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Contact DEED 
For general information, or if you’re unsure who to contact, please contact our generalized inbox at 
DEED.CARES@alaska.gov  

Name Contact For Phone Email 
Joel Roylance,  
Program Coordinator II 

Program Compliance 
Program Monitoring 

(907)269-7976 Joel.Roylance@alaska.gov  

Nicole Endsley, 
Program Coordinator I 

Allowable Activities 
Application Approval 

(907)419-7885 Nicole.Endsley@alaska.gov  

Kristina Monson, 
Grants Administrator II 

Fiscal Questions 
Reimbursement Requests 

(907)465-2930 Kristina.Monson@alaska.gov  

 

What’s New For FY2024? 
FY2024 Resource— DEED has created a resource FY2024 COVID-19 Relief Funding Application 
Information & FAQs: A Guidance Document to Assist Districts in Planning for FY2024 COVID Relief 
Expenses.  

FY2024 Assurances Packet— Districts may find the FY2024 Assurances Packet in the GMS document 
library, or linked here.  

CARES Act Funding Expired— Districts will no longer see ESSER I and GEER I in the application. 
Furthermore, ESSER II funding expires September 30, 2023, and districts will only be able to seek 
reimbursement for ESSER II funds during the first quarter. 

ESSER III Program Details— Districts are no longer required to report the last update of their mitigation 
plan. The wording on some questions was updated to reflect ongoing planning and evaluation for 
FY2024. 

SAM.gov Registration change— Assurances Due to modification of 2 CFR 25.200(a) and additional 
guidance from USDA, DEED has determined that the requirement for full registration in SAM.gov is no 
longer applicable to entities not receiving federal funding directly from a federal agency. Therefore, 
rather than requiring proof of full SAM.gov registration, DEED will only be requiring proof that the entity 
receiving funding has obtained a Unique Entity Identifier (UEI) through SAM.gov as required by 2 CFR 
25.300. DEED will no longer require grantees be registered on SAM.gov, although DEED will require 
districts have a UEI number. This also means DEED will no longer be monitor grantees for current 
registration and you won’t see the SAM.gov expiration date on the Assurances page in GMS. 

Overview 
Congress approved three major COVID-19 relief packages, the CARES Act, the CRRSA Act, and the ARP 
Act which include funding to support states and school districts in responding to the national pandemic. 
CARES Act funding expired September 30, 2022. The FY2024 COVID Relief Application will be used for 
districts to apply for the two remaining major relief packages, CRRSA and ARP. Once districts’ FY2023 
Final Expenditure Reports (FERs) are approved, any carryover funds will automatically be loaded to the 
districts’ FY2024 COVID Relief Application. 

mailto:DEED.CARES@alaska.gov
mailto:Joel.Roylance@alaska.gov
mailto:Nicole.Endsley@alaska.gov
mailto:Kristina.Monson@alaska.gov
https://education.alaska.gov/Media/Default/covid/COVID%20Relief%20Funding%20FY2024%20Information%20Final%205.22.23.pdf
https://education.alaska.gov/Media/Default/covid/COVID%20Relief%20Funding%20FY2024%20Information%20Final%205.22.23.pdf
https://education.alaska.gov/Media/Default/covid/COVID%20Relief%20Funding%20FY2024%20Information%20Final%205.22.23.pdf
https://gms.education.alaska.gov/DocumentLibrary/ViewDocument.aspx?DocumentKey=760098&inline=true
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Overview of the Grants Management System (GMS) 
The Grants Management System (GMS) is the online tool the Alaska Department of Education and Early 
Development (DEED) uses to administer several federally funded grants. Districts will use GMS to apply 
for ESSER II (CRRSA Act) and ESSER III (ARP Act). To access GMS, go to gms.education.alaska.gov. Each 
user must have a User ID set up by the district’s User Access Administrator in order to enter information 
into the system. 

 

 
Overview of the COVID Relief Application 
Once logged into GMS, to access the COVID Relief Application, locate the sidebar menu on the upper-
left side. Select Funding, then Funding Application, select the Fiscal Year 2024 and All Active 
Applications, and then click on the COVID Relief Application.  

