Regional Telecommunications Councils
Regional Support Services Plan and Budget Template

FY 2013
NOTE:  THIS IS A NEW PLAN TEMPLATE.  BE SURE TO READ CAREFULLY.

GUIDELINES FOR THE ENTIRE ALLOCATION PROJECT ARE AVAILABLE AT: 
http://www.icn.state.ia.us/RTC/
Background Information

Senate File (SF) 2313 provides for funding of various activities at the regional level to support ALL educational users of the Iowa Communications Network (ICN).  Funds are appropriated to the Iowa Telecommunications and Technology Commission (ITTC) for allocation to the Regional Telecommunications Councils (RTCs).  RTCs are to plan for and expend these funds based upon the activities outlined in legislation.

Quoting from SF 2313, “The regional telecommunications councils established in section 8D.5 shall use the moneys appropriated in this section to provide technical assistance for network classrooms, planning and troubleshooting for local area networks, scheduling of video sites and other related support activities.”

The intent of the RTC Educational Support appropriation is to enhance and extend the collaboration among regional entities to develop a strong, long-term regional support system for ICN use.  Each RTC is to establish a plan and budget based upon the following “Regional Support Services” template. Regional plans should seek to pool resources to the greatest extent possible.

Regional Support Services Plan Submission 

The “Regional Support Services Plan” will serve as the format for the regional plan application.  The RTC is responsible for assigning responsibility for each support service item and developing a budget to complete such services.  The RTC is also responsible for providing an estimate of the amount of each type of support service included in the template.     The budget should be clearly tied to each of the four areas and the activities described in the plan.  As is often the case, needs listed may exceed the funds appropriated. In-kind matches by the regional partners are encouraged.  Please note in-kind contributions on the budget page.  Expenditures for sections A through C of the “Regional Support Services Plan” should each be between 15-40%.  If the RTC wishes to budget an amount outside the 15-40% range in any of these categories, unanimous approval by a quorum of RTC members is required (see guideline #6).  In addition, a written explanation (no more than three paragraphs) must be submitted to the ITTC along with the Regional Support Services Plan describing how the additional percentage of funds will subsidize the designated support function.  Anything short of a unanimous vote requires that each area of the budget be within the prescribed range.  Section D contains required coordination duties. No RTC funds may be expended for Section D coordination activities.  Sections E and F are optional. RTC funds may be expended for these duties, but they are not required.
RTC PLAN/BUDGET SUBMISSION DEADLINE IS SEPTEMBER 1, 2012:
Earlier submission of the RTC plan/budget is possible: The first opportunity for approval of plans is at the September 20 Commission meeting. If an RTC would like their plan/budget to be considered at this meeting, the plan/budget should be submitted to ICN by August 1. The next scheduled Commission meeting is October 17. To be included on the October Commission meeting agenda, the plan/budget should be submitted to ICN by September 1. September 1 is the final date that RTC plans will be accepted by the ICN/ITTC.

· Funds within the plan may only be allocated for equipment/software purchases that support long-term region-wide needs. For example: scheduling hardware, Internet software necessary for Web-based scheduling platforms, software for video classroom computers so that a consistent "regional package" is in place for students and instructors, regional loaner parts depot for ICN video classroom and/or Internet service, diagnostic hardware/software used for troubleshooting ICN video classrooms and/or local area networks. Expenditures for these items may not exceed 15% of the total regional allocation. Funds spent for this purpose are optional and are NOT considered when calculating the percentage ranges for Sections A through C.

· Ineligible expenditures include:

· Purchase of equipment other than as described in the Guidelines under item 7. 

· Monthly or annual Internet access fees.

· Subsidizing or funding hourly ICN video fees for semester-long classes except as they are part of RTC mini-grant programs that would provide seed money or pay start-up costs to encourage development of video or Web-based classes.

· Costs related to relocating an ICN video classroom (such as building remodeling).

· Basic coordination of RTC meetings.

