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QUICK REFERENCE CHECKLIST

This checklist provides all the steps that a grantee must take to obtain access to grant funds in the

Comprehensive Continuous Improvemeant System (CCIP) e-grant system. The checklist can be used to
track your progress as you move through each step. Please try to follow these steps in order. Use the
checklist links to navigate directly to where you are in the setup process and to access the applicable

guidance.

Section 1: Access Systems
Sections 1.1 - 1.7 are necessary to create/obtain access to the applications you will use to manage a grant.

Section 1 Action Completed
1.1 Obtain an OH|ID Account
11 Obtain a Department of Education Profile
1.2 Obtain an OAKS Supplier/Vendor 1D
1.3 Obtain an Information Retrieval Number {IRN]
1.4 Obtain Access to the Ohio Education Directory System (OEDS)
1.5 Assign Roles in QEDS
1.6 Associate OAKS Supplier/Vendor ID
1.7 Access the Comprehensive Continuous Improvement Plan (CCIP)
Bections 1.8 = 1.9 are necessary to complete if you are receiving federal grant money from the Department
1.8 Obtain a UEIl or Register in SAM.gov
1.5 Enter UEl in OEDS

Section 2: The Grants Manual
This manual outlines the fiscal representatives’ responsibilities.

2.1 | Grants Manual (For reference only) |

Section 3: Submit an Application/Budget
Grant recipients are required to submit an application/budgaet in the CCIP for approval prior to accessing funds.

3.1 Complete the budget in the CCIP

Section 4: Submit a Project Cash Request (PCR)
After incurring allowable expenditures under the grant, grantees request funds by submitting a PCR in the CCIP.

4.1 | Submit a request for reimbursemeant (PCR) |

Section 5: Submit a Final Expenditure Report (FER)
At the end of the grant period, you are required to submit a final expenditure report (FER) in the COP.

5.1 | Submit a FER

GRANTS MANAGEMENT
QUICK REFERENCE
GUIDE



chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/education.ohio.gov/getattachment/Topics/Finance-and-Funding/Grants-Administration/Managing-Your-Grant/Grants-Management-Quick-Reference-Guide.pdf.aspx?lang=en-US
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/education.ohio.gov/getattachment/Topics/Finance-and-Funding/Grants-Administration/Managing-Your-Grant/Grants-Management-Quick-Reference-Guide.pdf.aspx?lang=en-US
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/education.ohio.gov/getattachment/Topics/Finance-and-Funding/Grants-Administration/Managing-Your-Grant/Grants-Management-Quick-Reference-Guide.pdf.aspx?lang=en-US

WHAT YOU SHOULD KNOW




ACCESSING SYSTEMS

1.1 Obtain an OH|ID Account

An OH|ID account must be created first and matched to
your existing Department of Education profile.



OH|ID PORTAL

* https://www.youtube.com/watch?v=hBxRmGHcI|Z8



https://www.youtube.com/watch?v=hBxRmGHcIZ8

OEDS

Ohio Education Directory
System (OEDS)

Directory of schools and districts

Details Open App



REQUIRED CCIP Authorized
OEDS Representative/Superintendent***;

ROLES

CCIP Fiscal
Representative/Treasurer***;

OEDS Organization Administrator;

(***ONLY one per organization)




REQUIRED Data Entry Funding - CCIP (Editing

OEDS rights);
ROLES Data View Funding - CCIP (Read Only)

Program Manager — 215t Century***
(***ONLY one per organization)

Data Entry Compliance (View &
Upload),

Data View Compliance (Read Only)

Data Entry - 21st Century (21APR)




ROLE DEFINITIONS

CCIP Authorized CCIP Fiscal

Representative/Superintendent Representative/Treasurer will
will grant users full access and have grant users full access and access
final approval. to submit project requests.

OEDSR Administrator will grant
access to assign roles in the Ohio
Educational Directory System.




ROLE DEFINITIONS

Data Entry Funding-
CCIP will grant users
update access to all
funding applications.

