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State of Arizona

Department of Education

Exceptional Student Services

Team Training Program
Secondary Transition Mentoring Project
GME Grant Application Name: 2012 IDEA – Secondary Transition Mentoring Project
Non-competitive Grant-funded Training
Request for Proposals

section i

summary
Introduction

Arizona’s State Performance Plan and Annual Performance Report, as required by the US Department of Education, Office of Special Education Programs (USDOE/OSEP), are focused on improving the implementation of IDEA Part B to meet the established 100% target for transition requirements in the Individualized Education Program (IEP) (Indicator 13) and improved post-school outcomes for students with disabilities (Indicator 14).
The Arizona Department of Education, Exceptional Student Services (ADE/ESS), Special Projects, has designed the Secondary Transition Mentoring Project (STMP) Training to help eligible public education agencies (PEAs) build the capacity to meet secondary transition requirements in the IEP and to foster the development of local interagency community transition teams to improve post-school results for students with disabilities. Teams of specially selected educators from eligible PEAs come together to learn innovative strategies to reaching established outcomes over the two-year training program and to gain an understanding of how other Arizona schools have overcome transition issues by building professional networks with colleagues from around the state.
This Request for Proposals (RFP) is an instructional document that will guide the eligible PEA through the grant-funded training application process. An applicant is strongly encouraged to thoroughly review this document; follow the directions provided herein; and use the contact information at the end of this section to get your questions answered and ensure the submission of a correct application. Failure to adhere to the instructions could result in the denial of your team’s participation in the training.
This grant will support up to five team members with responsibilities in secondary transition participating in the STMP Training over two years. Funding will be used to pay for:

· Arizona’s Annual Transition Conference registration
· Registration for six days of interactive team training events
· Mileage, lodging, meals for teams that must travel a minimum of 50 miles to the training site(s)

· Substitutes and employee benefits for teachers attending the transition conference and trainings

Funding Source
Individuals with Disabilities Education Improvement Act (IDEA) discretionary funds

Project Years
1st Year: July 1 2011 – June 30 2012

2nd Year: July 1 2012 – June 30 2013 (2nd year training will be funded by a separate grant)

GME Grant Submission Deadline

May 31 2011
All 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 an online application from any computer that has Internet access as long as that person has GME common logon permission. To verify common logon permission status, contact the ADE Support Center, 602-542-7378, enterprise@azed.gov.
Teleconference
Prospective grant applicants are invited to participate in a teleconference that will describe the training program; discuss suggestions for selecting effective teams; and explain budget requirements and the mandatory budget format. Teleconference participants are encouraged to review the RFP prior to the call and have questions in mind.
Date:
April 27 2011

Time:
1:00pm

Phone:
1-877-326-0664

When prompted, enter room number *6980725*
Training & Grant Eligibility
A non-profit PEA that serves students with disabilities aged 3 through 21 is eligible to submit and application for team training participation and receive this funding as the designated fiscal agent 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 for the revised policy and procedures aligned with IDEA 2004. Absence of this approval will negate the award of this and other IDEA discretionary grant funding.

Acceptance for team training and grant approval preference will be given to PEAs meeting the following criteria:
· Will be in year 2 or 3 of the monitoring cycle in SY2011-2012

· Has a special education high school population greater than 30 students

· Has data needs in the area of secondary transition
To confirm team training and grant approval preference, contact Lorrie Sheehy, 520-628-6351, e-mail Lorrie.Sheehy@azed.gov.
The training program is limited to a maximum of 15 teams. ADE/ESS/Special Projects will accept eligible correct applications on a first-come, first-served basis. A correct application:

· Follows the specific budget format as outlined in section iii funding information, Budget Guidelines & Restrictions and Budget Format. There is a Sample Budget that will demonstrate the correct budget format.
· Has additional supplemental documentation (Letter of Commitment and Memorandum of Agreement) sent through surface mail to the designated person and postmarked by the grant submission deadline (see section ii public education agency supplement, Supplemental Document Requirements).
· Has included all requested information in the GME application.
· Meets the grant training approval preference criteria listed above.
After the deadline is reached, the applications will be reviewed in order of submission. Applications with inconsistent budgets or that fail to adhere to the prescribed budget format will be skipped. If the 15 team positions are not filled, or if a selected team must surrender its place in the program, Special Projects may offer the training to the skipped applications starting with the first one submitted; however, that applicant will have one chance only to correct the budget. There is no guarantee that a skipped application will be offered participation in the training.

