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2025-2026 Application Process

Bureau of Exceptional Education and Student Services (BEESS)

Presenter Notes
Presentation Notes
Hello, and welcome to the 2025-2026 Application Process training. The agenda for today includes:
Submission and intake; 
Application and the needed components for applying; and
The Project Tracking System for submitting your completed deliverables, reports and other attachments.
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Agenda
• Application Submission to the Office of Grants 

Management (OGM) ShareFile
• Budgets (Florida Department of Education [FDOE] 

101)
• Resources
• Contact Information

Presenter Notes
Presentation Notes
Today we are going to discuss elements of the application and our online grant system and provide guidance to local educational agencies (LEAs) in avoiding common mistakes made on applications and budgets when submitting Individuals with Disabilities Education Act (IDEA) Part B grant applications. 
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Application Submission and
Budgets Overview

Presenter Notes
Presentation Notes
We will now discuss the submission and intake of project applications. 
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Required Documentation for Upload
• Projects will need to submit the required forms mentioned below, in addition to 

the excel application (*IDEA-funded state projects only):
• DOE-100A signed by the agency head (one per project number);
• DOE-101S Budget Narrative Form (one per project number);
• *Baseline Data;
• *Split Funded Form
• *Schedule of Deliverables

• Applications and other required forms must be submitted electronically to 
OGM via ShareFile.

• Projects can locate the appropriate ShareFile folder at 
https://fldoe.sharefile.com/home/shared by following the example naming 
convention: (1-LEA_XXC001_XXC002_Submit).

• Please contact OGM@fldoe.org for ShareFile assistance.

Presenter Notes
Presentation Notes
Listed on this slide are the required documents for submission:
One DOE-100A for per project number - via the Office of Grants Management (OGM) Sharefile folder #1. 

All other documents should be uploaded to the Online Grant System. This includes:
One Budget Narrative Form (DOE-101S) per project number;
Narrative Application – which includes the scope of work (SOW) and baseline data; and
Schedule of Deliverables.
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Application Submission Process 
A requirement for the successful submission of the project 
application is submitting the signed (DOE 100A) to the OGM 
ShareFile folder #1:
• Access a downloadable version of the DOE 100A at 

https://www.fldoe.org/finance/contracts-grants-
procurement/grants-management/department-of-edu-
grants-forms.stml 

Presenter Notes
Presentation Notes
In order to successfully submit the application, projects should submit the DOE 100A via the OGM Sharefile folder #1.

The DOE 100A can be accessed from the Florida Department of Education (FDOE) webpage, the link has been provided on this slide.

As a reminder, please include the delegation of authority form if the DOE 100A is signed by someone other than the agency head. Please remember to use only one project application number per DOE 100A. 
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Project Application Single (DOE 100A)

Presenter Notes
Presentation Notes
This is a screen shot of the sections of the DOE 100A that must be filled out by the project. It is required for all projects numbers. 
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Budget Narrative Form – DOE 101S 

• Allowable Expenses – stipends, training and materials.
• Unallowable Expenses – advertisement, capital 

improvements and permanent renovations, marketing, 
food, services covered by indirect costs, gift cards, and 
incentives (not an all-inclusive list).

Presenter Notes
Presentation Notes
These are examples of allowable and unallowable expenses. 

Allowable expenses are expenditures needed to meet the specific program requirements.  There are only three allowable expense categories for this grant: stipends, training and materials.

Any other expenses listed will be considered unallowable expenses.
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Budget Examples
Unallowable

Allowable

Presenter Notes
Presentation Notes
This slide shows an example of a vague line item that would be unallowable if submitted to OGM for review. 

Important details to include are the number of trainers, types and number of classes, and the price range. If individual prices are listed in the narrative, they must add up to the total in the line item. This is why we prefer a price range.

We’ve also included an example of what is allowable for Youth Mental Health Awareness Training (YMHAT) grants.
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Project Abstract Scope of Work 

Presenter Notes
Presentation Notes
[Read slide.]
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Sample Entry View

Presenter Notes
Presentation Notes
Displayed on this slide is a sample entry view of where projects will provide their project abstracts. This section should include:
A description summary that is developed after the other sections of the application have been reviewed; and
Statutory language if applicable.
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Baseline Data
• Projects will identify the starting point from which progress 

will be measured. 
• This section should include data from FDOE, the Individuals 

with Disabilities Education Act (IDEA)-funded state project 
and the local educational agency (LEA). 

