


Purpose 

An overview of the Division of Career and Adult 
Education's Amendment process requirement and to 
provide details on completing the DOE 150 Project 
Amendment Request and DOE 151 Budget Amendment 
Narrative Forms. 
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Project Amendments 

• Per the FDOE Greenbook, 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. 
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Project Amendments 

• All revisions must be reasonable, necessary, allowable 
and legal to promote the objectives of the program. 

• Last day to submit proposed Project Amendments is 30 
days prior to the end date of the project as indicated on 
the Project Award Notification form (DOE 200-Box 9 
Timelines). 

GetlhereFL.corn 4 



When to Submit a Project Amendment 

• Programmatic or budget changes are requested. 

• Project Application and Amendment Procedures for 
Federal and State Programs (Green Book): 

• Section B - Project Amendments: 
https://www.fldoe.org/fi nance/ contracts-grants­
procu rement/ grants-management/project-
appl i cation-am end m ent-procedu r. stm I 
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Download DOE 150 and DOE 151 Forms 

• Documents on Funding Opportunities Website: 
• https :/ /www.fIdoe.org/ a cademi cs/ career-adult­

edu/f u n ding-opportu n iti es/ 

• Project Amendment Forms: 
• DOE 150 (Word) 
• DOE 151 (Excel) 

• Projected Equipment Purchases Form: (Capitalized 
Equipment) 

• Projected Equipment Purchases Form (Word). 
• Only used if purchasing items with a unit cost of 
$5,000 or more. 
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DOE 150 Project Amendment Request 
FLORIDA DEPARTMENT OF EDUCATION 

PROJECT AMENDMENT REQUEST 

PIHU return to, 

Flmb Depadmeatof~ 
Office ofGmits !I.~ 
Room33l TudillgtanBuilding 
325 WestGamo. SIIHI 
Talbhassee, flmda 32399-4400 
Teleplume: (SSO) 245-0496 

~ AgencyName: DOEUSEOM.Y 

Date h:eind; 

Project Namher (DOE Aui;atd)B)l'ncnmNam1: 

TAPSNambr. 
D)C) Amtadmeat Type 

Ameadmtat Request Contact Information. 
□ Program 0 Blldget 

Tlltplu,aeNumlim:ConladNam: 

Ame11dmeat Number: 
Mailing Miras: E-mail Adihs.ies: 

El Reomtd Sio 1ture ud CtrdflcatiOll 

L (Please 'TypB ,V(1111S) as the official \\iio is .lllllhllrized to legally bind the 
~ency/or~ do hereby certify to the best ofmy kmnded.l!'ll and beliefthat all the infmmaliCR1 arul. attachments submitted in 
1his applicafion amendmea.t are true, complete and accmm, fur the pmposes, ml objectms, set forth in the RFA « RFP ml are 
comisteot dh the stmemem ofgeneral assurances and s.peci1ic programmatic assarmcei fur this project I am a\\'are that any false, 
fictitious or liaudulent infmmalion or the omission of my mmrial fact may lllhject me to crimmal, « adminislntive penalties for 
the fal!e mlemmt, false claims or otherwise. Fmtbemiore, all applicable mtutes, ~ mid procedures; administtati\l'e and 
programmatic requirements; and proced!ns for fiscal control and maintenmce of records v.ill be implalented to ensure proper 
accountability for the expenditure of funds on 1his project. All reoords !leCelSBJY to substantiate th-ese requirmeals will be 
a,,'Bilablt for review by approprim sb!te md federal staff. I further certif)•that all expea.ditures will be obligated cm or after the 
effective date ml prior to the terminati011 date ofthe project. Disbmements will be reported mly as appropriate to 1his Jlt"Oiec:t, 
and will a.ot be used for matching funds on 1his or any special project, \\ilere prohibited. 

Further, I understand that it is the tespCJ11S1l!ility of the agency htad to obtain from its gm'mling body the autbarization far 1he 
submil:!!ion ofthis aJllllicmion amendmmt. 

Signature ofAgency Head Title Date 

F)Nanatn-e 

1±1 

Instructions for Completion of DOE 150 
Project Amendment Request 

A. Enter Agency Name 

B. Enter Program Name and TAPS number as listed on the original Project Award Notification. 

C. Enter Amendment Type - Refer to Project Application and Amendment Procedures for Federal and 
Seate Promms (Green Book) for definitions ofProgram and Budget amendments. 

