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Exceptional Student Services

Special Projects


Team Training Program

Secondary Transition Mentoring Project/College and Career Readiness Team Training
Grant Name(s): 2015 IDEA – STMP-CCRTT YEAR 1
Funding Source: Individuals with Disabilities Education Improvement Act (IDEA)

Non-competitive: By Invitation Only
STMP-CCRTT YEAR 1 WORKSHEETS
Use these worksheets to plan and develop the online grant in the new Grants Management Enterprise (GME) system. you must also upload this document to the online grant application.


Budget

The Exceptional Student Services (ESS) Funding unit has developed a preferred format for you to use to describe the items that allowed purchases with this funding source. Budget examples in this format are shown below. Develop your budget in the Budget Worksheet following the examples shown below. You will be required to revise an incorrect budget. Allowable expenses can be found in the Request for Grants (RFG), Funding Allowances, pages 6–8.
There may be multiple school teams, but there can be only one district or charter school budget for this project.
The 2008 Chart of Accounts and Expense Classifications, Uniform System of Financial Records, has been revised effective July 1, 2007. The line item placement of allowed funding for IDEA capacity building grants, including this grant, follows:
· Support Services 2100, 2200, 2600, 2700

All funding that supports the training of teachers and instructional aides who work with students with disabilities in the classroom, must be placed in this function. This includes the purchase of substitute services.
· Support Services–Admin 2300, 2400, 2500, 2900

All funding that supports the training of district or school administrative staff and other non-instructional related service providers must be placed in this function code.
Budget Examples

The budget examples are presented in the preferred format and demonstrate a case scenario in which the greatest allowances are given for a team that requires additional substitutes and travel funding and stipends for attending trainings on unscheduled school days. The format of the examples, however, is consistent with that of a team that does not require additional funding. Adjust the preferred format examples to fit your team’s needs.
	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Salaries
	6100
	
	Preferred format examples for teacher substitutes and stipends that have employee benefits (placed in Salaries 6100 and Employee Benefits 6200). If teacher substitutes are paid a contracted rate or flat rate, the expense should be placed in Purchased Professional Services 6300. The format description, however, is the same.
· If there is more than one participating school team, teacher expenses should be combined. You are not required to separate the expenses for multiple school teams. However, if you have multiple teams, but not all are accepted, you will be required to revise the budget.
· Additional substitutes are allowed for teachers who are in travel status on the day before and/or after each training event.
· Stipends are allowed for team members who must attend training that takes place on unscheduled school days. The stipend amount is the district’s substitute rate plus applicable employee benefits. Here, stipends are paid for two off-contract training days, so there will be fewer training substitute days and fewer travel-day substitutes.

· “T/C” means transition conference. You may use “T/C” or “Transition Conference.”
· Round up to the nearest dollar.

· Always total multiple items that are in a line.
2 teacher substitutes x $100 x 3 T/C days = $600
2 teacher substitutes x $100 x 4 training days = $800
2 teacher substitutes x $100 x 3 post-training travel days = $600
Total substitute allowance = $2,000
2 teacher stipends x $100 x 2 off-contract training days = $400

Total for this line = $2,400

	Employee Benefits
	6200
	
	Preferred format examples for local benefits rates.
· In this example, there are different benefits rates for substitutes and stipends.
· Round up to the nearest dollar.
20% local substitute benefits rate = $400
25% teacher stipend benefits rate = $100
Total for this line = $500

	Purchased Professional Services
	6300
	
	Preferred format examples for teacher registration fees.

2 teacher T/C registrations fees x $325 = $650
2 teacher portions annual training registration fees = $2,040
Total teacher registration allowance = $2,690

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	Preferred format examples for travel expenses for teachers who are part of a team that is eligible for travel funding.

· One vehicle per team is allowed. Mileage for additional vehicles must be paid for by another funding source.

· The team’s mileage and lodging are divided as equally as possible by the total number of grant-funded team members. In this scenario, there are five team members, two of which are teachers, so 40% of the mileage and lodging funding is placed here. The balance of the mileage and lodging will be designated for the non-instructional team members and placed in Support Services–Admin below.

· The team will be in travel status between 12:01 a.m. to 10:00 a.m. and between 10:01 a.m. to 4:00 p.m. on the day after each event. Funding for breakfast and lunch is allowed.
note: A team that is unable to return to the home district or school by 8:00 p.m. on the last day of an event but is not staying over an additional night is eligible for additional dinner funding.
· “R/T” means round trip. You may use either “R/T” or “round trip.”
· Always round up to the nearest dollar.
Mileage

646 R/T T/C miles x $0.445 = $288

674 R/T training miles x $0.445 x 3 trips = $900

Total teacher mileage allowance: $1,188 x 40% = $476

Lodging

T/C: 3 rooms x 3 nights = $774
Training: 3 rooms x 3 nights x 3 events = $3,672

Total teacher lodging allowance: $4,446 x 40% = $1,779
Meals

2 teachers x $27 x 3 T/C dinners = $162
2 teachers x $27 x 9 training dinners = $486
2 teachers x $11 x 3 post-training travel breakfasts = $66
2 teachers x $16 x 3 post-training travel lunches = $96
Total teacher meal allowance = $810
Total for this line = $3,065

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	

	Support Services–Admin 2300, 2400, 2500, 2900

	Salaries
	6100
	
	· In some cases, the district or school hires substitutes to cover for related service professionals when they are unable to work with their students during scheduled school days. Feel free to include related service provider substitutes if this applies to your district or school.
· You may use either “admin” or “non-instructional” to define the team members whose expenses go in Support Services–Admin.

· Stipends for eligible admin or non-instructional team members should be placed in Salaries 6100 and Employee Benefits 6200 or Purchased Professional Services 6300.
· See the preferred formats for substitutes and stipends in Support Services above.

	Employee Benefits
	6200
	
	

	Purchased Professional Services
	6300
	
	Preferred format examples for admin or non-instructional registration fees, applicable related service provider substitutes that are paid a contracted or flat rate, and stipends that do not have employee benefits.

3 admin T/C registrations fees x $325 = $975
3 admin portions annual training registration fees = $3,060

Total admin registration allowance = 4,035
3 admin stipends x $100 x 2 off-contract training days = $600

1 admin substitutes x $100 x 3 T/C days = $300

1 admin substitutes x $100 x 4 training days = $400

1 admin substitutes x $100 x 3 post-training travel days = $300

Total admin substitute allowance = $1,000

Total for this line = $5,635

	Purchased Property Services
	6400
	
	

	Other Purchased Services
	6500
	
	Preferred format for admin or non-instructional members’ travel expenses.

· Remember to round up to the nearest dollar.
Total admin mileage allowance: $1,188 x 60% = $713

Total admin lodging allowance: $4,446 x 60% = $2,668
Meals

3 admins x $27 x 3 T/C dinners = $243
3 admins x $27 x 9 training dinners = $729
3 admins x $11 x 3 post-training travel breakfasts = $99
3 admins x $16 x 3 post-training travel lunches = $144
Total teacher meal allowance = $1,215
Total for this line = $4,596

	Supplies
	6600
	
	

	Other Expenses
	6800
	
	


Budget Worksheet

Use the blank worksheet below to plan the budget. Follow the budget format demonstrated in the Budget Examples above.

	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Salaries
	6100
	     
	     

	Employee Benefits
	6200
	     
	     

	Purchased Professional Services
	6300
	     
	     

	Purchased Property Services
	6400
	0.00
	

	Other Purchased Services
	6500
	     
	     

	Supplies
	6600
	0.00
	

	Other Expenses
	6800
	0.00
	

	Support Services - Admin 2300, 2400, 2500, 2900

	Salaries
	6100
	     
	     

	Employee Benefits
	6200
	     
	     

	Purchased Professional Services
	6300
	     
	     

	Purchased Property Services
	6400
	0.00
	

	Other Purchased Services
	6500
	     
	     

	Supplies
	6600
	0.00
	

	Other Expenses
	6800
	0.00
	

	Subtotal
	     
	

	Restricted Indirect Cost Rate  %
	6910
	     
	

	Total
	     
	


Project Information
Contact information provided in this section will help ADE/ESS staff to establish and maintain communication links with the local education agency (LEA) as the designated fiscal agent. These staff members will be notified of grant approval, completion report instructions and timelines, and other grant- and training-related issues.
Identify the team member who will act as the liaison between the team and the STMP/CCRTT team. This person will be contacted by the training coordinator to disseminate important training information to the rest of the team before the first training day and may be replaced with another team lead after the training starts.

	
	Name
	Phone
	Email

	Special Education Director
	     
	     
	     

	Project Coordinator
	     
	     
	     

	Finance Office Contact
	     
	     
	     

	Team Liaison
	     
	     
	     


LEA Assurances

Check “Yes” or “Understood” for all assurances that require one of these responses. Check the public notice method(s) that will be used by your district or charter school for the Public Notice Assurances.

	Special Education Policies and Procedures Assurances

	1
	The LEA has special education policies and procedures that have been approved and adopted by the local school board.
	 FORMCHECKBOX 
  Yes

	2
	The special education policies and procedures are on file at the administrative office.
	 FORMCHECKBOX 
  Yes

	3
	The LEA has notified ADE/ESS/Program Support and Monitoring of any current revisions made to the special education policies and procedures.
	 FORMCHECKBOX 
  Yes

	Public Notice Assurance

	1
	The LEA assures that various methods will be used to inform the general public of the team’s progress, especially those who have an interest in the provision of special education and related services to students with disabilities, including parents. Check all methods that will be used to inform the public. If “Other” is checked, you must specify the method.


	 FORMCHECKBOX 
  Newspaper Advertisement

 FORMCHECKBOX 
  Board Meetings

 FORMCHECKBOX 
  School Site Bulletin Boards

 FORMCHECKBOX 
  Library

 FORMCHECKBOX 
  Website

 FORMCHECKBOX 
  Other (specify):      

	LEA Eligibility Assurances

	1
	The LEA is in good standing and in full compliance with State Board of Education and department regulations and administrative requirements.
	 FORMCHECKBOX 
  Yes

	2
	The LEA has submitted the most recent special education census or is serving students with disabilities.
	 FORMCHECKBOX 
  Yes

	3
	The LEA has applied for current year IDEA Basic Entitlement funds or is serving students with disabilities.
	 FORMCHECKBOX 
  Yes

	4
	The LEA understands that if this grant has been accepted for funding and there is a current program hold placed on any IDEA funds:

a. Funds from this grant will be withheld until the current program hold is resolved; (or)

b. If the program hold is long-standing with no resolution, the grant will be revoked.
	 FORMCHECKBOX 
  Yes

	5
	The LEA understands that if this grant has been accepted for funding and there are outstanding unpaid registration fees from previous ESS trainings, conferences, or institutes:

a. Funds from this grant will be withheld until the outstanding unpaid registration is paid; (or)

b. If fees are not paid by the end of the fiscal year, the grant will be cancelled.
	 FORMCHECKBOX 
  Yes

	6
	The LEA understands that registration fees cover team attendance rather than individual team member attendance. A grant-funded member or an additional team member whose expenses are paid by another funding source who is unable to attend a training session will not reduce the registration fee. The total amount of the registration fee, whether grant funded or other funded, must be paid in full by the end of the fiscal year.
	 FORMCHECKBOX 
  Understood

	Release-Time Assurance

	1
	The LEA assures the release time for all participating team members to attend all scheduled training sessions during the program and that participation in the training takes precedence over last-minute district or school meetings, in-services, or any other duties or activities that occur on any training days.
	 FORMCHECKBOX 
  Yes

	Team Member Assurances

	1
	The LEA assures that the team membership required for team participation in the training meets the position criteria that are defined for this grant.
	 FORMCHECKBOX 
  Yes

	2
	The LEA assures that each team member understands the purpose of the training, agrees to the team member commitments, and has given his or her informed consent to participate in and work toward effecting systemic change within the LEA using the tools that are taught in the training.
	 FORMCHECKBOX 
  Yes

	3
	If a district- or school-funded person is added to the team, he or she will be considered a bona fide team member. The LEA assures that training and registration payment commitments that apply to the grant-funded members shall also apply to the other-funded member.
	 FORMCHECKBOX 
  Yes


Team Type
Based on the team membership requirements for this grant, identify the type of team that will be participating in the training (see the RFG, page 4).
	Team Type

	Check the team type that describes the participating team.
	 FORMCHECKBOX 
  Charter School Team

 FORMCHECKBOX 
  District Team

 FORMCHECKBOX 
  High School Team within a District


STMP/CCRTT Team

Identify five grant-funded team members who will participate in the training as a team. If applicable, include up to four locally funded team members at the end of the team list.
Under the “Sub Needed?” column, type “Yes” if a team member requires substitutes to participate on scheduled Transition Conference and training days. Type “No” if a team member does not require a substitute.

Under the “Grant Funded?” column, type “Yes” if the team member is grant funded. Type “No” if the team member is funded by another funding source.
	District/School Name
	Member Name
	Position/Title
	Email
	Sub Needed?
	Grant Funded?

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Unscheduled School-Day Training
Scheduling trainings on unscheduled school days is sometimes unavoidable. If this has happened, check the training date(s) when team members will attend using off-contract time.

	Unscheduled School-Day Training

	1
	Click on the transition conference or training event date(s) that will occur on unscheduled school days. You may add stipends for the team at the teacher substitute rate or related service substitute rate plus applicable employee benefits on the days that team members attend a training on off-contract days.
	 FORMCHECKBOX 
  August 25, 2014
 FORMCHECKBOX 
  August 26, 2014
 FORMCHECKBOX 
  August 27, 2014
 FORMCHECKBOX 
  October 28, 2014
 FORMCHECKBOX 
  October 29, 2014

 FORMCHECKBOX 
  January 13, 2015
 FORMCHECKBOX 
  January 14, 2015

 FORMCHECKBOX 
  April 28, 2015
 FORMCHECKBOX 
  April 29, 2015

 FORMCHECKBOX 
  N/A


1
STMP-CCRTT-1 Worksheets 2015
05/01/2014

