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INTRODUCTION 

 
Pennsylvania is committed to ensuring that all children begin school ready to learn and succeed 

in their schooling careers, as lifelong learners, and productive citizens. Research confirms what 

most parents already know: all children can tap into their innate potential to learn when they 

receive high-quality instruction that takes into consideration what is known about brain 

development and how young children learn. Early childhood education is a proven strategy that 

ensures a child’s readiness for school and school success.  

Head Start Supplemental Assistance Program (HSSAP) began in fiscal year (FY) 2004-05 with 

a $15 million state allocation that benefited 2,469 children served by 35 grantees across 39 

counties. Since then, the program has grown considerably. In FY 2020-2021, there were 6,497 

funded slots in state-funded Head Start programs being administered by 41 lead agencies in 52 

counties.  

The intent of HSSAP is to increase the number of low-income, Head Start-eligible children 

receiving high quality pre-kindergarten services in Pennsylvania. The proven high standards of 

Head Start programs ensure that young children are prepared for school, helping to close the 

achievement gap between groups of students in the K-12 educational system while their 

families receive additional services that enable them to support their children’s successful entry 

into school.  

Governor Wolf’s proposed 20210-22 state budget expands HSSAP by $5 million. With this 

expansion funding, the state will be able to increase the number of children served in high-

quality pre-kindergarten.  

The Pennsylvania Department of Education (PDE), Office of Child Development and Early 

Learning (OCDEL) is announcing a competitive HSSAP Request for Application (RFA) for fiscal 

year 2021-22. OCDEL encourages all eligible Head Start and Early Head Start providers to 

apply.  

This RFA is intended to support providers in preparing to serve and enroll children by 

September 2021. The RFA is being released in May 2021 to give providers time to conduct 

outreach to families; recruit, hire and train staff; and plan for implementing the program pending 

grant approval. Applicants may submit funding proposals aligned with the program models 

outlined in the Head Start Program Performance Standards 1302 Part B. 

Applicants must submit Letters of Intent to RA-PAPreKCounts@pa.gov by 3 PM on June 

24, 2021. Only applicants that submit a complete Letter of Intent by the deadline will be 

permitted to apply for funding.   

All applications must be submitted in eGrants by Wednesday, July 15, 2021 at 3 PM. 

The Project Officer for this competitive RFA process is: 

Deborah C. Wise, M.Ed. 
Chief, Division of Standards and Professional Development 
Bureau of Early Learning Policy and Professional Development 
Office of Child Development and Early Learning 
Pennsylvania Department of Education 

https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/part-1302-program-operations
mailto:RA-PAPreKCounts@pa.gov
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All questions regarding this competitive RFA process should be directed to the Project Officer 
only. Inquiries should be sent to RA-PAPreKCounts@pa.gov. To provide consistent messaging 
and an equitable application process, ONLY questions sent to RA-PAPreKCounts@pa.gov will 
be addressed. Questions and responses not already covered within the Application Guidance 
document, will be included in an on-going Frequently Asked Questions document posted at 
HSSAP How to Apply.   

 
APPLICATION PROCESS 

OCDEL is using a competitive application process to disperse available state expansion funding 

to eligible grantees beginning in FY 2021-22.  

The ceiling or limit on the potential number of slots that may be awarded to any applicant will 

depend upon a county’s unmet need percentages and the amount of funding available. Funding 

is contingent upon approval by the Pennsylvania General Assembly and is guaranteed. 

HSSAP grants are funded via state dollars and, therefore, carryover funds are not permitted. All 

grant dollars identified in this FY 2021-22 application must be encumbered or spent by June 30, 

2022. 

Applicants should thoroughly review Head Start Performance Standards prior to submitting the 

Letter of Intent to apply to ensure an understanding of the program requirements and 

expectations of compliance if an application is successful. The application review process will 

include evaluation of the extent to which the applicant demonstrates knowledge and 

understanding of the HSSAP Statute and Regulations.  

Eligible Applicants 

Eligible entities include: 

• Head Start grantees; and 

• Early Head Start grantees. 

 

Successful applicants MUST demonstrate: 

• Current federal funding for Head Start or Early Head Start as a grantee or delegate; and 

• No uncorrected deficiencies from the most current federal Monitoring Review. 

 

Applicants must have the following in place to complete an application:  

• REQUIRED Letter of Intent (see below);  

• Vendor number (SAP #);  

• Administrative Unit Number (AUN);  

• Master Provider Index number (MPI); and  

• Federal ID number or Tax ID number.  

 

Applicants should review all information in this document before submitting the required Letter 

of Intent to apply.  

mailto:RA-PAPreKCounts@pa.gov
mailto:RA-PAPreKCounts@pa.gov
https://www.pakeys.org/getting-started/ocdel-programs/head-start/hssap-how-to-apply/
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii
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Required Letter of Intent  
Because of the need to establish access to eGrants procurement system, applicants must 

submit a completed Letter of Intent (LOI) using the template posted at HSSAP How to Apply. 

The LOI represents the applicant’s intent to apply for HSSAP funding and includes preliminary 

information about requested funding, program model, provider type, and area to be served. 