• There should be evidence in the application of input from 
the exceptional student education (ESE) directors in the 
school districts that are served by the IDEA-funded state 
project. In the absence of existing data, initial data 
collection plans should be provided.

Presenter Notes
Presentation Notes
Project “look fors” to consider when providing baseline data includes checking for accuracy, currency and relevancy.

Please be sure to include accurate data within your applications. Some IDEA-funded state projects utilize internal systems and programs to capture data related to the number of constituents they serve, the number of participants for an event, or the number of direct and indirect families and individual contacts made. IDEA-funded state projects then transfer the data from their internal systems to various other files, formats and templates. With that transfer of information comes data entry errors. Please be mindful of this and ensure your baseline data undergoes an initial internal review for accuracy, currency and relevancy prior to submission of your applications. 

New projects may utilize existing data from the previous fiscal year as their baseline data. 
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Baseline Data (Continued)
Types of data that may be used include:
• Quantitative data, such as relevant indicator data as reflected in the 

State Performance Plan (SPP) and Annual Performance Report or LEA 
profiles, information regarding LEAs that are targeted or have been 
determined to have patterns of non-compliance, student performance 
outcome data, school district graduation rates and formal survey 
results;

• Quantitative data reflecting recent project performance activities, such 
as the number of people trained by the IDEA-funded state project and 
school/LEA impact data collected by the project; 

• Qualitative data, such as informal needs assessment results, focus group 
results or case studies; or

• Data specific to the IDEA-funded state project (e.g., quarterly census).

Presenter Notes
Presentation Notes
Types of data to include within your baseline are:
Project performance activities, such as the number of people trained by the IDEA-funded state project and the school or district impact data collected by the project;
Informal needs assessment results, focus group results or case studies; or
Data specific to the IDEA-funded state project, such as a quarterly census data.
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Established Need
• The IDEA-funded state project will identify the state, region or district 

need based on an analysis of the baseline data.  
• The project must show evidence of input from ESE directors to ensure 

that the needs of students with disabilities (SWDs) in their LEAs are 
addressed.

• There may be differences based on the regions or areas served. 
• The project must align the established need to the corresponding 

statute, as applicable. 
• The project is expected to review the manner in which the project has 

collected data in order to determine the need of the LEAs to be served.

Presenter Notes
Presentation Notes
IDEA-funded state projects should conduct a needs assessment to identify areas for improvement in service delivery performance and proficiency.

The method of data collection may vary across programs and projects. For example, some projects may have consulted experts on their teams, while others may choose to survey administrators, faculty and staff. Some projects may also disseminate polls to community partners and other key stakeholders within their catchment areas.

Most projects disseminate needs assessments to exceptional student education directors within their catchment areas during the first quarter.

Additionally, the project must align the established needs to the corresponding Florida statute, as applicable. For example, Auditory Oral Education, Center for Autism and Related Disabilities (CARD), Florida Diagnostic and Learning Resources System (FDLRS), Florida Instructional Materials Center for the Visually Impaired (FIMC-VI), the Multiagency Network for Students with Emotional/Behavioral Disabilities (SEDNET) and the Resource Materials and Technology Center for the Deaf/Hard of Hearing (RMTC-D/HH) projects should review statutory and any proviso language to ensure that identified needs align with this language. Projects that do not have program specific statutes must align their established needs with the corresponding language in the house and senate bills that resulted in those projects being funded.
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Description of Alternate Methods 
for Trainings and Meetings

Projects must provide the following information:
• The types of alternate methods for training events or 

meetings;
• The methods that will be continued for the current project 

award period; and
• Any new methods or innovations that will be added for the 

2025-2026 project award period.

Presenter Notes
Presentation Notes
Projects must consider alternate methods of conducting meetings and training events in an effort to reduce the number of these events that require out-of-district travel for LEA and project staff members.

Given the context of COVID-19, most agencies have already developed and implemented various methods of delivery to remain engaged and in contact with their constituents while continuing to provide services and supports to LEAs, schools and families. 

