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MISSION 
 

The mission of the South Carolina Department of Education 21st Century Community 
Learning Center is to create, support, and enhance programs in order to provide K-12 
students and their families with academic and other comprehensive enriching activities 
beyond the school day. 

 
 
 

PURPOSE 
 

To establish or expand high-quality community learning centers which: 
 

• provide academic enrichment opportunities to help students meet State and local 
standards, 

• offer students a broad array of enrichment activities that complement their regular 
academic program, and 

• offer literacy and other educational services to the adult family members of the 
participating students. 
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Introduction 

 
The No Child Left Behind Act of 2001 (NCLB) amends and reauthorizes the Elementary 

and Secondary Education Act of 1965 (ESEA) in order to close the achievement gap, so that no 

child is left behind. Providing all children with the opportunity to obtain a high quality education 

will enable them to meet or exceed the challenging State and local academic achievement 

standards. The NCLB legislation provided the States the responsibility to focus 21st CCLC 

programs on providing academic and other enrichment opportunities to children in high poverty, 

low performing schools, and to help these children succeed in meeting State and local academic 

achievement standards. 

STATUTORY PURPOSE OF THE PROGRAM 
 

The purpose of the 21st CCLC program is to supplement the education of children who live in 

high-poverty areas and attend low-performing schools, to enable them to attain the skills 

necessary to meet South Carolina State Standards. A 21st CCLC program must provide 

participating students with academic, enrichment, and recreation opportunities that complement 

the regular school day and offer literacy and other educational services to the families of the 

participating children. 

Authorized under Title IV, Part B, of the Elementary and Secondary Education Act (ESEA), as 

amended by the No Child Left Behind Act of 2001, the law’s specific purposes are to: (1) provide 

opportunities for academic enrichment, including providing tutorial services to help students, 

particularly students in high poverty areas and those who attend low- performing schools, meet 

State and local student performance standards in core academic subjects such as reading and 

mathematics; (2) offer students a broad array of additional services, programs, and activities, such 

as youth development activities, drug and violence prevention, counseling, art, music, recreation, 

technology education, and character education programs, that are designed to reinforce and 

complement the regular academic program of participating students; and (3) offer families of 

students served by community learning centers opportunities for literacy and related educational 

development. 

 

PURPOSE OF THE 21ST CCLC SUBGRANTEE HANDBOOK 
The information contained in this handbook helps to support the involvement of all 21st CCLC 

stakeholders in the development and implementation of academic, enrichment, and family 
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literacy activities to assist eligible students and their families. This handbook is intended to be 

read in conjunction with the authorized statutes and applicable regulations that are relevant to the 

21st CCLC program. The handbook is compiled into two sections: (1) Federal Statutes, 

Regulations, Non-Regulatory Guidebook and Procedures and (2) South Carolina State Law, 

Regulations, Policies, and Procedures. Both sections will provide guiding principles, rules, 

policies, and procedures for implementing 21st Century Community Learning Centers.  Please be 

mindful that the USED’s Office of Elementary and Secondary Education under the 21st 

Century Community Learning Centers Non-Regulatory Guidance of 2003 allows for 

flexibility and adoption of policies and procedures of each individual State as long as State 

policy  does not conflict with federal policy.  

 

 

PROJECT DIRECTORS 

 

Project directors of 21st Century Community Learning Centers grants awarded by the 

South Carolina Department of Education (SCDE) are responsible for managing and implementing 

the educational project and budget described in the approved grant applications. Project directors 

must also ensure that their respective agencies meet their responsibilities to SCDE as outlined in 

the grant awards. Where possible, the individual designated by the applicant’s agency to serve as 

the project director should continue to serve in that capacity for the entire length of the grant 

project. This will help to ensure consistency in project administration, full understanding of 

overall project goals and objectives, and steady progress toward fulfilling the project plan. 

 The SCDE is required to assure the USED that funds are awarded and expended in 

accordance with program statute and administrative regulations. To address this requirement, the 

SCDE is committed to assisting grant recipient agencies with the implementation of successful 

grant projects. 

The 21st Century Community Learning Centers Subgrantee Handbook is intended to 

provide information and general guidance to project directors in managing grant projects under 

grant awards issued by SCDE. Nothing presented in this handbook is intended to supersede, or be 

construed as superseding, applicable state or federal legislation, regulations, or any other 

requirements that govern the use of grant funds. Therefore, the project director is advised to refer 

to specific regulatory documentation when researching specific questions. 
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Staff Contact Information 
 

 
Sabrina Moore, PhD 

Director 
803.734.8433 

smoore@ed.sc.gov 
 

Jennifer Greene, MEd 
Grant Manager 
803.734.8116 

jvgreene@ed.sc.gov 
 

John Myers 
Grant Manager 
803.734.8114 

jlmyers@ed.sc.gov 
 

Joyce Patterson, MBA 
Grant Finance Manager 

803.734.8291 
jypatterson@ed.sc.gov 

 
  

Tiffany Robinson 
Administrative Assistant 

803.734.8279 
trobins@ed.sc.gov 
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______________________________________________________________________________ 

Part One: Success! 
______________________________________________________________________________ 
 
Congratulations!  Your agency was successful in completing the application and pre-award 
process and has received an award for a 21st Century Community Learning Centers grant.  The 
packet your awarding agency received from SCDE consists of the following: 
 

•  Cover Letter 

• Grant Award Notification (GAN) 

What do I keep in a grant file? 
Project directors must maintain an administrative file by grant year for ready reference, which 
contains, at a minimum, the following materials: 
 

• Copy of the SCDE’s Request for Proposal 
• Copy of the approved grant proposal, assurances and terms of conditions 
• Copy of the Cover Letter and signed GAN 
• Copy of the completed and approved detailed budget and narrative, along with the 

SCDE Budget Report Form  
• Copy of all approved budget amendments and correspondence 
• Copies of all Expenditure Reports and receipts  
• Copy of previous years’ evaluation reports 
• Copies of all grant related correspondence 
• Copies of activity related documentation 
• Copies of grant related purchasing documentation (i.e., requisitions, purchase orders, 

shipping invoices, etc.) 
 

What regulations apply to my grant award? 
 
All grant award language makes references to, and incorporates into the grant award, many 
federal and state regulations.  Specifically, these regulations are the requirements contained in 
Federal Office of Management and Budget (OMB) Circulars and the Code of Federal Regulations 
(CFR Title 34).  These documents provide guidance for the administration of grants, cost 
principles, and audit requirements.   
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Which federal circulars apply to my grant project? 
 
The following chart provides information about federal OMB Circulars that applies to different 
types of agencies. 
 
 
 
 

Uniform Administrative Requirements 
(Common rule for grant award management standards for grantees) 

 
If the grantee is a/an-    Applicable OMB Circular 
 
Entity of state/local government 
[includes Local Education Agencies (LEAs)]     OMB Circular A-102 codified in 34 CFR Part 80 
 
Institution of higher education (college             OMB Circular A-110 codified in 34 CFR Part 74 
or university), hospital, or a non-profit 
organization (may be applied to for 
Profit organizations) 
 

Cost Principles 
(Common rule which defines allowable and unallowable costs) 

 
If the grantee is a/an   Applicable OMB Circular/Regulation 
 
Entity of state/local government  OMB Circular A-87 
(includes LEAs) 
 
Institution of higher education   OMB Circular A-21 
(college or university) 
 
Non-profit organization   OMB Circular A-122 
For profit organization   FAR, 48 CFR part 31 
 

 Audit Requirements 
 
If the grantee is a/an    Applicable OMB Circular 
 
Entity of state/local government,  OMB Circular A-133 and supplement 
Institution of higher education 
(college, university), hospital, 
Or a non-profit organization 
 
For grantees with Internet access, all of the OMB circulars listed above are available on the World Wide 
Web http://www.whitehouse.gov/omb/circulars/index.html or by calling the OMB publications office in 
Washington, D. C. at (202)395-3080. 
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What is EDGAR? 
 
The regulations affecting the 21st CCLC are found in Title 34 of the Code of Federal 
Regulations.  Education Department General Administrative Regulations (EDGAR) is a book 
issued by the United States Department of Education that reprints the portions of Title 34 
containing the administrative requirements for grant recipients (parts 74, 75, 76, 77, 79, 80, 81, 
82, 85, 86, 97, 98, and 99).  The text of the most current printed version of EDGAR may be found 
in compressed format at: http://www.ed.gov/policy/fund/reg/edgarReg/edgar.html. 
 
 

Are there other requirements I should know about? 
 
All programs administered by the SCDE are also subject to program-specific requirements (such 
as program regulations, enabling legislation, etc.) as well as state law.  Program-specific 
requirements (programmatic and administrative) will be referenced in the RFP. Plus, subgrantees 
are reminded of the 21st CCLC Non-Regulatory Guidance, February 2003. 
 

How do I communicate with the SCDE? 
 
There are two basic circumstances under which you may need to communicate with the SCDE 
during the grant period for your local project: 
 

• When you have a question about the implementation of  your project that affects the 
scope and budget of your project, and 

• When you need to transmit official documents to the department to comply with the 
requirements of the grant program. 

 
When you have questions about the implementation of your local project, your primary point of 
contact will be the Grant Manager assigned to your particular program.  The contact information 
of the grant managers appears on page 4 of this handbook. 
 
The grant manager is the SCDE staff person who will work most closely with you throughout the 
duration of the grant period and become most familiar with your local project.  This person is 
responsible for providing technical assistance, monitoring project performance, reviewing and 
approving interim fiscal and program reports, and approving (or denying) requests to modify the 
budgets or other project components. 
 
You are encouraged to contact your grant manager on matters relating to: 
 

• Project concepts and implementation; 
• Administrative regulations and program requirements; and 
• Special circumstances relating to your local project (i.e., modifications incl. budget, 

reporting, etc.) 
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You should feel free to contact your grant manager by phone or email for technical assistance 
with your project as often as necessary in order to help carry out the activities approved in your 
final grant application or continuation application. 
 
When you need to transmit official documents to the department to comply with the requirements 
of the grant program, your contact will be the Grant Manager and/or the Administrative 
Specialist.   The key documents that must be sent to the Grant Manager include: 
 

• Interim and final program and fiscal reports; 
• Budget amendment requests; and 
• Other official grant award documents and correspondence. 

 
 
To summarize, when you have general questions about the implementation of your local project, 
contact your assigned grant manager. 
____________________________________________________________________________ 

Part Two: Spending Grant Funds 
____________________________________________________________________________ 
 

What are my responsibilities? 
 
