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Introduction

The C-R Planner is a useful tool for planning and developing annual completion reports for IDEA discretionary grants. They are designed to be used in union with the C-R General Instructions Summary, which outlines completion report criteria and provides full instructions for submitting the report through the Grants Management Enterprise (GME). The C-R General Instructions Summary and C-R Planners are cross-referenced with each other and follow the order of the sections in the GME completion report template.
Use the C-R General Instructions Summary and C-R Planner to plan and develop completion reports for the following grants:

· 2013 IDEA – TVI Certificate
· 2013 IDEA – TVI Certificate YEAR 2

· 2013 IDEA – O&M Certificate YEAR 3
Drafting Narrative Responses in the C-R Planner
In the C-R Planner, fill in the blank cells and draft the narrative responses within the text cells provided in that document. We recommend that you limit each narrative to about 500 words per question, although you may exceed this amount if it is necessary. Do not, however, exceed 7,500 characters including spaces. To give you an idea of the amount of text anticipated for each narrative, the entire text under this heading has 236 words, 1,439 characters including spaces.
Conduct a character count and a spell check on narratives prior to saving the document. To conduct a spell check, select a text in the text cell. Click on the “Review” tab; click on “ABC (Spelling & Grammar.” To count the number of characters, select the text. Click on the “Review” tab; click on “Word Count.” 

Save the PYER in Microsoft Word format when the C-R Planner is finished. The PEA designee will be able to copy and paste text from the Microsoft Word document into the Grants Management Enterprise (GME) completion report template to fulfill state and federal grant requirements.

note: Despite the word limitations, completion reports must be specific; narratives that lack specificity will be returned by ADE/ESS for revisions.

If you have any questions about the completion report, including the use of the C-R Planner, please feel free to contact Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.



SUPPLEMENT
Project and Finance Contacts

Refer to the C-R General Instructions Summary, page 3, for more information about this section.
Fill in all cells, even if one person fills more than one position.

	Worksheet
	Name
	Phone
	Email

	Special education director
	
	
	

	Project coordinator
	
	
	

	Finance office contact
	
	
	


Public Notice Assurance

Refer to the C-R General Instructions Summary, page 3, for more information about this section.
Click on all notification methods that have been used.

	Public Notice Assurance Worksheet

	1
	Check all notification methods that have been used to fulfill the Public Notice Assurance requirement during this program year. If “Other” is checked, please specify that method.
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Provision of Support

Refer to the C-R General Instructions Summary, pages 3 and 4, for more information about this section.
note: Each text box will expand with the text that is typed into it.
	Provision of Support Worksheet
	Text Cell

	1
	Provision of support
[Narrative]
	

	2
	Service for tuition
[Narrative]
	


C/R Process Survey

Refer to the C-R General Instructions Summary, page 4, for more information about this section.
The following Liker Scale is used: 

4 = highly satisfied

3 = Satisfied

2 = somewhat satisfied

1 = Not satisfied

N/A = Regarding the C-R General Instructions Summary or the C-R Planner, “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.

Click on the Liker Scale response that describes your opinion on 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 with the text that is typed into it.

	PEA Survey Worksheet
	4 = Highly satisfied
	3 = Satisfied
	2 = Somewhat satisfied
	1 = Not satisfied
	N/A

	1
	Rate the C-R General Instructions Summary
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	2
	Rate the C-R Planner
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	3
	Rate appropriateness of information
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	4
	Rate the ease of copying/pasting
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	5
	Rate the helpfulness of ESS assistance
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	6
	Comments
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