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Exceptional Student Services

Grow Your Own Program

Teacher of Students with Visual Impairments Specialization Program
Grant Name: 2013 IDEA – TVI Certificate

TVI Grant Planner
The Grant Planner provides step-by-step instructions for completing the grant application found in the Grants Management Enterprise (GME). It has worksheets that may be used to help you plan and develop the budget and other parts of the application. Use the guide to organize your data and draft the narrative responses. After completing the worksheets, copy the information to the GME grant template.
Topics headings are cross-referenced with the Request for Proposals (RFP). The RFP supports the Grant Planner by providing more comprehensive information about the grant and grant requirements.
The Grant Planner is divided into five major sections:
1. section i grant funding: Provides worksheets for Budget and Payment Schedule planning.
2. FFATA Reporting Requirements. Provides a worksheet for the FFATA reporting requirement. One narrative response is required.
3. section ii pea supplement: Provides worksheets that focus on district or charter school responsibilities. Some narrative responses are required.
4. section iii student supplement: Provides worksheets for student information and the courses that will be taken during the program year. Some narrative responses are required.
5. grant process survey: Provides a facsimile of the Grant Process Survey found in the GME application.
Grant Approval

The following must be in place before the grant receives official web approval:

· ADE/ESS receives confirmation from the university program advisors that the student has been accepted into the Teacher of Students with Visual Impairments program.
· The PEA demonstrates the ability and willingness to provide appropriate support to the student.
· The Supplemental Information Packet (SIP) is received from the student or district or charter school.
section i

grant funding
Refer to the RFP, SECTION I GRANT FUNDING, pages 4-6, for more comprehensive information about this section.
This section should be completed by the district or charter school’s grant writer.

Budget

1. Refer to the student’s 2013 Course Plan for the correct course numbers to reference in the budget if the student is enrolling in different classes or adding classes to the following Phoenix course offerings during the year:
· Fall 2012: SERP 520: Low Vision and Visual Functioning
· Spring 2013: SERP 524: Methods of Teaching the Visually Impaired
2. Tuition for a teacher or paraprofessional should go in Support Services 2100, 2200, 2600, 2700.
Tuition for an employee who is not currently teaching should go in Support Services - Admin 2300, 2400, 2500, 2900.
· Employee Benefits 6200 for tuition that will be reimbursed to a student who will self-pay.

· Purchased Professional Services 6300 for tuition that is paid directly to the university for a student with a documented financial hardship.

3. The following examples demonstrate correct budget descriptions. Anita’s example shows proper placement and budget format for a classroom instructor. Margaret’s example should be used for a student who is not currently employed as a teacher or classroom aide.

	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Employee Benefits
	6200
	4,776.00
	Anita (Instruction)
Fall 2012: SERP 520 (3 credits) = 2,388

Spring 2013: SERP 524 (3 credits) = 2,388

	Support Services - Admin 2300, 2400, 2500, 2900

	Purchased Professional Services
	6300
	4,776.00
	Margaret (Non-instruction)
Fall 2012: SERP 520 (3 credits) = 2,388

Spring 2013: SERP 524 (3 credits) = 2,388


4. The tuition for each semester includes the mandatory fees.

5. For PEAs that have a 2013 approved indirect cost rate, the GME will calculate the amount allowed; however, you must manually type that into the appropriate cell in the GME grant template in order for it to be added to the total grant amount.

	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Salaries
	6100
	
	

	Employee Benefits
	6200
	
	

	Purchased Professional Services
	6300
	
	

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	

	Support Services - Admin 2300, 2400, 2500, 2900

	Salaries
	6100
	
	

	Employee Benefits
	6200
	
	

	Purchased Professional Services
	6300
	
	

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	


Payment Schedule
1. Enter one payment amount in the September cell to cover the Fall 2012 tuition needs.
2. Put the balance of the requested grant amount in the RSP section at the bottom.
3. To comply with Cash Management requirements, submit a Cash Management Report 18th of each month, even if the report is for $0.00.

4. Release of the initial cash disbursement will occur on the first day of the month following web approval. Unresolved issues such as line item placement revisions will result in delays.

	Month
	TVI Certificate

	July
	

	August
	

	September
	

	October
	

	November
	

	December
	

	January
	

	February
	

	March
	

	April
	

	May
	

	June
	

	July (13)
	

	August (14)
	

	September (15)
	

	RSP
	

	Total
	


ffata reporting requirements
In order to meet FFATA reporting requirements, Sub-grant recipients must register CCR (Central Contractor Registration) and have a registered DUNS number.

Please complete the following information. “I confirm” is the only possibility for questions 1 and 2.

	FFATA
	Text Boxes

	1
	Please check to confirm that your entity has met the annual Central Contract Registry at https://www.bpn.gov/ccr/default.aspx and have a registered DUNS number. 

