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]Appendix B: Workplan 

Cover page
	Responder Information

	Legal Name:       

	Address: Click here to enter text.
	City: Click here to enter text.
	Zip code: Click here to enter text.

	Telephone: Click here to enter text.
	Web Site URL: Click here to enter text.

	Counties/Area Served: Click here to enter text.
	Federal ID Number: Click here to enter text.

	Unique ID number: Click here to enter text.
	State Tax ID: Click here to enter text.

	SNAP E&T Program Contact List: 
Executive Director, person authorized to sign contract
Fiscal Director, person responsible for submitting reimbursement request for the SNAP E&T grant
Program Manager, person managing the SNAP E&T program
Case Manager(s), person(s) providing case management and will have access to databases (WF1 & MAXIS)

	Executive Director name: Click here to enter text.

	Telephone: Click here to enter text.
	E-mail: Click here to enter text.

	Fiscal Director name:  Click here to enter text.

	Telephone: Click here to enter text.
	E-mail: Click here to enter text.

	Program/Site Manager name: Click here to enter text.

	Telephone: Click here to enter text.
	E-mail: Click here to enter text.

	Case Manager(s) name: Click here to enter text.

	Telephone: Click here to enter text.
	E-mail: Click here to enter text.


Project Implementation Plan, Timeline and Capacity 
1. Is the responder a current or former SNAP E&T provider?  
☐ No		☐Yes- Current		☐Yes- Former		
If former, please describe the circumstances surrounding the conclusion of the prior contract and any relevant organizational, programmatic, or operational changes since that time.
	Click here to enter text.

2. Describe the proposed project and how planned tasks and deliverables will be achieved. Explain how the expected outcomes identified in the project goals and objective section will be fulfilled. 
	Click here to enter text.

3. Identify any anticipated challenges, or additional resource needs (e.g. staffing, partnerships, systems, or technical assistance) that may impact the ability to meet grant deliverables. 
	Click here to enter text.

4. Provide a timeline for achieving planned tasks, deliverables, and target enrollment milestones. SNAP E&T provider onboarding is scheduled to begin October 1, 2026, and includes 30-, 60-, and 90-day check-ins. Please describe any known constraints or conflicts that may affect the ability to begin onboarding at the start of the contract period.
	Click here to enter text.




SNAP E&T Activities and Services
Enter the estimated participants expecting to be served for each activity along with anticipated participants and activities for years 2-4.  A participant can be listed in more than one activity (duplicate count).

Use the SNAP E&T Activity guide for requirements and definitions of each activity. Additional supplemental information will be requested upon award for Work Base Learning (WBL) Activities.
 
	Activity
	Estimated Participants
	Anticipated Participants
	Anticipated Participants
	Anticipated Participants

	Non-Education / Non-Work Activities
	Year 1
	Year 2
	Year 3
	Year 4

	Supervised job search
	
	
	
	

	Job search training
	
	
	
	

	Workfare
	
	
	
	

	Self-employment training 
	
	
	
	

	Job Retention 
	
	
	
	

	Educational Program Activities
	Year 1
	Year 2
	Year 3
	Year 4

	Basic/Foundational Skills Instruction
	
	
	
	

	Career and/or Technical Education Programs or Other Vocational Training
	
	
	
	

	English Language Acquisition
	
	
	
	

	Integrated Education Training/Bridge Programs
	
	
	
	

	Work Readiness Training
	
	
	
	

	Work Based Learning, Work Experience Activities (WBL) (uncompensated)
	Year 1
	Year 2
	Year 3
	Year 4

	Work Activity 
	
	
	
	

	Work Based Learning, On-the-Job Training 
	
	
	
	

	Work Based Learning, Pre-Apprenticeship
	
	
	
	

	Work Based Learning, Apprenticeship
	
	
	
	

	Work Based Learning, Internship
	
	
	
	

	Work Based Learning, Transitional Jobs
	
	
	
	

	Required for all participants
	
	
	
	

	Employability Assessment 
	
	
	
	

	Total anticipated participants
	
	
	
	


[bookmark: _Toc155859226]


SNAP E&T Activity Narrative and Supplemental Information
For each activity the agency plans to offer, provide a detailed description of the SNAP E&T activity and how it will be implemented. Include the following:
· The criteria used to determine participant eligibility and appropriateness for the activity.
· A description of the services participants will receive.
· The measurable skill gain or short-term outcomes participants are expected to achieve. 
· Any target population(s) the activity is designed to serve. 
· For Career and/or Technical Education Programs or Other Vocational Training activities, list the credentials(s) participants will earn upon completion and identify each training program or degree offered. 