PEAs are limited to two new IDEA capacity building training grants per year, even though no one is restricted from applying for all of the priorities for which they are eligible (due to limited staff and the commitment required by a team to participate in training, small districts and charter schools are allowed one grant-funded training). A PEA that is accepted for multiple IDEA training grants must choose which best meets the needs of its educational and student populations. The training grants are:

· Arizona High Achievement for All (to be renamed for the FY2012 cycle)

· AT Tech for Learning Communities

· Autism Spectrum Disorder

· Secondary Transition Mentoring Project

· Special Education: Achieving Success in Mathematics (formerly Arizona Students Achieving in Mathematics Academy)
· Special Education: Achieving Success in Reading (formerly Systemic Change in Reading)

2011 – 2012 STMP Training Calendar
	Oct 3 – 5 2011
	Arizona 11th Annual Transition Conference

Talking Stick Resort, Scottsdale

	Nov 29 – 30 2011
	Hilton Phoenix Airport Hotel

Phoenix

	Feb 28 – 29 2012
	

	April 24 – 25 2012
	

	Jan – Feb 2012
	On-line short course through the University of Kansas (KU) Transition Coalition, no cost for up to two participants per team.



	In addition:
	One-hour conference calls or webinars may be scheduled on the first Wednesday of the month from 2:30 pm to 3:30 pm (months TBD, based on team needs. The first one will be prior to the October Transition Conference.


Contacts for Assistance

Training and training outcomes:

Lorrie Sheehy, 520-628-6351, e-mail Lorrie.Sheehy@azed.gov
Grant issues:

Celia Kujawski, 602-432-3213, Celia.Kujawski@azed.gov
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 online technical difficulties:

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


gme grant application

The training grant application can be found in the Grants Management Enterprise (GME) common logon, Fund Alert, identified as:

2012 IDEA Secondary Transition Mentoring Project

Be sure to download all attached documents.
Confirmations
This page will identify the applicant with approval preference; remind you to check your training grant budget for accuracy; and indicate if the proper documentation has been forwarded in accordance with training and grant requirements.

Approval Preference

The applicant:

1. Will be in year 2 or 3 of the monitoring cycle for SY2011-2012 (yes/no)
2. Has a special education high school population greater than 30 students (yes/no)
3. Has data needs in the area of secondary transition (yes/no)

Budget Format

1. Assurances are made here that the budget follows the specific budget format as outlined in the RFP, section iii funding information, Budget Guidelines & Restrictions and Budget Format (yes/no)

Supplemental Documents

1. Additional supplemental documentation (Letter of Commitment and Memorandum of Agreement) has been forwarded through surface mail to the designated person and postmarked by the grant submission deadline (yes/no)
2. Date mailed

3. Return receipt tracking number



section ii
public education agency supplement
Information provided in this section will allow the ADE/ESS/Special Projects and Funding Unit to fulfill information dissemination, monitoring, and accountability responsibilities.
STMP Training Outcomes

1st Year

· Identify secondary transition requirements required in the IEP for students aged 16 and older

· Assess current PEA progress in meeting transition requirements

· Identify PEA barriers to meeting transition requirements 

· Develop an action plan to eliminate barriers

· Create IEPs that meet transition requirements

· Develop interagency community transition teams 

· Work across stakeholders to identify and prioritize community transition needs and challenges to attaining successful post-school outcomes

2nd Year

· Participate in the Post School Outcomes (PSO) Survey

· Implement training to build intra-district/charter school capacity to attain 100% compliance on secondary transition requirements

· Measure progress made and target areas still in need of improvement 

· Create an action plan to utilize data obtained through participation in the Post School Outcomes (PSO) Survey

· Develop protocol for working across stakeholders to increase employability and postsecondary participation of students as they leave high school
Supplemental Document Submission
To complete the application process and to be considered eligible to receive funding, an applicant must forward the following supplemental documents postmarked by the grant submission deadline:

· Letter of Commitment for team participation in the two-year Secondary Transition Mentoring Project Training Program. The letter must be typed on district or school letterhead and have the original signatures of the superintendent/charter school director and the special education director. See section v sample letter of commitment for an example of the letter of commitment.

