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GENERAL INSTRUCTIONS SUMMARY
Introduction
The Orientation and Mobility (O&M) Specialist and Teachers of the Visually Impaired (TVI) Specialization Program grants were designed to help PEAs ensure the provision of appropriate educational services by highly qualified educators to students with VI by providing tuition assistance to teachers or other qualifying individuals that meet the University of Arizona, Department of Disability and Psychoeducational Studies (UA/DPS), and ADE/ESS, eligibility criteria.

Grants funded through this federal source require that a completion report be filed annually with the Arizona Department of Education, Exceptional Student Services (ADE/ESS), within 90 calendar days after the completion of each program year. The annual project period of this grant is July 1 – June 30. The online completion report template becomes active in the Grants Management Enterprise (GME) on June 30 and must be completed according to the criteria in these Completion Report (C-R) Instructions and electronically submitted through the common logon by September 28
. The GME common logon is a protected area on the ADE website and requires access permission.

If you do not have common logon permission, and if you have the responsibility to file the required fiscal and programmatic reports, you must work with your public education agency (PEA) business office for assistance with and coordination of fiscal and program reporting. If you need additional clarification, please contact the ADE Support Center at 602-542-7378 or enterprise@azed.gov.
Use the C-R General Instructions Summary and C-R Planner to plan and develop completion reports for the following grants:

· 2013 IDEA – TVI Certificate
· 2013 IDEA – TVI Certificate YEAR 2

· 2013 IDEA – O&M Certificate YEAR 3
Submission Deadline

September 28, 2013
Official Transcript Requirement
The O&M or TVI program student must provide an original, official transcript of grades for all classes taken during the program year to fulfill grant requirements. The transcript must include classes that started before June 30, 2013, even if they ended after July 1, 2013, and that were paid for by this year’s grant. Copies of transcripts will not be accepted; however, or official internet/web-generated transcripts may be as long as it is clear that they are official transcripts with print large enough to read without using a magnifying glass.

Official transcripts must be mailed by September 28, 2013, to:

Celia Kujawski

Attn: 2013 [O&M or TVI] Transcripts
1120 N Val Vista Drive, Unit 27

Gilbert AZ 85234
note: Approval of this year’s completion report and release of next year’s grant funds for tuition assistance will depend on the receipt of the transcripts by the deadline.

Contacts for Assistance

UA/DPS Program Advisor:

Dr. Irene Topor, 520-626-3863, ilt@u.arizona.edu
ADE/ESS Director of Recruitment and Retention
Lisa Aaroe, 602-543-4831, Lisa.Aaroe@azed.gov
Grant Issues

Celia Kujawski, 602-432-3213, Celia.Kujawski@azed.gov (ADE/ESS designee/grant contact)

Ingrid Rope, 602-542-4064, Ingrid.Rope@azed.gov (for Chart of Accounts/USFR questions)

Common Logon

ADE Support Center, 602-542-7378, enterprise@azed.gov
GME Technical Difficulties

Grants Management Office, 602-542-3695, grants@azed.gov


SUPPLEMENT
The Supplement will allow ADE/ESS to fulfill monitoring and accountability responsibilities. This section provides instructions and other important information to help the writer plan and develop the PEA C-R Planner/GME completion report Supplement.
The UA/DPS keeps meticulous records of student progress including observation notes made by the cooperating teacher. Since these records are made available to ADE/ESS, we do not require additional information that reports on student progress from the student or cooperating teacher. The Supplement focuses on information that can easily be provided by the PEA.

Drafting Narrative Responses in the C-R Planner
In the C-R Planner, fill in the blank cells and draft the narrative responses within the text cells provided in that document. We recommend that you limit each narrative to about 500 words per question, although you may exceed this amount if it is necessary. Do not, however, exceed 7,500 characters including spaces. To give you an idea of the amount of text anticipated for each narrative, the entire text under this heading has 236 words, 1,439 characters including spaces.
Conduct a character count and a spell check on narratives prior to saving the document. To conduct a spell check, select a text in the text cell. Click on the “Review” tab; click on “ABC (Spelling & Grammar.” To count the number of characters, select the text. Click on the “Review” tab; click on “Word Count.” 

Save the PYER in Microsoft Word format when the C-R Planner is finished. The PEA designee will be able to copy and paste text from the Microsoft Word document into the Grants Management Enterprise (GME) completion report template to fulfill state and federal grant requirements.

note: Despite the word limitations, completion reports must be specific; narratives that lack specificity will be returned by ADE/ESS for revisions.

If you have any questions about the completion report, including the use of the C-R Planner, please feel free to contact Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.



Criteria and instructions for completing the PEA Supplement start here. Use this document and C-R Planner to plan and develop the GME completion report Supplement.
Project and Finance Contacts

Contact information provided on this page will help ADE/ESS staff to establish and maintain communication links with the PEA’s administrative and financial staff regarding this project. PEA staff identified here will be notified of all grant-related issues.

The following identifies the information required or action you must take to complete this section of the PEA C-R Planner/GME completion report Supplement:
· Local special education director’s name, telephone number, and email address

· Local project coordinator’s name, telephone number, and email address

· Finance office contact’s name, telephone number, and email address

Public Notice Assurance

The PEA must have documented public (constituent) notification of an awarded grant. This includes 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, were kept informed of the TVI or O&M program student’s progress.

The following identifies the information required or action you must take to complete this section of the PEA C-R Planner/GME completion report Supplement:
The following identifies the information required or action you must take to complete this section of the Grant Planner/ GME application:

1. Check all the modes of notification that the applicant will make use of to fulfill the Public Notice Assurance requirement for this grant. The modes include:

· Newspaper Advertisement

· Board Meetings

· School Site Bulletin Boards

· Library

· Web site

· Other (If this mode is checked, use the space provided to type what it is such as school newsletter.)
Provision of Support

Describe the private, local, state, or other federal resources that were tapped to support the TVI student during the program year.

The following identifies the information required or action you must take to complete this section of the PEA C-R Planner/GME completion report Supplement:
1. Provision of support: Describe the services, interventions, resources, etc., that were pledged in the originally funded competitive grant application and/or other supports that were not identified that were actually provided to the O&M/TVI program student during the grant year. Some examples include regularly scheduled meetings between the project coordinator or district-employed cooperating teacher and TVI student; payment of textbook costs; use of facilities and equipment for online courses or homework research on the Internet; release time for mid-term and final evaluations and observation of skills conducted in the classroom by the cooperating teacher.
[Narrative]
2. Service for tuition: The O&M Tuition Agreement, #8 states, “The District shall employ the Student as a TVI with O&M responsibilities after completing the program and passing the ACVREP examination earning the Certified Orientation and Mobility Specialist (COMS) designation. The length of this service contract will be a minimum of five years of service from the newly certified COMS. The District may waive or adjust the length of the service contract if unexpected life situations arise such as a family relocation to a new city or state; or the District is forced to release a teacher from service or not renew a teacher’s contract due to budget cuts or other issues.”
The TVI Tuition Agreement, #10 states, “The district shall employ the student as a special education teacher with VI responsibilities for five years after completing the program. The district may adjust the length of the service contract depending on unexpected life events. The district must discuss this action with appropriate ADE/ESS management staff prior to adjusting the length of the service contract.”

If the O&M or TVI student completed the program during the program year, identify the job title and description of his or her new position and the number of years required to fulfill the PEA’s expectations. If the district was unable to employ the graduate as a professional, describe the circumstances.
[Narrative]

note: If the PEA must release the employee prior to completing the five-year employment requirement, appropriate district administrative staff must contact Lisa Aaroe, Director of Recruitment, Retention, and Preparation at 602-542-4831.
C/R Process Survey

ADE/ESS is interested in the PEA’s opinions of the completion report process. This survey will give the PEA an opportunity to rate the documents and the provision of assistance/support given by ADE/ESS staff in the development and submission of the GME completion report.

The following Likert Scale is used: 

4 = Highly satisfied

3 = Satisfied

2 = Somewhat satisfied

1 = Not satisfied

N/A = Regarding the C-R General Instructions Summary or the C-R Planner, “N/A” means that it was not used. Regarding assistance provided by ADE/ESS staff, “N/A” means that you did not have direct contact via personal conversation or email with ADE/ESS staff for this grant.

Survey Questions
This section of the C-R Planner/GME completion report Summary has a survey table that requires you to respond to the following:
1. Rate the C-R General Instructions Summary (informative; adequately descriptive; easy to follow and use; etc.)

2. Rate the C-R Planner (easy to use; facilitated development of the completion report; etc.)

3. Rate the appropriateness of the information that the PEA was required to provide in the completion report.

4. Rate the ease of copying and pasting data from the C-R Planners to the GME application template.

5. If you had direct contact with any ADE/ESS staff regarding this completion report and/or the completion report process, rate the helpfulness of the assistance provided and the staff courtesy offered to you.

6. Comments: Please 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 the problem so that we can address it in future grants.



� The Uniform System of Financial Records (USFR), 34 CFR §80.20(b)(1), 7 CFR §3016.20(b)(1) states that completion reports must be submitted for all state and federal grants/projects within 90 days after the project end date. There is no grace period. This project’s end date is June 30, and September 28 is the 90-day mark. This year, September 28 falls on a Saturday. Please plan your electronic completion report submission by September 28 to remain in compliance with the USFR.
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