All proposed activities must align and meet SNAP E&T activity requirements. Responders should review the SNAP E&T Activity guide for definitions and criteria of each activity before completing this section. 
Non-Educational & Non-Work Activities 
☐Supervised job search, ☐Job search training, ☐Workfare, ☐Self-employment training, ☐Job Retention
	Click here to enter text.

Criteria for participation. Include any eligibility criteria requirements, such as required skills, knowledge, or experience (e.g., literacy, numeracy levels, recent labor market attachment, computer literacy, etc.).		
	Click here to enter text.


Targeted populations: Select all target population(s) this activity will serve. 
☐TLR (time-limited SNAP recipient), ☐Homeless, ☐Veterans, ☐Students, ☐Single parents, ☐Justice involved,
☐Underemployed, ☐Greater Minnesota, ☐Other 	
Educational Activities: List all and any credentials earned in a Career/Technical/Education/Vocational training.
☐Basic/Foundational Skills Instruction, ☐Career and/or Technical Education Programs/ Other Vocational Training
☐English Language Acquisition, ☐Integrated Education Training/Bridge Programs, ☐Work Readiness Training
	Click here to enter text.

Criteria for participation. Include any eligibility criteria requirements, such as required skills, knowledge, or experience (e.g., literacy, numeracy levels, recent labor market attachment, computer literacy, etc.).
	Click here to enter text.


Targeted populations: Select all target population(s) this activity will serve.
☐TLR (time-limited SNAP recipient), ☐Homeless, ☐Veterans, ☐Students, ☐Single parents, ☐Justice involved,
☐Underemployed, ☐Greater Minnesota, ☐Other	
Supplanting
Describe how the agency ensures that costs attributed to the E&T program are not supplanting funds used for other existing educational programs.
	Click here to enter text.

Cost Parity
Describe how the agency ensures that costs charged to E&T do not exceed the costs charged for non-E&T participants. 
	Click here to enter text.

Work Based Learning (WBL) 
☐Work Activity, ☐WBL, On-the-Job Training, ☐WBL, Apprenticeship, ☐WBL, Pre-Apprenticeship ☐WBL, Internship,    ☐WBL, Transitional Job
	Click here to enter text. 


Criteria for participation. Describe any eligibility criteria, including required skills, knowledge, or experience (e.g., literacy, numeracy levels, recent labor market attachment, computer)
	Click here to enter text.

Targeted populations: Select all target population(s) this activity will serve.
☐TLR (time-limited SNAP recipient), ☐Homeless, ☐Veterans, ☐ Students, ☐Single parents, ☐Justice involved, 
☐Underemployed, ☐ Greater Minnesota, ☐Other 				


Support Services 
Provide details on the support services the agency plans to offer.  Responders should review the Guidance on Costs and Reimbursements to ensure compliance.
Planned Participants
How many participants does the agency plan to provide support services to during the FFY27 contract year (October 1, 2026—September 30, 2027)?
	Click here to enter text.

Types of Support Services
List support services the agency plans to provide to participants. Examples may include transportation assistance, childcare, work-related tools, uniforms, or other allowable services.
	 Click here to enter text. 

Process 
Describe the agency’s process for disbursing and tracking support services provided to participants.
Include any systems, procedures, or tools the agency uses to ensure accurate, timely delivery and documentation of support services. 
	 Click here to enter text. 

Challenges or Barriers
Identify any anticipated challenges or barriers in disbursing or tracking support services and how the agency plans to address them.
	Click here to enter text.



