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Title IV, Part A, Student Support and Academic Enrichment
Grant Administrative Guidelines


Title IV, Part A, Student Support and Academic Enrichment (SSAE) grant funds are intended to improve students’ academic achievement by increasing the capacity of states, school divisions, and local communities to provide all students with access to a well-rounded education; improve school conditions for student learning; and improve the use of technology in order to improve the academic achievement and digital literacy of all students. The Uniform Guidance cost principles under 2 CFR 200.403 apply to the use of SSAE program funds.  Expenditures should be necessary and reasonable; allowable under the grant provisions; allocable to the program; and adequately documented. The following guidelines should be followed when administering the grant.
Submitting Requests for Reimbursement and Budget Transfers

· The fiscal agent for a grant should submit budget transfer requests and reimbursements via the VDOE’s Online Management of Education Grant Awards (OMEGA) system. 
· OMEGA forms to establish users, with instructions, a detailed User’s Guide, and access to online training opportunities are available at the following link: OMEGA. Click on “SSWS Instructions” in the upper right hand corner to open a PDF file containing a SSWS access guide. 
· The OMEGA Users Guide is located by logging into the VDOE’s SSWS at SSWS, clicking on the application Online Management of Education Grant Awards-OMEGA, then clicking on the “Help” link in the upper right hand corner, then click on the User's Guide (PDF). 
· An approved application, properly signed and funded, constitutes a contractual agreement between the grantee and the VDOE.
· Funds transferred to another federal program will appear in OMEGA under Title IV, Part A. The project code under Title IV, Part A, will correspond to the federal program to which funds were transferred.  The Title IV, Part A, coordinator must ensure reimbursements are submitted for the funds that have been transferred.
· If private schools elect to participate, the division is responsible for ensuring the private school’s proportionate share is expended and reimbursements are submitted.
Reimbursement Request Guidelines

· Project expenditures must be obligated during the budget period. Any expenditure obligated after the designated budget period (including the carryover period) cannot be reimbursed. 
· In accordance with federal and/or state audit guidelines, reimbursement support documents must be maintained for five years by the grantee serving as fiscal agent to substantiate payments for which reimbursement is claimed. 
· Claims must be based upon actual disbursements during the period for which the request is made. 
· If an expenditure is inadvertently overlooked during the payment period, an additional reimbursement request must be made for that reimbursement period with an attached explanation. 
· Reimbursement requests must reference the area of focus for which the expenditure is intended in the “comments” description field of each line item in the reimbursement. For example, indicate Well-rounded, Safe & Healthy, or Use of Technology using the letters indicated in BOLD below.  If there are participating private schools, please indicate in the line item description in the reimbursement if the expenditure was for the private school.  It is important that expenditures are tracked to ensure funds are expended as indicated in the Title IV, Part A, application.  
· Well Rounded (WR)
· Safe and Healthy (S&H)
· Use of Technology (TECH)
· Meals for travel must include the name of the activity, dates, location, the cost for each meal per person up to the per diem amount, and the names of the persons being reimbursed (e.g. reimburse for meals @ Coordinators’ Academy, Williamsburg, 10/8-9/17, coordinator, $11.03 lunch; $13.59 dinner). 
· Lodging must include the name of the activity, location, cost per night, date, and number of rooms if more than one (e.g., hotel rooms, 2 teachers, 1 site coordinator @ Math Academy, Roanoke, 3 rooms @ $130 excluding tax, 9/11-12/17). 
· Supplies and materials must include the name of the activity, description of the supplies, quantity and price per item (e.g., STEM lab – (2) 3-D printers @ $800 ea.)
· Monthly reimbursement requests are preferred. 
· At a minimum, reimbursement requests should be submitted on a quarterly basis.
 
Unallowable Expenditures

· No funds under this title may be used for medical services or drug treatment or rehabilitation, except for integrated student supports, specialized instructional support services, or referral to treatment for impacted students, which may include students who are victims of, or witnesses to, crime or who illegally use drugs.
· No child shall be required to obtain a prescription for a controlled substance, as defined in section 102 of the Controlled Substances Act (21 U.S.C. 802) as a condition of receiving an evaluation or other service described under this title; or attending a school receiving assistance under this title.
· No funds under this title may be used for transportation of students.


Example of Reimbursement Request
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Budget Transfer Guidelines

· Submitted after original application is approved
· Submitted after an application amendment that includes budget changes is approved 
· Must include a comment detailing purpose of request
Application Amendment Guidelines

· Submitted when revised allocations are released via VDOE Superintendent’s Memo
· Submitted when programmatic changes are needed
· Submitted when budget needs revising and requires funds to be moved between object codes
· Must include the amendment number on the cover page of the application 
· Must include explanation of changes requested on page 2 of the application

Expenditure Accounts Descriptions and Object Code Definitions

· See Object Code Definitions 

Equipment Inventory

· An inventory list of all equipment and non-consumable materials purchased must be kept on file.
· Label equipment as Title IV-A inventory.

Additional Resources

· Link to the law:  ESEA Act of 1965 as Amended
· Link to Non-Regulatory Guidance:  SSAE Non-Regulatory Guidance
· Link to Webinars:  SSAE Webinar Series
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