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Introduction

In order to apply for the FY 2016 Early Childhood Special Education Entitlement Grant, please read the Grant Application posted on EEC Website
hitp://www. mass.govieec

Grant Applicants do not need to complete the entire Online Application at one time. Applicants may complete a portion of the Online Application and finish entering
their information at a later dateftime untilthe close of the Grant Application. Applicants will also be able to print information entered into this system for their own
records as a PDF. The PDF with the submission date and time displayed at the top of each page must be submitted as a hard copy as part of the Grant
Application.

Throughout the Grant Application process, Grant Applicants are responsible for visiting the EEC Website at hitp:/www.mass govleec to obtain updates and
information about this Grant Application.

For assistance with the FY 2016 Early Childhood Special Education Entitlement Grant Online Application, please contact EECSubmission@massmail state ma us

Please see Appendix A in the Grant Application for the Online Application Instructions.

COMMBUYS Registration Instructions

Complete Online Application
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Appendix A:  FY2016 Online Grant Application Portal Reference

· Enter the Online Portal by clicking Complete Online Application. 
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· Select your school district from the drop-down menu.
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· Create a password. Please write down this password for your records. You will need this password to access your Online Application in the future.  
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Please create a password before you answer the on-line grant application. This will enable you to retrieve your grant application and modify your answers
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· The next time you log into the Online Application, the system will prompt you to enter your existing password. 
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· HOME PAGE - The home page provides access to each component of the application. The application consists of the following components: checklist, cover page, Schedule A form (if applicable), budget and narrative, contact information, Massachusetts standard administrative forms, and the Request for Funds Form. The first five components must be submitted both online and by mail, and the administrative forms must be submitted by mail if they are not already on file.
· As you navigate each page, use the Save buttons at the bottom of the page to save the information you have entered. If you do not wish to save your information, return to the Home Page by clicking the Home button in the page’s top left.
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· CHECKLIST - As you complete each part of the application, check it off on the checklist.
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· PART I - COVER PAGE: Enter your primary contact information.
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A_General Information:

Applicant Name: Wrentham
Organization Code: 03500000
Legal Address:

Address Line 1:99 SOUTH ST

Address Line 2.

City, State, Zip Code:WRENTHAM, MA 02093

Grant Contact Name: Michele Smith
Email Address: michele smith@state ma us

Phone Number: 111-111-1111 (ex: 617-988-6000 or 617-988-6000 x123)

Federal Tax ID: 12-1231231 (ex: 00-0000000)

Save and Print

Cancel Save

Save Information





· PART II - SCHEDULE A: If you operate and administer this grant project using funds assigned to more than one agency, complete the Schedule A form. The authorized signatures should be submitted in the mailed copy of the application.
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· PART III - BUDGET DETAIL AND NARRATIVE: 

· Please ensure that all line items for which you claim funds have a budget narrative that describes how they are aligned with the purpose of the funding. Budgets without narratives will not be approved.
· For all staff-related line items (#1-4), please include the Number of Staff and Number of FTEs in the corresponding columns.
· For line items 1-3, selecting “Yes” for MTRS will automatically fill in an amount equal to 9% of the salaries in the MTRS sub-lines and in the MTRS line item (#6).

· For the fringe benefits line item (#5), please provide a narrative that includes the number of staff receiving fringe benefits and the components of the fringe benefits, such as health insurance, life insurance, county retirement program, unemployment insurance, etc.
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· To save your budget, you must click the Save Budget Information button at the bottom of the page. If the “FY16 TOTAL AMOUNT REQUESTED” does not equal the “262 Entitlement AMOUNT”, you will not be able to submit your budget. 
· You will also have the ability to save and print your budget by clicking on Save and Print. 
· If you request Schedule A funds, these funds will be added to your entitlement amount. You should include these funds in your budget so that the “FY16 TOTAL AMOUNT REQUESTED” will still equal the “262 Entitlement AMOUNT”.
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· PART IV - CONTACT INFORMATION: Complete all contact information.
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· PART V – ADMINISTRATIVE FORMS: If you do not already have the Massachusetts Standard Administrative Forms on file with the Commonwealth, complete and mail each of the forms with the rest of your Grant Application. 
· Request for Funds Form:  Applicants must complete and mail their first Request for Funds (RFF) form with the original grant application packet.

[image: image12.png]MA Standard Administrative Forms (Part V)

Applicants must also complete and mail one original packet of the following forms with their Grant Application response (unless applicant already has these
documents on file with the Commonwealth of MA)

Please note it is the responsibility of the grantee to ensure that EEC has the most current Administrative forms on record. In the event that the legal address
information on the Fund code 262 Cover Page is not displayed or requires revisions, school districts must submit the documents listed below.

A signed Commonwealth Terms & Conditions form

W-9 with DUNS #

Contractor Authorized Signatory Listing

Authorization for Electronic Funds Payment (EFT) Form

Federal Funding and Accountability and Transparency Act Reporting Requirement (FFATA)

Request for Funds Form (Part VI)

Applicants must complete and mail their first Request for Funds (RFF) form with the original grant application packet. Request for funding that represents a two (2)
month allotments should be requested. All sections in the RFF must be completed and signed by the Authorized Signatory.
EEC will only process signed original RFFs.

o FY 2016 Request for Funds Form




· SUBMIT ONLINE: Once your Online Application is complete, click Submit at the bottom of the home page to send your Online Application to EEC. 
[image: image13.png]Grant Submission

Please click the Submit button when you have completed your Online Application and are ready to submit your application to EEC
for grant review. In order to save your Information, you must press Submit.




· Once submitted, an Applicant will be able to print their entire Grant Application as a PDF by clicking  Print Summary. Please ensure that your checklist is complete and accurate at this time.  This PDF must be submitted as a hard copy as part of the Grant Application. Your hard copy must have a SUBMISSION DATE & TIME on the top of each page.
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The Department of Early Education and Care (EEC) would like to thank you for completing the online portion of the FY 2016 Early Childhood Special Education Entitiement
Grant Application.

Click the Print Summary button to review your Grant Application as a PDF. This PDF must be submitted as a hard copy as part of the
Grant Application. Your hard copy must have a SUBMISSION DATE & TIME on the top of each page.

Print Summary

1. Toalert EEC of your grant submission, please email EECSubmission@massmail state ma us with the subject line "FY 2016 Special Education Entitiement Grant
‘Submission Confirmation - Insert Your Agency Name".

2. Obtain the appropriate signatures on the Cover page, the MA Standard Administrative Forms, and the Request for Funds Form (RFF). Al original signatures must be in
blue ink

3. Tobe mailed:
o One (1) signed original and one (1) copy of the entire PDF of the 262 Online Application
o One (1) signed original of each MA Standard Administrative Form (as applicable)
o One (1) signed original of the first Request for Funds Form (RFF)

Mail Entire Grant Application Packet to:

Department of Early Education and Care
FY 2016 Early Childhood Special Education Entitlement, Wrentham
Attention: Cathy Depradine, Grants Administration

51 Sleeper Street, 4th Floor

Boston, MA 02210

Goto EEC grants page




1. To alert EEC of your grant submission, please email EECSubmission@massmail.state.ma.us with the subject line "FY 2016 Special Education Entitlement Grant Submission Confirmation - Insert Your Agency Name".

2. Obtain the appropriate signatures on the Cover page, the MA Standard Administrative Forms, and the Request for Funds Form (RFF). All original signatures must be in blue ink.

3. To be mailed: 

· One (1) signed original and one (1) copy of the entire PDF of the 262 Online Application 

· One (1) signed original of each MA Standard Administrative Form (as applicable)

· One (1) signed original of the first Request for Funds Form (RFF) 


Mail Entire Grant Application Packet to:


Department of Early Education and Care
FY 2016 Early Childhood Special Education Entitlement, District Name
Attention: Cathy Depradine, Grants Administration
51 Sleeper Street, 4th Floor
Boston, MA 02210