All grantees are expected to: 
 

• Accomplish the goals, objectives and activities in the approved grant application; 
• Evaluate progress toward achieving approved project outcomes; 
• Consult with SCDE staff as necessary to ensure that the goals and objectives of the 

project are met; 
• Expend grant funds in accordance with the applicable regulations and the approved 

budget and narrative; 
• Maintain separate accounts and records for each source of funds (federal, state, other) 

used to support the project; 
• Maintain separate records for matching funds (if local matching funds are required by the  

RFP) and program income funds; 
• Maintain internal control procedures adequate to safeguard grant funds and resources 

(including equipment); 
• Maintain equipment inventory and disposition records for equipment purchased with 

grant funds (see appendix for form); 
• Cooperate with SCDE staff during on-site monitoring visits; 
• Submit program and fiscal reports in accordance with the schedule; and 
• Maintain program and fiscal records pertaining to the grant award for a period of three 

years after the end of the grant award. 
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What are my time lines for spending grant funds? 
 
The grant award period is up to four years, subject to the subgrantees’ meeting all conditions 
specified in the Request for Proposal and the availability of funds.  However, the annual grant 
award budget period (August 1 to July 31) is the obligation/spending authorization period.  It is 
important to review the start and end dates of the GAN.  Within this time frame, the subgrantee is 
authorized to incur costs in accordance with the approved project activity plan and budget, and to 
perform the project work.  You may begin to obligate grant funds (spend, process purchase 
orders, etc.), and begin project activities, as of the start date of the grant award.  All grant costs 
must be obligated/incurred (goods and services received) prior to the end date of the annual grant 
award, and all project work must be performed within the time frame of the grant award. 
 

How will I get reimbursed for expenditures? 
 
New procedures for submitting claims are being developed by the SCDE at this time. The process 
for submitting claims will be forwarded separately to all programs as soon as it has been 
finalized. All grant awards are issued on a cost-reimbursement basis by submitting a completed 
Expenditure Report.  Expenditure Reports, along with invoices, receipts, time sheets, and other 
backup documentation must be submitted at least quarterly. Cost-reimbursement means that for 
each grant award, the amount of grant funds paid by the SCDE during the grant award period 
cannot exceed the amount of eligible project expenditures incurred by the subgrantee during the 
grant agreement period.  
 
Funds not expended within each annual continuation award period are not carried forward into 
the next year. Unexpended funds are retained at the SCDE.  
  
Costs incurred in excess of the grant award amount, as well as costs for which reimbursement 
claims are not submitted in accordance with the GAN, are the sole responsibility of the 
subgrantee.  
 

How do I know what expenditures are allowable? 
 
Subgrantees must ensure that all expenditures of grant funds are made in accordance with the 
approved budget and narrative or SCDE approved modified budget.  All expenditures must be 
allowed in accordance with the RFP guidelines and the OMB Cost Principle Circular applicable 
to the type of agency (see Part One). 
 
During the pre–award revision process, SCDE staff reviewed your proposed budget and project 
plan with reference to the OMB circulars and RFP parameters.  Generally speaking, all costs that 
were approved in your budget and narrative are considered allowable in accordance with the 
following criteria established in the OMB Cost Principle Circulars: 
 
All costs must: 
 

• Reflect resources necessary and be directly allocable to the project plan (goals, 
objectives and activities); 
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• Be reasonable for the performance of the project; 
• Conform to any limitations or exclusions as set forth in the RFP, program regulations, 

and/or cost principles most appropriate to the grantee type; 
• Have a cost basis to support the identification of the amount (i.e., quantity x unit cost = 

total request); 
• Be administratively efficient; 
• Be treated in a consistent manner by the subgrantee as an item of cost, regardless of the 

source of funds involved; 
• Be categorized in accordance with Generally Accepted Accounting Principles (GAAP); 

and  
• Not be included as an item of cost in any other federally funded program.  

 

How do I know what project activities are allowable? 
 
All grant activities have been approved by the SCDE during the pre-award revision process and 
appear in your final approved grant application.   
Changes to these activities require the SCDE’s prior pre-approval.  Contact your grant 
manager for assistance. (See Part Eight.) 
 
__________________________________________________________________________ 

Part Three: Subrecipients (Collaborating Partner) 
____________________________________________________________________________ 
 

What are subrecipients? 
 
A subrecipient for the purpose of 21st Century Community Learning Centers is an entity (faith 
based, community based, or school/district) that has a formal arrangement with the primary 
applicant to provide an integral part of the overall grant project.  The subrecipient is accountable 
to the subgrantee, in administering the grant, and is subject to applicable federal and state 
regulations (all applicable regulations “flow-down” to the subrecipient), and is accountable 
for the delivery of subgrant project activities.  A subgrantee may not enter into an agreement with 
subrecipient that is debarred, proposed for debarment, suspended, or voluntarily excluded from 
receiving federal funds. 
 
Subrecipients may also be called collaborating partners.  Subrecipients’ arrangements are distinct 
from procurement purchase arrangements with vendors or fee-for-service arrangements such as 
those with consultants. A collaborative partner by definition provides routine, regular, and on-
going services to the program as outlined in a signed Memorandum of Agreement (for example, 
the regular use of facilities and equipment, mentors/tutors, etc.).  A collaborative partner plays a 
critical role in sustaining the program as grant funds decrease.   
   

Are subrecipients subject to regulations? 
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The subrecipient is subject to the same terms and conditions (see Part One) as the subgrantee, 
and is responsible to the subgrantee for the agreed upon scope of work (approved goals, 
objectives and activities), and for the expenditure of subgrant funds if applicable.  In turn, the 
subgrantee is responsible for ensuring the SCDE that the subrecipient is and remains in 
compliance. 

Are consultants and vendors subrecipients? 
 
Consultants and vendors are not employed, either full-time or part-time, by the subgrantee (they 
are non-employees) and are considered a “purchased service.”  They are unlike subrecipients in 
that they are hired to provide a specific service or product which falls within their normal 
business operations.  These services and products are obtained through fee-for-service or product 
purchase arrangements.  Consultants and vendors are not subject to compliance requirements; 
they operate in a competitive environment and provide similar services or goods to many 
different purchasers.  Any payments for non-employee compensation must be made through a 
formal contract with the individual or entity providing the product or service and receiving 
payment.   
 
The subgrantee is responsible for retaining a copy of the non-employee contract for audit and 
monitoring purposes. 
 

Do I need a formal agreement with subrecipients? 
 
To meet audit requirements, it is necessary to have a well-constructed memorandum of 
agreement.  The SCDE suggests that you consider the following general guidance when 
developing the memorandum of agreement with your subrecipient: 
 
 

• The subrecipients must be included in the final approved grant application submitted to 
the SCDE; 

• The subrecipient must not be debarred, suspended, or voluntarily excluded from 
receiving federal funds (see Federal Executive Orders 12549 and 12689); 

• The budget for the subrecipient must be for the same amount, and for the same line item 
amounts, as included in your SCDE final approved grant application; 

• The start and end dates of the subrecipient agreement must not fall outside the start and 
end dates of the grant award; 

• There must be clear and well-defined scope of work consistent with the final approved 
grant application including goals, objectives, activities, and timelines. 

 
SCDE also recommends that the following specific information be considered when developing a 
memorandum of agreement: 
 

• A reporting schedule, for both program and fiscal reports.  Please note that it is important 
for you to receive and review reports prior to the submission of your program and fiscal 
reports to the SCDE. 

• Termination clauses for both convenience and cause (including default); 
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• Record retention clauses consistent with the grant award between the SCDE and the 
subgrantee (generally three years from the closeout of the grant award). 

• Detailed scope of services with timeline, frequency, and personnel responsible 
 
 
 
 
___________________________________________________________________________ 

Part Four: Matching Funds 
____________________________________________________________________________ 
 

What are matching funds? 
 
At this time, the SCDE 21st Century Community Learning Centers does not require matching 
funds. However, the SCDE may decide that matching funds are required in future applications.  
That is, the subgrantee must match a certain percentage of the SCDE grant award amount from 
local resources.  These matching funds, in order to satisfy a matching requirement, must be 
expended during the grant award period, and must be for costs directly supporting the overall 
project.  These matching funds, in almost all instances, must come from non-federal sources.  
Funds that are federal in origin, such as federal entitlement funds, are usually not allowed as 
matching funds for discretionary grants.  Please check with the source of federal funds and 
request written approval. 
 
All costs claimed by the subgrantee to be covered through matching funds must meet the 
standards for allowable costs in accordance with the OMB Cost Principle circulars described in 
Parts 1 and 2 (e.g., unallowable costs cannot be counted as matching costs).  In addition, costs 
claimed as matching funds on one grant project cannot be claimed as matching funds on another 
grant project, regardless of whether the costs are from cash matching funds, in-kind contributions 
or a combination of the two. 
 

How are matching funds treated? 
 
Matching funds must be expended at approximately the same rate as the grant funds being 
matched, otherwise the grantee runs the risk of not having enough matching expenditures 
incurred before the end date of the grant award.  Insufficient matching expenditures may result in 
some or all of the grantee’s grant-funded expenditures being disallowed by the SCDE. 
 

What qualifies as a match? 
 
Matching requirements may be satisfied through a cash match, in-kind contributions or a 
combination of the two. 
 
Funds allocated for matching purposes but unspent at the end of the grant award period may not 
be claimed as matching expenditures. 
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In-kind contributions must be valued in accordance with the provisions of the OMB Uniform 
Administrative Requirement Circular applicable to the subgrantee.  In addition, the subgrantee 
must retain records of matching expenditures for a period of three years after the submission of 
the final program and fiscal reports to the SCDE. 
 

Do I need to report matching funds expenditures? 
 
You must report your expenditure of budgeted matching funds on a Match Form.  This form must 
be submitted at the same time an Expenditure Report is submitted.   
___________________________________________________________________________ 

Part Five: Monitoring and Reporting 
_____________________________________________________________________________ 
 
The 21st Century Community Learning Centers conducts site visits and other program 
monitoring.  This monitoring has multiple purposes: 
 

• Provide assistance and training 
• Provide information or respond to questions and concerns 
• Review and assess programmatic activities at subgrantee sites 
• Review and assess administrative systems at subgrantee sites 
• Review and assess financial systems at subgrantee sites 
• Identify areas of concern or potential areas of concern and work with subgrantees to 

address those areas 
• Provide site visit feedback to subgrantees 
• Follow-up on corrective action subgrantee has taken. 

 
All 21st CCLC programs will be monitored at least once during each fiscal year. 
Annual monitoring visits may be supplemented with follow-up onsite and/or 
desktop monitoring sessions at the grant managers’ discretion. 