 

This navigates the user to the COVID Relief Sections page. The Sections page is considered the 
homepage of the COVID Relief Application, as it displays the status of the application as well as links to 
each of the sections and pages that comprise the application.  

https://stateofalaska.sharepoint.com/teams/EEDIEECOVID-19FiscalGroupTeam/Shared%20Documents/General/gms.education.alaska.gov
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It is important to note that you will not see a budget section for CRRSA or ARP until money has been 
loaded into your application.  This will not occur until after the FER for FY2023 has been processed and 
approved.  

 

More detailed application instructions for fund sources are provided later in this handbook, but below is 
an abbreviated description of all Sections and instructions for the entire COVID Relief Application: 

• Application Status – Automatically records and displays the current approval level of the 
application. 

• Change Status To – Indicates current options for changing the status of the application. When 
beginning a draft, users must select Draft Started to open the application. Additionally, this is 
where users indicate that their draft application is complete, and they want to submit the 
application to the next level of approval either within the district or to DEED. 
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• Grantee Checklist – Districts are able to read feedback from DEED on this page. If the 
application is returned unapproved, DEED Program Manager(s) will describe what revisions 
must be made in order for the application to be approvable. 

• History Log – Automatically documents and displays key changes in application status. 
Additionally, allows district and DEED to create comments which are displayed here and may 
also be sent to users via email from the Create Comment page. 

• Allocations – Allocations for each grant in the application, including carryover, are shown here.  
• Grants – The COVID Relief Application includes specific sections for ESSER II (CRRSA Act) and 

ESSER III (ARP Act). Each grant section has the following sub-sections: 
o Accept/Waive Indirect Cost – waive or accept and apply the approved indirect rate to 

specific grant sub-categories of spending which are designated by purpose code. 
o Budget – enter dollar amount and narrative description of planned expenditures, 

categorized according to chart of account codes, and, if applicable, by purpose code. 
o Budget Overview – summary screen showing budget totals by account codes and 

purpose code. This screen is for viewing information only. 
o Related Documents – This will only be used as needed. 

• Assurances – Enter the district UEI number and agree to required statements. Additionally, 
download the Assurances and Certification Packet, sign the appropriate pages, convert them to 
a PDF file, and then upload the signed document to this sub-section. 
 

Updating Address Book and Grant Contacts 
The Address Book looks different for FY2024. Locate the sidebar menu on the upper-left side. Select 
Address Book.  

 

The Address Book is automatically populated from the individual grant applications, contact page.  For 
example, the address book may be blank until the district visits the COVID Relief Application and 
designates a contact on the contacts page.  To see who your DEED contact is for each grant, scroll down 
to DEED Funding Application Contacts.  

It is wise for the district to periodically update all roles for the district.  Click on “View All District 
Contacts” at the top of the address book and examine the roles for all individuals listed.  Someone with 
the User Access Administrator role will need to make updates. It is imperative that the Address Book 
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and Grant Contacts are kept updated so that notifications and emails are received by the correct 
district representative(s).  

Submission and Approval 
Once the grant application has been completed by the district staff with the COVID Relief Update role, 
the user will mark the application as Draft Completed. Next, the district business manager who has been 
given the Fiscal Representative Role will review and either approve or return to the Grantee COVID 
Relief Update role. The last approval step at the district level is the Authorized Representative Approval. 
Once the Authorized Representative has approved the application submission, it will be submitted to 
DEED for review. 
 

Application Status Change Status To Who Can Make this Change 
Not Started Draft (Revision) Started Grantee COVID Relief Update 
Draft (Revision) Started Draft (Revision) Completed  Grantee COVID Relief Update 
Draft Completed Fiscal Representative Approved  Grantee Fiscal Representative 
Fiscal Representative 
Approved 

Authorized Representative 
Approved 

Grantee Authorized 
Representative  

 
In a small district where one district representative may fill several of the user roles, the application will 
still need to be approved by each user role before it can advance through the district and onto DEED. 
Even in a case as mentioned above, DEED expects a minimum of two people to participate in the 
application process and be given distinct approval roles to ensure fiscal oversight and accountability. 

DEED Review 
Once the district submits the COVID Relief Application, DEED program and grants staff will review the 
application. DEED aims to approve or return applications within two weeks of receiving. The DEED 
Program Manager(s) will mark each item in the checklist as OK or Needs Attention. If any items in the 
funding application are marked as Needs Attention, the application will be returned by the DEED Program 
Manager to the district for revisions. This cycle will continue until the application is approvable. 
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GMS Validation Checks  
If GMS does not allow the district to submit the application, go to the Sections page, find the Validation 
column, click on Messages in the All row and then search the messages for any errors written in red and 
correct. 

