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Presenter Notes
Presentation Notes
Welcome to the Division of Career, Technical and Adult Education Technical Assistance webinar for the amendment process using the DOE 150 and DOE 151 forms. This guidance is for Perkins V and the Adult Education and Family Literacy Act (AEFLA) federal grants.



Purpose

Overview of the Division of Career, and Adult 
Education’s Perkins V and Adult Education and 
Family Literacy Act (AEFLA) grant amendment 
requirements, including guidance on completing 
the DOE 150 Project Amendment Request and 
DOE 151 Budget Amendment Narrative Forms.
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Presenter Notes
Presentation Notes
The purpose of this slideshow is to provide details on submitting amendments and using the appropriate forms.



Project Amendments

•Perkins V and Adult Education and Family 
Literacy Act (AEFLA) federal grant amendments 
are not retroactive.
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Presenter Notes
Presentation Notes
Read Slide



Project Amendments

•All revisions must be reasonable, necessary, 
allowable, and legal to promote the objectives of 
the program.

•Last day to submit proposed Project 
Amendments is April 30th of the project year as 
per the Project Award Notification form (DOE 
200-Box 9 Timelines).
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Presenter Notes
Presentation Notes
Read Slide



When to Submit a Project Amendment 

•Programmatic or budget changes are requested 

•Project Application and Amendment Procedures 
for Federal and State Programs (Green Book)

• Section B – Project Amendments
https://www.fldoe.org/finance/contracts-grants-
procurement/grants-management/project-application-
amendment-procedur.stml
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Presenter Notes
Presentation Notes
Agencies must submit a project amendment when programmatic or budget changes are requested.  A link to the “Green Book” is provided on this slide. 
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Download DOE 150 and DOE 151 Forms
• Documents on current year Funding Opportunities 
Website:

• https://www.fldoe.org/academics/career-adult-edu/funding-
opportunities/

• Project Amendment Forms
• DOE 150 (Word)
• DOE 151 (Excel)

• Projected Equipment Purchases Form (Capitalized 
Equipment) 

• Projected Equipment Form (Word)
• Only used if purchasing items with a unit cost of $5,000 or 

more.
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Presentation Notes
Links to our Funding Opportunities website as well as documents needed in completing an amendment are provided here.
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DOE 150 Project 
Amendment Request
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Presentation Notes
We will now discuss the DOE150 Project Amendment Request form.



DOE 150 Project Amendment Request
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Presenter Notes
Presentation Notes
The DOE150 Project Amendment Request form must be completed, signed by the agency head, and submitted for the amendment process to begin. 



DOE 150 Project Amendment Request
• Please follow instructions and fill out all assigned 
boxes.

• Once completed, there MUST be a signature by 
the authorizing agency head signature on the DOE 
150 form.

• If using an authorized agency designee, must include a 
letter of authorization on behalf of said official attached to 
the DOE 150 Project Amendment Request form.

• Electronic Signatures and PDF of form are acceptable.

• Include a brief description of the amendment request in 
Section “F” Narrative that coincides with the DOE-151 
Budget Narrative.    
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Presenter Notes
Presentation Notes
Intake of an amendment will not proceed unless the DOE150 form is signed by the authorizing agency head.  Also include a brief description in Section “F” to justify the type of amendment being requested.



DOE 151 Budget 
Amendment Narrative Form 

Presenter Notes
Presentation Notes
The next set of slides will review the DOE 151 Budget Amendment Form.



Budget Amendment Form DOE 151
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Presenter Notes
Presentation Notes
This is what the DOE 151 Budget Form looks like and the instructions included on the form.



Budget Amendment Form DOE 151
•Fill out all appropriate boxes

•Amount Decrease
• Only include the budget items that are being 

amended.
• Utilize the appropriate function and object codes 

approved in the budget for all decrease line items 
(reference the approved application) 

• Detail each budgeted decrease including budget 
narrative explanation and dollar amount being 
decreased

• Use the verbiage from the original approved budget 
narrative for ALL decrease items 
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Presenter Notes
Presentation Notes
Be sure to fill out all boxes A-E and then begin including only the budget items that are being amended.  Use the verbiage from the original approved budget narrative for all decreased items and provide additional details as to the reason for the decrease.



