PLANNING GRANT APPLICATION CHECKLIST

2014-2015

Completing each of the action items listed below will help ensure timely and accurate submission of all subgrant materials.

REQUIREMENTS PRIOR TO ACCESSING THE GRANT 

1.  FORMCHECKBOX 
 Obtain Articles of Incorporation
Please allow 4 – 6 weeks for processing of articles. MDE does not accept articles with “pending” status

The nonprofit corporation must be registered with the Corporate Division at the Michigan Department of Licensing and Regulatory Affairs (LARA) with at least three board members. If the applicant already has a charter and district code, the articles of incorporation should already be on file in LARA. Annual reports must be up to date.

· LARA website: 
http://www.michigan.gov/lara/0,1607,7-154-35299_35413---,00.html 
2.  FORMCHECKBOX 
 Obtain a Data Universal Numbering System (DUNS)

Suggested completion: 30 days prior to application due date
· DUNS Registration url: http://fedgov.dnb.com/webform/index.jsp 
· DUNS User Guide: http://www.michigan.gov/documents/mde/UserGuide_-_DUNS_417042_7.pdf
3.  FORMCHECKBOX 
 Obtain a Federal Employer Identification Number (FEIN)

Suggested completion: 30 days prior to application due date
· FEIN registration: http://www.irs.gov/businesses/small/article/0,,id=102767,00.html, 
or call the Toll-Free phone number (800) 829-4933.  
4.  FORMCHECKBOX 
 Register in the Educational Entity Master (EEM)
Suggested completion: 20 days prior to application due date
Development groups that already have a charter and district code are registered in the EEM by MDE.  If you do not already have a district code, register in the EEM as a Non-School Recipient (NSR) entity and submit the EEM Security Agreement to obtain a temporary district code. NOTE:  In all cases, the applicant’s board president (including contact information) must be listed in the EEM record.

· EEM Login: https://cepi.state.mi.us/eem/Default.aspx
· EEM Registration and Security form: 
http://www.michigan.gov/documents/mde/EEM_ONSR_Security_Form_2013-01-16_410465_7.doc 
5.  FORMCHECKBOX 
 Obtain a Michigan Education Information System (MEIS) Account

Suggested completion: 20 days prior to application due date
For individuals who will interface with Michigan’s grants system and cash management system. Obtain a MEIS account and print the account verification page that shows your login and password.  This is the login and password you will use for both the grant and cash management systems.
· MEIS registration: https://cepi.state.mi.us/MEISPublic 
6.  FORMCHECKBOX 
 Register in Michigan Electronic Grans System (MEGS+)
Suggested completion: 20 days prior to application due date
For individuals who will interface with the grant system, download the MEGS Security Authorization from and fax it to the number listed at the bottom of the form.
· MEGS+ security agreement: 
http://www.michigan.gov/documents/MEGS-Security-Agreement_85716_7.pdf 
7.  FORMCHECKBOX 
 Request access to Planning Grant Application
Suggested completion: 20 days prior to application due date

To receive access to the Planning Grant Application, please contact Kim Sidel at (517) 373-3345, or sidelk@michigan.gov.  Once you have access to the application it will become available in the MEGS+ system.

APPLICATION PREPARATION 

8.  FORMCHECKBOX 
 Complete the narrative responses 
Adhere to the 50 page limitations (this includes the letters from steps 8 and 9). Applications containing more than 50 pages of narrative will not be reviewed. 

· CSP Grant application: 
http://www.michigan.gov/mde/0,4615,7-140-6530_30334_40088-322108--,00.html  
9.  FORMCHECKBOX 
 For applicants that do NOT have a district code, provide MDE with a copy of the authorizer’s letter confirming intent to authorize. 
A copy of the intent to authorize letter must be uploaded into MEGS+ as part of Question #29 of the narrative responses.
10.  FORMCHECKBOX 
 Provide MDE with a copy of the signed letter notifying the authorizer of intent to apply for federal grant funds.  
A copy of the intent to apply for grant funds letter must be uploaded into MEGS+ as part of Question #29 of the narrative responses.
11.  FORMCHECKBOX 
 Procure and submit copies of all applicable partnership agreements, letters, waivers and notifications certifying eligible applicant status.  

Submit as exhibits to end of your narrative. With the exception of the items required in Question #29, additional exhibits do not count toward the 50 page limit.
APPLICATION SUBMISSION 

The following steps are to be completed 
on or before the required application due date

12.  FORMCHECKBOX 
 Login to the MEGS+ system and complete the application 
Use the MEGS+ User Guide below to ensure all required items to be submitted as part of your grant application.

· MEGS+ login: https://mdoe.state.mi.us/megsplus/
· MEGS+ application submission user guide: http://www.michigan.gov/documents/mde/Using_MEGS_Plus_362840_7.pdf
13.  FORMCHECKBOX 
 Verify the application status indicates “Application Submitted.” 
Applications not properly submitted will not be considered for review.
14.  FORMCHECKBOX 
 Send the letter of intent to apply for grant funds along with a copy of the planning grant application to the authorizer
The authorizer’s office should have these items no later than one day after the application due date.
MDE will check to ascertain that these steps have been completed before the review of any subgrant application. If MDE is unable to confirm that any one of the steps as properly completed, the application will not be reviewed by MDE.
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