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Request for Proposals
General Instructions Summary
Introduction

The term "autism spectrum" is often used to describe disorders that are currently classified as pervasive developmental disorders. Pervasive developmental disorders include autism, Asperger syndrome, childhood disintegrative disorder, Rett syndrome, and pervasive developmental disorder not otherwise specified. These disorders are typically characterized by social deficits, communication difficulties, stereotyped or repetitive behaviors and interests, and/or cognitive delays. Individuals with these disorders are considered “on the spectrum” because, although the disorders vary in severity across the domains, they share common features (see http://en.wikipedia.org/wiki/Autism).

Children with autism spectrum disorders (ASDs) present unique challenges to those charged with the provision of education and educationally related services. To meet this challenge, the Arizona Department of Education, Exceptional Student Services (ADE/ESS), offers a highly effective team training program that emphasizes increasing the level of educators’ knowledge and skills through a better understanding of their students’ needs. Participants build skills in evaluation, instructional planning strategies, and environmental design to address the communication, academic, behavioral, and social needs of the students. This approach results in more comprehensive supports for both staff and students and encourages students’ successful inclusion in general education classrooms.

ADE/ESS is extending an invitation for eligible schools to apply for this grant-supported team training program. The program includes a series of outcome-driven training events over a two-year period. At the end of the second year, the team will be equipped to more fully apply new skills while working with students with disabilities.
Grant funding is allowed for up to five team members per eligible school to pay for the following expenditures during two years of training:

· Team training registration, which includes breakfast, lunch, and break snacks on training days
· Teacher substitutes for members to attend scheduled trainings

· Travel expenses for teams whose school sites are located a minimum of 50 miles from the training site (i.e., mileage, lodging, and meals that are not covered by the team registration fee)

· Notebooks and materials distributed in the trainings that are aligned with training content
Seven hours of continuing education units (CEUs) per team member for participation in each training day will be awarded.
note: A PEA may submit one grant application for three or four eligible schools; however, if accepted, ADE/ESS does not guarantee that all schools will be allowed to participate.
Training Outcomes

Team admission into the second-year training is subject to the successful completion of first-year training; outcomes from this training will be documented in an annual programmatic year-end report (PYER).

Year 1

Team success will be evaluated based on the team’s building a foundation of the following skills:

1. Forming Teams of Educators That Build Organizational Capacity

School teams will work toward “college- and career-ready” outcomes for their students and ensure that instruction is provided in the least restrictive environment (LRE). Since educators who work as teams are best able to meet the needs of all students, the collaborative process of regular goal setting and reflection is a critical component of the training. This outcome will be measured by the evaluation of team meeting agendas and minutes, ongoing program self-assessments such as the Arizona Effective Implementation and Support (AEIS) assessment, least restrictive environment (LRE) data, and student achievement data such as AIMS and AIMSA.

2. Communicating Clearly About Students with ASD

Building the capacity of educators within a school to meet the needs of students with autism requires teams to share the information and procedures necessary to achieve the desired educational outcomes with each other. The school team will clearly express information about autism and the impact this disability has on classroom performance, as well as strategies for overcoming the barriers present. This information will be shared regularly in the form of presentations to school staff and family members as determined by the school team and measured by the evaluation of training agendas and presentations delivered.

3. Understanding 24 Evidence-Based Practices

Teams will become familiar with the 24 evidence-based practices as identified by the National Professional Development Center on Autism Spectrum Disorders in order to respond to individual student needs. The team will be able to demonstrate effective matches between a problem and a potential solution from among the intervention options.

4. Collecting and Analyzing Student Behavioral Data

5. Baseline data about individual student behaviors is essential to making treatment decisions. Because the focus of this training is on how to change behaviors already identified in the evaluation and in the present levels of academic and functional performance (PLAAFP), the tools and techniques introduced are designed to further clarify the conditions under which social, communication and sensory-related behaviors occur. Teams will be able to observe, document, and write a hypothesis for the identified problem behaviors of focus students.

6. Implementing Treatments, Monitoring Results, Evaluating Effectiveness

While many treatments exist, only a few have demonstrated efficacy, and only those that have been implemented with fidelity have the impact described. Teams will match an evidence-based practice to the learner’s specific needs and characteristics. Teams will monitor for progress, evaluate the results for effectiveness, and share on-going results of the implementation with the team and group through reflection logs, videos, surveys, and peer observations.

Year 2

Team success will be evaluated based on the continued development of skills that show the team’s ability to sustain the program by:

1. Adopting Additional Evidence-Based Practices: Working Toward Sustainability.

Research on implementation practices identifies the advantages of accumulating knowledge over time. The second year of the training will add to the team’s repertoire of strategies from the set of evidence-based practices chosen and implemented in the first year. The team will adopt additional strategies relevant to the needs of students and support families and general education teachers in the utilization of these strategies.

