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PREFACE

The name of the Title 1l Program, known also as PACE (Projects to Advance
Creativity in Education), has been changed to Supplementary Educational
Centers and Services; including guidance, counseling and testing. This new
title reflects the combining of programs formerly funded under ESEA Title 1l
and NDEA Title V-A, into a single authorization.

The ESEA Title Ill program, like every program or activity receiving financial
assistance from the Department of Health, Education and Welfare, must be
operated in compliance with Title VI of the Civil Rights Act of 1964 which
states: "No person the the United States shall, on the ground of race, color,
or national origin, be excluded from participation in, be denied the benefits
of, or be subject to discrimination under any program or activity receiving
Federal financial assistance. "



TITLE 111 SUPPLEMENTARY EDUCATIONAL SERVICES AND CENTERS;
GUIDANCE, COUNSELING AND TESTING

A force for educational change to prepare young Americans to meet the
challenges of a complex age is provided through Title lll of the Elementary
and Secondary Education Act of 1965. This program is intended both to
support vitally needed supplementary services and fo encourage innovative
and exemplary applications of new knowledge in schools throughout the
State. As a program of supplemeniary services, ESEA Title |1} encourages
communities to find new, creative solutions to their educational problems,
utilizing all available cultural and educational resources. Support of
innovative and exemplary programs is designed to create an awareness of
educational need and stimulate formulation of imaginative programs rather
than simply to meet the needs themselves.

The purpose of this manual is to provide the educational community with
guidelines for developing projects and submitting applications under
ESEA Title 111, and fo interpret the Act and the Regulations as a basis

for common understanding among local educational agencies, the cultural
institutions, the Arizona Department of Education and the U.S. Office
of Education.

Any previously published ESEA Title lil guidelines (PACE) are not
currently applicable. Please destroy any copies on hand.

State Director, ESEA Title Il
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CHAPTER ONE

THE PURPOSE OF TITLE Il

Objectives

i,

The Title Il program of the Elementary and Secondary Education Act, called "Supple-
mentary Education Centers and Services; Guidance, Counseling and Testing, " is
designed to encourage school districts to develop imaginative solutions to educational
problems; to more effectively utilize research findings; and to create, design and make
intelligent use of supplementary services. Primary objectives are to translate the
latest knowledge about teaching and learning into widespread educational practice
and to create an awareness of new programs and services of high quality that can be
incorporated in school programs. Therefore, Supplementary Education Centers and
Services; Guidance, Counseling and Testing seeks to:

A. Encourage the development of innovations.

B. Demonstrate worthwhile innovations in educational practice through exemplary
programs,

C. Supplement existing programs and facilities.

The heart of the ESEA Title Il program is in these provisions for bringing a creative
force for the improvement of schools and for demonstrating that better practices can

be applied. Since the innovative and exemplary programs supported by Title 111
Supplementary Education Centers and Services; Guidance, Counseling and Testing

are intended to coniribute substantially to educational improvement, priority in
funding is given to those projects which offer the greatest promises of solving persistent
problems, thereby advancing educational excellence.

The Innovation Process

To achieve these objectives, the Title Il program affords local school agencies an
opportunity to engage in various facets of the innovation precess. Projects may be
developed which:

A, Invent a creative solution to an educational problem.

B. Demonstrate an exemplary program which might be suitable for widespread use.

C. Adapt an exemplary program showing extent to which the project can be
incorporated into the local district,

Many projects will, of course, combine these functions. Determination as to whether
a project idea would meet any of the above qualifications is primarily the responsibility
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of the local educaiional agency, Using ERIC (Educational Resources Information
Center) Services will help o local educational agency in this determination (See
VI, Page 4 of this chapter for additional information.)

Title 111 describes the stages of the innovative process as follows: Inquiry, Invention,
Demonstration and Adaptation:

Inquiry == Knowledge from basic research is formulated into ideas and theories that
can be used in inventing solutions to educational problems. Thus, it provides
the intellectual raw material from which improvements can be invented.

Invention -~ Applicable theory and research results are engineered into improvements
that can be introduced in schools. The planning stage includes the design of
an innovation and its refinement, including feasibility testing., Finally, these
improvements are arranged info an organized program which can be demonstrated.,

Demonsiration == Improvements which have been engineered and tested in the invention
stage are illustrated as working models that can be emulated and adapted. The
demonstration stage creates widespread awareness of useful innovations. |t
enables educafors to examine the feasibility of innovations, to understand the
factors affecting their use, and to consider their adaptation to other settings,

Adaptation == Innovations that have been demonsirated in exemplary programs are
adapted to local situations. The adaptation stage promotes the widespread
acceptance and appeal of an innovation and encourages its adjustment to the
unique requirements of particular situations,

Emphases

Because Title 11} Supplementery Education Centers and Services; Guidance, Counseling
and Testing is specifically concerned with creative approaches to improving the nation’s
schools, it must have sufficient flexibility both to promote a consistent program of
innovations and to attack eritical problems as thav occur, For this reason, priorities

in the use of funds must necessarily shift from time to time. Title 1l will encourage
certain types of projects to reflect these priorities.

The Title I program is particularly concerned with:

A, Improving educational opportunities,

B. Planning for metropolitan areas.

C. Meeting needs of rural communities.

D. Coordinating all community resources ~= social, cultural, governmental and
industrial == in the establishment and achievement of goals in and through
education,
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Consideration will be given to projects which have one or more of these concerns
and which also are directed toward meeting educational needs in fields that have
received insufficient attention in the past. These include:

Creative designs for Curriculum Improvement.

Dynamic patterns and relationships on Organization and Administration.

Vital role development of Personnel (selection, education and use),

Imaginative involvement in and coordination of Pupil Personnel Services.

Visionary Planning of Facilities.

For example, innovative contributions might be made in: early childhood education
(including pre-school education for four and five year olds), sex and health education,
pre-service and in-service training for professionals and para~-professiona is, the
diagnosis of learning problems, the individualization of instruction, the application

of modern technology to problems of education, and the transition from the educational
to the vocational environment.

Projects which propose coordination with other ESEA titles and other federal assistance
programs dre encouraged.

Special consideration will be given fo local educational agencies which are making
o reasonable tax effort, but are financially unable to meet critical educational
needs because of seriously overcrowded, obsolete or unsafe conditions. See Page 44.

Special consideration also will be given to projects which provide for involvement
of students and teachers in private, parochial and/or nonprofit schools. See Page 16
Chapter Three.

Because of the limited funding level, Title Il support for the construction of educational
centers will receive low priority in the immediate future, When additional financial
support becomes available, policies concerning this activity will be reviewed.

It is unlikely that projects requiring a high proportion of funds for equipment and
materials will be approved. Projects involving such expensive items as computers

and electronic data systems, educational television apparatus, planetariums, or large
quantities of audio=visual aids will have to reflect prudent and thoughtful study on

the part of the applicant as fo the feasibility of the proposed purchases and its potential
contribution in improving the quality of education.

Proposals which request educational television and radio transmission and receiving
equipment to establish a broadcast service where none has previously existed, or
sroposals to merely extend or enhance an existing service, will not generally be

PIVPVJHIU I i e

recommended for approval,
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Supplementary Education Centers and Services, and Other ESEA Programs

Title 1l bears a logical relationship to other titles of the Elementary and Secondary
Education Act. Title | provides for the special educational requirements of the
disadvantaged, Title Il is Library Services Division, Title IV supports basic and
applied research and promotes development and demonstration activities through
Research and Development Centers and Regional Laboratories. Title V provides
for strengthening the resources of State departments of education, Title 111, because
of its strategic relationship with the nation's schools, functions as the developmental

ESEA Title 11l emphasizes and urges the combination and support of other federal
program monies in order fo enhance the more efficient operation of a project. How-
ever, caution should be taken that a Title Il project cannot depend on other federal
funds, such as EPDA, Title I, Title VII, for the survival of the project, Title Il
extent that their high quality and efficient opera-

tion will not be affected because of a lack of other supportive federal funds.

It is the responsibility of the Arizona Department of Education to ascertain that at
least 15% of Title 11l expenditures are for the specific benefit of handicapped

It is required that the Arizona Department of Education must provide for the expendi=
ture in fiscal year 197! of an amount at least equal to 50% of the federal funds
expended in fiscal year 1970 under NDEA=VA, for projects specifically designed

to provide programs and services for guidance, counseling and testing.

V.
proving ground for other programs under the Act,
V.  Contingencies of Other Federal Programs
nroiacts must ba cishetantinl 4 tha
rllvlvvld VIS WY DWRIIRl ) I W LIS
VI. Provision for Handicapped
children,
VIl. Provision for Guidance, Counseling and Testing Programs
VIiil. Research and Information Services

The Arizena Department of Education, Research Coordinating Unit, Library Division,
located at 1333 W. Camelback, Phoenix, has an abundance of research on voca-
tional education. Llocal school personnel can do research related to their ideas at
the three State universities or the six State community colleges. A monthly abstract
bulletin, entitled "Research in Education, " may be obtained through the Superin-
tendent of Documents, U, S, Government Printing Office, Washington, D.C,




Universities

Arizona State University
Tempe

University of Arizona
Tucson

Northern Arizona University
Flagstaff

Community Colleges

Arizona Western College
Yuma 85364
Phone: 726-1000

Cochise College
Douglas 85607
Phone: 364-3451

Glendale Community College
6000 W, Olive

Glendale 8530l

Phone: 934-22il

Mesa Community College
1833 W. Southern Avenue
Mesa 85202

Phone: 833-1261

Pima College

2202 West Anklam Road
Tucson 85709

Phone: 884-6666

Yavapai College

1100 East Sheldon
Tucson |
Phones 445-7300

Miss Lois Schneberger
Mrs, Lyle Watrous

Mr. John Thayer

Miss Jane A. Julien

Mr. Richard Yates
Librarian

Miss Ida Ojeda
Librarian

Mrs. Georgia Dillard
Librarian

Mrs. Marilyn Martinson
Librarian

Mrs. Shirley Wicklund
Librarian

Mrs., Charlotte Brennan
Librarian
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All ERIC Documents on
Microfiche~Reader Printer
Facilities & Portable Fiche
Readers Available,

30,000 titles - all ERIC
facilities available.

Microfiche indexes,
documents in cabinets,
abstracts = have readers
and reader=printers for
bibliographies, diagrams,
etc.

Microfiche, Microfilm
Reader Printer Main
Catalog ~ 3 special ones -
Jr. College, Vocational
& Language available to
anyone.

A few microfiche, 3
microfilm readers and
| reader printer. Very
limited services (can
use UA material).

ERIC Research & Ed.
Series = no microfilm
(loose issues) = Zerox.

Limited services.,
Microfilm reader - no
microfiche. Mainly
index, have new reader
printer,

All ERIC services in
reading room, Microfiche
& Microfilm reader
printer -~ beg. last Nov.
- indexes from 1967.

ERIC services, research &

education = microfiche r
reader=-no reader printer,




CHAPTER TWC
LOCAL PROGRAM DEVELCPMENT

PART |

Application

A,

Applicant

An ESEA Title IHl proposal must be submitted by a public local educational
agency, "lLocal educational agency™ means a public board of education or
other public authority legally constituted within a state for either administra=
tive control or direction of, or to perform a service function for, public
elementary or secondary schools in a city, county, township, school district,
or other political subdivision of a state, or such combination of school dis-
tricts or counties as Is recognized in a state as an administrative agency for
its public elementary or secondary schools. That term also includes any other
public institution or agency having administrative control and direction of a
public elementary or secondary school.

Dates of Submission

I Preliminary letter of intent (Form 71, page 48).
a, Purpose:
) To contact the local education agencies which have sub-
mitted intentions of writing a formal propesal and to
provide information to them concerning the advisability

of pursuing their intent,

2) To supply local educational agencies with State guide -
lines, as well as federal regulations.

3) To provide local educational agencies with outside sources
of information and avenues of research,

b. Submission date: October | of each year,

2, Statement of Intent (Form 72, page 49).

a. From this letter of intent, the ESEA Title HlI staff will encourage,
redirect or discourage writing of a formal proposal. The submis-
P SRR UL IR [N U VIR SRR S SR R T DU SO U N R S | PR
2101 O1T U CU["PIBTBQ Sstdienent Or 1ricri 1o e jairiug 3|CP¢ it 1o
not official or binding to the local school district or to the
Arizona Department of Education. [ts purpose is to inform the

ESEA Title Il office of a district’s interest in an ESEA Title I
b =




project and of preparation and resources which may be available
within the district for the project.

b. Submission date: November | of each year. Accompanying the
form required for this will be an abstract which will explain the
need, objectives, activities and estimated budget to initiate and
implement project for planning and/or the entire operational
phase.

Initial Application Proposal == planning, pilot or operational (Forms
3, 4, 5, 12, 13; See page 46).

a. This proposal must be in close accord with criteria for approval
of projects, Numbers | through 13, on the following pages. The

completed proposals will then be subjected to the review process.

b, Submission date: February 1 of each year, postmarked no later.

c. Thirty copies of the proposal are required.
Continuation Proposai (Forms 3, 4, 5, 6, 7, 8; See page 46).

This proposal may be in the same format as the planning or operation-
al proposal, depending upon revisions. Much of the information may
appropriately be simple duplication of the preceding proposal, with
new information about continuing needs, budget requirements, eval-
vation strategies, etc. Continuation proposals will proceed through
the same review process that applies to a planning or operational
proposal, excepting the review by the panel of experts, Thirty
copies of the continuation proposal are required.

Criteria for Approval of Projects

The following criteria shall be considered by the local education agencies
in the preparation of project proposals and shall be consistently applied by
those responsible for the review of project applications:

Evidence that is designed to demonstrate solutions o identified
critical educational needs and will substantially increase the
educational opportunities of children in the area of the State to be

served.

Provisions for the development of concepts, practices and techniques
which can be adapted or adopted elsewhere.

Promising concepts or practices recognized as unique, original,
unusual, innovative or exemplary,

Concepts or practices which are economically feasible and efficient.
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12,

13.

Evaluation strategies based on valid research methodology which will
provide evidence to determine the extent to which the behavior of the

participants has been improved.

Performance objectives which are measurable and appropriate activ =
ities which facilitate achieving them.

An awareness of information concerning similar programs, relevant
research findings and views of recognized experts,

Provisions for staff with professional qualifications adequate to
achieve the project's stated objectives.

Provisions for adequate and appropriate facilities, equipment and

materials which will facilitate achieving stated objectives and which

show direct relationships to the proposed budget.

Documentation that there has been and will be:

a., Adequate planning for the proposed project.

b, Utilization of the best available talents and resources.

c. Participation in the project activities of students, parents, school
personnel, nonprofit private school representatives and other
persons, including those with low income, broadly representative

of the cultural and educational resources of the area to be served.

Provisions for dissemination of information about the proposed project
which are appropriate and adequate for the area to be served.

Budgets should be projected over a three year period with succeeding
second and third years refiecting reduced amounts,

Assurances that the contracting district is willing to continue the
project when Title I funds terminate.

The Department of Education may elect to apply all criteria in this section
to guidance and counseling programs and projects. Those criteria set forth in
clauses 4, 5, 6, 7, 8, 9, 10, 11, 12, and I3 shall be applicable to all such

programs or projects,

After having taken into consideration all of the above factors and it is
determined through the review process that two or more proposals are judged
to be substantially the same high quality, the local educational agencies
which substantiate that they are making a reasonable tax effort but are unable
to meet critical educational needs, shall be given the highest priority for
funding.
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Cultural and Educational Resources of the Community

One of the unique features of ESEA Title HI is the requirements that persons broadly
representative of the cultural and educational resources of the area participate in
all appropriate aspects of planning and conducting project activities. This insures

a wider community and cultural involvement in educational programs and fosters

a more functional and useful implementation of talents and resources than may

have previously existed.

A. Students, Teachers, Other School Personnel and Parents (Forms #3 and
713, page 46).

Since the primary educational resource is the local educational agency,
representative teachers and other school personnel whose professional
activities would be affected by a particular project should be directly in-
volved in all stages of its development.

Because innovation must be accepted from "within, " students, teachers,
other school personnel and parents should participate in all stages of the
change process.

B. Other Cultural and Educational Resources (Forms #3 and #13, page 46).

Other cultural and educational resources may include the Arizona Depart-
ment of Education, institutions of higher education, nonprofit private
schools, educational laboratories and research and development center,
libraries, museums, musical and artistic organizations, educational radio
and television institutes, private industries, professional associations,
religious and ethnic organizations and community action agencies.

In addition to enlisting the support of community groups, including repre-
sentatives of low income groups, and other organizations which would be
directly interested in a particular type of project and, therefore, could
contribute substantially in planning and development, local educational
agencies may utilize, as part of the available cultural and educational
resources, research personnel and other specialists in institutions of higher
education, regional laboratories, research and development centers and

indusiries.,

Proposed Activities

The proposal should define the entire scope of work that the applicant wishes to
accomplish in a specified period of time, not to exceed three years. A project
may consist of planning activities or operational activities, either of which may

include pilot activities,




Planning Activities (See page 60, Project Design ~ Narrative, Section |,

Part D; Appendix B; Form #3, page 53; Form 13, page 78).

In formulating a solution to a problem or in designing a new program,
adequate planning is a vitally important function and a proper objective
under Title lll. Planning normally involves the alignment of the best
possible human and material resources to assist in the design of pilot and

Operational Activity (Form 73, page 53).

The emphasis is upon more adequate use of technology and new and better
utilization of manpower by the provision of opportunities for human re=
sources to demonstrate promising solutions to educational problems ~=
rather than by the acquisition of hardware,

More feasible alternatives to building new facilities might be making more
extensive use of existing facilities, remodeling existing structure, or

Pilot Activity (Form #3, page 53).

Pilot activity to test the feasibility of Innovative designs on a small scale
can be a valuable part of development, provided that objectives, pro—
cedures, and anticipated results are clearly stated and that these results
will give definite diraction to later demonstration of a successful innova=-

A,
operational activities,
B'
!eccgnn Fﬂhu lrhes_
C.
tion.
D'

Professional Staff Development (Form #3, page 53; form #4, page 65;

form 75, page 69; see also Chapter 3),

Professional staff development programs or in-service education activities
involving ESEA Title Il staff members and other appropriate school person-
nel are essential to meeting project objectives successfully, Therefore,
staff development programs should be directly related to enhancing those
staff competencies and attitudes which will contribute to the attainment

of project goals,

ESEA Title HI project funds can be used for the employment of consultants,
payment of stipends to participants, employment of substitute teachers,
essential travel, and other direct costs necessary for the effective conduct

of staff development programs,
ESEA Title 1l funds should not ndividual school personnel

0 ¢ i
in acquiring college credit and ob aining higher degrees, In those in-
stances where rnllpnp credit is nrnlmnr”y available for such staoff Aevelon—

ment programs, arrangements fo obtain college credit should be made by

tT
A
' [0
[
e
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V.

the individual and the cost for tuition and books should be borne by such
individual, However, college credit could be made available to partici-
panis in staff development programs when college credit results in no
additional costs to the project.