 

Allocations  
The top half of the Allocations page shows the allocations for all COVID Relief grants in the funding 
application. The bottom half of the Allocations page allows the district, if desired, to move funds into the 
Consolidated Administration Pool (CAP). To “move” funds from a grant to the CAP, enter the amount to 
be moved in the appropriate cell. See the instructions for the Consolidated Administration Pool (CAP) 
below for more information about how to consolidate funds for administration. 

 

General Application Instructions 
Accept/Waive Indirect Cost (For All Grants)   
Use the Accept/Waive Indirect Cost screen to apply indirect cost rates to each grant. The approved 
indirect rates for each district will be entered into the system by DEED.  
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Budgets (For All Grants)    
Budget information is entered by each account code. To match expenditures to the correct account 
code, see the Alaska Department of Education and Early Development Uniform Chart of Accounts 
(education.alaska.gov/publications/chart_of_accounts.pdf) 

Click on Copy 2023 Budget Item (green circled) to automatically copy over the entire, currently 
approved, FY2023 budget items (all of them).  

 

All of the district’s FY2023 budgeted items for this particular grant will automatically be added.  Districts 
will need to manually modify each object code. 

 

If the district would rather start from scratch, click on Modify in order to add, delete, or modify entries 
in an account code. 

https://stateofalaska.sharepoint.com/teams/EEDIEECOVID-19FiscalGroupTeam/Shared%20Documents/General/education.alaska.gov/publications/chart_of_accounts.pdf
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To enter an item, select Add Budget Item.  

 

 

If desired, enter an applicable sub-code (or object code such as teacher salary within Certificated 
Salaries). The sub-code must be within the account code in the Alaska Department of Education and 
Early Development Uniform Chart of Accounts.  

Enter the Quantity and Cost of the item. The total will be automatically calculated. The district may 
choose to enter multiple items of the same unit cost or enter items individually.  

Enter information in the Narrative Description to clearly delineate the expenses in each entry. Include 
enough information such as FTE of positions, locations of activities, schools served, number of people 
traveling, etc.  

https://education.alaska.gov/publications/chart_of_accounts.pdf
https://education.alaska.gov/publications/chart_of_accounts.pdf
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Location Codes - The district location code is the default location code from the drop-down. It is 
preferred that districts do not utilize the school location codes as COVID Relief funds are not school-level 
programs.  
 
Please reference the individual sections of this handbook for information about each grant’s purpose 
codes and budget tags.  
 
Budget Overview (For All Grants)   
The Budget Overview page shows the totals that have been budgeted by account code and, if utilized, 
purpose code. This screen is view only. 
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Completing the CRRSA Act Application in GMS 
CRRSA Act: Elementary and Secondary School Emergency Relief II Fund 
CRRSA Act: ESSER I I  Use of  Funds 
CRRSA funds expire September 30, 2023.  Districts will only be allowed to request first quarter 
reimbursements for this grant.  

Districts may spend their funds on a wide variety of activities:  

1. Any activity authorized by the ESEA of 1965, including the Native Hawaiian Education Act and the 
Alaska Native Educational Equity, Support, and Assistance Act (20 U.S.C. 6301 et seq.), the 
Individuals with Disabilities Education Act (20 U.S.C. 1400 et seq.) (‘‘IDEA’’), the Adult Education and 
Family Literacy Act (20 U.S.C. 1400 et seq.), the Carl D. Perkins Career and Technical Education Act of 
2006 (20 U.S.C. 2301 et seq.) (‘‘the Perkins Act’’), or subtitle B of title VII of the McKinney- Vento 
Homeless Assistance Act (42 U.S.C. 11431 et seq.). 

2. Coordination of preparedness and response efforts of local educational agencies with State, local, 
Tribal, and territorial public health departments, and other relevant agencies, to improve 
coordinated responses among such entities to prevent, prepare for, and respond to coronavirus. 

3. Providing principals and others school leaders with the resources necessary to address the needs of 
their individual schools. 

4. Activities to address the unique needs of low-income children or students, children with disabilities, 
English learners, racial and ethnic minorities, students experiencing homelessness, and foster care 
youth, including how outreach and service delivery will meet the needs of each population. 