Please note: Within the deliverable description, the method used for trainings or meetings must be identified.

By clearly identifying the method of delivery for services, accountability is promoted and ensured. Projects are expected to be fiscally responsible when considering the platforms for trainings and meetings. Projects should avoid selecting the most expensive platform. Projects must provide a sufficient justification which includes addressing the anticipated value derived for the selection of a particular platform, as compared to others.
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Deliverables

Presenter Notes
Presentation Notes
[Read slide.]
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Schedule of Deliverables – Sample Entry View

Presenter Notes
Presentation Notes
Here is a sample entry view of the Schedule of Deliverables. Projects must first differentiate whether the deliverable is a product, training or service delivery. Within each category, subsections are included. 

Basically, deliverables are the units of service or tasks directly related to the SOW, that must be satisfactorily performed (performance criteria) by the provider. The satisfactory completion of these units of service or tasks is supported by documentation and then reviewed and accepted in writing by the contract manager before payment is made. 
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Deliverables
Accountability Type- Select the appropriate type and sub type. 
(products, training or service delivery) and select one option. 
• Products

• Analytical
• Informational
• Instructional

• Training
• Presentation
• Facilitation
• Provision of a Training

• Service Delivery
• Direct
• Indirect
• Leadership Activities

Presenter Notes
Presentation Notes
Deliverables must identify the required performance criteria that must be performed in order to receive payment.

Products refer to tangible resources an IDEA-funded state project develops or revises for targeted recipients. It provides analysis, information or instruction to support effective practices, programs and services. Products may include analytical, informational and/or instructional items. Examples of products projects may produce includes brochures, pamphlets, resource guides, etc. 

*Note, reports typically are not deliverables. They are a means of attesting to what was accomplished during the service period. Remember we are paying for the actual work, not for a report. With that said, there may be instances where the report is what we are paying for. For example, a research project or feasibility study.

Trainings are defined as activities that an IDEA-funded state project implements to provide awareness, knowledge or skills that meet the needs of recipients, and support effective practices, programs and services. There are three training categories:
Presentation at a training event;
Facilitation of a training event; and 
Provision of training. 

*Note: Only one category can be selected for the same training event.

Service Delivery is considered to be the provision of specific assistance that addresses the needs of targeted participants or recipients. There are three service delivery reporting categories: direct, indirect and leadership activities. 
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Completing the Deliverables
Title – Click on the appropriate cell. Enter a clear and concise title 
that reflects the content of the deliverable. 

Description – Click on the appropriate cell. Enter a description that 
summarizes the content and objective of the deliverable and details 
the applicant’s role, intended audience, critical timelines and 
performance target (minimum number of units). The description 
needs to include a strong action verb.

Presenter Notes
Presentation Notes
[Read slide.]

An example for title would be “YMHAT training” with the description of “purchase participant manuals.”
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Completing the Deliverables (Continued)
State Performance Plan Indicators 
 SPP 1: Graduation Rate 
 SPP 2: Dropout Rate 
 SPP 3: Participation/Performance on Statewide Assessments
 SPP 4: Discipline Rates
 SPP 5: Least Restrictive Environment (LRE), Ages 6-21
 SPP 6: LRE, Ages 3-5
 SPP 7: Preschool Outcomes
 SPP 8: Parent Involvement
 SPP 9: Disproportionate Representation in Special Education
 SPP 10: Disproportionate Representation in Specific Disability Programs
 SPP 11: 60-Day Timeline
 SPP 12: Transition from Part C to Part B
 SPP 13: Secondary Transition (Individual Educational Plan components)
 SPP 14: Postschool Outcomes
 SPP 15 & 16: ESE compliance and Dispute Resolution
 Restraint and Seclusion
 CCEIS – Identification
 CCEIS – Discipline
 CCEIS – Placement
Select “N/A” if none of these indicators apply to the deliverable.

Presenter Notes
Presentation Notes
State Performance Plan Indicators were added to the application to include Comprehensive Coordinated Early Intervening Services (known as CCEIS) and restraint/seclusion. The indicators are displayed in green. You also have the option to select “N/A” if none of the indicators listed apply to your deliverable.