· Memorandum of Agreement (MOA) with original signatures of all identified team members. ADE/ESS/Special Projects understands that team membership may change from the time the training grant application is submitted and the first training day; however, it is imperative that the selected STMP Team members understand their commitment and responsibilities to the training process. Replacement team members will be required to sign the MOA on the first training day. The MOA template is included in the GME as an application download attachment, or you may request a copy through email only to Celia.Kujawski@azed.gov. The email subject line should read “2012 IDEA STMP MOA Request”.

The Letter of Commitment and MOA are considered part of the application even though they will not be submitted electronically with the application. They must be mailed postmarked by Friday, May 31 2011, to:
Celia Kujawski

ATTN: 2012 IDEA STMP

1120 N Val Vista Drive, Unit 27

Gilbert AZ 85234

ADE/ESS/Special Projects is not responsible for:

· Supplemental documents that are not received or do not have documentation of delivery/receipt. For this reason, return receipt request is strongly recommended. Supplemental documents that are postmarked after the training grant submission deadline will render the application ineligible for training participation and funding.

· Supplemental documents that are mailed to the wrong address.

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.

1. Check all the modes of notification that the applicant will make use of to fulfill the Public Notice Assurance requirement.
· Newspaper advertisement

· Board meetings

· School site bulletin boards

· Library

· Website
· Other (specify) ___________________
Project & Finance Contacts

Contact information provided on this page will help establish and maintain communication links with the designated fiscal agent. The individuals identified here will be notified of grant approval, completion report instructions and timelines, and other grant-related issues.

Identify the person who will act as the team liaison between the team and the STMP training coordinator prior to the start of the grant. The team liaison should be a member of the team who can direct important training information from the ESS STMP training coordinator to the team.

· Project coordinator: Name, telephone number, and email address

· Finance office contact: Name, telephone number, and email address

· Team liaison contact: Name, telephone number, and email address

Local Support
Funding to support this training is limited to registration costs; substitutes and substitute benefits; and mileage, lodging, and food for teams that must stay overnight. Additional costs must be assumed by the school or individual. This section is a demonstration of the service and material contributions that the district or charter school is willing to offer that will make a direct impact on the training of the team.

The applicant must make a good faith effort to identify appropriate funding sources and/or no-cost/low-cost items that will support and enhance the successful implementation by the team of new knowledge and skills learned in the training. Some of these might be:

· The portion of salaries and benefits for the grant coordinator and other administrative staff to track team activities, funding, data entry, coordination of in-district training, and other support activities (considered no-cost contributions).

· The portion of salaries and benefits that is paid to each team member participating in the 18 scheduled training days over two years may be claimed. You may also declare the time needed for two individuals to participate in the on-line course provided by the KU (considered no-cost contributions).

· Teams will be required to schedule meetings for transition planning; to meet with community transition teams; and to conduct in-service trainings to report team progress and update staff on new transition strategies. Anticipate the number of meetings and in-services over the two-years of the project and estimate the cost for the use of a facility; salaries and benefits of the team and other staff; and any materials and supplies that may be needed (considered no-cost contributions).

· Laptops are used by the team during the training; and computers and Internet access are needed by participants in the KU online course. A portion of the cost of these and other equipment can be applied to local support (considered no-cost contributions).

· Teams sometimes purchase transition assessments and other self-determination curricula. They also incur printing and dissemination costs for brochures, training packets, etc.

· Grant-funded transportation is limited to team travel to Phoenix and overnight lodging for trainings. In-town teams will be able to contribute transportation as local support; and all teams will have additional transportation costs to conduct training-related business in their local areas.