2. Monitoring Results and Evaluating Effectiveness 

An important component of implementing new practices is determining the effectiveness of those practices and strategies. At regular intervals, teams will evaluate the effectiveness of their intervention through assessments of fidelity of implementation (did we do it according to instructions?), outcomes assessment (did it work?) and program assessment (are we meeting the needs of all students as a result?).

Supplemental Information Packet

In addition to the submission of the online grant application through the Grants Management Enterprise (GME), the applicant must also mail a Supplemental Information Packet (SIP) for each eligible school to the IDEA capacity building grant coordinator. The SIP includes a:
· Cover sheet

· Letter of commitment for team member release time to participate fully in the training program with the original signatures of the superintendent/charter school director and the special education director

· Data sheet

· Needs assessment

The SIP is included as a downloadable document attached to the Funding Profile in the GME. If you need an electronic copy, you may access it through the GME or request it to be emailed by contacting Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.
ADE/ESS is not responsible for:

· A SIP that gets lost and the PEA does not have proof of its being postmarked by the application submission deadline (i.e., receipt documenting delivery).

· A SIP that is mailed to the wrong address or addressed to the wrong person and does not get rerouted to the IDEA capacity building grant coordinator or is not located in time for ADE/ESS to make an informed decision about team participation.

· Maintaining a copy of your SIP materials for your records. It is good business practice to copy all documents for your files prior to submission.
Training Eligibility

A nonprofit PEA that serves students with disabilities aged 3 through 21 is eligible to submit an application for individual school team training participation and receive this funding as the designated fiscal agent if it has:

· Submitted the most recent special education census and/or is serving students with special needs;

· Applied for current year IDEA Basic Entitlement funds;

· Received approval from ADE/ESS for the revised policies and procedures aligned with IDEA 2004 (absence of this approval will negate the award of this and other IDEA discretionary grant funding); and

· Paid in full for previously attended ADE/ESS trainings.
A school is eligible for team participation if it has:
· Reported at least five students identified with autism attending the school (not the district) during school year 2012–2013.

A school that meets the eligibility criteria but has not been invited by ADE/ESS to submit an application and wishes to apply for the grant-funded training should confirm eligibility status prior to submitting an application. Please contact Suzanne Perry at 602-542-2185 or Suzanne.Perry@azed.gov for this eligibility information.
Although this is a non-competitive grant-funded training, the program is limited to a maximum of 15 teams. ADE/ESS will accept complete grant applications for eligible schools that identify team participation on a first-come, first-served basis. The following issues will be considered when selecting team participation:
1. The online grant application has been submitted through the GME by the submission deadline and has been completed according to the instructions provided in this Request for Proposals (RFP), which includes receipt of the SIP postmarked by the same date. The GME automatically queues the grants in order of submission. ADE/ESS will start from the first one received and work down the list until all 15 team positions are filled.

2. A district may submit one application that includes multiple eligible school teams. ADE/ESS reserves the right to accept one or more of these schools but deny others. Historically, ADE/ESS has limited the number of school teams to three or four per application, depending on the size of the district; but it is not guaranteed that three of four identified teams will be given the opportunity to participate.
3. Applications that miss the 15-team cut-off limit but are otherwise complete will be put on a waiting list in order of submission. Teams on the waiting list may be given the opportunity to participate if a selected team must surrender its place in the program prior to the first training day.

4. Schools that have had team participation in this training are required to wait one year before another team is allowed to participate in any other IDEA capacity building team training initiative.

5. Individual team members that have received this training in the past will not be allowed to attend again without the approval of the director of Comprehensive System of Personnel Development (CSPD) the ADE/ESS training coordinator. For more information, contact one of the Suzanne Perry at 602-542-2185 or Suzanne.Perry@azed.gov.
Program Years
Year 1: July 1 2013–June 30 2014
Year 2: July 1 2014–June 30 2015
Submission Deadline

Friday, June 14, 2013
Note that ADE’s Grants Management office closes at 5:00 p.m. If a PEA is unable to submit a grant application by the deadline due to technical difficulties, and there is no one in the Grants Management office to help, the application may not be considered. For help with technical difficulties, contact the Grants Management office at 602-542-3695 or grants@azed.gov before 5:00 p.m.

All grant applications must be submitted online through the 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 check your common logon permission status, contact the ADE Support Center at 602-542-7378 or enterprise@azed.gov.

