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Introduction

IDEA capacity building grants are funded by the Arizona Department of Education, Exceptional Student Services, Comprehensive System of Personnel Development (ADE/ESS/CSPD), to encourage the development and implementation of programs that help meet the education requirements of students with and without disabilities. The grants emphasize increasing the level of educators’ knowledge and skills in areas of national, state, and local concern through a variety of training and mentoring opportunities. Discretionary funding, which is provided through the Individuals with Disabilities Education Improvement Act of 2004, is used to support team training, professional development, and other grant-related activities.

Grant Purpose
The purpose of this grant is to increase the number of Arizona’s highly qualified special education teaching and related service professionals through college tuition assistance to paraprofessionals seeking:

· Bachelor’s degree in special education or elementary education with special education endorsement
· Bachelor’s degree in related service professions such as speech-language therapy, physical therapy, occupational therapy, school social work, etc.
· Speech-Language Pathologist Assistant (SLPA) certificate
This funding will not pay for courses beyond undergraduate level.
 “Paraprofessional” is defined as an instructional or non-instructional aide or comparable staff position that provides appropriate educationally-related services to students with disabilities.
The grant application is limited to a maximum of three candidates. Each candidate will be independently evaluated on the merits of the information presented in the application, particularly the essay in conjunction with the public education agency’s ability to describe and provide appropriate support.
The public education agency submitting this application will henceforth be referred to as “applicant”.
Individuals requesting funding through this grant may be referred to as “paraprofessional”, “participant”, or “candidate”.

1st Year Project Term

September 1 – June 30
Subsequent Project Terms

July 1 – June 30

Grant Submission Deadline

June 17, 2009 (before midnight)
Grants received after this date and time will not be considered for funding.

All IDEA capacity building grant applications must be submitted online through the Grants Management Enterprise (GME). Online submission is not site or port restricted, however, it is common logon restricted. One may submit online from any computer that has Internet access as long as that person has GME common logon permission.

Allowable Grant Amount

Grants are limited to the amount needed for tuition and books as described in Appendix A to assist a paraprofessional in achieving a bachelor’s degree or SLPA certificate as described in the Grant Purpose.

Submit the budget for first year funding only. Appendix A provides a format that must be followed in order to be eligible. Subsequent funding (second year and beyond, if needed) will depend on the continued needs of each participant; timely submission of online renewal application; and the submission and approval of the previous year’s completion report with transcripts demonstrating paraprofessional progress toward fulfilling bachelor’s degree or SLPA certificate requirements.

Unspent funds resulting from a paraprofessional that is dropped from the program or graduates with a bachelor’s degree or receives the SLPA certificate may not be used for a replacement paraprofessional who was not originally approved.
ADE/ESS/CSPD will provide assistance to each approved candidate until completion of his/her bachelor’s degree or SLPA certificate as long as:

· Federal IDEA funds are available to support this effort; 

· The district maintains its commitment as outlined in the application; and

· The participant remains eligible to receive assistance (see Paraprofessional, Eligibility Requirements and Commitments).

	Grant Disqualification Notice

Applications shall be disqualified as incomplete and/or incorrect and will not be evaluated if the applicant:
· Fails to submit by the deadline (see Grant Submission Deadline)

· Fails to submit a budget in the proper format as outlined in Appendix A, Example of Budget Line Item Descriptions
· Submits a budget containing line items that are not identified in Appendix A, Allowable Expenditures



Public Education Agency

Eligibility Requirements

A non-profit public education agency serving students with disabilities aged 3 through 21 is eligible to apply for this grant if it has:

1. Submitted the most recent special education census and/or is serving students with special needs.

2. Applied for current year IDEA Basic Entitlement funds.

3. Received approval from ADE/ESS of the revised policy and procedures aligned with IDEA 2004. Absence of this approval will negate eligibility to receive this and other funding.