In the appropriate line item:

1. Provide the funding source (e.g., 6-B, ARRA, Title I, local, etc.) that will pay for extra grant-related expenses.  If the item is a no-cost item, indicate “no cost” in the Funding Source column but estimate what the cost might be in the Description and Amount columns;

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 lent to this training effort.
ATTENTION: In the GME application, the “Description” field will not display full text input until the page is saved and there is a “View Application” display option or the “Summary and Submit” is done. 

The following example shows how the applicant might identify local support.

	EXAMPLE
	Funding Source
	Amount
	Description

	Salaries
	6-B

M&O

Title I


	
	Grant coordinator salary for grant support & organization of in-district training = 1000

Clerical/data entry services to support grant activities = 1000
5 STMP member salaries x 18 days x 200/day = 18,000

2 STMP member salaries x 6 one-hour webinars x 25/hour = 300

8 planning meetings @ 2 hours x 5 STMP members x 25/hour = 2000

2 one-hour on-site trainings x 50 staff x 25/hour = 2500

	Employee Benefits
	6-B

M&O

Title I
	
	25% benefits rate

	Purchased Professional Services
	
	
	

	Purchased Property Services
	
	
	

	Other Purchased Services
	M&O
	
	In-district STMP Team travel = 500

Printing costs = 500

	Supplies
	
	
	

	Other Expenses
	M&O
	
	Facility and computer use = 2000
Brochure development = 1000

	Capital Outlay
	
	
	Set-aside funding to purchase transition assessments & self-determination curricula = 2000

	Total
	
	




section iii
team supplement
The greatest training effectiveness, success, and sustainability are accomplished by focused teams that have consistent, unchanging membership over the two-year period. ADE/ESS/Special Projects expects that team members who are willing to dedicate their time and efforts to the entire two-year training process are selected. Team members must attend all scheduled training sessions and participate in assigned team engagement activities. No alternates or substitutes are allowed to attend trainings in place of members who must miss scheduled training due to unexpected life circumstances, even though the registration for a missed session must be paid. Missing a session should occur rarely, if at all; and the STMP training coordinator must be informed prior to that training event. It is the responsibility of the team to ensure that all information and materials for missed sessions are provided to one who is absent.
Charter school teams should have three to five staff members who work with students with IEPs and are responsible for writing IEPs with required participation by the following school personnel:

· Special education administrator or designee
· Transition coordinator/specialist or special education teacher(s) who write(s) IEPs for students age 16 or older

· General education teacher, CTE teacher, or guidance counselor
District teams should have up to five staff members representing district secondary schools with required participation by the following district and/or school personnel:

· Special education administrator or designee

· Transition coordinator/specialist or special education teacher(s) who write IEPs for students aged 16 or older
· General education teacher, CTE teacher, or guidance counselor

HIGH SCHOOL WITHIN A DISTRICT [WITH A LARGE SPECIAL EDUCATION POPULATION] TEAMS must be part of the onsite high school staff and include:

· Special education administrator or designee 

· Transition coordinator/specialist or special education teacher(s)  who write IEPs for students aged 16 or older

· General education teacher, CTE teacher, or guidance counselor

If the structure of your high school system does not fit this outline and you have questions about your high school’s participation in the training, please contact Lorrie Sheehy, 520-628-6351, Lorrie.Sheehy@azed.gov.
Grant-funded Team

Confirm each school’s team members by providing:

· School name

· Team member name

· Position/title
· Phone number
· Email address
note: If one team member fulfills dual functions, identify each role under the “Position/title” column in the application.

Locally-funded Team Member
The individual(s) identified here may be part of the team as a locally funded participant with the approval of the Special Projects director. The locally funded team member is considered equal to those who are grant funded and must be committed to full participation and team implementation activities during the two-year training process. If the locally funded team member is unable to attend a training session due to unforeseen circumstances, registration costs for the missed session(s) must still be paid as this is part of the annual fee commitment.

For approval, contact Lorrie Sheehy, 520-628-6351, Lorrie.Sheehy@azed.gov, prior to training grant submission.

Identify non-grant funded team members by providing:

· School name

· Team member name

· Position/title
· Phone number
· Email address


section iv

funding information


Budget Guidelines & Restrictions

Carryover

Carryover of funds from year to year is not allowed. If there are excess funds at the end of the year, it is the common practice of the ESS Funding Unit to reduce the following year’s grant amount 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.

