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Exceptional Student Services

Team Training Program
Arizona Teams Intervening Early to Reach All Students
Grant Name: 2013 IDEA – AZ TIERS
Funding Source: Individuals with Disabilities Education Improvement Act (IDEA)

Grant Planner
The Grant Planner provides step-by-step instructions for completing the grant application found in the Grants Management Enterprise (GME). It is the companion document to the Request for Proposals (RFP), which outlines the grant-funded training, eligibility, calendar of training events, funding allowances, and other important information that the applicant will need. The worksheets found herein may be used to help you plan and develop the budget and other parts of the application. Copy the information from this document to the GME grant template.

note: The Grant Planner is a tool for your use and should not be submitted instead of or in addition to the GME’s grant application. You should keep this document for your records.

Grant Submission Deadline

Grants supporting team training must be submitted as soon as possible. Because of the limited time between now and the first training, the grant will be active in the GME until all applications are received. Grant approval is guaranteed by ESS (see ADE/ESS Assurance of Grant Approval below).
Grant applications must be submitted online through the GME. Online submission is not site or port restricted; however, it is common logon restricted. One may submit an online application from any computer that has Internet access as long as that person has GME common logon permission. To check your common logon permission status, contact the ADE Support Center, 602-542-7378, enterprise@azed.gov.
	ADE/ESS Assurance of Grant Approval
ADE/ESS understands that public education agencies need confirmation of an approved grant before issuing a purchase order and releasing staff to attend training. Because of time constraints, the grant will not be approved prior to the first training event. ADE/ESS ensures that each applicant PEA will receive grant approval for funding to support team participation in this training and will work with the district to get the application submitted and approved as soon as possible. However, the PEA must be prepared to submit a PO to cover registration and, if applicable, pay for the team’s travel expenses. A team will not be allowed to attend the training without the PO on file. If local funding is spent, that funding source may be reimbursed with grant funds when the grant is approved. If you have any questions, please contact Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.




The ADE internal grant review process must be completed prior to web approval. A grant will receive “official” web approval as soon as possible after all funding and programmatic requirements are met. Release of the initial funding will occur on the first day of the month following web approval, so it is important to resolve any budget and supplemental application issues as soon as possible.
Team Needs Table
This table will help you to identify your team needs. Fill in the Amount/Number for each item and use that information to calculate the grant support for team participation.
· Use MapQuest to determine the mileage from the district/school to the training site and double that amount to calculate round trip miles. Round up to the nearest mile.
· Consult the RFP Lodging & Meal Allowance Table to determine the lodging allowance for your team.

· Breakfast and lunch are provided on training days as part of the registration fee; however,
· The reference to lunch in this table is applicable only to teams that are in travel status to and from the training between 11:00 a.m. and 2:00 p.m.
· The reference to breakfast in this table is applicable only to teams that are unable to return to their home districts by 8:00 p.m. after the second training day and must stay over an additional night. The second training day ends at 3:00 p.m. Most out-of-town teams will be able to return to their home districts by 8:00 p.m. and will not need additional lodging or meals.
	· 
	Amount/

Number
	
	Amount/

Number

	Grant-funded team members
	     
	Registration fee/team member
	$600

	Teacher team members
	     
	Round trip miles port to port
	     

	Daily teacher substitute rate
	$     
	Dinners /team member
	     

	Teacher substitute benefits rate
	     %
	Dinner allowance/member
	$27

	Nights of lodging/training event
	     
	Lunches/team member
	     

	Rooms/training event
	     
	Lunch allowance/member, if applicable
	$16

	Lodging allowance
	$     
	Breakfast/team member, if applicable
	     

	
	Breakfast allowance/member, if applicable
	$11

	DATES
	EVENT
	LOCATION

	September 26–27, 2012 

[Wed, Thu]


	Year 2
Event 1
	Hampton Inn Litchfield

2000 N Litchfield Road

Goodyear AZ 85395

623-536-1313

Request the state rate when reserving lodging for the team.
All training events will follow this daily routine:

Day 1

8:00 am, breakfast & registration/sign in

9:00 am – 4:00 pm, training sessions

Day 2

7:00 am, breakfast

8:00 am – 3:00 pm, training sessions


	January 30–31, 2013

[Wed, Thu]
	Year 2
Event 2
	

	May 1–2, 2013

[Wed, Thu]
	Year 2
Event 3
	


grant funding
Budget

See the RFP, FUNDING INFORMATION, to review budget guidelines and allowable expenditures.
The hypothetical team found in Team Membership of this document is used to demonstrate the budget example below. The expenses of the local funding team member are not included in the grant’s budget. Those expenses are listed in the Local Support section. Please note:
· Emulate the descriptions that are provided in the budget example and include additional information that ESS needs to evaluate the budget (i.e., male/female team member ratio for lodging, request for additional night’s lodging for a team that is unable to return to their home site by 8:00 p.m. following the training). ADE/ESS requests that the format (the descriptions for each line item) found in the example budget are used in your grant to help us expedite the approval process. A grant that does not follow the format for the budget is almost certain to be rejected for revisions. If you have questions, please contact Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.
· Expenditures that support the training of classroom teachers and instructional aides, including substitutes, must be placed under Support Services 2100, 2200, 2600, 2700. DO NOT place expenditures in Instruction 1000.
· Expenditures that support training of administrative staff and other noninstructional staff, including professional service providers (e.g., occupational therapists, speech therapists, etc.) and noninstructional aides, must be placed under Support Services - Admin 2300, 2400, 2500, 2900.

· To maintain in compliance with the Auditor General’s guidelines for IDEA Capacity Building grants, each team member should be allocated a percentage of travel and lodging expenses. Each of the six team members in this example gets about 16.7% per person. Round up or down so that you are using whole numbers. 33% is allocated for the teachers, and 67% is allocated for the noninstructional team members.

· The dollar sign ($) is not used in the description column in this example. You may choose to use the dollar sign or not.
· $100 teacher substitute rate and 10% substitute benefits rate are used in the budget example for demonstration purposes only. Please use your own substitute and substitute benefits rates.
· You may use either “round trip” or “R/T” to indicate round trip miles. Round up to the nearest mile and the nearest dollar when calculating mileage.
· For the purpose of this grant, the term “admin” is used for all noninstructional team members. You may use either “admin” or “noninstructional” to identify team members who are not teachers.
· Mileage claims are not allowed for local teams that travel less than 50 miles from district site to the training site. The cost of mileage should be paid by other local funding sources and included in the Local Support section.
· Additional funding for lunches is allowed for teams that are in travel status between 11:00 a.m. and 2:00 p.m. on the day before and the day after a training event.
· Additional funding for breakfasts is allowed for teams that are unable to return to their home sites by 8:00 p.m. following the second day of training and must stay over an additional night.

budget example

	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Salaries
	6100
	1,200.00
	2 teacher subs x 100 x 6 days = 1,200

	Employee Benefits
	6200
	120.00
	10% local benefits rate

	Purchased Professional Services
	6300
	1,200.00
	2 teacher registrations x 600 = 1,200

	Purchased Property Services
	6400
	0.00
	

	Other Purchased Services
	6500
	2,616.00
	Mileage: 580 R/T miles x 0.445 x 3 trips = 775

775 x 33% = 256
Lodging: 3 females/3 males: additional night required

4 rooms/3 nights/3 events = 4,896

4,896 x 33% = 1,616

Meals

2 teachers x 27 x 9 dinners = 486
2 teachers x 16 x 6 lunches = 192
2 teachers x 11 x 3 breakfasts = 66
Total meals = 744

	Supplies
	6600
	0.00
	

	Other Expenses
	6800
	0.00
	

	Support Services - Admin 2300, 2400, 2500, 2900

	Salaries
	6100
	0.00
	

	Employee Benefits
	6200
	0.00
	

	Purchased Professional Services
	6300
	2,400.00
	4 admin registrations x 600 = 2,400

	Purchased Property Services
	6400
	0.00
	

	Other Purchased Services
	6500
	5,289.00
	Mileage: 775 x 67% = 520
Lodging: 4,896 x 67% = 3,281
Meals

4 admins x 27 x 9 dinners = 972
4 admins x 16 x 6 lunches = 384
4 admins x 11 x 3 breakfasts = 132
Total meals = 1,488

	Supplies
	6600
	0.00
	

	Other Expenses
	6800
	0.00
	


Using the information in the Team Table Needs and the budget example above, plan and organize your budget using the following worksheet.
The Description column text boxes will expand to accommodate the amount of information that is typed in them.
budget worksheet

	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
	
	

	Subtotal
	
	


note: the GME will automatically calculate the district’s approved restricted indirect cost amount; however, in order to add indirect cost to the total grant amount, you must manually type that amount into the appropriate cell in the grant’s Line Items page.