D. Enter Amendment Request Contact Information for the person who is responsible for the project 

E. Complete Required Signature. Note: Application amendments signed by officials other than the 
Superintendent, or President/Chairman ofthe Board, must have a letter ofauthorization to sign on 
the behalfofsaid official, attached to the DOE 150 when the applicati011 amendment is submitted. 

F. Provide sufficient narrative to describe andjustify the type ofamendment being requested. 
Narrative should include the p1Upose ofthe amendment and description ofthe amended services or 
budget changes - i.e. changes in scope or objectives. changes in deliverables or work: tasks and 
how these changes affect the original application. Any budget change will require details on the 
increase/decrease and how the change affects the original application. 

Attacb Budget Amendment Narrative Form (DOE 151) if this amendment requires badget changes. 
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DOE 150 Project Amendment Request 
• Please follow instructions and fill out all assigned boxes. 
• Once completed, there MUST be a signature by the 

authorizing agency head signature on the DOE 150 form. 

• If using an authorized agency designee, a letter of 

authorization on behalf of said official must be attached 

to the DOE 150 Project Amendment Request form. 

• Electronic Signatures in the form of a PDF are 

acceptable. 

• Include a brief description of the amendment request 

in Section "F" Narrative that coincides with the DOE-

151 Budget Narrative. 

n.lM.......,..... ........ GetThereFL.com 9 

https://GetThereFL.com




Budget Amendment Form DOE 151 
FLORIDA DEPARTMENT OF EDUCATION 

BUDGET AMENDMENT NARRATIVE FORM 
A) _____ B 

Dls1rlctTAgencyName Project Ntanber/TAPS Numbet" 

C) _ ____ 

Amendment Number 

D) Total Prnject Amount Currentti, Approved E) Totel Project Amcutl resulting from th!s Budget Amendment 

Fl Line Item Description 
Function Object Account TIUe and Namitlve FTE Amomt 

lncl"l!flse 
Amount 

Decrease 

Instructions 

Budget Amendment Narrative Form 
DOE 151 

A) Enter Oisbict/Agency Name 

B) Enter Project Number ofortgilal project and corresponding TAPS number 

C) Enter chronological number of this Ameooment Request 

D) Enter the Total Project Amount CUrrently Approved 

El Enter the Total Project Amount resijjjng from this Amendment 

F} Provide anarrative descriptioo for each budget ttem by category to justify the requested Budget Amendmerr 
the budget llnes that are being ameooed and/or new ones being created. For each budget Hne to be amend 
whether the amount wiU be increased or decreased in the appropfiate column and record the adjusted amou 
submitted for approval. 

Total ! 8.00 

COEl5I 

0.00 

fHERE 
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Budget Amendment Form DOE 151 

• Fill out all appropriate boxes. 
• Amount Decrease: 

• Only include the budget items that are being 
amended. 

• Utilize the appropriate function and object codes 
approved in the budget for all decrease line items 
(reference the approved application). 

• Detail each budget decrease including budget 
narrative explanation and dollar amount being 
decreased. 

• Use the verbiage from the original approved budget 
narrative for ALL decrease items. 
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Budget Amendment Form DOE 151 

• Amount Increase: 
• Detail each budget increase including budget 

narrative explanation and dollar amount. 
• FTE for salaried positions. 
• Separate benefit from salary in single line items. 
• Provide a Sample list for materials, supplies and 

non-capitalized equipment. 
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Budget Narrative Form DOE 151 Column (1) 
Function Code and Column (2) Object Code 

• Districts: 
• Red Book: 

(https://www.fldoe. org/core/fileparse. php/7507 /urlt/REDBK.pdf) 
• Function and Object Code 

• Colleges: 
• College Accounting Manual: 

(https: / /www. fldoe. org/core/fileparse. php/ 1987 4/u rlt/F CSAccou ntM 
anual21.pdf) 

• Object Code must be five-digit number 

• Community Based Organization (CBO): 
• Function and/or Object Code 
• Use their own agency Chart of Accounts 
• Agency Chart of Accounts must accompany the grant 

application 

GetTh@reFL.com 
fHERE 

14 

mailto:GetTh@reFL.com


Budget Amendment Form DOE 151 

• Common Mistakes to Avoid: 
• Using the incorrect object and function codes. 
• Using a limited narrative description. 
• Combining salaries and benefits into one line item. 
• Utilizing cents vs. whole dollar amounts ( cents 

unallowable). 
• Other mathematical errors. 
• Incorrect indirect cost. 
• Equipment Form does not align with DOE-151 Form. 