 

Monitoring Procedures 
 

a. All Project Directors will be given a copy of the Monitoring Tool (Form B) at 
the annual SCDE 21st CCLC Project Directors meeting. 

b. Each grant manager will distribute a monitoring schedule to Project Directors 
at the beginning of the academic year. The Intent to Monitor Letter (Form A) 
will be sent to each Project Director and the Authorized Representative at 
least 2 weeks prior to the scheduled monitoring session. 

c. Each grant manger will conduct a thorough monitoring, utilizing the approved 
monitoring tool. 
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d. The grant manager will send (via email) the Project Director and Authorized 
Official a copy of the completed Monitoring Tool with explicit findings and 
recommendations within 15 business days. 

e. Subgrantees with written findings as identified in the Monitoring Tool must 
submit an email response outlining how they will rectify the findings or how 
they have rectified the finding within the specified amount of time given on 
the monitoring tool for each finding. The grant manager will follow up within 
5 – 7 business days and will either (1) initiate a corrective action plan if the 
finding is not rectified satisfactorily  in the allotted time frame or (2)  notify 
the Project Director and Authorized Official that the finding was satisfactorily 
corrected. 

f. The completed Monitoring Tool, along with the subgrantee’s response, will be 
filed in the subgrantee’s official files. 

 

HIGH RISK SUBGRANTEES 
 

Subgrantees who are considered high risks are subject to a monitoring visit without 
notice if: 
 

A. There is a change in management or employees working directly with grant 
funds; 

B. The 21st CCLC staff receives knowledge of fraud or possible violation of 
program guidelines or regulations; 

C. Data is not consistent with the awarded grant; 
D. There is a change in program design not consistent with awarded grant; 
E. There is an unsatisfactory rate of drawdowns; 
F. There are audit findings or concerns from the SCDE’s Office of Auditing 

Services. 
 

What reports are required? 
 
Monthly Data Input 
Subgrantees are required to complete and submit AS-21® attendance data by the end of each 
month. The SCDE will provide awardees with instructions and training for completing and 
submitting all required reports.  
Subgrantees are required to use the 21st CCLC online reporting systems, CAYEN® and 
CIPAS®, to submit outcome-based data monthly for evaluation purposes based on the state’s 
performance measures.  Each subgrantee should have a trained employee who will be responsible 
for submitting all program data by deadlines set by the SCDE.  However, the Program Director is 
ultimately responsible for all elements and the timely submission of all reports. A timeline of due 
dates is included in the appendices. 
 
Please see 21st Century Community Learning Centers website for an updated calendar of due 
dates, events, and trainings.  
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Fiscal Reports 
 
The business administrator/chief financial officer is responsible for completing and signing all 
fiscal reports except the GAN.   
 

What is an Expenditure Report? 
 
Program expenditures will be reported on the Expenditure Report (claim) Form.   
 
Expenditure reports must be submitted at least quarterly, though they may be submitted more 
frequently if needed. Expenditures must be consistent with the approved budget and narrative.     
 
Supporting documentation, such as invoices, time sheets, trip reports, etc., are required for 
reimbursement requests. Although supporting documents are reviewed by a member of the 21st 
CCLC staff, this review of documentation is not and should not be considered an official audit. 
Therefore, subgrantees must keep copies of all supporting documents on file to meet the internal 
control grant requirements, including making documents available for official auditing purposes.   
Expenditure reports must show the project number, county number, district number if applicable, 
dates expenditures were incurred, and claim number (in numerical sequence) for the appropriate 
project.  The report should be signed and dated by authorized personnel including Project 
Director prior to submission for reimbursement.  
 
 

Where do I send reports? 
 
New procedures for submitting claims are being developed by the SCDE at this time. The process 
for submitting claims will be forwarded separately to all programs as soon as it has been finalized 

What happens if I miss a program or fiscal report due date? 
 
The SCDE will notify subgrantees   that have delinquent reports and inconsistent drawdown of 
funds. Since reports are considered part of desk monitoring, the SCDE reserves the right to 
withhold payments, suspend grant award activities or terminate the grant award if reports 
are not submitted as required or if finances are not spent appropriately. 
 
If you anticipate a delay in submission of your report(s), contact your assigned grant manager. 
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What does the SCDE do with reports? 
 
Program reports are reviewed to determine the extent to which the grantee is making progress in 
meeting the stated goals and objectives in the approved activity plan.  Fiscal reports are reviewed 
to determine the extent to which the grantee has adhered to the approved budget and narrative. 
 
If discrepancies are noted in either the program or fiscal reports, or through the desk or on-site 
monitoring, the grant manager will contact you to obtain a written response addressing the SCDE 
concerns. 
 
 
 
 

Part Six: Budget and Grant Award Modifications  
_____________________________________________________________________________ 
 

How much flexibility do I have within my approved budget? 
 
Grant award Terms and Conditions, which are a part of your grant award, contain   guidelines for 
budget modifications.  Generally speaking, subgrantees may move funds budgeted in one 
category to another category without SCDE approval when: 
 

• the transfer of funds does not result in a change in the scope of work (scope of work 
means program changes representing a significant departure from the originally approved 
project under the grant award); 

 
• the cumulative amount of all transfers does not exceed ten (10%) percent per budget line; 

 
• the funds are transferred to a previously approved line item.  (Subgrantees may not move 

funds to an unbudgeted line item without prior SCDE approval); 
 

• the transferred funds will not be used for expenditures that are specifically disallowed by 
the language in the RFP document, the applicable OMB Cost Principles Circular and the 
grant award.  Expenditure for costs disallowed by the RFP, the grant award and/or the 
applicable OMB Cost Principles Circular will be subject to monitoring and/or audit 
findings. 

 
• the funds are not transferred to or from a restricted line item such as subgrants, equipment 

or indirect costs. 
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When must I write to get approval to change my grant? 
 
You may find it necessary to request changes to your approved grant application.  When this 
occurs, you need to obtain written prior approval from the SCDE.  These formal SCDE 
processes are called a grant award modification and a budget amendment. 
 
All requests for a grant award modification and/or budget amendment must be received by the 
grant manager on or before May 1st of the program year. 
 
 
Example: If your grant award ends 7/31/2014, any grant award modification request must be 
received by the SCDE no later than 5/1/14. 
 
The following conditions require prior written SCDE approval: 
 

• Changes to the approved scope of work, including schools served and site locations; 
• Changes to the project director position, or other key staff; 
• Transfer of funds to an unbudgeted line item; 
• Transfer  of funds to or from the indirect costs line; 
• Budget category expenditure variances, exceeding ten (10) per line; 
• Costs requiring prior approval pursuant to the federal cost principles; 
• Increases or decreases in the total award amount; 
• Extension or contraction of grant award time frame; and 
• Changes to approved subgrant recipients 

 
 

What are the restricted line items (Subrecipients and Indirect 
Costs)? 
 
Subrecipients: All subrecipients are included in the approved budget.  Subgrantees may not 
substitute (add or delete) subrecipients without prior written approval from the SCDE, regardless 
of whether the subrecipients costs would remain within the threshold limits.  The subrecipients 
are subject to adhering to the same terms and conditions as the grantee, and providing the agreed 
upon scope of work (approved goals, objectives and activities), and expending grant funds in 
accordance with federal cost principles. 
 
Transfers between direct and indirect costs: Indirect costs are those costs that are incurred as a 
result of agency activities, and provide a benefit to the grant award, but cannot be allocated 
directly to a grant project.  Examples of such indirect costs include facilities, utilities, accounting 
and bookkeeping services, legal services, award administration systems, procurement systems, 
general operating expenses, etc.  As these costs cannot be directly allocated to a particular grant 
award, an indirect cost rate is used instead.  Subgrantees may not cover cost over-runs of direct 
costs from cost under-runs of indirect costs, or vice versa.  Direct costs are approved for a 
specific purpose just as indirect costs are approved to cover general operating expenditures.  
Subgrantees cannot transfer costs between these two types of costs without requesting and 
obtaining SCDE prior approval. 
 

 
 
 

21st Century Community Learning Centers is funded under Title IV, Part B, of the Elementary and 
Secondary Education Act (ESEA), as amended by the No Child Left Behind (NCLB) Act of 2001  

and the South Carolina Department of Education 
19 



 

What should be included in a grant award modification request? 
 
The grant award modification process requires substantial programmatic and fiscal review by the 
SCDE.  If a grant award modification request is not submitted directly to the Grant Manager, with 
the signature of the Project Director, or does not contain the necessary information to complete 
the review, it will be returned and may not be considered. 
 
The basic components of a well-constructed grant award modification request include the 
following: (Feel free to use the headings below to organize your modification request.) 
 
● The reason for the change: A compelling and detailed programmatic justification and 
rationale for the need for the requested change which is in keeping with the intent, goals, and 
objectives of the RFP, the project application and grant award.   
 
● The impact on the budget: You must justify all decreases as well as increases to budget 
line items.  In other words, you must explain why funds have become available, as well as how 
you would like to redirect them.  The Chief Financial Officer must certify budget revisions 
through his/her signature.  Forms are available in the Appendix and must be used when 
submitting a grant award modification request. 
 
The grantee may not implement changes to the grant award until it receives official written 
notification of approval by the SCDE.  Any changes enacted prior to notification of approval may 
be disallowed or may become the object of an audit finding.  Receipt and review of a grant award 
modification request by the SCDE does not imply or indicate pending approval.  Approval of a 
grant award modification is dependent upon a justifiable programmatic and/or fiscal need 
that will be of direct benefit to the project and that is permissible under the established RFP 
parameters.  Be sure to review the approved modification.  In some cases, partial approval may 
be granted or SCDE may have changed some budget information during the review/approval 
process. 
 

Where do I send my grant award modification and/or budget 
amendment request? 
 
Requests for amendments are to be sent to: 
 

Send the completed package to: 
Your Grant Manager 

Email Address 
 

 All requests for grant award modifications must contain the grantee identification 
information. 
 
 Subgrantees will receive notification that their requests for modifications have been 
approved or have not been approved with an explanation.  If approved, a “Budget Report” and 
“Budget Narrative” must be used to request a budget amendment.   Use one copy marked as 
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“change” to demonstrate the actual increase(s) and/or decrease(s) by function/object.  A second 
form marked as “amendment” should be provided to demonstrate the total revised budget after 
the budget changes.  
 
____________________________________________________________________________ 

Part Seven: Grant Award Closeout 
_____________________________________________________________________________ 
 

How do I close out my grant award? 
 
To close out a grant award, subgrantees must prepare and submit the final program and fiscal 
reports, along with any deliverables specified in the grant award, to the SCDE within thirty (30) 
days after the end date of the grant award. 
 
In order for a grantee to submit a final expenditure report, it must liquidate (pay) all outstanding 
obligations, such as open purchase orders, within this 30 day period, so that the final expenditure 
report can be prepared and submitted. 
 
Remember, all grant costs must be incurred prior to the end date of the grant award and all project 
work must be performed within the time frame of the grant award. 
 

Can costs be disallowed by the SCDE? 
 
The final program and expenditure reports are reviewed by the SCDE’s staff to determine the 
extent to which the subgrantee has achieved the approved goals and objectives of the project and 
to what extent the subgrantee has complied with the approved budget.  Any costs claimed by the 
subgrantees that are disallowed by SCDE are noted and the final approved expenditure amount is 
adjusted accordingly. 
 
