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Jobs and Education for Texans (JET) Nonprofit Launchpad Grant Program

Introduction

Congratulations on receiving a grant from the JET Launchpad

Fund. We look forward to working with you on administering .
JET Grant Contact Information

the grant. .
Comptroller of Public Accounts

JET Nonprofit Grant Program
111 E. 17th St., Room #510
Austin, TX 78711

Phone: (512) 936-2064

To be eligible to receive grant monies from the Launchpad
Fund, an organization must be an organization exempt from
federal income taxation under Section 501(a), Internal

Revenue Code of 1986, as an organization described by Fax : (512) 475-0081
Section 501(c)(3) of that code throughout the life of the Email: JETgrants@cpa.state.tx.us
grant.

In accordance with House Bill 1953 and House Bill 3, 81°' Legislative Session, grants to nonprofit
organizations are awarded by the Comptroller for the development, support, or expansion of programs
to prepare low-income students for careers in high-demand occupations.

Recipients must:

1) Provide a program to offer assistance to low-income students in preparing for, applying to, and
enrolling in a public junior college or public technical institute;

2) Be governed by a board or other governing structure that includes recognized leaders of broad-
based community organizations and members of the local business community; and

3) Demonstrate to the satisfaction of the advisory board and Comptroller that the organization’s
program has achieved or will achieve measures of success among participants as required by the
enabling legislation.

Grant recipients are subject at all times to Comptroller requirements including the legislative
requirements, the contract, the rules, and these instructions.

JET funds must be used for the sole purpose of helping low-income students prepare for and attend
career and technical training programs for high-demand occupations. JET funds cannot be used for the
purpose of funding political, lobby, or religious activities such as sectarian worship, instruction, or
proselytization.

Information Releases
The Comptroller’s office will compile information on program participants including income levels,
education, and wages. Organizations receiving JET grant funds must obtain and retain release forms

from all participants (see contract). Do not send t he fgmtrd itche a@d hmpt mell lea

Office.
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Participant Eligibility Requirements
Participants must be Texas residents who are also permanent legal residents or citizens of the United
States of America.

Participants must meet the low-income eligibility requirement. A low-income participant means a
participant who demonstrates financial need to the organization as determined by proof of annual
household income at or below 200% of the federal poverty income guidelines. The 2009 Poverty
Guidelines for the 48 Contiguous States are as follows:

# of Persons in Family Poverty Guideline

1 $10,830
2 $14,570
3 $18,310
4 $22,050
5 $25,790
6 $29,530
7 $33,270
8 $37,010

The figures shown above under the column labeled Poverty Guideline should be multiplied by 2 to
determine if the participant meets eligibility requirements to participate in the JET program.

For families with more than 8 persons, add $3,740 for each additional person above 8.
Poverty Guideline figures should be updated annually when new guidelines are released.

Census Bureau definitions of family and income should be used in determining eligibility for JET funds
based on financial need. See Attachment B for summary level definitions of those terms. More detail is
available on the Census Bureau Web site at www.census.gov/population/www/cps/cpsdef.html. An

electronic version of the worksheet to be used in calculating a participant’s income to determine
eligibility is available on our Web site under Grant Administration Materialst
www.everychanceeverytexan.org/funds/launchpad/.

Funding

Initial grant funds will be distributed to qualified nonprofit organizations within 30 days of contract
signing by the Comptroller or her authorized representative and receipt of all documents as required by
Attachment B of the contract.

Subject to the Comptroller’s discretion, grant amounts of $100,000 or less will be disbursed within 30
days of contract signing and compliance with the contract requirements. Remaining amounts of grants
of more than $100,000 will, subject to the Comptroller’s discretion, be disbursed evenly at 90-day
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intervals thereafter over the life of the grant, provided that the grant recipient submits complete and
satisfactory quarterly statistical and financial reports as required by the Comptroller and complies with
all contract terms and conditions. However, the final grant disbursement cannot cause total payments
to exceed the total JET expenditures as reported on the final grant report or the total grant award. Any
excess funds paid to recipient must be returned within 15 days of receipt.

Funding may be discontinued at any time if the above requirements are not met.

