Section A





Project Applications
Overview of the Proposal, Application and Approval Process

Florida Department of Education (DOE and/or Department) and Grants Management Services (Grants Management) Responsibilities Prior to Issuing Request for Proposals (RFPs) or Request for Applications (RFAs)

· Department receives notification or intention of federal or state funding.

· Department aligns available funds with applicable federal and state requirements and State Board of Education (SBOE) Strategic Plan (available at http://www.fldoe.org/strategic_plan/).
· Appropriate program office identifies specific activities/outcomes for entitlement and discretionary funds and initiates and develops the pre-approval project plan and the RFP or RFA.

· Pre-approval project plan and the RFP or RFA are approved at all levels, including the Commissioner or the Commissioner’s designee.

· Appropriate program office notifies potential applicants of the availability of approved funds by issuing the RFP or RFA.
· The appropriate program office provides technical assistance and training for potential applicants in order to submit substantially approvable proposals/applications.  When requested, Grants Management will assist by providing technical assistance that addresses fiscal and technical requirements and expectations.
District/Agency Responsibilities on Receipt of the RFP/RFA
· Read/review RFP or RFA to determine if the district/agency is an eligible applicant.

· Complete a Risk Analysis form, DOE 610, for school districts, state colleges, state universities, and state agencies or the DOE 620, for governmental and non-governmental entities, (except state agencies), as appropriate. Effective July 1, 2015 the appropriate DOE 610 or DOE 620 form will be required and approval must be gained prior to a project award being issued, see Section H, Forms. Note: This is a new requirement for all recipients of state and federal grant/project funding.
· Contact the appropriate DOE program office with any questions or clarifications needed or to request technical assistance. (Note: For competitive proposals, the RFP will provide guidance on the proper method for seeking clarification and may require that questions be submitted in writing.)

· Complete all required application forms, secure all required supporting documents/letters, and provide all additional information requested in the project description/narrative.

· Ensure that all required pages and requested information are included in the application packet. 

· Ensure that the appropriate person(s) signs the application and other documents/assurances as required. If the application is signed by a person other than the district superintendent or agency head, a signed letter from the district superintendent or agency head authorizing the person to sign for him or her must accompany the application.

· Send the appropriately signed and accurately completed application with all required documents to the address specified in the RFP/RFA. This includes the required number of copies mailed in sufficient time to be received on or before the due date established in the RFP or RFA. (Note:  It is suggested that applications or proposals be sent via a method that will provide documentation of delivery on or before the due date.)

· School districts, state colleges, state universities and state agencies must complete form DOE 610 “Risk Analysis”, and send to the address specified on the form. This form must be submitted and approved prior to a Project Award being issued.
· All governmental and non-governmental entities (except state agencies), include, but are not limited to, Community-Based Organizations (CBOs), Faith-Based Organizations (FBOs), Independent Colleges, and County and City governments, (must complete form DOE 620 on an annual, state fiscal year basis). Only one application of this form per state fiscal year is required and may be submitted to the address specified on the form or attached to an application (DOE 100 form), when submitted. This form must be submitted and approved prior to a Project Award being issued.
· Non-governmental entities applying for a project/grant must be registered with the Florida Department of State, Division of Corporations (Sunbiz) in order to do business in Florida. http://www.sunbiz.org/ 

· All applicants applying for a federally funded project/grant must have a Data Universal Numbering System (DUNS) number (unique entity identifier), and be registered with the System for Award Management (SAM). The U.S. Federal Government’s primary registrant database. The DUNS number on the DOE 100A and/or 100B must match the registered name of the applicant applying for funding. To register for a DUNS number or to verify that the DUNS number agrees with the name on the application, go to www.sam.gov.   
· Employer Identification Number (EIN), also known as the Federal Employer Identification Number (FEIN) is required even if the entity/organization does not have employees. The EIN is a unique number that identifies the organization to the Internal Revenue Service. The following are considered an “EIN” according to IRS: Taxpayer Identification Number (TIN); Social Security Number (SSN) and Individual Taxpayer Identification Number (ITIN).  If approved for funding, the applicant must complete the Electronic Florida Substitute Form W-9 with the Florida Department of Financial Services (DFS).    https://flvendor.myfloridacfo.com/      
· All project recipients are encouraged to register with the Florida Department of Financial Services (DFS) to receive payment through direct deposit. If you need assistance or have questions concerning direct deposit, please contact DFS at (850) 413-5517 or e-mail at DirectDeposit@MyFloridaCFO.com. Link to the Direct Deposit Authorization form:  http://www.myfloridacfo.com/Division/AA/Forms/DFS-A1-26E.pdf 
Federal  Funding and Accountability Transparency Act FFATA, requires for each federal award of $25,000 or more that OMB create a searchable, no-cost, publicly accessible website (http://usaspending.gov/), that includes basic information about the recipient and the project(s) being funded. The Act was amended in 2008 (Public Law 110-252), requiring the recipient to report certain information about themselves and their first-tier subrecipients.
Department Responsibilities after Receiving Proposals/Applications