Any reported expenditure that violates the terms and conditions of the grant award (i.e., over 
threshold changes, expenditures in unapproved line items, disallowed project activities, etc.) will 
be disallowed by the SCDE and a refund will be requested. 
 

When do I get the final payment? 
 
Once the final program and expenditure reports are received and approved by the SCDE, the final 
payment (less any adjustments for prior overpayments, disallowed costs, etc.) is made to the 
subgrantee. No final payment will be made in the absence of required reports. 
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Do I send a check if I overspend grant funds? 
 
In the event that you received payments in excess of the total eligible project expenditures (minus 
any adjustments), the SCDE will send you a refund request letter for the difference. Do not send 
a refund check with your final report.  Please be advised that delinquency in the remittance of 
a refund will affect the subgrantee’s eligibility for future grant awards. 
 

Do I send a check if I have unspent grant funds? 
 
In the event that you do not expend all of the funds that you were awarded, the SCDE 
will deobligate the unspent funds and return them to the general pool. You will not need 
to send a check for these funds as you did not receive a reimbursement for them. 

How long do I keep grant records? 
 
Generally speaking, financial records, project records, all supporting documentation and other 
records pertinent to a grant must be retained by your agency for a minimum of three years from 
the submission and approval of the final program and fiscal reports by the SCDE.  Program 
income records and all supporting documentation must be retained for a period of three years 
after the end of the grantee’s project period (4 years). 
 
Any and all records, financial and programmatic, that relate to audits, appeals, litigation, or the 
settlement of claims which may arise out of the performance of the project must be retained until 
the audits, appeals, litigation, or claims are resolved. 
 
SCDE or any of its duly authorized representatives retain access rights to any pertinent books, 
documents, papers and records of the agency to make audits, examinations, excerpts and 
transcripts.  If federal funds are used in the awarding of the grant awards, the term “authorized 
representatives” includes, but is not limited to the director of the federal funding agency 
providing the funds, the Comptroller General of the United States, or any of their duly authorized 
representatives.  This access also extends to the records of any and all subgrantees (including 
participating organizations in collaborative efforts). 
 
____________________________________________________________________________ 

Part Eight: Audit 
_____________________________________________________________________________ 
 

Will I be audited? 
 
Recipients of federal and/or state grant funds are required to have an annual audit performed in 
accordance with the Single Audit Act, Federal OMB Circular A-133 and State Circular 98-07. 
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Failure to comply with these audit requirements could jeopardize a subgrantee’s eligibility for 
future grant funding.  Project directors should consult with their business administrators and 
independent accountants regarding these requirements. 

 

How can I safeguard my grant against audit findings? 
 
You have already taken the first step in safeguarding your grant by reading this handbook and 
reviewing all grant documents! 
 
The SCDE Office of Auditing Services that, among other things, oversees the use of state and 
federal funds by the SCDE and its subgrant recipient agencies.  There is a chance that your 
agency could be selected for a grant award audit by this office.  Again, paying careful attention 
to the terms, conditions and guidance presented here will help safeguard your grant against audit 
findings. 
 
For your convenience, SCDE 21st Century Community Learning Centers has compiled the 
following list of “Common Audit Findings.”  Keep these as a reference when managing your 
discretionary grant project. 
 

1. Grant funds used for expenses not included in the approved budget and narrative.  
For example, travel expenses incurred and reported, but not budgeted; or type of 
equipment purchased was not approved in the budget. 

 
2. Costs incurred prior to or subsequent to the grant award time frame, as shown on 

page one of the GAN. 
 

3. Costs reported on final expenditure report were more than the costs recorded in 
the accounting records. 

 
4. Prior approval for a transfer that exceeds the 10% threshold rule did not receive 

SCDE approval. 
 

5. Costs reported/recorded in an incorrect expense category, which results in 
transfers exceeding the 10% rule. 

 
6. Reported costs include amounts encumbered at the end of the grant period, but 

never paid for goods or services received after the end of the grant period (e.g., 
never liquidated expenditures such as payroll, supplies, and any other invoices). 

 
7. Costs were incurred at the end of the grant period and were of a type that did not 

provide a direct benefit to the grant period.  (All grant expenditures must directly 
benefit the grant project). 

 
8. Time records were inadequate to support employee salary changes to the grant, 

especially for employees who only spent part of their time working on the grant. 
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9. Time and attendance records were not approved by supervisors and not signed by 
employees. 

 
10. No record of board approval for salary, hourly pay rate for part-time employees 

or hourly pay rate for employees working outside the normal work day. 
 

11. Improper classification/reporting of employee and consultant expenses. 
 

12. Reporting fringe benefit costs using the budgeted percentage when actual fringe 
benefit costs incurred were lower. 

 
13. Mathematical or clerical errors made when calculating a charge to the grant. 

 
14. Charges to the grant for supplies, equipment, etc., which are not supported by 

vendor invoices and appropriate quotes. 
 

15. Costs for entertainment, where such costs do not represent a valid grant expense, 
are not allowable in accordance with OMB Cost Principles. 

 
16. Charges to the grant for supplies requisitioned from stock and reimbursed with 

grant funds that are not supported with adequate documentation. 
 

17. Methods used to determine charges to the grant for a portion of expenses such as 
telephone, postage, rent, duplicating, etc., which do not have a reasonable basis 
of allocation.  Charging the budgeted amount without reasonable justification is 
not acceptable 

 
18. Reporting of costs that are not reasonably related to the purpose of the grant. 

 
19. Grantee’s accounting records do not provide for an audit trail.  As a result, the 

auditors cannot reconcile the final expenditure report submitted to the SCDE 
with the grantee’s accounting records. 

 
20. Documentation and consulting agreement are not maintained to substantiate the 

dates, number of hours and type of services provided by consultants. 
 

_____________________________________________________________________________ 

Part Nine: Appendices 
_____________________________________________________________________________ 
 

DEFINITIONS 
 

APPLICANT – A school district (LEA) or other agency (e.g., FBO, CBO, and institution of 
higher education) seeking a project award from the South Carolina Department of Education. 
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CBO – Community-based organization, a private nonprofit organization which is representative 
of a community or significant segments of a community and which provides educational or 
related services to individuals in the community. 
 
CFR – Code of Federal Regulations. These regulations may be reviewed at 
http://www.whitehouse.gov/omb/circulars/. 
 
COMMUNITY LEARNING CENTER – A community learning center offers academic, 
artistic, and cultural enrichment opportunities to students and their families when school is not in 
session (before school, after school, or during holidays or summer recess). A community learning 
center assists students in meeting State and local academic achievement standards in core 
academic subjects such as reading and mathematics, by providing the students with opportunities 
for academic enrichment. Centers also provide students with a broad array of other activities, 
such as drug and violence prevention, counseling, art, music, recreation, technology, and 
character education programs, during periods when school is not in session. Community learning 
centers also serve the families of participating students through family literacy programs [Section 
4201(b)(1) of Title IV, Part B]. 
 
EDGAR – Education Department General Administrative Regulations (EDGAR). The U.S. 
Department of Education code of federal regulations. These regulations may be reviewed at. 
http://www.ed.gov/policy/fund/reg/edgarReg/edgar.html 
 
ESEA – The Elementary and Secondary Education Act (ESEA) amended by NCLB. 
 
FAMILY LITERACY SERVICES – Services are provided to participants on a voluntary basis 
that are of sufficient intensity in terms of hours, and of sufficient duration, to make sustainable 
changes in a family, and that integrate (1) interactive literacy activities between parents and their 
children; (2) training for parents regarding how to be the primary teacher for their children and 
full partners in the education of their children; (3) parent literacy training that leads to economic 
self-sufficiency; and (4) an age-appropriate education to prepare children for success in school 
and life experiences[Section 9101(20) of Title IX, Part A]. 
 
FBO – Faith-based organization including churches, religious or parochial schools, and other 
faith-based groups. 
 
FORMATIVE EVALUATION – Formative evaluation entails the collection of data throughout 
the project period to assess ongoing progress (e.g., quarterly) toward project objectives. 
Formative evaluation data is used to make decision about programmatic changes that may 
improve the project’s impact. 
 
FREE AND REDUCED PRICE MEALS – Free meals or reduced price meals are available to 
children eligible under National School Lunch Program (NSLP) guidelines. Those guidelines are 
based on family size and income or benefits such as Food Stamps or Temporary Assistance to 
Needy Families. 
 
GEPA–The General Education Provisions Act. These statutes may be reviewed at 
http://www.access.gpo.gov/uscode/title20/title20.html 
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GRANT AWARD NOTIFICATION – A document specifying the project recipient, amount of 
the grant award and other identifying information, such as project period, standard and special 
terms and conditions of the award. 
 
IN-KIND/MATCHING CONTRIBUTIONS – In-kind or matching funds contributed within 
the project duration for the benefit of the project activities. In-kind contributions may include 
services, paid staff time, instructional materials, equipment, or supplies, which will be donated for 
the implementation of activities specified in the proposal. Matching funds include monies that 
will be donated on behalf of the subgrantee for activities specified in the proposal (34 CFR Part 
80.24). 
 
LEA – For the purposes of the 21st CCLC program, local education agency (LEA) is defined as a 
local school district. 
 
LEP – Limited English Proficiency: the legal term referring to English Language Learners who 
are in the process of developing proficiency in English 
 
MENTORING – A process by which a responsible adult, postsecondary student, or secondary 
school student works with a child to provide a positive role model for the child, to establish a 
supportive relationship with the child, and to provide the child with academic assistance and 
exposure to new experiences and examples of opportunity that enhance the ability of the child to 
become a responsible adult [Section 9101(27) of Title IX, Part A]. 
 
NCLB – The Federal No Child Left Behind Act of 2001 
 
NRG – Non-Regulatory Guidance http://www.ed.gov/programs/21stcclc/legislation.html 
 
OMB – The United States Office of Management and Budget 
http://www.ed.gov/programs/21stcclc/legislation.html 
 
PARAPROFESSIONAL – An employee, not the teacher, who provides instructional support in 
the program. 
 
PARENTAL INVOLVEMENT – The participation of parents in regular, two-way, and 
meaningful communication involving student academic learning and other school activities, 
including ensuring that parents play an integral role in assisting their child’s learning; that parents 
are encouraged to be actively involved in their child’s education at school; and that parents are 
full partners in their child’s education and are included, as appropriate, in decision making and on 
advisory committees to assist in the education of their child [Section 9101(32) of Title IX, Part 
A]. 
 
PRINCIPLES OF EFFECTIVENESS- Federal statutes require that a program or activity be 
based on (1) an assessment of objective data; (2) an established set of performance measures, and 
(3) scientifically based research, if appropriate. 
 