Allocation Disbursements

1. Funding will be allocated by the ITTC to each RTC twice during the fiscal year, by following the guidelines listed in the RTC Overall Documentation Process and Submission document.  No RTC may receive the requested allocation as a one-time allotment.

a) A fiscal agent must be selected to receive the funds. No administrative fees may be charged for acting as fiscal agent. The RTC should determine that the agency/institution designated as fiscal agent is prepared to accept responsibility for seeing that funds are properly audited.

b) The ITTC must approve the “Regional Support Services Plan” before the first half of the requested RTC budget amounts are released to the RTC fiscal agent.  The second half of the requested budget will be associated to the first half of the fiscal year’s tracking component (guidelines listed in item 8) for all three support functions which will be approved by the ITTC in February/March during the current Fiscal Year.  Once tracking of the first half is approved by ITTC, the remaining portion of the budget requested will be released to the RTC fiscal agent.
· Each community college’s chief financial officer or equivalent, who is charged with acting as fiscal agent for the RTC, will certify and approve that he/she will review the expenditures incurred on the Certification of Accountability and Transparency Form, which is to be submitted and accompanied by the Regional Support Services Plan.  If support services are provided by other regional entities such as Area Educational Agencies (AEAs), their fiscal agents (CFO or equivalent) should also certify that they will review the expenditures incurred by their organization.

· Each community college’s chief financial officer or equivalent, who is charged with acting as fiscal agent for the RTC, will certify and approve that he/she has reviewed the expenditures incurred on the Certification of Final Financial Accounting Form, which is to be submitted and accompanied by the Annual Follow-up Report within thirty (30) days after the close of the fiscal year.  If support services are provided by other regional entities such as Area Educational Agencies (AEAs), their fiscal agents (CFO or equivalent) should also certify that they reviewed and approved the expenditures incurred by their organization.

c) Funds must be encumbered between July 1, 2012 and June 30, 2013. All goods and services must be received during this time period. FUNDS NOT SPENT REVERT TO THE STATE OF IOWA GENERAL FUND.

If you have questions as you are completing the following template or about the process, please contact Lori Larsen at lori.larsen@iowa.gov  or 515-725-4713.

The total RTC Educational Support appropriation for FY2013 is $992,913.

	Region
	FY13 Amount
	
	Region
	FY13 Amount

	1
	$70,379
	
	10
	$83,420

	2
	$63,858
	
	11
	$94,017

	3
	$55,707
	
	12
	$65,488

	4
	$54,892
	
	13
	$72,824

	5
	$69,563
	
	14
	$58,967

	6
	$59,782
	
	15
	$60,597

	7
	$65,488
	
	16
	$57,337

	9
	$60,597
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FY 2013 ICN REGIONAL SUPPORT SERVICES PLAN









Region _X__
For the listed RTC support services in the area of Technical Assistance for Network Classrooms, use this page to respond to the following three questions:

1). WHO -- Which institution/agency will be responsible for the support service?

2). HOW -- How will the support be provided?

3). ESTIMATED AMOUNT OF SUPPORT -- What are the estimated number of calls, site visits, training sessions etc.?  
Each support function (technicians, LAN/WAN, and schedulers) will be required to submit documentation monthly
that supports each area’s responsibility to ICN for review.  ITTC want to stress the importance of documentation, transparency, and accountability within this RTC allocation process.  This additional information also highlights the importance of the regional functions and the benefits that schools and others receive due to the support services provided on a daily basis.

The plan information in the template below will be compared to the tracking information included in the work order system that is currently required.  RTC Technicians must submit ALL work orders using the already established processes within ICN’s Service Desk (phone call or email to ICN NOC), including work orders that ICN has no involvement in.  Additional fields have been added, and an email template will be provided to ensure all RTC technicians send consistent information.  Work orders will be pulled and reviewed by ICN internal staff at least monthly to ensure all functions are being documented for review by the ITTC.  
Be sure to include only those items that will be funded by the RTC allocation.  This information will be used for comparison purposes with the tracked items during Fiscal Year 2013.

*Estimated Amount of support should include specific estimates of phone calls, site visits, training sessions, work with ICN technicians etc.

