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FLORIDA DEPARTMENT OF EDUCATION
Request for Application (RFA Discretionary)

Bureau / Office

Bureau of Grants Administration and Compliance
Program Name

Race to the Top – CTE Academic Alignment Workshops Contracted Services
Specific Funding Authority

American Recovery and Reinvestment Act (ARRA), Florida’s Race to the Top (RTTT) - Struggling School Reform – (E) (2) (ii), CFDA #84.395A, Public Law 111-5
Funding Purpose/Priorities

To provide one full-time and two part-time Contracted Services positions. These positions will coordinate and implement the Race to the Top initiative for the Career and Technical curriculum framework alignment project. 
Type of Award

Discretionary
Total Funding Amount 

$48,384
Budget Period  

January 1, 2014 - June 30, 2014

Program Performance Period 
Same as Budget Period, see above
Target Population
Race to the Top, Contracted Services providers
Eligible Applicant(s)

Florida Association for Career and Technical Educators (FACTE)
Application Due Date

Upon receipt in the Office of Grants Management

The due date refers to the date of receipt in Grants Management.  For Federal programs, the project effective date will be the date that the application is received within DOE meeting conditions for acceptance, or the date of receipt of the Federal Award Notification, whichever is later.  
Facsimile and e-mail submissions are not acceptable. 

Contact Persons

Program Administrator:
Jodi Tillman, Career Education Public Schools Liaison

Email:  Jodi.Tillman@fldoe.org
Phone: 850/245-9439
Assurances

The Department of Education has developed and implemented a document entitled, General Terms, Assurances and Conditions for Participation in Federal and State Programs, to comply with:

· 34 CFR 76.301 of the Education Department General Administration Regulations (EDGAR) which requires local educational agencies to submit a common assurance for participation in federal programs funded by the U.S. Department of Education;

· applicable regulations of other Federal agencies; and

· State regulations and laws pertaining to the expenditure of state funds.

In order to receive funding, applicants must have on file with the Department of Education, Office of the Comptroller, a signed statement by the agency head certifying applicant adherence to these General Assurances for Participation in State or Federal Programs. The complete text may be found at http://fldoe.org/comptroller/doc/gbsectiond.doc
Private Colleges, Community-based Organizations and Other Agencies

In order to complete requirements for funding, applicants must submit the certification page signed by the agency head certifying applicant adherence to the general terms, assurances, and conditions.  Please note that private colleges, community-based organizations, and other non-public agencies must also submit copies of the organization’s current budget, a list of its board of directors, and if available, a copy of its most recent annual audit report prepared by an independent certified public accountant licensed in this state.  These items must be submitted prior to the issuance of a project award.

(1) A copy of the organization’s current budget, 


(2) A list of the board of directors 


(3) Chart of Accounts


(4) Proof of Eligibility to operate a business in Florida, and if available,


(5) A copy of the institution or agency’s most recent annual audit report prepared by an 
independent Certified Public Accountant licensed in this state.  

(6) DOE 600 Form Note: The DOE 600 form is an Excel document titled Eligibility Grant Funding Requirements for Non-Governmental Entities.  Please visit our website at http://www.fldoe.org/comptroller/xls/EligibilityGrantFunding.xls   to access the DOE 600 form and the instructions for completing the form.


[These items must be submitted, with the application, prior to the issuance of a project award.]

Funding Method  
All applicants are advised that grantees will be funded according to the projected goals in their applications.  In the event that performances do not meet projected goals and result in overpayment, the overpayment must be returned to the Florida Department of Education by August 20, 2014, along with the final DOE 399 form.  Monitoring and performance reports will assist grantees in achieving their performance goals and avoiding overpayment.

Reimbursement with Performance
Payment made upon submission of documented allowable expenditures, plus documentation of completion of specified performance objectives.  Requests for reimbursement with the appropriate back-up documentation should be submitted in accordance with applicable program requirements and instructions on the DOE 200, Project Award Notification.  See Invoicing Procedures section.