Direct Deposit

Grant recipients are strongly encouraged to establish direct deposit with the Comptroller’s office to
facilitate safe and timely transfer of funds. Information on setting up direct deposit is available at
http://www.window.state.tx.us/directdep/.

High-Demand Occupations
JET funds must be expended to assist low-income students in preparing for, applying to, or enrolling in
public junior colleges or public technical institutes for careers in high-demand occupations.

High-demand occupation means a job, profession, skill, or trade for which employers within the state of
Texas generally, or within particular regions or cities of the state, have or will have substantial need.
Unless pre-approved by the Comptroller’s office in writing, participant expenditures paid by JET funds
must be related to training in the following occupations approved by the Comptroller:

e Computer and Information Sciences and Support Services
e Engineering Technologies/Technicians

e Science Technologies/Technicians

e Construction Trades

e Mechanical and Repair Technologies/Technicians

e Precision Production

e Health Professions and Related Clinical Sciences

Excluded Degree Programs
The following degree programs are excluded from the approved training programs.

e Computer and Information Sciences and Support Services (CIP 11)
Data Entry/Microcomputer Applications, General

* Engineering Technologies/Technician (CIP 15)
Quality Control Technology/Technician.

* Mechanical and Repair Technologies/Technicians (CIP 47)
Electrical/Electronics Equipment Installation and Repair, General.
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Communications Systems Installation and Repair Technology.
Motorcycle Maintenance and Repair Technology/Technician.
Watch Making and Jewelry Making

e Precision Production (CIP 48)
Cabinetmaking and Millwork/Millwright

¢ Health Professions and Related Clinical Sciences (CIP 51)
Athletic Training/Trainer
Clinical/Medical Social Work
Communication Disorders, General
Community Health Services/Liaison/Counseling
Dentistry (DDS, DMD)
Medicine (MD)
Nursing Administration (MSN, MS, PhD)
Pharmacy (PharmD [USA] PharmD, BS/BPharm )
Pre-Dentistry Studies
Pre-Medicine/Pre-Medical Studies
Pre-Nursing Studies
Pre-Pharmacy Studies
Pre-Veterinary Studies
Substance Abuse/Addiction Counseling
Therapeutic Recreation/Recreational Therapy
Veterinary Medicine (DVM)

Expenditures
JET Launchpad Funds may only be used to fund the following types of program expenditures:

e Tuition;

e Textbooks;

e Required Fees;

e Childcare;

e Transportation;

e Tutoring;

e Training and Seminars;
e Supplies; and/or

e Counseling.

Please see Attachment A, Chart of Accounts, for important information related to limitations and
restrictions on use of JET funds.

JET funds may be used to fund direct program expenses only. No indirect or overhead expenses may be
funded by JET funds. Indirect costs are those costs not directly attributable to funding a participant’s
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cost. Indirect costs might include overhead costs for your organization such as salaries, rent, utilities, or
fringe benefits.

Grant funds must be expended in the workforce development board district served by the grant, i.e., the
workforce development board district for which the grant was awarded.

Failure to expend JET funds in accordance with the limitations and restrictions in the Chart of Accounts,
the contract, the grant application, the grant instructions, and all other Comptroller instructions will lead
to immediate cancellation of the grant.

Failure to sufficiently and accurately account for all grant expenditures and matching funds or to provide
false or misleading information will result in early termination of the grant and/or affect future awards.
The recipient may be referred to the Comptroller’s Criminal Investigation Division or Internal Audit
Department. Recipient may also be referred to another state agency, including but not limited to, the
Attorney General’s Office.

JET grant funds must be expended for authorized activities or uses, including any funds expended under
subcontracts. JET funds cannot be used for the purpose of funding political, lobby, or religious activities
such as sectarian worship, instruction, or proselytization.

If you have a question on whether a specific expenditure meets the criteria for an authorized
expenditure, contact our office prior to expenditure. Exceptions must be granted in writing by an
authorized representative of the Comptroller’s office. Written exceptions must be attached to the
expenditure support documentation for audit and review purposes.

Matching Funds and In-Kind Contributions
Matching funds are required.

Matching funds may be used to fund expenditures not authorized for funding by JET funds.

Matching funds must be expended in proportion to the ratio for matching funds specified in the grant
application. Changes in matching funds such as the match provider, the match amount, or the match to
expenditure ratio must be pre-approved in writing by the Comptroller’s office.