A.  TECHNICAL ASSISTANCE FOR NETWORK CLASSROOMS:
	
	WHO
	HOW
	Estimated Amount of Support

	1. Work with new, technologically updated and prospective ICN video sites as requested for design and selection of video equipment.
	
	
	

	2. Train local site personnel in simple troubleshooting techniques for video classrooms.
	
	
	

	3. Provide first-line technical support for troubleshooting video classroom problems at ALL educational sites. Contact ICN engineers as needed for more complex video and audio troubleshooting.
	
	
	

	4. Provide preventative and ongoing maintenance to classrooms 
	
	
	

	5. Work with ICN engineers to install newly upgraded equipment and components into existing ICN educational classrooms.
	
	
	


Does the RTC plan to provide first-line technical support for troubleshooting video classrooms? 

 FORMCHECKBOX 

Yes



 FORMCHECKBOX 


No
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Region _X___
For the listed RTC support services in the area of Planning and Troubleshooting for Internet and Data Local Area Networks, use this page to respond to the following three questions:

1). WHO -- Which institution/agency will be responsible for the support service?

2). HOW -- How will the support be provided?

3). ESTIMATED AMOUNT OF SUPPORT -- What are the estimated number of calls, site visits, training sessions etc.?

Each support function (technicians, LAN/WAN, and schedulers) will be required to submit documentation monthly that supports each area’s responsibility to ICN for review.  ITTC want to stress the importance of documentation, transparency, and accountability within this RTC allocation process.  This additional information also highlights the importance of the regional functions and the benefits that schools and others receive due to the support services provided on a daily basis.

Those providing RTC LAN/WAN Support must submit monthly electronic spreadsheets/forms to lori.larsen@iowa.gov by the 10th of the following month.  Spreadsheets/forms will be compiled and reviewed by ICN internal staff at least monthly to ensure all functions are being documented for review by the ITTC.
Be sure to include only those items that will be funded by the RTC allocation.
This information will be used for comparison purposes with the tracked items during Fiscal Year 2013.

*Estimated Amount of support should include specific estimates of phone calls, site visits, training sessions, work with ICN technicians etc.

B.  PLANNING AND TROUBLESHOOTING FOR INTERNET AND DATA LOCAL AREA NETWORKS:
	
	WHO
	HOW
	Estimated Amount of Support

	1. Work with educational institutions to design and implement local and wide area computer/data networks.
	
	.
	

	2. Assist educational institutions in reviewing vendor proposals to install and/or maintain local and wide area networks.
	
	
	

	3. Train educational institution personnel in simple troubleshooting techniques for computer networks and provide troubleshooting assistance for more complex problems.
	
	
	

	4. Work with educational institutions to design and review vendor proposals for individual purchase of management software, programming software, telecommunication software for implementing and using local and wide area networks (inter and intra).
	
	
	

	5. Development of LAN/WAN support and related aggregated services for Regional K-12 schools.
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Region _X__
For the listed RTC support services in the area of Scheduling of Video Sites, use this page to respond to the following three questions:

1). WHO -- Which institution/agency will be responsible for the support service?

2). HOW -- How will the support be provided?

3). ESTIMATED AMOUNT OF SUPPORT -- What are the estimated number of calls, site visits, training sessions etc.?

Each support function (technicians, LAN/WAN, and schedulers) will be required to submit documentation monthly that supports each area’s responsibility to ICN for review.  ITTC want to stress the importance of documentation, transparency, and accountability within this RTC allocation process.  This additional information also highlights the importance of the regional functions and the benefits that schools and others receive due to the support services provided on a daily basis.

RTC Schedulers – RTC Schedulers must submit monthly electronic spreadsheets/forms to lori.larsen@iowa.gov by the 10th of the following month.  Spreadsheets/forms will be compiled and reviewed by ICN internal staff at least monthly  to ensure all functions are being documented for review by the ITTC.

Be sure to include only those items that will be funded by the RTC allocation.  This information will be used for comparison purposes with the tracked items during Fiscal Year 2013.

C.  SCHEDULING OF VIDEO SITES:
	
	WHO
	HOW
	Estimated Amount of Support

	1. Provide information to educational institution personnel concerning video classroom scheduling procedures. Provide a link to web based scheduling or forms and video classroom scheduling deadlines to local educational sites.
	