 
PROJECT PERIOD – The length of time for which the project’s funding has been authorized. 
 
PROJECT RECIPIENT – An eligible subgrantee which has written a funded project under the 
policies and procedures established by the SCDE. 
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PROJECT YEAR – A period (usually annual) within a project duration that corresponds to the 
project starting and ending dates (for example, August 1 – July 31). 
 
SCDE – South Carolina Department of Education 
 
SEA – State Educational Agency 
 
SUBGRANTEE – The governmental or other legal entity to which a sub-grant is awarded and 
which is accountable to the grantee for the use of funds provided (34 CFR Part 80.3). 
 
TITLE I – A federal program under NCLB, the purpose of which is to improve the academic 
achievement of the disadvantaged. 
 
TITLE I SCHOOLWIDE PROGRAM (SWP) – A school-wide program permits a high 
poverty school to use funds from Title I, Part A and other federal education program funds and 
resources to upgrade the entire education program of the school in order to raise academic 
achievement for all the students. This contrasts with a Title I targeted assistance program, through 
which Title I, Part A funds are used only for supplementary educational services for eligible 
children who are failing or at risk of failing to meet state standards. 
A school with a Title I school-wide program is one that: 

• serves an eligible school attendance area or is a participating school under section 1113 
of Title I of Public Law 107-110, No Child Left Behind Act, and 

• has at least 40% of the children, enrolled in the school or residing in the school 
attendance area, from low-income families. 

 
USED – United States Department of Education: http://www.ed.gov/index.jhtml 
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Additional Forms 
 

• Budget Forms 
o Expenditure Checklist 
o Expenditure Form 
o Sample Budget Forms 
o Guidelines to Retaining Documentation to Support Expenditure Claims 
o Account Code Definitions  
o Timesheet 

•  
• CAYEN AS/21 Due Dates 
• CAYEN AS/21 Quick Update List 
• Field Trip Form 
• Modification Forms 

o Budget Modification Form 
o Program Modification Form 

• Monitoring Schedule 
• Monitoring Tool 
• Peer Exchange List 
• Physical Inventory Form 
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21st Century Expenditure Checklist 
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Expenditure Report 
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Sample Budget Forms 
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Guidelines for Retaining Documentation to Support Expenditure Claims 
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Assurances and Terms and Conditions for Federal Awards and Sub-
Awards 
 

Assurances 
 
As the duly authorized representative of _____________________________________________ , 
I certify that this applicant (Please print or type name of applicant.) 

A. Has the legal authority to apply for federal assistance and the institutional, managerial, and 
financial capability (including funds sufficient to pay the nonstate share of project costs) to 
ensure proper planning, management, and completion of the project described in this 
application. 

B. Will give the South Carolina Department of Education (SCDE) access to and the right to 
examine all records, books, papers, or documents related to this award and will establish a 
proper accounting system in accordance with generally accepted accounting principles or 
agency directives. 

C. Has an accounting system with sufficient internal controls, a clear audit trail, and written 
cost-allocation procedures as necessary. The financial management systems are capable of 
distinguishing expenditures that are attributable to this grant from those that are not 
attributable to this grant. This system is able to identify costs by programmatic year and by 
budget line item and to differentiate among direct, indirect, and administrative costs. In 
addition, the applicant will maintain adequate supporting documents for the expenditures 
(federal and nonfederal) and in-kind contributions, if any, that it makes under this grant. 
Costs are shown in books or records (e.g., disbursements ledger, journal, payroll register) and 
are supported by a source document such as a receipt, travel voucher, invoice, bill, or in-kind 
voucher. 

D. Will also comply with the Office of Management and Budget 2 CFR Part 230 “Cost 
Principles for Non-Profit Organizations,” 2 CFR Part 225 “Cost Principles for State, Local, 
and Indian Tribal Governments,” or 2 CFR Part 220 “Cost Principals for Educational 
Institutions” consistent with the approved budget by maintaining required support for salaries 
and wages. Required support includes certifications and/or personnel activity records 
according to the type of entity. 

E. Will approve all expenditures, document receipt of goods and services, and record payments 
on the applicant’s accounting records prior to submission of reimbursement claims to the 
SCDE for costs related to this grant. 

F. Will initiate and complete work within the applicable time frame after receipt of approval by 
the SCDE. 

G. Will not discriminate against any employee or applicant for employment because of race, 
color, religion, age, sex, national origin, or disability and comply with Title VI of the Civil 
Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, Title IX of the Education 
Amendments of 1972, and the Age Discrimination Act of 1975. The grantee will take 
affirmative action to ensure that applicants for employment and the employees during the 
period of their employment are treated without regard to their race, color, religion, age, sex, 
national origin, or disability. 

H. Has no policy that prevents, or otherwise denies participation in, constitutionally protected 
prayer in public schools as set forth in the Guidance on Constitutionally Protected Prayer in 
Public Education (20 U.S.C. § 7904). 

I. Will comply with the Family Educational Rights and Privacy Act. (20 U.S.C. §1232g; 34 
CFR Part 99). 
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J. Will comply with the Ethics, Government Accountability, and Campaign Reform Act (S.C. 
Code Ann. § 2-17-10 et seq. and § 8-13-100 et seq. (Supp. 2013)). 

K. Will comply with the South Carolina Drug Free Workplace Act (S.C. Code Ann. § 44-107-10 
et seq. (Supp. 2013) if the amount of this award is $50,000 or more and the federal Drug Free 
Workplace Act of 1988 (41 USC 702). 

L. Will provide information to the SCDE, as requested, regarding the reporting requirements of 
the Federal Funding Accountability and Transparency Act (FFATA), which requires the 
SCDE to file a FFATA sub-award report by the end of the month following the month in 
which it awards any subgrant equal to or greater than $25,000.  

M. Will comply with 2 CFR Part 25 and register and receive a Dun & Bradstreet Data Universal 
Numbering System (DUNS) number. 
 

Terms and Conditions 
 
A. Completeness of Proposal. All proposals should be complete and carefully worded and must 

contain all of the information requested by the South Carolina Department of Education 
(SCDE). If you do not believe a section applies to your proposal, please indicate that fact. 

B. Non-Awards/Termination. The SCDE reserves the right to reject any and all applications 
and to refuse to grant monies under this solicitation. If the SCDE rejects an application, the 
applicant has a right to request a hearing, as provided by 34 CFR Part 76.401, if it alleges the 
SCDE’s actions violate a state or federal statute or regulation by (1) disapproving of or failing 
to approve the application or project, in whole or in part, or (2) failing to provide funds in 
amounts in accordance with the requirements of statutes and regulations. 

  After it has been awarded, the SCDE may terminate a grant by giving the grantee written 
notice of termination. In the event of a termination after award, the SCDE shall reimburse the 
grantee for expenses incurred up to the notification of termination. In addition, this grant may 
be terminated by the SCDE if the grantee fails to perform as promised in its proposal. Federal 
grants will be terminated in accordance with 34 CFR Part 80.44 or 34 CFR Part 74.61. 
 In the event that this grant is terminated, the grantee shall have a right to a hearing as set 
forth in 34 CFR Part 76.783.  The grantee must notify the SCDE of its request for a hearing 
within 30 days of receiving written notice of the termination.  If a hearing is requested, the 
SCDE will conduct the hearing in accordance with the procedures outlined in 34 CFR Part 
76.401(d)(2)–(7). 

C. Reduction in Budgets and Negotiations. The SCDE reserves the right to negotiate budgets 
with applicants. The SCDE may, at its sole discretion, determine that a proposed budget is 
excessive and may negotiate a lower budget with the applicant. The applicant may at that 
time negotiate or withdraw its proposal. In addition, the SCDE may desire to fund a project 
but not at the level proposed. In that case, the SCDE shall notify the applicant of the amount 
that can be funded, and the applicant and the SCDE shall negotiate a modification to the 
proposal to accommodate the lower budget. All final decisions are that of the SCDE.  

D. Amendments to Grants. Amendments are permitted generally for budgets, grant end date, 
and management upon the mutual agreement of the parties involved and will become 
effective when specified in writing and signed by both parties.  However, amendments to 
scope of work that significantly alter the original application proposal may trigger partial or 
full termination consistent with 34 CFR Part 80.44 or 34 CFR Part 74.61.  

E. Use of Grant Funds. Funds awarded are to be expended only for purposes and activities 
covered by the approved project plan and approved budget and budget narrative. 
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F. Submission of Expenditure Reports. Claims for reimbursement must be made at least 
quarterly and consistent with calendar quarters (e.g., an expenditure report claim for costs for 
January 1 through March 30 must be filed by May 15). 

G. Obligation of Grant Funds. Grant funds may not be obligated prior to the effective date or 
subsequent to the end or termination date of the grant period. No obligations are allowed after 
the end of the grant period. The final request for expenditure report claims must be submitted 
no later than thirty (30) days after the end of the grant period. 

H. De-obligation of Funds.  After a final expenditure report claim has been submitted to the 
SCDE, the grantee will go through the official de-obligation process with the SCDE. 

I. Documentation. The grantee must provide for accurate and timely recording of receipts and 
expenditures. The grantee’s accounting system should distinguish receipts and expenditures 
attributable to each grant.  The grantee must review the memo regarding “Guidelines for 
Retaining Documentation to Support Expenditure Claims,” available at 
http://ed.sc.gov/agency/as/documents/Guidelines_RetainingDocToSupportExpenditureClaims.pdf
. 

J. Travel Costs. Travel costs, if allowed under this solicitation, must not exceed limits noted in 
the United States General Services Administration (www.gsa.gov) regulations for lodging.  
Meals and incidentals are limited by the State budget proviso, currently not to exceed $25 per 
day for in-state travel and $32 for out-of-state travel.  Mileage reimbursement must follow the 
current Office of Comptroller General instructions, which is consistent with the published 
IRS rates. 

K. Honoraria. Amounts paid in honoraria, if allowed under this grant, must be consistent with 
SCDE policies. Applicants should check with the program office before budgeting for 
honoraria. 

L. Reports. The grantee shall submit, as required or instructed by the awarding program office, 
all reports (programmatic, financial, or evaluation) within the specified period or date and in 
the prescribed format.  An expenditure claim report must be filed by August 15 for all 
expenditures incurred by June 30 in order to comply with the Generally Accepted Accounting 
Principles (GAAP) and the production of the State's Comprehensive Annual Financial 
Report. 

M. Copyright. The grantee is free to copyright any books, publications, or other copyrightable 
materials developed in the course of this grant. However, the SCDE reserves a royalty-free, 
nonexclusive, and irrevocable license to reproduce, publish, or otherwise use, and to 
authorize others to use, the copyrighted work developed under this grant. 

