WISCONSIN DEPARTMENT OF PUBLIC INSTRUCTION

CAREER AND TECHNICAL EDUCATION TEAM

Instructions For Completing 
Program of Study/End-of-Year Report

(PI-1304. Rev. 6-11)
Design of the 2010-11 Program of Study/End-of-Year Report
(PI-1304, Rev. 6-11)

The form is comprised of the following sections:

Section I:
General Information
Section II:
Expenditures
Section III:
Signature
DIRECTIONS
In preparation for Carl Perkins Act end-of-year reporting, each fiscal agent should do the following:

1) Turn on the show/hide button located on the Standard Toolbar [It looks like a paragraph symbol. (¶)]. When you turn on the show/hide button, the fiscal agent will see the areas on the template that need to be completed. (°°°°°)

2) Tab to each field of the template (do not mouse unless requested to do so) and enter the appropriate information in each cell following the directions below.
3) End-of-Year Report submittal
· The fiscal agent e-mails the report to address below.

4) Signature pages
Obtain three sets of original signatures.  The fiscal agent retains one set of original signatures in the grantee’s office files.
· The fiscal agent submits two original signature pages to:

Wisconsin Department of Public Instruction

Attn: Denise Byrd
Career and Technical Education Team

P. O. Box 7841

Madison, WI 53707-7841

	Using the 2010-11 POS Listing, enter each POS on the PI-1304 which had an “X” in the CPA$ column, enter Progress on Development/Implementation of Program of Study, and then CPA Expended $$ on the POS in 2010-11.
The grantee must use the following format when naming the file:  11 (fiscal agent name) PI-1304, #___ 

For each additional file created, continue with this naming sequence.


Cell-by-Cell Template Directions

Section I—General Information
This section provides a variety of information needed for state accountability of the Carl Perkins Act grant.  In the event of an audit, all documents used to secure the information must be kept for seven years.
Grantee Fiscal Agent
Enter the legal name of the institution that received the 2010-11 Carl Perkins Act grant.

LVEC/CTE Coordinator 

Enter the full name of the Local Vocational Education/CTE Coordinator for the 2010-11 Carl Perkins Act grant.

Project Number
Enter the 11-digit DPI-assigned number assigned to the 2010-11 Carl Perkins Act grant.  This number is used to track the 2010-11  Carl Perkins Act grant and can be found on the grant award, subsequent approved budget modifications, and/or completed Program Fiscal Report (PI-1086); e.g., 11-99991/J30-5.
Participating District Minimum of one.
Enter the name of the school district for which the 2010-11 Carl Perkins Act grant was issued.  For consortiums, enter the name of each district that participated in the 2010-11 Carl Perkins Act grant.
Section II—Expenditures
2010-11 Formula Allocation Grant
CPA Budgeted $$ Grant Award
Enter the amount of the 2010-11 CPA Formula Allocation awarded to the fiscal agent.
CPA Expended $$ PI-1086; Part A+B+C
Enter the amount of money expended for the 2010-11 CPA Act grant.  This amount must match the sum of Part A, B, and C below and the PI-1086, Program Fiscal Report.
Part A—Local Administration

Enter the amount of 2010-11 Carl Perkins Act money expended for local administration.
Part B—Costs Shared Among Multiple Programs of Study
Enter the amount of 2010-11 Carl Perkins Act money expended for activities shared among multiple Programs of Study.  These activities can be found on the approved Operational Plan (Section X, Part C) of the 2010-11 CPA Act grant.
Part C—Amount of CPA Money Expended on Programs of Study
Using the 2010-11 POS Listing, enter each POS on the PI-1304 which had an “X” in the CPA$ column, enter Progress on Development/Implementation of Program of Study, and then CPA Expended $$ on the corresponding POS in 2010-11.

Program of Study

Enter the name of each Program of Study for which the 2010-11 Carl Perkins Act grant was expended.  Helpful Hint:  The POS Listing which was part of the 2010-11 Carl Perkins Act grant award identifies all approved Programs of Study.
Progress on Development/Implementation of Program of Study
Describe the most significant activity or progress that was made on the development and/or implementation of the corresponding Program of Study.
CPA Expended $$

Enter the amount of the 2010-11 Carl Perkins Act money expended on the corresponding Program of Study.

	For a grantee reporting more than 18 Programs of Study, use the embedded Word document at the bottom of page 2 of the report.

The grantee must use the following format when naming the file:  11 (fiscal agent name) PI-1304, #___ 

For each additional file created, continue with this naming sequence.


Section III—Signature
Signature of Administrator Responsible for Grant (LVEC/CTE Coordinator)

Page 2 must bear the original signature of the LVEC/CTE Coordinator.
Date Signed Mo./Day/Yr.

Enter the date the end-of-year report was signed by the LVEC/CTE Coordinator; e.g. 9/23/11.[image: image1.png]
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