Commitments
An approved grant represents a partnership with ADE/ESS, the public education agency, and the participating paraprofessional(s). ADE/ESS is responsible to provide funding as described in this RFP and monitor participant success through annual completion reports and periodic surveys. The public education agency is responsible to:

1. Ensure resources are available to assist paraprofessionals such as:

a. Tutoring;

b. Release time for coursework that is not available in the evenings;

c. Classroom substitutes for coursework that is offered during regular school hours;

d. Other issues as they arise.

2. Establish policy and procedures that outline and guide:
a. Supervision and monitoring of paraprofessionals to ensure success
b. Tutoring or other assistance when a paraprofessional is struggling;
c. Penalties for participant failure to maintain a minimum cumulative 3.0 GPA from coursework taken through this grant;
d. Maintenance of transcripts, copies of which must be forwarded to ADE/ESS as part of the annual completion report;
e. Disbursement of funds, whether by payment directly to the college or university or through reimbursement to the participant;

f. A service-for-tuition contract between the education agency and participant including a clause outlining non-payment of or reimbursement to the public education agency for incomplete or withdrawn courses as well as courses taken by one that has quit the program.
6. File a completion report at the end of each year with input from the paraprofessional, supervising teacher, project coordinator, or other staff responsible to monitor progress.
Paraprofessional 

Eligibility Requirements

Eligible candidates must:

1. Be serving students with disabilities and agree to continue this service throughout the duration of grant-funded tuition assistance;
2. Demonstrate a sincere intention and ability to pursue a bachelor’s degree or SLPA certificate as described in the Grant Purpose.

3. Not be receiving educational benefits from the State Personnel Development Grant or the Northern Arizona University/Yuma County RISE Program.
An eligible candidate does not need to have completed previous college coursework; however, the screening process must validate and document each candidate’s serious intention to pursue to completion a bachelor’s degree or SLPA certificate as described above. 
An eligible candidate that has not yet completed the 60 – 64 credits required for an associate’s degree must complete associate degree requirements at one of Arizona’s community colleges (exceptions to this will be considered case by case based on the candidate’s circumstances). All Arizona community colleges offer a teacher preparation associate’s degree that transfers as a block into the state public university system.
An eligible candidate that has already received a bachelor’s degree in another area of study but wishes to pursue a bachelor’s degree in special education or related service may be considered. This should involve taking only those courses needed to fulfill the teaching or related service professional bachelor degree requirements.

Paraprofessionals who are not able to complete their degree or certificate programs should not apply.
Commitments

Each approved candidate is responsible to:

1. Abide by the policy and procedures established by the public education agency that governs the grant;

2. Maintain a minimum 3.0 cumulative GPA from coursework taken through this grant;
3. Provide copies of transcripts to the public education agency project coordinator as documentation of successful completion of coursework;
4. Submit to the public education agency project coordinator annual written documentation describing the overall impact of coursework on current responsibilities to be included in each annual completion report;

5. Respond to surveys or inquiries made by ADE/ESS/CSPD within an appropriate time frame.
Grant Training & Writing Tips

The Arizona Department of Education’s Guideline & Procedure for competitive discretionary grants stipulates that training must be offered for potential grant applicants. ADE/ESS has designed this RFP and the Rubric downloads as the primary training tools. ADE/ESS will provide additional individual consultation/training via telephone appointment to potential grant applicants up to five business days prior to submission deadline. An applicant may make an appointment by contacting:

Celia Kujawski, 602-432-3213, e-mail Celia.Kujawski@azed.gov.

The RFP and Rubric downloads are posted with the online application on the GME. You must have these documents on hand when you call for grant writing consultation/training.
Questions regarding this grant, grant eligibility or qualifications, or requests for additional information from paraprofessionals must be handled through the education agency’s special education director or person designated by the LEA as the project coordinator. Paraprofessionals should not be referred to or contact State Department of Education staff, including the IDEA Capacity Building Grant Coordinator, to answer questions about the grant or discuss other grant-related concerns.

To avoid the loss of data due to a systems glitch, draft the application offline on a personal computer using the worksheets provided in this RFP. It is easy to import the information to the GME by copying and pasting from the draft document to the appropriate online text boxes. Always keep a copy of your submitted work to reference in the event that you have to reproduce any part of your online application.

