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FY 2017 INCLUSIVE PRESCHOOL LEARNING ENVIRONMENTS (IPLE) GRANT (Fund Code 391) 
Appendix A:  Online Grant Application Instructions 

· This introduction page includes two links:
· COMMBUYS Registration Instructions
· Login to Online Application
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COMMBUYS Grant Information 
Get Notified When Grants are Posted in COMMBUYS
A recent enhancement to COMMBUYS, the State's procurement system, enables registered organizations to receive email notifications of Grants* posted in the COMMBUYS Market Center. 

To automatically receive these notifications, organizations need to establish a Vendor Profile in COMMBUYS - an action that takes a few minutes to complete and has no associated cost - and select the UNSPSC commodity code assigned to Grants (00-00-00).** 

For Internet Explorer (IE) users, version 10 and under, changes may be needed to the browser setting. If you are unable to access COMMBUYS using IE, implement the following setting change: 
1. Select Tools from the browser Toolbar, and choose Internet Options;
1. From the Advanced tab, scroll down toward the bottom and select Use TLS 1.2; 
1. Click OK.
If you have questions, please contact the COMMBUYS Help Desk at 1-888-627-8283 or COMMBUYS@state.ma.us.  
To establish a Vendor Profile in COMMBUYS: 
· Go to www.COMMBUYS.com and click the "Register" link;
· Be prepared to provide the name, address, email, and Federal Employer Identification Number (FEIN) for your organization;
· Use the UNSPSC commodity code for Grants (00-00-00) when establishing your Vendor Profile;
· Reference our Registration Resources for assistance:
· Vendor Registration Job Aid
· Vendor Registration Webcast
· COMMBUYS Help Desk assistance at 1-888-627-8283 or COMMBUYS@state.ma.us.
Find Grant Opportunities in COMMBUYS 
Using the public search in COMMBUYS:
· Select Contract & Bid Search;
· Under Advanced Search, select Bids;
· Search "00-00 - Grant Opportunity" in the UNSPSC Segment-Family search field.*
Reference OSD's Locate a Grant in COMMBUYS job aid for additional guidance. 
Please note: Applicants will be required to be specify an Administrator as part of the registration process. COMMBUYS will confirm that the Tax ID entered does not already exist in the system. If the Tax ID is already in use, you will need to follow-up within your own agency to a obtain access to COMMBUYS. More detailed instructions are provided in the job aid if this applies to your agency. 
Access our COMMBUYS job aid to Locate a Grant Posting and Create a Response.
*All state agencies are subject to 815 CMR 2.00, State Grants, Federal Grant Awards, Federal Subgrants, and Subsidies, as well as the Office of the Comptroller's policy on State Grants, Federal Sub-Grants and Subsidies, Departments must use COMMBUYS to publicly post the availability of a discretionary Grant or Grant Program and publish the results of grantee selections. Use of COMMBUYS to receive electronic quotes for grant opportunities is optional; however, state agencies are encouraged to require grantees to register and submit quotes (applications) through COMMBUYS, which provides a central repository for receipt of electronic applications. As more grantees use COMMBUYS to identify grant opportunities, they will have a single location to apply for grants from multiple state agencies, resulting in efficiencies for both the grantees and the state agencies. 
**This United Nations Standard Products and Services Code (UNSPSC) is specific to Massachusetts and COMMBUYS, so no information about the code will be available on UNSPSC websites. As this is a new feature, interested organizations also may wish to conduct additional searches to find Grants prior to this enhancement. Using the Advanced Search feature, enter the word "Grant" in the Bid Description field, or narrow searches by selecting specific agencies from the Organization drop-down menu.  
ONLINE APPLICATION 
· Enter the Online Application by clicking Login Online Application. 
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· Select your Agency from the drop-down menu.
[image: ]

· Create a new password for FY 2017. 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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· The next time you log into the Online Application, the system will prompt you to enter your existing password. 
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· There are 2 links that must be completed in order.
· FY 2017 IPLE Site Survey
· Grant Online Application 
[image: ]
FY2017 IPLE Site Survey - Detailed Instructions in Appendix D: Site Survey Guidelines
· When you first enter the FY 2017 IPLE Site Survey, you must click on button to 'Add New Program.'[image: ]

IPLE Site Survey: Please complete all information.   
[image: ]


· Make sure you answer Questions 1 thru 8 and then click "Save Information" button at the bottom of the page, to save your program information when entering for the first time.