Payment Schedule

The payment schedule complies with the monthly Cash Management Reporting System. Failure to submit Cash Management Reports by the 18th of each month may interrupt cash flow for this project.

The following payment schedule example shows placement of funding for expenses needed for the September training. This example draws from the budget example, which totals $12,825

. Funding for the first training event must be released for:

· 2 teacher subs x $100 = $200

· 10% local benefits = $20
· 6 members x $200 registration = $1,200

· 580 R/T miles x 0.445 = $282
· September lodging, 4 rooms, 3 nights (See the RFP document, Lodging & Meal Allowance Table, to determine the September lodging allowance for your team) = $1,428

· 6 dinners x $27 = $162

· 6 lunches x $16 = 96

· 6 breakfasts x $11 = $66

· Total = $3,454 (goes in the September cell, and the balance goes in the RSP cell)

payment schedule example

	Month
	AZ TIERS

	July
	0.00 

	August
	0.00 

	September
	3,454.00

	October
	0.00

	 November
	0.00 

	December
	0.00 

	January
	0.00 

	February
	0.00 

	March
	0.00 

	April
	0.00 

	May
	0.00 

	June
	0.00 

	July (13)
	0.00 

	August (14)
	0.00 

	September (15)
	0.00 

	RSP
	9,371.00

	Total
	12,825.00


In the payment schedule worksheet below:

· Enter one payment amount to cover the initial expenses in the corresponding September cell.
· Put the balance of the grant amount in the RSP cell. PEA submission of monthly Cash Management Reports will determine future payments.

payment schedule worksheet

	Month
	AZ TIERS

	July
	0.00 

	August
	0.00 

	September
	

	October
	0.00

	November
	0.00 

	December
	0.00 

	January
	0.00 

	February
	0.00 

	March
	0.00 

	April
	0.00 

	May
	0.00 

	June
	0.00 

	July (13)
	0.00 

	August (14)
	0.00 

	September (15)
	0.00 

	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.

“I confirm” is the only possibility for questions 1 and 2. Please complete questions 3–5 with the appropriate address information and draft a narrative for question 6. A grant in which this section is not fully complete will be rejected until compliance is met.
The text box for question 6 will expand to accommodate the amount of information that is typed in it.

	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.
	


Project Contacts

Contact information provided here will help to establish and maintain communication links between ADE/ESS staff and the designated fiscal agent. These individuals will be notified of training acceptance, grant approval, completion report instructions and timelines, and other grant and training-related issues.

Provide the names and contact information for the local special education director, grant project coordinator, finance office contact, and the team member who will act as the liaison between ADE/ESS and the team. Fill in all cells, even if some of these positions are filled by the same person.
	
	Name
	Phone
	Email

	Special education director
	
	
	

	Project coordinator
	
	
	

	Finance office contact
	
	
	

	Team liaison
	
	
	


Public Notice Assurance

The applicant must document public (constituent) notification of an awarded grant. This will include ways in which the general public, especially those who have an interest in the provision of special education and related services to students with disabilities, including parents, can be kept informed of the team progress.

Check the notification methods that will be used.
	Public Notice Assurance

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

      Board meetings

     Newspaper advertisement

      Library

      Website

      Other



PEA Financial Commitments

The applicant must demonstrate understanding of and agreement to its financial commitments as outlined in IDEA Capacity Building Team Training Program Policy, PEA Financial Commitments.

Note that “PEA agrees to this” is the only possibility.

	PEA Financial Commitments

	1
	The district/school administration has read the Capacity Building Team Training Program Policy and understands its responsibility to return all spent grant funds and pay registration costs in full using local funding if a team or team member ceases participation in the training during the year.


	PEA agrees to this

(


Local Support

Grant funding does not cover all training-related expenses. The applicant must identify appropriate items that will support and enhance the successful implementation of new knowledge and skills that are learned in the training. Many local contributions are already in place, such as team member salaries and benefits that are paid whether a member is working at the district or school or attending the training. It is important to identify your contribution to this program to understand that the PEA will be investing financial and human resources and has a stake in seeing positive results from the training.