Data View Funding-CCIP
will grant users access to
read only.

Program Manager - 215t
Century will grant users
access to the Compliance
Monitoring System once
awarded a grant.

Data Entry - 21st
Century (21APR) will
grant users access to the
federal reporting survey
via Compliance system.




ASSIGN ROLES IN OEDS

* OEDS Administrator - is responsible for assigning roles in this
system.

* In order to complete the budget, the Project Cash Request

(PCR) and the Final Expenditure Report (FER), you must have
an assigned:

* Treasurer

* Authorized Fiscal Representative



CCIP

CCIP

Department of Education

The Comprehensive Continuous Improvement Plan (CCIP) is the Department of Education's unified grants
application and verification system. Planning Tool contains the goals, strategies, action steps and district goal
amounts for all grants in the CCIP. Grant Funding contains the budget, budget details, nonpublic services and other

related functions.

LAUNCH[Z

CCIP




Approved Application;

Program Revisions, Budget
Revisions & Uploads;

Continuation Plans;

Project Cash Requests
(PCRs); and

Final Expenditure Report
(FER).




REVIEWING APPROVED PLAN

== Appr.ove‘d Continuation Plans
Application



ACCESSING CCIP

Ohio.gov

CCIP Home

Administer

Search

Planning

Funding

v | v | W | W

Address Book

Grant Scorer Inbox

Contact ODE

Document Library

Help

& SAFE Account
Sign Qut

Department
of Education

Home

CCIP Home

Click on the associated

[ ] I [ ] f
Ohio Department of Education (050785) - Franklin County

Associated Organizations

m Organization Name

050765 Ohio Department of Education

the grant

T |

Nita M. Lowey's 21st Century Community Learning Centers (4/1/2022)
The Nita M. Lowey's 21st Century Community Learning Centers (CCLC) program will accept new applications for the FY23
grant competition via the Comprehensive Continuous Improvement Plan (CCIP) on Monday, April 4, 2022, and will close
promptly at 5:00 pm on Friday, May 27, 2022. The FY23 Request for Application (RFA) will be posted to the program webpage at
hitp://education.ohio.gov/Topics/District-and-School-Continuous-Improvement/Federal-Programs/Elementary-and-Secondary-
Education-Act-1/21st-Century. Questions: Reach out via email to Stacey Brinkley@education.ohio.gov or cell (614) 301-1876.



CCIP

Funding Applications

Chio Department of Education (050765 - Franklin County - 2023

» 2023 v~ | | All Active Applications v

Differentiated Support Status

2023
2022

Entitlement Funding Application

There are no matching Entitlement applications for this fiscal year.

Competitive Funding Application -
» 21st Century



Sections
(hio Department of Education (050765) - Franklin County - 2023 - 21st Century - Rev

Application Status:  Authorized Representative Approved

Change Status To: Reviewed
or
Consultant Returned Not Approved

View ODE History Log
gw Change Log

All Messages Print
= History Log Print
History Log Print
Create Comment
= Allocations Print
Allocations Print
~  21st Century Messages Print
| District Level v
Budget Print
21st Century Allocations Print
- Contacts Print
Contacts Print
= Substantially Approved Dates Print
Substantially Approved Dates Print
-~ Assurances Print
Assurances Print
~  New Applicant Tentative Approval Override Print
New Applicant Tentafive Approval Override Print

All Messages Print




SYSTEMS
CHECKLIST



EXPECTATIONS & PROCESS

E Program Revisions, Budget
Revisions & Uploads;




GRANT ALLOCATION

85% of Allocation Available until March Annually

CCIP ALLOCATIONS

CCIP 21st Century Allocations



GRANT ALLOCATIONS

Sections

l College Mow Greater Cleveland (113217) - Cuyahoga County - 2023 - 215t Century - Rev 0
Application Status: Reviewed
Change Status To: Revision Started

or
FER Draft Started

View ODE History Log
View Change Log

Description { View Sections Only View All Pages )
All

~  History Log

History Log

Create Comment

= Allocations

~  21stCentury
' District Level

Budget
21st Century Allocations




GRANT ALLOCATIONS

Allocations

College Now Greater Cleveland (113217) - Cuyahoga County - 2023 - 215t Century - Rev 0 - Allocations