Funding of Projects

Ao

Cooperative Funding (See Chapter |, Section V, page 4).

Cooperative funding is an important consideration, Other State funds and
funds from other public, private, Federal and local sources should be
utilized wherever possible,

Phasing Out (See page 8, #12 - #13),

Proposals should indicate methods for phasing out Federal support through
gradual cost absorption by local or other funding. Since the intent of
Title Supplementary Education Centers and Services; Guidance, Counsel-

ing and Testing is to stimulate and assist in support of innovative and
R~ T A = T - T - T T T Ty Yy T T T T R - T

exemplary programs, the phasing out process is essential in order to con-
serve Federal resources for other promising Title 11l programs.

Funding Policy and Procedures

I. Definitions

The funding of Title Il projects is based on the project period (scope
of work) concept, and involves the following definitions:

a. Project: A project is an identified program of activity which has
been approved by the State ESEA Title Ill office and the Chief
State School Officer under the ESEA Title 1l Act of 1965, as

amended.

b. Project Period: The project period is the total period of time,
not exceeding 3 years for which a project may be supported.
Thus, if o planning activity is approved and supported for one
year, subsequent support for approved pilot/operational activity
would be limited to two years, This limitation applies even
though related planning, pilot or operational activities are ap-
proved as discrete projects,

c. Budget Period: The budget period is the period of time (within
the project period) which specified budget covers. The budget
period is generally 12 months, but may be more or less if ap-
propriate to the project.




d. General Level of Federal Financial Participation: The general
level is the projected total of Federal funds required to support
a project period, It serves as a guide for the grantee in request-
ing funds for budget periods subsequent to the initial period and
for the State Title Il office in determining the amount of a
continuation grant,

e, GCrant: A grant is that portion of the general level of Federal
financial participation awarded to support a project for a spe~
cific budget period.

f. Continuation Grant: A continuation grant is the amount awarded
for any budget period following the initial period. The con-
tinuation grant is determined by anticipated needs, operational
effectiveness, funds remaining from the previous grant, and
availability of funds.

Funding Policy

The applicant will provide an estimate of financiai requirements for
the support of the project by budget periods, for the entire project
period. The fotal estimate will be the general level of financial
participation. The amount of the initial grant will cover the nego-
tiated cost of all activities projected for the first budget period.
Subject to satisfactory progress toward the achievement of project
goals, continuation grants will be negotiated prior o the expiration
of each budget period to provide whatever additional funds are
needed (i.e., the difference between unexpended funds from the
previous budget period and estimated costs of the succeeding period)
for projected activities of subsequent budget periods. Whenever
funds of a Federal grant for one budget period are made available
to support activities of a succeeding period, under a State grant,
grantees will be required to expend old Federal funds before ex-
pending new funds,

Funding Procedures

As soon as practicable after approval of a project by the Superin~
tendent of Public Instruction and State Board of Education, the
ESEA Title HI Division will negotiate a grant for the first budget
period. Forms indicating acceptance and approval of project fund-
ing will be sent with the Grant award.

a. The initial Grant Award Document will notify the availability
of ESEA Title Il funds needed to support the project for the
first budget period,

b. An estimated needs (Form ll) for the first period of the grant to
be completed, indicating the federal funds necessary each month

to fulfill the requirements of the project.
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C.

A Budget Summary (Forms 4 - 5) to indicate the needs by
account number and expense classification of specific ex=
penditures, A detailed description of the budgeted items

must be submitted to describe the purpose and the relationship
to the proposed program of operation. (Example: (Form 5)
Travel should explain who, where, and why travel funds are
necessary in connection with specific activities === Equipment:
a description of all equipment, the amount and the relation-
ship to the specific activities of the project, to equal the
exact amount of the budgeted amounts are necessary. )

(I.) Fixed Charges: are to be listed in 800: Cther Expense
only. They are: disirict's share of payroll deductions,
insurance, rent,

(2.) Clerical Assistance: Salary is to be listed in Administra-
tion (Acct. 7100) only. These are generally non-profes-
sional, but can be contracted services also (commercial
clerical or secretarial services).

(3.) Equipment: Refer to page 66 for instructions regarding
equipment. Equipment total is to be listed in Acct.
#1230 - Equipment only,

4. Negotiation of Grant

a.

The grantee is cautioned not to expend funds prior to the
effective date of an approved project. The effective date of
an approved project is the date specified in the grant instrument
(Notification of Grant Award, notice of award by telegram or
letter) executed by the ESEA Title Il Cffice.

If a project has been approved, it is permissible to contract,
prior to the effective date, for personal services to be per-
formed on or after the effective date of the approved project.
Funds for personal services, travel, public utility services and
rental of facilities are considered expended at the time the
services are rendered, the facilities used, or the travel per-
formed. Except for the foregoing, a contractual agreement
is considered to constitute an expenditure,

Scheduled activities not completed in one budget period which
are rescheduled for the succeeding period must be included in
the budget for that period to qualify for funds.

Continuation Proposals (See Chapter 8, page 70; Form 3, page
52 #4 sace 45 #

The Title 1l office, after negotiating with the grantee, will
issue a grant award document for the second budget period.
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The amount granted for the second period will be the difference,
if any, between the budget negotiated for the second period
and unexpended first period funds, The grantee will be in-
structed to expend the remaining first period funds completely
before requesting funds granted for the second period.

To qualify for Federal payment the grantee should liquidate
obligations within 45 days after the end of the first budget
period, A report of actual expenditures must be filed as soon
as all obligations have been liquidated but not later than

45 days after the end of the first budget period. The grant
award for the second budget period will be increased or de-
creased to reflect any difference between estimated and
actual expenditures reported for the first budget period.

D. Amendments and Alterations to Projects

i. General

After a project or program has been approved and a grant has been
awarded to the local educational agency, the project will be
operated in accordance with the terms of the approved application
and the terms and conditions specified by the grant award document,

Any requests for project modifications or budget change under the
functional classification in excess of 20% must be requested by
amendment to the State ESEA Title Il office. Upon recommenda-
tion of the ESEA Title Il project manager and discretion of the
State director of ESEA Title lll, any amendment submitted may
require approval of the Superintendent of the School District and/
or the local Board of Education, and the ESEA Title 111 Advisory

Council,

2, Transfer of Funds (See page 67).

Individual negotiated approved totals for any expense category or
functional expense clarification on the approved budget may be
increased or decreased to @ maximum of 20% within the functional
classification in which it is categorized, without amendment,
Expenditures in excess of 20% requires prior written approval by
the ESEA Title 11l Cffice. A form for amending the budget is on
page 75; to be submitted with a Budget Summary Report (page 66)
reflecting the requested changes; including an explanation and
justification for the change. Amendments for modifications of the
proposals will be accepted at the discretion of the director. Re-
quests for changes or amendments must include an explanation of
the specific changes desired, the reason for the changes and the
necessary budget adjustments. A grantee will be notified of
action within forty=five days after amendment application.

-4 -




Any change in the objectives or standard procedures of the
project must be approved in writing.

No funds may be transferred into or out of the Equipment
account without prior approval. No expendifures may be made
in any combination of functional classification and Expense
Category unless some amount has been budgeted therefor,
without amendment,

The project period may be extended for a period not exceeding
90 days where it is determined that (a) such extension is required
to assure adequate completion of the project, and (b) the ex~
tension is requested in writing 60 days prior to the end of the
project period. Extensions of time require the written approval

Continuation Grant (Form 3, page 53; 4, page 66, 5, page 67,

Approximately ninety (90) days before the end of the first budget
period the grantee will be requested to submit an application for
@ continuation grant, This application must reach the State ESEA
Title 1l office sixty (60) days before the budget period's termina-

3. Project Period Extension
of the State Title Il office,
4.
6, page 70, 7, page 71).
tion date.
5. Supplemental Funds

A grant for a budget pericd may be supplemented if it is deter-
mined that the funds approved are inadequate to complete the
activities budgeted for the period and that supplemental funds
are available. Supplemental funds become a part of the grant
for that budget period. Requests for supplemental funds which
would increase the general level of Federal financial participa-
tion will be approved only in rare circumstances.

Requests for supplemental funds supported by budget information
and justification should be submitted to the ESEA Title IlI office.
These requests will not exceed $2000.




CHAPTER THREE

PARTICIPATION OF CHILDREN FROM PRIVATE NONPROFIT SCHOOLS

Project proposals must include provisions for those children enrolled in nonprofit private schools
in the geographical area whose educational needs may be met by the project. These children
should benefit from innovative and exemplary programs through direct participation, observation,
visitation or dissemination of information.

(Forms #3, page 53 and #13, page 78. Also, see project design = narrative, pages 59 and 60.)

Extent of Involvement

i

Participation of children and teachers should be considered early in the planning and
development of projects. The local educational agency must involve, where appropriate,
represeniatives of private schoois in the pianning phase of the project as “cuiturai and
educational resources" of the community. In operational programs, many different types
of arrangements might be made. For example dual enrollmem‘ programs, mobile units,
visiting personnel, after=school activities, central libraries, or museums could provide
educational opportunities to children in nonprofit private schools and their teachers.

In such programs, the local educational agency will prevent the separation of participating
children by school enrollment or religious offiliation. ESEA Title Il instructors or per~
sonnel conducting a project on private school premises may bring with them such "tools

of their trade" as may be required to conduct the project, provided such "tools" can be
removed from the private school premises each day. Such equipment must not be used

for religious worship or sectarian instruction,

Facilities

.

In many communities, public facilities will not be equipped to receive a large influx
of private school students, nor will sufficient resources be available to construct or
lease a facility. Services may be provided on private school premises only when it is
not feasible to provide such services on public premises. Services provided to children
on private school premises must not inure to the benefit or enrichment of the institution.
No facilities which will be owned by private schools may be constructed with federal

assistance.

Personnel

No part of any funds granted under ESEA Title Il may be used for the support of the
existing level of instruction in any public or private school or for the salaries of pri-
vate school employees when so employed. Although the payment of salaries to private
school teachers is prohibited, stipends are of a different nature and may be paid to
private school personnel attending ESEA Title Il in-service training programs.
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Equipment purchased with ESEA Title 1l funds may not be left on private school premises.
Project personnel performing services on private school premises, however, may bring on
the private school premises those necessary "tools of their trade" which can be removed

V. Equipment
from the premises each day.
V. In=Service Training, Form #3, page 53.

Private school teachers may receive payments with ESEA Title Il funds for travel
allowances, luncheon expenses, and similar costs when attending approved ESEA Title
Il in=service training programs. ESEA Title lll funds may be used to compensate pri~-
vate school teachers for services rendered in connection with the operation of an ESEA
Title 11l project only when the services are performed outside their regular hours of
duty and are under public school supervision and control.
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CHAPTER FOUR

STATE ESEA TITLE Il ROLE AND REVIEW OF PROPOSALS

Program Development

By tradition and statute, the Arizona Department of Education provides leadership in
developing school programs within its State. So, it is logical that the Department of
Education, seeing areas of need and potential areas of development within its State,
would encourage local educational agencies to initiate innovative Title 1l project
proposals.

Proposal Review

The ESEA Title Il office will select a panel of experts which will review all proposals.

rts will be selected upon recommendation of the Advisory Council

T o s o
I exper

from universities, indusiry, business, or other appropriate crganizations located within
or without the State. The consultants will constitute panels which will review all
project applications. To qualify for inclusion on a panel, an individual must have
expertise in his particular field and he shall have demonstrated an interest and concern

for the improvement of education.

dll
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A group of approximately thirty consultants will be identified which may be increased
or decreased, as required. Arizona Department of Education consultants may review
proposals in specific areas.

Independent reviews will be made of proposals by the Advisory Council and the ESEA
Title {1l staff. All recommendations will be consolidated by the staff into a summary
recommendation to the State Superintendent of Public Instruction, who will then pre-
sent his recommendations to the State Board of Education, where proposals will be
finally approved or disapproved. Local educational agencies will be notified of
approval or disapproval action within ninety days of proposal submission.

Following approval, certain extensions of information and data may be required
before a grant is written.
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CHAPTER FIVE=--A

PROJECT EVALUATION

See Forms 79, page 75, #10, page 72, #13, page 78; also Chapter Eight and Appendix C.

Importance and Relevance to a Project

Evaluation is a process of appraising success with regard to attaining a predetermined
status or level of competence. The process has as a product, information that is
essential to decision=makers. In the case of Title Il projects, the decision-makers
are apt to be local project directors and coordinators, state level directors and
managers and U. S, Office of Education personnel.

Iincluded as an integral part of a project pian will be provisions for evaluating procedures
that will, when implemented, appraise success in reaching desired outcomes.

Format

Evaluative procedures will be in accordance with "The Writing of Projects and Project
Proposals," an Arizona Department of Education publication. That is, there will be
statements of needs, goals, objectives, activities and evaluations. These statements
will serve as guidelines for directing project efforts and expenditures. (See model for
accountability on page 5 of the publication, Appendix C.)

Relation to Objectives

It is the responsibility of the local educational agency to develop appropriate techniques
to measure and evaluate the stated objectives of the project as developed by the identi-
fication of critical iocal needs on a continuing basis.

Coals and objectives should be siated in terms of desired learner outcomes. They should

is correctly key-worded to the hierarchical levels of the cognitive, affective and psycho~
motor domains, as described on pages 21, 22 and 23 of the publication in Appendix C.

(Bloom, Krathwohl, et.a!. Taxonomy of Educational Objectives. )

Since ESEA Title lll guidelines encourage innovation, venturing into affective or psycho-
motor domains or higher than the "comprehension" level of the cognitive domain is

encouraged.

Educators are understandably more interested in the effects of the change process upon
persons than its effects upon things. Consequently, both the objectives and the evalua-
tion should be in terms of anticipated differences in what people know and do, rather
than simply that project procedures were established.
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V.

There may be some long-range objectives that seem to be quite important. If the
project will be completed before these goals can be observed or measured, then
those objectives should not be included in the proposal. Projects should only state
behavioral objectives that are a function of the innovative project and that can be
measured either during or at the end of the project.

Relation to Activities

Evaluations are keyed to activities, as well as to objectives. That is, each activity
should have a companion evaluation procedure associated with it. In some cases,
one evaluation procedure may cover more than one activity; or one activity may have
several evaluations.

While an activity might be related to persons other than students, considerations

should be given as to what possible effects that activity might have on students. For

exampie, conducting a teacher workshop is an activity that should be considered in
in ckrindant

terms of desired outcomes of the teacher's students =~ measuring changes in studen

behavior, as results of the teachers' having participated in workshops.

Terminal Evaluation, Form #10, page 72.

Vi.

Terminal evaluation will be conducted at the conclusion of the project. The success
of the project hinges on whether or not the project has met the specifically stated
objectives. If the objectives have been properly stated, the expected terminal be-
haviors have been defined and the criteria for meeting the objectives are explicit.

As in formative evaluation, the terminal evaluation should parallel the objectives

of the project. At the end of the project, the project director should be able to ans-
wer "yes" or "no" to the question, "Did you satisfy objective number one of the
project ?" If this question cannot be answered in this manner, either the objective
or the techniques for evaluation are not appropriate. The terminal evaluation

report will be used by the Department of Education to determine what has happened
as a result of the expenditures of effort and money.

Quantitative Changes

In planning for evaluation, both quantitative and qualitative changes in behavior
should be anticipated from the objectives of the project. The proposal’s description
of evaluation procedures should indicate how such quantitative data as the following,
listed at random, will be counted and reported:

A, Relation of the numbers of persons actually participating in a project to the
numbers of persons the project was intended to serve, or might have served.

B. Evidence of continuing participant interest as reflected in enrollments in more
advanced courses or projects, or increased use of libraries, museums, and other
facilities and services.
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VIL.

C.  Growth of related community activities resulting from approved nrojects.

D.  Reduction in school dropout rates or return to school of former dropouts.
Evaluative procedures may result in either quantitative or qualitative information,
such as checklists, opinionnaires, standardized tests, locally developed tests, testi=

monials and interim or final reports -- acceptable to local advisory or state depart-
ment personnel.

Acquiring and treating quaniitative data usually infers the use of statistical procedures.

Procedures might be simply those of tallying the finding arithmetic means, but might
range to more complex multiple regression or analysis of variance treatments.

Several matters should be considered:

A.  Are the instruments appropriate ?

lv=)
°
a>

Are the dota gathering techniques appropriate

U R U T Y TR T S
re tne aata treatments appropriate

‘;7 (@)
I>

Are the reports of findings appropriate for both research-oriented and lav readers?
i L) i N - N - - - - - 7 T A

Caution should be used in selecting standardized tests for Title I projects, particu-
larly for those projects that purport to relate to various aspects of individualized instruction.
If standardized tests are to be used, reasons for selecting them should be written into

the proposals.

If district developed instruments are to be used, general information as to face validity
and instrument format are to be included in the proposal. Developing local instruments
should be a matter, basically, of criterion referencing to the desired outcomes alluded
to in the goals and objectives.

Cualitative Changes

Although objective qualitative evaluations are more difficult to obtain, they provide
an indication of the significance of quantitative data. Examples of qualitative data
follow, listed at random:

A.  Reaction reports from participating teachers before and after in=service training
indicate confidence in their ability to use the new techniques.

B. More than half of the parents who attended the discussion session volunteered
comments that it had been extremely helpful to them.

C. Impartial observers describing the children's behavior before and during the use
of the new curriculum noted an improvement in attitudes.

D.  When samples of creative writing during the project were matched with those
of the same class two months earlier, approaches were more imaginative,
though choices of subject matter were parallel.
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E. Sociometric patterns show greater variation.

F.  After the third session, students began to arrive earlier and to ask whether
they could continue their projects at home.

While obtaining large amounts of qualitative information might be difficult, and
sometimes inappropriate, efforts should be made to get feedback communications
of a nature that do not lend themselves well to statistical treatment. Testimonials
and "stories of success” are examples of qualitative information that are important
in evaluating a project and have high reader appeal to non=statisticians.