Matching funds must be expended on the same program for which the grant funds are provided and
valued in a manner acceptable to the Comptroller’s office.

Only the following types of matching funds are acceptable:

e (Cash

e In-kind Contributions
e Equipment

e Equipment use
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e Materials

e Supplies

e Personnel

e Curriculum Development Cost

e Administrative Costs Directly Attributable to the JET Program

Expenditure Tracking and Reporting
Recipient must track expenditures in sufficient detail, including participant level and matching funds
detail where applicable, to demonstrate that funds were expended as authorized.

JET program expenditures, including expenditures funded by matching funds, must be tracked and
reported separately using the attached Chart of Accounts. Recipient must use the accounts listed.

Separate accounting records, reports, and files must be maintained for JET program activity.

Refunds of expenditures such as refunds of tuition, textbooks, or registration fees, should be posted to
the account originally charged for the expenditure. When reporting expenditures, the expenditure
should be reported net of any refunds or voided checks.

Quarterly Grant Reports

The initial quarterly report for the first round of nonprofit grants awarded in October 2009 is due no
later than February 28, 2010, for the period beginning with contract signing by the Comptroller’s office
and ending January 31, 2010.

Subsequent quarterly reports are due 30 days after quarter end based on the state’s fiscal year which
begins September 1 and ends August 31. Quarter ending dates are November 30, February 28 (29 in
leap years), May 31, and August 31. Reports are due to our office no later than 30 days after the quarter
ending date.

Information must be submitted in an Excel spreadsheet format as designated by the Comptroller. Upon
receipt of these instructions, please send an email to JETgrants@cpa.state.tx.us to request a copy of the

Excel spreadsheet and reporting instructions.
All fields in the report must be completed. Non-applicable fields must be populated with N/A.

A unique number assigned to each grant by the Comptroller will be included in the Excel spreadsheet
and should be used on all correspondence.

Files must be transmitted in a secure manner. A transmittal E-mail with the Excel spreadsheet attached
must be sent to the above contact address. The subject field should be labeled “Quarterly Report for the
Quarter Ended Grant No. J

Revised March 11, 2010 8


mailto:JETgrants@cpa.state.tx.us

Jobs and Education for Texans (JET) Nonprofit Launchpad Grant Program

The Excel spreadsheet must be encrypted and password protected.

Each recipient must assign a file password that is at least eight (8) characters in length and contains
three (3) of the following unique types of characters:

1) Uppercase character (A through 2)

2) Lowercase character (a through z)

3) Numeric digit character (0 through 9)

4) Non-alphanumeric character (for example: characters such as |, #, @, S, or & may be used)

After sending the transmittal E-mail with the report attachment, an authorized representative of the
organization must call the Comptroller’s office at (512)936-2064 and provide the name of the
organization, the grant number, and the Excel file password. Do not include the password in the
transmittal E-mail or other written communication.

Expenditure information will be compared to the grant application budget for consistency and accuracy.
Exceptions will be rejected.

Only those expenditures incurred within the date range covered by the grant award are eligible for
funding. All expenditures must be reported on the final report to be eligible for JET funding.

After review and verification of the completeness of the Excel file and compliance with expenditure and
reporting requirements, the Comptroller’s office will begin processing the next payment for grants of
more than $100,000. The recipient will be contacted in writing by an authorized representative of the
Comptroller’s office if follow-up information or clarification is necessary. Follow-up questions or need
for clarification may delay the next disbursement.

Final Grant Report

The final report is due 60 days after the grant ending date. All expenditures must be included. No
subsequent payments will be issued. The final payment cannot cause the total payments to exceed the
total grant award.

All grants terminate in accordance with contract terms. In no event will a grant period extend beyond
two years from the contract signing date.

Audit

All JET program funds, including matching funds, are subject to both desk-top and on-site audits by an
authorized representative of the Comptroller’s office and the State Auditor’s Office.

No prior notice of audit is necessary. JET accounting records and JET files must be made available to
Comptroller auditors or representatives on demand. Work space should be provided for auditors as
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necessary. Failure to cooperate with auditors can lead to immediate termination of the grant and a
demand for refund of all JET funds received to date.