Local Support Already in Place

The following items should be identified as your local support. Anticipate and document the cost for each of these items using your own salary bases and other estimated costs.

· Salary and benefits for the project coordinator or other administrative staff to track grant expenditures, enter data, coordinate in-district training, and provide other support activities.

· Salary and benefits for finance office staff to maintain the grant (e.g., calculate expenditures, submit monthly cash management reports, submit the financial part of annual completion reports).

· Salary and benefits for each team member participating in

· Six training days scheduled on school days

· A minimum of one team meeting per month: October – May (calculate a minimum of one hour/meeting x estimated hourly salary for each team member)

· Laptops and other equipment used by the team during the training process to collect and maintain data, keep team activity notes, develop and present PowerPoint presentations, etc.

· Local team transportation costs to and from the training site or to gather for monthly meetings, even if the team members pay for their own travel.

Local Support You May Consider

Consider adding any of the following items to your local support.

· Mileage for additional vehicles used to transport the team to and from training (grant funds are allowed for mileage at the state rate for one vehicle per team).
· Mileage, lodging, and meals for a locally funded team member, if applicable.
· The purchase of training-related assessments or curricula.

· Printing and dissemination costs for brochures, training packets that support the sharing of training information with staff, parents, or the community at large.

· Stipends or other benefits paid to team members for attending training or training-related meetings scheduled on Saturday (ADE/ESS strongly encourages PEAs to pay team members, including administrators, stipends for attending grant-related events on Saturdays. You may use professional development funds to pay for team members’ personal time that is dedicated to improving student achievement and helping the school to achieve Adequate Yearly Progress (AYP)).
The following example shows how the applicant might identify local support in the GME for a team to participate in the training. At a minimum, we would expect to see the bolded items as the district’s contributions, as most of these are already in place and will not require the reallocation of precious financial and human resources.

local support example

	
	Description
	Amount

	Salaries
	Project coordinator salary for grant support & organization of in-district training: $25 x 2 hours x 10 months = $500

Clerical/data entry services to support grant activities: $10 x 1 hour x 10 months = $100

Finance office staff salary for grant maintenance: $10 x 1 hour x 10 months = $100

6 member salaries x $210 x 6 training days = $6,560
1 locally funded member salary x $210 x 6 training days = $1,260
6 member salaries x $25/hour x 8 one-hour meetings = $1,200
1 locally funded member salary x $25/hour x 8 one-hour meetings = $200
	9,920.00

	Employee Benefits
	25% benefits rate = $2,115
25% locally funded benefits rate = $365
	2,480.00

	Purchased Professional Services
	1 locally funded member registration @ $600
	$600.00

	Purchased Property Services
	
	0.00

	Other Purchased Services
	Local team mileage to and from training site and local monthly meetings = $1,000

Printing costs = $500
Locally funded team member mileage = 775
Locally funded team member lodging (1 room/3 nights/3 events) = 1,224
Locally funded team member meals

27 x 9 dinners = 243
16 x 6 lunches = 96
11 x 3 breakfasts = 33
Total meals = 372
	3,871.00

	Supplies
	Training-related assessments & curricula = $2,000
	2,000.00

	Other Expenses
	Facility and equipment use = $2,000

Brochure development = $1,000
	3,000.00

	Total
	$21,871.00


Using the information and example above, complete this worksheet of local support. Each “Description” text box in this worksheet will expand to accommodate the amount of information that is typed in it; however, you may not see the entire description for each line when information is copied to the GME application until the “Save” button is hit.
local support worksheet

	
	Description
	Amount

	Salaries
	
	

	Employee Benefits
	
	

	Purchased Professional Services
	
	

	Purchased Property Services
	
	

	Other Purchased Services
	
	

	Supplies
	
	

	Other Expenses
	
	

	Total
	


Team Membership

The grant will pay for six team members to participate in the training. Teams should include a variety of district and school administrative staff members who are in the position to influence school training and learning. Team members should include:

· Special education director or assistant special education administrator

· Curriculum and instruction director

· District data specialist

· Principal or assistant principal

· Special education teacher

· General education teacher

The PEA may include a seventh locally funded team member who will be able to contribute to the success of this training. If a locally funded team member is included, that person must have the same intensity of commitment and meet the same expectations as the grant-funded members.
If you have any questions about the team membership, contact Diane Mignella at 602-364-4009 or Diane.Mignella@azed.gov.
The following table demonstrates a hypothetical team, including a locally funded team member. You will note that the team members’ positions/titles are specific. A generic term such as “administrator” should not be used.
team membership example

	District/school
	Member name
	Position/title
	Phone
	Email

	District
	Mary Littlelam
	Special education director
	602-123-4567
	Mlittlelam@xyzdistrict.org

	District
	Missy Muffet
	Curriculum/instruction coordinator
	602-123-4568
	Mmuffet@xyzdistrict.org

	District
	Humpty Dumpty
	Data specialist
	602-123-4569
	Hdumpty@xyzdistrict.org

	ABC School
	Jack B Quick
	Principal
	602-555-5557
	Jquick@xyzdistrict.org

	DEF School
	Bo Peep
	5th grade teacher
	602-555-5564
	Bpeep@xyzdistrict.org

	XYZ School
	Molly Malone
	SPED teacher ED/LD
	602 555 5562
	MMalone@abcdistrict.org

	District
	Betty Botter
	Assist special education director
	602-123-4573
	Bbotter@xyzdistrict.org


Use the worksheet below to identify your team members. Please list the seventh, locally funded team member last, if applicable.
This page in the GME, along with the purchase order submitted prior to the first training day, will serve as the training registration for teams accepted into the program.
team membership worksheet

	District/school
	Member name
	Position/title
	Phone
	Email

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Grant Process Survey

ADE/ESS is interested in PEAs’ opinions of the grant application process. Please complete this survey to the best of your ability. Your honest input will help us to improve our services to you.

Using the Likert scale below, choose which description best fits your feeling for each question.

4 = Highly satisfied

3 = Satisfied

2 = Somewhat satisfied

1 = Not satisfied

N/A

1. RFP: Rate the usefulness of the RFP (informative; adequately descriptive; easy to follow and use; helpful examples; etc.). “N/A” will indicate that the download was not used.

2. Grant Planner: Rate the usefulness of the Grant Planner (easy to follow and use; helpful in the development of the grant; etc.). “N/A” will indicate that the download was not used.

3. Appropriate info: Rate the appropriateness of the information required for the grant application.

4. Ease of GME navigation: Rate the ease in which you were able to navigate through and submit the GME online application.

5. ADE/ESS contact: If you had direct contact with any ADE/ESS staff regarding this grant and/or the application process, rate the helpfulness of the assistance provided and the staff courtesy offered to you. “N/A” will indicate that you did not speak with or email ADE/ESS staff regarding this grant.

6. Comments: Provide comments that will allow us to make targeted adjustments to the system and process. If you checked “2=Somewhat satisfied” or “1=Not satisfied” for any item, identify your specific issue so that we may investigate and fix the problem. Please note that the text box in this worksheet will expand with the amount of information that is typed in it. The GME template text boxes will accommodate text up to 7,500 characters including spaces (about 1-½ page of typed text).
	Grant Process Survey

	1
	RFP
	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
	


Supplemental Information Packet

The Supplemental Information Packet (SIP) has documentation that must be mailed to the ESS designee to complete the application process. The SIP includes:

· Cover sheet (including the name and address of the ESS designee)
· Letter of commitment for team participation in the training program with the original signatures of the local superintendent of schools and the special education director

· Memorandum of Agreement (MOA) with original signatures of all team members

Remember to mail the SIP to the ESS designee when the online grant application is submitted. All instructions are included in the SIP template. You may request an emailed electronic copy of the SIP template by contacting Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.

Purchase Order Reminder
Participating teams must have a purchase order (PO) on file with ADE/ESS prior to the first training day to be fully registered for the training. You will, no doubt, need to submit the PO prior to grant approval.

POs may be mailed, faxed, or scanned and emailed to:

Elizabeth Cooper

Exceptional Student Services

1535 W Jefferson Street, Bin 24

Phoenix AZ 85007

Phone:
602-364-3026

Fax:
602-364-1115

Email:
Elizabeth.Cooper@azed.gov
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