· Grants Management will date-stamp each proposal/application on the date it is received.  This date may be used to determine the effective date of the project resulting from the approval of the proposal/application.

· Grants Management will complete intake on each proposal/application and will determine if it meets minimum conditions for acceptance. Applicants that do not meet minimum conditions for acceptance will be notified by Grants Management. Additional information is located under Minimum Content for Approval (A-10).   
· All DOE 610 and DOE 620 forms will be date stamped upon receipt in Grants Management, entered into the grants management tracking system and forward to the Office of Audit Resolution and Monitoring for processing. In completing the review, the Audit Resolution and Monitoring staff will make a written recommendation to fund the applicant, fund the applicant as high risk, or not fund the applicant. The recommendation will be sent to the bureau chief of Contracts, Grants and Procurement Management Services for review and final determination. The bureau chief will notify Grants Management and the Office of Audit Resolution and Monitoring of the decision. Any applicant not recommended for funding will be notified in writing of this decision. Copies of this decision will be sent to Grants Management; the Comptroller; and the appropriate program office.  

· Forms DOE 610 and/or DOE 620, may be submitted directly to the Department, or included with a proposal/application package. Both methods of submission will follow the same process as outlined above for the forms. 
· The DOE 610 form, once submitted and approved, will remain in effect unless required by changes in federal or state law, other significant changes in circumstances affecting the financial and administrative capabilities of the agency or requested by the Department. A change in the agency head or the agency’s head of financial management requires an amendment to the form.
· The DOE 620 form is required to be submitted each state fiscal year prior to a Project Award being issued. An amendment is required if significant changes in circumstances in the management and operation of the agency occurs during the state fiscal year after the form has been submitted.
· Grants Management will forward each proposal/application to the appropriate program office for review to determine program compliance and accuracy or, in the case of competitive programs, to initiate procedures to determine the proposals/applications to be recommended for funding.

· After completing its review, the program office will return each proposal/application that is recommended for approval to Grants Management.

· In the case of a competitive program, a prioritized funding list containing all applications and their scores and ranking will be forwarded to the Commissioner’s Office for approval.
· The Project Award Notification will include any special conditions determined necessary during the review process.
· For each proposal/application recommended by the program office (and in the case of competitive programs, approved by the Commissioner’s Office), Grants Management will assign the project number, verify that the risk analysis is completed and has been approved, generate a Project Award Notification, complete the technical and budget review, verify that any special conditions determined necessary are included, and certify the accuracy of documents before forwarding the packet for authorizing signature.

· For any application not recommended for funding, the program office will notify the unsuccessful applicant and Grants Management.  The applicant’s notification will include a reference to the complaint procedures outlined in Section E. Grants Management will then update the Grants Management System (GMS).

· On behalf of the Commissioner, the DOE program bureau chief will review and sign the project award notification for successful applicants and return the documents to Grants Management. Only the Commissioner may obligate the Department by approving a proposal/application. The Commissioner may assign this responsibility to a designee or designees by specifying the management-level positions that can approve proposals/applications on behalf of the Commissioner.
· Grants Management will complete a final review of all documents, make copies of the signed Project Award Notification, mail the original Project Award Notification with a copy of the approved project application to the recipient/agency head, and distribute the remaining copies as appropriate. 
· Grants Management will forward a copy of the signed Project Award Notification with the original proposal/application, including all approved changes, to the Department of Education, Bureau of the Comptroller.
· The Bureau of the Comptroller will be the official custodian for all project awards, files, and records.