Each expenditure must be supported by sufficient detail to verify the accuracy and appropriateness of
the expenditure. Support documentation should include, but not be limited to, an original vendor
invoice for services rendered that includes the invoice date and amount, the date services were
rendered, the type of services rendered, the name of the participant(s) for whom services were
rendered, the name of the person authorizing payment, and the source of funding used to fund the
expenditure (JET funds or name of entity providing match funds).

Unauthorized expenditures or expenditures without sufficient support documentation are not eligible
for JET funding.

The Comptroller’s office will provide a written report of each on-site audit to the organization’s
governing board within 60 days of completion of the audit.

The organization is required to submit to the Comptroller’s office copies of reports of audits performed
by other auditors, including any responses to findings from other auditors, within 60 days of completion
of the audit.

Financial Statements

Recipient must provide copies of annual audited financial statements as available no later than 30 days
of completion of the audit. In the event that the organization is not audited, unaudited financial
statements should be provided within 45 days of fiscal year end.

IRS Form 990

Recipient must provide a copy of the organization’s Form 990 annually no later than 30 days after filing
deadline.

Changes in 501(c)(3) status must be reported to Comptroller within 5 working days of notification from
IRS. If the organization loses its 501(c)(3) status, the grant will be terminated.

Subcontractors
In accordance with Attachment D of the contract, all subcontracts that exceed 10% or more of the total
grant funds awarded must be pre-approved by the Comptroller’s office in writing.

Requests for pre-approval should be sent to the E-mail address noted above.
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Survey

The recipient is responsible for making sure that every participant takes the JET Fund’s initial survey
within the first 30 days of receiving the first grant disbursement from the Comptroller. The survey can
be found at http://www.everychanceeverytexan.org/funds/survey.

Success Measures

House Bill 1935 and House Bill 3 require the recipient to demonstrate that the organization’s program
has achieved or will achieve success among program participants in the following areas, to the extent
applicable to the type of program the organization provides:

1) Above average completion of developmental education among participating public junior
college or public technical institute students;

2) Above average persistence rates among participating public junior college or public technical
institute students; and

3) Above average certificate or degree completion rates by participating students within a three-
year period compared to demographically comparable public junior college and public technical
institute students.

Definitions of the success measures included in the reports are available on the Texas Higher Education
Coordinating Board Web site at
http://www.txhighereddata.org/Interactive/Accountability/CC_Success.cfm?FICE=445566.

Prevailing Wages
Recipients should demonstrate whether the program achieves placement of participants in jobs
providing wages equal to or higher than the region’s prevailing wage rates.

Prevailing wage means a wage determination as used by the Texas Workforce Commission (TWC) for the
Skills Development Fund or similar TWC programs or as determined by the Comptroller using relevant
federal, state, and local labor wage data. Projected wages for your program should be compared to
prevailing wages for the occupation at entry level based on 40 hours per week, no overtime.

Information on determining prevailing wages for your region can be found at
http://www.tracer2.com/cgi/dataAnalysis/AreaSelection.asp?tableName=0eswage.

Earnings Gains
Increased earning power of participants and economic gain to the state of Texas are critical to the
success of the JET program.
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In determining historical and projected earnings gains, the Comptroller’s office will compare the income
of participants upon entry into the program to actual earnings at the completion of the program using
data from the TWC.

Useful Links
Administrative rules for the JET program are available at
http://info.sos.state.tx.us/pls/pub/readtacSext.ViewTAC?tac view=4&ti=34&pt=1&ch=8.

House Bill 1935 and House Bill 3, 81°" Legislative Session, are available at
http://www.house.state.tx.us/bills/welcome.php.

The Comptroller’s Window on State Government is available at http://www.window.state.tx.us/.

Information on the JET program is available at http://www.everychanceeverytexan.org/funds/.

A copy of the Comptroller publication Texas Works 2008, Training and Education for All Téxans
available at http://www.window.state.tx.us/specialrpt/workforce/.
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Attachment A
JET Launchpad Grant Funds
Chart of Accounts

5000 Tuition

Amounts paid to colleges and universities for tuition to enroll participants in JET-approved educational
or certification courses related to high-demand occupations. Includes costs of college hours or
certification courses. Tuition does not include room and board, books, or fees. Refunded tuition or
refunds for dropped courses for tuition paid by JET funds should be tracked and reported separately.