Measures to be used in obtaining such data should be selected on the basis of their
potential validity and reliability. Whether data are collected from professional
observers or from participants in the project, plans should provide for interpretations
to be as objective as possible. An honest attempt to uncover difficulties and the
need for improvement is more valuable to others with similar goals than a one=sided

success story.

Plans for evaluation might be made through the cooperative efforts of the local
educational agency and the participating cultural and educational resources of
the community. These resources might provide special services and personnel to
conduct the evaluation or suggest particular methods which would be appropriate
or outside evaluators who would be qualified to assist in the assessment.

On-=site visitations will be made by Advisory Council members, for evaluations and
other purposes, subject to the approval of the ESEA Title lll Director. Advisory
Council members will usually be accompanied by members of the Title l staff.

VIL.External Audits, forms #4, page 65, #5, page 69; see also Evaluation 1.1.1.1,
page 62.

External audits will be provided for in each project. Project directors should contract
with persons who are not employed by their districts. Contracts should be specific

as to monetary payment schedules, number of visits, time of visits, what will be
audited, who will get reports of audit visits and when those reports are to be presented.
When possible, auditor visits should coincide with visits by project managers, and
copies of audit visit reports are to be filed with Title 11l project managers at the same
times that project directors receive copies.

Contracts with auditors are subject to the approval of the Title 1l staff.

Some general considerations are:

A.  That at least two audit visits be made per year.

B. That the person or persons selected know what an audit is.
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That they have knowledge about goal-objective managed projects.

That they have good records with regard to writing useful reports, and are
prompt in meeting deadlines.

That last audit reports be available for submission with continuation proposals.

That the auditors are knowledgeable in the educational areas that the project

is directed toward. That is, a person with a special education background

might be a better auditor for a special education oriented project than a specialist
in another area -~ all other matters being equal.

That selecting auditors near project sites might be useful for financial reasons
-= reduced travel costs and communications reasons, as people near project
directors might be easier to contact.

If a district has two or more federal or state projects that require audit visits,
using one auditor on more than one project might be possible, at a lower
overall cost.
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CHAPTER FIVE=--B

MONITORING SY STEM

internal , form #13, page 78; also "E" on page 60 and guidelines for proposal writing,

Appendix C, page 12.

Measures by which a local educational agency can assure the most effective and
efficient operation of a project should be designed. The successful operation of
each component of a given project can determine to a great extent the coordination
of services. A competent staff and assistants are necessary to maintain an adequate
project program. The coordination of efforts of the project personnel in their role
in program development and operation, in relation to services provided directly to
pupils, is of prime importance. Also, the coordination of the total direction of the
project as it relates to the community and district is imperative.

Monitoring will be a primary responsibility of the local person most closely associated
with a project, usually the project director. He should keep a project diary that
indicates the number and kinds of activities that have related to the project. The
diary is a quick means of determining status with regard to the calendar of events

and it is useful to the project writer, in that it encourages continuous collection of
information that is necessary for interim or final reports.

Proposals should be designed to show who will be responsible, how the monitoring will
take place and the fime intervals. Monitoring within local projects will insure that
projects are proceeding according to plan.

Examples of monitoring questions that might be applicable, but not limited to a given
project:

A.  Where required by the project design, is there significant community or parent
involvement in the project operation?

B.  Is there an indication of gross dissatisfaction with the project among the project
staff, pupils, parents, or community members?

C. Did you observe activities indicating to you adequate implementation of the
project plan?

D. s staff morale compatible with the success of the project ?
E.  Is there evidence of adequate operational evaluation by the staff?
F. In terms of the project calendar, has it accomplished specified interim objectives

on schedule?

G. lIs the program, in fact, following the pertinent guidelines and doing what it
is designed to do?

- 24 -




H. Is there adequate identification of materials and equipment purchased with
federal funds?

L Is the project effort focused on its optimal target population ?

J.  Are project staff activities adequately related to the project purposes and program,
rather than to the general district program?

K. Is the project functioning as a part of the total educational program of the
school ?

L. Is the project economically efficient?

M.  Does the project need help in adequately and properly meeting its dissemination
obligations?

N. Is there evidence of a degree of need sufficient to justify the funding of the
project ?
e there visible avidence of the enecialized activitiee renuired by the nraiac:?
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P.  Are there indications that the project design is inconsistent with the project
objectives?

Q. Is the project compatible with local needs and resources?

R. s there evidence that the program is tailored to the needs of the children
enrolled in the project?

S.  In terms of project design, and laws and regulations governing the project,
is it hitting its appropriate and specific student population?

T. Do student files and operational staff documentation indicate a degree of control
adequate to insure accomplishment of project objectives?

U. s the project in phase with its operational calendar?

V.  According to the project administration, is the project in phase with its fiscal
calendar?

External

The ESEA Title Il staff will monitor each project several times each school year to
assist the local educational agencies. The responsibility for successful operation of
a projects rests on ESEA Title Il staff, as well as the local district.

Additional external monitoring of projects will be provided by the local educational
agency project through contractual agreement with other agencies.
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Il. Calendar of Events, refer to guidelines for proposal writing, Appendix C, page 13.

The calendar of events will relate what events, on which dates and the person respons-
ible for each activity, in meeting stated objectives. The scope of the total proposal
should be set forth for effective planning, monitoring and evaluation.
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CHAPTER SIX
DISSEMINATION OF INFORMATION

(Form 7, Page 71, #13, Number 10, Page 78, Appendix C, Page 14)

Purpose and Objectives

Vital to the long-range success of Title 1l is the requirement that provisions be made
for communicating information about project activities and results, through publi-
cations, opportunities for observation, and other methods,

Since Title 1l seeks to encourage innovative and exemplary programs, it is important
to disseminate information which will create an awareness of need and a widespread
know ledge of projects with innovative features. To assure that educational improve=
ments are shared and pitfalls avoided, to stimulate cooperative efforts, and to gain
sublic support for and understanding of Title 1] activities, the education community
should know about the existence of any significant innovations, creative approaches,
or exemplary programs, and the public should be informed of activities which are
being planned or operated under Title IIl. Public interest and support is not only
desirable, but essential to realization of the goal of phasing out federal participa-~
tion in Title Il projects through local funding.

A, Dissemination Strategy

The entire dissemination effort must be closely linked to the evaluation
strategy. Plans for dissemination should parallel plans for evaluation for
two important reasons. First, evaluation is the acquisition and analysis

of decision-making data, while effective dissemination is the utilization

of evaluation findings (process evaluation) to promote understanding,
support, development, adoption, etc., on a broader scale, Second,
complex statistical data, specialized observations and other technical in=-
formation must be analyzed and interpreted for specialized audiences and
for general use. Planning for evaluation without regard to future dissemina-
tion strategies often results in an abundance of highly technical data, which
cannot be interpreted meaningfully either for the educator or for the public.

B. Dissemination Responsibilities

While the Arizona Department of Education should be responsible for state-
wide dissemination of promising practices, the grantee must inform educa-
tors, other professionals, and the public in the project area and in the
district concerning project activities,

Project proposals should indicate the procedures for reaching the following
decisions regarding dissemination of high-quality practices:

. The appropricte audiences.,
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2,  The most effective method (i.e., written word, visual presentation,
spoken word, etc.)

3.  Analysis of various audience needs.

4, Matching audience needs with the appropriate components of the practice.

5. Determination of most effective presentation to audience.

6. Determination of most effective follow=up activity (i.e., involvement in
practice, on=site visitation, provision of consultants in assisting in

implementation of high-quality practice, etc.)

7.  Evaluation of the dissemination process by the appropriate audience,

Types of Media

The following are examples of media that might be considered for disseminating

project information:
L 1 N

A.  Publications (leaflets, brochures, flyers, newsletters, etc.)

B. News media (newspapers, magazines, radio, television, etc.)
C. Visitations (opportunity for appropriate audiences to view the project in
operation),

D. Conferences (opportunity to discuss common goals and problems with persons
engaged in similar activities),

E. Lectures and demonstration programs (opportunity to inform interested audiences
concerning the progress of project activities == inherent in the demonstration
function is the involvement of interested groups beyond mere visitation).

Press releases, press clippings, brochures, abstracts and any other dissemination in-
strument or practice that is used at the local level should be forwarded to the State
ESEA Title Il office, so that extended coverage can be given to the project, when
possible.

Photographs of professional quality will be a valuable medium for displaying innova-
tive and exemplary features of a project., A file of carefully selected 5 x 8 inch
“glossies" would be especially useful for a variety of information purposes == in-
cluding local newspaper stories, pamphlets and brochures, exhibits for teachers or
parents and reports to the State agency, the U. S. Office of Education and others,
For most purposes, the quality of photographs will be more important than the
quantity. Pictures of students involved in activities which highlight the innovative
or exemplary aspects of a project, new equipment or facilities being used, and other
groups from the community participating in the program will be of particular interest,
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Hi.

Conventional classroom pictures and those of adults talking or at a conference table
should be avoided.

All stationery, letterheads, communiques, brochures, publications, directional signs
and any other kind of written communication that is used in connection with the
project, should prominently display ESEA Title IlI, so the project would be properly
identified with its funding agency. This practice is a very effective vehicle of dis=
semination and should be utilized to its greatest extent,

Both the form and extent of dissemination performed at the local level by a grantee
will depend upon the particular nature of the project, such as the scope and type of
activities conducted, the geographical area served, the number of participants, and
whether the grantee is a single school district or represents @ combination of districts.
All plans for local dissemination activities must be approved by the Arizona Depart-

ment of Education,

Dissemination Criteria

In selecting content and the most appropriate media for disseminating information
about a particular project, the following criteria may serve as a guide:

A,

Clarity - information is clearly stated with @ particular audience in mind.
For example, information about a project of special interest to educators
could have little meaning to the general public. Likewise, a brochure for
parents and one for businessmen might stress entirely different factors,

Validity = information presents a true picture, Fair coverage should be given
to both problems and achievement in the program. Efforts to convince the
audience should not distract from the presentation of an accurate image.
Particular features to be emphasized should be placed in context.

Pervasiveness ~ information reaches all of the intended audience.
Scheduling, illustrations, number and type of media selected, etc., should
be planned to provide the widest possible coverage within the audience

selected,

Impact - information evokes a response from the intended audience. The
potential of media to stimulate appropriate reactions should be utilized.

Timeliness = information is disseminated at the most opportune time.
Significant information should be presented when it will be of greatest
interest to the intended audience, or of greatest value in terms of the goal

of dissemination for this particular project. The time for dissemination could
be at the project's inception to stimulate interest, during the project's opera-
tion to report progress, or at its conclusion to report significant results,

Practicality - information is presented in the form best suited to the scope of
the project, considering such limitations as distance and available resources,
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Plans for the preparation, development and distribution of informational materials
will be included in the project proposal, together with a schedule of estimated

Five copies of all printed information (publications, news releases, etc.) and five
copies of other materials (photographs, films, tapes, etc.) disseminated for @

Title 11l project, together with a statement of intent and extent of distribution will
ke sent to the Arizona Department of Education. In the case of conferences or
observations, five copies of the report will be sent, stating size of group served,

H Ao Aavalamadd b o~ lasm! A

Any materials, packages or instruments designed and developed by o local educa-
tional agency during the life of, or as a results of, an ESEA Title Il funded project
becomes the property of the Arizona Department of Education, under the auspices
of "public domain." Materials, packages and instruments would be governed by

policies, rules and regulations of the Arizona Department of Education.

A detailed resume of institutions and agencies that might be of assistance to re=
searchers will be found in Chapter Cne, VIII.

V. Planning
costs.,
V. Reporting
purpose and results,
VI, Copyright Policy
VIl. Information Service
Viil. Diffusion and Adoption

The diffusion and adoption of ESEA Title Il practices by other school districts is
an important end result of all ESEA Title il activity. Thorough and effective
dissemination plans will make important contributions to accomplishing this goal.

The following tabie relates each stage of the adoption process to a strategy
applicable when appropriate to the local educational agency:

Stage Questions Needed Information

Diagnosis How am | doing? Current performance data

Awareness How can | do better? Alternative solutions to my
problem
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Stage Questions

Evaluation (Pre=trial) Will it work for me?

Trial How can 1 do it?

Evaluation (Post-trial) How did | do?

Installation How must | change?

Maintenance How do | continue?

-3 =

Needed Information

Settings and conditions where
the innovation succeeded or
failed

Sources of expert assistance
How to adopt to local
conditions

Comparative effectiveness
of old and new practices

Needed resources and actions
to make the innovation work

onerationally
OpPerariond::y

Resources and actions needed
to continue and modify the
innovation




CHAPTER SEVEN

. Local Education Agency Fiscal Concerns, Fiscal Management, Accounting and

Auditing Procedures

Ao

Use of Funds

]u

Obligations

The issuance of a grant award document by the Arizona Department

of Education, if made during the period in which the funds are avail-
able for obligation, will be regarded as an obligation of funds under
Title 1l of the Act in the amount of the grant award. Federal funds
so obligated will remain available for expenditure by the local educa-
tional agency during the period for which the grant was awarded.

The obligation recorded by the Arizona Department of Education shall
be adjusted when the grant award is amended and is determined to be
at variance with the amounts so expended by the local educational

agency.

All iocal agencies, inciuding those using an accouniing system

other than an obligation system, will need to maintain an accounting
of ESEA Title il funds on an obligation basis. Funds distributed to
local agencies will be available for use with respect to obligations
incurred by such agencies for an ESEA Title 11l project during the
period for which the grant was awarded by the Arizona Department
of Education.

Liquidation of Cbligations

It is expected that the cost of operation and maintenance of facilities ,
as well as all other indirect costs, will ordinarily be borne by the
applicant from non-Federal sources. However, where a project re~
sults in added costs for operation and maintenance of facilities which
are clearly allocable to the project, they may be eligible for Federal
reimbursement .

Under the project period concept, the final payment for a previously
reported obligation for a local project should be completed within a
short period (about 45 days after the end of the budget period. Ob-
ligations incurred at the local level will be adjusted to the amounts
of the actual net payments by the local agency when the payments
are made. ~

All such adjustments will be recorded and reported as adjustments of
expenditures from the allotment available at the time the project was

approved.,

Effective Date of Approved Project (Refer to Chapter two, IV, C=3 page 12)

The effective date of any approved project will be specified in the grant
award. Upon acceptance of the grant the applicant is authorized fo request
funds consistent with the negotiated budget ond the terms and conditions of

the grant,




Eligible Expenditures

To be eligible for Federal financial participation, an expenditure must:

1.  have been incurred during the period for which the expenditure was
authorized by the Notification of Grant Award;

2,  If an obligation, be liquidated within 45 days after the end of a pro-
ject period, and be adjusted to the amount finally paid;

3.  be incurred for activities in addition to those that had been provided
previously for public and nonprofit private school students and teachers;

4, conform to the terms and conditions of the grant;

5.  be clearly identifiable as additional expenditures incurred as a result
of the Title Il program;

Costs of maintaining and repairing equipment purchased under grants pursuant
to Title 11l of the Act are eligible for Federal financial participation during

the project period.

Expenses for site purchases and contingency aliowances are not eligibie for
Federal financial participation.

Indirect Costs: There can be no Title 1l financial participation in overhead
costs which are arrived at on a straight percentage basis. Such overhead
costs may be allowed only when they are documented and substantiated as
directly related to the project. Supporting documentation for entries in the
accounting records is necessary .

Expenditures (forms™ page 53, 74 page 65, page 69; form 78 submitted

by County School office)

The use of funds under ESEA Title Il by the local educational agency for the
administration of funded programs, including guidance, counseling and test-
ing, handicapped, and the evaluation and dissemination activities, will be
determined on the basis of documentary evidence of binding commitments

for the acquisition of goocds or the performance of work. Funds for personal
services, public utilities, travel, rental of facilities, purchases of materials,
supplies and equipment shall be considered binding commitments at such time
as the services were performed and the goods received.

Expenditures for which funds provided under ESEA Title 11l may be used include:

1.  FEstablishing and maintaining accounting, auditing and other informa-
tion systems required for the management of programs and projects under

ESEA Title II,

2.  Reasonable compensation for personal services of employees including
wages, salaries and supplementary compensation and benefits,

3.  Personnel administration and payroll preparation,

4.  Insurance coverage, to the extent consistent with the general policies
of the Arizona Department of Education or local educational agency
and with sound business practice; and the bonding of employees who
handle ESEA Title 11l funds,
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]3.

14,

15,

Consultant Services: ESEA Title 111 shall document consultant services
and their effectiveness so interested persons can review and obtain
the benefits of such information. It is important in the interests of
effective control and better evaluation of consultant services that
reports of such consultants be so documented.

It would not be permissible to contract for consultant services in
anticipation of needs expected to arise in the subsequent fiscal year
if such services could as readily be obtained in the year and at the
time that they were in fact needed. In other words, the timing of a
coniract for services must be related, insofar as practicable, to the
time at which such services are required.

Communications services,

The acquisition of consumable supplies and printed and published
materials for the use of persons administering, supervising, or partici-
pating in ESEA Title Il programs or projects,

Printing and reproduction,
Travel and transportation,
Data processing services,

Acquisition (including rental) of office equipment and other equip-
ment required for supervisory and demonstration functions,

Rental of office space in privately or publicly owned buildings, pro-
vided that:

a. The expenditures for the space are necessary and properly related
to the efficient administration of the program,

b. The amounts paid are not in excess of comparable rental in the
particular locality,

c. The expenditures represent a current cost,

d. In the case of a publicly owned building, like charges are made
to other State or local agencies occupying similar space for similar
purposes.

Utilities, security, janitorial and similar services to the extent not
otherwise included in rental or other charges for space,

Maintenance and repair of property to the extent necessary to keep
such property in an efficient operating condition ,

Renovation and minor remodeling of previously completed building
space, where such space is needed for the administration or operation
of ESEA Title 11l programs or projects and renovation or remodeling

is necessary to make the space suitable for such use.
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Accounting Basis (form #¥C8, page 76)

All local agencies, including those using an accounting system other than
an obligation system, will need to maintain an accounting of ESEA Title 11l
funds on an obligation basis. Funds distributed to local agencies will be
available for use with respect to obligations incurred by such agencies for
an ESEA Title il project during the period for which the grant was awarded

by the State agency.

Records

The official accounts and documents showing receipts and expenditures of
funds by the focal educational agency under the approved State plan will
be maintained by the County School Superintendent,

The records must be kept for three (3) years after the end of the fiscal year
if audit by or on behalf of the Department of Health, Education and Welfare
has not occured by that time, the records must be retained until audit or un-
til five years following the end of the budget period, whichever is earlier.