You can search DUNS numbers at: http://fedgov.dnb.com/webform/CCRSearch.do?val=1
	I confirm

(

	2
	Please check to confirm that you submitted Section E of FY 2012 General Statement of Assurance.
	I confirm

(

	POP (Primary Place of Performance) Information
	Text Boxes

	3
	POP City
	

	4
	POP State
	

	5
	POP Zip Code
	

	6
	Please provide a short description of your project in one to two paragraphs.
	


section ii
pea supplement

Refer to the RFP, SECTION II PEA SUPPLEMENT, pages 7-10, for more comprehensive information about this section.
This section should be completed by the district or charter school’s grant writer.

There are several narrative responses to questions in this section. Try to limit each narrative to about 500 words, but do not exceed 7,500 characters including spaces. Importing text into the GME that is more than 7,500 characters will prohibit saving the page and/or will result in lost data. Conduct a spell check and word/character count on each narrative before importing it to the GME application template. 

The text boxes in these worksheets will expand with the amount of text that is typed into it. However, the GME application template text boxes are set to display five lines only. You will not be able to view the entire imported text until the page is saved.

Project & Finance Contacts

Provide the names and contact information for the district or charter school staff listed in the table. If the special education director and the project coordinator are the same, that person should be listed twice.
	
	Name
	Phone
	Email

	Special education director
	
	
	

	Project coordinator
	
	
	

	Finance office contact
	
	
	


Public Notice Assurance

The GME application has multiple-choice check boxes that you may click on to select the methods you will use to fulfill the Public Notice Assurance requirement. You will not be able to click on the check boxes in this worksheet. Find another way to identify your choice such as highlighting those that apply so that you are prepared when entering data in the GME grant template. If “Other” is checked, be sure to identify the method.
	Public Notice Assurance

	1
	Check all notification methods that will be used to fulfill the Public Notice Assurance requirement during this program year. If “Other” is checked, please specify.
	( Newspaper advertisement

( Board meetings
( Newspaper advertisement
( Library
( Website
( Other



Tuition Payment & Recovery of Funds
1. Note that “PEA agrees to this” is the only possibility for questions 1 and 2.
2. Draft a brief narrative for question 3.
	Tuition Payment & Recovery of Funds
	Text Boxes

	1
	Tuition Reimbursement: The PEA agrees to reimburse tuition to the student upon presentation of the university’s grade statement as proof of an acceptable grade. The exception to this is a student who has a financial hardship; however, course grades must still be collected and monitored, even though grades will be posted after payment of tuition to the university.
	PEA agrees to this
(

	2
	Financial Hardship: In the case of a financial hardship, the PEA agrees to pay tuition costs directly to the university. If there is a delay in the grant’s approval and initial disbursement of funds, ESS recommends that the PEA consider another funding source to pay the tuition. The local funding source may be reimbursed with grant funds after the grant is approved.
	PEA agrees to this
(

	3
	Recovery of Funds: The PEA must have policies and procedures in place for the recovery of tuition from the student under limited conditions. Based on the student’s failure to meet university performance and grade requirements and the UA/DPS program advisor’s decision to release a student for non-compliance to program standards, tuition will be paid back by the student and returned to ADE/ESS through the completion report process. Describe your procedures for the recovery of any tuition funds.


	


Needs Assessment
1. Regarding questions 1 and 2, refer to the RFP, vi student requirement disclaimer, page 8.
2. Questions 2 and 3 require narrative responses.

	Needs Assessment
	Text Boxes

	1
	The number of students with VI currently enrolled in the district/charter school
	

	2
	A general description of up to five of your students with VI, including:
a. Age
b. Primary disability
c. Secondary disabilities
d. Specific education and related service needs as identified in their IEPs
	

	3
	Challenges in meeting the needs of these students and the VI population in general
	


Local Support

1. Fill in the text form fields with the estimated cost for each item in the Description column.

2. The university will assign a cooperating teacher to each student. Some districts have a university-approved cooperating teacher. If the university has informed the district that its approved cooperating teacher will be assigned to the student, include the first item listed in the Salaries line.

3. Some items have predetermined costs (see the RFP, pages 9 and 10, for a list of required textbooks).

4. Calculate the total amount for each line item and add that amount to the Amount column.
5. Total the Amount column.
6. Add other items at your discretion such as release time and computer time to complete web-based courses and homework assignments.

7. Copy the information in this table to the GME application template.

8. Because of limitations in the GME, you may not be able to view all the text that is imported into each Description cell until the page is saved.