Supporting documentation for expenditures is required for all funding methods. Examples of such documentation include: invoices with check numbers verifying payment, and/or bank statements; all or any of which must be available upon request.

Financial Consequences 

The awarded agency that fails to provide project deliverables, meet performance measures/goals, and/or complete tasks as specified in the approved Scope of Work will result in a partial payment and/or nonpayment, as appropriate.

Fiscal Requirements

All accounts, records, and other supporting documentation pertaining to all costs incurred shall be maintained for five years.  Supporting documentation for expenditures is required for all funding methods.  Examples of such documentation include but are not limited to: invoices with check numbers verifying payment, and/or bank statements; time and effort logs for staff, salary/benefits schedules for staff.  All or any of which must be available upon request.

Executive Order 11-116 (Supersedes Executive Order 11-02)
The employment of unauthorized aliens by any contractor is considered a violation of Section 274A (e) of the Immigration and Nationality Act. If the contractor knowingly employs unauthorized aliens, such violation shall be cause for unilateral cancellation of the contract. In addition, pursuant to Executive Order 11-116, the Contractor will utilize the E-verify system 
established by the U.S. Department of Homeland Security to verify the employment eligibility of (a) all persons employed during the contract term by the contractor to perform employment duties within Florida and (b) all persons (including subcontractors) assigned by the contractor to perform work pursuant to the contract. 
Records Retention

It is the responsibility of the fiscal agency to retain records for financial transactions and supporting documentation for auditing purposes.  If records are requested by the Florida Department of Education or the State of Florida Division of Financial Services, all records must be provided.  Records should be maintained for five years from the last day of the program or longer if there is an ongoing investigation or audit.
Allowable Expenses

Project funds must be used for activities that directly support the accomplishment of the project purpose, priorities, and expected outcomes.  All expenditures must be consistent with applicable state and federal laws, regulations, and guidance.

Funding Shall Supplement, Not Supplant

Section 311 (a) of the Act states that the funds made available for Career and Technical Education activities shall supplement and not supplant non-federal funds expended for Career and Technical Education programs.
Local Administrative Cost
Section 3 (1) of the Act states that the term ‘administration’, when used with respect to an eligible agency or eligible recipient, means activities necessary for the proper and efficient performance of the eligible agency or eligible recipient’s duties under this Act, including the supervision of such activities. Such term does not include curriculum development activities, personnel development, or research activities. 

Section 135(d), of the Act states that each eligible recipient receiving funds under this part shall not use more than five percent of the funds for administrative costs associated with the administration of activities assisted for the proposed project.
Amendment Procedures

Project amendments may be proposed by the project recipient or by the DOE Program Manager.  Program and budget amendments to approved project applications for all programs shall be prepared by project recipients on the Project Amendment Request Form (DOE 150) and the Budget Amendment Narrative Form (DOE 151) available in the Green Book and on the Division of Career and Adult Education Grants website at: http://www.fldoe.org/workforce/dwdgrants/default.asp.   

A project recipient may not begin to expend or obligate federal funds under a project amendment until the latter of the following two dates: (1) the date the Department receives the amendment in substantially approvable form or (2) the date approved by the Department Program Manager.

Compliance Monitoring 

The state will evaluate the effectiveness of project activities based on established and approved performance goals.  Department staff monitors recipients’ compliance with program and fiscal requirements according to applicable federal and state laws and regulations specified by: Education Department General Administrative Regulations (EDGAR), Office of Management and Budget (OMB) Circulars, and Florida Department of Financial Services Reference Guide for State Expenditures and guidelines published in the Florida Department of Education’s Green Book. 

The Division of Career and Adult Education, Quality Assurance Policies, Procedures and Protocols Manual is available at: http://www.fldoe.org/workforce/cte.asp.

