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1. Type of Projects : State or Federal

Project Number: 11SACSEB-160001-02A 

Fiscal year 

Funding Source: S (State) or F (Federal)

11FAATTI-160326-07A 



5

2. Completion Report

 Completion Report must be submitted to ADE via the Internet within 90 
days after the project end date or sooner if required by specific program 
guidelines.

Project End Date Completion Report 
online available from

Completion Report 
Due Date

06/30/2010 07/01/2010 09/28/2010
09/30/2010 10/01/2010 12/29/2010

 If not submitted to ADE in 90 days, Grant system will put “CR 
OverDue” hold to stop a payment from a current year project.
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2. Completion Report

District submits a  Completion Report
to the county

County approves a Completion Report.
County submits  to ADE  

ADE approves a Completion Report

Charter / Pilot School submits
a Completion Report to ADE

ADE approves a Completion Report

 Completion Report must be submitted to ADE via the Internet within 90 days 
after the project end date 
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2. Completion Report (CR)

District submits a Completion Report
to the county

County approves a CR.
Submit to ADE

ADE approves a Completion Report

Charter / Pilot School submits
a Completion Report to ADE

ADE approves a Completion Report

 Rejected Completion Report by ADE – LEA must resubmit completion 
report within 30 days.  
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2. Completion Report (CR)

 Project Summary – Current Status shows CR Flag or CR Hold

Understanding CR Status

 CR Due (Flag)  - 90 days period (Project End Date + 90 days).

 CR OverDue (Hold) – Passed the CR submission deadline
Stop the current year project payment
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2. Completion Report (CR)
Completion Report is considered as the final cash management report. 
Report final expenditures to the penny.
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2. Completion Report (CR) – Funds Summary
Cash on Hand = ADE Disbursement + CarryOver Fund − Total Expenditure 

System Calculated: 
 ADE Disbursement 
 CarryOver Fund

Total Expenditure: 
 Completion Report 
Expenditures page

Ex. Cash on Hand
= 0 + 90,000 − 74,693.40
= 15,306.60
(Project expenditure was 
74,693.40)
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2. Completion Report (CR) – Funds Summary

 Interest Earned : Any 
interest earned against this 
year’s project

 Other : Any $$$ coming 
from previous years’ 
projects (must provide 
fiscal year and detail under 
Comments section) 
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2. Completion Report (CR) – Funds Summary

(2,500)  and FY 2009 unreported interest earned (500)
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2. Completion Report (CR) – Expenditures

 Budget Amount 
= ADE approved budget amount from Project Summary Budget Line Items

 Expended Amount
=  Actual expenditure amount for each line item 
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2. Completion Report (CR) – Expenditures
 Restricted Indirect Cost Rate  (Charters/ Pilot Schools / Others)
 Combined Indirect Cost Rate (only for Districts)

 Combined Indirect Cost Rate
= District’s Indirect Cost Rate  + County’s Indirect Cost Rate

 However, it is up to Districts to budget enough to cover the county
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2. Completion Report (CR) – Expenditures
 Maximum Indirect Cost Amount  

=  Project Sub Total ∗ Approved restricted indirect cost rate 

 Maximum Indirect Cost Amount = 170,000 ∗ 7.57 % =  $ 12,869
 LEA can budget up to maximum Indirect Cost Rate (ex. LEA only budgeted $10,000)

 Maximum Indirect Cost Amount = 62,000 ∗ 7.57% = $ 4,693.4
 Because actual expenditure changed project subtotal, it will change the maximum indirect cost 
amount
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2. Completion Report (CR) – Expenditures
 Maximum Indirect Cost Amount  

=  Project Sub Total ∗ Approved restricted indirect cost rate (VI-J-10) 

Ex. I already spent $10,000 but the Completion Report doesn’t allow me to enter 
$10,000 under Indirect Cost line item. 
Answer:
 Enter the remainder amount under Support Service Admin – Other Expenses
 it will be considered unauthorized amount. You will have to provide explanation
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2. Completion Report (CR) 
– Over/ Unauthorized Expenditure Description