GoTo b

Original 1,300,000.00
Incoming Carryover 0.00
Outgoing Carryover 0.00
Reallocated 0.00
Additional 0.00
Released 0.00
Forfeited 0.00
FER Released 0.00
MOE Reduction 0.00
Total 1,300,000.00



GRANT ALLOCATIONS

Sections

College Mow Greater Cleveland (113217) - Cuyahoga County - 2023 - 21st Century - Rev 0
» Application Status: Reviewed
Change Status To: Revision Started

or
FER Draft Started

View ODE History Log
View Change Log

Description ( View Sections Only View All Pages )
All
- History Log
History Log

Create Comment

«  Allocations

Allocations

—~  21st Century
' District Level

Budget
215t Century Allocations




GRANT ALLOCATIONS

21t Century Allocations

» College Now Greater Cleveland (113217)- Cuyahoga County - 2023 21sf Century - Rev 0 - 21t Century

Organization ID Grant Applicant Allocation Amount

12210 CityLife §100.000.00
11319 Cleaniew $100000.00
1733 College Now Bedford High Schoal FY22-26 §200.000.00
19910 College Now CMSD CIAFY23-27 §200.000.00
1%11 College Now CMSD Merick House FY23-27 520000000
18687 College Now Mapl Heights High School FY23-21 520000000
16310 Euclid City Schools - Euciid High School FY21-23 520000000
12269 Universty Cirle Library §100.000.00

| Mike Deline. Govemar | Or Stephanie K. Siddens. Interim Supeintendent of Publc Insiructin | Sate Board | ODE Home | Pvacy | Contact ODE | Otio Home
The Department of Educaton s an equal appariunity mplayer 2nd provider of ADA senvices.




USE OF FUNDS




EXPENDITURES

Based on current approved budget

Must be:
-Reasonable
-Allowable

-Necessary

Use good common sense when making expenditure/obligation
decisions



EXPENDITURES

Allowable Unallowable

Transportation costs (etc. driver salary & Food (of any kind) is not an allowable expense
LN TSR L g VGO RV G EIEES (O L  4 1T for program. However, if food is part of the

passes) curriculum supplies, then it is allowable and
must be justified.
Curriculum materials related to afterschool Grant Writer fees

HCTAEN N OO S TG EN TS &V i AL ETCN )M Capital expenses (a building or land for a
building)

Program evaluation costs (up to $10,000) Indirect Costs not pre-approved for an
indirect cost rate by a federal or state
government agency.

Building Repairs/Renovations
Parent/Family Engagement speakers

Supplies for fundraisers
Supplies, including computers/printers,
pertaining to academic and enrichment

activities.
Staff Professional Development for meetings,

trainings and reimbursement of travel

expenses.

Equipment purchases for instructional
purposes (Refer to Local threshold)



EXPENDITURES

Governance/Administrative
Expenses cannot exceed 15% of
the total budget. These expenses
would include non-instructional
services and activities, including
planning, administration,
personnel development and
Interagency coordination.




PROGRAM REVISION

Requires sub recipient to enter program change(s)
Into the CCIP History Log

The program change is different from the awarded

application and/or continuation plan

There is no CCIP Status Change required




PROGRAM REVISION APPROVAL

» Response sent to the 215t Century Regional Consultant to
determine if a comment is needed via the CCIP; and

» There is NO status change via the CCIP.