Inventories: The local educational agency shall maintain inventories of all
equipment it has acquired with funds under Title il and costing one hundred
dollars ($100) or more per unit for the expected useful life of the equipment
or until its disposition; to be determined by approval of the Title lii office.
The records of such inventories are required to be submitted to the Title I}
office at the end of each project funding period.

il. Equipment: Acquisition, Maintenance and Disposition

Aa

Acquisition

Equipment needed for the project will be acquired either by purchase or
rental, whichever represents the more economical use of Federal funds for
the project period. If equipment is rented, applicant should consider se-
curing a rental purchase agreement to cover the possibility of eventual

purchase.

To permit maximum use, equipment and materials should be ordered prompt-
ly after receipt of the award. Equipment must not be ordered when delivery
cannot be made at least sixty (60) days prior to the grant’s expiration date,

unless exception is made by the Arizona Department of Education,

Invoices should specify that materials or equipment purchased with ESEA
Title H! funds were received in good condition and in the quantities indicat=

ed on the invoices,

Bidding: Bidding for the purchase of equipment and materials will be con-
ducted according to applicable State and local statutes. In the absence of
such stafutes, procedures established for purchases amounting to more than
$1,000 should require (a) at least three quotations and (b) award to the
lowest bidder or to the bidder with the most suitable equipment and materials.

Leased Equipment: ESEA Title HI funds can be used for leasing equipment
necessary to fulfill requirements specified in the original proposal.
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Lease-Purchase of equipment: A lease=purchase agreement for equipment
used to fulfill requirements specified in the original proposal cannot be
considered during the project funding period.,

Title and Control

Title to equipment acquired with funds made available under ESEA Title HI
shall be vested in, and retained by a State or local educational agency,
and such equipment shall be subject to the administrative control of the
State or local educational agency at all times until the end of its useful
life or its disposition, whichever is earlier. The records involved in any
claim or expenditure which has been questioned shall be further maintained
until necessary adjustments have been made and such adjustments have been
reviewed and approved by the U.S. Department of Health, Education and
Welfare,

All equipment acquired by a local educational agency under ESEA Title il
may not be sold or exchanged for a different type of equipment before the
expiration of its useful life unless approval is given by the Arizona Depart-
ment of Education, or before the end of the project period and its exten=
sions. Where equipment is soid within five (5] years affer the end of the
project period, the amount received shall be returned to the U.S. Office
of Education.

Following termination of a project, arrangements should be made by the
grantee and the Arizona Department of Education to insure that all equip-
ment purchased under the project will be used continuously during its
useful life to benefit public elementary and secondary school children,
However, the local educational agency may arrange for the disposition of
equipment in the case of obsolescence or when ordinary wear would make
it unwise or uneconomical to continue using it.

Inventories

Each State and local educational agency shall maintain inventories of all
items of equipment acquired with ESEA Title 11l funds which have an
initial acquisition of $100 or more per unit, A list of equipment purchased
should be sent to the ESEA Title Il office at the end (within 45 days) of
each budget period. Such inventfories shall be maintained for the useful
life of the equipment or until its disposition, whichever is earlier, and
records of such inventories shall be kept intact and accessible for five

(5) years; or three (3) years if an audit by or on behalf of the Department
of Health, Education and Welfare has occurred by that time.

Maintenance and Repair

Each State and local education agency shall make reasonable provision
for the maintenance and repair of equipment acquired with ESEA Title Il
funds, and shall be responsible for replacing or repairing (with State or
local funds) equipment that is lost, damaged or destroyed due to the neg-
ligence of the State or local agency.,
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E. Disposition of Equipment

When equipment is no longer used and is sold, the Federal Government
shall be credited with its proportionate share of value of such equipment
at the time of such diversion or sale. Such value shall be determined on
the basis of the sale price in the case of bona fide sale; or the fair market
value in the case of a diversion of use.

Contracted Services (forms 74 page 65, 5 page 69)

A grantee may enter into a cooperative agreement or coniract for the provision

of services under a project if the services as well as the cooperating institution,
organization, or agency, are acceptable to the Arizona Department of Education,
Such a cooperative agreement or contract will be acceptable only if the Director

is assured that the grantee will retain the responsibility for supervision and admin-
istrative control of the project. The proposed terms of the agreement or contract
may be submitted in the initial project proposal or as a project alteration. Services
which may be contracted are those which the grantee's regular staff cannot provide
and which are not deemed appropriate as a continuing staff function,

Under no circumstances may the entire project be coniracted.

Timing of a contract for services must be related, insofar as practicabie, to the
time at which such services will be required. It is not permissable to contract for
services in anticipation of needs expected to arise in the subsequent fiscal year
if such services could as readily be obtained in that year at the time that they
were in fact needed.

If any services in connection with the proposed project are to contracted, provide
the following information in each case:

A, Name and kind of agency with which the contract will be made;

B. Dates of contract (expiration date must not be later than that of the project
ending date specified on the grant award)

C. Type of coniract, e.g.; fixed price, cost reimbursement, cost sharing, etc.

D. Funds to be paid under the coniract;

E. Services to be provided;

F. Responsibilities to be retained by the applicant for the control and super-

vision of the contracted services.

A cooperative agreement or contract between the grantee and another organization
to conduct a major portion or project activities or to share its operation generally
will provide, among other things, for;

A, Maintenance of separate accounts and records,

B, Adherence to P.L. 89-10 as amended, ESEA Title 1l Regulations, grant
terms and conditions and instructions issued by the Arizona Department of

Education,
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C. Submission of expenditure reports to the local education agency,

D. Availability of records to representatives of the U.S. Office of Education
and the Arizona Department of Education.

Any time a consultant is engaged for more than seven (7) days in one budget period,

his services shall be considered a sub~-contract rather than a personal fee and the
sub-contract must be approved by the Director of ESEA Title 111,

Grant Related Income

Occasionally, income is generated in connection with activities supported by
ESEA Title IlI funds. Examples of grant=related incomes are:

A, Sale of products or services, such as special tests developed through project
activities,

B. Fees received by the grantee organization or an employee for personal

P T e b

he period of, grani=

2,

services performed in connection with, and during
supported activity,

C. Sale of items generated or produced as a consequence of a demonstration
grant,

The foregoing are illustrative examples and are not to be considered all-inclusive.

The local educational agency, as the legal grantee, is accountable to the Office
of Education for the federal share of any grant-related income. Any such grant-
related income shall be made available for the purposes of ESEA Title Ill, If the
income cannot be used, it is to be paid by the grantee to the U.S. Office of
Education.

Financial Reports (form #C-8 page 76)

Vi.

For each month of project activity, a monthly report of Federal funds expended is
required. This report is due by the end of the month following expenditures of
funds, and is to be mailed to the Fiscal Aid Division, Arizona Deparfment of
Education, State Capitol Building, Phoenix 85007,

For each budget period of project activity, a report is required showing an estimate
of expenditures to the end of the period.

A report is due after the end of Federal funding for project activity within 45 days
or when all obligations have been liquidated, whichever occurs first, showing all
disbursements during the budget period, plus obligations liquidated after the end of
the budget period.

Financial Audit Standards

Audits will be conducted in accordance with generally accepted auditing standards
and will include such tests of the accounting records and such other auditing pro-
cedures as are necessary to assure that all transactions examined are in compliance
with this plan and applicable laws and regulations.
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Auditing Local Educational Agency Activity Records

When the Auditor General's office audits the financial records of the local
educational agencies pertaining to all expenditures claimed for federal
financial participation under the provisions of ESEA Title 111, those reports
will be maintained and available in the office of the Auditor General,

Project expenditure records should be audited annually. Such audits may
be performed as a regular part of the local school audit procedures pre-
scribed by State laws and regulations. Local agency audit programs should
be developed in accordance with generally accepted auditing standards.
Such audits may be performed by the Auditor General of the State of
Arizona or by any Certified Public Accountant.

The local audit report should include separate financial schedules or
statements identifying receipts and expenditures applicable to each spec-
ific project, with appropriate certification as to the validity of the report.

Local project audits should be filed at the State level and should be sub-
mitted to, and be made available for use by the Arizona Department of
Education and representatives of the U.S. Department of Health, Educa-
tion and Welfare. All such records and documents af the State office will
be examined by program review teams and available to federal auditors.

In addition to the usual accounting records and documents, the local
educational agency must make available to the auditor the following infor-
mation, applicable to Title 111, which is necessary to determine the eligi-
bility of expenditures:

Manual for Project Applicants and Grantees

Approved ESEA Title 11l Project Application

Grant Award, Negotiated Budget, Grant Terms and Cenditions
Expenditure Reports of Federal Funds

Auditing Local Educational Agency Financial Records

The audit report must include separate financial schedules or statements
identifying receipts and expenditures applicable to ESEA Title Hl, includ-
ing most of the following items:

1.  Background

a. Grant award number, period, total amount authorized for
expenditure and location

b. Statement on any contract with other organizations to perform
component of project work

c. Scope of audit

d. References to State regulations, minutes of board of Education
or Board of Directors; or other directives pertinent o the audit

findings.
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2.  Statement on grant funds, including receipts, disbursements, and
balance on hand for the period under audit.

3.  Auditor's statement of project expenditures, including appropriate
comments on any deviations from negotiated budget, and grantee's
expenditure report fo the U.S. Cffice of Education.

4,  Summary of audit findings (including audit exceptions and disposition,
as well as a statement on adequacy or inadequacy of system and
procedures), including comments of project officials.

5.  Names and titles of project representatives, board of education or
board of directors, and contractor representatives contacted by auditor,

6, Auditor's certification.

Specific Audit Considerations

For audits of local agencies, it is essential that specific procedures be
deveioped fo verify thai:

1.  Funds received and disbursed by the local agency were properly
accounted for;

2.  Payments reported by the local agency were actually made to the
vendors, confractors, and employees, and that they conform to
applicable laws and regulations, including procedure requirements;

3.  Refunds, discounts, etc., were properly credited to the specific
programs as reductions of the gross expenditures;

4,  Payments are supported by adequate evidence of the delivery of
goods or performance of services;

5.  Obligations included in the report of expenditures were actually in-
curred in accordance with regulations during the budget period for
which the expenditure was claimed and, upon liquidation, were
adjusted properly for any differences;

6.  Expenditures for personal services, for services performed by public
utilities, for travel, and for rental of facilities included in the
report of expenditures were actually incurred in accordance with
regulations during the budget period for which the expenditure was
claimed;

7.  The same item is not reporfed as an expenditure for two or more budget
periods, e.g., obligation in one period and payment in another;

8.  Adequate equipment records and controls are maintained;

9.  Prorated expenditures, such as salaries, travel, etc., are divided
correctly between two or more programs administered by an agency,
and that the basis of such division is reasonable, equitable, and sub-
stantiated;
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VIi.

10.  Federal funds from one program are not used for matching purposes
under another Federal program, except as specifically authorized,
and that the same expenditures are not claimed for matching pur-
poses under more than one Federal program;

11.  Unexpended Federal funds advanced or overpaid are properly accounted
for in accordance with instructions from the U.S. Office of Education,

D. Audit Exceptions

An Audit exception is a determination by an appropriate authority that an
item questioned by the auditor is not properly chargeable fo the program
and should be disallowed. The U.S. Commissioner of Education determines
the allowance or disallowance of items in U.S. Cffice of Education pro-
grams which are questioned by the auditor.

Provisions for Assuring that ESEA Title 11l Funds will Supplement and Not Supplant

STafe and Local Funds (see Appendix A, form 7 12 page 81 and form 73 page 93)

A, Project proposal applications shall provide sufficient financial information
to verify that the total cost of education in a given local educational
agency shall not have been less for the preceding fiscal year than it was
for the second fiscal year preceding the application. Each application
form must contain information pertaining to the total expenditures of the
local educational agency for the two fiscal years preceding that date of
the ESEA Title 11l application. This information must exclude costs and
reimbursements effected under all federal programs.

B. The local educational agency shall provide sufficient evidence to determine
that state and local funds have not been and will not be withdrawn from
support of a specific project or program similar to that for which the appli=
cation is made. The applicant agency shall make assurances that any pre-~
vious financial support for a program or services similar to those to be
funded under the ESEA Title I1l application will not be reduced. This
accounting shall exclude consideration of any federal funds which were
previously devoted to support project activities.

C. The combined fiscal effort (per pupil expenditure) of a local educational
agency and the State with respect to the provision of free public educa~
tion must not be less in the preceding fiscal year than it was in the second

preceding fiscal year.

If the fiscal effort of the local educational agency should be reduced from
the second preceding fiscal year to the preceding year, the local educa-
tional agency shall provide evidence that this reduction was occasioned

by an event which could not have been anticipated by the local educational
agency and that the reduction in fiscal effort does not go beyond that
occasioned by the aforementioned unusual event. The State Advisory
Council will then analyze the circumstances and make recommendations.
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VI,

In no case will the above exception be interpreted to mean that ESEA
Title 11l funds must be shown to supplement State and local funds.

Provision for Not Commingling Funds

IX.

Any ESEA Title 1l funds received by the State and any ESEA Title 1 funds ex-
pended by the State for any purposes shall not be commingled with State funds

and will be accounted for separately from State funds in such a manner that an

audit will be able to identify ESEA Title Il funds and expenditures as disting=

uished from funds from State sources.

Any ESEA Title I funds received by a local educational agency and any ESEA
Title 1 funds expended by such agency for any purpose shall not be commingled
with State or local funds, and will be accounted for separately from State or
local funds in such a manner that an audit will be able to identify ESEA Title 1l
funds and expenditures as distinguished from funds from State or local sources.

Continuation and Termination of Projecis

A, Continuation, forms #3, page 53; 74, page 65; 75, page 69; 76, page 70;

#’7, page 7 I; "C8, page 76; also see Reporf Requirements and Insfructions

Projects receiving evaluative ratings indicative of excellent progress and
giving assurance of additiona! progress potential will be eligible for con=-
tinuved funding for a maximum total of three years. For continuation of a
project, new applications will be submitted each year. Applicants will:

1.  Submit a proposal projecting continuation costs and descriptive
information on maintenance, expansion or improvement of project
activities and programs.,

2, File a continuation proposal with the ESEA Title Il office, sixty
(60) days prior to the end of the budget period.

3. Provide evidence of increased support for the continuation period.

4, Document the continued existence of critical educational needs
which the project is designed to meet.

5, Provide information concerning plans for continuing the project
beyond ESEA Title I support.

B. Termination

If, at any time during the operation of a project, it becomes evident
that the project is not fulfilling the objectives proposed, that there is
mis~-management or malfeasance connected with the project, or that the
local educational agency chooses to discontinue the project, the project
may be terminated within a reasonable time during the grant period or
the budget period. Before a project is terminated, an effort will be
made by the ESEA Title 11l staff to correct deficiencies of the project.
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X,

Once, however, it has been determined through the evaluation process
that project cannot achieve the desired resulis, the evaluative reports and
recommendations for project termination will be submitted to the Advisory
Council, Should the ESEA Title 11l staff, the Advisory Council and the
State Superintendent of Public Instruction concur in a recommendation for
termination, the following provisions will apply:

1. The local educational agency will be advised of intentions to terminate
the project and the reasons for such a decision will be specified.

2.  Termination will be made no later than sixty (60) days from the initial
notice of intention to terminate. The ESEA Title HI staff will work
cooperatively with the grantee to devise a termination plan. This
plan will allow time for orderly disposition of personnel, coniracts,
equipment, records, reports and conclusion of fiscal accounts.

3.  The local educational agency may request and receive a hearing
before the ESEA Title Il advisory Council within thirty days follow~
ing receipt of the termination advisement. The results of the hearing
wiil be made known within fifieen (15) days.

Provisions for Hearings

Xl.

A local education agency whose proposal is denied funding will be notified by
registered mail within 15 days. After such notification they will be given ten days
to request a hearing before the ESEA Title Il Advisory Council, Action will be
taken by the Advisory Council within thirty (30) days., Within thirty days after
the hearing the State Superintendent and the State Board of Education will render
their decision on the appeal. The ESEA Title Il staff will so notify the appellant
by registered mail of this decision. The applicant will then have the right to
further final appeal to the U.S. Commissioner of Education as specified in the Act
(P.L. 90~247) and the Regulations (33 F.R. 1128-11290),

Proration of Staff Time, forms #3, page 55

The proration of local agency staff time between the Title Il program and other
programs must be based upon the amount of time an individual actually devotes to
each program, and must be documented by an estimated statement of the time each
employee will devote to the Title 11l program as well as an officially signed state~
ment of the time actually devoted to the program. These documents must be avail-
able at the time of an audit to support claims for full-time local agency personnel
who work part-time in the Title Il program. When prorating staff time, Title 11l
funds must be used to supplement and in no case supplant local funds.
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CHAPTER EIGHT

REPORTING AND APPLICATION PROCEDURES

Each of the following application and reporting procedures is designed to facilitate effective
storage and retrieval of project data and to omit unnecessary overlapping in reporting require-
ments. Each procedure involves the submission of a set of forms and a narrative report.
Official Office of Education forms and instructions will be supplied, some of which are
multi-purpose and used for one or more application and reporting procedures. For example,
the ESEA Title Il Statistical Data Form is submitted as Part | in every case, but specific
instructions attached to the form designate which sections or blocks are to be completed

for each purpose.

