Renewal Packet
· Form showing successful completion of all deliverables, attendance levels, quality of program and program performance, submission of complete and accurate grant reports as specified as reporting requirements, as well as projections and budgets for next grant year.   Due in April/May.
Steps to complete a renewal:

· Be sure entire form is completed according to directions.

· Be sure it is signed.

· Be sure you have attached documentation where indicated, if applicable.

· Make certain all data is correct and complete.

· Submit to DESE office no later than due date specified- must be received in office and not postmarked.  Fax is not acceptable.

· Upon submission of all renewals, DESE will review requests and data.  Notification of substantially approved status will be sent to grantees between July 1 and July 15.  Copies of signed grant renewals and approved budgets will then be mailed with an award letter to authorized representative.  The primary grant contact person will be mailed a copy of the award letter.  
NOTE:  

· It is possible that you can type within these renewal documents since they are created in Word.  However, you are not allowed to alter the design, layout, page breaks, etc. Therefore, it may not be possible to type directly in these documents.  As indicated, we suggest you print the forms as they appear and write your responses in the spaces provided, or you carefully type/copy/cut/paste your responses in the spaces as provided without altering the format, space size, etc.  Any altered forms will be returned.  