Note: These types of mistakes delay the approval 
process. 
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Projected Equipment Purchases Form {Capitalized) 

Florida Department of Education 
Division of Career and Adult Education 

PROJECTED EQUIPMENT PURCHASES FORM 

Equipment project9d lo be P""'hned fn,,n tl!is grant.!!!!!!! be submind on Chis form.!!!: in a fomlz lhat-n• th@ 

i!1fom1allon .appearing on this form. 

A) _ ____________ ___ ITAPSWumberNallH!! of Eli9bl1t R9dpiont 

B)_.....,.....,.....,..,.,.......,....--=.,,..,,..==-==-----­
PllljectNumber{OOEUSEONLY) 

Agencifl ar& .accounbble for all ·equipment purchased using lP'iffll funds including those~ the ag..- tlvMhokL 

PROJECTED EQUIPMENT PURCHASES 
(Cells win upond wllon Int is typod.) 

ll'EII

• 
FIJNCTIDII 

cooe 
OBJECT 

COIJE 
M:COUNT 

TDLE DEICRP11011 IQfOOL/ 
PROGRM 

NUMBER 
OFll'EIIS 

ll'EII 
COST 

lit 

TOTAL 
MIOCalT 

ISi 

1 

2 

J 

• 
5 

5 

7 

t 

~ 

10 

lnwntoa Ouklfln.s 

The fo-.ig el""'ents an, requin,d on 1he lnv"'1tary of an equis,ment purchased. 

2 C.F.R . . 200. Uniform G<idance, 200.313 Equipment:Pn:,pertynK>Ords ml>Slbe maintained-Include a description cl 
1he property. a serial numb&r or c!ler ldenlifioalicn number. Ille souroe funding for the property, ""'° holds-· Ille 
--da1e, and am of- property, pe....,,tage of·Fed11<a1 pancipation in the costof n,,, property. lhe location. UH 
and conditicn ofthe pioperty. and anyultima!@ dfspcsitiondala inc!Ulfmg 1M dam of disposal and 5.Jle¢oe cf the 
property. 

Stale Requiraments for invenlery elemenlS "'"' located mRui. 6111-72.003. Florida Adminishwll Cockt. Record'ng of 
Prol)9rty. 

Does Illa "O""cf• i1Wentcxy systom contain an n,quin!d fader.JI a.'td stat@ elements lsted above? _ _ 
YES NO 

Florida Department of Education 
Division of Career and Adult Education 

PROJECTED EQUIPMENT PURCHASES FORM 

Instructions for Completion 
This fonn should be completed based on the ilslructions outlined below, unless instructed olheiwise 
in the Request for Proposal (RFP) or Request for Application (RFA). Use multiple fonns as needed 
A. Enter Name of Eigible R~t. 
B. Projed Number (DOE USE ONLY) 

COLUMN A-FUNCTION CODE: 

COLUMN B-OBJECT CODE: 

COLUMN C-ACCOUNT TITLE: 

COLUMN D - DESCRIPTION: 

COLUMNE­
SCHOOLIPROGRAM: 
COLUMN F- NUMBER OF ITEMS: 

COLUMN G- ITEM COST: 

COLUMN H-TOTAL COST: 

SCHOOL DISTRICTS ONLY: Use the four digit function 
codes as required in the Flnancial and Progam Cost 
Accounting and ReJ,ortinq for Florida Schools Manual. 

SCHOOL DISTRICTS: Use the three d"igit object codes as 
reqtired in the Financial and Program Cost Accounting and 
Reporting for Florida Schools Manual. 
FLORIDA STATE COLLEGE SYSTEM INSTllUTIONS: 
Use 1he five cfigits offie objed codes Isled in the 
Florida College System ACCOtlllilg Manual. 
UNIVERSITIES AND STATE AGENCIES: 
Use 1he five d"tgils offie object codes !isled in the 
Florida Accounting Information Resoun:e Manual. 
OTHER AGENCIES: Use the object codes as required in the agency's expenditure chart ol 
accounts. 