Applications and reports are submitted to:

Arizona Department of Education
Director of ESEA Title 111

1688 West Adams Street, Suite 423
Phoenix, Arizona 85007

The following pages include report guidelines and formats which are required from the local
educational agencies. These guidelines and forms will yield the information the State
needs in order to award grants and to complete its annual report to the U.S. Office of
Education.
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INFORMATION AND FILING INSTRUCTIONS

A. Administrative Forms

Summary and Form Number of Required Reports

Title of Form Number of Form
i Preliminary Letter of Intent ADE/Title ll1/D1
H Statement of Intent " " 2
Hl Initial Application
Part |, Statistical Report (A,B,C,D) oo 3
Part 11, Financial
Budget Summary oo 4
Supplementary Schedules e 5
Part 1V, Assurances oo 12
Part V, Checklist e 13
v Application for Continuation CGrant
Part 1, Statistical Report (A,B,C,D) o 3
Part I, Narrative: Progress and Activity Report oo 6
Part 111, Dissemination Report " " 7
Part 1V, Financial
Budget Summary oo 4
Supplementary Schedule e 5
Part V, Monthly Expenditure Report oon C8
\Y End of Project Period, Final Expenditure Report v c8
Vi Amendment Form " " D9
vii End of Project Report
Part I, Statistical Report (A,B,C,D) oo 3
Part I, Evaluation Report e 10
Part 11, Dissemination Report v 7
Vil Requirements for Funding
Part 1, Estimate of Needs for Cash e N
Part 11, Monthly Expenditure Report oo C8
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B. Report Requirements and Insiructions

Instruction

Report Form # Page

| Preliminary Letter of Intent 1 48
H Statement of Intent 2 49
11 Initial Application 50
*Part 1, Statistical Report (A,B,C,D) 3 53

Section A 3 53

Section B 3 54

Section C 3 55

Section D 3 57

Part 11, Project Design: Narrative 59

Part 111, Financial 64

Budget Summary Form 4 65

Budget Summary Instructions 4 66

Supplementary Schedule Instructions 5 67

Examples 5 68

Forms 5 69

Part 1V, Assurances 12 81

Part V, Checklist 13 78

The deadline for submitting applications is February 1 of each year. Thirty copies,
on standard 8 1/2 x 11 inch paper, must be submitted to: Director of ESEA Title 11,
1688 West Adams, Suite 423, Phoenix, Arizona 85007.

v Application for Continuation Grant 6 70
*Part |, Statistical Report (A,B,C,D) 3 53
Part I, Narrative: Progress and Activity Report 6 70
Part 111, Dissemination Report 7 71
Part 1V, Financidl
Budget Summary Form 4 65
Supplementary Schedules 5 67
Part V, Monthly Expenditure Report C8 76
This report must show anticipated expenditures through end of current budget
period. Thirty copies must be submitted, sixty days prior fo current grant expir=
ation date, to: Director of ESEA Title 111, 1688 West Adams, Suite 423, Phoenix,
Arizona 85007.
vV End of Project Period, Final Report Expenditure ce 76
Vi Armendment Form 9 75
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Vil

Vili

Instruction

Report Form # Page

End of Project Report
*Part |, Stafistical Report (A,B,C,D) 3 53
Part I, Evaluation Report 10 72
7 71

Part Hl, Dissemination Report

This report must be submitted within forty-five (45) days after the current grant
expiration date. Ten copies should be submitted to ESEA Title fil.

Requirements for Funding
Part |, Estimate of Needs for Cash 11 74
Part 11, Monthly Expenditure Report of Federal Funds ce 76

Form C8 is exiremely important to ESEA Title lll. 1t serves the dual purpose

of Monthly Expenditure Report and the End of Project Report, Instructions are

to be found on the face of the form. Forms are sent to the County School office

upon request from the County School Superintendent. Requests should be directed

to: Duplicating Division, 1730 West Adams, Phoenix, Arizona 85007. Completed
forms will be submitted by the County School Superintendent to: Arizona Department
of Education, Business and Finance Division, State Capitol Building, 1700 West
Washington, Phoenix, Arizona 85007.

* The following Statistical Report form will be used as Part | of the Initial Application,
Part | of the Application for Continuation, and as Part | of the End of Project Report.
Specific instructions for each term identify the kind of information to be supplied for

each purpose.

NOTE: Forms and related instructions for each of the requirements follow.
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Form 1

ARIZONA DEPARTMENT OF EDUCATION
ESEA TITLE Il
Elementary and Secondary Education Act of 1965 (P.L. 89-10)

PRELIMINARY LETTER OF INTENT

SECTION A - GENERAL PROJECT INFORMATION

Submit this one form only _ Date Due: October 1
1. STATEMENT OF INTENT TO SUBMIT A
| [ PLANNING PROPOSAL ] s OPERATIONAL PROPOSAL

2. PROPOSED PROJECT TITLE (5 words or less)

3. NAME OF APPLICANT (Local Educational Agency)

4. ADDRESS (Number, Street, City, State, Zip Code)

5. NAME COF PROPOSED PROJECT DIRECTOR 6. ADDRESS(Number, Street, City, Zip)

PHONE NUMBER AREA CODE

7. NAME OF PERSON PROPOSED TO BE AUTHORIZED TO RECEIVE GRANT

8.  ADDRESS (Number, Street, City Zip Code) PHONE NUMBER AREA CODE

9. POSITION OR TITLE

10.  GIVE A BRIEF NARRATIVE DESCRIPTION OF YOUR TNTENDED PROJECT

21 GNATURE OF AUTHORIZED REPRESENTATIVE DATE SUBMITTED

ABDE/Tiile TI/D1
7/71/1000
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Form 2
ARIZONA DEPARTMENT OF EDUCATION
ESEA TITLE 1
Elementary and Secondary Education Act of 1965 (P.L. 89-10)

STATEMENT OF INTENT

SECTION A - GENERAL PROJECT INFORMATION
Date Due: November 1

T.  STATEMENT OF INTENT TO SUBMIT A
[: PLANNING PROPOSAL l "'] OPERATIONAL PROPOSAL

2. PROPOSED PROJECT TITLE (5 words or less)

3. NAME OF APPLICANT (Local Educational Agency)

4. ADDRESS (Number, Street, City, State, Zip Code)

NAME OF PROPOSED PROJECT DIRECTOR & ADDRESS(Number, Street, City, Zip Code)

v

PHONE NUMBER AREA CODE

7. NAME OF PERSON PROPOSED TO BE AUTHORIZED TO RECEIVE GRANT

8.  ADDRESS (Number, Street, City, Zip Code) PHONE NUMBER AREA CODE

9. POSITION OR TITLE

T0. PROPOSED LENGTH OF PROJECT

1 year 2 years 3 years

Attach sheets to explain the following. Give sufficient information to determine the feasibility of
continuing pursuance of the innovation.

A.  Explain need
B. List objectives
C. Anticipated activities to satisfy objectives

D. Estimate budget for planning phase and/or operational phase

SIGNATURE OF AUTHORIZED REPRESENTATIVE DATE SUBMITTED

ADE/Title NI/D2
7/71/1000
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Preliminary letter of intent should be submitted October 1 of each year, see Page 48.

Statement of intent should be submitted to the ESEA Title ll office November 1 of
each year, prior to submission date of proposal, February 1.

Initial Application Instructions

Part | == Statistical Report, Form #3, page 53.

The Statistical Report is to be submitted at the following times:

A.  Initial Application =~ the Statistical Report form is used, as Part 1, to report
proposed project activities.

B. Application for Confinuation -- as Part 1, the Stafistical Report form is used
to report project activities of the preceding budget period.

C.  End of Project Report == as Part 1, the Statistical Report form is used to report
project activities of the final budget period.

When this report form is an Initial Application or an Application for Continuation
Crant, estimates will suffice for some items. However, when it is used for the

End of Project Report, actual figures should be given.

1. General Project Information (Section A)

(ltem 1) Check only one reason for submission of form.
(ltem 2): Check according to definitions, page 10.
(ltem 3): Pilot activity may be a part of either planning

or operational activity.

(ltem 4): Maximum three (3) years.

(Item 5): Give a concise project title (5 words or less).
(ltems 6=18): Complete these items as indicated.

(ltem 19): Supply current expenditure per public school

pupil in ADA or ADM of non-federal funds.

2.  Participation (Section B)

{ltem Ta): Enter the current total school membership (public
and non-public) by grade level or category, for the
schools served by the project.
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(Item 1b): Estimate the number of persons expected to partici-
pate in the project during the forthcoming budget

period (exclude projections which would be affected

by future continuation grants). For the End of
Project Report, give actual numbers of persons who
participated.

(ltem 2): Estimate the number of participants by selected
minority groups. Entries for this item are appli-
cable to ftem 1b(1) and 1b(2), Column 8. For
the End of Project Report, give actual numbers
of persons who participated.

(item 3): Rural includes areas of fewer than 2,500 inhabi-
tants; metropolitan area - central city ~ low=
socio - economic area includes areas characterized
by low=socio-economic conditions within cities
of 50,000 inhabitants or more; other central city

includes areas other than low-socio-economic areas

in cities of 50,000 inhabitants or more. Other
urban includes areas with fewer than 50,000 but
more than 2,500 inhabitants; this category includes
suburbs. The total percentage distribution must
equal 100%.

Title 11l Project Staff (Section C)

Give the number of persons to be paid by Title [ll funds in the various
categories.

Regular staff refers to personnel who were employed by the school system
prior to Title Il project. Full-time or part-time refers to time spent in a
particular function. Staff members who conduct the in-service training
should be identified in Section C, 2(e), Columns 2 thru 9, and "In-
service" should be inserted after "Other. "

Columns 2 and 3:

Give the number of regular staff assigned to projects. Full and
part-time personnel may have part-time assignments in more than
one function.

Column 4:
To compute the full-time equivalency (FTE), add the total number
of hours worked per week by part-time personnel and divide by the

number of hours in the regular full-time work week. Example
(40 hour work-week basis): If each of 4 staff members works 20 hours
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per week, each of two staff members works 10 hours per week, the
total hours worked would be 80 plus 20, or 100 hours. One hundred
hours divided by 40 yields an FTE figure of 2.5 persons.

Column 5:

To find the total full-time equivalency add the total of columns
(2) and (4).

Columns 6 - 8:

Give the number of new staff members hired specifically for Title
l projects.

Column 9: Add totals of columns (6) and (8)

4, Services Offered, Persons Direcily Served, and Estimated Cost of
Services (Section D)

Give as accurate an estimate as possible of the services provided or

to be provided by the project. The number of persons and the estimated
cost may be counted more than once since the same persons may receive
services in more than one program or service area in Column (1).
Columns (2-5) are to include non-public as well as public school partici-
pants, and Column (6) should list the number of non=-public school
participants thus included.

NOTE: Section D, ltem 5 "Occupational Areas" includes Agriculture, Distrikutive Education,
Health Occupations Education, Home Economics (when occupational), Office Education,
Technical Education, and Trade and Industrial Occupations. The "Other Areas"
includes Business, Health and Safety in Daily Living, Home Economics (non-occupa-
tional), Physical Education, Recreation, Safety, Driver Education and Junior ROTC.

The content of Differentialized Curriculum for Handicapped Pupils is reported in
ltem 8, "Remedial and Special Education."
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Form 3

ARIZONA DEPARTMENT OF EDUCATION
ESEA TITLE HI, PLANNING OR OPERATIONAL PROPOSAL

Elementary and Secondary Education Act of 1965 (P.L. 89-10)

PART |, Statistical Data and Related Information

SECTION A =- PROJECT INFORMATION
1. Reason for submission of this form (Check one)

i { Proposal for initial Title Il Grant f | Proposal for Continuation Grant
2.  Major Description of Project: (Check) " 3. Type(s) of Activity (Check one or more)
f | Innovative | b Culdance ’ | Planning of [ | Operation of
‘ Program Program
i ; Adaptive
| | Handicapped 1 i Includes Pilot f | Includes Pilot
| | Exemplary — P ——  Activity Y—— Activity

4.  Expected Length of Project Period (Both Planning and Operational):
5. Project Title (5 words or less):
6. Estimated Project Cost: First Year Second Year _ Third Year
7. Briefly summarize the purpose of the proposed project and give the area of major emphasis:
€. Name of Applicant (Local Educational 9. Address (Number, Street, City, State, Zip Code)
Agency ):
10. Name of County: 11.  Congressional District:
12. Name of Project Director: 13.  Address (Number, Street, City, Phone Number
State, Zip Code)
Area Code
14, Name of person authorized to receive Grant: 15. Address (Number, Street, City, Phone Number
(Please type) State, Zip Code)
Area Code

i6. Position or Title:

17. List the Number of each Congressional District served:

18. A. Total Number of Counties served B. Total Number of LEA's served
C. Total estimated population in geographic area served .

19. A. Latest average per pupil ADA expenditure of Local Educational Agencies served: §

B. Preceding year ADA Expenditure $

Signature of person authorized to receive Grant: Date Submitted

ADE/Title 11/D3
7/71/1000
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SECTION B == PARTICIPATION

1. School Membership, Project Participants and Teachers in In-service Training

Adults +
(Exclude
teachers | Teachers
Pre- receiving| receiving
Kinder= |Kinder- | Grades | Crades |inservice |inservice
Categories garten garten 1-6 7-12  jtraining) |training | Totals
Membership of Public |
schools served Schools |
by projects Non=public
Schools
Number of Public
persons Schools
participating Non=public
in project Schools

e e —— | ———

—e————

2.  Number of Participants by Selected Minority Groups

American Negro

3. Rural/Urban Percentage Distribution of Participants Being Served by Proj

American Indian

Oriental American

Spanish~Surnamed
American (Mexican, Puerto
Rican or Cuban descent)

ect

Participants

Rural Standard Metropolitan Area
Low=Socio-
Farm Non-Farm Economic Area Other

Other Urban

Percent of Total
Number Served

ADE/Title 11/3

7/71/1000
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PART I, SECTION C == TITLE 11l PROJECT STAFF

Personnel Paid by Title 11l Funds

TYPE OF PAID PERSONNEL
(1)

Regular Stoff Assigned to Project

New Staff Hired for Project

Number | PART-TIME IN Number| PART-TIME IN

Full- FUNCTION | Total | Full- FUNCTION |Total

Time |Number FTE Time [Number FTE
In of (Col. In of (Col.

Function Persons | FTE |2 &4) [Function Persons| FTE |6 & 8)
@) (3) 4) (5) (6) (7) (8) %)

-}

. Administration=Supervision

2. Teacher
(a) Pre-kindergarten

(b) Kindergarten

(c) Crades 1-6

{d) Crades 7-12

(e) Other (Specify)

3. Specialists (Other than regular
teachers): Artists, Scientists,
Musicians, etc.)

4. Technicians {(Audio=visual,
Computer Specialists)

5. Pupil Personnel Workers (Counselors,

Social Workers, Psychologists,
Attendance Workers)

6. Medical, Health, and Psychiatric
Personne!

7. Researchers, Evaluators

8. Planners and Developers

9. Disseminators (Writers, Public
Relations Personnel, Editors, etfc.)

10.0Other Personnél

11.Para=professional Teacher Aides,etc.

12.0ther Nonprofessional (Clerical,
Bus Driver, etc.)

ADE/Title 111/3
7/71/1000
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PART I, SECTION C == TITLE 1l PROJECT STAFF (Continued)

Personnel Not Paid by Title Il Funds

TYPE OF PAID PERSONNEL

Regular Staff Assigned to Project

New Staff Hired for Project

()

Full-

Number | PART=TIME IN

FUNCTION

In

Time N

Function| Persons

2 16

umber|
of

FTE
4)

FTE
(Col.

()

Total Full-
Time Number

2 & 4) [Function

Number

PART-TIME IN
FUNCTION

In

()

Persons

of

)

FTE
@)

Total

FTE
(Col.
6 & 8)

%)

—y

. Administration~Supervision

. Teacher

(a) Prekindergarten

(b) Kindergarten

(c) Grades 1-6

(d) Crades 7-12

(e) Other (Specify)

. Specialists (Other than regular

teachers): Artists, Scientists,
Musicians, etc.)

Technicians (Audio-visual,
Computer Specialists)

Pupil Personnel Workers (Counselors,
Social Workers, Psychologists,
Attendance Workers)

Medical, Health, and Psychiatric
Personnel

. Researchers, Evaluators

Planners and Developers

7
8.
9. Disseminators (Writers, Public Relation

Personnel, Editors, efc.)

10.Other Personnel

11.Paraprofessional, Teacher Aides,etc.

12.0ther nonprofessional (Clerical,

Bus Driver, etc.)

ADE/Title 1/6
7/71/1000
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PART 1, SECTION D =~ PERSONS DIRECTLY SERVED BY PROJECT -- ESTIMATED COST

NUMBER OF PUPILS BY GRADE LEVEL ADULTS
(Puplic and nonpublic schools) NUMBER OF|(Exclude TEACHERS
NONPUBLICI teachers  RECEIVING
PREKINDER | KINDER- SCHOOL | receiving [INSERVICE TOTAL
MAJOR PROGRAMS CARTEN GARTFN 1-6 7-12 _PUPILS training)  [TRAINING |ESTIMATED COST

1. Development, Planning, evalu- |

ation or dissemination activities

$

2.

Better utilization of inservice
educational or instructional
personnel

Program for institutional improve

ment (Organization, Adminis-
tration, Management)

Educational centers serving a
large area

Improving or expanding curric~
ulums
Art, Music Drama

English, Language arts

Foreign Languages

Industrial Arts

Mathematics

Natural Sciences

Social Studies/Social Science

Occupational Areas

Other Areas

Educational Technology Media
Computers

TV/Radio

Other (Specify)

Improving Classroom instruction
Flexible Scheduling, Individual
Instruction

Other (Specify)

ADE/Title 111/D3
7/71/1000

- 57 -



_8g=

3
H

 PAni 1, SECHION o == PERSONS winECTw: SERV co BY + wwJEC, - ES....ATE. _DST ,contin.._)

NUMBER OF PUPILS BY GRADE LEVEL

ADULTS

(Public and nonpublic schools) NUMBER OR (Exclude TEACHERS
PRE- NONPUBLIG Teachers |RECEIVING
KINDER- [KINDER- SCHOOL |receiving INSERVICE TOTAL
MAJOR PROGRAMS GARTEN jGARTEN 1-6 7 -12 PUPILS training) TRAINING {ESTIMATED COST
(1) (2) (3) (4) () (©) (7) (8) (9)

£. Remedial and special education

Handicapped

Gifted

Remedial Reading

Speech and hearing

Other (Specify)

9. Pupil personnel services
Guidance

Social Work

Health (Medical, Nursing,
Psychiatric, etc.)

Psychological

Attendance

16.Community Service or
Participation

11.Meeting Critical Educational
Needs
Central City

Geographically Isolated

Minority Groups

Early Childhood

12.Summer Programs

ADE/Title H1/D3
7/71/1000




Part Il - Project Design - Narrative

Section |

A. Assessment of Needs

Refer to Appendix B, Suggestions for Writing the Narrative, Page 85;
also to Appendix C, Page 6, guidelines for w riting proposals,

l. Describe the planning that took place. Include method and procedures.

2.  Reference may be given to research, expert knowledge, study or visitation.

3. Describe participation by other government and non-government resources:
(This should be documented by letters of support., "I" on Page 63.
a. Educational and cultural agencies.
b. Names and titles.
c. Teachers and other school personnel.
d. Students
e, Community awareness
f. Benefits and participations of students and teachers in private,

parochial and/or non-profit schools, in a district where appropriate,
a written response reflecting their desire as to participation should

accompany the application,

4, Collect data

5, Establish needs

6,  Establish priorities

7. Fstimated population of area to be served in relation to distribution of
state pepulation,

(See Pages 57 ~ 58 for additional assistance.)

Statement of Needs

l. Give a brief statement of the educational needs.