Drafting the application off line allows you to conduct spelling and grammar checks on narratives before importing them to the online application. GME does not have spelling and grammar check capability. Grant readers pay attention to spelling, grammar, and typographical errors as well as the structure and logic of narratives, which are used in their assessments of grant viability. Inattention to these details could jeopardize funding.
Address all criteria. If any issues are not applicable to your situation, provide alternative information describing that is more relevant. Be very specific.
If the applicant has only a small pool of paraprofessionals as possible candidates, the selection process may not seem important, but it is. There should be a well-defined selection process, even with a limited pool of possible candidates.
If you have previously been awarded tuition assistance grant for other paraprofessionals, do not make the mistake of assuming that grant evaluators have knowledge of that grant. Also, please note that previous grant awards do not guarantee an award this time. Be descriptive and complete in your responses. Check the evaluation rubric for information that will enhance your narratives and improve your chances for funding.

Do not use acronyms; rather, spell it out and, if appropriate, describe what it is.
Contacts for Assistance

Project or program issues or conditions: Requests for assistance on the grant’s project or program issues or conditions outlined within this RFP Download should be directed to Celia Kujawski, IDEA Capacity Building Grant Coordinator, 602-432-3213, e-mail Celia.Kujawski@azed.gov.
Supplemental Data
The sections that follow provide the criteria that must be addressed in the online application and also provide a framework for developing the grant offline. Worksheets are included, which a grant writer may use in the grant-writing process.

Paraprofessional Tuition Assistance grant is comprised of the following components. Point values are noted where applicable:

· General Grant Information

· Project Contact Information

· Public Notice Assurance

· Education Agency Commitment [45 points]
· Candidate 1, Candidate 2, and Candidate 3 [35 points average]

· Course Schedule

· Local Support [10 points]
· Satisfaction Survey
· General appearance, readability, and following directions [10 points]
Total application point value:
100

General Grant Information

Notice informing an applicant if the grant is approved or not will not be received until after August 24, which is the date that all viable grants will be presented for State Board Approval. “Official” grant approval or the initial disbursement of funding will not be received until after September 1. We understand that these time lines may conflict with a candidate’s course schedule. Since an applicant will not know until after August 24 if approval will be granted, the public education agency and the candidate(s) will need to be flexible in the first year. A candidate approved for funding may not be able to complete the planned course of study.
Project & Finance Contacts

Instructions

The contact information you provide here will help ADE/ESS to establish and maintain communication links between the department and the charter school or district administrative staff and team for fiscal and programmatic accountability.

The project coordinator is usually an administrative staff person who has common logon permission. It is preferable that this person be an active team member but if not, should be kept informed of team activities and be able to facilitate end-of-the-year programmatic reporting with the team. 

The ESS Funding Unit also requires identification of a finance office contact.

	[Worksheet]
	Name
	Telephone
	E-mail

	Project coordinator
	
	
	

	Finance office contact
	
	
	


Public Notice Assurance

Instructions

If this grant is awarded, the applicant must document how the public will be notified; be given the opportunity to participate in grant activities or provide input; and/or be kept informed.

1. Check all the modes of notification that the applicant will employ to fulfill this requirement.

2. Describe the content of the notice(s) that will inform the public.
	Public Notice Assurance [Worksheet]

	1 
	Check all that apply from the following options.  Specify what “Other” is if it is checked.
	· Newspaper advertisement

· Board meetings

· School site bulletin boards

· Library

· Web site

· Other (specify) __________________________________

	2
	Notice content
	


Education Agency Commitment [45 points]

As the designated fiscal agent of this grant, the public education agency must demonstrate a commitment to provide assistance to paraprofessionals pursuing bachelors’ degrees or SLPA certificates; and that the funds will benefit both the special education paraprofessionals as well as the education agency. 

Instructions

1. Describe the process used to screen and select possible candidates to ensure their sincere intention to achieve a bachelor’s degree or SLPA certificate as described in the Grant Purpose. You should expound on the following issues:
a. Notification of paraprofessionals of this opportunity and the response received
b. Interview questions or other methods used to gather knowledge about each candidate’s commitment to the program
c. Consideration or importance of recommendations received by the supervising teacher of each candidate
d. Consideration or importance of each candidate’s essay in the selection process
[20 points]

2. Describe relationships with college/university staff that may assist paraprofessionals to navigate through their degree or certificate programs.

 [5 points]

3. Describe district or school implementation procedures that:

a. Govern paraprofessional eligibility and continued participation throughout the duration of receipt of tuition assistance
b. Track and monitor academic proficiency and accomplishments
c. Pledge resources to candidates, including tutoring and follow-up with those who struggle with coursework, to ensure their success
d. Ensure an exchange of service provided by the paraprofessional in return for payment of coursework
e. Disburse funding (e.g., tuition reimbursement to candidate or payment directly to college)
[20 points]
	Education Agency Commitment

	1
	Screening/selection process
	

	2
	College/university contacts
	

	3
	Implementation procedures
	


Candidate 1, Candidate 2, Candidate 3 [35 points average]

Identify candidates who have demonstrated a sincere interest in achieving a bachelor’s degree or SLPA certificate as described in the Grant Purpose.
A candidate who has not yet achieved an associate’s degree or equivalent two years of college credits must complete the first two years at an Arizona community college. If this is not available, the grant will pay the community college tuition rate for all credits that complete the first two years.
Since a paraprofessional’s essay weighs heavily toward eligibility as a candidate for funding, school staff may offer help in identifying target points and proof reading. Paraprofessionals may also seek help from community college writing centers. The weakest area found in past essays has been the inability of candidates to expound on their academic/professional development/life plans.
Instructions

For Candidates #1, #2, and #3, provide the following information:
1. Candidate’s name.

2. Identify as “instructional” or “non-instructional”. “Instructional” aides provide services to students in the classroom; examples of “non-instructional” personnel are library workers, clerks, or other non-professional staff that do not work in the classroom.
3. Home mailing address, daytime phone number, e-mail address. ADE/ESS/CSPD may periodically survey the funded candidate to monitor progress and satisfaction with the program.
4. Provide the name of the college/university that will be attended by the candidate. A thorough explanation for choosing this college is required if

· A private college is identified, or 
· The candidate has not yet achieved the 60 – 64 credits for an associate’s degree and is not planning to attend a community college to complete this.
If the candidate plans to transition to another college during the year, identify both colleges, example:

From Mesa Community College to Arizona State University
5. Tuition rate per credit. If the candidate plans to move from one college to another during the year, identify the tuition rate for both colleges. Example:
Glendale Community College, $71/credit

University of Arizona, $366.06/credit hour (cost of tuition decreases as the courses per semester increase)

Some colleges charge a flat tuition rate per semester for a designated number of credit hours. If the college or university tuition schedule is different than the general tuition amount per credit, you explain the situation and provide the tuition costs.
6. Identify the degree that the candidate will pursue using the name assigned by the issuing college/university. With the exception of “SLPA”, apply the rule about acronyms. Examples of correct responses are:

Bachelor of Arts in Special Education

Bachelor of Science in Elementary Education with Special Education Endorsement

SLPA Certificate

7. Number of credits required by the college/university for the bachelor’s degree or SLPA certificate; include a separate number of credits required by the community college for the associate’s degree if completing this degree is the first step. For example, write:
Scottsdale Community College, 60 – 64 credits
Northern Arizona University, 120 credit hours
8. Number of college/university credits earned to date that may be applied to this degree or certificate.
9. Letter of recommendation from supervisor or supervising teacher; letter should include:

a. Name and position of supervisor.
b. Content describing the candidate’s general character and other qualities that make this person a viable candidate.
10. Each candidate must write a 250 (minimum) – 600 word essay describing why (s)he should be considered for tuition assistance. The essay should include:

a. Number of years as a paraprofessional.
b. Description of current special (and general, if applicable) education responsibilities; number of work hours per week.
c. Examples of demonstrated increased student achievement or other successes of students with disabilities resulting from educational services provided by the candidate.
d. A description of in-house or other training experiences that the candidate has taken advantage of (dates and names of workshops/trainings and a description of the content must be provided).
e. Description of candidate’s socio-economic need, if any.
f. Candidate’s overarching academic/professional development/life plan, and why and how achieving a bachelor’s degree or SLPA certificate will contribute to the realization that plan.
 [35 points]

	Candidates #  [Worksheet]

	1 
	Candidate’s name
	

	2 
	Identify as “instructional” or “non-instructional”
	a. Instructional aide
	b. Non-instructional aide

	3 
	Home mailing address et al.
	

	4 
	College name; explanation for college choice, if applicable
	

	5 
	Tuition cost per credit
	

	6 
	Degree/certificate name
	

	7 
	Number credits required to earn degree
	

	8 
	Number applicable credits earned to date
	

	9 
	Supervisor’s letter of recommendation
	

	10 
	Candidate’s essay (250 (min.) – 600 words)
	


Course Schedule
Each candidate should have a plan of courses that (s)he anticipates taking over the first year’s period  (September 1 2009 – June 30 2010). Remember the necessity of being flexible, since the applicant will not be informed of grant approval/disapproval prior to August 24. This plan may be modified at a later date if funding is awarded, but research into degree requirements and meeting with an advisor should already be in progress.

Instructions

Provide a course plan for each identified candidate for September 1 2009 – June 30 2010. List the courses by:
1. College or University

2. Course number

3. Course name

4. Number of credits

5. Semester dates

Candidate #  [Worksheet]
	College/University
	Course number
	Course name
	Number of credits
	Semester dates

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Local Support [10 points]
IDEA capacity building grants must be used to pay for grant-related expenses that are outlined in Appendix A, Funding Information, Allowable Expenditures. Grant funding is limited and was not meant to cover all expenses that may be incurred. Applicants must consider other funding sources that will support grant efforts and document the in-kind contributions and other resources in this section.

Some examples of local support might be:
· Substitutes for a participant that must take a course during scheduled work days.

· A portion of the participant’s salary that is paid at times when (s)he must take a course during scheduled work days.

· Mentoring/tutoring services provided by appropriate professional staff to participants struggling in a class.

· Facility and equipment use by participants for coursework and/or homework assignments.

· Supplies needed by participants in their coursework.

· Other materials and/or services that will make a direct contribution to the success of the participants while they are attending college.

The applicant must make a good faith effort to identify appropriate funding sources or no-cost/low-cost items that will support and enhance the success of participants. No cost/low cost items should have a pro-rated dollar amount. The items that are listed in this section should also be discussed in the Education Agency Commitment section. An application that does not demonstrate good faith effort will not be considered for funding.
Instructions

In the appropriate line item:

1. Provide the funding source that will pay for extra grant-related expenses (e.g., 6-B, Title I, local, etc.). If the item is a no-cost item, indicate “no cost” in the Funding Source column but estimate the cost in the Description and Amount columns. An example of a “no cost” might be a tutor who volunteers his/her time.
2. List the estimated amount of other funding source funds or in-kind contributions.
3. Provide a description of materials and/or services that will be provided.

Multiple funding sources and line item descriptions may be entered into each Function Code line.

ATTENTION:

In the online application supplemental, the “Description” field will not display full text input until the page is saved and the LEA either has a “View Application” option or the “Summary and Submit” is done. 
Sample Other Funding Source Contributions

	
	Funding Source
	Amount
	Description

	Salaries
	6-B

6-B

Local

6-B, Title I, Local
	
	$50 x 15 days x 2 paraprofessional substitutes = $1500

Estimated special education teacher mentoring/tutoring @ $20 x 80 hours = $2000
Estimated portion of administrative clerical salaries for monitoring, tracking, documenting, @ $10 x 20 hours = $200
Estimated portion of project coordinator’s salary for monitoring, follow-up, etc. @ $25 x 20 hours = $500

	Employee Benefits
	
	
	ERE rate @ .25 = $875

	Purchased Professional Services
	
	
	