Use the account title lhat awlies lo the object code fisted in 
the accordance with the agency's aca,unting system. 

Provide detailed desc$fionslspecilications of al equipment 
items to be purchased that have aprojected unit value of 
$1000 (State's threshold) or more with a useful lfe of one year or more. 

Note: Hthe agency has atlveshold of less than $1000 lhe lower amount is the guiding 
threshokl. 

Provide 1he name ofthe school and the name of the progr.rn 
for 'hflich the equipment is being J)llthased. 
Provide 1he total number purchased of this item. 

Provide the projected cost for each item. 

Provide the total projeded cost of all iems. 
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Projected Equipment Purchases Form 
(Capitalized) 

• To ensure Florida adequately monitors equipment 
purchased with federal funds, applicants must record 
ALL equipment with a unit cost of $5,000 or more on 
the Projected Equipment Purchases Form (applicant 
may use this form or another format that contains the 
information appearing on this form). 

• Dollar amounts for items listed must be in line with the 
Budget Amendment Form DOE 151. 
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Upload Amendment to OGM ShareFile 

• Locate the correct TAPS# Program Folder and upload 
the amendment: 

• Upload Folder has a number 1 in folder name. 
• https://fldoe.sharefile.com/Authentication/Login 

F LORIDA D E PA RTM EN T 0 

.:. , U : Al~ . 01 
------n"-..o,g 

Email 

Password 

Sign In 

l!a Remember Me Forgot Password? 

-re FJori•da Oepartment of Education r-as prcvided th;s service for ttie purpose of transferring 
confidential work produ::t -::o fr.tended entities in a secure manner.. ~his solutron is intended 
for ;;ecure ~le transfers and is not intended for long term :file sto~age. Note that the flies on !his 
s.ystem are nee backed up. Use cf this s011.rtron for perscnal purposes is strictly forbldden. 
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- ---

OGM ShareFile Home Dashboard 
~ http.s://fldoe.sharefile.com/hom e/shared 

Q Dashboard Folders 
Folders VCJ Name .a. Size Uploaded 

Ill Shared Folders . ../l_BldgK12CTE lnfra_xxB089/320-Jackson OB 6/19/20* 
* Favorites 

.../l_CTEperkVrspa_xxB012/320-Jackson OB 6/4/20* r: Upload Files 

.../l_CTEperkVsec_xxB004/320-Jackson OB 6/4/20

C > * r-workflows 

.../l_LEA_90560_XXB045/320-Jackson OB 7/8/20 

~ rnbox > 
.../7 _Notif_:90560_xxB045/320-Jackson 3MB 7/8/20 

@ Personal Settings 
.../7_Notif_BldgK12CTE lnfra_1230:A_xxB089/320-Jackson 2MB 6/19/20GAward* otifications 

* .../7 _Notif_CTEperkVrspa_161xx_xxB012/320-Jackson 2MB 6/4/20 

* .../7 _Notif_CTEperl<Vsec_l6lxx_xxB004/320-Jackson 8MB 6/4/20 
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---- - ---- -

• If there are any questions 
please reach out to your 
assigned grant manager 
per RFA or RFP. 

• OGM ShareFile questions: 
OGM@fldoe.org 
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www.FLDOE.org 
Gloria Spradley-Brown, Chief Marcy Sieg, Director 
Bureau of Grants Administration and Compliance Grants Administration 
Gloria.Spradley@fldoe.org Elsa.Sieg@fldoe.org 

GetThereFL.com 

https://GetThereFL.com
www.FLDOE.org

	Structure Bookmarks
	Figure
	Figure
	Figure
	Figure
	Figure
	HERE 
	Figure
	Figure
	Figure
	Figure
	fHERE 
	Figure
	Figure
	fHERE 
	Figure
	Figure
	Figure
	Figure
	F LORIDA D E PA RTM EN T 0 .:. ,U : Al~ . 01 ------n"-..o,g 
	Figure
	~ http.s://fldoe.sharefile.com/hom e/shared 
	* 
	* 
	* 
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure




