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Resources
Matt Cardoza

Director of External Affairs
Office of External Affairs

mcardoza@doe.k12.ga.us
(ESSER Project Director)

Charmaine Simmons
ESSER Grants Program Manager

Office of External Affairs
csimmons@doe.k12.ga.us

(ESSER Budgets)

https://www.georgiainsights.com/
cares-act.html

GaDOE Staff

Courtney Reid
ESSER Budget & Monitoring Specialist

Office of External Affairs
Courtney.Reid@doe.k12.ga.us

(BOOST Budgets)

Krystal Horsford
ESSER Budget & Monitoring Specialist

Office of External Affairs
Krystal.Horsford@doe.k12.ga.us

(BOOST Budgets)

Completed forms may be emailed 
to ARP_ESSER@doe.k12.ga.us

https://www.georgiainsights.com/cares-act.html
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Alignment With Georgia’s System of 
Continuous Improvement

BOOST Plan

Budgeting

Implementation

Monitoring

Examine Progress
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To access the MyGaDOE Portal, you will need to complete the following:

Consolidated Application
BOOST Grantee Training

Email the completed Grants 
Accounting Systems Access Form 

to Arezoo Oujany
arezoo.oujany@doe.k12.ga.us

AND carbon copy 
BOOST@georgiavoices.org

mailto:arezoo.oujany@doe.k12.ga.us
mailto:BOOST@georgiavoices.org
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Step 1: BOOST Plan
BOOST Grantee Training

Approved BOOST Application
• The subgrantee submits the preliminary 

budget template to the GSAN team for 
review and submission to GaDOE.

• GaDOE completes an initial review 
providing requested revisions if applicable.  

• GaDOE sends notification to GSAN team if 
subgrantee can move forward with 
submission into the Consolidated 
Application.

• Subgrantee should submit the approved 
pre-approved budget into the Consolidated 
Application for final approval.

Pre-Approved Budget Template
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Step 1: BOOST Plan
BOOST Grantee Training

Preliminary Budgeting Process:
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Step: 2 

Operating the Consolidated 
Application
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Consolidated Application
BOOST Grantee Training

BOOST subgrantees will utilize the Consolidated Application for:

Upload/Access 
to Documents 

(GAN)

Budget 
Submission Invoice 

Application
Completion 

Reports
Carryover 

Funds
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To access the Consolidated Application, you’ll 
need to navigate to the MyGaDOE Portal

(portal.doe.k12.ga.us)

Consolidated Application
BOOST Grantee Training
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Grant Award Notices

Locating the GAN in the 
Consolidated Application
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Grant Award Notices
BOOST Grantee Training

1. Locate “Consolidated 
Application” on the 
left sidebar.

2. Select “Title Programs” 
and “Title Programs”

3. Select fiscal year, “2022”.
4. Select “System Name”
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Grant Award Notices
BOOST Grantee Training

1. Select “System Name”
2. Subgrantee has access to 

their dashboard

System Name

System Dashboard

ESSER III-ARP BOOST Grant 
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Grant Award Notices
BOOST Grantee Training

• Select “Attachments”
• Use the drop-down menu to 

select “Grant Award Notices”
• Subgrantee will be able to 

view the uploaded GAN

ESSER III-ARP BOOST Grant 
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Budget Submission
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Consolidated Application
BOOST Grantee Training

• BOOST subgrantees must submit budgets for their Federal funds within the 
consolidated application. The original budgets may be submitted when the subgrantee 
has received approval through GSAN based on their pre-approved budgeting process. 
Funds cannot be accessed through Georgia’s Grants Accounting Online Reporting 
System (GAORS) until a subgrantee’s budget is approved by the Georgia Department 
of Education (GaDOE).

• Subgrantees must submit budget amendments for any award changes (reduction or 
increase) or any changes on original approved budgets that exceed 25-percent in any 
function code using the consolidated application approved process. Additionally, this 
will need to be reflected in the pre-approved process with GSAN.
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Submit By Preparer Approve by 
Superintendent

Approve by GaDOE 
Program 

Specialist/Manager

Approve by Grants 
Accounting 

Specialist/Manager

Added to GAORS 
upon Approval

GaDOE Budget Flow

Consolidated Application
BOOST Grantee Training

Please complete the Prayer 
Certification/GEPA Assurances 

*The Superintendent is 
unable to initially assign the 

grant

Coordinator must 
assign the grant first 
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Consolidated Application
BOOST Grantee Training

Please ensure that 
the superintendent has checked 
the boxes in the Prayer 
Certification and GEPA tabs.
*This will be a one-time activity.
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Consolidated Application
BOOST Grantee Training

1. The subgrantee 
coordinator will need to 
ensure the they have 
assigned the ESSER III-
ARP BOOST Grant

2. Locate the system 
dashboard, under 
Programs, select the 
corresponding grant. 

3. Click “Add”.
4. The grant will appear under 

the subgrantee’s programs. 

* The superintendent’s role will not 
be able to complete this action

Adding the Grant

ESSER III-ARP BOOST Grant 

ESSER III-ARP BOOST Grant 

ESSER III-ARP BOOST Grant 

System Dashboard
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Consolidated Application
BOOST Grantee Training

1. Select the newly added 
grant, “ESSER III-ARP 
BOOST Grant under 
programs.

2. Subgrantee will know grant 
has been successfully 
added, if the grant is listed 
under Programs.

ESSER III-ARP BOOST Grant 

ESSER III-ARP BOOST Grant 
Select the grant to 
operate the budget
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Budget Submission
BOOST Grantee Training

1. Once you’re into the 
program, you will be able to 
view the budget screen.

2. Subgrantee will enter 
information for the fiscal 
year (2022), function, 
object, units, description, 
and price.

3. After each completed line 
item, click “add” to 
continue to input all items.

4. After budget is complete, 
select “sign-off” at the top 
right of the screen.

Tip: Please enter numbers as 
whole dollars. 