HISTORY LOG

Create Comment

Chio Department of Education (050785) - Franklin County - 2023 - 215t Century - Rev 0 - History Log

» ‘SaveAnd GoTo ) ‘
Create Comment

Comment

Check Spelling
0|of 4000 characters

Send Email to CCIP
Contacts

Available Contact Groups
District Grant Contacts |21st Century v [21st Century v | Add

District Contacts (Funding Application Contact
Homeless Education Liaison

Planning Tool Contact

Authorized Representative

Fiscal Representative Add

CDE Contacts |Grants Management Censultant
ODE Consultant

Add

Additional Recipients || Add |




Budget Revision

What is a BUDGET ———"
REVISION?

When making certain
changes to the last
approved budget to
meet federal
requirements or to
pay for expenditures
not originally
budgeted.

-
— -




BUDGET REVISION

» A Budget Revision is required when anticipated approved costs are expected to
change;

» A budget revision DOES require a status change via the CCIP; and



BUDGET REVISION

A budget revision must be submitted and
approved via the CCIP prior to obligating
the funds.



BUDGET REVISION

* Required when program activities are
expected to exceed 10% of the current
total approved budget in an object code.

* A CCIP History Log justification is
required.



Strategic Planning - Determine Program
Needs

Monitor Funds - Review current

CHANGING approved budget
PROGRAMPLANS? |
BEFORE YOU CAN Monitor Funds — Determine if revision
RECEIVE FUNDS... exceeds 10% by object code

Start and complete Budget Revision via
the CCIP

Do not spend until Revision is Final
Approved (Consultant Approved)




CCIP STATUS CHANGES

1. Draft Started

* Begin an application

2. Draft Completed

® Submitacompleted application

3. Fiscal Representative Approved
* Treasurer and/or fiscal representative Review/Approve budget proposal;
* Treasurer’s final approval after a budget revision; or

* Treasurer’s final approval after submitting a project cash request (PCR).

W



CCIP STATUS CHANGES (CONT.)

4. Authorized Representative Approved

* Superintendent and/or authorized representative have reviewed and
approved all applications and budgets

* Final step of approval at the district (LEA and/or CBO) level
* Superintendent’s (CEO) final approval after a budget revision

5. Reviewed

* Grant allocation by the department at the beginning of a fiscal year;
Grant Award Notification and requirements

6. Revision Started

* Initiated by the grantee when anticipated purchases are necessary No
purchases can be made at this time until approved by
the department. This is the first step in submitting a budget revision.



CCIP STATUS CHANGES (CONT.)

7. Revision Completed

* Purchases added to the budget and is pending approval at the
district/local level

* Occurs during fiscal year prior to tprogram end date to benefit current
year programming.

8. Consultant Approved
* Department approval of a pending budget revision.

9. Consultant Returned Not Approved
* Pending budget revision is denied; requires action from the grantee

* Ending status must be at CCIP Authorized Representative
Approved.
* A CCIP History Log justification may be required.



BUDGET REVISION MODULE

. https://Www.youtube.com/watch?vzzLNJfk?tke8



https://www.youtube.com/watch?v=zLNJfk7tke8

BUDGETING AND
CODING
EXPENDITURES
ARE BASED

OUTLINED IN THE
UNIFORM
SCHOOL
ACCOUNTING
SYSTEM (USAS)

USAS Manual



https://ohioauditor.gov/publications/docs/uniform_school_accounting_system_user_manual.pdf

OBJECT CODES

Object 100- Salaries

* Gross Wages

Object 200- Retirement Fringe

* Amount paid by grantee on behalf of employee

Object 400- Purchased Services

* Contracts, travel, rent, utilities, copies, postage

Object 500- Supplies

* Material items

Object 600- Capital Outlay

* Material items over Capital Outlay threshold used for reporting purposes

Object 800- Other

* Indirect cost, memberships, awards & prizes



PCR & FER




WHAT IS A PCR?

 APCR s a Project Cash Request.

* Enteredin CCIP;

* Request based on approved budget and the Substantially Approved
Date (SAD);

* Contain PCR and Grant Assurances;
* Request for cash for grant expenditures;

* Funds may be requested as reimbursement or advance.
— All advances must be expended within 5 business days of receipt.

* Must be able to provide detailed financial report and required
documentation, can provide with every PCR or as requested



Project Cash Requests

Tips on Submitting a PCR via CCIP...
v Immediate Cash Need;

v Multiple Advances can be requested each
month; but

v'You may submit ONLY 1 active PCR at a
time.



||| PCR ASSURANCES

By submitting this document, the entity agrees to all of the requirements and regulations outlined below:

1 As required by the Cash Management Improvement Act (codified as 31 CFR part 205 and 2 CFR 200), cash advances are limited to the
immediate cash needs of the requesting entity. By submitting this cash request, the entity certifies that this request is in compliance with the
Cash Management Improvement Act and 2 CFR 200 and advance funds will be disbursed within five business days of receipt.

2 For cash requests submitted in July, August or September from a previous year grant, the entity certifies that the underlying obligations were
made prior to June 30.

3 By submitting this cash request, the entity certifies that the obligations incurred under this project, for which funds are requested, were made
within the period of availability outlined in the grant agreement.

4 Multiple advance requests may be submitted as long as the funds received are disbursed within five business days of receipt. Organization
can request advance plus any applicable negative balance.

5 Advance payments must be as close as is administratively feasible to the actual disbursements. Advances must be pro-rated to meet
immediate cash needs and advance funds must be disbursed within five business days of receipt.

6 By submitting this cash request, the LEA acknowledges and agrees to the terms and conditions set forth in the grant assurances.




PCR (TOP)

General Information

Assistance Listing Mumber (ALMN) — Formerly CFDA 84 36TA
U.S.AS Fund Code 590
Cost Center Number Qo724

Total Cash Basis Expenditures by Object Code (Year to Date)

Salaries (100s) $6,193 24

Retiremeant Fringe Benefits (200s) $1,416.58

Purchased Services (400s) $9,190.57

Supplies (500s) $0.00

Capital Outlay (600s) $0.00

Other (500s) $0.00

Fiscal Summary

Allocation $187.481 .87
Available Budget 3187 .481.87
Fiscal Information As Of 9/30/2022 =3

Cash Raceived $9.190.57
Total Cash Basis Expenditures $16,800.39

Cash Balance On Hand (57,609 .82)

Cash Available $178,291.30



R (BOTTOM)

Fund Request

Negative Amount $7 609.82

Advance Amount - AMOUNT REQUESTED MUST BE LIQUIDATED WITHIN 5 BUSINESS DAYS OF
RECEIPT

Advance Period - When requesting an advance, the advance period must be the
current month or the next month.

Total Amount Requestad $7,609.82

Attach PCR supporting document here:

Attach document to justify the amount requested in this PCR. Only one file can be attached with this PCR. The allowable file formats are Text
document, Microsoft Word, Excel, Powerpoint, PDF, JPEG images. Allowable file size limit is 1MB._

Upload PCR supporting document
View PCR Supporting document

Justification of Need

Explain need for Advance Amount and include date advance will be liquidated. Advance must be liquidated with 5 business days of receipt.

Explain need for Advance Amount when Cash Balance On Hand exceeds 5% of Available Budget



FINAL EXPENDITURE REPORT TIPS

Annually the final expenditure report (FER) is due via CCIP on or
by Sept. 30 (90 days after the project ending date - June 30);

v'FER must reflect actual expenditures for all 215t Century
grants combined; and

v 215t Century grant does not have a carryover provision.



FINAL EXPENDITURE REPORT

Final Expenditure Report
m 2023 - 21st Century - Rev 2 - Final Expenditure Report

Salaries Retirement Purchased Supplies
100 Fringe Benefits Services 500
200 400
21st ’ ’ . 13,058.13
64,664.23 8,987.96 213,000.00
Total 64,664.23 8,987.96 213,000.00 13,058.13

Capital Outlay

600

0.00

0.00

299,710.32

299,710.32



FER ADJUSTMENTS

FER Adjustments

~ 2023 - 21st Century - Rev 2 - Final Expenditure Report
Go To »

Adjusted Current Reported Adjusted Cash Cash
Allocation| Allocation | Expenditures | Expenditures Received Balance
On Hand

21st $300,000.00 $300,000.00 $299,710.32 $299,710.32 $299,710.32 $0.00

Amount | Amount to | Acknowledge

Remaining

$289.68

Carry| Carryover
Less Than

Amount
Remaining



FER INDIRECT COST EXPENDITURE

FER Indirect Cost Expenditure
* - 2023 - 21st Century - Rev 2 - Final Expenditure Report

Go To »
Object Code / Grant Code Indirect Cost / Other 800

21st $0.00




CCIP STATUS CHANGES (CONT.)

10. FER Draft Started

* Required at the end of the fiscal year to start the process of submitting a final expenditure
report (FER). You should ONLY begin this process after June 30th and by September 30th
after funds are liquidated.

11. FER Draft Completed

* After the district completes the required FER process. Once completed, it requires the
approval of the treasurer/fiscal rep then the superintendent/authorized rep.

12. FER Fiscal Representative Approved OR
FER Fiscal Rep Returned Not Approved
* This status change is once the treasurer/fiscal rep have approved or not approved the FER.
13. FER Authorized Representative Approved OR
FER Authorized Rep Returned Not Approved

* This status change is once the superintendent/CEO have reviewed and approves the FER.
This is the final status change at the local level prior to submitting the required FER.



SECTIONS

Application Status:

Change Status To:

FER Authorized Representative Approved

FER Grants Management Final Approved

or
FER Grants Management Returned Not Approved

or
FER Grants Management Primary Approved




MONITORING

Monitoring

Tracks grant monitoring, program
analysis, data

Details Open App



FISCAL : .
MONITORING First Year Implementation

REVIEW Review;

Compliance and
Performance Assessment
Review; and

Grant Closeout Review.



FISCAL MONITORING REVIEWS

All evidence documentation for both First

Year & CAPA Monitoring Review evidence
must be uploaded by RN

Grant Closeout Review evidence must be

uploaded by [




GRANT CYCLE
REVIEWS

First Year Implementation
Program Desk Review

Fiscal Desk Review

CAPA Monitoring

* Program Desk Review
 Fiscal Desk Review

Grant Closeout Fiscal Review
State/Federal Audits (Regular
& Single)




CCIP DOCUMENT LIBRARY

Competitive Funding Application

Using the CCIP Site (Navigating, Passwords, and Help)
Competitive Grant Overviews
School Improvement Grant Information

21st Century

(> 21st Century Carryover
i+ ESEA Flexibility Waiver Impact on 21st CCLC Applicants
(> 21st Century Bidders Conference Announcement - FY21

(> 21st Century Appeals Process February 2020

(> 21st Century Equitable Services FAQs

> 21st Century Equitable Services Consultation Form
{» 21st CCLC CCIP Job Aid - FY21

> 21st CCLC Partnership Agreement

# 21st Century Community Learning Centers




RESOURCE LINKS



https://21stcenturylearningcenters.files.wordpress.com/2012/08/guidance2003.pdf
https://ccip.ode.state.oh.us/DocumentLibrary/Default.aspx?ccipSessionKey=637351774537285411
https://21stcenturylearningcenters.wordpress.com/fiscal/
https://21stcenturylearningcenters.wordpress.com/fiscal/

CONTACT INFORMATION!

Sheila Samson - Financial Program Manager
Office of Future Forward Ohio - 215t CCLC Team
Sheila.samson@education.ohio.gov

Kim Zwayer, Financial Analyst Supervisor
Office of Grants Management
kim.zwayer@education.ohio.gov



mailto:Sheila.samson@education.ohio.gov
mailto:kim.zwayer@education.ohio.gov

QUESTIONS?

EDUCATION.OHIO.GOV

"1 Department of
?%W Education &
s

Workforce



Department of
Education &
Workforce

EDUCATION.OHIO.GOV
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