Except for the legal entity and AUN, information submitted in the LOI may be modified in the 

final eGrants application. 

Programs interested in applying must submit a fully completed LOI by 3 PM on June 24, 2021 

to RA-PAPreKCounts@pa.gov. Programs that do not submit the LOI will not be able to access 

or submit a funding application in the eGrants system. Late submissions will not be accepted. 

Agencies submitting a fully complete LOI by the due date will be notified when the HSSAP 

application is open in eGrants.  

*Administrative Unit Number (AUN) 

HSSAP applicants will need to supply a valid AUN number within the LOI. A LOI without a 

valid AUN that matches the legal name of the applying entity will not be accepted. To 

verify your AUN number or to check to see if you have one assigned to your agency, visit 

EDNA. If you are an Intermediate Unit, select Search for Intermediate Units. If you are not an 

Intermediate Unit, select Advanced Search and search for your agency.  

Applicants that are not currently licensed by PDE and therefore do not have an AUN number 

should contact Brian Bell at bribell@pa.gov or 717-346-0038 or James Redd at jaredd@pa.gov 

or 717-705-2910 at OCDEL.   

Pre-application Webinar  

A pre-application webinar will be held through Zoom on June 4, 2021 from 10 am-12 pm. To 

register for the webinar please click here. The recording will be posted at HSSAP How to Apply 

shortly after to assist interested applicants in the completion of the application. The webinar will 

include information on the application process and program requirements.   

In addition to the specific pre-application webinar, applicants are encouraged to view the 

asynchronous Grant Writing 101 course found in the Professional Development (PD) Registry. 

This course provides general tips on how to approach grant writing. A PD Registry login is 

required to access this course.  

Application Deadline and Submission Information 

Applicants will apply using the Pennsylvania eGrants system. OCDEL staff will manage the 

application process through the eGrants system. Applicants will be notified of award or non-

award within the eGrants system.  

All applications must be submitted by Wednesday, July 15, 2021 at 3 PM. Applications 

submitted after this date and time will not be accepted or reviewed.  

The HSSAP application can be accessed at eGrants.  

https://s35729.pcdn.co/wp-content/uploads/2021/05/2021-HSSAP_FINAL-Letter-of-Intent.pdf
https://www.pakeys.org/getting-started/ocdel-programs/head-start/hssap-how-to-apply/
mailto:RA-PAPreKCounts@pa.gov
http://www.edna.pa.gov/Screens/wfHome.aspx
mailto:bribell@pa.gov
mailto:jaredd@pa.gov
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fberksiu.zoom.us%2Fwebinar%2Fregister%2FWN_JYLLFsacR6yBjui1EgCx1Q&data=04%7C01%7Cwinrichard%40pa.gov%7Cd49a2f4b53a540cd6e1c08d910b3e937%7C418e284101284dd59b6c47fc5a9a1bde%7C0%7C0%7C637559187667325971%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=LzJsvP5G2UeJpAdWahYtrfCEMT%2Bdj8ZzKRVmvQymIeg%3D&reserved=0
https://www.pakeys.org/getting-started/ocdel-programs/head-start/hssap-how-to-apply/
https://papdregistry.org/
http://www.egrants.pa.gov/Home.aspx
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Specific instructions and instructions for using eGrants are available at eGrants.  

Please refer to the training slides provided in Appendix C of this document for specific directions 

and considerations for use of the eGrants system.  

Applicants must click the FINAL “Complete Step” button once within the eGrants system before 

the application is considered submitted for peer review.  

Applicants are encouraged to FULLY review the full application prior to finalizing the submission 

process. Once submitted, the application workflow step status will change to “submitted for 

peer review”. This is the only notification the applicant will receive that the submission process 

has been completed.  

SCOPE AND USE OF FUNDS 

 
Please note that funding is contingent upon approval by the Pennsylvania General 

Assembly. 

Successful applicants MUST demonstrate: 

• Current federal funding for Head Start or Early Head Start as a grantee or delegate; 

and 

No uncorrected deficiencies from the most current federal Integrated Monitoring 

System. 

Eligible applicants that apply for HSSAP funding must provide assurance that they operate in full 

compliance with the federal Head Start Program Act, federal Head Start Performance Standards, 

and other program regulations. They assure they will provide updates to OCDEL if any changes 

in their compliance status occur during the program year. Failure to do so jeopardizes continued 

grant funding. To maintain HSSAP funding, grantees must maintain their federally funded Head 

Start/Early Head Start status as a grantee or delegate agency.   

Eligible applicants may apply for the level of funding necessary to support the scope of project 

activities that are supported by relevant, and credible data, are cost effective, and relate to the 

goals and priorities of this initiative. Applicants are encouraged to consider this information as 

guidance in the development of their initiative. Applicants are advised to determine their funding 

request based on the following funding priorities, and the scope and quality of their project.  

Funding Priorities 

 
The Department has identified the following funding priorities that will be considered when 
funding decisions are made: 
 

• Expansion funding shall go first to FY 2020-2021 grantees who, by March 1, 2021, 
enrolled children to fill 90 percent or more of their approved slots and are proposing to 
serve more eligible children in 2021-2022 and thereafter to other applicants, including 
new applicants.   