	
	Description
	Amount

	Salaries
	Cooperating teacher salary: Estimated 10-15 one-hour meetings over the three-year program =      
Student salary: Estimated 10-15 one-hour meetings over the three-year program =      
Administrative staff salary for monitoring, tracking, documenting, etc.: Estimated       hours over the three-year program =      
	     

	Employee Benefits
	     % benefits rate =      
	     

	Purchased Professional Services
	One-time non-degree enrollment fee @ $35
	35.00

	Other Purchased Services
	Estimated cost for program-related travel expenses =      
Mileage

Lodging

Meals
	     

	Supplies
	Textbooks = $545
	545.00

	Other Expenses
	Estimated cost for Internet, facilities, & equipment use =      
	     

	Total
	     


attention: In the GME application template, the Description column fields may not display full text input until the page is saved and there is a “View Application” display option or the “Summary and Submit” has been completed. The GME site is currently under reconstruction, which may interfere with the amount of text that is placed in each cell. If, after saving the Local Support page, you are unable to see all of the text that was entered into a cell, please contact Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov for alternate avenues for completing this page. 

section iii

student supplement

Refer to the RFP, SECTION III STUDENT SUPPLEMENT, pages 11-13, for more comprehensive information about this section.
This section should be completed by the student.

There are several narrative responses in this section of the grant application. Each narrative should be limited to 500 words; however, the GME application template will accept text up to 7,500 characters including spaces. Importing text that is greater than 7,500 characters will prohibit saving a page and may result in lost data. Conduct a spell check and word/character count on each narrative before importing it to the GME application template. 

The text boxes in these worksheets will expand with the amount of text that is typed into it. However, the GME application template text boxes are set to display five lines only. You will not be able to view the entire imported text until the page is saved.

Student Information
The questions are listed in the blue shaded areas at the left of the template.
1. Provide your first initial and last name only. do not type your whole name on this page.
2. Provide an email address that will remain active throughout the three-year program, including during the summer months when school is not in session. This may not be your work email address.
3. If applicable, draft a brief narrative describing your financial hardship.
	Student Information
	Text Boxes

	1
	Student’s first initial and last name
	

	2
	Email address
	

	3
	Hardship statement: Under certain financial hardship circumstances, allowance can be made with PEA endorsement for tuition to be paid to the university rather than be reimbursed to the student after grades are received. If you believe you have a financial hardship, briefly describe your circumstances.
	


Student Questionnaire

1. The questions are listed in the blue shaded areas at the left of the template. Provide the information in response to the questions in the table below.

2. Draft narratives for questions 2 and 3.
3. Question 3 is a personal essay that describes your interest in the UA/DPS VI program. As part of the university’s admittance requirements, you are required to submit a letter of interest that describes your background and interest in the VI program. You may use the content of that letter here, but be sure to include how you plan to use this certificate, with what populations, and any other related goals (e.g., improving your skills as a special educator) if these topics were not discussed in the original letter.
	Student Questionnaire
	Text Boxes

	1
	List any training you have completed in the past five years related to VI (e.g., workshops, conferences, site-based training)


	

	2
	Briefly describe your experiences with children or adults with VI (e.g., two years in an elementary school as a teacher of students with disabilities including VI students; parent of a child with VI)
	

	3
	Write a personal essay that describes your interest in the university’s VI program. Include how you plan to use this certificate, with what populations, and any other related goals (e.g., improving my skills as a special educator)
	


2013 Course Plan

Refer to the RFP, page 12, for a list of program classes.
2013 first-year classes offered in Phoenix are:

· Fall 2012, SERP 520: Low Vision and Visual Functioning, 3 credit hours
· Spring 2013, SERP 524: Methods of Teaching the Visually Impaired, 3 credit hours
Students wishing to take additional classes or who wish to enroll in different classes at the Tucson campus should contact the university program advisor for assistance in selecting appropriate classes.

To add a row to this table, place the cursor in the last cell and hit the Tab key.

	Semester
	Units
	Course Number
	Course Name

	
	
	
	

	
	
	
	

	
	
	
	


Supplemental Information Packet

Submission of the Supplemental Information Packet (SIP) is required to complete the tuition scholarship application. For more information on SIP requirements and submission instructions, see the RFP, page 13.
You may request a copy of the SIP with instructions for submitting the required documentation by contacting Celia Kujawski at Celia.Kujawski@azed.gov.

ADE/ESS is not responsible for a SIP that is
1. Not received and does not have proof of delivery/receipt. For this reason, return receipt request is recommended when the supplemental information is posted.

2. Mailed to the wrong address.

grant process survey
Refer to the RFP, GRANT PROCESS SURVEY, page 14, for more comprehensive information about this survey.
This section should be completed by the district or charter school’s grant writer.

Grant Process Survey

The GME has multiple choice radio buttons that you may click on to select the description that best fits how you feel about an issue. You will not be able click on the radio button in this worksheet. Find another way to identify your choice, such as highlighting the box or deleting all that do not apply.

Provide comments that will allow us to make targeted adjustments to the system and process. If you were somewhat satisfied or not satisfied with any item, please identify what was problematic so that we can fix it.
	Grant Process Survey

	1
	RFP download
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 
	N/A

· 

	2
	Grant Planner
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 
	N/A

· 

	3
	Appropriate info
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 

	4
	Ease of GME navigation
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 

	5
	ADE/ESS contact
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 
	N/A

· 

	6
	Comments
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