Grants Management

Massachusetts Department of Elementary and Secondary Education                   Procedural Manual

I.  HOW GRANTS ARE MADE AVAILABLE

B.  COMPONENTS OF REQUESTS FOR PROPOSALS
	COMPONENTS

Federal Entitlement/Allocation Grant Programs
	No Child Left Behind (NCLB) Coordinated Entitlement RFP

Fund Codes: 

140 160 180 305 331
	Federal Special Education Entitlement RFP
Fund Code: 240
	Perkins Act Allocation Grant Program – Secondary RFP
Fund Code: 400


	Commissioner’s Letter
	X
	X
	X

	Important Information for Superintendents
	X
	X
	X

	Grant Program(s) Descriptors
· Purpose

· Priorities

· Eligibility

· Funding

· Fund Use

· Project Duration

· Program Unit

· Program Contact

· Telephone/e-mail

· Required Forms

· Additional Information
	X
	X
	X

	Electronic Budget Workbooks 


	X

The NCLB electronic Budget Workbook in Excel incorporates budget worksheets and related forms for Titles I, II-A, 
II-D, III, and IV.

Districts must submit to the Department only one completed workbook containing applications for 
all Titles.
	X
The Special Education electronic Budget Workbook in Excel contains the: 

1. Cover Page;
2. Budget Detail Pages; 

3. Instructional Support Services; 

4. Amendment Form (AM 1); 

5. Schedule A;
6. Summary; and
7. Indirect Cost Calculator.
	X

The Perkins Secondary electronic Budget Workbook in Excel 
contains the: 

1. Cover Page;

2. Budget Detail Pages; 

3. Part II-A Equity and Access 

4. Amendment Form 
        (AM 1); 

5. Schedule A; and
6. Notes



	Required Forms
	X

See the NCLB Web site.
	X

See Required Forms in the RFP.
	X

See Required Forms in 

the RFP.

	NCLB Document Checklist


	X

See the NCLB Web site
	N/A
	N/A


	COMPONENTS

Federal Entitlement/Allocation Grant Programs
	No Child Left Behind (NCLB) Coordinated Entitlement RFP

Fund Codes: 

140 160 180 305 331
	Federal Special Education Entitlement RFP

Fund Code: 240
	Perkins Act Allocation Grant Program – Secondary RFP

Fund Code: 400



	Additional Information
	X

See the NCLB Web site.
	X

See Additional Information in the RFP.
	X

See Additional Information in the RFP.

	Instructions for Completing the Budget Workbook


	X

See the NCLB Web site.
	X

See Additional Information in the RFP.
	X

See Additional Information in the RFP.

	Instructions for the Electronic Submission of the Grant Application 
	X

See the NCLB Web site.
	X

See Submission Instructions in the RFP.
	X

See Submission Instructions in the RFP.


	COMPONENTS OF INDIVIDUAL REQUESTS FOR PROPOSALS
	INDIVIDUAL RFPs DISSEMINATED BY PROGRAM UNITS TO ELIGIBLE APPLICANTS

	Commissioner’s Letter
	Included with some RFPs, but not all.

	Grant Program(s) Descriptor

· Purpose

· Priorities

· Eligibility

· Funding

· Fund Use

· Project Duration

· Program Unit

· Program Contact

· Telephone/e-mail

· Required Forms

· Additional Information

· Submission Instructions
	X

	Part  I - Standard Contract Form and Application for Program Grants

· Instructions
· Signature page
	X

All RFPs require Part I.
Some RFPs will have Part I contained in an Excel electronic Workbook.

	Part II – Project Expenditures – Detail Information

· Budget Detail Pages
	X

All RFPs require Part II.

Some RFPs will have Part II contained in an Excel electronic Workbook.

	Electronic Budget Workbook


	Some, but not all, Individual RFPs will require applicants to complete an Excel electronic Budget Workbook.  

Contents will vary and instructions regarding the submission of the Workbook will be included in Submission Instructions in the RFP.

	Budget Narrative
	May be required.  See Required  Forms

 in the RFP.  

Some RFPs will contain a Budget Narrative form and others will ask applicants develop the Narrative.

	Part III – Required Program Information
	X

Most RFPs require Part III.

	Schedule A

Consolidated Assignment Schedule
	May be required.  

See Required Forms in the RFP.

	Schedule B

Cost Sharing or Matching Schedule
	May be required.  

See Required Forms in the RFP.

	Schedule C

Statement of Participation and Support
	May be required.  

See Required Forms in the RFP.








