(Attachment II)
 STATE PROJECT DELIVERABLES AND INVOICE FORM

 (FY 2009-2010)

A.  Project Information

	Agency:

     
	Telephone:

     

	County:

     
	E-Mail:

     

	Contact Person:

     
	Fax:

     

	Title of Contact Person:

     
	Total Grant Amount:

$     


	**Failure to submit the required deliverables may result of reduction and/or return funds to the FDOE**   


B.  Performance Goals   

	(1)

FY 2009-2010

Deliverables


	(2)

Amount Requested
	(3)

Amount Approved
	FDOE Use Only

	Required Performance Deliverables
	$     
	     %
	$     
	

	July 1, 2009  - September 30, 2009

 FORMCHECKBOX 
  E-Confirmation of FY 2008-2009 Final Report 

 FORMCHECKBOX 
  Identify recruitment and retention strategies 
 FORMCHECKBOX 
  Proof of Professional Development
	
	
	
	

	October 1, 2009 - December 31, 2009
 FORMCHECKBOX 
  Proof of Dissemination and Marketing

 FORMCHECKBOX 
  Monthly Attendance Report (each site)*  

 FORMCHECKBOX 
  Evidence of Staff Training
	
	
	
	

	January  1, 2010 –  March 31, 2010

 FORMCHECKBOX 
  Monthly Attendance Report (each site)*

 FORMCHECKBOX 
  Evidence of Staff Trainings (to date) 

 FORMCHECKBOX 
  E-Confirmation of Mid-Year report
	
	
	
	

	April 1, 2010 – June 30, 2010

 FORMCHECKBOX 
  Monthly Attendance Report (each site)*

 FORMCHECKBOX 
  Formative Evaluation Report

 FORMCHECKBOX 
  2010-2011 Early Preparation Plan
	
	
	
	


“I herby confirm that the information reported on this Project Deliverables and Invoice Form and documentation submitted in support of this Form to the Florida Department of Education has been verified and validated as accurately reflecting the operation of this Project”

Print Name:  _____________________________________________________ Invoice # ____________

________________________________________________________________ Date: _______________  

Signature of Agency Head or Authorized Agency Representative
INSTRUCTIONS FOR PROJECT DELIVERABLES FORM:

1. In column 1.  Ensure all deliverables to be submitted in support of the reimbursement request for the month noted are submitted as required. 

2. In column 2.  Divide the total approved amount into the twelve monthly performance periods, as necessary, to meet the overall goals and objectives of this grant. As determined by the Florida Department of Education (FDOE), substantial differences from the suggested allocation may require additional documentation and evidence of the programs ability to successfully operate over the course of the program year. The total of all percentages in column 2 should be 100%, and the total budget amount should equal the total grant amount.  

3. In column 3. Calculate the total expenditures for the performance period, as indicated in support documentation of allowable expenditures. The requested reimbursement cannot exceed the allocated amount approved by the FDOE. This column will not be completed for any individual performance period until the Project Deliverables Form is submitted with all other requirements for reimbursement requests. 
Required Deliverables:

Each performance period requires the submission of deliverables to the FDOE. The specified deliverables must be completed PRIOR TO or DURING the performance period indicated. Reimbursement for the specified deliverable is not restricted to that performance period. 

Invoices and all supporting documentation with original signature must be submitted to:

Florida Department of Education

Bureau of Family and Community Outreach

Attention: Tiffany Herrin

325 West Gaines Street, Room 544
Tallahassee, FL 32399-0400

Explanation of Required Project Deliverables (2009-2010)

Each required performance deliverable indicated on the Project Deliverables and Invoice Form must include complete documentation of the deliverable from the beginning of the funding year (i.e., July 1, 2009) through the end of the indicated performance period. Documentation collected as project deliverables for the purpose of reimbursement does not fulfill, in whole or in part, the requirements associated with monitoring and audit of the program. All programs must continue to submit full documentation, as requested, for monitoring and audit efforts on behalf of the FDOE. Do NOT submit original documents unless otherwise requested within the explanations below, as originals must be retained in program files for future requests and/or requirements.  

The following information provides explanations of the documentation expected for each of the items listed on the Project Deliverables and Invoice Form. 

E-Confirmation of Mid-Year and Final Report

Provide the e-mail confirmation received from the Florida Department of Education (FDOE) indicating that online data was submitted as required. Support documentation must include a printed copy of the e-mail confirmation.

Identify recruitment and retention strategies 

Identify your strategy for recruiting and retaining Mentors and Students Mentees.
Proof of Professional Development Sessions (to date)

Provide all documentation of any staff development sessions that took place, for the purpose of training new and existing staff. Support documentation must include, at minimum, an announcement of the training(s); training agenda(s); sign-in sheet(s); feedback forms from staff attending the training(s).

Proof of Dissemination and Marketing 

Provide all documentation of all initiatives taken before October 1, 2009, to disseminate information about the availability of services. The initiatives should show that the community received information about parental involvement activities, activities scheduled for family literacy, or activities related to educational development to support their child’s learning. Support documentation may include announcement(s); flyer(s), agenda(s); “contracts” signed by parents of students when enrolled; and results of parent needs assessment(s) obtained to guide program development. 

Monthly Attendance Report (must be an original copy with signature of agency head)
Documentation of minimum performance standards must be completed using the “State Performance and Deliverables: Monthly Report” Microsoft Excel template provided by the FDOE. A monthly report must be submitted for each site and for each month for which the program is requesting reimbursement. The monthly report requirement does not negate the requirements set forth in the Request for Application (e.g., each program must adhere to the reporting outcomes and final evaluation requirements). 

Evidence of Staff Trainings (to date)

Provide all documentation of any staff development trainings that took place, for the purpose of training new and existing staff and administrators. Support documentation must include, at minimum, an announcement of the training(s); training agenda(s); sign-in sheet(s); and evaluation forms from attending staff.

Formative Evaluation Report

Provide a minimal 2-page internal program evaluation report that clearly indicates: (1) the specific data that were collected for the purpose of ongoing/formative evaluation efforts (including a timeline of when data were collected); (2) whether the results of data analyses show progress towards approved program objectives; (3) recommendations as to how the program can enhance or revise services and/or strategies to increase potential success of the program and participants. The evaluation must also consist of how the program carried out activities and services, the purpose of the project, and how the program achieved the intended goals. 

2010-2011 Early Preparation Plan

Provide a detailed plan of activities and initiatives that will be implemented to prepare for the 2010-2011 program year. This may include information about regaining partners, expanding partnership, integrating new research-based curricula, exploring enhanced educational opportunities, setting up initial staff training, etc. Support documentation must include, at minimum, the detailed early preparation plan. 