· Click 'Save Information' when you are done entering all the program and enrollment information

		[image: cancel save or save information. ]
· Next, you must click on button to 'Add New  Program' If you need to add more program sites. 

· Once you have completed the FY 2017 IPLE Site Survey, click on the Grant Online Application. 


Grant Online Application
· HOME PAGE - The home page provides access to each component of the Online Application.  The Application consists of 12 parts: Contact Information, Communities Served, Languages Served, Lead Agency Budget, Subcontractor Budget, FY 2017 Budget Summary, Narrative Questions, Projected Deliverables, Required Documents, Checklist, Cover page and Massachusetts Standard Administrative Forms. 
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Part 1- CONTACT INFORMATION: Complete all contact information. [image: ]





PART 2 - COMMUNITIES SERVED: Select the names of the cities/towns to be served in each region. When each city/town is selected, demographic information will populate. For more information about the demographic information displayed below, see Appendix F-1, F-2, F-3 in the Grant Application.
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PART 3 - LANGUAGES SERVED: Please select the languages your agency serves. If choosing 'Other' list name of language(s) in text box provided.

[image: select the languages your agency serves  ]

PART 4 - LEAD AGENCY BUDGET: 
[image: lead agency budget ]
· Please reference the fund use section within the Grant Application and Appendix B: Budget Guidelines to follow specific guidelines regarding the budget for this grant, including program and admin costs. 
· Note: YOU CAN ONLY ENTER WHOLE NUMBERS INTO THE BUDGET. Funds cannot be entered into the gray boxes as these costs are considered unallowable for this grant.
· Error messages will appear in RED at the top of the Lead Agency Budget.  Errors are outlines in RED BOX(ES) for each item that has an error.  A Budget cannot be submitted with any errors. 
· 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.
· For all staff-related line items (#1-4), please include the Number of Staff and Number of FTEs in the corresponding columns.
· Please note that the FTEs should not be larger than the number of staff x 1.00 FTEs.
· For the Fringe Benefits line item (#4), please provide a narrative that includes the components of the fringe benefits, if applicable: 
· Federal Tax, State Tax, FICA, Mass Unemployment, Health Insurance, Worker's Compensation, Medicare, SUTA, Other Retirement Systems, Other.
· If the amount is coming from another source, please provide the name of the source(s) in Budget Narrative.
· If the 35% allocation for Fringe has been exceeded, an Alert will appear and a breakdown of fringe will need to be provided in the Budget Narrative. 
· If fringe is less or equal to 35%, provide breakdown of categories and percentages, if possible.

[image: Example of alerts that can appear in the budget.]

[image: Example of an alert that can appear when the fringe is over 35%.]


· To save your budget, you must click on of the Save Lead Agency Budget button at the bottom of the page.   
· You will also have the ability to save and print your budget by clicking on Save and Print. 

[image: Examples of different functions within the lead agency budget such as Cancel Save, Save and Print and Save Lead Agency Budget. ]


· PART 5 - SUBCONTRACTOR/PROVIDER BUDGET: Once you have saved the Lead Agency budget you will have the opportunity to access the Subcontractor/Provider budget. 

· Click Go to Subcontractor/Provider Budget (Part 5), if you plan to allocate a portion of your funding to subcontractors/providers. 

· Add a subcontractor/provider by clicking 'Add New Subcontractor/Provider.' 

· Click Go back to Home, if your agency does not have any subcontractors/providers. 

[image: Add a subcontractor/provider by clicking 'Add New Subcontractor/Provider.']

· Subcontractor/Provider Budget: Please refer to the Lead Agency Budget as guidance to complete the Subcontractor/Provider Budgets.  