Funding Allowances
The 2008 Chart of Accounts and Expense Classifications, Uniform System of Financial Records, has been revised effective July 1, 2007. The Auditor General has designated placement of allowable expenditures for IDEA capacity building grants as follows.
· Expenditures that support the training of classroom teachers and instructional aides, including substitutes (identified in the budget as “Instruction”), must 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 (identified in the budget at “Non-instruction), should be placed under Support Services - Admin 2300, 2400, 2500, 2900.
For further clarification, contact Ingrid Rope, 602-542-4064, Ingrid.Rope@azed.gov.

The following is a list of allowed expenses for first year training and the designated line in the budget where each should be placed.

1. Salaries 6100, Employee Benefits 6200 (or Purchased Professional Services 6300, if applicable)
Substitute teacher and related employee benefits at the district or charter school rates
For attendance at training on scheduled school days (9 days)
2. Purchased Professional Services 6300

Registration
11th Annual Transition Conference = $275
Individual team member annual registration fee = $600
This is an annual registration fee, however, the PEA will receive an invoice within two weeks after each training event for the amount to cover team participation in that event (breakdown is $100/day). Registration must be paid for each team member for each training event, even if someone is unable to attend. This includes registration for team members that are supported by local funding.

To maintain training continuity, substitute participants are not allowed to attend a training event in place of identified grant or locally supported team members.
Registration fees include:

· Supporting material that is aligned with the strategies presented during the workshops
· Breakfast, lunch, and break refreshments on training days
3. Other Purchased Services 6500

· Mileage is calculated round trip @ $0.445/mile for a minimum of 50 miles from school or district office to training site. The grant will pay for mileage for one vehicle only. Additional vehicles must be supported by local funding.

· Lodging and meal allowance

Lodging and meals are allowed at the state rate for teams located a minimum of 50 miles from district office or school to the training site:

· Double occupancy lodging is required
· 3 room maximum for team of 5

· Depending on the distance from the district or school, 2 night’s lodging is allowed per training event (coming in the evening prior to the training event). Additional lodging the night after the training event is allowed for teams that are unable to return to the home district by 8:00pm after the training

Sunday lodging will be allowed for teams that cannot comfortably arrive, register, and attend the opening meeting at 10:00 am on Monday, October 3.

· Dinner at the state rate for each night’s stay-over (breakfast, lunch, and break refreshments on training days are provided as part of the registration fees)

· Breakfast at the state rate for teams that must stay an additional night due to extended distance from training site to home district

The following tables break down the costs for rooms and meal allowances. Determine the number of nights and rooms the team will need. 15% tax has already been built into the cost of the rooms.

Calculate the amount needed for meals per person.

Lodging & Meal Allowances & Division
Lodging breakout per team member:

3 team members = 2 rooms/night allowed

Lodging division:

33% of the total lodging amount each for 2 members

34% of total amount for 1 member

4 team members = 2 rooms/night allowed

Lodging division:

25% of total lodging amount for each member

note: An additional room will be allowed to accommodate the genders of the team members (e.g., three of one gender; one of the other gender)
5 team members = 3 rooms/night allowed

Lodging division:

20% of total lodging amount for each member

See Budget Format, Sample Budget below for an example of how the budget should look.

