Division of Federal Programs               
                                                           
 Instructions/Steps for: Printing and Mailing Consolidated Applications    
 After all of your nonpublic agencies signed off (if you have more than one), there will be a checkmark in front of Nonpublic Involvement and the status changes to “Nonpublic Signoff Completed”.
 

At this point you can hit the final submit button, which will fully submit the consolidated application.  (This Submit button is located on the Consolidated Menu screen.  Scroll down until you see the gray button that says “Submit Consolidated App.”).

After you hit this button you will see the word “Print” under the word “Action”, like in the example below. 
 

	 

Project Number
	Status
	Action
	 

	RA - 999 -XX - 0011
	Submitted
	Print
	Current


 
 Click on the “Print” button.

 

Then a screen will open that shows the Available Sections to Print. 

(See below).  

 

Note:  You will need to print the” Entire Rider” AND the “Consolidated        LEA Plan.”  
	Available Sections to Print


Top of Form

	[image: image1.wmf]Entire Rider
	[image: image2.wmf]Consolidated LEA Plan
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	After you click on the [image: image6.wmf]S

ubmit Print Request

  button it will take a couple of minutes, or more, before you will get the “click here to view/print” button as shown far below.   Please Note:  If your name is the only one on the print list it should only take a few minutes to print.  But if there a lot of names in front of yours, it will take longer – again, depending on the amount of names).
Note:  If there are a lot of names in front of yours you will just have to be patient as it may take quite a while until it gets to your name.  Sorry!
	 
	 

	
	 
	 

	 
	 
	 
	 
	 


 
Once you get the “click here to view/print” button, your name and the date/time you submitted the print request will appear.  (See below)  

 
	Report Name
	User Name
	Date Printed
	Action

	Entire Rider
	Elvis Presley 
	6/12/2011 12:26:37 PM
	click here to view/print


Bottom of Form

 
Select - click here to view/print  to print the rider and the Consolidated LEA Plan.
 
VERY IMPORTANT: After you print the rider you must have your LEA’s “Authorized Representative” sign it - Superintendent (School Districts); CEO (Charter Schools) or Executive Director (Intermediate Units), and then MAIL to our office at the following address:
 
                              Department of Education
                              333 Market St., 7th floor
                              Division of Federal Programs
                              Harrisburg, PA 17126-0333
 

EXTREMELY IMPORTANT:  We CANNOT begin to REVIEW and APPROVE the Consolidated Application UNTIL we receive the signed, hard copy.  The Date we receive the signed, hard copy of the Application affects the start date for the Title Projects of the Consolidated Application.
 

 
MORE VERY IMPORTANT INFORMATION:  

 
The person that signs the rider MUST be the “Authorized Representative”– NOT anyone else – unless  the person signing for the Authorized Representative has approved board minutes stating they are authorized to sign for them in their absence.  *The board minutes MUST accompany the application. (Our Legal offices will not accept it with another person’s signature w/o board minutes).

If the board minutes are not included with the application, it will be held up until we receive it, which could – in turn – affect the start date.  

Make sure it is an “original” signature – NOT a copy or faxed copy of their signature. The best thing to do is have them sign in blue ink.

 

If you have any questions or concerns regarding the person who signs the rider, please contact your Regional Coordinator.

 

 

Follow these instructions and you should be good to go!  
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