	
	

	2. Process video scheduling requests from regional educational schedulers. Communicate confirmations and conflicts to the requester in the region.
	
	
	

	3. Work with fellow schedulers across the state as well as statewide scheduler at the ICN to ensure scheduling deadlines are met.
	
	
	

	4. Train local site contacts on how to check a site's daily schedule. If needed, provide daily/weekly/semester schedules to local video classroom site coordinators.
	
	
	

	5. Work with personnel at the ICN as needed concerning scheduling procedures and implementation of new scheduling software.
	
	
	

	6. Work with members of the RTC to implement regional scheduling priorities, facilitate communication links and coordinate with other RTC responsibilities.  Review RTC’s priorities and indicate how scheduled “no transmits” are handled.   www.iptv.org/iowa_database/scheduling/priorities.html 
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Region __X__
For the listed RTC support services in the area of Other Related Support Activities, use this page to respond to the following three questions:

1). WHO -- Which institution/agency will be responsible for the support service?

2). HOW -- How will the coordination be provided?

Copies of the RTC meeting notices and minutes shall be provided to Lori Larsen (lori.larsen@iowa.gov) at the ICN.  Meeting notices need to be provided at least seven days prior to the meeting date.  (See Guidelines) 
Councils should submit the meeting notes/minutes to lori.larsen@iowa.gov to be posted on ICN’s website within two months after the meeting.  (See Guidelines)
This information will be used for comparison purposes with the tracked items during Fiscal Year 2013.

D.  RTC COORDINATION:

The following duties are required. No RTC funds may be expended on these requirements.

	
	WHO
	HOW

	1. RTC Coordination --- Per Chapter 8D of the Code of Iowa, “the community college located in the merged area of a regional telecommunications council shall staff and facilitate the activities of the council.”

	a. Develop a budget, assign a fiscal agent and manage distribution of appropriated funds.
	Fiscal agent will be


	b. Schedule a minimum of two (2) meetings per fiscal year.  Include scheduled meeting dates.
	
	

	c. Elect chairperson, vice-chairperson and secretary at least bi-annually.
	Chair:               
Vice Chair:
Secretary:        

	d. Establish a procedure concerning substitute representatives with voting rights.
	
	

	e. Take attendance at meetings and include in minutes. Non-attendance needs to be reported to the ETC representative who will inform the appointing agency. Members who wish to resign should contact the appointing agency.
	
	

	f. Follow open meeting laws.  Meeting notices must be submitted to ICN at least one week prior to the scheduled meeting.  
	
	

	g. Appoint a representative from RTC to communicate between the RTC and the ETC.
	
	

	h. Set up communication systems between the following groups: 1). RTC members, 2). RTC and regional customers (sites) and 3). RTC and ETC.
	
	

	i. Give full consideration to utilizing ex-officio members as valuable resources; for example, telemedicine, library, and National Guard reps.
	
	

	j. Use ad-hoc committees for issues of short-term importance.
	
	

	l. Relay needs/concerns of local educational “users” to the RTC and to appropriate ETC members and/or ICN staff (Lori Larsen at lori.larsen@iowa.gov).
	
	

	m. Work with RTC coordinators/chairs, with ETC and with ICN staff to provide input on various policies established by the RTC, ETC, ITTC concerning educational telecommunications.
	
	

	n. Develop a regional long-range strategic plan that addresses system support, marketing, stakeholder collaboration, user needs and communication.


	
	


RTC Vacancies

The Education Telecommunications Council (ETC) coordinates filling vacant RTC positions. Contact Debbie Fiscus Debbie@iptv.org (515/242-4155) for more information.
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Region __X__
For the listed RTC support services in the area of Equipment, use this page to respond to the following three questions:

1). WHO -- Which institution/agency will be responsible for the support service?

2). HOW -- How will the support be provided?

3). ESTIMATED AMOUNT OF EQUIPMENT -- What are the estimated amounts and types of equipment purchased etc.?  Include estimated amount of time required for this function.
E. EQUIPMENT (Optional):

This activity is NOT required. RTCs may include it if desired.
	
