Narrative Instructions

Grants funded through federal sources require a completion report to be filed with the Arizona Department of Education (ADE) within 90 calendar days after the project end date. 

GME common logon is a protected area on the ADE web site and requires access permission. If you do not have common logon permission established through your district or charter school, and you have the responsibility to file the required reports, you must work with your education agency’s business office for assistance and to coordinate fiscal and program reporting. 

Questions regarding the online submission of the budget information should be directed to ADE Grants Management Office, (602) 542-3452. 

Questions regarding other aspects of the report should be directed to The ADE/ESS Funding Unit at (602) 542-3851 or ESSFunding@azed.gov. 

Review instructions thoroughly before completing the online report, which will help to eliminate errors and expedite the completion report approval process. 

NOTE: LEA’s must follow the USFR Accounting Procedures Section VI-E-1 related to fixed assets inventory control. Each LEA should establish adequate control and accountability over these assets by developing a complete property control system.
· The session time allowed for entering information into the Grants Management System is 30 minutes without usage (saving data). When entering large amounts of data it is strongly recommended that you monitor your time and Save/Continue before the end of the 30-minute period or… 

· Save and exit the application, then re-enter and resume the process. Only the data you last saved will remain. 

· Where appropriate, answer offline and re-enter the process to copy and paste the answers to the online boxes. 

· If your financial records are kept by the county superintendent office, they will receive your completion report prior to the receipt by the ADE. Please allow sufficient time for their review and approval which is included in the 90 day time frame. 

Failure to submit the completion report will result in current year funds being interrupted as of 91 days after the project ending date. Your carryover amendment(s), if applicable, will not be processed until the completion report is finalized. 

Coordinated Early Intervening Services Guidance How to determine which students to count: 
Students in every group must meet the following criteria in order to be counted: 

· in kindergarten through grade 12, 

· not currently identified as needing special education or related services, but 

· needing additional academic and behavioral support to succeed in a general education environment. (as determined by PEA)

A. Professional development: 

Students served by personnel who participated in professional development activities supported with CEIS funds should be counted as receiving CEIS as follows: 

· If the professional development was conducted between July 1st and December 31st, count and track those targeted students served in the same fiscal year only 

· If the professional development was conducted between January 1st and June 30th , count and track those targeted students served in the next fiscal year only

B. School-wide intervention initiatives: 

Students who participated in school-wide intervention initiative activities supported with CEIS funds should be counted as receiving CEIS as follows: 

· If the school-wide intervention initiative was implemented between July 1st and December 31st, count and track those targeted students participating in the same fiscal year and in each subsequent year they participate 

· If the school-wide intervention initiative was conducted between January 1st and June 30th , count and track those targeted students participating in the next fiscal year and in each subsequent year they participate 

C. Educational and behavioral evaluations: 

Students who are evaluated to determine the supports necessary for success in a general education environment should be counted as receiving CEIS in the year of evaluation. 

D. Direct services and supports

Students receiving direct service or supports supported with CEIS funds should be counted every year in which they receive the services and must be tracked for the next two years.
If you have set aside funds for Coordinated Early Intervening Services in either of the two years prior to this year, you must report on the number of students who received those services and subsequently received special education and related services. 
CEIS – 2 Year Tracking

	The year CEIS was provided
	# of students who rec’d 

CEIS in a Prior Yr
	# of students served FY09 or FY10 in SPED FY11 

	FY09
	""
	""

	FY10
	""
	""


ONLINE NARRATIVE QUESTIONS
	

	Fund Expenditure Discrepancies

	1
	Describe any significant discrepancies in fund expenditures from the latest approved amendment (e.g., large balances in line items, significant shifts in personnel expenditures, explain the reason for over-expenditures of line items). If your completion report shows an overall budget balance of 15% or greater, please explain in detail the reason you were unable to spend the funding you were awarded.



	Use of CEIS Funds

	2
	Did you identify, in your application or amendment, an amount (up to 15%) to be used for CEIS (Coordinated Early Intervening Services) for students who are NOT currently identified as needing special education or related services but who need additional academic and behavioral support to succeed in a general education classroom? If yes, you must answer questions 4-11.
	Yes
	No

	3
	Identify the amount set aside for CEIS. (up to 15% minus the MOE reduction amount, if any)

	4
	Enter the amount actually spent. Include the type of expense and how much was spent on each type of expenditure. Examples: Tutoring $1000.00, Teacher professional development $500.00, educational and behavioral evaluations $2000.00



	5
	Identify the number of regular education students K-12 who were served or affected during this grant period by CEIS services as well as the type of service they were provided. For example: tutoring, enrichment, professional development to teachers. (Unduplicated)



	6
	Do you have a system in place to track those students served with CEIS funds for the next two years in order to determine whether they are ultimately referred for Special Education services?
	Yes
	No

	7
	If you answered yes to question #7, please describe the procedure developed.

	8
	Enter the number of students receiving CEIS during this grant period using IDEA Funds. (Unduplicated)
	


	CEIS Services Provided

	9
	Enter the Type of Coordinated Early Intervening Services (CEIS) provided by completing the following table.

(see the Narrative Instructions on "How to determine students to count" located under the header labeled IDEA Basic Completion Report.) 
""
# of students served

(may be duplicated)
Professional Development

School-wide Intervention Initiatives
Educational and Behavioral Evaluations
Direct service or support


	CEIS – 2 Yr Tracking

	10
	If you have provided Coordinated Early Intervening Services (CEIS) in either of the two years prior to this year, you must report on the number of students who received those services and subsequently received special education and related services this reporting period.
# of Students who rec'd
CEIS in a Prior Yr
# of students served FY09 or FY10 in SPED FY11
FY09
FY10



	Detailed Expenditure Reporting

	11
	The information below is being requested to assist with the detailed reporting of the total amounts for IDEA funds expended
A. IDEA Basic Expenditures – Amounts provided to the local education agency (LEA) to assist with the excess costs of providing special education and related services to children with disabilities (as defined in 34 C.F.R. Sections 300.16 and 300.202).
B. Early Intervening Services Expenditures) – Early Intervening Services can be no more than 15% of the total available minus any MOE reduction taken and carries additional data requirements.
C. Proportionate Share Expenditures (Districts ONLY)– IDEA funds will be subject to the provision of services for children with disabilities in parentally-placed private schools and home schooled students. 

Detailed  Expenditure Reporting 

(see online form for entire document)
Line Item

IDEA Project Activities

(expenditures)

Coordinated Early Intervening Svcs

(expended)

Proportionate

Share

(Districts ONLY)

Salaries

6100
Employee Benefits
6200
Purchased Professional Services
6300
Purchased Property 

Services

6400

Other Purchased Services
6500
Supplies
6600
Other Expenses
6800
  

	Summative Comments

	12
	Please use this section to discuss program accomplishments or milestones within the special education program. Note any teacher/student awards/recognition, collaboration efforts, etc., that demonstrate the effort and quality of the program.
  


1