· The Bureau of the Comptroller will distribute funds in accordance with the project award notification and will track obligations and expenditures through the required reporting mechanisms.

· The Department reserves the right to waive minor irregularities.
Categories

Funded programs administered by the Department are performance-based and fall into one of the four following categories:
· Entitlement refers to federal and state programs for which each application meeting the specific funding requirements receives funding according to a specified formula or procedure, with no discretion in modifying the purpose or total calculated amount.  Included are programs to which a specific state appropriation is made for a specific purpose to be awarded to one or more selected districts, state colleges, universities, groups of districts, or other eligible agencies.

· Non-Competitive Discretionary refers to programs for which submitted applications meet specific requirements to receive funding or programs designed for specific agencies to which allocations have been earmarked for a specific purpose.  These applications are processed in the same manner as entitlement project applications.

· Competitive Discretionary refers to federal or state programs that the Department funds based on applications that best satisfy the criteria established by the Department.

· Cooperative Agreement refers to federal or state programs that require the Department to maintain substantial involvement with the recipient in order to carry out the objectives of the program.

Process for Developing and Authorizing Pre-Approval Project Plans

This is a summary of the DOE project application, review, and approval process.  

Estimated Federal Allocation and/or State Appropriation

Annually, the Department receives notifications of federal and state funding that estimate, project, identify, and authorize amounts of funding available to eligible agencies.  
Align Available Funds with Requirements and State Board of Education’s Strategic Plan and Identify Specific Activities/Services

Upon the receipt of the notification of available grant funds and/or state appropriations, the Department-assigned leadership and program manager identify the specific activities/services to be funded.  These activities/services are designed to be aligned with applicable state and federal requirements and the State Board of Education’s (SBOE’s) Strategic Plan.  A determination, as appropriate, is also made as to whether the grant(s) is/are to be distributed based on a formula and whether the grant(s) is/are to be considered discretionary or entitlement.  Formulas used for the allocation of funds must be replicated by an entity other than the assigned program manager.  It is also determined whether or not the discretionary grant(s) will be competitive. 

Develop Pre-approval Project Plan 

After the determination of the specific activities/services to be funded and the allocation methodology, the Department-assigned program manager begins constructing a pre-approval project plan.  The pre-approval project plan used by the Department describes the funding objectives, projected allocations, application review criteria, and the timeline for awarding projects.  The plan will include the RFP or RFA.  
Approval of Pre-Approval Project Plan 

The Department’s assigned program bureau chief initiates the approval process for the pre-approval project plan, determines the funding plan as appropriate, and approves the RFP or RFA.  During the review/approval by Grants Management, the tracking applications (TAPS) number is assigned.  Upon approval by the bureau chief, Grants Management will secure the resolution of any questions and/or policy issues at all levels up to the Commissioner or Commissioner’s designee.  Pre-approval project plans that include a technology component (e.g., products or services that impact services provided by the Northwest Regional Data Center) are also routed through the Department’s Technology Office for approval.  Once approved by the respective Chancellor or Deputy Commissioner and the Commissioner, the pre-approval project plan is returned by Grants Management to the program manager, authorizing the use of the RFP/RFA and the funding plan.

Process for Awarding Projects to Subrecipients
Distribute Application Package

Each DOE program bureau chief will complete and distribute the approved RFP/RFA to notify districts and other eligible agencies of the purpose and scope of the program, availability of funds, and the time line for submission of applications.

Instructions included in the RFP/RFA shall inform potential applicants of the types of projects to be funded, amounts available, method of allocation, review criteria for approval, audit requirements, constraints on the use of funds, performance accountability and reporting requirements, support for the Department’s reading and mathematics initiatives, as well as any other procedures, requirements, or restrictions incurred by successful applicants.  Each RFP/RFA must include instructions describing the procedures for submission of disbursement reports and the return of non-disbursed funds by project recipients.  If a program evaluation and/or report are required from project recipients, the instructions will include specifics of such requirements.

