure an ample applicant pool. 

b) Develop and implement plans to recruit a greater diversity of applicants representative of American society.

c) Make a merit-based selection of American participants.

d) Final processing of American participants including proper health records, facilitating the visa process, and travel preparations.

e) Develop a plan to inform and have members of Congress announce the scholarship winners in their states/districts.

f) Submit to the Department of State program office, data lists of all American and German participants with corresponding Congressional representatives/districts, and update the list twice throughout the year. 

 (Note: One high school organization grantee will provide recruitment materials and application brochures for all High School component organizations.)
2. Placement of German students in host families and schools: 

a) Recruit and screen host families in accordance with Secondary School Exchange Visitor (J-1 visa) regulations and policies sufficiently in advance of the students’ arrival to ensure adequate time for preparation, and submit a list of these placements to program office each year by August 31. 

b) Secure school placements in accordance with J-1 visa regulations and policies, including prior written acceptance for the enrollment of students in host schools.  

c) Facilitate negotiation of academic programs appropriate to the needs and abilities of the students, and the transfer of students' academic credit as appropriate.

d) Provide health and accident insurance for the duration of the students’ program.  

3. Orientation, cultural enhancements, and debriefing/re-entry training:

a) Provide pre-departure orientation and materials to American students regarding the purpose and the foreign policy context for the program, goals and expectations, rules and practical information, and an introduction to personal and cultural adjustment issues.

b) Provide orientation for host families and schools, including J-1 visa regulations, the rules governing the exchange program, and cross-cultural and adjustment issues.

c) Provide cultural enhancements to German students such as lessons on and field trips to historical sites, briefings on local government, society and culture (funds permitting), and encourage them to participate in volunteer community services and activities.

d) Conduct debriefing/re-entry training for German students to bring closure to the students' exchange experience and prepare them for the return home. 

e) Encourage/facilitate participants’ (both American’s and Germans) contact with their Congressional representatives, before, during, and after the program.

(Note: The program office will provide Department foreign policy orientation materials to be incorporated into each organization’s regular orientation program.)
4. Program monitoring, evaluation, and follow-on: 
a) Set mechanisms for monitoring program success and impact, as well as student progress in academics and social adjustment. 

b) Provide supervision and counseling for participants as needed.

c) Set tangible, measurable goals for the program year.  As described in the RFGP, develop plans for evaluating program success in achieving these goals and the impact of the program on the students.  
d) Describe plans for follow-on contact with alumni after they return home and for their inclusion in future-year CBYX and program organization activities, including having both American and German participants enroll in the State Department’s Alumni Data base, https://alumni.state.gov/login , and with respectively with www.cbyx.net  for the Americans and with the American Embassy Berlin Alumni Associations.
e) Maintain an updated listing of CBYX participants and alumni. 

5.  Program/Fiscal Management: 

a) Manage administrative and logistical matters, including international and in-country travel to and from host communities.  

b) Ensure proper accounting, reporting, calendar year/quarterly, (January-March, due by April 30; April-June, due by July 31; July-September, due by October 31; October-December, due January 31; and one final program and financial report, due 90 days after grant expires), and compliance with the terms of the grant agreement, and ensure the performance of required audits. (Note: Although grant regulations allow pre-award spending up to 90-days prior to issuance of a grant agreement, organizations should avoid spending outside of an agreement.) 

II.
PROGRAM SPECIFIC GUIDELINES

PROPOSAL CONTENTS

Applicants should submit a complete and thorough proposal describing the program in a convincing and comprehensive manner.  Since there is no opportunity for applicants to meet with reviewing officials, the proposal should respond to the criteria set forth in the solicitation and other guidelines as clearly as possible.  

Proposals should address succinctly, but completely, the elements described below and must follow all format requirements.  

NOTE:   Proposals submitted through Grants.gov may only be submitted in the following formats:

· Microsoft Word

· Microsoft Excel

· Adobe Portable Document Format (PDF)

· ASCII Text

· Joint Photographic Experts Group (JPEG images)
This program has three components: a) inbound/outbound high school students; b) outbound vocational students; and c) inbound/outbound young professionals. Each component is independent of the other.  Proposed funding will support the following activities (organizations may include other program elements in their proposals as funding permits.):  

High School Component
Advertise/recruit/select American high school students (including graduating seniors); conduct pre-departure orientation; arrange international travel; conduct debriefings; track alumni; and organize follow-up activities beyond grant funding.

Coordinate information and logistics with German partner organization, which is responsible for the American students’: arrival orientation, up to two months of language training, host family and school placement; supervision and counseling for participants as needed; excursions; and program administration including health and accident insurance. (Language training for Americans is provided by the German partner organization and covered by German Government funds.)

Arrange and monitor all program activities for German participants including:  arrival orientation; placement of students in schools and host families; selection and orientation of host families; in-country travel arrangements; program monitoring, supervision and counseling; enhancement programming with special attention to activities that examine political, economic and social aspects of U.S. society; and re-entry/debriefing orientation at conclusion of program; encourage participation in State Department and Embassy alumni activities.

Vocational Component
Advertise/recruit/select American participants ages 18-20 who will have completed vocational school studies prior to departure for Germany; conduct pre-departure orientation, arrange international travel; conduct re-entry/debriefing orientation and follow-up activities at conclusion of program as appropriate. The grantee is encouraged to work with vocational educational offices at the state level in addition to administrators of secondary schools with vocational education in their curriculum in the selection process.

Coordinate information and logistics with German partner organization, which is responsible for the American students’: arrival orientation, up to two months of language training, host family and school placement, arrangements for an internship in the participants’ fields of study; supervision and counseling for participants as needed; excursions, and program administration including health and accident insurance.  (Language training for Americans is provided by the German partner organization and covered by German Government funds.)

Young Professionals Component
Advertise/recruit/select young American men and women ages 18-24, who will study and participate in an internship during the exchange year in a field related to their career interests; conduct pre-departure orientation; arrange international travel; conduct debriefing and follow up activities.

Coordinate information and logistics with German partner organization, which is responsible for the American students’: arrival orientation, up to two months of language training; host family and school placement; arrangements for an internship in the participants’ field of study; supervision and counseling for participants as needed; excursions, and program administration including health and accident insurance.   (Language training for Americans is provided by the German partner organization and covered by German Government funds.)

Arrange and monitor program activities for German young professionals during their stay in the U.S. including:  arrival orientation; placement of students in host families, colleges and internships; recruit, screen and orient host families; provide supervision and counseling for participants as needed; and handle all administrative and logistical matters including in-country travel to placements and any group activities.

Each German participant will be placed in a two or four-year college for full-time study for one semester or a minimum of 12 credit hours throughout the academic year. (Participants are expected to be fluent in English, however, participants may elect an English class as part of their regular course of study.)  To save costs, the organization is encouraged to seek tuition waivers and cost sharing with cooperating colleges.  Each participant will have a full-time practicum or internship in his/her professional field for the second half of the program year or study part-time while interning part-time throughout the academic year.  Each practicum should be based on a prospectus of the specific skills and functions that will be mastered, and it should include a structured learning component that enables the participant to gain a perspective on the overall operation of the firm.  The grantee will also arrange a six-week Congressional Internship on Capitol Hill or in the state office for up to five participants in conjunction with their regular internships.

A stipend for some meals, incidentals and reasonable local transportation expenses may be included in the budget, but the stipend should be substantially reduced or eliminated during students’ are employment.  Depending on the cost of living, the current stipend range is approximately $225-$300 per month.  Where possible, hosting arrangements should be found that do not require subsidization.

ADMINISTRATIVE SUPPLEMENTALS: The administrative supplemental will provide funds to:

1.) one high school organization to produce and distribute the high school scholarship promotional materials and maintain the CBYX High School Scholarship application website, and 

2.) one organization from either of the three components to maintain the Congress-Bundestag Alumni Database Website for all CBYX participants. 

High School Scholarship Materials and Website

In addition to the 20-page program narrative, interested high school organizations may submit a bid to produce and distribute the high school scholarship promotional materials and maintain the High School scholarship application website. The narrative for the supplemental should not exceed three pages and include a separate budget projection. (The supplemental funds will be included in the final grant agreement and listed as a separate item of expenditure.) 

The selected high school “administrative” organization will coordinate with all of the high school grantee organizations data/input for production of the promotional materials. Once the input is finalized the administrative organization will mass produce and distribute the materials to the high school organizations. This includes advertisement brochures, posters, and scholarship applications for recruiting American high school students, and set up/maintenance of the scholarship application website. The website advertises the same printed promotional materials and allows interested students to download applications and submit them to the respective high school organization responsible for recruiting in the students’ home state. The budget for promotional materials and scholarship website should include estimates for the following: 

1. Administrative/staff costs

2. Production of at least 35k Application packets, 75k brochures, 10k posters

3. Consultations/contracts with printers

4. Distribution and shipping costs

5. Website set up, maintenance and software leasing

Once the high school grantee organizations receive the promotional materials from the administrative organization they will distribute the materials to a wide audience within their appointed region, including public and private secondary schools, the media, and key networks such as the American Association of Teachers of German.  (Innovative methods of publicizing the program are welcome, within funding limitations.  Organizations are encouraged to utilize their volunteer networks and alumni to promote the program.)  

Alumni Database Website

In addition to the 20-page program narrative, interested organizations from either of the three components may submit a bid to set up and maintain the CBYX Alumni Database Website. The narrative for the supplemental should not exceed three pages and include a separate budget projection. (The supplemental funds will be included in the final grant agreement and listed as a separate item of expenditure.) 

The organization selected to maintain the Congress-Bundestag Alumni Database Website for all CBYX participants will set up and maintain a web-based listing of CBYX participants designed to centrally harness alumni and encourage activities beyond their participation in the program. The organization select for this supplemental will coordinate participant/alumni lists will all CBYX organizations to assure students’ eligibility and accuracy. The budget for the Database Website should include estimates for the following:

1. Administrative/staff costs

2. Website set-up, maintenance and software leasing

PROPOSAL CONTENTS

Applicants should take care to submit a carefully written proposal that describes their program in a convincing and comprehensive manner. Since there is no opportunity for applicants to meet with reviewing officials, applicants should relate the proposal to the criteria set forth in the RFGP as clearly as possible.  

Proposals should address succinctly, but completely, the elements described below and must follow all format requirements.  Proposals should include the items highlighted in these guidelines in the following numerical and/or alphabetical order: 

TAB A - Application for Federal Assistance Cover Sheet (SF-424)
Tab B - Executive Summary
In one double-spaced page, provide the following information about the project:

1. 
Name of organization/participating institutions, and German partner organization 
(if applicable).

2. 
Beginning and ending date of the program

3. 
Nature of activity

4.
Funding level requested from Bureau, total program cost, total cost sharing from applicant and other sources


5.  
Scope and Goals

a. Number and description of participants

b. Wider audience benefiting from program (overall impact)

c. Anticipated results (short and long-term)

TAB C

Calendar of activities/itinerary

Narrative
Within 20 double-spaced, single-sided pages, provide a concise description of the project addressing the areas listed below.   

1.
Vision (statement of need, objectives, goals, benefits).State the desired outcomes.  These should be in terms that facilitate measurement at the end of the program, as well as desired long-term outcomes.

2. 
Participating Organizations
3.
Program Activities: Detail program activities including program advertisement/recruitment/selection and screening, and orientation for both students and host families. Describe your organization's placement plan and discuss your placement philosophy (e.g., what constitutes a host "family," your expectations for them, etc.).  Describe plans for educational/cultural enhancements, re-entry training, and the academic component, e.g., your and your German partner's approach to school placements and to working with the schools to ensure that they welcome the students, provide a challenging academic experience, and utilize them as resources, as well as appropriate credit transfers, etc.  (May provide samples of applications, brochures, fact sheets, guidelines, etc.)

4.
Project Management:  describe the overall staffing, give name, title, and project responsibilities of all staffers (provide a brief resume for each).  Be specific about the number of staff, their location, responsibilities and duties.

5
Work Plan/Time Frame: a) provide a monthly time line or planning and implementation schedule; b) describe how travel and logistical arrangements will be made.  (If any of this is subcontracted, please specify and include a copy of your written agreement.)

6.
Program Monitoring/Evaluation and Follow-on: a) address how you plan to monitor student progress, deal with problems, and evaluate your success in meeting the stated objectives of the program; b) describe plans for contact with returnees and their involvement in follow-on activities such as alumni networking.

7.
Diversity: It is a goal of the Department to ensure that all funded programs reflect the diversity of American society.  Describe your plans to promote this goal in the selection of host families and in the local enhancement programming. Where appropriate, comment on any role your organization plays in encouraging diversity in participant selection.

TAB D - Budget Submission
Organizations must submit a comprehensive line item budget for the entire program.  This must include an explanatory budget narrative and list, separately, per capita costs for both American and German participants as well as total costs. Use the format in the PSI to enable the Bureau to compare costs from the previous grant year (if applicable) with what is being proposed.  Line items should include:
· Travel and two days per diem for up to two staff members to attend the annual CBYX meeting in Washington, D.C.  

· Screening of potential host family members (criminal background checks)

· Expenses associated with other J-1 visa regulations specific to ECA-sponsored students.

Limited Bureau funding necessitates cost sharing, which should be in the form of auditable direct or indirect costs. All participant fees charged by organizations and their German partner organizations must be documented.  Please refer to the PSI (Proposal Submission Instructions) for further details on budget preparation.  