Click on the appropriate cell and enter a clear and concise title that reflects the content of the deliverable. 
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Completing the Deliverables (Continued)
Source Documentation – Enter the source documentation you will use to 
confirm completion of the deliverable, such as Paid National Council 
Invoices.

Funding Source – Enter the funding source (Federal or State General 
Revenue).

Total Budget for Deliverable – Enter the total budget allocated to the 
specific deliverable.

Performance Requirements: Total Deliverable Units – Click on the 
appropriate cell and enter the total deliverable units.

Presenter Notes
Presentation Notes
Source Documentation - Enter the source documentation you will use to confirm completion of the deliverable, such as Paid National Council Invoices.

Funding Source - Select State as the funding source.

Total Budget for Deliverable - Enter the total budget allocated to the specific deliverable.

Performance Requirements: Total Deliverable Units - Enter the total number of units that will be completed for this deliverable, such as “102,” which would indicate 102 seats would be purchased.
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Completing the Deliverables (Continued)

Performance Targets/Deliverable Units to be Completed by 
Quarters – Click on the appropriate cell(s) for each quarter 
and enter the deliverable units for each quarter.

*Applicants should be sure to save changes.

Presenter Notes
Presentation Notes
Performance Targets/Deliverable Units to be Completed by Quarters - Enter the number of deliverables you anticipate achieving during each quarter.

Deliverables entered in error will be updated by the program office.
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Project Performance Accountability 
(Deliverables)
• Deliverables must:

• Be directly linked to a specific line item/cost item that in turn links 
to the specific task, activity or service;

• Identify the minimum level of service to be performed; and
• Be quantifiable, measurable and verifiable (e.g., how many, how 

often, duration).
• Deliverables: BEESS defines deliverables to include product, training and 

service delivery.

• References: Chapter 215, Florida Statutes – Financial Matters: General 
Provisions: 215.971 – Agreements funded with federal or state 
assistance (http://m.flsenate.gov/Statutes/215.971).

Presenter Notes
Presentation Notes
Deliverables include:
 All requirements from General Appropriations Act and proviso;
 Advisory Boards (various group of stakeholders);
 Collaborative project meetings (How are you meeting? What were the results of the meeting? How did this meeting benefit students with disabilities?); and
 National conferences (How will your participation benefits students in Florida?).

Deliverables DO NOT include “project management” (responding to emails, answering telephone calls, paperwork). 

To sum it up, deliverables should: 
• Be related to the SOW; 
• Identify the tasks the provider is supposed to perform, along with the documentation (identified in the SOW) to support the performance; 
• Identify the amount of compensation; and
• Provide a timeline for the completion and submission of deliverables.
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Common Challenges and Solutions

Presenter Notes
Presentation Notes
Now let’s dive into common challenges and solutions in submitting your application.
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Vague/Non-Specific Entry

Solution: Please specify the number of staff attending trainings, what trainings 
they attend, when the trainings will take place, and a price range. 

Solution: 
• 6300 730 - Please specify the number of staff for the training and all fees 

associated with training. 
• 7800 150 - Please specify the number of staff (full-time equivalents [FTEs]). 

Please add a description. 
* All LEAs must have language to support SWDs on all line-item narratives except 
benefits and indirect costs. 

Presenter Notes
Presentation Notes
Descriptions should include specifics – quantity, price, brands, etc. 
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Examples – Very Informative Budget Entries 

Includes:
• Types of Supplies
• Price range $75-$1,225

• Specific quantities noted 
• Language to support SWDs

Presenter Notes
Presentation Notes
These are great examples of budget entries.  

Line items include: 
Types of supplies;
Price range $75-$1,225;
Specific quantities noted; and
Language to support students with disabilities (SWDs).
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Missing Language
For supplies, materials, etc., where the quantity or price is an estimate, the description 
must include price range language. 

Solution: Please specify the estimated quantities and cost per unit, or include a price 
range.

Presenter Notes
Presentation Notes
For supplies, materials, etc., where the quantity or price is an estimate, the description must include language that individual items are less than $1,000. 

In this case, please specify the estimated quantities and cost per unit, or include language that individual items are less than $1,000.
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Missing Language (Continued)
• Each budget description must include “to support SWDs” or comparable language.
• The price range for items needs to be included.

