	NAVIGATING THE ICN PROCESS


Timeline

· Tuesday, November 18, 2009- Orientation
· Monday, December 1, 2008- MOU due to Amy or Theresa
· Friday, January 9, 2009- Where in Contra Costa County clues posted to wiki

· Friday, January 23, 2009- Where in Contra Costa County answers e-mailed to Amy or Theresa

· Monday, January 26, 2009- Where in Contra Costa County answers posted on wiki

· Wednesday, January 28, 2009- Journalist Q & A
· Friday, April 3, 2009- Articles must be posted on the wiki

· Tuesday, May 5, 2009- Final copies of newspapers must be posted on the wiki and hard copies must be in the mail.  Final budget with principal signature due at CCCOE.

Memorandum of Understanding (MOU)

The Memorandum of Understanding consists of the Teacher Commitment and School Commitment pages initialed by the teacher leader(s) and principal in the original grant application.  Once the grants are awarded the leaders and principal sign a new copy of the MOU to confirm the commitment to the grant guidelines.  MOUs are due December 1, 2008.  By signing the MOU the participants agree to:

· Attend orientation and at least one CCCOE professional development class.
· Participate in the “Meet the Journalist” activity

· Provide a final budget of expenditures.

· Keep all equipment purchased with grant funds in the ICN classrooms for the life of the equipment.

· Meet all deadlines for the project.

Funding

· ICN Funds:  ICN funds will be issued by the middle of December.  Checks are issued from the County Office of Education to each school district. At that time a letter is mailed to each district’s Business Services manager and each ICN recipient.  If you have any difficulty receiving your funds, please contact the Grant Specialist right away.

Execution/Record Keeping

· Planning:  ICN projects are most successful when the leaders communicate regularly to plan implementation of the project. Planning for implementation of the project should be ongoing.  Initial planning should determine a timeline for phasing in of the project.  The Project Implementation Planning Sheet is a tool to use for this planning. The Planning Sheet can be found at the end of this guide.

· Purchasing:  Purchasing the materials is often the most difficult part for ICN recipients. Many leaders find they need to complete several forms for their districts.  The proper ordering process including correct budget codes is often challenging.  Communicating often with district and site budget personnel will speed up the ordering process.


Questions for District Budget Personnel:

a. When will funds be available?

b. What account numbers and budget codes should be used for different types of purchases?  

c. Are reimbursements allowed for items purchased in stores?

d. When is the last date in this budget year that items can be ordered?

e. Is there an administration fee the district charges for the grant?

· Record Keeping:  It is very important that all expense records are kept for two years after the end of the grant.  If the grant is audited these records will be needed. Copies of all orders should be organized and kept in one place.  It is also a good idea to make copies of all purchase requisitions and forms before sending them to the district.  This will help with tracking of orders.  Use the excel template to record purchases. 

· Communication:  Contact throughout the ICN grant process will be via email, phone and wiki.  Please make sure your email address on the roster is correct.  Check your email often for ICN announcements and reminders. 

Completion

· Newspaper:  Each school site should have their completed newspaper and mailed them to all participating school by May 5, 2009.
ICN FAQs

1) What do I do if I’m not keeping up with the ICN timeline?


Contact the Grant Specialist right away to assist you in creating a plan that will get you back on schedule. It is very important that you contact the Grant Specialist early, so you do not get too far behind.

2) What do I do if I’m having trouble getting my equipment?


Try to contact your district budget technician for assistance with ordering issues. If you still have difficulty, contact the Grant Specialist for assistance. 

3) What do I do if I cannot access the wiki?

If the wiki is blocked in your district, contact your district network administrator to request that the wiki be unblocked. All districts have a process for unblocking websites. They will ask for the web address. Ask that all sites associated with contracostaicn.pbwiki.com be unblocked, rather than specifying each individual page. They may or may not agree to this. If they ask for specific pages from the wiki, contact Theresa Gabor and she can provide a long list for the district. There may also be separate filters for student computers and teacher computers. By using the teacher accessed filter, you may have more luck navigating access to the wiki.








































