TAB E

Letters of endorsement 

Only from host institutions that collaborate in the program, not from politicians.
Resumes
The resumés of all program staff should be included in the submission.  No one resumé should exceed two pages.

TAB F 

Additional materials as appropriate.  Do not include orientation manuals or other bulky material, which are unlikely to be read in the review process. Succinct summaries are best.

REVIEW PROCESS

Proposals are reviewed for adherence to legal and budgetary requirements by Department offices responsible for these functions.  For program content and cost-effectiveness and other review criteria listed below, the review is conducted by an advisory, grant-review panel composed of Department officers.  Additional Department officers, including geographic area personnel, also review proposals for feasibility as well as potential for short- and long-term impact.  The Assistant Secretary for Educational and Cultural Affairs approves conferring the final assistance award to an applicant.  Final technical authority for assistance awards resides with a Department Grants Officer.

The submission will be reviewed with the following review criteria in mind:

1.  Quality of the program idea:  Proposals should exhibit originality, substance, precision, and relevance to the Bureau's mission.

2.  Program planning:  Detailed agenda and relevant work plan should demonstrate substantive undertakings and logistical capacity.  Agenda and plan should adhere to the program overview and guidelines described above. 

3.  Ability to achieve program objectives:  Objectives should be reasonable, feasible, and flexible.  Proposals should clearly demonstrate how the institution will meet the program's objectives and plan.

4.  Multiplier effect/impact:  Proposed programs should strengthen long-term mutual understanding, including maximum sharing of information and establishment of long-term institutional and individual linkages.

5.  Support of Diversity:  Proposals should demonstrate substantive support of the Bureau's policy on diversity.  Achievable and relevant features should be cited in both program administration (selection of participants, program venue and program evaluation) and program content (orientation and wrap-up sessions, program meetings, resource materials and follow-up activities).

6.  Institutional Capacity:  Proposed personnel and institutional resources should be adequate and appropriate to achieve the program or project's goals.

7.  Institution's Record/Ability:  Proposals should demonstrate an institutional record of successful exchange programs, including responsible fiscal management and full compliance with all reporting requirements for past Bureau grants as determined by Bureau Grants Staff.  The Bureau will consider the past performance of prior recipients and the demonstrated potential of new applicants.

8.  Follow-on Activities:  Proposals should provide a plan for continued follow-on activity (without Bureau support) ensuring that Bureau supported programs are not isolated events.

9.
Project Evaluation:  Proposals should include a plan to evaluate the activity's success, both as the activities unfold and at the end of the program.  A draft survey questionnaire or other technique plus description of a methodology to use to link outcomes to original project objectives is recommended. 

10.
Cost-effectiveness:  The overhead and administrative components of the proposal, including salaries and honoraria, should be kept as low as possible.  All other items should be necessary and appropriate. 

11.  Cost-sharing:  Proposals should maximize cost-sharing through other private sector support as well as institutional direct funding contributions.

12.  Value to U.S.-Partner Country Relations:  Proposed projects should receive positive assessments by the U.S. Department of State's geographic area desk and overseas officers of program need, potential impact, and significance in the partner country(ies).

ADHERENCE TO ALL REGULATIONS GOVERNING THE J VISA

The Bureau of Educational and Cultural Affairs is placing renewed emphasis on the secure and proper administration of Exchange Visitor (J visa) Programs and adherence by grantees and sponsors to all regulations governing the J visa.  Therefore, proposals should demonstrate the applicant's capacity to meet all requirements governing the administration of Exchange Visitor Programs as set forth in 22 CFR 62, including the oversight of Responsible Officers and Alternate Responsible Officers, screening and selection of program participants, provision of pre-arrival information and orientation to participants, monitoring of participants, proper maintenance and security of forms, record-keeping, reporting and other requirements.  

In coordination with the grantee organization, the ECA program office will be responsible for issuing DS-2019 forms to participants in this program. A copy of the complete regulations governing the administration of Exchange Visitor (J) programs is available at http://exchanges.state.gov or from:

United States Department of State

Office of Exchange Coordination and Designation

ECA/EC/ECD - SA-44, Room 734

301 4th Street, S.W.

Washington, D.C. 20547

Telephone: (202) 203-5029

FAX: (202) 453-8640
APPLICATION SUBMISSION

The RFGP indicates the date the complete proposal submission is due and the address at the Department to which the submission must be sent.  There are NO EXCEPTIONS to this deadline.

For further information regarding the program, or questions regarding the proposal submission, call Shalita Jones at (202) 203-7507, Office of Citizen Exchanges, Youth Programs Division; Facsimile: (202) 203-7529; Internet address: jonessa1@state.gov.   

