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Completion Report Supplement
Introduction

Grants funded through this federal source require that a completion report be filed annually with the Arizona Department of Education, Exceptional Student Services (ADE/ESS), within 90 calendar days after the completion of each program year. The annual project period of this grant is July –June 30. The online completion report becomes active in the Grants Enterprise (GME) on June 30 and must be completed according to the criteria in this Completion Report (C-R) Supplement document and the Programmatic Year-End Report (PYER) sent to the grant’s local special education director by the participating team. The GME completion report must be electronically submitted through the common logon by September 28
. The GME common logon is a protected area on the ADE website and requires access permission.

The Detailed Expenditures Report and Budget Changes pages have been added to the GME’s Team Training Program completion report this year. Information provided in these pages will give the Arizona Department of Education, Exceptional Student Services (ADE/ESS) a greater understanding of how the grant funding was or was not spent in support of the training. It will also provide us with valuable information in planning future training grants.
The second part of the GME’s completion report will be completed using your team’s Programmatic Year-End Report (PYER). Each team participating in the training collaborated to answer the PYER questions, which reported on the progress the team made during the year. The team was asked to save the finished PYER in Microsoft Word format and forward it to the local special education director in electronic form as soon as possible after the last training day of the season.

This Completion Report (C-R) Supplement document is identical in format to the first section of the GME completion report with the same name. You may use the worksheets found within to plan and develop your responses. The document has restricted editing. Use the tab key or the mouse to move from form field to form field.

PEA administrative personnel should be able to fulfill state and federal training grant requirements by copying and pasting text from the C-R Supplement document and the PYER into the GME completion report .

If you have any questions, or if you need a copy of the team’s PYER, contact Celia Kujawski, IDEA Capacity Building Grant Coordinator, at 602-432-3213 or Celia.Kujawski@azed.gov.

Contacts for Assistance

Grant/Completion Report Issues

Celia Kujawski, 602-432-3213, Celia.Kujawski@azed.gov (ADE/ESS designee, grant/completion report contact)

Ingrid Rope, 602-542-4064, Ingrid.Rope@azed.gov (for Chart of Accounts/USFR questions)

Common Logon

ADE Support Center, 602-542-7378, enterprise@azed.gov
GME Technical Difficulties

Grants Management Office, 602-542-3695, grants@azed.gov
Detailed Expenditures Report

The Detailed Expenditures Report will show a comparison between anticipated expenditures in the approved grant and actual expenditures that are being reported in the completion report. The worksheet below is set up using the format preferred by ADE/ESS. You need to populate the form fields that are applicable to your grant.
note: Training registration fees may not be increased or moved within the budget without previous approval obtained through the amendment process. If your completion report shows either of these discrepancies (increase or change within the budget), the report may be rejected with a request to correct it. This type of discrepancy should be explained in the Budget Changes Worksheet below, which will provide ADE/ESS with the information to make an informed decision as to whether to allow the increase or change in the budget.
In the worksheet below, fill in all form fields that are applicable to your grant. Ignore the line item descriptions that do not apply:

a. Support Services, Salaries 6100:  If your PEA paid benefits to the substitute teachers, fill in the budget amount and expended amount.

· Employee Benefits 6200: Fill in the budget amount and expended amount for substitute benefits. In the Description column, type the percent of benefits that is in the approved grant application and the PEA’s actual percent of benefits, whether or not they are the same.

If the substitute teachers were paid salaries and employee benefits, copy and paste the information from these two lines to the GME completion report. Since you did not pay the substitute teachers a contracted or flat rate, do not copy these line item descriptions from Purchased Professional Services 6300.

b. Support Services and Support Services–Admin, Purchased Professional Services 6300: Fill in the budget and expended amounts for teacher and principal registration.

c. Support Services, Purchased Professional Services 6300: If your PEA paid the substitute teachers a contracted or flat rate, fill in the budget amount and expended amounts. Copy and paste the information from this line to the GME completion report.) 
d. Support Services and Support Services–Admin, Other Purchased Services 6500: If your grant allocated funding for travel, fill in the budget mileage, lodging, and meal amounts in the appropriate form fields. If funding was not allocated for travel, ignore this line.
	Detailed Expenditures Report Worksheet

	Function Code
	Object Code
	Budget

Amount
	Expended

Amount
	Description

	Support Services 2100, 2200, 2600 – 2900

	Salaries
	6100
	     
	     
	Substitute teacher budgeted amount = $     
Substitute teacher expended amount = $     

	Employee Benefits
	6200
	     
	     
	     % benefits budgeted amount = $     
     % benefits expended amount = $     

	Purchased Professional Services
	6300
	     
	     
	Teacher registration budgeted amount = $     
Teacher registration expended amount = $     
Contracted/flat teacher budgeted amount = $     
Contracted/flat rate substitute teacher expended amount = $     

	Purchased Property Services
	6400
	0.00
	0.00
	

	Other Purchased Services
	6500
	     
	     
	Mileage budget amount = $     
Mileage expended amount = $     
Lodging budget amount = $     
Lodging expended amount = $     
Meals budgeted amount = $     
Meals expended amount = $     