N. Certification Regarding Lobbying, Suspension, and Debarment.  By submitting an 
application, the applicant certifies, to the best of its knowledge and belief, that the 
• Applicant and/or any of its principals, subgrantees, or subcontractors 

o Have not paid or will not pay to any person any federal appropriated funds for the 
purpose of influencing or attempting to influence an officer or employee of any 
agency, a Member of Congress, an officer or employee of Congress, or any employee 
of a Member of Congress in connection with making any federal grant and the 
extension continuation, renewal, amendment, or modification of any federal grant, as 
defined at 34 CFR Part 82.105 and 82.110.  If any funds other than federal 
appropriated funds have been paid or will be paid to any person for influencing or 
attempting to influence an officer or employee of any agency, a Member of Congress, 
an officer or employee of Congress, or any employee of a Member of Congress in 
connection with this federal grant, the undersigned shall complete and submit 
Standard Form LLL, “Disclosure of Lobbying Activities,” in accordance with its 
instructions. 
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o Are not presently debarred, suspended, proposed for debarment, or declared 
ineligible for the award of contracts by any state or federal agency as stated at 34 
CRF Part 85.105 and  85.110. 

o Have not, within a three-year period preceding this application, been convicted of or 
had a civil judgment rendered against them for commission of fraud or a criminal 
offense in connection with obtaining, attempting to obtain, or performing a public 
(federal, state, or local) contract or subcontract; violation of federal or state antitrust 
statutes relating to the submission of offers; or commission of embezzlement, theft, 
forgery, bribery, falsification or destruction of records, making false statements, tax 
evasion, or receiving stolen property. 

o Are not presently indicted for, or otherwise criminally or civilly charged by a 
governmental entity with, commission of any of the offenses enumerated above. 

• Applicant has not, within a three-year period preceding this application, had one or more 
contracts terminated for default by any public (federal, state, or local) entity. 

O. Audits 
• Entities expending $500,000 or more in federal awards: 

Entities that expend $500,000 or more in federal awards during the fiscal year are 
required to have an audit performed in accordance with the provisions of Office of 
Management and Budget (OMB) Circular No. A-133, Audits of States, Local 
Governments, and Non-Profit Organizations. The submission deadline for A-133 audits 
is nine months after the entity’s fiscal year-end. A grantee that passes through funds to 
subrecipients has the responsibility of ensuring that federal awards are used for 
authorized purposes in compliance with federal program laws, federal and state 
regulations, and grant agreements. The director of the OMB, who will review this amount 
every two years, has the option of revising the threshold upward. 

• Entities expending less than $500,000 in federal awards: 
Entities that expend less than $500,000 in a fiscal year in federal awards are exempt from 
the audit requirements in the Single Audit Act and OMB Circular A-133. However, such 
entities are not exempt from other federal requirements (including those to maintain 
records) concerning federal awards provided to the entity. The entity’s records must be 
available for review or audit by the SCDE and appropriate officials of federal agencies, 
pass-through entities, and the General Accounting Office (GAO). 

P. Records. The grantee shall retain federal grant records, including financial records and 
supporting documentation, for a minimum of six (6) years after the end date of the grant 
when the final expenditure report claim for reimbursement and all final reports have been 
submitted, unless informed otherwise or in the case of litigation. 

 
 _________________________________________   ___________________  
Signature of authorized official  Date 
 
 _________________________________________   ___________________  
Signature of authorized financial official  Date 
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Accounting Code Definitions 
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Timesheet 
 

Name of Employee:      Position Title:     
Period Beginning:       Period Ending:    
Project Number:       Grantee:     
 

Date Time In Time Out  Hours Worked 

     

     

     

     

     

     

     

     

     

     

     

     

  Total Hours   
 
The following signatures certify that this document represents a true recording of time 
and effort expended for the period indicated and that we have full knowledge of those 
activities.100% of this time and effort is dedicated to 21st Century Community Learning 
Centers, Cost Objective _____ 
Employee Signature:         Date:    
Director’s Signature:         Date:    
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CAYEN AS/21 Due Dates 
 

Date Item Cookie Trail Responsible 
Party 

October 1 Funding Source Home>>Site Info.>>Funding 
Source 

District/Site 

 Staffing Home>>Site Info. >>Add/Edit 
Staff 

District/Site 

 APR 
Info./Reporting 
Period  
 

Home>>Site Info.>>APR 
Info./Reporting Periods 
 
 

District/Site 

 Current and Prior 
School Year 

Home >> Grade Scales >> 
Evaluation >> School Years >> 
School Year >>Add New 

District/Site 

 Operating Budget  District/Site 
 Objectives and 

Goals 
Home >> District/Grantee 
Maintenance >> APR Details >> 
Objectives 

District/Site 

 Previous Year’s 
Enrollment 

Home >> Registration >> Quick 
Data Entry Tools >> Register 
Students from a Prior Term 

District/Site 

November 15 Activities and 
Sessions 

Activities>>Add Activitiy District/Site 

 Attendance 
Current through 
October 

 District/Site 

 Check Activity 
Reports for Errors 

Reports>>CLC APR >> Section D District/Site 

December 15 Attendance 
Current through 
November 

 District/Site 

 Check Participant 
Registration 

 District/Site 

 Check Participant 
Demographics for 
Errors 

Registration>>Quick Data Entry 
Tools>>Edit demographics 

District/Site 

January 15 Attendance 
Current through 
December 

 District/Site 

February 15  Attendance 
Current through 
January  

 District/Site 
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Date Item Cookie Trail Responsible 
Party 

March 15 Attendance 
Current through 
February 

 District/Site 

April  Teacher Surveys 
distributed 

Reports>>Surveys>>Federal 
Teacher Survey Form 

District/Site 

 Attendance 
Current through 
March 

 District/Site 

May 30 Attendance 
Current through 
April and May 

 District/Site 

June 1 Objectives Status Home >> District Grantee 
Maintenance>>Objectives>>Add 
Status 
 

District/Site 

 Check Objective 
Status Report 

Home >> Reports>>CLC 
APR>>APR Section A: Objectives 
Status 

District/Site 

 Community 
Partners 

Partners>> Add New District/Site 
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21st CCLC APR Verification Guide 
 

Grantee Level (All Sites): 
 

Grantee data to be 
verified To view in Cayen Verification Verification Tips 

Status of 
Grantee/District 
Objectives  

Home page >  
District/Grantee 
Maintenance >  
Objectives  
Click the status link 
for each objective. 

Verify that all necessary 
fields are filled in. 
 
Reports > CLC APR > 
APR Section A: 
Objectives Status  

Ensure that any 
continuation grants 
were entered as new 
grants and that the 
original grant 
information was not 
modified 

Community 
Partners(Pending): 
Approval 

Home page>  
Partners (Pending)  

Complete approval 
process for any partners 
highlighted in red. 

Check for duplicate 
Partner names – work 
with sites to make sure 
they are all using the 
same values for Partner 
Contributions in Site 
Info 

Center Level (Each Site): 
 

Center data to be 
verified To view in Cayen Verification Verification Tips 

Site Information Site Info Verify that all fields are 
filled in. 

Phone Numbers must 
be in the following 
format: 
xxx-xxx-xxxx 

Staff records: APR 
Staff Info  

Site Info > Site Staff 
> APR Staff Info  

Reports > CLC APR > 
APR Section C: Staffing 
Information  

- A CLC funding 
source must be selected 
for a staff member in 
order for them to 
appear on the APR 
- If summer 
programming took 
place all staff must 
have “Summer 
Compensation” 
information entered 
- “Other” staff will 
need a description 
entered in PPICS 
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Center data to be 
verified 

To view in 
Cayen Verification Verification Tips 

Community Partners 
(Collaborations): 
name and dollar 
amount  

Site Info > 
Community 
Collaborations  

Reports > CLC APR > APR 
Section B: Partner 
Contributions 
- Must have at least one 
partner with a contribution of 
$1 or more. 

Check the Contribution 
and SubContract 
Amounts for all 
Partners. These should 
not be $0 or $1 

APR Reporting Period Site Info > APR 
Info/Reporting 
Period 

Verify that all relevant fields 
are filled in. 
Reports > CLC APR > APR 
Section G: Operations 

- Summer Dates should 
be prior to School Year 
Dates 
- APR Year is the year 
in which the report is 
submitted 
- Operating Budget is 
entered 

Activities: APR 
Category Type and 
Subject Area  
Sessions: Start & end 
time (AM, PM)  

Activities > Click 
the Edit link for 
each activity and 
session. 
 
 
To view selected 
fields for all 
activities:  Click 
the Quick Edit 
button, select the 
fields you would 
like to view then 
click the green 
Continue button. 

1. Click on (highlight) each 
activity and session and 
verify that the summary 
information displayed in the 
lower right corner of the 
screen is correct. 
 
2. Verify that appropriate 
values have been entered for 
all fields in each activity. 
 
Reports > CLC APR > APR 
Section D. Aggregated 
Activities  
 
Reports > Activity 
Information > Activity 
Report 
 
Reports > Activity 
Information > Activity 
Report Codes  
 

- Sessions must be 
funded by CLC funding 
sources in order for the 
Activities to appear on 
the APR 
- Session Start/End 
Times are used when 
calculating information 
on the APR Operations 
report 
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Center data to be verified To view in Cayen Verification Verification Tips 

Demographic information: 
Day School, Gender, Grade 
Level, Special Ed, Lunch 
Status, and Ethnicity  

Registration > 
Quick Data Entry 
Tools > Edit 
Demographics  
 
Select each of the 
demographic fields 
in the drop-down to 
view any students 
missing data. 

Search tab 
1. Set the Adult drop-down 
box to No. 
2. Click the green Find 
Records button. 
3. Click the green 
QuickEdit/Export Spreadsheet 
button 
4. In the General Information 
column check the Last Name, 
First Name, Gender and 
Ethnicity boxes. 
5. In the School Information 
column check the Grade 
Level, Lunch Status and 
Special Ed. Status boxes. 
6. Click the green View Quick 
Edit Form button in the lower 
right corner to open a data 
entry form and add missing 
values as needed. Or click on 
the green Print/Export to 
excel button to view and print 
a report.  
 
(Check all of the records that 
appear and make sure there 
are no blank boxes.) 
 
Reports > CLC APR > APR 
Section E: Attendance 
This report has a section 
showing demographic totals. 
 

All required 
demographic fields are 
able to be checked 
through the Quick Data 
Entry Tools with the 
exception of School. 
See the Feeder Schools 
section below to find 
students with missing 
school information 
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Center data to be 
verified To view in Cayen Verification Verification Tips 

Feeder Schools 
(schools attended 
during the day)  

Registration > 
[Locate a 
participant] > 
Participant Info tab 
> School Attending 
During Day 

Reports > CLC APR > 
APR Section F.  Make 
sure there is at least one 
feeder school listed. 
 