Project Disbursement Report, DOE 399

All awarded Perkins projects must submit a final DOE 399, Project Disbursement Report and the Projected Equipment Purchases Form to the Florida Department of Education, Comptroller’s Office, by August 20, 2014.
Intellectual Property

The awarded agency is subject to following additional provisions:

A.  Anything by whatsoever designation it may be known, that is produced by, or developed in connection with, this Grant/Contract shall become the exclusive property of the State of Florida and may be copyrighted, patented, or otherwise restricted as provided by Florida or federal law.  Neither the Grantee/Contractor nor any individual employed under this Grant/Contract shall have any proprietary interest in the product.

B.  With respect to each Deliverable that constitutes a work of authorship within the subject matter and scope of U.S. Copyright Law, 17 U.S.C. Sections 102-105, such work shall be a "work for hire" as defined in 17 U.S.C. Section 101 and all copyrights subsisting in such work for hire shall be owned exclusively by the Department pursuant to s. 1006.39, F.S., on behalf the State of Florida.

C.  In the event it is determined as a matter of law that any such work is not a "work for hire," grantee shall immediately assign to the Department all copyrights subsisting therein for the consideration set forth in the Grant/Contract and with no additional compensation.

D.  The foregoing shall not apply to any pre-existing software, or other work of authorship used by Grantee/Contractor, to create a Deliverable but which exists as a work independent of the Deliverable, unless the pre-existing software or work was developed by Grantee pursuant to a previous Contract/Grant with the Department or a purchase by the Department under a State Term Contract.

E.  The Department shall have full and complete ownership of all software developed pursuant to the Grant/Contract including without limitation:

1.  The written source code;

2.  The source code files;

3.  The executable code;

4.  The executable code files;

5.  The data dictionary;

6.  The data flow diagram;

7.  The work flow diagram;

8.  The entity relationship diagram; and

9.  All other documentation needed to enable the Department to support, recreate, revise, repair, or otherwise make use of the software.

Contractual Service Agreements must be in compliance with Florida Statutes, Sections 215.422, 216.347, 216.3475, 287.058, and 287.133; Rule 60A-1.017, Florida Administrative Code.  Applicants proposing fiscal / programmatic agreements should carefully review and follow the guidance of the State of Florida Contract and Grant User Guide, Chapter 3, Agreements at URL: http://www.myfloridacfo.com/aadir/docs/ContractandGrantManagementUserGuide.pdf.  All proposed contractual expenditures between the fiscal agent and subcontractors shall be accompanied by a formal, properly executed (e.g., agency head or designee’s signature), clear and comprehensive agreement which provides the legal basis for enforcement.  Because the success of a project can be directly linked to the quality of the agreement, issuing a formal agreement is critical. 
For Federal Programs - General Education Provisions Act (GEPA)

Provide a concise description of the process to ensure equitable access to, and participation of students, teachers, and other program beneficiaries with special needs. (For details, refer to URL: http://www.ed.gov/fund/grant/apply/appforms/gepa427.pdf.)

 

Conditions for Acceptance – Submit the following document to FDOE:

The requirements listed below must be met for applications to be considered for review:

The requirements listed below must be met for applications to be considered for review:

1) Application is received in DOE within the timeframe specified by the RFA

2) Application includes required forms:  

a. DOE 100A Project Application  

b. DOE 101 - Budget Narrative 

3) All required forms must have the assigned TAPS Number included on the form

4) All required forms have original signatures by an authorized entity

5) General Education Provisions Act (GEPA) Statement

6) A copy of the organization’s current budget 

7) A list of the board of directors 

8)   Chart of Accounts

9) Proof of Eligibility to operate a business in Florida, and if available,

10) A copy of the institution or agency’s most recent annual audit report prepared by an 
independent Certified Public Accountant licensed in this state.