5. Developing and implementing procedures and systems to improve the preparedness and response 
efforts of local educational agencies. 

6. Training and professional development for staff of the local educational agency on sanitation and 
minimizing the spread of infectious diseases. 

7. Purchasing supplies to sanitize and clean the facilities of a local educational agency, including 
buildings operated by such agency. 

8. Planning for, coordinating, and implementing activities during long-term closures, including 
providing meals to eligible students, providing technology for online learning to all students, 
providing guidance for carrying out requirements under the IDEA and ensuring other educational 
services can continue to be provided consistent with all Federal, State, and local requirements. 

9. Purchasing educational technology (including hardware, software, and connectivity) for students 
who are served by the local educational agency that aids in regular and substantive educational 
interaction between students and their classroom instructors, including low-income students and 
children with disabilities, which may include assistive technology or adaptive equipment. 

10. Providing mental health services and supports. 
11. Planning and implementing activities related to summer learning and supplemental afterschool 

programs, including providing classroom instruction or online learning during the summer months 
and addressing the needs of low-income students, children with disabilities, English learners, 
migrant students, students experiencing homelessness, and children in foster care. 

12. Addressing learning loss among students, including low-income students, children with disabilities, 
English learners, racial and ethnic minorities, students experiencing homelessness, and children and 
youth in foster care, of the local educational agency, including by— 

a. Administering and using high-quality assessments that are valid and reliable, to accurately 
assess students’ academic progress and assist educators in meeting students’ academic 
needs, including through differentiating instruction. 

b. Implementing evidence-based activities to meet the comprehensive needs of students. 
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c. Providing information and assistance to parents and families on how they can effectively 
support students, including in a distance learning environment. 

d. Tracking student attendance and improving student engagement in distance education. 
13. School facility repairs and improvements to enable operation of schools to reduce risk of virus 

transmission and exposure to environmental health hazards, and to support student health needs. 
14. Inspection, testing, maintenance, repair, replacement, and upgrade projects to improve the indoor 

air quality in school facilities, including mechanical and non-mechanical heating, ventilation, and air 
conditioning systems, filtering, purification and other air cleaning, fans, control systems, and 
window and door repair and replacement. 

15. Other activities that are necessary to maintain the operation of and continuity of services in local 
educational agencies and continuing to employ existing staff of the local educational agency. 

 
CRRSA Act: ESSER I I  Budget Purpose Code 
There will be one purpose code for the ESSER II application: 

• BG-ESSER II Fund 
 
CRRSA Act: ESSER I I  Available Budget Tags  
Select all appropriate Tags. At least one tag must be selected. See Adding Budget Tags section of this 
document. Unlike purpose codes, tags are not tied to reimbursement requests. Tags are strictly for 
budgeting purposes and do not affect reimbursements. The available tags for ESSER II are: 

Tag Names Budget Upload Text 
Elementary and Secondary Education Act AA=ESEA 
Individuals with Disabilities Education Act AA=IDEA 
Adult Education and Family Literacy Act AA=AEFLA 
Carl D. Perkins Career and Technical Education Act AA=CTE 
McKinney Vento Homeless Education Assistance Act AA=MKV 
Coordination with other agencies AA=1 
Supporting principals and other school leaders AA=2 
Addressing needs of special populations AA=3 
Developing procedures to improve district preparedness AA=4 
Training on minimizing spread of COVID-19 AA=5 
Purchasing supplies to sanitize facilities AA=6 
Planning for long-term closures AA=7 
Purchasing educational technology AA=8 
Providing mental health services and supports AA=9 
Summer programming for special populations AA=10 
Addressing learning loss among students AA=11 
School facility repairs and improvement to reduce risk of virus transmission  AA=12 
Improving the indoor air quality in school facilities AA=13 
Other activities to ensure continuity AA=14 

 
CRRSA Act: ESSER I I  Related Documents 
Upload documentation as needed. 
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Completing the ARP Act Application in GMS 
ARP Act: Elementary and Secondary School Emergency Relief III Fund 
ARP Act: ESSER I I I  Use of  Funds 
ARP funds expire September 30, 2024.  