Reports > CLC APR 
Monitoring > Students 
With No School Listed  
 
Enter a Day School for 
any students that appear in 
this report. 

Feeder Schools 
(schools attended 
during the day)  

Two Reading and two 
Math grades for 
Regular students (fall 
and spring) earned 
during the report 
period  
 
(If required by your 
district as a measure of 
student progress for 
the APR.) 
 
Note: Make sure that 
all student attendance 
needed to determine 
Regular student status 
has been entered. 

Registration > 
[Locate a 
participant] > Grade 
Data tab 
 
Or, Registration > 
Quick Data Entry 
Tools > Edit Grades 
> Select a student 
 
 

Reports > CLC APR > 
APR Section I: Grades 
(Gradation) 
 
The report will indicate the 
number of grades 
recorded.  

Students must have a 
single Math grade and 
a single Reading grade 
per grading period. Use 
the path below to verify 
that only one subject is 
identified as a 
Mathematics education 
activity and one is 
identified as a 
Reading/literacy 
education activity. 
Home > Grade Scales, 
Evaluation, School 
Years > School Years > 
Subjects 
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Center data to be 
verified To view in Cayen Verification Verification Tips 

Two Reading and 
Math test scores for 
Regular students 
tested during the 
report period  
 
(If required by your 
district as a measure of 
student progress for 
the APR.) 
 
Note: Make sure that 
all student attendance 
needed to determine 
Regular student status 
has been entered. 

Registration > 
[Locate a 
participant] > Test 
Data tab 
 
Or, Registration > 
Quick Data Entry 
Tools > Edit Tests > 
Select a student 

Reports > CLC APR > 
APR Section J: State 
Assessment Current Year 
 
OR 
 
Reports > CLC APR > 
APR Section K: State 
Assessment Cross Year  
 
The report will indicate the 
number of test scores 
recorded.  

The tests identified as 
the APR Math/Reading 
Assessments must be 
scored using 
proficiency levels. 
Numeric test scores 
will not register on the 
APR. 

Attendance for the 
period covered in the 
APR  

Attendance > Select 
Previous 
Attendance 
 
Enter a start and end 
date for the report 
and then click the 
Attendance 
Summary (Sorted 
by Date) button. 
 

Reports > CLC APR > 
APR Section E: 
Attendance 
 
The grantee or district will 
use its general awareness 
of the center’s size to 
determine whether 
attendance data on the 
APR reflects participation 
accurately.  
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Field Trip Request Form 
 
 

21st Century Community Learning Centers 
Field Trip/Field Studies Form 

 
 
Name of Grantee:            

Project Director:            

Permission is request to participate in a field trip/study on     (Date) 

In-state ☐  Out-of-State ☐ 

Destination:            

  

Address:        City:     State: 

  

Number of Students:      Number of Chaperones:    

Purpose for the Trip (academic goals and objectives met, program alignment, etc. Use a second page if necessary. Please 

return to your grant manager 20 business days before the field trip/study):  
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
            
Project Director’s Signature      Date 
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Budget Amendment Form 
 

21ST CENTURY COMMUNITY LEARNING CENTERS 
BUDGET AMENDMENT NARRATIVE 

 
Complete this form, along with two budget amendment sheets reflecting the amendment and change, when 
requesting a change to your 21st Community Learning Centers budget. Please Allow 7-10 business days for 
review.   The deadline for receiving amendments is on or before May 1st of the current grant year. 
 
From: (school district/agency):  
      Your Phone No.  & Email Address:  
      School(s) you are serving:  
To: (SDE 21st CCLC)  
Type of Budget Request: (check one)  Amendment                  1st     2nd     3rd    4th   5th    6th 
Date of Budget Request:  
Name of Authorized District Official: 
 

Name of Program Director: 
 

 
Transfer amount: 
From: (Check one account) 

 salaries/fringe benefits 
 purchased services 
 supplies and materials 
 capital outlay 
 other objects 
 transfers  

To: (Check one account) 
 salaries/fringe benefits 
 purchased services 
 supplies and materials 
 capital outlay 
 other objects 
 transfers 

 
Rationale: (Indicate the reasons for requesting this transfer, and relate this request to the program’s needs 
assessment Include thorough details such as items, reasons, etc.). 
 
 
 
 
 
 
 
 
Transfer amount: 
From: (Check one account) 

 salaries/fringe benefits 
 purchased services 
 supplies and materials 
 capital outlay 
 other objects 
 transfers  

To: (Check one account) 
 salaries/fringe benefits 
 purchased services 
 supplies and materials 
 capital outlay 
 other objects 
 transfers 

 
Rationale: (Indicate the reasons for requesting this transfer, and relate this request to the program’s needs 
assessment Include thorough details such as items, reasons, etc.). 
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Transfer amount: 
From: (Check one account) 

 salaries/fringe benefits 
 purchased services 
 supplies and materials 
 capital outlay 
 other objects 
 transfers  

To: (Check one account) 
 salaries/fringe benefits 
 purchased services 
 supplies and materials 
 capital outlay 
 other objects 
 transfers 

 
Rationale: (Indicate the reasons for requesting this transfer, and relate this request to the program’s needs 
assessment Include thorough details such as items, reasons, etc.). 
 
 
 
 
 
 
 
 
 
Transfer amount: 
From: (Check one account) 

 salaries/fringe benefits 
 purchased services 
 supplies and materials 
 capital outlay 
 other objects 
 transfers  

To: (Check one account) 
 salaries/fringe benefits 
 purchased services 
 supplies and materials 
 capital outlay 
 other objects 
 transfers 

 
Rationale: (Indicate the reasons for requesting this transfer, and relate this request to the program’s needs 
assessment Include thorough details such as items, reasons, etc.). 
 
 
 
 
 
 
Signature of Program Director: 
 

 Date: 
 

 
Signature of Authorized district/agency official (required): 
 

  
Date: 
 

 
For SCDE Use Only 
 

Approved  
Disapproved  

 
SCDE Representative Signature:                                         Date:      
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Program Amendment Form 

 

  
21st Century Community Learning Center Program Modification 

 
Program Name:  
Project Number:  
Year Awarded:  
Today’s Date:  
 
Directions: Please complete the section below providing a detailed description of the 
requested change in the 21st CCLC program that is currently approved by SCDE. Be 
advised that additional information may be requested and that no program change can 
be put into effect until you receive an approved copy of this program modification signed 
by your SCDE Regional Grant Manager or until a written confirmation is received by e-
mail. Please use additional space if needed. Please allow 7 – 10 business days for 
review. 
 
What changes do you want to make to the approved, original grant? 
 
 
 
 
 
 
 

 
 
Why is this change needed? 
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What originally approved curricular, programmatic activities, or partner, if any, will 
be affected because of this change? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Will this programmatic change require a budget amendment? If yes, send budget 
amendment within 2 weeks of the approved program change.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized Representative:  

Date:  
Project Director’s 

Signature:  
 

Date Submitted:  
 
For SCDE Use Only 
 

Approved  
Disapproved  

 
SCDE Representative Signature:        
Date:      
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Monitoring Schedule 
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Monitoring Tool 
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Peer Exchange Program 
 

 

    A Peer Exchange System, Professional Development for Program 
Directors and Site Coordinators, South Carolina 21st Century Community Learning 
Center (CCLC) Program, Program Year 2014-15 
This is a voluntary Peer Exchange Project and is not a required activity by SCDE. 
The South Carolina 21st CCLC afterschool program administrators are a group of 
professionals who have varied leadership styles, management backgrounds and 
educational experiences. The SC State Department of Education (SCDE) 21st CCLC staff 
believes that its afterschool program sub-grantees would benefit by a peer exchange plan 
that would pair the program manager and/or site coordinator of each 21st CCLC program 
with one other program manager/site coordinator of another active program for a one-
year period. This peer exchange plan would be implemented at the beginning of the 
academic year of PY 2014-15 and terminate at the end of the regular academic year (July 
31, 2015). The program pairing, coordination and contact information and support is 
provided by SCDE. Year-long program communication will be encouraged but not 
required using varied social media and communication to include conference phone calls, 
e-mail, blogging, streaming and site visits (with a limit of one site visit per year by two 
staff persons from each program, without an overnight stay).  
Being paired with another program does not indicate that either program is a “problem 
program” or that one program is weaker and the other a problem-free. It is to be an 
experiment in professional development for South Carolina 21st CCLC programs.   
Expectations: The peer exchange system will: 
• Foster a community of professionalism and growth through reflection and collaboration; 
• Promote a culture of knowledge-sharing to support innovation and best practices; 
• Encourage commitment to action; 
• Maintain positive, supportive, non-judgmental point of view for program colleagues; 
• Promote partner development/improvement of personal competences; 
• Develop team relationships and 
• Support each other. 
As a Peer Exchange: 
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1. It is not one afterschool program manager acting as an expert and the other a 
novice or apprentice. Both program managers should work together as equals who are 
looking to collaboratively improve their 21st CCLC management skills. 
2. It is not based on evaluating and judging performance. This is a system for 
continual improvement and growth for educators/administrators. 
3. It is not just a process for initiating new program mangers into the profession of 
21st CCLC program manager only. Instead, it should have a positive impact on all 
program mangers no matter of how long they have been in the profession or what their 
background may be. 
4. It is not intended to be part of a formal SCDE evaluation process. Instead, it should 
be used to foster a focus on continual improvement in teaching and learning. 
5. Is not necessarily a one contact event. Although this pairing plan is voluntary, peer-
partners should be committed to spending some time in peer exchange during the 
academic year 2014-15 (in an already busy year for 21st CCLC activities) in order for it to 
be effective. 
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Peer Exchange List 

 

Grantee Peer Partner 
Academic Achievers - India Hook Wings for Kids - North Charleston 
Academic Achievers - W. C. Sullivan Wings for Kids - Memminger 
Aiken County Schools - North Aiken Elementary School Wings for Kids - Main Street & Union County School District - Monarch 
Anderson County School District Five - New Prospect Wings for Kids - Chicora 
Anderson County School District Two - Belton and Honea Path 

 
Wings for Kids - Burns 

Anderson County School District Two - Belton and Honea Path 
 

Williamsburg County School District - W. M. Anderson 
Anderson County School District Two - Marshall Boys and Girls Clubs of Southern Carolina - Barnwell Primary 
Anderson County School District Two - Wright Boys and Girls Clubs of Southern Carolina - Macedonia 
Berkeley County School District - St. Stephen Williamsburg County School District - C. E. Murray 
Boys and Girls Club of the Pee Dee Area - Hannah-Pamplico Urban League of the Upstate - Buffalo 
Boys and Girls Clubs of Southern Carolina - Allendale Hampton School District One - Wade Hampton 
Boys and Girls Clubs of Southern Carolina - Barnwell Primary Anderson County School District Two - Marshall 
Boys and Girls Clubs of Southern Carolina - Barnwell Elementary The School District of Pickens County - Getty’s 
Boys and Girls Clubs of Southern Carolina - Blackville - Hilda Jr. 