	lodging allowance – 2 rooms

	location
	training dates
	1 room

+ 15% tax
	2 rooms

1 night
	2 rooms

2 nights
	2 rooms

3 nights

	Phoenix Metro
	Oct 3 – 5 2011
	119
	238
	476
	714

	
	Nov 29 – 30 2011
	119
	238
	476
	714

	
	Feb 28 – 29 2012
	163
	326
	652
	978

	
	Apr 24 – 25 2012
	126
	252
	504
	756

	Total:
	527
	1054
	2108
	3162

	lodging allowance – 3 rooms

	primary location
	training dates
	1 room

+ 15% tax
	3 rooms

1 night
	3 rooms

2 nights
	3 rooms

3 nights

	Phoenix Metro
	Oct 3 – 5 2011
	119
	357
	714
	1071

	
	Nov 29 – 30 2011
	119
	357
	714
	1071

	
	Feb 28 – 29 2012
	163
	489
	978
	1467

	
	Apr 24 – 25 2012
	126
	378
	756
	1134

	Total:
	527
	1581
	3162
	4743

	meal allowance per person

	location
	training dates
	dinner

1 night
	dinner

2 nights
	dinner

3 nights
	breakfast extended stay

	Phoenix Metro
	All dates
	27
	54
	81
	11


2011 - 2012 training calendar
	DATES
	EVENT
	LOCATION

	Oct 3 – 5 2011

[M – Tu – W]
	11th Annual Transition Conference
	Talking Stick Resort

9800 East Indian Bend Road
Scottsdale AZ 85250

 866- 877-9897
· Sun early registration 3:00pm – 6:00pm

· Day 1 registration: 8:00am

· Day 1 start/end: 10:00am to 5:00pm
· Day 2 start/end: 8:15am to 5:00pm

Required attendance at Tue reception from 5:00pm – 6:00pm
· Day 3start/end: 8:15am to 12:15pm

	Nov 29 – 30 2011

[Tu – W]


	YEAR 1
Session 1
	Hilton Phoenix Airport Hotel
2435 S 47th Street
Phoenix AZ 85034-6410
480-894-1600

Day 1

7:00 am, breakfast & registration/sign in

8:00 am – 4:00 pm, training sessions

Day 2

7:00 am, breakfast

8:00 am – 4:00 pm, training sessions

	Feb 28 – 29 2012
[Tu – W]


	YEAR 1

Session 2
	

	Apr 24 – 25 2012

[Tu – W]
	YEAR 1
Session 3
	


4. Approved Restricted Indirect Cost

Indirect cost at the applicant’s approved restricted indirect cost rate and county approved restricted indirect cost rate, if applicable, are allowed with this grant funding. If approved rates are available, the GME system will automatically calculate the indirect cost amount; but the applicant must manually place this amount in the appropriate cell within the budget. If not available, the system will not allow you to enter indirect cost estimates. An approved grant may be amended later to include indirect costs at the approved rate(s). No other administrative costs are allowed.

Budget Format
The ESS Funding Unit has designed a specific budget format that will allow ESS staff to quickly and efficiently evaluate a budget and determine if revisions are necessary. Please follow this format found in the Sample Budget below. Worksheets are provided as a download attached to the GME application to help you develop the grant.
After the deadline is reached, the applications will be reviewed in order of submission. ADE/ESS/Special Projects will accept the first 15 correct applications for grant-funded training. Applications with inconsistent budgets or failure to adhere to the prescribed budget format will be ignored. If the 15 team positions are not filled, the Special Projects will offer a training opportunity to the ignored applications starting with the first one submitted; however, the incorrect budget must still be fixed. There is no guarantee that an ignored application will be offered participation in the training. It is better to follow directions the first time than to risk losing the opportunity because of budget discrepancies.

For further clarification or questions, contact Celia Kujawski, 602-432-3213, Celia.Kujawski@azed.gov.

The following is an example only of team composition and the budget that will support it. Your team may have a different composition, which could impact the distribution of funding.

The sample team:

· Special education teacher (instruction)

· General education teacher (instruction)

· Special education administrator (non-instruction)

· Transition coordinator (non-instruction)

· Guidance counselor (non-instruction)

40% of the team is instruction staff; expenditures for this group must be placed in Support Services

60% is non-instruction staff; expenditures for this group must be placed in Support Services – Admin.

The team will travel to training sites the night before the training event and return directly after the training ends. The team will not need lodging the Sunday night prior to the annual transition conference.

· Miles from district office to Talking Stick Resort = 90 miles
· Miles from district office to Hilton Phoenix Airport Hotel = 75 miles

· Lodging needs: 3 rooms/2 nights per training event

Oct lodging amount: 714
Nov lodging amount: 714

Feb lodging amount: 978

Apr lodging amount: 756
All calculations are rounded up to the nearest dollar amounts.

