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FY14 EARLY CHILDHOOD SPECIAL EDUCATION ENTITLEMENT GRANT (FUND CODE 262)

Appendix A:  FY14 Online Grant Application Portal Reference
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1. [image: image3.png]Enter your password

Please enter your password to access your grant application

information :

If you need assistance with your password for the 262 online portal, please send an email to
EECSubmission@massmail.state.ma




Enter the Online Portal by clicking Continue. 
2. [image: image4.png][~ Steps to Complete the Renewal Application

Checklist for required Grant Application Documents o
View/Edit Cover Page (Part T) Q

262 Schedule A - Consolidated Assignments (Part II) (If Applicable)
View/Edit *Please enter entitlement amounts for all participating school districts under €
schedule A before proceeding to complete the lead school district’s budget.

View/Edit Budget Detail and Narrative (Part IIT) Q

Contact Information (Part Iv) [x]

MA Standard Admi

istrative 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 Commonuwealth Terms & Conditions form
W-9 with DUNS =

Contractor Authorized Signatory Listing

Authorization for Electronic Funds Payment (EFT) Form
Executive Order 504 Certification




Select your school district from the drop-down menu.
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Enter your password.
4. HOME PAGE - The home page provides access to each component of the application. The application has been simplified for FY14. Program information, statistical information, and the previously required documents are no longer part of the application. The application now consists of six components: (1) checklist, (2) cover page, (3) Schedule A form (if applicable), (4) budget and narrative, (5) contact information, and (6) Massachusetts standard administrative forms. 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.
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Introduction

Before completing your FY2014 Early Childhood Special Education (Fund Code 262) Grant
Application, please read the Request for Response (RFR posted on EEC's Website under Funding
Opportunities - Open Renewal Grants - FY2014 Early Childhood Special Education Entitlement (Fund
Code 262)

For assistance with the Early Childhood Special Education On-line-Grant Portal, please contact
EECSubmission@massmail.state.ma.us

EEC will accept grant applications beginning July 11, 2013. Grant implementation will not begin until
September 1, 2013.

All applicants must submit their grant application online.

Please see the RFR for complete submission instructions as they have been revised.

Continue.




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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FY14 TOTAL AMOUNT REQUESTED  $14403.00

262 Entitlement AMOUNT PROJECT DURATION

FROM: 9/1/2013 To: 8/31/2014 $14.403.00

*EEC encourages LEAs to request their full entitlement
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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.
7. 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 [image: image9.png]MA Standard Administrative Forms (Part V)
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signatures should be submitted in the mailed copy of the application.

8. 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 1-4, 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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Please ensure that the submitted budget requests the full entitled amount, which is displayed at the bottom of the page.
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( To save your budget, you must click one of the save buttons at the bottom of the page. If the “FY14 TOTAL AMOUNT REQUESTED” does not equal the “262 Entitlement AMOUNT”, you will not be able to save your budget.
· [image: image12.png]Checklist for Required Grant Application Documents

Instructions: Indicate with a check mark all items that have been submitted. Assemble and submit the
mailed original and hard copy in the order as listed below. All forms are available from within the FY14
Fund Code 262 On-line Portal and posted for your review on EEC's website: www.mass.gov/eec and on

Comm-PASS.

1. Online Portal

Applicantuse | EEC use
only: only:

=l [l Completed FY14 Online Grant Application Portal for Fund Code 262
[Within the Fund Code 262 Online Portal the following forms were completed

=l I |checkiist for Required Grant Application Documents (this form)

=l [l Fund Code 262 Cover Page (Part ) (Signed Original MUST BE MAILED)

. - Schedule A Form (1I) (One (1) Original, Signed by all participating

agencies, if applicable - MUST BE MAILED
r [l Budget Details and Narrative (Part IiT)
r I |contact Information (Part 1v)

2. MA Standard Administraf

‘e Forms:

Complete and mail one original packet of the following forms with Grant Application response unless
has these documents on file with the Commonwealth of MA.

applicant already

=]

=

|Check if all forms are on file

|Commonwealth Terms & Conditions

|W-9 with DUNS =

Contractor Authorized Signatory Listing

|Authorization for Electronic Funds Payment (EFT) Form

ajaaaa

Executive Order 504 Certification

AajAAAAEa

Fund Code 262 Online Portal Submission Date_

.

Mail One (1) original (all signatures must be in blue ink) and one
(1) copy of the documents listed in section 1

To be mailed to:

Department of Early Education and Care

FY2014 Early Childhood Special Educa

n Entitlement, Your School District Name

Attention: Michele Smith, Grants Administration

51 Sleeper Street, 4th Floor

Boston, MA 02210



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 “FY14 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 application. 
11. ENSURE COMPLETENESS: At the bottom of the home page, click Print Summary to view your entire application as a PDF and ensure that you have completed each component. Please ensure that your checklist is complete and accurate at this time. 

12. PRINT AND MAIL: Print the summary PDF and obtain the appropriate signatures on the cover page and the Schedule A form (if applicable). Mail the original forms and one copy to EEC along with any necessary administrative forms. EEC’s mailing address is displayed at the bottom of your checklist.
13. SUBMIT ONLINE: Once your application is complete, click Submit at the bottom of the home page to send your online application to EEC. To alert EEC of your submission, please email EECSubmission@massmail.state.ma.us with the subject line “FY2014 262 Grant Online Submission Confirmation - Your School District Name”.