2.  Explain why these needs should be met over others and give status data
where possible,
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3.  Give evidence that the community is aware of these needs.

C. Population

Cive the estimated population of the area to be served and indicate the
area’s population distribution in relation to that of the state,

D. Planning (See Form 13, Page 78)

I Describe the planning that tock place or will take place in designing
the proposed program, including a description of the methods and pro=-
cedures used, Refer to successful models, research findings, expert
knowledge, and study and visitation incorporated in the planning.

2, Describe participation by representatives of other government and non-
government resources:

a. Identify and describe how the educational and cultural agencies
have participated or will participate in planning and carrying out
the proposed program. Include the names and titles of persons
represeniing those agencies, Attach copies of letters of commit-
ment from each agency involved,

b, Indicate how teachers and other school personnel have participated
or will participate in planning and carrying out the proposed
program,

c. In districts where appropriate, show how the project will benefit

children and teachers in private, parochial and/or non=profit
schools. Plans reflecting their desires for participation should
be documented by letters or other evidence,

E. Guide to Coding and Format (See Appendix B, Page 85)

! Deve lopment of goals

(Refer to guide on writing proposals, found in Appendix C, Page 7;
also Page 46 of manual.)

I.1 Development of Cbiectives

a, Should be written in measurable terms of behavioral change.
(Refer to guide on writing proposals, found in Appendix C,
Page 8; also Chapter 5A 1li, Page 19.)

b, Should be related to educational needs.

c.  Criteria for satisfaction of accomplishment of objectives should be
stated,
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Activities

(See manual for writing proposals, in Appendix C, Pages 10 and 24;
also Appendix B, Page 88; Refer to Chapter 5-A~IV, Page 20)

c.

Procedures should be sequentially related to each stated
objective.

Should be stated in specific terms,

Resources to implement program (Use Forms 3, 4, 5, 6, 7,
Page 46). Also see sample forms to be used in budget
detail, Page 69.

Personnel requirements, Give the number of personnel needed to
carry out the proposed program including personnel to conduct
the necessary in=-service teacher education. Include job de-
scriptions and personnel qualifications for key positions,
Programs involving advisory specialists should include plans,
developed prior to the actual employment or selection of the
specialist, which specify the nature of the assistance sought,
the importance of the assistance, the role of the specialist(s) in
relation fo the regular members of the staff, the persons or group
with whom he is to work, and the time, location and conditions
under which he will work.

Support requirements, Outline special administrative and service
requirements necessary for successful operation, e.g., program
direction, cormmunications, cooperation with other agencies.

Facilities, material and equipment requirements, Describe the
nature of the supplies, materials, equipment and facilities needed
to carry out the project.

Time requirements, Indicate, using calendar dates, the time
schedule anticipated for completing major phases of the proposed
program,

Financial requirements, Indicate the amount of funds requested
from this federal grant program and indicate the amount of
support available for this project from other sources, e.g.,
foundation funds, other governmental grants, private donations
and local contributions,

General content
(1)  Skills to be learned

2) Materials to be developed
-4l -




(3) Information to be gained
(4) Other experiences designed to benefit students

(5) Method of instruction to accomplish stated objectives

L1 Evaluation

(See guidelines for writing of proposals, in Appendix C, Page I,
Chapter 5A, Page 19; Form 10, Page 72; Form 13, Page 78)

d.

Provide a separate estimate of costs for evaluation purposes.
This amount should be included in the budget summary.
(Form 4, Page 65; Form 5, Page 69

Describe the techniques which will be used to continuously

[Py WY B NI S SN . S Cliiss smpmisiolmme fomw
{55855 Progress iOwdaid 1Nt OUjeCTives. onow Provisions 100

continuous feedback for conirol and refinement of plans and
procedures.,

Describe the methods, techniques, and procedures which will
be used to determine the degree to which the objectives of the
proposed program are achieved, Describe the instruments to
be used to conduct the evaluation,

Evaluation strategies for the project may have a variety of emphases;
it should cover, but will not be limited to the following:

d.

F. Monitoring

Evaluation data of project management; the number, types and
quality of activities and opportunities for exploration of ap-
plicability of the project.

Evaluation data on strengths, weaknesses and difficulties
experienced by component parts of the project.

Evaluation data on skills and materials necessary to promote
effective direction and efficient management of the project.

Evaluation data on the degree of community resources and
services.

Evaluation of plans for the local educational agency to
assume support of the project when ESEA Title HI funds are

phased out,

See Guidelines for proposal writing found in Appendix C, Page 12;
also Chapter Five B, Ferm 713, Numbcr 7, Page 79.
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G. Calendar of Events

See guidelines for proposal writing found in Appendix C, Page I3; also
Chapter Five B, 1ll, Page 26; Form #13, Number 6, Page 78.

Dissemination of Project Information

See guidelines for proposal writing in Appendix C, Page 14; also Chapter Six,
Page 27; Form 77, Pege 71; Form #13, Numker 10, Page 79,

Attach a separate estimate of dissemination costs, This amount should also
be included in the budget summary. Form #4, Page 65; Form #5, Page &9.

Should be carefully linked to evaluation findings.

Should involve the identification of appropriate audiences, media, and
methods.

Should provide for on=site visitations, publications, conferences, and any

other means of dissemination.

Letters of Support (See Project Design-Narrative, A3, Page 59; Form 713,

Numbers Il - 12, Page 79.

Private nonpublic schools (if applicable)
Community representatives
Educators

Civic leaders

Checklist

K.

Form #13, Page 78, should be filled out and submitted as a Part V of application,

(See Page 46, Reports Required.)

Other Considerations

Subcontracting (Form 74, Page 65; Form #5, Page 69)

If any services in connection with the proposed project are to be sub-
contracted, provide the following information in each case:

a. Name and kind of agency with which the contract will be made,

b. Dates of contract (expiration date must not be later than that of
Title 1l grant).
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Type of contract, e.g., fixed price, cost reimbursement, cost sharing.
Funds to be paid under the contract.

Services to be provided.

Responsibilities to be retained by the applicant for the control and
supervision of the subcontracted services.

2. Tax Effort (Form #3, Page 53)

a.

b,

What percent of the legal maximum tox rate is the current school
tax levy in your district?

What percent of the actual value of property in your district is the
assessed value?

What percent of the average per pupil expenditure in your State is
the average per pupil expenditure in your districi?

Does your district have an unusual amount of nontaxable property?
If so, please explain.,

How will Federal support be phased out over the period of proposed
operation?

What services and activities related to the proposed program have
existed during the pest three years, in the geographic area to be
served? Describe the extent to which such existing services and
activities have been supported with funds derived from public sources.
State how the applicant agency will assure that related services and
funds from Federal sources will supplement rather than supplant the
financial support already available,

Financial Report

The following sample financial Form 4 - 5 must be used as Part 111, Budget Summary
of the Initial Application and Part IV, Budget Summary of the Application for Con-
tinuation., (See Page 46.)
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ARIZONA DEPARTMENT OF EDUCATION -~ ESEA TITLE 11

Room 423, Arizona State Building, 1688 W. Adams, Phoenix, Arizona 85007

BUDGET SUMMARY

Name of Agency:

t]lniﬁal Application

Project Grant Number

Budget Period (Month, Day & Year)

Address: L=aiContinuation Application
JAmendment Begin: End:
EXPENSE CATEGORIES
SALARIES MATERIALS
ACCOUNT NON- CONTRACTED AND OTHER [BUDGET
CLASSIFICATION NUMBER PROFESSIONAL |PROFESSIONAL | SERVICES SUPPLIES | TRAVEL [EQUIPMENT EXPENSES |TOTALS
1 2 3 4 5 6 7 8 9 10

1 Administration 106 XXXRRXXXKKKX]

2 Instruction 200 XXXXXXXXXKKN]

3  Attendance Services 300 XXXXXXXXRXXKX

4 Health Services 400 XXXXXXXXKKXK

5 Pupil Transportation 500 XRXXKXXKKKKK

6 Operation of Plant 600 XXXXXKXRXKXKN]

/ Maintenance of Plant /700 XXXXXXHXXKXKXK]

8  Fixed Charges 800 XXRIR KX KKK KIKKIPEXHKK KKK HK KK KK XHHXXXXKXKXKK

9  Food Services 900 XXXXKKKEKXXK
11 Community Services 1100 XXXKXXXXRKXXK
12 Remodeling (less than $2000) 1220c XXXXXKXXKKKXX
13 Copital Outlay PO XXX KKK XHXX KK KIPLHHHKKRKX KRR KIXKEKKEKK XK K XRKKKEKEK KKK KKK KKK XX KKK KKK K KXXXXXXXX

(Equipment Only) 1230 ODXXKXXXIXXKXXKAHHXXRKK X KKRRIK KA KKKK KKK KKK KKKHLEK K KHKKXKIKIKGEH KK KXKKKA KXXXXXXXX

14 BUDGET TOTALS
ADED

FED ESEA l11/4



B.

Budget Summary Instructions, Form 4

The budget summary must be submitted with the initial application,
confinuation application and with any amendments,

General

1.  Initial application == for project periods exceeding 12 months, a
budget summary must be prepared for each budget period of project
activity. A project proposed for three years thus would require at
least three budget summaries,

The dates of each budget period and the totals of the amounts
shown for each period should also be included in Form 3, Section A,
Statistical Report,

2,  Continugtion opplication ~— for continuation grant applications, ¢
budget summary for only the next phase of project activity should
be prepared. This would serve to update budget information furnished
with the initial application, Entries in Form 3, Section A, Statis-
tical Report for (a) beginning and ending dates, and (b) funds
requested should correspond, respectively, with (a) the budget
period beginning and ending dates of the budget summary, and

(b) the totals in Line 14,

Project Number should be left blank if this is initial application. If if
is a continuation grant application, report the number of the project
assigned by the Arizona Department of Education,

Check the box applicable for your request, "Initial Application,”
“Continuation Application,” or "Amendment," and show the beginning
and ending dates of the period for which the budgeted expenditures
summarized are proposed,

ESEA Title 11l expenditures should be categorized in accordance with

the functional classification of standard expenditure accounts in OE-22017,
"Functional Accounting for Local and State School Systems" (lines 1
through 16). The total dollar amounts (no cents) for each classification
should be recorded in Column 10, with subtotals indicated in appropriate
expense classification Columns 3 through 9. Expenditures for purchase

of equipment should be shown in expense category Column 8, functional
account 1230, Record equipment rental expenditures in expense category
Column 9 of the appropriate functional account,
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Supplementary Schedule Instructions, Form 5

Prepare a supplementary schedule for each functional expenditure account
(i.e. 100, 200, 300 eic.) for which expenditures are budgeted, The
purpose of these schedules is to show what estimated costs were included
in each entry, and the basis for each cost estimate, Examples of these
schedules are shown below, Please note the following in preparing these
schedules:

1,

Salaries == Proposed expenditures for salaries of project personnel
must detail the names of professionals and basis for the cost (annual,
monthly, or hourly rate; amount of time to be devoted to the project).
The detail of fringe benefit amounts is to be entered in the schedule
for Expenditure Account Number 800,

Consultants == Proposed expenditures for consultants must show the
number of days, the daily fee, and per diem estimates, List

names of consultanis whenever possible. in a fooinoie state whether
rates are in accordance with generally accepted schedules and
justify any material difference,

Travel == List local travel and basis for calculation separately
from special trips, The number, destination, and average cost
must be specified for special trips.

Equipment == Include in the schedule of proposed equipment
purchases a rental cost comparison based on the anticipated project

period,

Samples are shown on the following page. Form 5.
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Form 5 = Sample
EXPENDITURE ACCOUNT NO, 100 = Administration

Name & Title Project Time Salary, Rentadl | Budgeted
Expense Class Purpose, or ltem Full {Part Quantity or Unit Cost | Amount
Materials & Supplies Bond Paper 20 reams @1,70 $ 34,00
Envelopes 76 2 boxes @ ,98 1.96
Envelopes #10 2 boxes @1, 54 3.08
EXPENDITURE ACCOUNT NO, 200 - Instruction
Name & Title Project Time Sql&ry, Rental} Budgeted
Expense Class Purpose, or ltem Full Part Quantity _1or Unit Cost Amount
Salaries
\ Professional Doe, James, Project Director X $12,000,00 | $12,000,00
o
T Roe, George, Humanities and Area
Studies Program Director 1/2 9,000.00 9,000.00
Non-Professional Stenotypist X 4,000.00 4,000,00
EXPENDITURE ACCOUNT NO, 1230 = Capital Outlay (Equipment Only)
Unit Rental Project Period Unit Purchase
Description of ltem Quantity Cost per Month Rental Cost Cost Total Cost
Double pedestal desks 2 $5.00 $360,00 $156,00 $312.00
Swivel Chairs 2 2.50 180.00 58.00 116.00



Form 5

EXPENDITURE ACCOUNT NO,

Expense Class

Name & Title
Purpose, or ltem

Project Time

Full Part Quant ity

Salary, Rental
or Unit Cost

Budgeted

ADE/Title 111/D=5
7/71/ 1000

Amount

Total Budgeted Amount
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Application for Continuation, Form 6

Part Il == Narrafive: Progress and Activity Report

A.

Discuss the effect of the project on the clientele up to this point by briefly
stating the major objectives of the project and the techniques used in eval-
uating the extent to which these objectives were achieved.,

Briefly describe project endeavers in which the anticipated results have
exceeded expectations, and those in which results have not measured up
to expectations and give reasons for the outcome.

Report the effect of the project up to this point on the educational
institution or agency by discussing what you consider to be the greatest
change resulting from the project,

Report the effect of the project on the cooperating agencies by (1) listing
all the community agencies that cooperated in the project; and (2) discussing

the results of such cooperation,

Explain any changes in the project objectives or procedure since the be~-
ginning of the funding period.

Give quantitative and qualitative information on the effectiveness of the
project as a demonstration using the following outline:

1.  Indicate whether the project in part or in whole will be continued
after the termination of Federal funding,

2,  Give major reasons why the project will or will not be continued.

3. List the school districts in your State or outside your State that
have adopted your project or elements of your project,

Briefly discuss the projected activities for the next budget period using
the following outline:

1,  Describe the additional educational needs to be met with the pro-
posed program,

2,  Describe in detail the additional objectives of the proposed pro-
gram as related to the needs described above,

3.  State in sequence the activities to be carried out in achieving
these objectives,

4,  Describe the method and procedures for evaluating these objectives,
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Part 11l == Dissemination Report

INSTRUCTION: Indicate whether this report is Part 1l of the Application for
Continuation, or Part Il of the End of Project Report,

Section A:

Section B:

Section C:

ADE/Title 11/D/7
7/30/1000

Summarize your dissemination activities.
1, Describe methods of dissemination used.

2, Discuss major reasons for successful and unsuccessful dissemina-
tion efforts,

Submit five (5) copies of items disseminated by your project, such
as newsletters and newsclippings o the Arizona Department of
Education,

Submit five (5) copies of items produced by the project, such as
films, slides, tapes and printed materiais to the Arizona Depari-
ment of Education,
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End of Project Report, Form 10

Part Il == Evaluation Report

This guideline covers the activities of the entire project period.

Section A:  Final Evaluation, Submit your final evaluation report ot the
Arizona Department of Education. The report must show evidence
of the effectiveness of your project in improving the educational
opporfunities of persons in the area served and must reflect your
original evaluation design, as approved by the Arizona Depart-
ment of Education,

Section B:  Effectiveness of the Project as a Demonstration.

1. Give quantitative and qualitative information on the effective-
ness of the project as a demonstration using the following
outline:

a, Indicate whether the project in part or in whole is
being continued dafter the termination of federal funding.

b,  Cive major reasons why the project is or is not being
continued,

c.  List the school districts in your state or outside your
state that have adopted your project or elements of
your project,

ADE/Title 11I/D/10

7/30/71
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Form 9

AMENDMENT TO APPROVED P.L. 89-10 - ESEA TITLE 1l PROJECT

Request for permission to change a previously approved project.

Sponsoring Agency County

Project Number

Project Title

Signature of District Authorized Representative

Signature of County School Superintendent
(or Authorized Representative)

AMENDMENT APPROVAL

Signature:

Director of Federal Program Date of Signature

FUNDS AVAILABLE AND BUDGET IN ORDER:

Signature:

Director of Business and Finance Division Date of Signature

Signature:

Superintendent (or Authorized Representative) Date of Signature

State Department of Public Instruction

SUBMIT FISCAL CHANGES OF REQUESTED PROGRAM

FROM TO
CATEGORY AMOUNT CATEGORY

TOTAL AMOUNT OF CURRENT APPROVED PROJECT BUDGET
(If this amount has been changed by an approved amendment, show the new amount.)
TOTAL AMOUNT OF PROPOSED AMENDED BUDGET

REASONS:

ADE/Title I/D/9
7/30/1000 - 73 =




Part 1, Form 11
ESTIMATED NEEDS OF FEDERAL ALLOCATION

Issue one copy with your project application at the time it is submitted to the Title Director for approval.

Date Submitted: School District:

Address: Telephone No,

P.L. Title Project No,

July NOTE: This form is provided to enable
you fo furnish the Department of

August Education with the estimated amount of
federal funds you will need each month

September to fulfill the requirements of your
project.

October
1. Request funds only as needed for

November each individual month,

December 2. Do not accumulate funds in order

to meet a future obligation,

January
3. Keep your cash balance for each

February month as low as possible,

March

April

May

June TOTAL

Remarks:

Approved: - e :
Signature, School District Authorized

Authorized Representative Reorosort et e
Business & Financial Services fepresenrarive

ADE/Title Hl/D~11

7/30/71 , - 74 -




Vili,

Amendment to Approved P,L. 89-10 = ESEA Title 1l Project, Form 9

IX.

Instructions are on the face of the printed form, The authorized budget summary,
Form 4, must be completed showing these changes in totals and line items, also
a supplementary schedule, Form 5, must accompany the amendment,

Estimated Needs of Federal Allocation, Form 11

Instructions are on the face of the form,

This form will be mailed to the district with a Notification of Grant Award,
Budget Summary, and a Grant Contract. These completed forms should be
returned to ESEA Title 1l as soon as possible to fascilitate other necessary
processing by the Arizona Department of Education.