5100 Course Textbooks

Purchase of textbooks for participants related to attendance at colleges and universities while enrolled
in JET-approved educational or certification courses related to high-demand occupations. Refunds for
returned or sold textbooks paid for by JET funds should be tracked and reported separately.

5200 Fees

5201 Registration Fees related to participant attendance at colleges and universities to enroll
participants in JET-approved educational or certification courses related to high-demand occupations.
Examples include lab fees, computer fees, or other fees required to attend the course. It does not
include tuition, room and board, purchase of computers, books, or transportation.

5202 Testing Fees related to attendance at colleges and universities to enroll participants in JET-
approved educational or certification courses related to high-demand occupations or certification
testing fees.

5203 Certification Fees related to obtaining course completion certificate.

Any refunded fees paid by JET funds should be tracked and reported separately.

5300 Childcare

JET funds may only be used to pay childcare expenses necessary for the participant to attend a college
or university while enrolled in JET-approved educational or certification courses related to high-demand
occupations and only during the hours the participant is attending the course. Such expenditures should
be limited and only paid when critical to the participant’s successful participation in the program. Only
childcare for the participant’s dependent children living with the participant will be paid. Childcare
expenses funded by the JET grant are limited to no more than $20 per day or $200 per month per
participant for each of the participant’s dependent children living with the participant not to exceed a
total of three children or a total of S400 per month. Only services provided by licensed day-care
providers are eligible for funding by JET. Expenses must be supported by signed and dated receipts from
a licensed day-care provider. A sample invoice is provided on page 17; however, the provider’s invoice
should be used if it provides the same level of detail. Childcare expenses not covered by JET funds may
be eligible for funding by matching fund providers. Grantees must document all JET and non-JET funds
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the participant receives during their participation in the JET program to pay for childcare expenses.
Grantee must maintain the documentation in accordance with records retention requirements in the
contract and make the documentation available for review by Comptroller staff upon request.

5400 Transportation

JET funds may only be used to pay transportation expenses necessary for the participant to attend a
college or university while enrolled in JET-approved educational or certification courses related to high-
demand occupations. JET funds can only be used to fund transportation expenses for mass transit fees,
such as those for bus or rail unless an exception is pre-approved by Comptroller staff. If pre-approved
by Comptroller staff in writing prior to the expenditure, JET funds may be used on a limited basis to
purchase prepaid fuel cards. The Grantee must submit a written justification for each exception
requested. The exception will be considered only if the expenditure is critical to the participant’s
successful participation in the program. If approved by Comptroller staff, the funds can only be used to
purchase prepaid fuel cards that are restricted in use to fuel purchases only and cannot be used to
purchase other commodities. Any expenditure for prepaid fuel cards with JET funds prior to the Grantee
receiving written approval from Comptroller staff will not be an allowable JET expense. Funds may not
be used to purchase automobiles for participants or to fund repairs to participant automobiles. All JET
transportation expenses should be limited and only paid when critical to the participant’s successful
participation in the program.

5600 Tutoring

Funds expended to provide tutoring directly to participants as needed for successful completion of
university or college educational or certification courses funded by JET. Tutoring expenses must be
tracked at the participant level, including:

e name of tutor,

e name of participant,

e date of tutoring,

e hours of tutoring,

e hourly billing rate, and

e description of tutoring services provided.

5700 Training and Seminars

JET funds may only be used to fund participant training courses or seminars directly related to successful
completion of university or college educational or certification courses funded by JET. The organization
must obtain a signed form from the community college attended by the participant confirming that the
training or seminar is required or directly related to successful completion of the degree or certificate
program. The form must be retained as support documentation for the payment for the training or
seminar. The JET grant funds may not be used to pay for participant travel. Training and Seminar
expenses for non-participants cannot be paid with JET funds.
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5800 Supplies

Only supplies provided directly to the participant related to successful completion of university or
college educational or certification courses can be funded by JET. Examples would be uniforms,
participant school supplies (pencils, notebooks, etc.), or welding rods. A maximum of S50 for supplies
per participant is allowed for the life of the grant unless pre-approval is obtained in writing from the
Comptroller’s office for amounts that exceed the $50 per participant per grant limit.