Non-Federal Funding Source(s)
Describe the non-federal funding sources the responder will use to cover allowable SNAP E&T costs prior to reimbursement. For each funding source, identify the source name, funding type, amount available, period of availability, and any restrictions on use.
Responders may identify additional non-federal funding sources that become available during the grant period, subject to approval and allowability requirements.
	Non-Federal funding source
include restrictions on use
	Funding Type
e.g., state, local, private, philanthropic
	Availability Timeline
	Funding amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total available
	





SNAP E&T Assurances- Verification checklist
Instructions:
· Review each item carefully.
· Verify that the program, staff, and activities comply with all listed requirements.
· Check each box only after confirming compliance. All items must be reviewed and verified to be considered complete.
☐ Program: Responders will adhere to the SNAP E&T Provider Handbook and comply with all applicable federal and state laws, rules, and regulations, including civil rights requirements.
☐ Maintain access and used required systems: Responder must use and maintain access to required systems to implement the SNAP E&T program. Maintain MAXIS access to verify eligibility, Maintain Workforce One access for case management. Maintain EGMS access to submit invoices. 
☐ Employability assessment: Responder will provide an employability assessment to all enrolled participants. The employability assessment identifies the participants strengths, skills needed, interest, abilities and barriers to employment. Responders will use an employability assessment to create an employment plan. 
☐ Employment plan: Responder will create an employment plan with all enrolled participants within 30 days of enrollment. Employment plans will list achievable goals that would lead to transitioning into unsubsidized employment. The employment plan will be made part of each participant WF1 record and will be updated annually and as necessary. 
☐ Capture credentials and measurable skill gains: Responders will monitor, document and record credentials and measurable skills gained in WorkForce One. 
☐ Case management: Responder will engage all enrolled participants in case management at least monthly. Case management includes maintaining case notes in WorkForce One, ensuring progression toward goals, referring to appropriate resources, and providing any needed support services.
☐ Support services: Responder will document support services in WorkForce One under the SNAP E&T sequence. Case note must show how reasonable it is, necessary and identify the activity it is directly related to.
☐ Training activities: Responder will ensure that all training activities are in compliance with the Fair Labor Standards Act.
☐ Education activities: Responder will ensure that SNAP E&T funding supplements (and does not supplant) existing non-federal funding. Costs charged for educational activities are consistent with cost for non-SNAP E&T participants.
☐ Job search activities: Responder will ensure that all job search activities are designed to move quickly to sustainable employment and have a direct connection to appropriate and available jobs.
☐ Job retention: Responders will provide Job Retention Services only to participants who have secured employment after participating in another SNAP E&T activity. Retention services must be provided for a minimum of 30 days, but not more than 90 days.
☐ Time-limited SNAP recipients (TLRs): Responder will assist time-limited SNAP participants in understanding work requirements and reporting participation hours to the county or tribe.
Data Collection and Reporting 
Responder agrees to work with STATE to develop and provide the following information to the satisfaction of STATE: 
1. Criteria required for a person to be offered the program, the screening process to select project participants, what commitment the participant is asked to make, at what point the person is counted as enrolled in the program, and when the person is counted as having exited. 
2. To the extent possible, SNAP E&T data shall be recorded in STATE administrative databases, primarily MAXIS and Workforce One (WF1) for case management and reporting purposes. STATE will supply training on any data collection methods that are new to Responder. WF1 will be used to collect: 
Referral data, service model, SNAP E&T allowable activities, and other activities under SNAP E&T funding stream. 
Participant demographic information.
Participant enrollment and exit dates for the program and exit reasons. 
Data on measurable skills gain.
Dates and hours of participation, where appropriate, in all program activities and services performed during the project. 
Data for education and training, employment, earnings, and retention outcomes and any other project-specific outcomes, as determined with STATE. 
All participant disbursements under the support services tab. This includes all funds and support services provided to participants which Responder will seek reimbursement for.
3. Responder agrees to allow access to and provide data that will help STATE to monitor SNAP E&T enrollment and to understand delivery of program services. This includes information about: (1) the process for referring people to the program, (2) the process for determining eligibility for the program, and (3) the process for placing participants into SNAP E&T activities. 
4. Responder shall give STATE access to SNAP E&T staff case files, with advance notice, for monitoring which will include program, case files review and fiscal reconciliation. Responder shall give STATE copies of public documents and forms specific to the project. When making such requests, reasonable advance notice will be given to Responder. 
5. Responder will complete grant progress reports in accordance with contract. 
6. Responder will collect additional data, as specified by STATE, on each participant after informed consent is signed. 
7. Responder will keep WF1 up to date and all records must be accurately recorded through end of contract. 
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