11) DOE 600 Form Note: The DOE 600 form is an Excel document titled Eligibility Grant Funding Requirements for Non-Governmental Entities.  Please visit our website at http://www.fldoe.org/comptroller/xls/EligibilityGrantFunding.xls   to access the DOE 600 form and the instructions for completing the form. 
12) Application must be submitted to: 

Office of Grants Management

Florida Department of Education

325 W. Gaines Street, Room 332, Unit B

Tallahassee, Florida 32399-0400

NOTE: Applications signed by officials other than the appropriate agency head identified above must have a letter signed by the agency head, or documentation citing action of the governing body delegating authority to the person to sign on behalf of said official. Attach the letter or documentation to the DOE 100A when the application is submitted.
Method of Review 

All applications will be reviewed by Florida Department of Education, Division of Career and Adult Education staff using the Application Review Criteria and Checklist in the Attachments section.  In addition, fiscal information will also be reviewed by Division of Contracts, Grants and Procurement, Office of Grants Management staff.
Invoicing Procedures

Agencies that are paid by Reimbursement with Performance must invoice for reimbursement.  See instructions on the Project Award Notification, DOE 200, to determine reimbursement requirements for awarded project(s). 

The status of the agency’s invoice for payment is available through the Department of Education’s online grants management system at: http://gms.fldoe.org/gms/gms_home/home.jsp. 

	REQUIRED INVOICE FORMS

	· The following forms are required for agencies that invoice.
· These forms provide accountability for financial expenditures based on performance deliverables.
· Each time an invoice is submitted, all appropriate forms and backup documentation must be included in the invoice request for payment.


	Form #
	Title
	Supporting Documentation

Must accompany forms

	NA
	Scope of Work and Grant Activity Report Form

Return with application.

	

	NA
	Invoice Form – Return with each invoice.

	

	DOE 300
	For Non-Governmental Recipients Only, Detail of Salary Expenditures

Form available at: Green Book
http://fldoe.org/comptroller/gbook.asp
	· Payroll register

· Timesheets

	DOE 301
	Detail of Monthly Transactions

Form available at: Green Book
	· A copy of all invoices/receipts must be attached to support this request.

· All invoices and receipts must include a legible itemized description of purchases.


Submit invoices and all supporting documentation to:

Office of Grants Management

Florida Department of Education

325 West Gaines Street, Room 332, Unit B
Tallahassee, FL 32399-0400

Attention: Sue Wilkinson
NARRATIVE SECTION

Project Design-Narrative
Funds for this grant will be used to support Contracted Services positions. The positions will be housed at the Florida Department of Education. 

Positions
All positions must meet these essential FDOE qualifications:

· The employee must be productive under tight timeframes, balance multiple and competing priorities and maintain goal-directed behavior and performance, sometimes under stressful conditions.

· The employee must interact courteously with others. The employee’s performance and behavior must demonstrate consideration of the workload concerns of others and must not negatively affect productivity and morale of the unit. Attendance is an essential job function of this position.

· Participate in staff/professional development activities, such as attending local, state and national conferences and other job enhancement trainings and workshops.

Project Manager Position Description and Responsibilities:
The position involves the administration of Career and Technical curriculum framework alignment project and the common core state standards regional professional development for CTE teachers and administrators which includes planning, organizing, and implementing both the alignment project and the regional professional development project.  The position will also include supervising and directing two OPS staff assisting with the projects.

· The employee must be productive under tight timeframes, balance multiple and competing priorities and maintain goal-directed behavior and performance sometimes under stressful conditions.  

· The employee must interact courteously with others. 

· The employee’s performance and behavior must demonstrate consideration of the workload concerns of others and must not negatively affect productivity and morale of the unit. 

· Coordinates the planning and implementation of the following federal Race to the Top initiatives:
· Career and Technical curriculum framework alignment project. 

· Common core state standards regional professional development for CTE.

This will include but is not limited to: 

· Develops a strategic plan to ensure initiatives are implemented with fidelity.

· Provides ongoing technical assistance to local eligible agencies and other interested parties.

· Development and design of regional professional development workshops.  

· Directs and coordinates activities to update content for CTE curriculum frameworks.