[image: subcontractor budget ]



· Click Save Subcontractor/Provider Budget to save the information entered in the subcontractor budget. 
[image: save and print, cancel save and save subcontractor/provider budget buttons. ]
· You will have the opportunity to enter 20 subcontractors/providers, if applicable. 
· To add another Subcontractor, click Go back to Subcontractor/Provider  list. 
· Once you have completed the subcontractor/provider budgets, click Go to FY 2017 Budget Summary (Part 6). 

[image: To add another Subcontractor/Provider, click Go back to Subcontractor/Provider list. Once you have completed the subcontractor/provider budgets, click Go to FY 2016 Budget Summary (Part 6a). 
]
	
· If the Eligibility amount has been exceeded, an Alert will appear on the Budget Summary.  CHANGES will need to be made to the budget so that the Eligibility amount has not been exceeded.
· If the EEC 10% ADMIN limit has been exceeded, an Alert will appear on the Budget Summary.  CHANGES will need to be made to the budget so that the 10% Admin limit has not been exceeded.

[image: example of alerts that can appear within the online application ]

· PART 6 - FY 2017 BUDGET SUMMARY: The Budget Summary combines all line items requested in the Lead Agency Budget and all Subcontractor/provider Budgets. (This is read-only document).
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· If the requested amount does not match the eligibility amount, an Alert will appear on the Budget Summary.  CHANGES will need to be made to the budget so that the requested amount equals the eligibility amount.

· If the EEC 10% ADMIN limit has been exceeded, an Alert will appear on the Budget Summary.  CHANGES will need to be made to the budget so that the 10% Admin limit has not been exceeded.

[image: Example of alerts that can appear within the Online Application when you are over your eligibility and over the 10% admin limit.]

PART 7 - NARRATIVE QUESTIONS:  Please provide responses to all narrative questions.  The character limit including spaces for each question and all of its sub-questions is 7,000.  Please note:  Review the PDF to ensure that your full response is included.  If the full response is not visible, you have exceeded your character limit and you will need to revise your response.  Please provide responses to all seven narrative questions.  
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PART 8 - PROJECTED DELIVERABLES: Please provide responses to sections of the Projected Deliverables. 
See Appendix E:  FY17 IPLE Projected Deliverables Guidelines
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PART 9 - REQUIRED GRANT FORMS: 
· You must upload the following:
· Preschool Tuition Policies and Procedures and preschool Tuition Sliding Scale Rate Schedule (provide sections applicable to preschool only) 
· IPLE Site Survey Summary
· IPLE Site Survey Reports  
· QRIS Self Assessment Level 1 Agreement and Verification Document (Required for all Public School sites) 
· Indirect Cost Rate Approved Letter - Lead Agency
· Indirect Cost Rate Approved Letter - Subcontractor

· You must click "Save Information" even if you do not have any Required Grant forms.  This will allow you to move forward in the Online Application.

· Please Note: The Required Grant Forms must be submitted as hard copies and submitted electronically, as these do not print as part of the PDF document. Grant applications will be considered incomplete if both hard copies and electronic copies are not received.
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· PART 10 - CHECKLIST - Please make sure that you have checked all items that were completed in the Online Application.
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· PART 11 - COVER PAGE: Enter the email and phone number for the primary contact of your Agency.
[image: ]

· Please note:  Once the PDF is printed, the cover page must be signed with an original signature (in blue ink) by an authorized signatory.

· PART 12 – 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. 

[image: example of the ability to download the MA standard Administrative forms from the online application ]
· 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: ]
· Once submitted, an Applicant will be able to print their entire application as a PDF by clicking  Print Summary. Please ensure that your checklist is complete and accurate at this time. 
· Please note: A PDF document is created once an Applicant has clicked the SUBMIT button and then clicked the PRINT SUMMARY button.
· The PDF document MUST have a SUBMISSION DATE and TIME on the top of each page.
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· Obtain the appropriate signatures on the cover page (all signatures in blue ink) and additional attachments, if necessary.  With original wet signature on the Cover Page 
· (This is the only hard copy page that can be submitted without a submission date and time.)

· To alert EEC of your grant submission, please email EECSubmission@massmail.state.ma.us with the subject line “FY 2017 IPLE Grant Submission Confirmation - Insert Agency Name”.