Solution: Please include “to support SWDs” or comparable language. Include price range 
$100-$500.

Presenter Notes
Presentation Notes
Each budget description must include “to support SWDs” or comparable language.  

How does this furniture benefit SWDs? 

Please include “to support SWDs” or comparable language. 
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Personnel Information Lacking Detail

Presenter Notes
Presentation Notes
Please be sure to include as much information regarding personnel as possible.  The bullets listed here are the type of information you should include.
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Personnel Information – Insufficient 
Description

Solution: Please specify the estimated amount of personnel/hours/cost per hour.

Presenter Notes
Presentation Notes
The line entry in this example does not say how many personnel, for how long or the cost per hour per person? 

Please specify the estimated amount of personnel/hours/cost per hour.
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Personnel Information – Incorrect FTE 
Calculation

Calculation          (12 x 1.00) + (4 x .500) + (1 x .300) = 14.3

Solution: The FTE in the narrative and the FTE column value are not the same. 
Please correct the information.

Presenter Notes
Presentation Notes
Here we have an incorrect full-time equivalent (FTE) calculation.  

Please double check your math. Also, please provide pay rate type of personnel. 

The FTE in the narrative and the FTE column value are not the same. Please correct the information.
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Examples of High-quality Line Items for 
Personnel

Includes:
• Matching FTE in 

column and narrative

Includes:
• Number of 

contracted personnel
• Cost per hour
• Number of hours

Presenter Notes
Presentation Notes
These are good examples for personnel line-item entries.

The first entry includes a matching FTE in column and narrative.

The second entry includes:
 Number of contracted personnel;
 Cost per hour; and
 Number of hours.




http://www.fldoe.org/


www.FLDOE.org
32

Category Does Not Match Description

Items in the description should fall under the category used. 

$5,000 < $25,000 - Category should be Sub-agreements up to $25,000.

Solution: The item(s) described in the narrative do not fall under this category. 
Please correct the category or correct the information in the narrative.

Presenter Notes
Presentation Notes
Double check to ensure categories match narrative. 

In this example, sub-agreements greater than $25,000 was selected. However, as you can see, the overall total is only for $5,000.

The item(s) described in the narrative do not fall under this category. Please correct the category or correct the information in the narrative.
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Examples – High Quality Budget Entries
Includes:
• Types
• Quantity
• Price

Includes:
• Type
• Quantity
• Price
• Explanation 

of use

* If you choose to write your narrative in this format, please ensure that each 
narrative line item matches the corresponding amount.

Presenter Notes
Presentation Notes
These are good examples of descriptive budget entries.

The first entry includes:
Types;
Quantities; and
Price.

The second entry includes:
Type;
Quantity; 
Price; and
Explanation of use.
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Description and Amount Values Do Not 
Match

The calculations/values in the description should match the value in the amount 
column.

Calculation             $1,000 x 25 one-time supplements = $25,000 

Solution: The amount listed in the narrative and the line item do not match. Please 
confirm which is correct. 

Presenter Notes
Presentation Notes
The calculations/values in the description should match the value in the amount column. 

Again, please watch your math. 

The amount listed in the narrative and the line item do not match. Please confirm which is correct. 
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Lack of Detailed Description

A detailed description is important for expensive items (e.g., assistive technology 
devices).

Solution: This item requires additional information/justification. Please include 
language as indicated in the individual educational plan.

Presenter Notes
Presentation Notes
It’s important to be as descriptive as possible.

However, we don’t need the entire individual educational plan (IEP), just the language that indicates the use in the IEP. 

This item requires additional information/justification. Please include language as indicated in the IEP.
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Open Language
Budgets need to be specific. They cannot include indeterminate amounts/items. 

Solution: Avoid certain phrases, for example the highlighted open language, as well as 
“such as”.

Presenter Notes
Presentation Notes
Think of line items as your checkbook. You can’t buy “stuff,” but you can buy specific items, such as cameras, monitors, etc.