	Supplies
	6600
	0.00
	0.00
	

	Other Expenses
	6800
	0.00
	0.00
	

	Support Services - Admin 2300, 2400, 2500
	

	Salaries
	6100
	0.00
	0.00
	

	Employee Benefits
	6200
	0.00
	0.00
	

	Purchased Professional Services
	6300
	     
	     
	Principal registration budgeted amount = $     
Principal registration expended amount = $     

	Purchased Property Services
	6400
	0.00
	0.00
	

	Other Purchased Services
	6500
	     
	     
	Mileage budget amount = $     
Mileage expended amount = $     
Lodging budget amount = $     
Lodging expended amount = $     
Meals budgeted amount = $     
Meals expended amount = $     

	Supplies
	6600
	0.00
	0.00
	

	Other Expenses
	6800
	0.00
	0.00
	

	Project Subtotal

	Restricted Indirect Cost
	6910
	     
	     
	Approved restricted indirect cost rate =      %

	Total
	     
	     
	


Budget Changes

The Budget Changes Worksheet explains discrepancies between the original approved grant amount and the actual expenditures. These may or may not have been previously approved through the amendment process.

note: The training registration is an annual fee and must be paid in full by the end of the training year for each identified team member according to ADE/ESS training policy, even if a member is unable to attend because of an unexpected circumstance. Some PEAs, however, do not to comply with the policy when a member does not attend a training event, leaving unexpended registration funding. If your team did not spend all of the allocated funding for team member registration as expected by ADE/ESS, describe the circumstances that prevented this in the Budget Changes Worksheet.
Draft a narrative for any of the questions in the worksheet that apply to your grant. If a question does not apply to your grant, indicate so by typing “N/A” in the text cell for that question.
Type a character under “Yes,” “No,” or “N/A” in question 3 and question 5.

Conduct a spell check on the narrative that you draft in the text cell before saving the document and copying and pasting the narrative into the GME. To conduct a spell check, select the text in a text cell. Click on the “Review” tab; click on “ABC (Spelling & Grammar.”
Each text cell will expand with the text that is typed into it.
	Budget Changes Worksheet
	Text Cell

	1
	If the total allocated amount for training registration was not spent, explain the reason. [Narrative]
	     

	2
	If the expended amount of any line is more than the budget amount, explain the increase in funding needed. [Narrative]
	     

	3
	Indicate whether the PEA previously submitted a budget amendment and received approval from ADE/ESS to increase the grant amount.
	Yes

   
	No

   
	N/A

   

	4
	If funding was moved from one line to another, explain why this was necessary. [Narrative]
	     

	5
	Indicate whether the PEA has an approved budget amendment to move funding to another line item.
	Yes

   
	No

   
	N/A

   


Programmatic Year-End Report

Copy and paste the information provided in the team’s PYER into the GME completion report.
C-R Process Survey

ADE/ESS is interested in the PEA’s opinions of the completion report process. This survey will give the PEA an opportunity to rate the documents and the provision of assistance/support given by ADE/ESS staff in the development and submission of the GME completion report.

The following Liker Scale is used: 

4 = highly satisfied

3 = Satisfied

2 = somewhat satisfied

1 = Not satisfied

N/A = Regarding the C-R Supplement, “N/A” means that it was not used. Regarding assistance provided by ADE/ESS staff, “N/A” means that you did not have direct contact via personal conversation or email with ADE/ESS staff for this grant.

Survey Questions
1. Rate the C-R Supplement document (informative; adequately descriptive; easy to follow and use; etc.)

2. Rate the effectiveness of PYER: Rate the effectiveness of the PYER in informing you of the team’s level of success resulting from the training and activities over the year.

3. Rate the appropriateness of the information that the PEA was required to provide in the completion report.

4. Rate the ease of use: Rate the ease in which you were able to copy and paste from the PYER to the GME completion report .
5. If you had direct contact with any ADE/ESS staff regarding this completion report and/or the completion report process, rate the helpfulness of the assistance provided and the staff courtesy offered to you.

6. Comments: Please provide comments that will allow us to make targeted adjustments to the system and process. If you were somewhat satisfied or not satisfied with any item, please identify the problem so that we can address it in future grants.

Type a character under the Likert Scale column that describes your opinion of each item.

Please provide comments that will allow us to make targeted adjustments to the system and process. If you checked “Somewhat satisfied” or “Not satisfied” for any item, please identify the problem so that we can address it in future grants.
note: The Comments text cell will expand to accommodate the text that is typed into it.

	C-R Process Survey Worksheet
	4 = Highly satisfied
	3 = Satisfied
	2 = Somewhat satisfied
	1 = Not satisfied
	N/A

	1
	Rate the C-R Supplement document
	   
	   
	   
	   
	   

	2
	Rate the effectiveness of the PYER
	   
	   
	   
	   
	

	3
	Rate appropriateness of information
	   
	   
	   
	   
	

	4
	Rate the ease of use
	   
	   
	   
	   
	   

	5
	Rate the helpfulness of ESS assistance
	   
	   
	   
	   
	   

	6
	Comments
	   
	   
	   
	   
	   




� The Uniform System of Financial Records (USFR), 34 CFR §80.20(b)(1), 7 CFR §3016.20(b)(1) states that completion reports must be submitted for all state and federal grants/projects within 90 days after the project end date. There is no grace period. This project’s end date is June 30, and September 28 is the 90-day mark. This year, September 28 falls on a Saturday. Please plan your electronic completion report submission by September 28 to remain in compliance with the USFR.
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