	Purchased Property Services
	
	
	

	Other Purchased Services
	Local
	
	Estimated in-kind contribution for internet use = $500

	Supplies
	6-B
	
	Supplies needed for coursework = $100

	Other Expenses
	Local
	
	Estimated in-kind contribution for use of facilities and equipment for coursework and homework = $300


Satisfaction Survey

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

Instructions

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

4 = Highly satisfied

3 = Satisfied

2 = Somewhat satisfied

1 = Not satisfied

If you responded with a “2” or “1” to any question, please elaborate in the response comments narrative box directly beneath. Provide enough additional information that will allow us to make targeted adjustments.

	Satisfaction Survey

	1 
	The application download was useful and easy to use.
	4
	3
	2
	1

	2 
	“2” or “1” response comments
	

	3 
	Information required for the application was appropriate.
	4
	3
	2
	1

	4 
	“2” or “1” response comments
	

	5 
	The GME online application was easy to navigate.
	4
	3
	2
	1

	6 
	“2” or “1” response comments
	

	7 
	I received courteous and helpful assistance from ADE staff.
	4
	3
	2
	1
	N/A

	8 
	“2” or “1” response comments
	


Appendix A

Funding Information

Excess Cost Requirement

The excess cost requirement means that the public education agency must spend a specified minimum amount for the education of its children with disabilities before Part B funds are used. Children served with Part B funds must have at least the same average amount spent on them from sources other than Part B as do children in the school district or charter school as a whole.

Excess Costs/Non-supplanting

The public education agency uses funds provided under Part B of the Act only for costs that exceed the amount computed under 34 CFR 300.184 and 185 and that are not directly attributable to the education of children with disabilities.

Each applicant must assure the State Education Agency (SEA) that the public education agency uses funds provided under Part B of the Act to supplement and, to the extent practicable, increase the level of state and local funds expended for the education of children with disabilities, and in no case, to supplant those state and local funds.

To meet the non-supplanting requirement, the total amount or average per capita amount of the state and local school funds budgeted by the public education agency for expenditures in the current fiscal year for the education of children with disabilities must be at least equal to the total amount or average per capita amount of state and local school funds actually expended for the education of children with disabilities in the most recent preceding fiscal year for which the information is available. Allowances may be made for:

· Decreases in enrollment of children with disabilities;

· The termination of costly expenditures for long-term purchases such as the acquisition of equipment and the construction of school facilities;

· The replacement of personnel and qualified, lower salaried personnel; or

· The termination of the obligation to provide a program of special education to a particular child with a disability who is in an exceptionally costly program.

Please note, however, that budgeting a certain amount and expending that amount by the end of the year are two different issues. If none of the allowances apply, the applicant must make sure that the expenditures meet or exceed previous year’s expenditures, excluding Fund 011.

Indirect Costs

Indirect cost at the applicant’s approved indirect cost rate and approved county indirect cost (if applicable) are allowed with this grant funding. These are automatically calculated in the GME online application. No other administrative costs are allowed.

Carryover

Carryover of funds from year to year is not allowed. If, however, there are excess funds at the end of the YEAR 1, it is the common practice of the ESS Funding Unit to reduce YEAR 2 funds by that amount rather than require the return of these funds.
Capital Outlay

The purchase of capital outlay or other equipment or furniture is not allowed with this grant’s funds.
Allowable Expenditures

The 2008 Chart of Accounts and Expense Classifications, Uniform System of Financial Records, has been revised effective July 1, 2007. Please note the line item placement of allowable expenditures for IDEA Capacity Building Grants that follows.

Expenditures that support the training of classroom teachers, instructional aides, and parents should be placed under Support Services 2100, 2200, 2600, 2700.
Expenditures that support training of administrative staff and other non-instructional staff, including professional service providers (e.g., occupational therapists, speech therapists, etc.) and non-instructional aides, should be placed under Support Services - Admin 2300, 2400, 2500, 2900.
1. Personal Services, Employee Benefits 6200
Tuition and other expenses that are reimbursed to a participant
· State college or university courses at the full per credit tuition rate of that state college or university

· Private college or university tuition at the rate charged not to exceed community college tuition rate for all credits that complete the first two years (60 – 64 credits) and the lowest state university rate per credit for the balance (@ 60 credits) 
State university tuition rates can be found at:

Arizona State University: http://students.asu.edu/tuitionandbilling
Northern Arizona University: http://home.nau.edu/bursar/tuition_fees.asp
University of Arizona: http://www.bursar.arizona.edu/students/fees/index.asp
Registration fees, when applicable (registration fees may be waived by the university of choice)

Lab fees, when applicable

Text books @ $125 for per course

2. Purchased Professional and Technical Services 6300
Tuition that is paid directly to an IHE on behalf of a paraprofessional

· State college or university courses at the full per credit tuition rate of that state college or university

· Private college or university tuition at the rate charged not to exceed community college tuition rate for all credits that complete the first two years (60 – 64 credits) and the lowest state university rate per credit for the balance (@ 60 credits) 
State university tuition rates can be found at:

Arizona State University: http://students.asu.edu/tuitionandbilling
Northern Arizona University: http://home.nau.edu/bursar/tuition_fees.asp
University of Arizona: http://www.bursar.arizona.edu/students/fees/index.asp
Registration fees, when applicable (registration fees may be waived by the university of choice)

Lab fees, when applicable

Text books @ $125 for per course

3. Supplies 6600

Text book fees paid directly to the IHE on behalf of the participant @ $125 for per course

4. Approved Restricted Indirect Cost
Indirect cost at the applicant’s approved indirect cost rate and approved county indirect cost (if applicable) are allowed with this grant funding. These are automatically calculated in the GME online application. No other administrative costs are allowed.

Example of Budget Line Item Descriptions

An applicant should budget grant funds in a manner that best meets the education agency’s needs but in accordance with what is required and allowed. The example provided below demonstrates the format in which expenses must be shown in the budget. Departure from this format will result in the application being automatically disqualified.
Note the following important information:

· Document expenses under the appropriate Function Code

· Instructional aides go in Support Services 2100, 2200, 2600, 2700
· Non-instructional aides (all candidates that are not classroom aides) go in Support Services - Admin 2300, 2400, 2500, 2900
· Identify the candidate by name and indicate “instructional” or “non-instructional” as demonstrated in the example below. Follow the example provided below. If the candidate will be attending a college that charges per semester, for example, Prescott College, adjust the description. The number of credits must match the candidate’s Course Schedule.

· Tuition, registration fees, lab fees, and text book costs that are reimbursed to the participant should be listed in Employee Benefits 6200.

· Tuition, registration fees, and lab fees that are paid directly to the IHE should be listed in Purchased Professional Services 6300. Textbook costs that are paid directly to the IHE must be placed in Supplies 6600. 

	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Employee Benefits
	6200
	
	Tuition reimbursed to participants

Minnie reimbursement (instruction):

9 MCC credits x 71 = 639

3 textbooks x 125 = 375
Daisy reimbursement (instruction):

9 NAU distance learning credits x 281 = 2529

3 textbooks x 125 = 375
Mickey reimbursement (instruction):

9 ABC Private College credits x 71 (community college rate) = 639

3 textbooks x 125 = 375

	Purchased Professional Services
	6300
	
	Tuition paid directly to the IHE for participant
Minnie (instruction):

UA Summer 2009 6 units = 1841.06

UA Fall 2009 6 units = 2025.17 (est. 10% increase)

UA Winter 2009 6 units = 2025.17 (est. 10% increase)

Donald (instruction):

PC Fall 2009 semester = 4698

PC Spring 2010 semester = 4698

	Supplies
	6600
	
	Text book fees paid directly to the IHE for participant
6 (instructional) text books x 125 = 750

	Support Services - Admin 2300, 2400, 2500, 2900

	Employee Benefits
	6200
	
	Tuition reimbursed to participants

Minnie reimbursement (non-instruction):

9 MCC credits x 71 = 639
Daisy reimbursement (non-instruction):

9 NAU distance learning credits x 281 = 2529
Mickey reimbursement (non-instruction):

9 ABC Private College credits x 71 (community college rate) = 639


Payment Schedule Instructions

The payment schedule for the capacity building grants complies with the monthly Cash Management Reporting System.  

1. Enter one payment amount to cover the initial expenses (i.e., immediate tuition, related fees, and books) in the cell corresponding to the first month of the project.

2. A grant will not receive “official” web approval until after September 1. Release of the initial cash disbursement will occur on the first day of the month following web approval.

3. Put the balance of the requested grant amount in the RSP section. The monthly Cash Management Reports will determine future payments.

4. Failure to submit Cash Management Reports by the 18th of each month will interrupt cash flow for this project.

Appendix B
Chart of Accounts Revision
The following e-mail outlines line item placement of tuition and books under various circumstances as issued by the Auditor General.

From: Miller, Laura [mailto:lmiller@azauditor.gov] 
Sent: Thursday, January 31, 2008 1:14 PM
To: Rope, Ingrid
Subject: RE: Chart of Accounts Revision
Ingrid,

I have drafted a response to the question you forwarded from Celia. Could you please pass this response on to Celia as I don’t have her e-mail address.
If the tuition assistance grant monies are used to reimburse district staff for education-related expenses (tuition, college registration fees, lab fees and text books), object code 6200—Personal Services—Employee Benefits would be appropriate. Tuition benefits are typically a non-taxable fringe benefit. However, districts may want to review IRS Publication 15-B for more information on taxable and non-taxable fringe benefits.

If the district pays the college directly, object 6300—Purchased Professional and Technical Services would be appropriate to record expenditures for tuition, registration fees, lab fees, and textbooks. Celia indicated that she currently recommends that employee textbooks be coded to object code 6600.  If the district intends on retaining ownership of the employee textbooks after the district employee has completed their coursework, then 6644—Other Books, Periodicals, and Media would be appropriate for the textbook portion; otherwise, expenditures for textbooks could also be coded to 6300.

Please let me know if you have any questions.

Appendix C
Completion Report Requirements

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 completion of each grant year. The annual project period of this two-year grant is July 1 – June 30. The online completion report is activated on the ADE Grants Management Enterprise (GME) on June 30 and must be electronically submitted through the common logon by September 28.

The following are required elements of the annual completion report.

Pre-service Coursework

Provide information for each paraprofessional who completed college coursework during the grant period.

· Name of college or university attended

· Course number and title

· Grade received for that course

Impact

Provide information for each paraprofessional who completed college coursework during the grant period.

· Identify the degree program or certificate the paraprofessional is pursuing

· List the total number of credits achieved to date that can be applied toward that degree program or certificate (including credits from previous coursework)

· List the total number of credits that are still needed to receive the degree or certificate
· Anticipated graduation date

· 200 – 300 words from paraprofessional describing the overall impact of coursework on current responsibilities

· 200 – 300 words from supervising special education teacher/supervisor describing observed benefits coursework had on paraprofessional and, if possible, students

Completed Coursework

By accepting the funding, the public education agency agreed to maintain copies of transcripts for each funded paraprofessional. Transcripts help the project coordinator to ensure a paraprofessional’s continued eligibility to receive tuition and related cost assistance by meeting the 3.0 GPA requirement. They also track the coursework taken toward completion of degree requirements.

Use transcript data to complete this section. At this time, copies of all transcripts for coursework taken during the July 1 – June 30 grant term must also be forwarded to:

Celia Kujawski

Attn: [Name of grant recipient]: [Project number]: Transcripts
1120 N Val Vista Drive, Unit 27

Gilbert AZ 85234
Transcripts must match the information provided for each course in this section. Your completion report will not be approved until all transcripts are received, evaluated and approved.

Provide information for each college course completed by the paraprofessional during this grant year. Courses must have started after July 1 2008 and before June 30 2009. Courses may have ended after June 30.

· Name of college or university attended (IHE)

· Course number and title

· Number of credits

· GPA received for that course
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