Pre-Grant Technical Assistance

The training coordinator is available by phone or email to answer all questions about the training and eligibility criteria. Contact: Suzanne Perry at 602-542-2185 or Suzanne.Perry@azed.gov
Questions about the grant or funding should be directed to Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.
Post-submission Mandatory Webinar

A webinar or conference call will be scheduled with the training coordinator and the team principals or assistant principals after all grants have been submitted and team selections have been made. The webinar or conference call date and hook-up instructions will follow at a later date.
2013 – 2014 Training Calendar and Venue
	First year training dates are:

September 13–14, 2013 (Friday and Saturday)
December 6–7, 2013 (Friday and Saturday)
March 7–8, 2014 (Friday and Saturday)

	The venue for the training is:

Hilton Phoenix Airport

2435 South 47th Street

Phoenix, Arizona, 85034-6410

480-894-1600


The second training year will include six training days; the training days will be published in the request for continued funding (RCF) posted in the GME in March prior to the end of the first training year. The local special education director, project coordinator, finance office contact, and participating school principal(s)/assistant principal(s) will be reminded via email to submit the second-year grant application at that time.
Team Registration and Purchase Orders
Registration covers team attendance rather than individual team member attendance. ADE/ESS will invoice the PEA three times during the training year (shortly after each training event) for one-third of the annual registration amount. Since this is a team registration fee, a member’s unanticipated inability to attend a training session will not reduce the team registration fee. If your PEA is unable to comply with this payment requirement, and your otherwise eligible school team wishes to participate, contact Oran TKatchov, Director of Comprehensive System of Personnel Development, at 602-364-2066, or Oran.TKatchov@azed.gov.
Team registration is handled through the grant application process. ADE/ESS will automatically register all persons identified in the grant application who are accepted into the training; however, a school team must have a purchase order (PO) on file with ADE/ESS prior to the first training day in order to be fully registered. The training coordinator will confirm individual member participation when the first training event nears. A member who was identified in the grant application may change at that time, as long as the new member has the same title/position as the previously identified member or if the team member holds a different position, the change has been approved by the training coordinator.

The PO should have all of the components listed in the example below. You are not required to list individual team member names in the PO.
Training/grant name:
FY 2014 Autism Spectrum Disorders
Training dates:
September 13–14, 2013

December 6–7, 2013

March 7–8, 2014

School name:

Identify the name of the participating school
Description:

Annual team training registration for five team members = $4,500
POs may be mailed, faxed, or scanned and emailed to:

Abby Sanchez

Arizona Department of Education

Exceptional Student Services

1535 W Jefferson Street, Bin 24

Phoenix AZ 85007

Fax:
602-364-1115
note: If the grant has not received web approved by the first training event, the PEA should be prepared to cover a team’s training costs with a local, state, or other federal funding source. These costs may include partial registration fees, substitute costs, and applicable travel expenses. The other funding source may be reimbursed with the initial disbursement of funds that are received after the grant has received web approval.
Contacts for Assistance

Training and Training Outcomes

Suzanne Perry, Autism and Low Incidence Specialist, 602-542-2185, Suzanne.Perry@azed.gov
Grant Issues

Celia Kujawski, IDEA Capacity Building Grant Coordinator, 602-432-3213, Celia.Kujawski@azed.gov (for grant and funding issues)
Ingrid Rope, Education Program Specialist, 602-542-4064, Ingrid.Rope@azed.gov (for Chart of Accounts/USFR questions)

Abby Sanchez, Program and Project Specialist, 602-542-4806, Abby.Sanchez@azed.gov (for purchase order 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


FUNDING INFORMATION

Excess Cost Requirement

The excess cost requirement calls for the PEA to 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 may use 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.

Budget Guidelines and Restrictions

Create the grant’s budget in the Grant Planner. The budget must be based on the allowable expenditures outlined below.

Carryover

Carryover of funds from year to year is not allowed. If there are excess disbursed 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 the excess 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 (USFR) has been revised effective July 1, 2007. Note the line item placement of allowable expenditures for IDEA capacity building grants, including this grant:

· Expenditures that support the training of classroom teachers and instructional aides, including substitutes, 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) and non-instructional aides, must be placed under Support Services - Admin 2300, 2400, 2500, 2900.
For further clarification, contact Ingrid Rope at 602-542-4064 or Ingrid.Rope@azed.gov.

1. Salaries 6100, Employee Benefits 6200

Substitute teacher and employer-related benefits at the district or charter school rates.

The substitute teacher is considered an employee of the PEA with employer-related costs, even if the salary and benefits are paid by different funding sources. The grant will pay for substitute and employer-related costs:

· For attendance at training on scheduled school days (three Fridays)
· For travel days, under limited conditions (see Budget Example 4)
2. Purchased Professional and Technical Services 6300

Substitute teacher costs at the contracted rate or flat rate. There are no employer-related costs for these substitutes.

The substitute teacher is a contracted service provider or paid a flat rate for the provision of substitute teacher services, receives an annual 1099, and is responsible for paying his or her taxes. The grant will pay for substitute costs at the contracted amount:

· For attendance at training on scheduled school days (three Fridays)
· For travel days, under limited conditions (see Budget Example 4)
Annual team registration fee:

· One member = $900

· Two members = $1,800

· Three members = $2,700

· Four members = $3,600

· Five members = $4,500

Annual registration fees include:

· Breakfast, lunch, and break refreshments on training days

· Notebooks and materials that are aligned with training content and distributed in the trainings

· Seven hours of CEUs per team member for participation in each training day

ADE/ESS will invoice the PEA three times during the training year (shortly after each training event) for one-third of the annual registration amount. Since this is a team registration fee, a member’s unanticipated inability to attend a training session will not reduce the team registration fee. If your PEA is unable to comply with this payment requirement, and your otherwise eligible school team wishes to participate, contact Oran TKatchov, Director of Comprehensive System of Personnel Development, at 602-364-2066, or Oran.TKatchov@azed.gov.
3. Other Purchased Services 6500

ADE/ESS Funding unit uses MapQuest to calculate miles from the district or school office to the training site.

· Mileage

Mileage is calculated round trip at $0.445 per mile (a minimum of 50 miles from the district or school office to the training site is required for mileage to be allowed). The grant will pay for mileage for one vehicle only per team. Additional vehicle mileage must be paid for by other private, local, state, or federal funding sources. If the training venue is unknown by the time of the grant’s submission date, mileage should not be included in the budget. However, the grant may be amended after web approval has been received to include the mileage.
· Lodging

Lodging is allowed at the state rate for a team whose district or school is located a minimum of 50 miles from the training site:

· Double occupancy lodging is required when possible. If your application has multiple participating schools, teams must be combined for double occupancy. However, the grant will accommodate teams with odd-number membership or with odd-number membership.
· Lodging is allowed for the number of nights needed to accommodate a team’s needs. A team that is unable to return to the district or school office by 8:00 p.m. after the last training day of each event may request additional lodging.

· Meals

Meals are allowed at the state rate under the following conditions:
· Dinner for each night’s stay over (breakfast and lunch on training days are provided as part of the registration fee)

· Lunch when the team is in travel status between 10:01 a.m.–4:00 p.m. on the days prior to and following an event

· Breakfast at the state rate for a team that requires additional lodging if the team is unable to return to the district or school office by 8:00 p.m. after the event (training ends at 3:00 p.m.) and that is in travel status for at least six hours between 12:00 a.m. to 10:00 a.m.
Each team member is allocated a percent of the total mileage and lodging costs within the grant’s budget.

· If there are three team members,
· 33% should be allocated for two members each (totaling 66%).
· 34% of total amounts for one member.

The total must equal 100%.
· If there are four team members,
· 25% should be allocated for each member.
· If there are five team members,
· 20% should be allocated for each member.
Lodging and Meal Allowance Table
The following table provides a breakdown of the costs allowed for lodging based on the number of nights the team needs to stay over and the allowed per-meal-amounts. Use this table to calculate the needs of the participating team. See the budget examples below to help you to determine your team’s lodging and meal needs.
	LODGING ALLOWANCE – 2 ROOMS

	LOCATION
	TRAINING DATES
	1 ROOM
+ 15% TAX
	2 ROOMS
1 NIGHT
	2 ROOMS
2 NIGHTS
	2 ROOMS
3 NIGHTS

	Phoenix
	Sep 13–14 2013
	$119
	$238
	$476
	$714

	
	Dec 6–7 2013
	$119
	$238
	$476
	$714

	
	Mar 7–8 2014
	$163
	$326
	$652
	$978

	total:
	$401
	$802
	$1,604
	$2,406

	LODGING ALLOWANCE – 3 ROOMS

	LOCATION
	TRAINING DATES
	
	3 ROOMS
1 NIGHT
	3 ROOMS
2 NIGHTS
	3 ROOMS
3 NIGHTS

	Phoenix
	Sep 13–14 2013
	
	$357
	$714
	$1,071

	
	Dec 6–7 2013
	
	$357
	$714
	$1,071

	
	Mar 7–8 2014
	
	$489
	$978
	$1,467

	total:
	
	$1,203
	$2,406
	$3,609

	LODGING ALLOWANCE – 4 ROOMS

	LOCATION
	TRAINING DATES
	
	4 ROOMS
1 NIGHT
	4 ROOMS
2 NIGHTS
	4 ROOMS
3 NIGHTS

	Phoenix
	Sep 13–14 2013
	
	$476
	$952
	$1,428

	
	Dec 6–7 2013
	
	$476
	$952
	$1,428

	
	Mar 7–8 2014
	
	$652
	$1,304
	$1,956

	total:
	
	$1,604
	$3,208
	$4,812

	LODGING ALLOWANCE – 5 ROOMS

	LOCATION
	TRAINING DATES
	
	5 ROOMS
1 NIGHT
	5 ROOMS
2 NIGHTS
	5 ROOMS
3 NIGHTS

	Phoenix
	Sep 13–14 2013
	
	$595
	$1,190
	$1,785

	
	Dec 6–7 2013
	
	$595
	$1,190
	$1,785

	
	Mar 7–8 2014
	
	$815
	$1,630
	$2,445

	total:
	
	
	
	

	MEAL ALLOWANCE PER PERSON

	LOCATION
	TRAINING DATES
	
DINNER

	LUNCH
	BREAKFAST

	Phoenix
	All dates
	$27.00
	$16.00
	$11.00


FY 2014 Training Calendar
A calendar of training events and the training site follows. It is the responsibility of the PEA to arrange the team’s lodging, but ADE/ESS will ensure that rooms are available.
	DATES
	EVENT
	VENUE

	Sep 13–14 2013
[Fri & Sat]
	Year 1

Session 1
	Hilton Phoenix Airport

2435 South 47th Street

Phoenix, Arizona, 85034-6410

480-894-1600
Be sure to request the state rate when reserving lodging for the team.

All training events will follow this daily routine:

Day 1

8:00 a.m., breakfast & registration/sign in

9:00 a.m. to 4:00 p.m., training sessions

Day 2

7:00 a.m., breakfast

8:00 a.m. to 3:00 p.m., training sessions

	Dec 6–7 2013
[Fri & Sat]
	Year 1

Session 2
	

	Mar 7–8 2014
[Fri & Sat]
	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 they are applicable, are allowed with this grant funding. If approved rates are available at the time of the grant submission, the GME will automatically calculate the indirect cost amount; but the applicant must manually type it in the appropriate cell within the budget. If not available, the GME will not allow you to enter indirect cost estimates. A web-approved grant may be amended later to include indirect costs at the approved rate(s). No other administrative costs are allowed.

note: If the grant has not received web approved by the first training event, the PEA should be prepared to cover a team’s training costs with a local, state, or other federal funding source. These costs may include partial registration fees, substitute costs, and applicable travel expenses. The other funding source may be reimbursed with the initial disbursement of funds that are received after the grant has received web approval.
Budget Examples
The ESS Funding unit has developed a preferred format for describing expenditures in the grant budget’s “Description” column. Below are four possible budget scenarios that demonstrate the preferred format. Choose the scenario that best fits the needs of your team and make the necessary adjustments using your district or charter school substitute and local benefits rates and mileage, if they are appropriate. If you have questions about the preferred budget format or need assistance in planning your grant’s budget, contact Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.

For the purpose of the budget examples demonstrated below, the following conditions apply:

· There is one participating school.

· There are five team members requiring three rooms to accommodate the uneven-number or participants:

· Three females;
· Two males.
· The team has:

· Four teachers;
· One principal.
· There are six training days scheduled on Fridays and Saturdays.
· The substitute pay rate is $100 per day for three days.
· The local benefits rate is 25%.
· Annual team registration is $4,500.
· 80% of the annual team registration and travel costs is assigned for teachers and placed under Support Services; 20% of these costs is for the principal team member and should be placed under Support Services–Admin.
· All calculations are rounded up to the nearest dollar.
BUDGET EXAMPLE 1
The team’s home district or school is located less than 50 miles from the training site.

· The team is able to travel to and from the training site each day.

· The team is not eligible for funding to pay for lodging, meals, and mileage.
	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 27004

	Salaries
	6100
	
	4 teacher substitutes x $100/day 3 days = $1,200

	Employee Benefits
	6200
	
	25% local  benefits rate = $300

	Purchased Professional Services
	6300
	
	Annual team registration fee = $4,500

80% of the annual registration fee = $3,600

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	

	Support Services - Admin 2300, 2400, 2500, 2900

	Salaries
	6100
	
	

	Employee Benefits
	6200
	
	

	Purchased Professional Services
	6300
	
	20% of the annual registration fee = $900

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	


BUDGET EXAMPLE 2

The team’s home district or school is located more than 50 miles from the training site.

· The team travels to the training site on the morning of each training event. The team is able to reach the training site in time to have breakfast and comfortably settle in by 9:00 a.m. when the first day’s session starts.

· The team returns to the home district or school after 3:00 p.m. on the second day of each training event (the team is able to reach the home district or school by 8:00 p.m. and is not eligible for dinner on the return trip).
· The team requires one night’s lodging and dinners for each of the two training events.

	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Salaries
	6100
	
	4 teacher substitutes x $100/day 3 days = $1,200

	Employee Benefits
	6200
	
	25% local  benefits rate = $300

	Purchased Professional Services
	6300
	
	Annual team registration fee = $4,500

80% of the annual registration fee = $3,600

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	Mileage
105 R/T miles x $0.445 x 3 trips = $141

Total mileage: $141 x 80% = $113

Lodging 

3 rooms/1 night = $1,203

Total lodging: $1,203 x 80% = $963

Meals

4 teachers x $27 x 3 dinners = $324

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	

	Support Services - Admin 2300, 2400, 2500, 2900

	Salaries
	6100
	
	

	Employee Benefits
	6200
	
	

	Purchased Professional Services
	6300
	
	20% of the annual registration fee = $900

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	Total mileage: $141 x 20% = $29

Total lodging: $1,203 x 20% = $241

Dinners

1 principal x $27 x 3 dinners = $81

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	


BUDGET EXAMPLE 3

The team’s home district or school is located more than 50 miles from the training site.

· The team travels to the training on the afternoon or evening before each training event.

· The team returns to the home district or school after 3:00 p.m. on the second day of each training event (the team is able to reach the home district or school by 8:00 p.m. and is not eligible for dinner on the return trip).
· The team requires two nights’ lodging and dinners for each of the two training events.
	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Salaries
	6100
	
	4 teacher substitutes x $100/day 3 days = $1,200

	Employee Benefits
	6200
	
	25% local  benefits rate = $300

	Purchased Professional Services
	6300
	
	Annual team registration fee = $4,500

80% of the annual registration fee = $3,600

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	Mileage

300 R/T miles x $0.445 x 3 trips = $401

Total mileage: $401 x 80% = $321

Lodging 

3 rooms/2 nights = $2,406

Total lodging: $2,406 x 80% = $1,925

Dinners

4 teachers x $27 x 6 dinners = $648

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	

	Support Services - Admin 2300, 2400, 2500, 2900

	Salaries
	6100
	
	

	Employee Benefits
	6200
	
	

	Purchased Professional Services
	6300
	
	20% of the annual registration fee = $900

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	Total mileage: $401 x 20% = $81

Total lodging: $2,406 x 20% = $482

Dinners

1 principal x $27 x 6 dinners = $162

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	


BUDGET EXAMPLE 4

The team’s home district or school is located so far from the training site that the team requires additional lodging and meals.

· The team travels to the training on the day before the first day’s session.

· The team returns to the home district or school on the day after the second day’s session (the team is unable to reach the home district or school by 8:00 p.m. following the training; or the team members have an additional hour or so of travel time after reaching the home district or school and will not be home by 8:00 p.m.).
· The team requires three nights’ lodging and dinners for each of the four training events (Wednesday, Thursday, and Friday).

· The team requires two lunches (Wednesday and Saturday) and one breakfast (Saturday) for each of the four training events.

· The teachers require additional substitutes for each travel day before the four training events.
	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Salaries
	6100
	
	4 teacher substitutes x $100/day 3 days = $1,200

	Employee Benefits
	6200
	
	25% local  benefits rate = $300

	Purchased Professional Services
	6300
	
	Annual team registration fee = $4,500

80% of the annual registration fee = $3,600

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	Mileage

674 R/T miles x $0.445 x 3 trips = $900
Total mileage: $900 x 80% = $720
Lodging 

3 rooms/3 nights (Th, F, Sa)= $3,609

Total lodging: $3,609 x 80% = $2,888

Meals

4 teachers x $27 x 9 dinners (Th, F, Sa) = $972
4 teachers x $16 x 6 lunches (Th, Su) = $384
4 teachers x $11 x 3 breakfasts (Su) = $132
Total meals: $1,488

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	

	Support Services - Admin 2300, 2400, 2500, 2900

	Salaries
	6100
	
	

	Employee Benefits
	6200
	
	

	Purchased Professional Services
	6300
	
	20% of the annual registration fee = $900

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	Total mileage: $900 x 20% = $180

Total lodging: $3,609 x 20% = $722

Meals

1 principal x $27 x 9 dinners = $243

1 principal x $16 x 6 lunches = $96

1 principal x $11 x 3 breakfasts = $$33

Total meals: $372

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	


Payment Schedule Instructions

The payment schedule complies with the monthly Cash Management Reporting System.
In the Payment Schedule:
· Enter one payment amount to cover the initial expenses in the cell corresponding to the month of the first training event. This amount will include teacher substitute and benefits costs, a percent of the annual registration fee, and travel, if applicable.

· Put the balance of the grant amount in the Remaining Scheduled Payment (RSP) section near the bottom of the worksheet. The PEA submission of monthly Cash Management Reports will determine future payments.

· The ADE internal review process must be completed prior to your receiving web approval. A grant will receive “official” web approval as soon as possible after mid-July when all funding and programmatic requirements are met. The initial cash disbursement will occur on the first day of the month following web approval, so it is important to resolve any budget issues as soon as possible.

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



FFATA
The Federal Funding Accountability and Transparency Act (FFATA) reporting requirements form in the GME application has been added to all federal grants and must be completed.

In order to meet Federal Funding Accountability and Transparency Act (FFATA) reporting requirements, sub-grant recipients must register at Central Contractor Registration (CCR) and have a registered Data Universal Number System (DUNS) number.

The information required or action you must take to complete this section of the Grant Planner and GME application template follows:

· Questions 1 and 2: “I confirm” is the only possible response

· Questions 3–5: Provide the appropriate city, state, and zip code

· Draft a short one- or two-paragraph description of this project (you may revise parts of this RFP to describe your team’s participation in this training)
note: A GME application that is submitted with an incomplete FFATA form will be rejected for appropriate revisions.


RFP SUPPLEMENT
This section outlines the grant application issues that the PEA must address. Use the criteria provided here in conjunction with the Grant Planner to plan and develop the grant application’s RFP 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 as the designated fiscal agent. PEA staff identified here will be notified of grant approval, completion report instructions and timelines, and other grant-related issues.

The information required or action you must take to complete this section of the Grant Planner/GME application template follows:

· 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
· School principal or assistant principal who will be a member of the participating team

Public Notice Assurance

The applicant must document 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, will be kept informed of the team’s progress.

The information required or action you must take to complete this section of the Grant Planner and GME application template follows:

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 identify the mode such as a school newsletter.)
PEA Financial Commitment
The applicant must demonstrate understanding of and agreement to its financial commitment to pay the team registration in full by the end of the year.
The information required or action you must take to complete this section of the Grant Planner and GME application template follows:

1. The annual registration fee covers team attendance rather than individual team member attendance. ADE/ESS will invoice the PEA three times during the training year (shortly after each training event) for one-third of the annual registration amount. Since this is a team registration fee, a member’s unanticipated inability to attend a training session will not reduce the team’s registration fee. If your PEA is unable to comply with this payment requirement, and your otherwise eligible school team wishes to participate, contact Oran TKatchov, Director of Comprehensive System of Personnel Development, at 602-364-2066, or Oran.TKatchov@azed.gov.

Choose either:

· The PEA is able to comply with this registration requirement (or)

· The PEA will not comply with this registration requirement and will contact the ADE/ESS designee
PEA Support
Grant funding does not cover all training-related expenses. The applicant must identify appropriate items that will enhance the knowledge gained and support skills learned in the training. Many local, state, and federal funding contributions are already in place, such as team member salaries and benefits that are paid whether a member is working at the district or school or attending the training. It is important to identify your contribution to this program to understand that the PEA will be investing financial and human resources and has a stake in seeing positive results from the training.

Consider the following items as PEA support. You may use any or all of those listed and add your own. We expect to see the items that are flagged by a check mark (() as other funding support of the team. The items with the normal bullets may be added as other funding contributions at your discretion.
· Salary and benefits for the project coordinator or other administrative staff to track grant expenditures, enter data, coordinate in-district training, and provide other support activities.

· Salary and benefits for finance office staff to maintain the grant (e.g., calculate expenditures, submit monthly cash management reports, submit the financial part of the annual completion reports).

· Salary and benefits for each team member participating in

· Three training days scheduled on school days

· A minimum of one team meeting(s) per month: October–May (calculate one hour/meeting x estimated hourly salary for each team member).

· The use of laptops and other equipment used by the team during the training process to collect and maintain data, keep team activity notes, develop PowerPoint presentations, etc.

· Local team transportation costs to and from the training site, even if the team members pay for their own travel.

· If the district is including additional, PEA-supported team members, ADE/ESS would expect to see:

· Salary and benefits for participation in three training days scheduled on school days;
· Substitute teacher salary and benefits;
· Team training registration cost @ $900;
· Lodging, meals, and other travel costs, if applicable.
· Mileage for additional vehicles used to transport the team to and from training (grant funds are allowed for mileage for one vehicle per team).

· The purchase of training-related assessments or curricula.

· Printing and dissemination costs for brochures and training packets that support the sharing of training information with staff, parents, or the community at large.