· Facilitate and collaborate with Division staff to:

· Plan and organize curriculum framework alignment process.

· Manage curriculum framework alignment process on-site.

· Provide programmatic support and assistance relative to alignment of academic standards to career and technical education courses.

· Update curriculum framework content.

· Plan and organize regional professional development workshops.

· Manage regional professional development workshops on-site.

· Performs all other duties as assigned.
· Attendance is an essential function of this position.

Knowledge, skills and abilities:
· Knowledge of educational program development and operation

· Knowledge of federal and state statutes and rules impacting programs

· Computer application and other office equipment operation technology skills
· Must be proficient in Outlook, Word, Excel, PowerPoint, etc
· Presentation skills including technology applications for presentations

· Ability to effectively lead, motivate practitioners, staff to accomplish work required

· Ability to effectively work with people outside of the work unit to accomplish common goals and initiatives related to programs

Administrative Assistant’s Position Description and Responsibilities:  

This position is charged with providing part-time office assistance to the Project Manager of the Race to the Top (RTT) funded academic alignment and regional professional develop institutes.  The position plans, initiates and carries to completion assigned administrative and clerical activities associated with the grant.  

Specific Duties:

· The employee must be productive under tight timeframes, balance multiple and competing priorities and maintain goal-directed behavior and performance sometimes under stressful conditions.  

· The employee must works independently, makes decisions and obtains solutions by operating within established policies and regulations.  Maintains effective lines of communication.

· The employee must interact courteously with others. 

· The employee’s performance and behavior must demonstrate consideration of the workload concerns of others and must not negatively affect productivity and morale of the unit. 

· Provides office assistance to plan and implement the following federal Race to the Top initiatives:

· Career and Technical curriculum framework alignment project. 

· Common core state standards regional professional development for CTE.

This will include but is not limited to: 

· Create excel spreadsheets documenting the schedule academic and CTE teacher teams mapped to specific courses in advance of the on-site institute

· Maintain accurate listing of participants

· Create name badges for all participants

· Correspond with participants via e-mail/telephone to provide basic information about academic alignment institute

· Staff the academic alignment institute (location TBD) and registration tables and assist with setting up laptops/projectors if needed.

· Input alignments into master summary documents and into curriculum frameworks development

· Assist the Project Manager with other duties as assigned. 
· Performs all other duties as assigned.

· Attendance is an essential function of this position.

Knowledge, skills and abilities, including utilization of equipment, required for the position:

· Knowledge of administrative and clerical procedures and systems.

· Ability to read comprehensively and communicate effectively and to develop and produce work documents in the correct formats, using the correct spelling, punctuation, and grammar.

· Ability to research information completely, reorganize and synthesize information, and incorporate the results into work documents as necessary.

· Ability to establish and maintain effective working relationships and offer quality customer service to all stakeholders.

· Ability to organize assignments, prioritize them and manage work time.

· Ability to use computers, peripheral equipment, and software programs.  Must have expertise in Outlook, Word, Excel, PowerPoint, etc

Scope of Work
A.
FACTE will:
1. Coordinate the employee screening and manage the necessary personnel hiring paperwork to provide appropriate oversight for the project manager and administrative assistants including the collection of perspective applications, resumes, and appropriate personnel documents.
2. Provide the Department with the necessary travel documents (reimbursement voucher) and process travel approved by the Project Administrator.
3. Promptly authorize all necessary project expenditures.
4. Submit a monthly electronic (e-mail to jodi.tillman@fldoe.org) cumulative report displaying payments to date by of hired program manager and administrative assistants. The report will include payment(s), amount(s), payment date and the check number.
5. Submit monthly expenditure reports via the on-line expenditure reporting system and a final FA 399, Project Disbursement Report, by August 20 following the end of the fiscal year.
B.    
The Department:
1. Cooperate in a timely manner with designated FACTE staff in all matters requiring consultation between the two parties.
2. Authorize FACTE to make payments to the project manager and administrative assistants upon satisfactory completion of the properly submitted time sheets approved by the Project Administrator.
3. Provide work space and necessary equipment to enable the project manager and administrative assistants to complete required task.
4. Allocate funds necessary for the implementation of all positions.
Payment Terms and Conditions