 Any line item with over or unauthorized expenditure from Expenditures 
page requires an additional description. You will list the reasons why you 
must have this over/ unauthorized expenditure.
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2. Completion Report (CR) 
– Over/ Unauthorized Expenditure Description
 Over-Expenditure: An expenditure on all approved budget line items 
(except indirect cost ) that exceeds the 10% or $1,000 allowable. (VI-J-10)
 10% applies to each line item  = Approved Budget line Amt ∗ 10% 

Ex) Employee Benefits Over expenditure Threshold 
= 8500 ∗ 10% = $850 or $1000.  $850 < $1000 so the system considers 
$1000 as your over expenditure threshold
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2. Completion Report (CR) 
– Over/ Unauthorized Expenditure Description
 Unauthorized expenditure: Expenditures do not have an approved 
budget line item (VI-J-10)

Ex) Other Expenses Budget Amount = 0 Expended Amount = 3,120
The grant system considers $3,120 as unauthorized amount.
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2. Completion Report (CR) 
– Over/ Unauthorized Expenditure Description
What happened with over-expenditure or unauthorized expenditure?

If a completion report reflects an unauthorized expenditure or an 
over-expenditure of a budgeted line item, the LEA (Local Education 
Agencies) has  two options:

1) ADE allows fiscal override
2) ADE may direct you to return the unauthorized or over-

expenditure amount 

ADE Grants Business Rules VI-J-10

 How can I avoid having over-expenditure or unauthorized expenditure?
Reconcile your cash balance monthly and if needed, submit an 
amendment
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2. Completion Report (CR) 
– Over/ Unauthorized Expenditure Description

 Example of Over/unauthorized expenditure that ADE didn’t allow fiscal override
ADE is requesting LEA to return all of capital outlay exceptions.  (Capital outlay 
exceptions are per item. You must purchase items that are approved by ADE)
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2. Completion Report (CR) – Capital Outlay
Capital outlay total  = Expenditures Capital outlay total
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2. Completion Report (CR) – Capital Outlay
 If your item per unit results in a rounding error…..
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3. Completion Report – Final Payment

If you reported a negative cash 
on hand on the Funds Summary, 
Please check the release 
information from the approved 
completion report.

Final CR payment will be 
recorded on this section and also 
email notification!
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3. Completion Report – Questionable Final Payment
 ADE can request a supporting document for all of your expenditures prior 
to approving the completion report
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4. Approved Completion Report 

Cash on Hand 
=  ADE Disbursement 
+ CarryOver Fund 
− Total Expenditure 

Ex) Cash on Hand
= 2479 + 2687.34 – 1779
=3,387.34

Positive Cash on Hand 
= unexpended monies @ Local 
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4. Approved Completion Report 
Total Return Amt 
= Sum of all Return Fields 

Total Approved  Carryover Amt
= Sum of all Amend – Local
+ Sum of all Amend - state

Ex) Total Return Amt = $908.34

Ex) Total approved carryover amt
= 2,479 + 3,235
= $5,714



28

4. Approved Completion Report 

 Example approved completion report – Release information page

 If you are not sure of approved completion report, please contact the ADE 
program area or Grants Management Office!
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5. Monthly Completion Report Summary
 Sent to LEAs monthly basis starting September of 2010

1) Pending Completion Reports Section of the report

 List all of grants that require the completion report submission as of today 
and in the future 

 CR Due Date > Today : Project end date has not passed
 Completion Report Status – shows the most current CR Status
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5. Monthly Completion Report Summary

2) Submitted Completion Report

 List all of submitted completion reports and its status
 Approved Amend Amt (Highlighted in Yellow) 
 Requested Return Amt (Highlighted in Green)
 Outstanding Return Amt (Highlighted in Green) 
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5. Monthly Completion Report Summary

2) Submitted Completion Report

 List all of submitted completion reports and its status
 Approved Amend Amt (Highlighted in Yellow) 
 Requested Return Amt (Highlighted in Green)
 Outstanding Return Amt (Highlighted in Green) 
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