Budget Amendment Form DOE 151

•Amount Increase
• Detail each budget increase including budget 

narrative explanation and dollar amount 
• FTE for salaried positions 
• Separate benefit from salary in single line items 
• Provide a Sample list for materials and supplies 

and non-capitalized equipment. Avoid terms: “such 
as, examples, etc.”
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Presentation Notes
For amount increases, detail each line including budget narrative explanation and dollar amount.  Include FTE for salaried positions and separate benefit from salary in single line items.  Provide a sample list for materials, supplies, and non-capitalized equipment.  Avoid terms: “such as, examples, etc.”



Budget Narrative Form DOE 151 Column (1) 
Function Code and Column (2) Object Code 

•Districts
• Red Book (PDF)
• Function and Object Code

•Colleges
• College Accounting Manual (PDF) 
• Object Code must be five-digit number

•Community Based Organization (CBO)
• Function and/or Object Code
• Use their own agency Chart of Accounts
• Agency Chart of Accounts must accompany the grant 

application  
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Presentation Notes
Here are links to the Red Book for Districts and the College Accounting Manual for colleges.

https://www.fldoe.org/core/fileparse.php/7507/urlt/REDBK.pdf
https://www.fldoe.org/core/fileparse.php/7507/urlt/REDBK.pdf
https://www.fldoe.org/core/fileparse.php/19874/urlt/FCSAccountManual24.pdf
https://www.fldoe.org/core/fileparse.php/19874/urlt/FCSAccountManual24.pdf


Budget Amendment Form DOE 151
•Common Mistakes to Avoid

• Using the incorrect object and function codes
• Using a limited narrative description 
• Combining salaries and benefits into one line item 
• Utilizing cents vs. whole dollar amounts (cents 

unallowable)
• Mathematical errors 
• Incorrect indirect cost rate  
• Equipment Form does not align with DOE151 Form

Note: These types of mistakes delay the approval 
process  
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Presenter Notes
Presentation Notes
Submitting an amendment with these types of mistakes will delay the approval process.  Read Slide



Projected Equipment 
Purchases Form 

(Capitalized)

Presenter Notes
Presentation Notes
Now we will look at the Projected Equipment form.



Projected Equipment Purchases Form (Capitalized) 

17

Presenter Notes
Presentation Notes
The Projected Equipment form is the same form used on the original grant submission.



Projected Equipment Purchases Form 
(Capitalized) 

•To ensure the Florida adequately monitors 
equipment purchased with federal funds, 
applicants must record ALL equipment with a 
unit cost of $5,000 or more on the Projected 
Equipment Purchases Form (applicant may use 
this form or another format that contains the 
information appearing on this form).

•Dollar amounts for items listed must be in line 
with the Budget Amendment Form DOE 151.
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Presentation Notes
All equipment with a unit cost of $5,000 or more must be included on the Projected Equipment Purchases Form.  These dollar amounts must be in line with the Budget Amendment Form DOE151.



Upload Amendment to OGM ShareFile

•Locate the correct TAPS# Program Folder and 
upload the amendment

• Upload Folder has a number 1 in folder name
• https://fldoe.sharefile.com/Authentication/Login
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Presenter Notes
Presentation Notes
Once the amendment has been completed, upload the finalized document to the OGM ShareFile in the correct TAPS# Program Folder

https://fldoe.sharefile.com/Authentication/Login
https://fldoe.sharefile.com/Authentication/Login


OGM ShareFile Home Dashboard 
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Award File

Upload  File

• DOE200 Award Notifications will be placed in the 7 Notification 
Folders once awarded.

Presenter Notes
Presentation Notes
Folders beginning with 1 and including the TAPS#  are the correct location to upload an amendment.  DOE200 Award Notifications will be placed in the 7 Notification Folders once awarded.
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• If there are questions, 
please reach out to your 
assigned grant manager 
per RFA or RFP.

• OGM ShareFile questions:  
OGM@fldoe.org

Presenter Notes
Presentation Notes
READ SLIDE

mailto:OGM@fldoe.org


www.FLDOE.org

https://twitter.com/EducationFL
https://www.facebook.com/EducationFL
https://www.youtube.com/user/EducationFL
https://www.pinterest.com/floridadoe
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