1. FACTE will pay the Project Manager position at a rate of $30.00 per hour up to $4,800.00 per month.
2. FACTE will hire the Project Manager in a full-time position with up to but not to exceed 40 hours per week.
3. The Project Manager will be hired as an OPS employee and as such, does not include any salaried employee benefits.
4. FACTE will pay the two Administrative Assistants positions at a rate of $15.00 to $18.00 per hour, based on experience, up to $1,440.00 per month each.

5. FACTE will hire the Administrative Assistants as part-time positions with up to 20 hours per week. (Any hours in excess of 20 hours per week requires pre-approval from the Department of Education).
6. The Administrative Assistants will be hired as OPS employees and as such, do not include any salaried employee benefits.
Reporting Outcomes

Maintain accurate time sheets reporting as directed by FACTE.
Attachments

· Scope of Work and Grant Activity Report Form

· Projected Invoice Schedule

· DOE 100 A, Project Application Form

· DOE 101, Budget Narrative Form
· Application Review Criteria and Checklist

Definitions
Tasks 
Specific activities that are required to be performed to complete the Project Narrative/Scope of Work.
Deliverables 
Products and/or services that directly related to a Task specified in the Scope of Work.  Deliverables must be quantifiable, measurable, and verifiable.

Due Date 
Date for completion of tasks. 

	Scope of Work and Grant Activity
Project Performance and Accountability

	Scope of Work

(see Project  Design – Narrative)
	Tasks 

(see Project Design – Narrative)
	Deliverables
	Due Date

	Employee Management 
	Manage the necessary personnel hiring paperwork to provide appropriate oversight for the program contracted services personel including the collection of perspective applications, resumes, and appropriate personnel documents
	Submit a monthly electronic (e-mail to Jodi.Tillman@fldoe.org) cumulative report displaying payments to date by of hired project manager. The report will include payment(s), amount(s), payment date and the check number.

	Monthly 

	Financial Reporting
	Fiscal Management
	Submit monthly expenditure reports via the on-line expenditure reporting system and a final FA 399, Project Disbursement Report, by August 20 following the end of the fiscal year.


	On or before August 20, 2014.


PROJECTED INVOICE SCHEDULE

Return with the application.

Agency Name: FACTE – Contracted Services 
	Invoice #1                            Projected Due Date: _________________

	Deliverable(s)
	Amount

	
	$

	
	$

	Invoice #2                            Projected Due Date: _________________
	Amount

	Deliverable(s)
	

	
	$ 

	
	$

	Invoice #3                            Projected Due Date: ___________________

	Deliverable(s)
	Amount

	
	$

	
	$

	Invoice #4                            Projected Due Date: ___________________

	Deliverable(s)
	Amount

	
	$

	
	$

	Invoice #5                            Projected Due Date: ___________________

	Deliverable(s)
	Amount

	
	$

	
	$

	Invoice #6                            Projected Due Date: ___________________

	Deliverable(s)
	Amount

	
	$

	
	$

	Total 
	$48,384


Instructions for completing Projected Invoice Schedule:  
1. Add rows as necessary.  Cells will expand when text is typed.

2. List performance measures and the dollar amount and the due date for each projected invoice submitted.

3. The number of invoices is at the discretion of the applicant.  Applicants who intend to invoice only twice during the project period will complete the form indicating only two invoices.  Applicants who intend to invoice more than six times during the project period may duplicate the form for a total of 12 invoices.

Note:

When submitting an invoice for payment, attach proof of documentation for the performance measures achieved that support the listed deliverable(s).