ESSER III-ARP BOOST Grant 

This amount will 
show your total 
grant award.

As you create your budget, this 
amount will automatically adjust 
to show how much you still need 
to budget.

After each entry, select add 
to continue inputting the 
entire budget.
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Consolidated Application
Superintendent’s View
1. The Superintendent 

will receive a portal 
notification that the 
budget is 
successfully 
submitted by the 
preparer.

2. The superintendent 
will then be able to 
print, sign-off, or 
request revision for 
the budget

ESSER III-ARP BOOST Grant 

Superintendent

Superintendent
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Consolidated Application
Liability Insurance

1. The subgrantee should 
access the system dashboard

2. Locate the attachments tab

3. Choose the Group: General

4. Upload proof of active 
liability insurance coverage

*Please ensure the 
subgrantee has uploaded 
proof of the active liability 
insurance coverage before 
submitting budget for formal 
approval in the Con App
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Submit By Preparer Approve by 
Superintendent

Approve by GaDOE
Program 

Specialist/Manager

Approve by Grants 
Accounting 

Specialist/Manager

Added to GAORS 
upon Approval

GaDOE Budget Flow

Consolidated Application
BOOST Grantee Training
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Step 3:
Invoice Application
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Invoice Application Process
1. Log into the portal.
2. Select Grants Application
3. Select Manage Invoices
4. Select the Fiscal Year
5. Select the appropriate grant
6. Select the fund month that you are 

processing and hit add
7. Input the invoice information and hit 

add
8. Add all required invoices and 

attachments to list
9. Once all invoices are updated, hit 

send to submitter
10. Then go to “submit invoices”. Click 

on the paper
11. Open the request and hit submit.
12. The request goes to Program 

Manager for approval.
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Sample Documentation 

If recipients are only uploading detailed expenditure reports 
that fully align to the drawdown request, the recipient will 
need to sign off on the report with the following statement:

By signing this report, I certify to the best of my knowledge and 
belief that the report is true, complete, and accurate, and the 
expenditures, disbursements and cash receipts are for the purposes 
and objectives set forth in the terms and conditions of the Federal 
award.
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Invoice Application Process
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Drawdown of Funds
• Recipients that participate in Federal Programs with the Georgia Department of Education (GaDOE) will 

draw down Federal funds on a reimbursement basis for all allowable expenditures incurred in their 

respective participating Federal Program(s). An incurred expenditure will be defined as an expenditure for 

goods and/or services that the recipient has received, even if no payment was made. This will include 

goods and services received such as salaries, consumed utilities, rent, and supplies. 

• It is the procedure in Grants Accounting, due to system limitations in the Grants Accounting Online 

Reporting System (GAORS), that recipients are limited to one drawdown each month (15 payments for 

federal grants) during the grant period. The cut off for monthly drawdowns will be each Thursday at 3 PM, 

with funds disbursed to the recipients the subsequent Thursday. 
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Helpful Tips: Reimbursement Request Processing 
in GaDOE Invoice Application

Contractors
(any non-employee service 
providers such as enrichment 
contractors, external 
evaluators, professional 
development trainers, 
consultants)

1. Invoice

2. Program Director’s 
signed approval on the 
invoice

3. Proof of payment

4. For professional 
development services: 
workshop agenda 

5. For parent involvement 
activities: workshop 
agenda

Field Trip Admission 
Fees

1. Invoice

2. Program Director’s 
signed approval on the 
invoice

3. Proof of payment

Utilities

1. Utility bill
2. Program Director’s 
signed approval on 
the invoice/bill
3. Proof of payment text

Student 
Transportation

1. Invoice from 
Transportation Department/ 
Transportation service 
provider

2. Program Director’s signed 
approval on the invoice

3. Proof of payment
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Helpful Tips: Reimbursement Request Processing 
in GaDOE Invoice Application

National Criminal 
Background Check 

(NCBC)
1. Invoice

2. List of persons covered 
by the NCBC (indicated on 
the invoice, for example)

3. Program 
Director’s signed approval 
on the invoice

4. Proof of payment

Travel Expense
(e.g. for regular 
commuting, professional development)

1. Travel Expense Statement 
and expense receipts, if 
applicable

2. For professional 
development and non-
routine travel: workshop, 
conference, or meeting 
agenda

3. Program Director’s signed 
approval on the Travel Expense 
Statement and invoices 
(e.g. receipts, bills, airline 
ticketing invoice)

4. Proof of payment

Indirect Cost

1. General ledger/expense 
statement that serves as the 
basis of the indirect cost with 
annotation indicating how 
the cost was calculated

2. Journal Entry/General 
Ledger that demonstrates 
that the indirect cost has 
been charged to the BOOST 
grant subledger



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 31

Helpful Tips: Reimbursement Request Processing 
in GaDOE Invoice Application

Fidelity Bond and 
General Liability 

Insurance

1. Invoice
2. Program 
Director’s signed 
approval on the invoice
3. Proof of payment

Purchase of goods 
and other expenses 

not categorized 
above

1. Purchase order
2. Invoice
3. Program Director’s 
signed approval on the 
invoice
4. Proof of payment

Salary and Benefits

1. Payroll system 
generated report or 
spreadsheet (if payroll 
system generated report 
is unavailable)

2. Electronic 
payment/checks (ADP) 
register

3. Cancelled checks, if 
requested by GaDOE



Preparing students

for life.
www.gadoe.org

@georgiadeptofed

youtube.com/c/GeorgiaDepartmentofEducation
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