 
Sumter County School District - Crosswell 

Boys and Girls Clubs of Southern Carolina - Fairfax South Carolina State University - Felton 
Boys and Girls Clubs of Southern Carolina - Guinyard-Butler Williamsburg County School District - Kenneth Gardener 
Boys and Girls Clubs of Southern Carolina - Macedonia Anderson County School District Two - Wright 
Boys and Girls Clubs of the Upstate - B. D. Lee School District of Oconee County - Blue Ridge 
Boys and Girls Clubs of the Upstate - Carver School District Five of Lexington and Richland Counties - Irmo Middle 
Boys and Girls Clubs of the Upstate - Chapman Save the Children - Lake City 
Boys and Girls Clubs of the Upstate - Chesnee School District of Oconee County - Seneca High 
Boys and Girls Clubs of the Upstate - Cleveland Richland County School District Two - Windsor 
Boys and Girls Clubs of the Upstate - Cowpens Richland County School District Two - Richland Northeast 
Boys and Girls Clubs of the Upstate - Mary Bramlett Richland County School District Two - Killian Elementary School 
Boys and Girls Clubs of the Upstate - O. P. Earle Richland County School District Two - Keels 
Chameleon Inspirations Learning Center - Fairfield Elementary Richland County School District Two - Forest Lake 
Charleston County School District - Burke Richland County School District Two - Bridge Creek 
Charleston County School District - Frierson Richland County School District One - W. A. Perry 
Charleston County School District - Lambs Richland County School District One - Sanders 
Charleston County School District - Pepperhill Richland County School District One - Keenan 
Charleston County School District - Sanders Clyde Richland County School District One - Columbia High 

 



 

Grantee Peer Partner 
Charleston Promise Neighborhood - Mary Ford Orangeburg Consolidated School District Five - NSA 
Clarendon County School District One - St. Paul Orangeburg Consolidated School District Five - G'TET 
Clarendon County School District Two - Manning Elementary Orangeburg Area Boys and Girls Club - Elloree Elementary 
Clarendon County School District Two - Manning Primary Open Arms Fellowship - Ben Hazel 
Clemson University - Goal Post III Old Macedonia Church - Douglas 
Clemson University - Goal Post IV McCormick County School District - McCormick County PK-12 Complex 
Colleton County School District - Colleton County Middle Marion School District - Johnakin 
Communities in Schools of Greenville - Chandler Creek M. K., Inc. - Browns Ferry 
Communities in Schools of Greenville - Monaview Life Resource Center - Fairforest 
Communities in Schools of Greenville - Sue Cleveland Lexington County School District Three - Batesburg - Leesville Primary 
Dorchester County School District Four - St. George Lexington County School District Three - Batesburg - Leesville Elementary 
Dorchester County School District Two - Alston Lexington County School District One - Pelion 
Dorchester County School District Two - Joseph R. Pye Laurens County School District Fifty-five - EB Morse 
Dorchester County School District Two - Oakbrook Lancaster County School District - Clinton 
Greenville County Schools - East North Street Academy Lancaster County School District - Brooklyn Springs 
Greenwood County School District Fifty - Lakeview Kershaw County Schools - Baron DeKalb 
Greenwood County School District Fifty - Merrywood I Can Kids, Inc. - Saluda Primary 
Greenwood County School District Fifty - Woodfields Horry County Schools - Pee Dee 
Hampton County School District Two - Estill Horry County School District - South Conway 
Hampton School District One - Wade Hampton Boys and Girls Clubs of Southern Carolina - Allendale 
Horry County School District - South Conway Hampton County School District Two - Estill 
Horry County Schools - Pee Dee Greenwood County School District Fifty - Woodfields 
I Can Kids, Inc. - Saluda Primary Greenwood County School District Fifty - Merrywood 
Kershaw County Schools - Baron DeKalb Greenwood County School District Fifty - Lakeview 
Lancaster County School District - Brooklyn Springs Greenville County Schools - East North Street Academy 
Lancaster County School District - Clinton Dorchester County School District Two - Oakbrook 
Laurens County School District Fifty-five - EB Morse Dorchester County School District Two - Joseph R. Pye 
Lexington County School District One - Pelion Dorchester County School District Two - Alston 
Lexington County School District Three - Batesburg - Leesville 

 
Dorchester County School District Four - St. George 

Lexington County School District Three - Batesburg - Leesville 
 

Communities in Schools of Greenville - Sue Cleveland 
Life Resource Center - Fairforest Communities in Schools of Greenville - Monaview 
M. K., Inc. - Browns Ferry Communities in Schools of Greenville - Chandler Creek 
Marion School District - Johnakin Colleton County School District - Colleton County Middle 

 



 

Grantee Peer Partner 
McCormick County School District - McCormick County PK-12 

 
Clemson University - Goal Post IV 

Old Macedonia Church - Douglas Clemson University - Goal Post III 
Open Arms Fellowship - Ben Hazel Clarendon County School District Two - Manning Primary 
Orangeburg Area Boys and Girls Club - Elloree Elementary Clarendon County School District Two - Manning Elementary 
Orangeburg Consolidated School District Five - G'TET Clarendon County School District One - St. Paul 
Orangeburg Consolidated School District Five - NSA Charleston Promise Neighborhood - Mary Ford 
Richland County School District One - Columbia High Charleston County School District - Sanders Clyde 
Richland County School District One - Keenan Charleston County School District - Pepperhill 
Richland County School District One - Sanders Charleston County School District - Lambs 
Richland County School District One - W. A. Perry Charleston County School District - Frierson 
Richland County School District Two - Bridge Creek Charleston County School District - Burke 
Richland County School District Two - Forest Lake Chameleon Inspirations Learning Center - Fairfield Elementary 
Richland County School District Two - Keels Boys and Girls Clubs of the Upstate - O. P. Earle 
Richland County School District Two - Killian Elementary School Boys and Girls Clubs of the Upstate - Mary Bramlett 
Richland County School District Two - Richland Northeast Boys and Girls Clubs of the Upstate - Cowpens 
Richland County School District Two - Windsor Boys and Girls Clubs of the Upstate - Cleveland 
Save the Children - Bishopville Union County School District - Foster Park 
Save the Children - Lake City Boys and Girls Clubs of the Upstate - Chapman 
School District Five of Lexington and Richland Counties - Irmo Middle Boys and Girls Clubs of the Upstate - Carver 
School District of Oconee County - Blue Ridge Boys and Girls Clubs of the Upstate - B. D. Lee 
School District of Oconee County - Seneca High Boys and Girls Clubs of the Upstate - Chesnee 
School District of Oconee County - Seneca Middle Williamsburg County School District - Greeleyville 
South Carolina State University - Felton Boys and Girls Clubs of Southern Carolina - Fairfax 
Sumter County School District - Crosswell Boys and Girls Clubs of Southern Carolina - Blackville - Hilda Jr. High 
The School District of Pickens County - Getty’s Boys and Girls Clubs of Southern Carolina - Barnwell Elementary 
Union County School District - Foster Park Save the Children - Bishopville 
Union County School District - Monarch Aiken County Schools - North Aiken ES & Wings for Kids - Main Street 
Urban League of the Upstate - Buffalo Boys and Girls Club of the Pee Dee Area - Hannah-Pamplico 
Williamsburg County School District - C. E. Murray Berkeley County School District - St. Stephen 
Williamsburg County School District - Greeleyville Anderson County School District Two - Wright 
Williamsburg County School District - Kenneth Gardener Anderson County School District Two - Marshall 
Williamsburg County School District - W. M. Anderson Anderson County School District Two - Belton and Honea Path Middle 
Wings for Kids - Burns Anderson County School District Two - Belton and Honea Path Elementary 

 



 

Grantee Peer Partner 
Wings for Kids - Chicora Anderson County School District Five - New Prospect 
Wings for Kids - Main Street Aiken CSD - North Aiken Elementary School & Union CSD - Monarch 
Wings for Kids - Memminger Academic Achievers - W. C. Sullivan 
Wings for Kids - North Charleston Academic Achievers - India Hook 

 
 
 
 

 
 

 



 

For grantees with multiple schools per grant, only one school is listed for clarification purposes.  

Physical Inventory Form 

 

 


	Part One: Success!
	What do I keep in a grant file?
	What regulations apply to my grant award?
	Which federal circulars apply to my grant project?
	What is EDGAR?
	Are there other requirements I should know about?
	How do I communicate with the SCDE?

	Part Two: Spending Grant Funds
	What are my responsibilities?
	What are my time lines for spending grant funds?
	How will I get reimbursed for expenditures?
	How do I know what expenditures are allowable?
	How do I know what project activities are allowable?

	Part Three: Subrecipients (Collaborating Partner)
	What are subrecipients?
	Are subrecipients subject to regulations?
	Are consultants and vendors subrecipients?
	Do I need a formal agreement with subrecipients?

	Part Four: Matching Funds
	What are matching funds?
	How are matching funds treated?
	What qualifies as a match?
	Do I need to report matching funds expenditures?

	Part Five: Monitoring and Reporting
	Monitoring Procedures
	HIGH RISK SUBGRANTEES
	What reports are required?

	Fiscal Reports
	What is an Expenditure Report?
	Where do I send reports?
	What happens if I miss a program or fiscal report due date?
	What does the SCDE do with reports?

	Part Six: Budget and Grant Award Modifications
	How much flexibility do I have within my approved budget?
	When must I write to get approval to change my grant?
	What are the restricted line items (Subrecipients and Indirect Costs)?
	What should be included in a grant award modification request?
	Where do I send my grant award modification and/or budget amendment request?

	Part Seven: Grant Award Closeout
	How do I close out my grant award?
	Can costs be disallowed by the SCDE?
	When do I get the final payment?
	Do I send a check if I overspend grant funds?
	Do I send a check if I have unspent grant funds?
	How long do I keep grant records?

	Part Eight: Audit
	Will I be audited?
	How can I safeguard my grant against audit findings?

	Part Nine: Appendices
	DEFINITIONS

	Additional Forms
	BUDGET FORMS
	21st Century Expenditure Checklist
	Expenditure Report
	Sample Budget Forms
	Guidelines for Retaining Documentation to Support Expenditure Claims
	Assurances and Terms and Conditions for Federal Awards and Sub-Awards
	Accounting Code Definitions

	Timesheet
	CAYEN AS/21 Due Dates
	21st CCLC APR Verification Guide
	Grantee Level (All Sites):
	Center Level (Each Site):

	Field Trip Request Form
	Budget Amendment Form
	Program Amendment Form
	Monitoring Schedule
	Monitoring Tool
	Peer Exchange Program
	Peer Exchange List
	Physical Inventory Form