	WHO
	HOW
	Estimated Amount of Equipment

	1. Support long-term region-wide needs of ALL educational users through the purchase of equipment and/or software that facilitates duties A-C.
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REGION: XX
July 1, 2012 – June 30, 2013
 











FY2013 ICN REGIONAL SUPPORT SERVICES BUDGET

Region __X__
· Fiscal Agent:





· Organization: 




 





	
	Total Expenses
	% of Requested Budget

	A. Technical Assistance for Network Classrooms
(Provide dollar amount and short description of RTC fund expenditures)
(Include FTE information if applicable.)

	
	

	B. Planning and Troubleshooting for Local Area Networks

(Provide dollar amount and short description of RTC fund expenditures)
(Include FTE information if applicable.)

	
	

	C. Scheduling of Video Sites
(Provide dollar amount and short description of RTC fund expenditures)
(Include FTE information if applicable.)

	
	

	D. Regional Coordination

	No RTC funds may be 

expended in this area.

	E. Other Related Support Activities (Optional)

(Provide dollar amount and short description of RTC fund expenditures)
(Include FTE information if applicable.)

	
	

	F. Equipment (Optional)
(Provide dollar amount and short description of RTC fund expenditures)

	
	

	GRAND TOTAL


	
	


Did the budget receive unanimous approval by a quorum of RTC members (6 of 9)?


All responses are based on having the RTC fully appointed.  Six members of the RTC must approve the plan.

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No  (If no is checked, a brief explanation in the comments box must be provided.)

Certification of Accountability and Transparency
I am the chief financial officer for the community college that is charged with acting as fiscal agent for the Regional Telecommunications Council (RTC) in Region _X_ .  I hereby certify that I am aware of the guidelines issued by the Iowa Telecommunications and Technology Commission (ITTC) relating to the RTC Educational Support appropriation:

1. ITTC stresses the importance of transparency, accountability, and documentation within this RTC allocation process.  Iowa Communications Network (ICN) will complete spot audits of entire RTC regions and documents certified by fiscal agents to ensure that the appropriation funding is being spent as identified on the submitted plan.  All RTC regions/personnel should retain and document all region-specific expenditures and additional information if an audit of the RTC appropriated funds is completed by the State of Iowa’s Auditor’s Office. ALL DOCUMENTED INFORMATION SUBMITTED TO THE ITTC SHOULD BE EASILY ATTAINABLE BY THE RTC IN THE EVENT THE ITTC (AND/OR ICN) IS AUDITED AND REQUESTS FURTHER DOCUMENTATION TO SUPPORT THE INFORMATION THAT WAS PREVIOUSLY SUBMITTED IN THE DOCUMENTED COMPONENTS.

2. No RTC may receive the requested allocation as a one-time allotment.

3. All documentation components, as listed in the guidelines, must be received and complied with by the identified timeframes or financial penalties may be incurred by the specific RTC.

4. The ITTC must approve the Regional Support Services Plan before the first half of the requested RTC budget amounts are released to the RTC fiscal agent.

5. The second half of the requested budget will be associated to the first half of the fiscal year’s tracking component (see guidelines, item 8) for all three support functions which will be approved by the ITTC in February/March during the current Fiscal Year.  

6. Each community college’s AND Area Education Agency’s (AEA) chief financial officer or equivalent, who is charged with acting as fiscal agent for the entity, will certify and approve that he/she has reviewed the expenditures incurred on the Certification of Final Financial Accounting Form which is to be submitted and accompanied by the Annual Follow-up Report within thirty (30) days after the close of the fiscal year.  

A. If support services are provided by other regional entities such as AEAs, the entity’s fiscal agents must also certify by signing and submitting a Certification of Accountability and Transparency Form and a Certification of Final Financial Accounting Form, which indicates the entity reviewed and approved the expenditures incurred by their entity.