5900 Counseling

Career educational and training counseling expenses may be funded by JET for JET program participants
when necessary for the successful completion of university or college educational or certification
courses approved by JET. Such counseling expenses are limited to $1,000 per participant for the life of
the grant and may not be used to pay for psychiatric, drug, alcohol, or mental health counseling.

JET funds may be used to pay for career educational and training counseling services provided directly
by program staff to JET program participants. The following career educational and training counseling
services are eligible for funding by JET funds:

e Determination of participant eligibility for participation in the JET program

e Participant skills and knowledge assessment

e Development and monitoring of a participant career educational and training plan
e Assisting participant with access to tutoring and other counseling services

e Assisting with job readiness, search, and placement

The participant’s career educational and training plan must be available for inspection and should
include at a minimum the following:

e Participant career and training goals;

e Remediation plan to address educational or job training deficiencies;
e Progress updates, and;

e Plan close-out at participant completion of program.

The participant’s career educational and training plan should not include information that would violate
the rights afforded students under FERPA rules and regulations. The JET grantee is fully responsible for
the protection and confidentiality of information gathered pursuant to the JET participant’s career
educational and training plan.

Career educational and training counseling expenses must be billed on an hourly basis and tracked at
the participant level, including:

e Name of counselor;
e Name of participant;
e Date of counseling session;
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e Hours of counseling;
e Hourly billing rate, and;
e Description of counseling services provided.
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Sample Day Care Provider Invoice

Name of Licensed Day Care Provider:
Address of Licensed Day Care Provider:

Provider's Telephone Number:

Invoice Number:
Invoice Date:

Invoice Amount:

| certify that | am a licensed day care provider for the state of Texas. | provided hours of childcare services in caring for
(name of child) to (name of parent or legal guardian) on
(date) from (beginning time) to (ending time) at the hourly rate of $

Printed Name of Authorized Representative of Day Care Provider

Signature of Authorized Representative of Day Care Provider Date

As parent or legal guardian of the above named child, | certify that these childcare services were critical to my successful
participation in the JET program.

Printed Name of Parent or Legal Guardian

Signature of Parent or Legal Guardian Date
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Jobs and Education for Texans (JET) Nonprofit Launchpad Grant Program

Attachment B
Financial Need Definitions

\ Census Bureau

Family http://www.census.gov/population/www/cps/cpsdef.html

Family.

A family is a group of two people or more (one of whom is the householder)
related by birth, marriage, or adoption and residing together; all such people
(including related subfamily members) are considered as members of one family.
Beginning with the 1980 Current Population Survey, unrelated subfamilies
(referred to in the past as secondary families) are no longer included in the count
of families, nor are the members of unrelated subfamilies included in the count of
family members. The number of families is equal to the number of family
households, however, the count of family members differs from the count of
family household members because family household members include any non-
relatives living in the household.

Income Following the Office of Management and Budget's (OMB) Statistical Policy Directive
14, the Census Bureau uses a set of money income thresholds that vary by family
size and composition to determine who is in poverty. If a family’s total income is
less than the family’s threshold, then that family and every individual in it is
considered in poverty.

The official poverty thresholds do not vary geographically, but they are updated for
inflation using Consumer Price Index (CPI-U). The official poverty definition uses
money income before taxes and does not include capital gains or noncash benefits
(such as public housing, Medicaid, and food stamps).

Money income used to compute poverty status includes earnings, unemployment
compensat i aampensatiorn, SodcalrSexurity, Supplemental Security

| ncome, public assistance, veterans
retirement income, interest, dividends, rents, royalties, income from estates,
trusts, educational assistance, alimony, child support, assistance from outside the
household, and other miscellaneous sources. For each person in the sample 15
Time Frame years old and over, the CPS asks questions on the amount of money income
received in the preceding calendar year.

Noncash benefits (such as food stamps and housing subsidies) do not count.
Before taxes.
Excludes capital gains or losses.

If a person lives with a family, add up the income of all family members. (Non-
relatives, such as housemates, do not count.)

Revised March 11, 2010 18