An invoice form for State Leadership Projects is available at: http://www.fldoe.org/workforce/dwdgrants/
Florida Department of Education

Project Application

	Please return to:

Florida Department of Education

Bureau of Grants Management

Room 325B Turlington Building

325 West Gaines Street

Tallahassee, Florida 32399-0400

Telephone:  (850) 245-0498


	Program Name:
Carl D. Perkins
State Leadership
RTTT Alignment 
Contracted Services
Fiscal Year 2013-2014

	DOE USE ONLY

Date Received      


	B) Name and Address of Eligible Applicant:


	Project Number (DOE Assigned)

	
	

	
	

	
	

	

	D)

Applicant Contact Information

	
	Contact Name:
	Mailing Address:



	
	Telephone Number:


	

	
	Fax Number:


	E-mail Address:



	CERTIFICATION


	

	I, ______________________________________________, (Please Type Name) do hereby certify that all facts, figures, and representations made in this application are true, correct, and consistent with the statement of general assurances and specific programmatic assurances for this project.  Furthermore, all applicable statutes, regulations, and procedures; administrative and programmatic requirements; and procedures for fiscal control and maintenance of records will be implemented to ensure proper accountability for the expenditure of funds on this project.  All records necessary to substantiate these requirements will be available for review by appropriate state and federal staff.  I further certify that all expenditures will be obligated on or after the effective date and prior to the termination date of the project.  Disbursements will be reported only as appropriate to this project, and will not be used for matching funds on this or any special project, where prohibited.

Further, I understand that it is the responsibility of the agency head to obtain from its governing body the authorization for the submission of this application.



	

	


	DOE 100A

Revised August 2013                          Page 1 of 2                      Pam Stewart, Commissioner 
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	Instructions for Completion of DOE 100A



	A. If not pre-printed, enter name of the program for which funds are requested.

B. Enter name and mailing address of eligible applicant.  The applicant is the public or non-public entity receiving funds to carry out the purpose of the project.

C. Enter the total amount of funds requested for this project.

D. Enter requested information for the applicant’s contact person.  This is the person responsible for responding to all questions regarding information included in this application.

E. The original signature of the appropriate agency head is required.  The agency head is the school district superintendent, university or community college president, state agency commissioner or secretary, or the president/chairman of the Board for other eligible applicants.

· Note:  Applications signed by officials other than the appropriate agency head identified above must have a letter signed by the agency head, or documentation citing action of the governing body delegating authority to the person to sign on behalf of said official.  Attach the letter or documentation to the DOE 100A when the application is submitted.



	

	

	

	


DOE 100A

Revised August 2013

                                                            Page 2 of 2                                    Pam Stewart, Commissioner  
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A)
B)



Florida Department of Education

Budget Narrative Form
	(1)

FUNCTION
	(2)

OBJECT
	(3)

ACCOUNT TITLE AND NARRATIVE
	(4)

FTE POSITION
	(5)

AMOUNT

	
	
	Project Manager $30 X 40 hours per week = $1,200 = $4,800 monthly
$4,800 X 6 months = $28,800
	1
	$28,800

	
	
	Administrative Assistants $15 to $18  X 20 hours per week = $360 = $1,440 monthly.  $1,440 X 6 months = $8,640. $8,640 X 2 = $17,280
	1
	$17,280

	
	
	Administrative Costs
	
	$2,304

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


DOE 101

Revised August 2013                                           Page 1 of 2
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Instructions

Budget Narrative Form
This form should be completed based on the instructions outlined below, unless instructed otherwise in the Request for Proposal (RFP) or Request for Application (RFA).

A.
Enter Name of Eligible Recipient.

B.
(DOE USE ONLY) 

Column 1

Function: 
School Districts Only:

Use the four digit function codes as required in the Financial and Program Cost Accounting and Reporting for Florida Schools Manual.
Column 2

Object:
School Districts:


Use the three digit object codes as required in the Financial and Program Cost Accounting and Reporting for Florida Schools Manual.
Community Colleges:

Use the first three digits of the object codes listed in the Accounting Manual for Florida’s Public College System.  


