ADMINISTRATI VE STR UCTURE OF

THE TITLE III ADMINISTRATIVE OFFICE

TITLE III DIRECTOR ’S RESPONSIBILITIES

The principal responsibility for administering and managing all Title III activities rests with the Director, who serves as a liaison among constituents of the University, the U.S. Department of Education, and other individuals or groups on matters which impact the Title III program. The Director is responsible for monitoring the completion of objectives and outcome measures for all activities according to the approved Annual Grant Performance Report. Additionally, the Director manages and approves expenditures for all federal funds within the two Title III programs and one Title VII program.

As a government sub-contractor, West Virginia State University is bound by federal rules and regulations. Compliance with these guidelines is a necessary condition for funding the Title III programs. Specifically, the Director is responsible for:

• Keeping the President apprised of the status of all Title III activities by working closely with Activity Directors and other relevant University personnel;

• Providing overall leadership to the programmatic aspects of Title III;

• Submitting Annual Grant Performance Reports and budget revisions when required;

• Coordinating internal and external evaluations to assess program impact on all programs;

• Disseminating Title III program information internally and externally;

• Ensuring that the implementation process of Title III activities is consistent with the U.S. Department of Education guidelines and recommendations, as well as West Virginia State University’s policies, procedures and line/staff relationships;

• Approving all expenditures of the grant and monitoring daily Title III expenditures;

• Assisting in the development of University-wide proposals, reports and other documents related to the administration of Title III programs;

• Cooperating with the Business and Finance Office to ensure that an efficient and effective system for fiscal control of Title III is maintained; and

• Ensuring that all Title III activities remain consistent with the University’s mission, goals and long range plans.
DIRECTOR OF BUSINESS AND FINANCE

Fiscal Control of Title III Funds

West Virginia State University’s Research and Development Corporation’s Business and Finance Office oversees the management and accounting for all grants and contract funds. However, the fiscal and reporting policies of the U.S. Department of Education, through guidelines issued in the Education Department General Administrative Regulations (EDGAR) and rules in the Federal Registrar, require a more detailed management and recordkeeping system than is usually practiced by operating units of the University. Federal regulations require a complete accounting of all federal and University time and resources which directly impact the grant’s activities.

Fiscal Policies and Regulations

A copy of each project’s budget shall be transmitted from the Business and Finance Office to each project director after formal notification of grant approval has been received. The use of funds not expended at the end of the current budget period has to be approved for carry-over through the Business and Finance Office via the U.S. Department of Education. These requests must be received in the Grants Office 45 days before the end of the budget period in which the funds are unexpended.

ACTIVITY DIRECTOR ’S RESPONSIBILITIES

The Activity Director is primarily responsible for carrying out the approved activity’s plan, achievement of objectives, outcome measures, progress reports and fiscal year budget parameters. Each Activity Director reports to the appropriate administrator within the existing administrative structure of the University. 

Specifically, the Activity Director is responsible for:

• Preparing and submitting to Title III administration, complete and accurate progress reports of activity progress toward objectives;

• Monitoring and reporting timely completion of activity objectives;

• Requesting Title III funds via requisitions in accordance with approved activity budgets and University policies;

• Approving travel requests;

• Reviewing and signing quarterly Time and Effort Reports All Title III personnel must submit a Time and Effort Report quarterly; and

• Monitoring activity on the budgets.

PROGRAM EVALUATION

Evaluation of an activity determines the extent to which specified objectives have been met. Additionally, it provides information relative to strengths and areas to strengthen for an activity. As a result of a comprehensive and effective evaluation, decision-makers and/or stakeholders can make the following decisions:

1. Which activities of a program should be continued?

2. Which activities need to be revised/modified?

3. Which activities should be discontinued?

Two types of evaluations are typically conducted at West Virginia State University:

Formative – to provide and process data on how well an activity is progressing toward completing the objectives. Recommendations may be made on how to best complete the objective.

Summative – is a product end of the activity assessment. It provides data on the extent to which objectives have been completed and whether the activity should be continued.
