Completion Report 

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.

The online completion report is available on the ADE Grants Management Enterprise (GME) beginning July 1. 

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.  

Completion reports must be electronically submitted through the common logon by Sept. 28. 

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 programmatic reports, you must work with your education agency’s business office for assistance and to coordinate fiscal and program reporting. 

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

The Completion Report includes the following information:

· The financial report showing actual expenditures 
· Capital expenditure pages, as appropriate, and;

· The program narrative page(s).

NOTE:  The requirement to maintain an inventory of all capital equipment purchased with IDEA funds and costing $300 or more continues to be in effect.  However, submission of such inventories to the ADE/ESS is no longer required.   The audit reports required for IDEA entitlement grants will verify compliance with the record keeping requirements

Remember:

· 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 application 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. 

Remember:   The deadline for submission is 90 days after the grant ending date.  Failure to submit the completion report will result in current year funds being interrupted as of 120 days after the project ending date.  Your district’s carryover amendment(s), if applicable, will not be processed until the completion report is finalized.  

IDEA Charter School Expansion Act

Completion Report Narrative Questions
This completion report must be completed and submitted to the ADE/ESS Funding Unit no later than 90 days after the end of the project period.  

The Completion Report includes the following information:

· The financial report showing actual expenditures 
· Capital expenditure pages, as appropriate, and;

· The program narrative page(s).

Remember:

· 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 application boxes.

· Do not use bullets or numbering systems in your responses

· 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. 

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 ESSFunding@azed.gov or (602) 542-3851.  

Remember:   Failure to submit all components of the report will result in current year funds being interrupted as of 120 days after the project ending date.  Your district’s carryover amendment(s), if applicable, will not be processed until the completion report is finalized.  

NOTE:  The requirement to maintain an inventory of all capital equipment purchased with IDEA funds and costing $300 or more continues to be in effect.  However, submission of such inventories to the ADE/ESS is no longer required.   The audit reports required for IDEA entitlement grants will verify compliance with the record keeping requirements.  

CSEA Program Narrative

This narrative replaces the cover memo AND the open-ended program narrative requirements of prior years’ completion reports.  Use additional pages to respond to questions if necessary.

1. Describe any significant discrepancies in fund expenditures from the latest approved project / amendment (e.g., a large balance in line items, significant shifts in personnel expenditures, expenditures from unapproved line items).  

2. Describe any significant differences in program operation from the latest approved project / amendment (e.g., personnel changes, service delivery patterns, LRE options).

3.  Summative Comments: 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.
I; ess/grants/forms/FY09 completion report forms/ FY'09 IDEA CSEA Completion Report Narratives.doc