Universities and State Agencies:

Use the first three digits of the object codes listed in the Florida Accounting Information Resource Manual. 


Other Agencies:


Use the object codes as required in the agency’s expenditure chart of accounts.

Column 3
- All Applicants:

Account Title:  Use the account title that applies to the object code listed in accordance with the agency's accounting system.

Narrative: 
Provide a detailed narrative for each object code listed.  For example:

· Salaries - describe the type(s) of positions requested.  Use a separate line to describe each type of position. 

· Other Personal Services – describe the type of service(s) and an estimated number of hours for each type of position. OPS is defined as compensation paid to persons, including substitute teachers not under contract, who are employed to provide temporary services to the program.

· Professional/Technical Services - describe services rendered by personnel, other than agency personnel employees, who provide specialized skills and knowledge.
· Contractual Services and/or Inter-agency agreements - provide the agency name and description of the service(s) to be rendered.
· Travel - provide a description of each type of travel to be supported with project funds, such as conference(s), in district or out of district, and out of state. Do not list individual names. List individual position(s) when travel funds are being requested to perform necessary activities. 
· Capital Outlay - provide the type of items/equipment to be purchased with project funds.  
· Indirect Cost - provide the percentage rate being used.  Use the current approved rate. (Reference the DOE Green Book for additional guidance regarding indirect cost.)
Column 4 – Must be completed for all Salaries and Other Personal Services.

FTE - Indicate the Full Time Equivalent (FTE based on the standard workweek for the type of position) number of positions to be funded. Determine FTE by dividing the standard number of weekly hours (e.g., 35 hours) for the type of position (e.g., teacher aide) into the actual work hours to be funded by the project.
Column 5

Amount - Provide the budget amount requested for each object code.

C.
TOTAL - Provide the total for Column (5) on the last page. Must be the same amount as requested on the DOE-100A or B.

DOE 101

Revised August 2013                                                  Page 2 of 2
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FACTE Contracted Services
APPLICATION REVIEW CRITERIA AND CHECKLIST

· Place all items requested in the order indicated below. 

· Include only the items requested.

· Place page numbers on every page consecutively, at the bottom, beginning with the DOE 100A as page 1.  Page numbers written by hand are permissible if electronic numbering is a problem.

· Place a binder clip on the upper left corner of each application (no spiral bindings, notebooks or cover pages, please).

· Include this form in the application package.

	Placement Order
	Item
	Applicant
	DOE Staff
· Check appropriate box below

	
	
	Indicate Page Numbers Below
	Complete
	Incomplete

	FORMS
	
	
	

	1
	DOE 100A, Project Application – with original signature
	
	
	

	2
	DOE 101, Budget Narrative Form 
	
	
	

	3
	Scope of Work and Grant Activity Report Form
	
	
	

	4
	Projected Invoice Schedule
	
	
	

	5
	DOE 600, Eligibility Grant Funding Form
	
	
	

	6
	General Education Provisions Act (GEPA) – one page
	
	
	

	COMMUNITY-BASED AND FAITH-BASED ORGANIZATIONS – must include the following:

	7
	List of current Board of Directors and Articles of Incorporation
	
	
	

	
	Copy of current operating budget
	
	
	

	
	Copy of current audit report – if available
	
	
	

	
	Copy of Chart of Accounts
	
	
	

	
	General Terms, Assurances and Conditions for Participation in Federal and State Programs
	
	
	

	
	Proof of eligibility to operate a business in Florida (signed document from Florida Secretary of State)
	
	
	

	8
	Application Review Criteria and Checklist
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TAPS Number


14AT52





C)	Total Funds Requested:





	$











DOE USE ONLY





	Total Approved Project:





	$








E)	________________________________________________


	Signature of Agency Head





TAPS Number


14AT52





 Name of Eligible Recipient:





Project Number: (DOE USE ONLY)
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