Please remove the open highlighted open language and/or include specific examples. 
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Travel

Travel lines must include:
• Hotel, per diem, mileage rate, etc.
• Number of personnel traveling
• Conference/forum/event information – be specific
• Type of travel – in/out of county, in/out of state

Presenter Notes
Presentation Notes
Travel seems to bog everyone down, but don’t let it.  Just be sure to include a breakdown of the bullets listed here. [Read slide.]
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Travel – Lack of Description

Descriptions should include the purpose of the travel and how that travel will 
benefit SWDs.

Solution: Please include additional information regarding the purpose of travel 
and/or how travel will benefit SWDs. 

Presenter Notes
Presentation Notes
Descriptions should include the purpose of the travel and how that travel will benefit SWDs. 

Please include additional information regarding the purpose of travel and/or how the travel will benefit SWDs.
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Travel – Missing Type of Travel

Solution: Please specify what type of travel this will be (in county or state/out of 
county or state). Include the type of travel, price range and mileage.

Presenter Notes
Presentation Notes
Please specify what type of travel this will be (in county or state/out of county or state). 
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Travel – Missing Information

Solution: Please include the estimated number of personnel and the cost for hotel, per 
diem, mileage and conference related fees.

Presenter Notes
Presentation Notes
Please include the estimated number of personnel/cost for hotel, per diem, mileage and conference-related fees. 
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Example – Sufficient Budget Entry for Travel 

Includes:
• Type of travel (in county, 

out of county, out of 
state)

• Estimates for hotel 
mileage, per diem, etc.

• Specific 
conference/event

• Number of personnel

Presenter Notes
Presentation Notes
This is the way it should be done.  

It includes:
Type of travel (in county, out of county, out of state);
Estimates for hotel, mileage, per diem, etc.;
Specific conference/event; and
Number of personnel.



http://www.fldoe.org/


www.FLDOE.org
42

Contacts and Resources

Presenter Notes
Presentation Notes
[Read slide.]
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BEESS Fiscal Team Contacts

Patricia Bodiford
Bureau Chief

Patricia.Bodiford@fldoe.org

Casey Grove
Program Specialist

Casey.Grove@fldoe.org 

Hannah Pearson
Program Specialist

Hannah.Pearson@fldoe.org  

Dorsa Imankhan
Program Specialist

Dorsa.Imankhan@fldoe.org 

Office Contacts

• Phone: 850-245-0475 • Email: IDEAGrant@fldoe.org

Presenter Notes
Presentation Notes
Our team is available to help with every step of the application.  Please don’t hesitate to contact us.

The IDEA Grant email address is monitored on a daily basis by the fiscal team and is the primary method of contact from the FDOE to LEAs in communicating information about IDEA Part B entitlement applications. 
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Resources
• FDOE Grant Forms

https://www.fldoe.org/finance/contracts-grants-procurement/grants-
management/department-of-edu-grants-forms.stml

• Uniform Grant Guidance: Title 2, Part 200, Code of Federal Regulations
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200 

• Red Book
http://www.fldoe.org/finance/fl-edu-finance-program-fefp/financial-program-
cost-accounting-repo.stml 

• Green Book 
http://www.fldoe.org/finance/contracts-grants-procurement/grants-
management/project-application-amendment-procedur.stml 

• State Expenditure Reference Guide
https://www.myfloridacfo.com/docs-sf/accounting-and-auditing-
libraries/manuals/agencies/reference-guide-for-state-expenditures.pdf

Presenter Notes
Presentation Notes
This slide includes resources that may be useful. 
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Questions??

IDEA-funded state projects 
BESEDiscretionaryProjectTeam@fldoe.org

 
Local Educational Agency (LEA) 

IDEAGrant@fldoe.org 

Presenter Notes
Presentation Notes
For questions, please use the contact information in this slide.

For IDEA-funded state projects, please reach out to the BESEDiscretionaryProjectTeam@fldoe.org email address. For LEAs, please reach out to the IDEAGrant@fldoe.org email address.

Thank you for the opportunity to discuss the application and its submission process. 

Enjoy the rest of the day. 

http://www.fldoe.org/
mailto:BESEDiscretionaryProjectTeam@fldoe.org
mailto:BESEDiscretionaryProjectTeam@fldoe.org
mailto:BESEDiscretionaryProjectTeam@fldoe.org
mailto:IDEAGrant@fldoe.org
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