Section 112.061(14), Florida Statutes, Applicability to Counties, County Officers, District School Boards, Special Districts, and Metropolitan Planning Organization, establishes statutory authority allowing specified entities to establish travel reimbursement rates other than those established by Section 112.061 (6)(a), (6)(b), and (7)(d), Florida Statutes.  Each entity must comply in accordance with the statute and include with the project application a copy of the applicable document, e.g., ordinance, resolution, policy, or rule, and have a detailed description on the project budget form.  
Applicants requesting funding must include with their application the certification page signed by the agency head for the “General Assurances, Terms, and Conditions for Participation in Federal and State Programs.”  School districts, state colleges, state universities, and governmental entities must have the signed certification bearing the original signature of the current superintendent for the school districts or the current agency head/president for other agencies on file with the Department’s Bureau of the Comptroller. 

For all governmental and non-governmental entities (except state agencies), the agency head or the agency’s head of financial management (as named on the current fiscal year’s DOE 620 form), is required to complete the Department’s Online Grants Fiscal Management Training within 60 days from the date of approval on the DOE 200 form, and successfully complete the assessment test.  If the agency receives funding from more than one DOE 200, the first notice of funding starts the 60 days from date of approval.  Non-participation in the training program and the assessment test on an annual fiscal year basis (by the established due date), may result in termination of payment(s) until training and the assessment test is completed. It is recommended that all agency employees that manage (directly or indirectly) grant/project funding complete the online DOE Grants Fiscal Management Training. 
Provide Application Support/Assistance
Following the distribution of application packages, Department staff will provide support to potential applicants. The support may include bidders’ conferences, state or regional meetings, memoranda, on-site meetings, and technical assistance via telephone. The program and technical support will help applicants complete and submit an application that meets the requirements of the approved project plan.  For competitive programs, support may be limited to ensure that all applicants receive the same information and that no applicant has an unfair advantage.

Submit Application/Application Content
Number of Copies - Applicants shall submit to Grants Management the number of copies specified in the RFP/RFA. 

Signatures and Applicant Certification - The official who is authorized to legally bind the agency, e.g., superintendent, president, chairperson of the board, or their authorized representative must provide an original signature on the DOE 100A, DOE 610 or DOE 620, the certification page for the General Assurances, Terms, and Conditions for Participation in Federal and State Programs, and any other required forms.  The applicable budget narrative form (DOE 101 or DOE 101S) must be included.  If specified in the RFP/RFA, multi-district or joint agency applications shall require certifications by each participating entity following the same requirements stated above for authorized signatures.  Applications and forms signed by officials other than the official who is authorized to legally bind the agency must have a letter of authorization signed on behalf of the official and attached to the project application form and/or any other applicable form when it is submitted.

Program Narrative Information - Applicants submitting federal or state project applications must meet all the requirements that are specified in the RFP/RFA. This typically includes a narrative that includes measurable objectives that describe the outcomes of the project, the extent of change expected as a result of implementation of the project, and the products.  The narrative should also include time lines for the completion of any major activities.  It is expected that the program narrative will specify performance outcomes and deliverables (including products such as training manuals and reports, as well as services).  Applicants may be required to provide additional detail in the program narrative prior to the award of funds.

Multi-Year Applications - The program narrative shall be written to describe the total program to be provided during the entire length of the project period.  The budget information shall describe the proposed budget expenditures for the specified budget period (usually one year).

Entitlement Project Applications - Narrative descriptions should include the programmatic information required for review and approval.  Where programs permit public agency applicants to estimate roll-forward funds in the project application, the program narrative shall describe the total program that will be provided during the project period using the new allocation of funds and estimated roll-forward funds.

Non-Competitive and Competitive Discretionary Project Applications - Narrative descriptions should include the programmatic information required for review and approval.  The extent of information requested in the RFP/RFA shall be commensurate with the potential scope and funding of the project award and the degree of competition anticipated.

Project Budget Information - Applications submitted for federal or state funding must include detailed budgetary information sufficient to determine that the proposed expenditures are in compliance with state, federal, and program requirements and correspond to the narrative description provided in the application.  Such information shall be submitted by the applicant on standard budget forms as specified in the RFP/RFA. Supplemental budget forms may also be required to meet specific program requirements.  Line item amounts should be rounded to the nearest dollar.  (For multi-year applications, the budget information shall describe the proposed budget disbursements for the initial budget period, normally the first 12 months of the project period). Project recipients are responsible for determining that budget revisions comply with applicable statutes, regulations, rules, and program requirements and for using fiscal control and fund accounting procedures that ensure proper disbursement of and accounting for state and federal funds in an accurate and timely manner. All budget items must be reasonable, necessary, allowable, and legal to promote the objectives of the program.