· Mail the printed PDF summary and one (1) original and three (3) copies to EEC along with any necessary administrative forms.  EEC’s mailing address is displayed at the bottom of the cover page.
· Please Note: The Required Grant Forms must be submitted as hard copies, as these do not print as part of the PDF document. Grant applications will be considered incomplete if the hard copies are not received.
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FY 2017 Head Start State Supplemental Grant (Fund Code 390)

Introduction

In order to apply for the FY 2017 Head Start State Supplemental Grant, please go to the EEC website under Funding Opportunities- Open Renewal
Grants at EEC Website-Funding Opportunities-Open Renewal Grants

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 date/time until the close of the Grant Application. Applicants will also be able to print information entered into
this system for their own records as a PDF. This PDF 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 http:www.mass gov/eec to obtain updates
and information about this Grant Application.

For assistance with the FY 2017 Head Start State Supplemental Grant Online Application, please contact EECSubmission@MassMail State MA US.

Please see Appendix A in the Grant Application for the Online Application Instructions.
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Create a password
Please create a password before completing the Online Application. This will enable you to retrieve your application and modify answers later if

you wish to do so. Please write this password down for your reference. If you need password or technical assistance, Please contact

EECSubmission@massmail state ma us. As this Online Application is password protected, the page you are working on will time-out after 30

minutes. Save often to avoid any loss of data.
Enter a password:

Re-enter the password:

Save Password [ Cancel |
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Instructions An IPLE Site Survey mus be completed for each program se that the IPLE Lead Agency is proposing to fund with FY 2017 IPLE funds.

Piease complete one IPLE ste survey for each group and center based program; Head Start program; andior public preschool program where IPLE funds
will be uszd.

To create a record for 3 IPLE sie, click the "Add New Program” button below.
o VIEW or DT information for the IPLE s, cick "ViewlEdit” nextto that te's information.
 To VIEW or PRINT 2 draf copy of  IPLE Site Survey, Click "Print PDF"

« To DELETE an IPLE Site Sunvy, olick "Delete".

WRORTANT:

Al felds require  response.

Responsesto this section must be conisent with responses s offered the Eudget and Budget Harative, the Narrative Questions the Projected
Deliverables, and he Required Grant Forms IPLE Program Summary and IPLE Site Survey are generated based on information aubmitied n this

s

. Please reviewand reviss responses, asneeded, to ensure information provided in the Site Survey is consstent willal ther sctions of the Grant

. Please nota thatf alinformation fo the ste is deleted o if any information in the ste survey is ot comleted in full the s willnot be eligible
FY 2017 IPLE funding.
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FY 2017 Inclusive Preschool Leaming Environments Grant (Fund Code 391)

Lead Agency: Amherst Public Sshools(0005) Siginiity Amount 57860500

Insiructions: Te folowing questiors pertsin o the PLE- fnded selfings nd the IPLE preschool s ssiors tht the Lead Agency is ropesing & the des grated
Setings o FY 2017 Incushe Praschool Lesning Enieorments Geant.

Answer Questions 1 - 8 and then dick the "Save Information’ buton to s3ve your program information for the fir time information is =ved.

For the purpes & o the ran, these ces rooms e refre 105 IPLE funded sessions The e “ssssior & s 3 s an altamsti to classroom, & an PLE
s sroam may b us o 560 140 s of hiken on he same day (.. when marnig and sfenoon s ins e ofieed)

Al questions require a response.

Forthe FY 2017 Grant Application, applicants must provide responsesto Questions 1 thru 19 ncluding all questions about antcipated enrollments for
October 1, 2016

Al qusstions inthe IPLE site survey mist b completed n fll. An ncamplee 2 suney wil nt b slgibe FY 2017 FLE funing

1. What is ths program's EEC Program Humber? Ifyou do not knowryour program's EEC Program tiumber or GRIS Program Humber, pleass contact
the EEC Program Quality Technical Desk via the following linkc eecaris@Massifail State ma.us s2coris@ila=siail Sate ma s

EEC Progam Number:

2. Whatis this program's GRIS Rating Granted Satus? Please choose 3 atus below for the date period pecified:

“2a s ctiwet 206 [NoomsRaling Sis S
25 s cfDeceber 1, 216 [ el ]

26 As cfdure 1, 2017




image10.png




image11.png
Home LogOut

FY 2017 Inclusive Preschool Leaming Environments Grant (Fund Code 391)

Steps to Complete the Online Application

Lead Agency: Amherst Public Schools(0008) ity Amount: S75,609.00
ViewEdit_ ‘Contact Information (Part 1) o
ViewEdit Communities Sened (Part2) o
ViewEdit Langueges Seved (Part3) o
ViewEdit Lead Agency Budget (Part 4) o
ViewEdt ‘SuboontrsctarProvider Bucget (Part 5 °

ViewRead Only FY 2017 Budget Summary (Part &) o
ViewEdt MNarative Questions (Part 7) o
ViewEdit Projected Delveratles (Part 8) °
ViewEdit Requied Grart Foms (Prt9) °
ViewEdt Cnelist (Part 10) o
ViewEdt Cover Page (Part 1) o

WA Standard Administrative Forms(Part 12
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FY 2017 Inclusive Preschool Leaming Environments Grant (Fund Code 391)

Communities Served (Part2)

Lead Agency: Amherst Public Sshools(0005) Siginiity Amount 57860500
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Instructions: Please select the languages your agency serves.

Select All

American Sign Language (ASL)
Croatian

Greek.

Laotian

Russian

Vietnamese

Hebrew

Amharic

¥ English
Haitian Creole
Mandarin
Serbian

¥ Other

Arabic

French

Halian

Mon-Khmer (Cambodian)
Slovene.

Amenian
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Japanese
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Cantonese
German

Korean

Portuguese
Tagalog
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FY 2015/FY 2016 Head Start State Supplemental Grant (Fund Code 390)

Lead Agency Budget (Part 4)

Lead Agency: TRI-CITY COMMUNITY ACTION PROGRAMS, INC. Eligibility Amount: $149,901.00

The Lead Agency Budget has been SAVED with the following error(s).

« Please provide a budget narrative for all line items requested.
« Line 1-4: Please enter the # of FTES (Full Time Equivalences) for each line requested
« Line 1-4: Please enter the # of Staff for each line requested.

Go back to Home

Instructions: Please reference the fund use section within the Grant Application and Appendix B: Budget Guidelines for specific guidelines regarding the budget, including
program and admin costs. Note: YOU CAN ONLY ENTER WHOLE NUMBERS INTO THE BUDGET.
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The Lead Agency Budget has been SAVED with the following warning(s).

« Line 4: Fringe is over 35%. Please provide a breakdown in the budget narrative to account for this percentage.
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Program Name: 2 FCC Provider
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Subcontractor/Provider Budget (Part 5)
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ity Amount: $20,250.00
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FY 2016 Universal Pre-Kindergarten Grant (Fund Code 511)

Subcontractor/Provider Budget (Part 5)

Lead Agency: Associated FCC Eligibility Amount: $20,250.00
Program Name: 2 FCC Provider

The Subcontractor/Provider Budget has been SAVED successfully.

Go back to
Subcontractor/Provider list Go to Budget Summary (Part 6a)
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Please correct the following error(s).

« The requested amount is not equal to the total eligibility amount. Please revise your budget accordingly.
« EEC's 10% Adminlimit has been exceeded by $37,230. Please revise your budget accordingly
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Required Grant Forms (Part9)
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FY 2017 Inclusive Preschool Leaming Environments Grant (Fund Code 391)

Cover Page (Part 11)
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MA Standard Administrative Forms (Part 12)

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 s it the responsibilty of the applicant to ensure that EEC has the most current Administrative forms on record. Please submit any of the following
documents below if changes have been made

A signed Commonwealth Terms & Conditions form
W-9 with DUNS #

Contractor Authorized Signatory Listing

Authorization for Electronic Funds Payment (EFT) Form

Eederal Funding and Accountability and Transparency Act Reporting Requirement (FEATA)
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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.
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