SAMPLE BUDGET

please do not use the dollar sign ($) in the description column.
	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Salaries
	6100
	
	2 teacher substitutes x 100/day x 9 days = 1800

Use your own substitute rate. If you do not pay sub benefits, place this line in Purchased Professional Services 6300. For further clarification, contact Ingrid Rope, 602-542-4064, Ingrid.Rope@azed.gov.

	Employee Benefits
	6200
	
	25% local  benefits rate

Use your own substitute benefits rate.

	Purchased Professional Services
	6300
	
	2 instruction transition conference registrations x 250 = 500

2 instruction training registrations x 600 = 1200

Total registration = 1700

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	The following travel expenses are for 2 instruction team members.

If extended stay is required due to the great distance from training site to district, add the following:
Extended stay is required due to the distance from district office to training site.

Mileage

Oct: 180 round trip miles @ 0.445/mile = 81

Nov, Feb, Apr: 150 round trip miles x 3 trips x 0.445 = 201

Total mileage: 282 x 40% = 113

Lodging

Oct: 3 rooms/2 nights = 714
Nov: 3 rooms/2 nights = 714
Feb: 3 rooms/2 nights = 978
Apr: 3 rooms/2 nights = 756
Total lodging: 3162 x 40% = 1265
Meals

Dinner: 2 members x 4 trips x 54 = 432

If extended stay is required due to the great distance from training site to district, add the following:
Breakfast: 2 members x 4 mornings x 11 = 88

Total meals = 520

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	

	Support Services - Admin 2300, 2400, 2500, 2900

	Salaries
	6100
	
	

	Employee Benefits
	6200
	
	

	Purchased Professional Services
	6300
	
	3 non-instruction transition conference registrations x 250

3 non-instruction training registrations x 600 = 1800

Total registration = 2050

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	The following travel expenses are for 3 non-instruction team members.
Mileage

Total mileage: 282 x 60% = 170
Do not duplicate the mileage calculations that are demonstrated in Support Services above.

Lodging

Total lodging: 3162 x 60% = 1898
Do not duplicate identification of lodging amounts that are demonstrated in Support Services above.

Meals

Dinner: 3 members x 4 trips x 54 = 648

If extended say is required due to the great distance from training site to district, add the following:
Breakfast: 3 members x 4 mornings x 11 = 132

Total meals = 780

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	


Payment Schedule Instructions

The payment schedule complies with the monthly Cash Management Reporting System. In the GME Application:
1. Enter one payment amount to cover the initial expenses in the cell corresponding to the month of the first training. This amount will include substitutes, registration, and travel for the first training event.
2. Put the balance of the requested grant amount in the RSP section. PEA submission of monthly Cash Management Reports will determine future payments.
3. The ADE internal 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 cash disbursement 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.
note: Failure to submit Cash Management Reports by the 18th of each month will interrupt cash flow for this project.


section v

letter of commitment


ABC School District

1234 School Drive

Any Town, Arizona 12345
Date
Alissa Trollinger, Director
Special Projects
Arizona Department of Education

Exceptional Student Services

Phoenix AZ
Subject:
Letter of Commitment for School Team Participation in the Two-Year Secondary Transition Mentoring Project Training Program (SY2012 – 2013)
Dear Ms. Trollinger:

Assurances are made for release time for all participating team members to attend all scheduled training sessions during both years of the referenced training program.
[Add this statement, if appropriate] Since this training exceeds the number of allowed professional development days per year, district policy will be waived to allow attendance.
Sincerely,

Superintendent’s Signature
Name

Superintendent of Schools

Special Education Director’s Signature

Name

Director of Special Education
Excess Cost Requirement


The excess cost requirement means that the PEA 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 PEA 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 PEA 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 PEA 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.








This is a sample administrator Letter of Commitment for team participation in the two-year STMP Training Program. You may use this letter format or draft your own. The letter must be typed on district or school letterhead and have the original signatures of the superintendent/charter school director and the special education director.





If the district/charter school has less than 9 allowed professional development days per year, the letter must indicate a waiver to this policy.





Please do not identify the team members by name as they may change between now and the start of the training in the fall as well as for the second year training.
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