· Stipends or other benefits paid to team members for attending training scheduled on Saturday or attending meetings after regularly scheduled work time. ADE/ESS strongly encourages PEAs to pay team members, including administrators, stipends or other benefits for attending training or training-related meetings scheduled on Saturdays. You may use professional development funds to pay for team members’ personal non-contract time that is dedicated to improving student achievement and helping the school to achieve adequate yearly progress (AYP). IDEA Part B funds may be used to pay stipends for the special education team members. Stipends for non-special education team members may be paid by local, state, or other non-IDEA federal professional development funds.

The following example demonstrates how the applicant might identify PEA support for a team to attend the training. At a minimum, we would expect to see the bolded items as the district’s contributions, as most of these are already in place and will not require the reallocation of your precious financial and human resources.

	Other Funding Support Example
	Description
	Amount

	Salaries
	Project coordinator salary for grant support & organization of in-district training: $25 x 2 hours x 12 months = $600

Clerical/data entry services to support grant activities: $10 x 1 hour x 12 months = $120

Finance Office staff salary for grant maintenance: $10 x 1 hour x 12 months = $120

Salaries: 5 members x $210 x 3 training days  = $3,150
Team salaries during team meetings: 5 members x 8 team meetings x $25/hour = $1,000
Stipends: 5 members x $200 x 3 Saturdays = $3,000
PEA-supported team member:

Salary: 1 teacher x $200 x 3 training days x = $600
Substitutes: 1 substitute x $100 x 3 days x = $300
Stipend: 1 PEA-supported member x $200 x 3 Saturdays = $600
	

	Employee Benefits
	25% benefits rate
	

	Purchased Professional Services
	1 other funded member registration @ $
	

	Purchased Property Services
	
	

	Other Purchased Services
	Local team mileage to and from training site = $300

In-district & additional team travel = $500

Printing costs = $500
	

	Supplies
	Training-related assessments & curricula = $2,000
	

	Other Expenses
	Facility and equipment use = $2,000

Brochure development = $1,000
	

	Total
	


Training Membership and Registration
Identify each participating school’s team members and positions/titles. Teams must be school-based as district teams are not appropriate for this training.
Each school team should consist of:

· Principal or assistant principal (an administrator who is able to make decisions about programmatic or systemic changes that arise as a result of the training; you may not select a “designee” who must report back to the principal)
· Two special education teachers whose caseloads include at least one of the five students identified with autism
· Two general education teachers who currently provide or anticipate providing instruction for these students in their general education classroom
Many schools choose to include an additional team member whose expenses are paid for by other funds. Each applicant school is allowed to add one more member but is not required to do so. If the school opts to include an additional district- or school-funded team member, he or she must comply with the membership position/title requirements. Any deviation from this rule must be pre-approved by the training program coordinator.
Small district schools may include the district special education director as a grant- or district-funded team member, but it must be understood that this is a school-driven process with decisions made by school-based team members. The local special education director may have input into the process but will not be allowed to lead the team’s decision-making process.

If you have questions about your school team composition or participation in the training, please contact the training coordinator, Suzanne Perry at 602-542-2185 or Suzanne.Perry@azed.gov.
Registration

Team registration is handled through the grant application process. ADE/ESS will automatically register all persons identified in the grant application who are accepted into the training. The training coordinator will confirm individual member participation when the first training event nears. A member who was identified in the grant application may change at that time, as long as the new member has the same title/position as the previously identified member or if the team member holds a different position, the change has been approved by the training coordinator.

The information required or action you must take to complete this section of the Grant Planner and GME application template follows:

· The school name
· The team member’s name
· The team member’s position/title
· The member’s email address
· Indication as to whether the team member is grant funded or PEA funded
Grant Process Survey
ADE/ESS is interested in the PEA’s opinions of the grant application process. This survey will give the PEA the opportunity to rate the documents and provision of assistance/support in the development and submission of the GME application.

The following Likert Scale is used: 

4 = Highly satisfied

3 = Satisfied

2 = Somewhat satisfied

1 = Not satisfied

N/A = Regarding the RFP or Grant Planner, “N/A” means that you did not use it. 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

1. Rate the RFP (informative; adequately descriptive; easy to follow and use; etc.)

2. Rate the Grant Planner (easy to use; facilitated the development of the grant application; etc.)

3. Rate the appropriateness of the information that the PEA was required to provide in the grant application.

4. Rate the ease of copying and pasting data from the Grant Planner to the GME application.

5. If you had direct contact with any ADE/ESS staff regarding this grant and/or the application 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.



� A percent of the annual team registration fee must be designated in the budget for the principal/administrator team member. The balance should be designated for teachers (see budget examples below).
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