Assurances, Form 12

Assurances detailed in this form must accompany all initial applications. This
form must carry the signatures as specified,
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MONTHLY EXPENDITURE REPORT OF FEDERAL FORMS

AND/OR FINAL EXPENDITURE REPORT INSTRUCTIONS

FORM C-8
General
1. Monthly Expenditure Report of Federal Forms = Form C~8, must show expen-
ditures for each month and the balance on hand to be expended by a funded
project. They should be submitted to the appropriate division: Arizona
Department of Education, Business and Finance Division, State Capitol Bldg.
2, Final Expenditure Report, The end of period, Final Expenditure report of

expenditures of funds authorized for expenditure during a budget period should
be filed by the local agency within the liquidation period of 45 days after

the end of each budget period. To qualify for federal participation, all ob-
ligations should be liquidated within the period specified in the grant award
document, Reported expenditures should be recorded on the official account-~
ing records maintained for the project grant.,

How to complete the form

Check the appropriate box to indicate whether the report is Monthly or Final Expen=
diture Report and show the beginning and ending dates of the budget period for which
a report of expenditures is being made., The dates entered for the budget period should
agree with the dates shown on the Grani Award Document issued by the Arizona De~
partment of Education.

Expenditures should be classified according to function, as specified in OE-22017,
"Financial Accounting for Local and State School Systems"” (lines 1 through 16) and
entered in the appropriate expense classification column. For Monthly Expenditure
Report, entries should include actual expenditures (disbursements and unliquidated
obligations) from the beginning date of the budget period to the date the continua-
tion application is submitted plus the best estimate of expenditures that will be in-
curred from the date of the request to the end of the budget period. For Final Ex-
penditure Report, include disbursements during the budget period plus obligations
incurred during the period and liquidated within the 45 day period which is specified
in the State plan.

Enter totals of expenditure accounts in Column 10 and Line 15, Complete Line 16,
using information from the summary - Form 4,

Complete the descriptive balance of the report,
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ARIZONA DEPARTMENT OF EDUCATION
Room 165, Capitol Building ~ Phoenix, Arizona 85007

P.L. 89~10, ESEA Title Hl - MONTHLY EXPENDITURE REPORT OF FEDERAL FUNDS

Nome and Address of Agency

Project Grant Number

r_lfv\oni“hly Expenditure Report

| Final Expenditure Report

End:

Begin:

Budget Period (Month, Day & Year)

EXPENSE CATEGORY

SALARIES MATERIALS EXPENDITURES|ACCUMULATED
FUNCTIONAL ACCT. NON- | CONTRACTED| AND OTHER THIS EXPENDITURES BUDGET
CLASSIFICATION NO. IPROFESSIONAL |PROFESSIONAL|  SERVICES SUPPLIES |TRAVEL{EQUIPMENT [EXPENSES [ MONTH TO DATE BALANCES
1 2 3 4 5 6 7 [2 9 10 [k 12

1 Administration 100 XXXXXXKRKXKK

2 Instruction 200 XXXXXXKKKXX

3 Attendance Services 300 XXXKXKXKXXK

4 Health Services 400 XXXXXXRXXXK

5 Pupil Transportation 500 XXXXRXXXXKXK

6 Operation of Plant 600 i XHXXKKXKXKXK

7 Maintenance of Plant 700 | XXXKXKKRXKX

8 Fixed Charges 300 XXHXXKXHXRXHX KK EXRKKXKKX KKK XXX KKK XXXXXKXXKXX

9 Food Services 900 XXXXXXKKXXKX
11 Community Services 1100 XXXKXXKK XXX
12" Remodeling (Tess than $2000)[1220¢ XXX XKXXHXHXXK
13 Capital Outlay (Equip. only) 11230 KXXXXXXXRXXX XXX KEHXXHHIOXHHHKK KR IPOXKR KR KK KKK KE AKX KKK KRRKKHARKH KA A KXXXXXXXX
14 MONTHLY EXPENDITURES RXXXHHX XHXXIRRXHX KKK KK XK XK KKK
15 ACCUMULATED EXPENDITURES KXXXXXKRXXKX
16 BUDGET TOTALS POOKXREXKRR KX KXR KK KR K KKK
Expenditures in any functional classification and Expense Category may not vary from a combination of Cash Balonce beginning of month plus
the budgeted amounts by more than 20% without prior approval.  No expenditures may be made in any additional allocations received............. §
combination of functional classification and Expense Category unless some amount has been budgeted
therefor. A request to transfer funds from one expense account to another must identify the expense Less expenditures this month............... $
accounts listed in the negotiated budget for each account, and the amount as they would be listed if
the proposed transfer were approved. No funds may be transferred into or out of the Equipment Account Cash balance available ot end of month..... $

without prior approval. An explanation of the need or justification for the change in the budget must
also be included, together with a statement that the total amount of the negotiated budget will not be

affected by the proposed change.

ADE - C8
FED - ESEA 1IN

I hereby certify that the above is a true and correct statement for the month ending:

SIGNATURE

DATE

County School Superintendent



Form I3
CHECKLIST
(This checklist must accompany the initial application (See p 46 Iil Part V)
As proposals are reviewed by ESEA Title Ii1, these are items that will be carefully considered.

Use the box at the left to specify on which page(s) of the proposal this will be shown.

| I Type of proposal: innovative, exemplary, planning, pilot, operational.

1 ;2. Comprehensive planning

A. invoivement of:

5 ] (I)  Community, civic groups, other agencies.
. | (2)  Teachers, parents, students,

! (3)  Resources of the community.
i B. Document meetings: who and when.
! ; C. Document research in the field.
0 3. Specify need and goal(s).
b4 Measurable objectives (Baseline data, if available).
.5, Activities to accomplish objectives:

Include staff development and involvement of community, parents and

students.

Calendar of events or flow chart.

(o2
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Monitoring system:
A. Internally and externally.

B. External audit.

Document adequate equipment and facilities.

Comprehensive evaluation.

Dissemination within district.

Letters in suppori of idea: educators, civic leaders, community leaders,

other agencies, interested people.

Private, narochial and/or non-private schools' documentation reflecting

desire as to participation.

District to assume continuation of project when ESEA Title HI funds are

ohased out.
Cost should decrease with longevity of project.

Baseline data and evaluation data should show that project is worthy of

transporting from one district and adopted in another,
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ASSURANCES



APPENDIX A
INITIAL APPLICATION
PART IV - FORM 12

ASSURANCES

THE APPLICANT HEREBY GIVES ASSURANCE TO THE CHIEF STATE SCHOOL OFFICER THAT:

2«

The applicant has the necessary legal authority to apply for and receive the proposed
grant, (Attach a copy of substantiating document(s).)

The activities and services for which assistance is sought under this Title will be
administered by or under the supervision of the applicant.

In planning the program proposed in the application, there has been, and in estab-
lishing and carrying out that program, there will be participation of the appropriate
cultural and educational resource (s) of the area to be served, including persons
representative of the interests of potential beneficiaries,

Funds under Title 11l of the Act will be used to supplement and not supplant State
and local funds expended for educational purposes and, fo the extent practical,
increase the fiscal effort that would in the absence of such funds be made by the

applicant for educational purposes.

The applicant will comply with Title VI of the Civil Rights Act of 1964 (P.L. 88-352)
and all requirements imposed by or pursuant to the Regulations of the Department of
Health, Education and Welfare (45 CFR Part 80) issued pursuant to the title, to the
end that no person in the United States shall, on the ground of race, color, or
national origin, be excluded from participation in, be denied the benefits of, or

be otherwise subjected to discrimination under activity for which the applicant
receives Federal financial assistance from the Department. (The assurance of com-
pliance (HEW 441), or court order, or desegregation plan previously filed with the
U. S. Office of Education in accordance with the Department of Health, Education
and Welfare Regulations applies to this application.)

The project will be operated in compliance with Public Law 89-10 (as amended) and
with Regulations and other policies and administrative issuances by the Chief State
School Officer, including submission of such reports as may be required.

The filing of this application has been authorized by the governing body of the
applicant, and the undersigned representative has been duly authorized to file this
application for and in behalf of said applicant, and otherwise to act as the authorized
representative of the applicant in connection with this application. (Attach copy

of authorizing documentfs).)



0.

The project will be operated only as it is consistent with the applicable provisions
of Title H! of the Act and makes provisions for the participation of children enrolled
in nonprofit private schools in the area to be served, to the extent consistent with
the number of such children whose educational needs are of the type served by the
project.

No board or staff member of a local educational agency will participate in, or make
recommendations with respect to, an administrative decision regarding a program or
project under Title Il of the Act, if such a decision can be expected to result in
any benefit or remuneration, such as a royalty, commission, contingent fee, broker-
age fee, consultant fee, or other benefit to him or any member of his immediate
family.

All equipment acquired under Title Il of the Act will be used for the purposes
specified in the approved project proposal, and such equipment will be subject to
the administrative control of the recipient local educational agency.

The combined local and state fiscal effort for free public education provided by
that agency for the preceding fiscal year was not less than such combined fiscal
effort for that purpose for the second preceding fiscal year, and that the local
project application for participation under Title Il of the Act will provide data
for the two preceding fiscal years.

Any previous financial support for a program or services similar to those to be funded
under the ESEA Title 1l application will not be reduced. This accounting shall ex=
clude consideration of any federal funds which were previously devoted to support
project activities.

Should the services provided by the project prove to be successful, the local
education agency will make every effort to continue them when federal funds are
phased out.
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I, do hereby certify that all of the facts,

figures, and representations made in this application, including all exhibits and
attachments hereto and hereby made a part of this application, are true and correct
to the best of my knowledge and belief.

DATED:

Legdl name of applicant

Signature of authorized representative

Representative’s Title

NOTARY PUBLIC: Subscribed to before me this

DATE:
State

City

Signature of Notary Public

Date Notary's Commission Expires

—-83-



APPENDIX B

Suggestions for: | Needs
il Objectives
Il Activities
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SUGGESTIONS FOR WRITING THE NARRATIVE

(To be used as a guide to coding and proposal format, p 44 Chapter 8, in conjunction

with Appendix C)

Since ESEA Title Ill innovative and exemplary projects are competitive in nature, the
quality of the written proposal is extremely important. The proposal must stand competi-
tion with all others submitted. In crder to do well in the competition, the proposal
should be as specific as possible and should be founded upon accepted research,

An intensive review process will involve specialists within the Arizona Department of
Education, the ESEA Title 1l professional staff, outside experts, and members of the
ESEA Title 11l Advisory Council. Realizing that his proposal will be read by many dif-
ferent reviewers, the proposal writer should strive to write in a clear, concise manner.
This chapter offers suggestions which should be helpful in the development of carefully
conceived and carefully developed proposals.

R Assessing Local Educational Needs

A comprehensive assessment of local educational needs is extremely important
in the development of an ESEA Title Il proposal. The entire framework and
rationale for an ESEA Title 11l proposal rests with the critical educational
needs of the local educational agency. The objectives, procedures, evalua-
tion and dissemination plans must be carefully related fo local educational
needs. For this reason, it is important that the ESEA Title Il applicant
conduct a comprehensive needs assessment program involving segments of

the population of the area to be served,

A, The basic objectives of assessment of local educational needs should

be:

To determine the identity and magnitude of gaps between the
current and the desired status of elementary and/or secondary
education in the local area.

To determine which of the gaps (i.e., needs) are deemed
critical in the local area.

To determine whether ancther local educational agency has
already found an effective means of fulfilling the identified
need. Researching ERIC files would be an important step in
determining whether an adequate solution has already been
found.

To determine priorities for attacking local critical educational
needs,




5. To determine a feasible ESEA Title 11l proposal which can
attack a high priority need.

Any needs assessment program should consist of data gathering
strategies in order fo:

. Determine the current status of programs in the local area,

2, Determine the desired status of educational programs in the
local area.

At¥empts at gathering information which will provide an indication
of the current status of education programs might include, but will
not be limited to, sociceconomic data, achievement test resulis,
studies of school finance, curriculum surveys, personnel studies,
etc. It would be well for the persons conducting the needs assess-
ment to organize the data according to basic categories,

There should be a careful attempt at developing well-constructed
questionnaires and/or interview techniques which should be distrib-
uted to a wide variety of members of the educational community and
lay citizens.

Upon the completion of information indicating current status and of
the responses o questionnaires and interviews, a comparison of the
results of the two sources of information should be made. From the
gaps revealed between current and desired status, tentative statements
of critical educational needs can then be developed. It is important
that in the development of these statements of critical educational
needs there be wide involvement of the cultural and educational
resources within the local area.

Comprehensive planning should involve students, parenis, teachers,
administrators, civic organizations, PTA and/or other interested
agencies and private, parochial and/or nonprofit schools in the district,

The process of identifying the current status of educational programs,
identifying the desired status of educational programs, and the de~
velopment of statements of critical educational needs should serve

as a series of logical steps in the development of priorities for local
educational programs, If these steps are followed, it would appear
that there would be little difficulty in developing an ESEA Title Il
proposal to attack a high priority critical educational need,

The above strategy is but one model which has proved successful in
assessing educational needs., Others may prove equally successful.




The important aspects of nzeds assessment the proposal writers should
bear in mind are:

I.  The gathering of objective and/or subjective evidence.

2, Determining the desired status of education at the local level.
3. Determining critical local educational needs.

4. The development of priorities.

5. Documentation of meetings, with whom and when.

6., Documentation of research, including an ERIC search.

The assessment of local educational needs can provide a first step
in translating the research of needs assessment into practical solutions
to today's critical educational problems,

Writing Proposal Objectives

(Refer to guide on writing proposals, Appendix C, P 8; also, 1.1 of guide coding
and format, p 60)

The objectives of the proposed program should be specifically related to the
critical educational needs of the local educational agency, which the pro-
posal is designed to attack,

Objectives should be stated in terms which can be measured. Proposal
objectives are more effectively understood and accepted when they are
stated in terms of desired behavior changes. When the expected behavioral
change is stated specifically, other facets of the proposed educational program
fall into place. For example, if objectives are specifically stated in behav=-
ioral terms, evaluation will not only become easier, but will be more valid.
It is very difficult to evaluate broad, ambiguous objectives such as "to help
the child appreciate culture,” While few could disagree with this goal,
such a statement defies valid evaluation, especially when evaluation is done
by outside evaluators who are not intimately aware of the instructional intent
of the proposal writer. However, if such a broad objective could be restated
so that the exact terminal behavior expected of a student is defined, the
evaluation becomes more simple.

Additional benefits can be derived from specific statements of process objec-
tives, Each person involved in a project can be immediately aware of the
intent of the proposal. Thus, persons implementing a proposal can immediately




proceed toward the desired goals. Selection of materials and equipment
necessary to reach this goal can be efficiently done only when the goal is
clear,

The choice of terms used in stating objectives must be carefully made,
Commonly used terms, such as "to know, " "to understand, " and "to appre=
ciate, " are open to many interpretations and should be further delineated
or avoided when stating behavioral objectives.

A properly written process objective will also state the criteria for satisfactory
achievement of the objective. For example, the objective, "Students will
get along better with others, " does not indicate the criteria for satisfaction

or accomplishment of this objective. A further refinement of the statement,
indicating criteria might be, "There will be 10 percent fewer playground
fights as cbserved by playground supervisors, *

Research indicates that educational goals and instructional objectives can be
more adequately evaluated if they are stated in behavioral terms, If the
broad educational objectives can be further refined into statements of specific
behaviors which the educational practitioner wishes to change, evaluation
then is much simpler. The measurement of specific behavioral change allows
one to determine whether the original broad objective has been achieved by
revealing specific evidence of behavioral change.

Sample of the writing of objectives will be found in the guide, published by
the Arizona Department of Education. This publication is in Appendix C.

Project Activities (refer to Appendix C, p 10, guidelines for proposal writing;
also 1.1.1, p 60 of this manual)

Project activities should be developed to accomplish each and every objective
stated in the objectives section. The writer should specify activities which
will be used to carry out each objective. In all cases, the proposal should
indicate not only general procedures (e.g., "to provide in-service training")
but the specific activities which will be utilized (e.g., "One-half day
sessions will be conducted every Saturday by the subject-matter specialists,
The in-service participants will include all first=year teachers in grades K-8"),

It must be remembered by the writer that activities must be specific and show a
direct relationship to the objectives. If such direct relationship is not com-
pletely clear, a detailed discussion should accompany the procedures to allow
the readers to thoroughly understand the proposal.
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The writers should view the activities section as the intermediate and
important process between objectives and the desired behavioral changes.
The logical sequence, then, is to develop specific process objectives and
then develop and discuss specific procedures designed to accomplish these
objectives,

Staff, materials, equipment and the approximate number of people involved,
should be stated and explained in each procedures. A procedure should state
the staff member(s) who will conduct the activity, the materials and equipment
they will utilize, and the behavioral change to be accomplished by the activity.
A timetable showing when each activity is to be implemented and its relation-
ship to other procedures in regard to sequence can be of value to proposal
readers in comprehending a projected program.

Proposal writers should be aware when stating procedures, as well as all
other segments of a proposal, that the evaluation of the proposai is based
upon the interpretation of readers not necessarily familiar with the intent of
the writer, Therefore, proposal writers should be as concise as possible and
make no assumption that proposal readers will understand the intent of the
writer, beyond what is actually stated in the proposal. Procedures that are
unclear and foo briefly stated have often resulted in disapproval of a proposal
which was otherwise acceptable.

A, The following summary is suggested for use by proposal writers in
determining if all necessary information has been included in each
stated procedure:

. When each activity will be implemented and completed.

2, What staff member(s) is conducting each activity.

3. What equipment, materials and facilities are to be used in
conducting each activity.

4. What people are to be served by each activity.

5. What objective(s) is to be accomplished, in whole or in part, by
each activity.
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"THE WRITING OF PROJECTS AND PROJECT PROPOSALS™
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The public{s) as well as the Federal Governmment are Ainsisting
that we provide "evidence" nelating to expenditures for educational
endeavors, L.e., that we become more "accountable.m

One procedusre which would be of adld would be that in the
writing o4 projects and project proposals, they be stated in a
tenminology such that "accountability" be included.

This guide presents the desirned format forn profects Lnvolving
State Depantment of Education approval. This format does not
include the forms requinred by the various titles which relate %o
ingormation desdirned by the funding agency.

When the time comes for you Lo prepare a profect on project
proposal, this gudide should be of aid to you Ln your decision as
to what to include and acceptable temminology.

Drn. W. P. Shofstall, Supernintendent
Department of Education
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THE WRITING OF PROJECTS
AND PROJECT PROPOSALS

To RECEIVE CONSIDERATION FOR FUNDING A PROJECT OR PROJECT
PROPOSAL SHOULD CONTAIN THE FOLLOWING COMPONENTS:

*NEEDS ASSESSMENT OR BRIEF STATEMENT REVEALING A NEED
*GOAL (S)
*OBJECTIVE (S)
*ACTIVITIES (INCLUDING BUDGET REQUEST)
*EVALUATION OR EVALUATION DESIGN

MONITORING SYSTEM

CALENDAR OF EVENTS OR FLOW CHART

DISSEMINATION

*REQUIRED OF A PROJECT PROPOSAL. ALL COMPONENTS ARE NECESSARY
FOR A PROJECT:
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NEEDS ASSESSMENT OR STATEMENT (BRIEF) REVEALING A NEED

IF THE PROJECT OR PROJECT PROPOSAL IS SUCH THAT IT
RELATES TO STUDENTS., THIS STATEMENT SERVES TO IDENTIFY THE
STUDENT (S) NEEDS. APPARENTLY, WHEN THE ACTUAL BEHAVIOR OF
THE STUDENT IS BELOW THAT WHICH 1S EXPECTED, A STUDENT NEED

EXISTS.,
AN EXAMPLE REVEALING A STUDENT NEED IS PROVIDED BELOW:

DurING THE 1969-70 anD 1970-71 ACADEMIC YEARS., THE STUDENTS
IN GRADE FIVE (5) AT GRANDFIELD SCHOOL WERE ADMINISTERED
STANDARDIZED ACHIEVEMENT TESTS. THE RESULTS OF THE

TESTS REVEAL THAT IN MATHEMATICS, LESS THAN THIRTY-FIVE
(35) PERCENT OF THE STUDENTS EXHIBITED GAIN OF AT LEAST

A YEAR PER ACADEMIC YEAR. IT IS ASSUMED BY THE STAFF

THAT A GAIN OF AT LEAST ONE YEAR IN MATHEMATICS PER
ACADEMIC YEAR IS A MINIMUM NECESSITY.

DID THE ABOVE STATEMENT REVEAL A STUDENT NEED?



GOAL (S)

A GOAL 1S A STATEMENT THAT PROPOSES THE END TOWARD WHICH
EFFORT IS DIRECTED. GOALS ARE GENERAL. GOALS ARE ACHIEVED
THROUGH ACTIVITIES RELATING TO SPECIFICALLY STATED OBJECTIVES.

GOAL EXAMPLE
To IMPROVE STUDENT PERFORMANCE IN MATHEMATICS

DID THE ABOVE GOAL EXAMPLE REVEAL THE OBJECT?




OBJECTIVE (S)

AN OBJECTIVE IS DETERMINED BY AND EMPHASIZES THE
FEATURES AND CHARACTERISTICS OF THE OBJECT. OR THING, DEALT
WITH, RATHER THAN THE THOUGHTS, FEELINGS., ETC., OF THE WRITER,

WHILE GOALS ARE GENERAL. OBJECTIVES ARE SPECIFIC, AN
OBJECTIVE REVEALS THE ACT WHICH WILL HAVE OCCURRED WHEN THAT
OBJECTIVE HAS BEEN ACHIEVED,

VARIOUS TYPES OF OBJECTIVES ARE IN USE BY VARIOUS AGEN-
CIES, I1.E.., PRODUCT, PROCESS, SERVICE, PERFORMANCE, BEHAVIORAL,
INSTITUTIONAL, INSTRUCTIONAL, ETC. FOR THE PURPOSES OF PROJECT
PROPOSALS AND PROJECTS, OUR PRIMARY CONCERN IS NOT ONE OF
"TYPE” BUT “COMPONENT.” ANY OBJECTIVE SHOULD CONTAIN COMPONENTS
WHICH SERVE TO ANSWER THE FOLLOWING QUESTIONS:

1) WHo?

WHO 1S THE INDIVIDUAL, THE DOER?
2)  WHAT?
WHAT IS THE SPECIFIC BEHAVIOR DESIRED?
3) WHEN?
WHEN WILL THE ACT BE ACCOMPLISHED? WHAT IS THE
TIME RESTRAINT?

4) How?
How DO YOU KNOW THE ACT HAS BEEN ACCOMPLISHED?

WHAT EVIDENCE WILL YOU ACCEPT?



OBJECTIVE EXAMPLE:

NINETY PERCENT OF THE DESIGNATED STUDENT POPULATION
WILL GAIN AT LEAST ONE GRADE LEVEL IN MATHEMATICS DURING
THE 1971-72 ACADEMIC YEAR AS EVIDENCED BY THE GAINS BETWEEN
PRE-POST STANDARDIZED TEST SCORES.

DID THE ABOVE EXAMPLE ANSWER THE QUESTIONS OF WHO, WHAT,

WHEN, AND How?
wﬂO_? —_——
NINETY PERCENT OF THE DESIGNATED STUDENT POPULATION
WHAT? ---
WILL GAIN AT LEAST ONE GRADE LEVEL IN MATHEMATICS

WHEN? ---

DURING THE 1971-72 ACADEMIC YEAR

How? ---

AS EVIDENCED BY THE GAINS BETWEEN PRE-POST STANDARDIZED

TEST SCORES.




ACTIVITY OR ACTIVITIES

IN ORDER FOR “ACCOUNTABILITY” TO ENSUE, THE EDUCATIONAL
PROGRAM THAT WILL BE IMPLEMENTED TO BRING ABOUT THE DESIRED
CHANGES MUST BE DESCRIBED., [HE PROGRAM DESCRIPTION IS THE
VEHICLE WHICH REVEALS THE DESCRIPTION THROUGH THE SPECIFICATION
OF ACTIVITIES.

AN ACTIVITY IS A STATEMENT THAT DESCRIBES THOSE ACTIONS
WHICH AFFECT THE PROCEDURAL ASPECTS OF THE PROJECT,

AN EXAMPLE OF AN ACTIVITY 'IS PRESENTED BELOW:

AN IN-SERVICE WORKSHOP WILL BE CONDUCTED INVOLVING ALL
20 MEMBERS OF GRANDFIELD ScHooL., GRADE 5, (BupceT. $1800.%)
REVEALING MATH PROGRAM CONTENT AND TECHNIQUES.

DID THE ABOVE ACTIVITY EXAMPLE REVEAL PROCEDURAL ASPECTS?
DID THE ABOVE ACTIVITY EXAMPLE REVEAL BUDGET REQUEST?

N OF THIS FIGURE WOULD LATER BE INCLUDED IN THE FINAN-
ON:OF.. THE :PROPOSAL.

- 10 -



EVALUATION OR EVALUATION DESIGH

EVALUATION REFERS TO THE PROCESS BY WHICH THE PROJECT
OR PROJECT PROPOSAL WRITER INTENDS TO DETERMINE THE WORTH
OF THE PROJECT, 1.E.., THE APPRAISAL PROCESS.,

FVALUATION DESIGN REFERS TO THE PLAN OF INVESTIGATION
BY WHICH THE APPRAISAL PROCESS WILL BE DETERMINED,

AN EXAMPLE OF EVALUATION OR EVALUATION UESIGN IS

PRESENTED BELOW:

Pre-PosT TESTING (STANDARDIZED ACHIEVEMENT TESTS)

DID THE ABOVE EVALUATION STATEMENT REVEAL THE PLAN BY
WHICH THE APPRAISAL PROCESS WILL BE DETERMINED?
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MONITORING

MONITORING REFERS TO THE PROCESS BY WHICH ONE VERIFIES
WHETHER THE PROGRAM HAS BEEN IMPLEMENTED AS PLANNED. THE
PROCESS MAY ALSO PROVIDE DATA WHICH REVEALS LACK OF EXPECTED
PROGRESS AT ANY GIVEN TIME, WHICH COULD RESULT IN MODIFIED
OR NEW ACTIVITIES., AND POSSIBLY., EVEN OBJECTIVES,

THE MONITOR (INTERNAL AND/OR EXTERNAL) WOULD POSSESS
THE PROJECT DESCRIPTION DURING THE MONITORING VISIT.

AN EXAMPLE OF A STATEMENT OF EXTERNAL MONITORING IS
PRESENTED BELOW:

AN EXTERNAL MONITORING VISIT WILL OCCUR PRIOR TO
NoveMseR 15, 1972, AT WHICH TIME A STATEMENT OF
PROGRESS WILL BE WRITTEN AND PLACED IN THE GRAND-
FIELD DISTRICT FILE AT THE STATE DEPARTMENT OF
EDUCATION. IN THE APPROPRIATE FUNDING DIVISION.
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CALENDAR QF EVEKTS OR ELOW CHART

THE CALENDAR OF EVENTS OR FLow CHART HAS THE PURPOSE
OF RELATING WHAT EVENTS, ON WHICH DATES, AND THE PERSON

RESPONSIBLE TO THE READER.

AN EXAMPLE OF A CALENDAR OF EVENTS IS PRESENTED BELOW:

CALENDAR QOF EVENTS

UATE AcTIvITY
8/20/71 IN-SERVICE WORKSHOP
9/13/71 PRE-TESTING
5/10/72 PosT-TESTING
5/20/72 IN-SERVICE WORKSHOP

PERSON
RESPONSIBLE

PROJECT DIRECTOR
ScHooL COUNSELOR

ScHooL COUNSELOR
PrRoJECT DIRECTOR

DID THE ABOVE EXAMPLE REVEAL EVENTS, DATE OF EVENTS, AND

THE PERSON RESPONSIBLE?
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DISSEMINATION

DISSEMINATION REFERS TO THE PROCESS OF SHARING IN
WRITTEN FORM THE RESULTS OF A PROJECT.

EACH PROJECT SHOULD HAVE A CONCISE STATEMENT REVEALING
DISSEMINATION STEPS THE GRANTEE WILL PURSUE WHEN THE PROJECT
1S COMPLETED, AND WITH WHOM, AND WITH TIME RESTRAINTS.,

AN EXAMPLE OF A DISSEMINATION STATEMENT IS PRESENTED
BELOW:

GRANDFIELD SCHOOL WILL MAIL TO THE ADMINISTRATIVE LEADER
OF OTHER SCHOOLS WITHIN ITS DISTRICT, BEFORE Jury 1, 1972,
A COPY OF THE PROJECT PROPOSAL., AS WELL AS THE MONITORING
STATEMENTS AND EVALUATION SUMMARY. AND TO THE ASSOCIATE
STATE SUPERINTENDENT OF ELEMENTARY/SECONDARY EDUCATION

FOR FURTHER DISSEMINATION,

JID THE ABOVE EXAMPLE REVEAL WHAT DISSEMINATION STEPS
THE GRANTEE WILL PURSUE, WITH WHOM, AND WHEN?
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CODING OR NUMBERING SYSTEM OF COMPONENTS

IN AN EFFORT TO PROVIDE CLARITY AND UNIFORMITY, SOME
OF THE COMPONENTS WILL BE CODED BY A NUMBERING SYSTEM. [HE
COMPONENTS, GoAL (s), OBJECTIVE (s)., ACTIVITIES., AND EVALUATION
SHOULD BE NUMBERED, UTILIZING THE FOLLOWING SYSTEM:

1. GoaL
1.1 OBJECTIVE
1.1.1 AcTIvIiTY

1.1.1.1 EVALUATION

STATED IN CONCISE TERMS:

DECIMALS SERVE TO SEPARATE COMPONENTS:

CONSIDERATION IS FOCUSED FROM LEFT TO RIGHT:

THE FIRST NUMBER (AT LEFT) PRECEDING A DECIMAL
IS A GOAL:

THE NUMBER (FROM LEFT TO RIGHT) FOLLOWING THE
FIRST DECIMAL IS AN OBJECTIVE:

THE NUMBER (LEFT TO RIGHT) FOLLOWING THE SECOND
DECIMAL IS AN ACTIVITY:

THE NUMBER (LEFT TO RIGHT) FOLLOWING THE THIRD
DECIMAL IS AN EVALUATION METHOD.,

- 15 -




IF AN EVALUATION STATEMENT WERE CODED AS PRESENTED
BELOW, ONE COULD IDENTIFY IT TO RELATED STATEMENTS OF
AcTiVviTY, OBJUECTIVE., AND GOAL., AS FOLLOWS:

1.15.3,2 (EVALUATION STATEMENT)
IT 1S RECOGNIZED TO BE AN EVALUATION STATEMENT IN THAT

IT IS PRECEDED BY THREE DECIMALS. (THE CODING SYSTEM IS
READ FROM LEFT TO RIGHT THROUGH ITS ENTIRETY.)

READING FROM LEFT TO RIGHT: 1 REFERS To GoaL #1: 15 REFERS
10 OBJECTIVE #15; 3 REFERS TO ACTIVITY #3: AND 2 REFERS TO
EVALUATION STATEMENT #2.

OR TO PLACE THE EVALUATION STATEMENT IN ITS OVERALL PER-
SPECTIVE, WE RECOGNIZE IT TO BE EVALUATION STATEMENT #2
RELATING TO AcTIVITY #3, RELATING To OBJECTIVE #15, RELATING

T0 GoaL #1.
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PROJECT PROPOSAL EXAMPLE
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DurING THE 1969-70 anp 1970-71 ACADEMIC YEARS, THE
STUDENTS IN GRADE FIVE AT GRANDFIELD SCHOOL WERE ADMINISTERED
STANDARDIZED ACHIEVEMENT TESTS. THE RESULTS OF THE TESTS
REVEAL THAT IN MATHEMATICS, LESS THAN THIRTY-FIVE PERCENT
OF THE STUDENTS EXHIBITED A YEAR'S GAIN PER ACADEMIC YEAR.

1. To IMPROVE STUDENT PERFORMANCE IN MATHEMATICS.
1.1 NINETY PERCENT OF THE DESIGNATED STUDENT POPULATION

WILL GAIN AT LEAST ONE GRADE LEVEL IN MATHEMATICS
DURING THE 1971-72 ACADEMIC YEAR, AS EVIDENCED BY
THE SCORE GAINS BETWEEN PRE-POST STANDARDIZED
ACHIEVEMENT TESTS.

1.1.1 AN IN-SERVICE WORKSHOP WILL BE CONDUCTED INVOLVING
THE 20 MEMBERS OF GRANDFIELD ScHooL (GRADE 5).
(BUDGET, $1800.) REVEALING THE NEW MATH PROGRAM
CONTENT AND TECHNIQUE.

1.1.2 STUDENTS WILL BE ADMINISTERED A STANDARDIZED
ACHIEVEMENT TEST (SEPTEMBER 13, 1971, AND
May 10, 1972) (BupeeT., $1200,),.

1.1.17 AN IN-SERVICE WORKSHOP WILL BE CONDUCTED INVOLVING
THE 20 MEMBERS OF GRANDFIELD ScHooL (GRADE 5) AND
20 MEMBERS (GRADE 6), TO REVEAL GAINS OF NEW PROGRAM
AND ESTABLISH PROCEDURES TO BE UTILIZED DURING THE
1972-73 acapemic YEAR (BupceT, $1800.).

1.1,2.1 PRE-POST TESTING (STANDARDIZED ACHIEVEMENT TESTS).
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ADDITIONAL CONSIDERATIONS

ApD1TIONAL CONSIDERATIONS ARE PRESENTED AS AN AID TO
THE WRITER OF A PROPOSAL AND/OR A PROJECT.

FOR EXAMPLE, WHEN WRITING OBJECTIVES, ONE MUST THINK
IN TERMS OF DESIRED “OUTCOMES.” WHEN THINKING OF THE LEARNER,
ONE MUST DECIDE ON WHICH DOMAIN EMPHASIS WILL BE FOCUSED,
1,E., COGNITIVE (EMPHASIZING THE MENTAL PROCESSES--THE THINKING),
PSYCHOMOTOR (EMPHASIZING THE MOTOR SKILLS=--THE DOING)., OR
AFFECTIVE (EMPHASIZING THE EMOTIONAL PROCESSES--RECEIVING,
VALUING): AND THE VARIOUS LEVELS OF EACH, AS REVEALED ON THE

FOLLOWING PAGES,
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SiMPLE TO COMPLEX

HIERARCHICAL STRUCTURE OF THE
LEVELS OF THE
~ PSYCHOMOTOR DOMAIN

PERFORMANCE

SERIES OF COORDINATED PHYSICAL ACTIONS

RATTERN
HABITUAL ACTION

GUIDED RESPONSE
TUTORED BEHAVIOR

PREPARATION
READINESS FOR ACTION

PERCEPTION
AWARENESS VIA SENSE ORGANS
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HIERARCHICAL STRUCTURE OF THE
LEVELS OF THE
AFFECTIVE DOMAIN

CHARACTERIZATION
TOTAL BEHAVIOR CONSISTENT WITH VALUE SYSTEMS

ORGANIZATION
DISPLAY OF A COMMITMENT TO A SET OF VALUES

VALUING
VOLUNTARILY DISPLAYING BEHAVIOR CONSISTENT WITH A BELIEF
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REACTING TO VARIOUS STIMULI
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OBJECTIVE:

90% OF THE TARGET

POPULATION WILL GAIN AT LEAST
A GRADE LEVEL IN MATHEMATICS

IN 1971-72 AS EVIDENCED BY
TEST SCORE GAINS OF PRE-POST
STANDARDIZED ACHIEVEMENT TESTS.

(A WORK-SHEET SAMPLE)

 SPECIFIC

ALLOCATION BY MON

MAJOR REQUIRED TOTAL H
ACTIVITY EVENTS PERSONNEL, COST
EQUIPMENT, ETC. JULY | AUG [SEPT OCT INOV IDEC WJAN [FEB {MAR | APR IMAY | JUNE
IN-SERVICE SELECT AND |DIRECTOR, 80.00/80.00
WORKSHOPS  EMPLOY 1 DAY
FOR TEACH- CONSULTANT
RS e S e e ] e e e e
{DIRECTOR AND| DIRECTOR i
] CONSULTANT, 1 DAY 80.00 | 1 80.00
JOHN DOE, JOHN DOE |
MEET TO 1 DAY 1100.00 100.00 S
DETERMINE DOE'S TRAVEL | | i
OBJECTIVES, | 100 MI. @10¢ | 10.00 110.00 Ji
| CONTENT, | DOE'S PER DIEM ‘ j
" MATERIALS, $22 PER DAY | 22.00 122.00 M
i EVALUATION, ; :
ETC. P
MAKE AD- DIRFCTOR < . L
VANCE 2 DAYS 160.00 | 160.00
PREPARA- SECRETARY f i B
TIONS 2 DAYS 60.00 | 60.00
DISTRICT CONFER-
ENCE ROOM NO COST
30 CHAIRS
PORTABLE CHALK
BOARD
MOVIE PROJEC-| TO
TOR -
AGENDA
HAND OUT
MATERIALS
PROJ-
MICROPHONE & EcT

SPEAKERS
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