Signature: 








Name:     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 
     , Chief Financial Officer (or equivalent)
Institution:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
          

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 

     
 

Date: 
□ LAN/WAN Support is allocated to AEA
□ LAN/WAN Support is NOT allocated to AEA

Background:

Senate File (SF) 2313 provides for funding of various activities at the regional level to support ALL educational users of the Iowa Communications Network (ICN). Funds are appropriated to the Iowa Telecommunications and Technology Commission (ITTC) for allocation to the Regional Telecommunications Councils (RTCs).  RTCs are to plan for and expend these funds based upon the activities outlined in legislation.
The intent of the RTC Educational Support appropriation is to enhance and extend the collaboration among regional entities to develop a strong, long-term regional support system for ICN use. Each RTC is to establish a plan and budget based upon the “Regional Support Services” template enclosed in this mailing. Regional plans should seek to pool resources to the greatest extent possible.

Certification of Accountability and Transparency
I am the chief financial officer for the Area Education Agency (AEA) that is charged with acting as fiscal agent.  AEA ___ provides Local Area Network (LAN)/Wide Area Network (WAN) support for the Regional Telecommunications Council in Region _X_ .  Since AEA _X__ receives a financial allocation of the RTC Educational Support appropriation  through (NAME COMMUNITY COLLEGE), I hereby certify that I am aware of the guidelines issued by the Iowa Telecommunications and Technology Commission (ITTC) relating to the RTC Educational Support appropriation:

1. ITTC stresses the importance of transparency, accountability, and documentation within this RTC allocation process.  Iowa Communications Network (ICN) will complete spot audits of entire RTC regions and documents certified by fiscal agents to ensure that the appropriation funding is being spent as identified on the submitted plan.  All RTC regions/personnel should retain and document all region-specific expenditures and additional information if an audit of the RTC appropriated funds is completed by the State of Iowa’s Auditor’s Office. ALL DOCUMENTED INFORMATION SUBMITTED TO THE ITTC SHOULD BE EASILY ATTAINABLE BY THE RTC IN THE EVENT THE ITTC (AND/OR ICN) IS AUDITED AND REQUESTS FURTHER DOCUMENTATION TO SUPPORT THE INFORMATION THAT WAS PREVIOUSLY SUBMITTED IN THE DOCUMENTED COMPONENTS.

2. No RTC may receive the requested allocation as a one-time allotment.

3. All documentation components, as listed in the guidelines, must be received and complied with by the identified timeframes or financial penalties may be incurred by the specific RTC.

4. The ITTC must approve the Regional Support Services Plan before the first half of the requested RTC budget amounts are released to the RTC fiscal agent.

5. The second half of the requested budget will be associated to the first half of the fiscal year’s tracking component (see guidelines, item 8) for all three support functions which will be approved by the ITTC in February/March during the current Fiscal Year.  

6. Each community college’s AND Area Education Agency’s (AEA) chief financial officer or equivalent, who is charged with acting as fiscal agent for the entity, will certify and approve that he/she has reviewed the expenditures incurred on the Certification of Final Financial Accounting Form which is to be submitted and accompanied by the Annual Follow-up Report within thirty (30) days after the close of the fiscal year.  

A. If support services are provided by other regional entities such as AEAs, the entity’s fiscal agents must also certify by signing and submitting a Certification of Accountability and Transparency Form and a Certification of Final Financial Accounting Form, which indicates the entity reviewed and approved the expenditures incurred by their entity.

Signature: 






Name:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 
     , Chief Financial Officer (or equivalent)
Institution:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
          

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 

     
 

Date: 
Background:

Senate File (SF) 2313 provides for funding of various activities at the regional level to support ALL educational users of the Iowa Communications Network (ICN). Funds are appropriated to the Iowa Telecommunications and Technology Commission (ITTC) for allocation to the Regional Telecommunications Councils (RTCs).  RTCs are to plan for and expend these funds based upon the activities outlined in legislation.
The intent of the RTC Educational Support appropriation is to enhance and extend the collaboration among regional entities to develop a strong, long-term regional support system for ICN use. Each RTC is to establish a plan and budget based upon the “Regional Support Services” template enclosed in this mailing. Regional plans should seek to pool resources to the greatest extent possible.
COMMENTS:
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