Project Performance Accountability and Reporting - Consistent with the requirements of Sections 215.971, and 287.058(1)(d) and (e), Florida Statutes, the Department’s project managers will track each project’s performance, based on the information provided and the stated criteria for successful performance, and verify the receipt of required deliverables/services prior to payment. 
Risk Analysis

Upon receipt of the risk analysis (DOE 610 or DOE 620 form, as appropriate), DOE staff will review and determine if the agency is eligible to receive grant/project funds, receive funding with special conditions (high risk), or is “not eligible” to receive funding. DOE staff will consult with the applicant, if needed, in the review process. Applicants receiving funding under “high risk” status will have special conditions stated on the Project Award Notification (DOE 200). Applicants that are “not eligible” to receive grant/project funding will be notified by the bureau chief, Contracts, Grants and Procurement. Approval of eligibility to receive grant/project funding is required prior to a Project Award being issued.
Receipt of Application 
Upon receipt of the application package, staff in Grants Management date-stamp and sort applications by assigned TAPS numbers.  Relevant information is entered into the Department’s grants management tracking system to track the approval and award processes.  With the exception of the competitive applications (RFPs), the applications are sent to the Department’s designated program manager for the review and approval process. 
Review Application
Upon assignment, the application package is reviewed for technical accuracy and compliance with program and budget requirements by Grants Management and program staff before an application is submitted for approval.  Competitive applications are reviewed, ranked, and recommended for funding using a prioritized funding list based on the criteria in the approved funding plan.  
Recommend for Approval

Upon receipt of the application package, the DOE program bureau chief will complete a review for consistency with the approved funding plan, sign the project award notification, and return the package to Grants Management. 
Not Recommended for Approval
Applications that do not meet the RFA/RFP requirements will not be recommended for award. For applications not approved for funding after the program review, a non-approval letter is prepared and sent to the applicant by the assigned program office.  Applicants that are not recommended for funding have the opportunity to respond as outlined in Section E of the Complaint Procedures.
Distribute Award Notifications
Upon receipt of the application package and the signed Project Award Notification, Grants Management staff will verify that formal authorization to disburse the funds has been received by the Department and the risk analysis form (DOE 610 or DOE 620, as appropriate) has been approved.  Following that verification:
· The original Project Award Notification and a copy of the approved project application will be sent to applicant. 

· A copy of the Project Award Notification and the original approved project application will be sent to the Bureau of the Comptroller.
· Copies of the Project Award Notification and the approved project application will be sent to the program office.
Staff from the Bureau of the Comptroller will enter appropriate information into the Cash Advance and Reporting of Disbursements System (CARDS). 
  
Project Effective Dates - For federal programs, funds shall be obligated no earlier than the date the project application was determined by the Department to be in substantially approvable form as defined below or the effective date of the federal grant award, whichever is later.  For state programs, funds shall be obligated no earlier than the effective date of the legislative appropriation, usually July 1.

Multi-Year Applications - Consistent with state statutes, rules, and federal regulations, the Department may determine that a multi-year application should be submitted.  A project period will cover two or more budget periods.  A new budget will be required annually for multi-year applications.  The initial project application shall meet all requirements of Section A, Project Applications.

Projects approved for multiple-year funding will receive continuation funding only if the project/grantee has demonstrated successful implementation consistent with approved performance expectations and adhered to all fiscal and programmatic requirements, and funding for this purpose remains available. For multi-year applications, the continuation for consecutive years will require submission of an application or amendment prior to the end of the current year’s budget period as stated on the Project Award Notification, DOE 200.
Minimum Content for Approval (Substantially Approvable Form) – Applicants shall become eligible for approval of project awards when the Department has on file a project application determined to be in substantially approvable form.  Substantially approvable form is defined to mean that the project application, as received by the Department, contains the following:

· The project application form (DOE 100A) bearing the original signature of the official who is authorized to legally bind the agency, e.g., superintendent for the school district or the president/chairperson of the board for other agencies. 
· The budget narrative form (DOE 101 or DOE 101S) and any required supplemental forms.
· Signed certification bearing the original signature of the official who is authorized to legally bind the agency, signifying compliance with the General Assurances, Terms, and Conditions for Participation in Federal and State Programs. For school districts, state colleges, and state universities, a signed certification bearing the original signature of the current superintendent for the school districts, the president for state colleges and universities, or the official who is authorized to legally bind the district, college or university must be on file with the Department’s Bureau of the Comptroller.
Project Coding - All projects approved in the Department carry a unique project identifying code referred to as the “Project Number.”  It is assigned by Grants Management, consistent with the procedure described herein, upon receipt of the project application.  For identification, all correspondence from the Department and project recipients should contain the project number. The project number consists of 13 characters. 

The first three characters are used to identify the agency.  The agency identifier is three characters and can be alphabetical and/or numerical.  Each of the 67 counties in Florida is denoted as a geographic location and the first and second digits are assigned to the counties in alphabetical sequence, beginning with Alachua County (01) and ending with Washington County (67), with the exception of Miami-Dade (13). Other agency numbers are assigned by the Bureau of the Comptroller. The third character is for DOE internal use. 
· Example:  370 – Leon County School Board

· Example:  37A – Florida Music Educators Association 
For a numerical list of agency names and numbers, please see: Agency Listing – Numerical
For an alphabetical list of agency names and numbers, please see: Agency Listing – Alphabetical
The next five characters are used to identify the funding source (DOE grant identifier).  The funding source (DOE grant identifier) is a five-character field that indicates the source from which the funds are derived.   For federally funded projects, this number consists of three components.  The first three digits (# # # # #) denote the program from which the funds are derived; the fourth digit (# # # # #) denotes the state fiscal year for which the DOE’s grant is effective; and the last character (# # # # #) is for DOE internal use.  
· Example:  Fiscal year 2014-15 funding would be # # # 5# and fiscal year 2015-16 funding would be # # # 6#.  By using these identifiers, accountability by project is maintained. 

Note:  This identification device does not apply to non-federal funds since such projects are considered to be effective only for the current fiscal year.
The last five characters are used to identify sub-elements referred to as the project code.  The project code is five characters.  
· The first character, # # # # #, denotes the last number of the state fiscal year in which the project is issued.  For example, for fiscal year 2014-15, the first character is 5 and, for fiscal year 2015-16, it is a 6.  
· The second character, # # # # #, denotes the type of payment. For example, C is Federal Cash Advance, Q is Advance Payment, P is Reimbursement with Performance, S is Quarterly Advance to a Public Entity, and D is other (as specified in Terms and Conditions).
· The third character, # # # # #, is a program identifier that can be alphabetical and/or numerical and is assigned at the discretion of the program office.  

· The last two characters, # # # # #, are assigned by Grants Management and indicate the sequential order in which an agency’s application for a specific funding source is received. 

For example, 010-2625A-5CB01 is the project number for Alachua County District School Board, Individuals with Disabilities Education Act (IDEA) funds for fiscal year 2014-2015.   
· The first three characters (010) identify the agency.

· The next five characters (2625A) are the source of funds (IDEA Discretionary) for the 2014-15 fiscal year. 

· The last five characters (5CB01) identify the sub-elements of the project code. 

· 1st digit identifies the fiscal year – 2014-2015
· 2nd digit identifies the type of payment – Federal Cash Advance

· 3rd digit is assigned by the program office or Grants Management 

· 4th and 5th digits indicate the sequential order in which the agency’s application for this funding source was received – 01

The first submission from Alachua County School District for IDEA discretionary funds would be: 010-2625A-5CB01.  The second submission for the same agency and the same fund source would be 010-2625A-5CB02.
Project Begins
The requirements related to fiscal and program accountability for subrecipients is found in Section C, Fiscal and Program Accountability. 
� Note: Upon termination of a project, and at the discretion of the Department, all equipment/property purchased with project funds will be transferred to the location(s) specified by the Department and all necessary actions to transfer the ownership records of the equipment/property to the Department or its designee will be taken.


� Ibid.


� CARDS (Cash Advance and Reporting of Disbursements System), is scheduled to be replaced with FLAGS (FLA Grants System). When replaced, all references to CARDS will be FLAGS.
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