Districts may spend their funds on a wide variety of activities:  

1. Any activity authorized by the Elementary and Secondary Education Act (ESEA), the Individuals 
with Disabilities Education Act (IDEA), Adult Education and Family Literacy Act (AEFLA), or the 
Carl D. Perkins Career and Technical Education Act (Perkins), 

2. Coordination of LEA preparedness and response efforts to improve coordinated responses with 
other agencies to prevent, prepare for, and respond to coronavirus,  

3. Activities to address the unique needs of low-income children or students, children with 
disabilities, English learners, racial and ethnic minorities, students experiencing homelessness, 
and foster care youth,  

4. Developing and implementing procedures and systems to improve LEA preparedness and 
response efforts,  

5. Training and professional development for LEA staff on sanitation and minimizing the spread of 
infectious diseases,  

6. Purchasing supplies to sanitize and clean LEA facilities,  
7. Planning for and coordinating during long-term closures, including how to provide meals, 

technology for online learning, guidance on IDEA requirements, and ensuring other educational 
services can continue to be provided consistent with all applicable requirements,  

8. Purchasing educational technology (including hardware, software, and connectivity) for students 
served by the LEA that aids in regular and substantive educational interactions between 
students and their classroom teachers, including assistance technology or adaptive equipment, 

9. Providing mental health services and supports, including through the implementation of 
evidence-based full-service community schools, 

10. Planning and implementing activities related to summer learning and supplemental afterschool 
programs and addressing the needs of low-income students, students with disabilities, English 
learners, migrant students, students experiencing homelessness, and children in foster care,  

11. Addressing learning loss among students, including low-income students, children with 
disabilities, English learners, racial and ethnic minorities, students experiencing homelessness, 
and children and youth in foster care, of the local educational agency, including by— 

a. Administering and using high-quality assessments that are valid and reliable, to 
accurately assess students’ academic progress and assist educators in meeting students’ 
academic needs, including through differentiating instruction. 

b. Implementing evidence-based activities to meet the comprehensive needs of students. 
c. Providing information and assistance to parents and families on how they can effectively 

support students, including in a distance learning environment. 
d. Tracking student attendance and improving student engagement in distance education. 

12. School facility repairs and improvements to enable operation of schools to reduce risk of virus 
transmission and exposure to environmental health hazards, and to support student health 
needs. 

13. Inspection, testing, maintenance, repair, replacement, and upgrade projects to improve the 
indoor air quality in school facilities, including mechanical and non-mechanical heating, 
ventilation, and air conditioning systems, filtering, purification and other air cleaning, fans, 
control systems, and window and door repair and replacement. 
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14. Developing strategies and implementing public health protocols including, to the greatest extent 
practicable, policies in line with guidance from the Centers for Disease Control and Prevention 
for the reopening and operation of school facilities to effectively maintain the health and safety 
of students, educators, and other staff, and 

15. Other activities that are necessary to maintain the operation of and continuity of services in 
local educational agencies and continuing to employ existing staff of the local educational 
agency. 

 
ARP Act: ESSER I I I  Budget Purpose Codes 
Select the appropriate purpose code. Be aware that budgeting an item in a purpose code is like creating 
“sub-budgets” within the particular grant. There will be two purpose codes for the ESSER III application: 

• ESSER III Grant 
• Addressing learning loss among students (required) – the district must budget for and expend at 

least 20% of the entire allocation using this purpose code.  There is no longer a validation 
warning when submitting applications, however the 20% learning loss amount must be met. 
DEED will manually calculate the amount budgeted in the learning loss purpose to ensure that 
the district spends at least 20% of the total ESSER III allocation on learning loss activities.  If a 
district spent at least 20% of their entire allocation on learning loss in FY22 and FY23, they will 
not be required to use the purpose code in FY24.  

 
Note: Reimbursements must be submitted by each purpose code used. The district will need to track 
expenses by purpose code in order to submit reimbursements requests. 
 
ARP Act: ESSER I I I  Available Budget Tags  
Select all appropriate Tags. At least one tag must be selected. See Adding Budget Tags section of this 
document. Unlike purpose codes, tags are not tied to reimbursement requests. Tags are strictly for 
budgeting purposes and do not affect reimbursements. The available tags for ESSER III are: 

Tag Names Budget Upload Text 
Elementary and Secondary Education Act AA=ESEA 
Individuals with Disabilities Education Act AA=IDEA 
Adult Education and Family Literacy Act AA=AEFLA 
Carl D. Perkins Career and Technical Education Act AA=CTE 
Coordination with other agencies AA=1 
Addressing needs of special populations AA=3 
Developing procedures to improve district preparedness AA=4 
Training on minimizing spread of COVID-19 AA=5 
Purchasing supplies to sanitize facilities AA=6 
Planning for long-term closures AA=7 
Purchasing educational technology AA=8 
Providing mental health services and supports AA=9 
Summer programming for special populations AA=10 
Addressing learning loss among students AA=11 
School facility repairs and improvement to reduce risk of virus transmission AA=12 
Improving the indoor air quality in school facilities AA=13 
Developing strategies and implementing public health protocols policies AA=14 
Other activities to ensure continuity AA=15 
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ARP Act: ESSER I I I  Program Details 
Districts may use the previous year’s narrative so long as it reflects up to date information. Answer each 
of the questions listed on the Program Details page. Below is list of the questions, updates for FY2024 
are highlighted.  

Section A: District Plan for Safe Return to In-Person Instruction  (This section no longer required) 
A.1. Describe how the district developed and updated the plan for the safe return to in-person 

instruction and continuity of services. Provide how the district sought public comment on 
updating the plan and took such comments into account. Include which stakeholders were 
involved in the plan update and the date the plan was last updated.  

A.2. Provide the link to district’s updated plan.  
 
Section A: Stakeholder Consultation  
A.1. Describe how, in the planning for the use of remaining ESSER III funds in FY2024, the district 

provided opportunities for input and engaged in meaningful consultation with stakeholders 
including, but not limited to: students; families; school and district administrators (including special 
education administrators); teachers, principals, school leaders, other educators, school staff, and 
their unions; Tribes; and other stakeholders representing the interests of children with disabilities, 
English learners, children experiencing homelessness, children and youth in foster care, migratory 
children, children who are incarcerated, and other underserved students. Provide dates for 
consultation activities. 

 
Section B: Identifying Needs  
B.1. Describe the extent of the continued impact of the COVID-19 pandemic on student learning and 

student well-being, including identifying the groups of students most impacted by the pandemic.  
 
Section C: Coordination of Funds  
C.1. Describe how the district will coordinate with other federal education funding (i.e., other COVID 

Relief funding, ESEA, IDEA, CTE, Child Nutrition). 
 
Section D: Use of Funds  
D.1. Describe how the funds will be used to continue prevention and mitigation strategies that are, to 

the greatest extent practicable, in line with the most recent CDC guidance, in order to continuously 
and safely operate schools for in-person learning. 

D.2. Describe how the district will use the funds it reserves under section 2001(e)(1) of the ARP Act 
(totaling not less than 20 percent of the LEA’s total allocation of ESSER III funds) to address the 
academic impact of lost instructional time through the implementation of evidence-based 
interventions, such as summer learning or summer enrichment, extended day, comprehensive 
afterschool programs, or extended school year programs. 

D.3. Describe how the district will use funds to meet students’ social, emotional, and academic needs, 
including through summer enrichment programming and other evidence-based interventions, and 
how they advance equity for underserved students.  

D.4. If applicable, describe how the district will use funds to sustain and support access to early 
childhood education programs.  
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Section F: Evaluation  
F.1. Describe how the district will evaluate the level of implementation and effectiveness of 

programs funded.  
 

Section G: General Education Provision Act (GEPA)  
G.1. Describe how the district will comply with the requirements of Section 427 of GEPA, 20 U.S.C 

1228a. The description must include information on the steps the district proposes to take to 
permit students, teachers, and other program beneficiaries to overcome barriers (including 
barriers based on gender, race, color, national origin, disability, and age) that impede access 
to, or participation in, the program. 
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Contacts  
Select from the drop-down menus the name of the district user who is the primary contact for the 
COVID Relief Application. Note: The individual must be a GMS user to show up in the drop down.  

 

Assurances 
The Assurances section describes the overall assurances that the district agrees to in accepting the 
federal funds under this funding application. 

Assurances 
1. Insert district’s Unique Entity ID (UEI) Number.  

2. Complete the Suspension and Debarment section. 

 
Related Documents 
The complete packet of assurances, the FY2024 COVID Relief Assurances and Certifications Packet, 
must be completed, signed by the district’s superintendent or authorized designee, scanned, and 
uploaded under the Required Documents section.  
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