• FY 2020-2021 HSSAP grantees in good standing will receive priority points in the 
HSSAP Status, Partnerships and Locations section of the application. Note: FY 2020-

http://www.egrants.pa.gov/Home.aspx
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2021 HSSAP grantees in which the most recent Program Review Instrument (PRI) score 
is in “needs improvement” status will not be considered for expansion funding.  

• County level unmet need: Funding will be distributed based upon county unmet need 
percentages (see Appendix A) relative to the amount of expansion funding allocated to 
the HSSAP state budget line item.  

• School District risk: Risk level will be determined based upon the locations entered in the 
chart within the HSSAP Status, Partnerships and Locations section of the application. 
Applications proposing to serve children in school districts with higher levels of risk as 
defined by the percentages of economically disadvantaged children on the Future Ready 
PA Index will receive priority points within the HSSAP Status, Partnerships and 
Locations section of the application.  

 
Applicants are eligible to apply for only one grant per fiscal year. HSSAP grants are funded with 
state dollars, and, therefore, carryover funds are not permitted. All grant funds identified in this 

FY 2021-22 application must be encumbered or spent by June 30, 2022. Grant awards are 
based on the availability of funds to PDE to support this project.  

APPLICANT REVIEW, SCORING RUBRIC, AND NOTIFICATION 
 
The eGrants application is separated into two areas: narrative and budget. Each area is further 
divided into sections. Each section must be marked “complete” before the application can be 
submitted. The sections are: 
 
Narrative 

General Information 
Contact Information 
HSSAP Status, Partnerships, and Locations 
Program Description/Work Statement 
Program Assurances 

 
Budget 

Budget Detail 
Budget Summary 

 
Applications that are complete and submitted on time by an eligible applicant will be 
reviewed by a team of readers determined by OCDEL. These readers will be familiar with the 
federal Head Start Performance Standards. Applications will be awarded ratings based on the 
applicant’s ability to provide concise and detailed responses that address the questions, adhere 
to the federal Head Start Performance Standards in the responses, and adhere to the 
application instructions. Federal Head Start Performance Standards, should be reviewed prior to 
application.  
  
The overall application is worth up to 440 points. Evaluation of the entire application will 
be based on the following criteria: 
 
General Information: Section Maximum points = 0 
 

• Failure to fully complete the General Information section completely and 
accurately will result in the disqualification of the proposal. Please take special 

https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/part-1302-program-operations
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care in providing information that aligns with the legal name of the applying 
entity.  

Contact Information: Section Maximum points = 0 points.  

• Must be completed for consideration.  

• Failure to fully complete the Contact Information section will result in the 
disqualification of the proposal. 

 
HSSAP Status, Partnerships, and Locations: Section Maximum points = 120 points 

• 50 points for current grantees with an exemplary score on most recent PRI; or 

• 20 points for current grantees with a compliant score on their most recent PRI; 
and 

• 0 points for new applicants. 
 
Applications in which the applying agency has non-corrected deficiencies with the Federal Head 
Start Performance Standards will not be considered for expansion funding. FY 2020-2021 
HSSAP grantees in which the most recent PRI score is in “needs improvement” status also will 
not be considered for expansion funding. 

Joint applicants are asked to complete partnership charts. Single applicants do not need to 
complete these charts. In addition, a letter of commitment from each partner agency is required 
to be uploaded. Click on the “add” button at the end of each row to add additional lines. Please 
take special care in “saving” information in charts by scrolling to the bottom of the page and 
clicking on the blue “save” button. Important Note: eGrants will not automatically save this 
information after it is entered. The user must click on the blue “save” button or this information 
will be lost.  

• Up to 20 points will be awarded to joint applicants, with required letters of commitment 
attached to application. 20 points will be awarded to joint applicants adding or proposing 
to partner with more than 10 partnering agencies. 10 points will be awarded to joint 
applicants adding or proposing to partner with 6 to 10 partnering agencies. 5 points will 
be awarded to joint applicants adding or proposing to partner with 1 to 5 partnering 
agencies. 

All applicants are asked to complete location charts which detail the locations where HSSAP 
slots will be served. The information entered here will be used to determine an overall risk score 
using the criteria detailed below. Click on the “add” button at the end of each row to add 
additional lines. Please take special care in “saving” information in charts by scrolling to the 
bottom of the page and clicking on the blue “save” button. Important Note: eGrants will not 
automatically save this information after it is entered. The user must click on the blue “save” 
button or this information will be lost.  

• School District level risk will be calculated using the most recent district fast fact 
information and will be based upon where proposed location(s) are located. The 
risk calculation will be based upon the percentage of economically 
disadvantaged students. 50 points will be awarded for districts with high 
percentages of economically disadvantaged children (over 80%), 25 awarded for 
districts with moderately-high percentages of economically disadvantaged 
children (65-79.9%), 10 points for districts with moderate percentages of 
economically disadvantaged children (50-64.9%), 5 points for districts with 
moderately-low percentages of economically disadvantaged children (30-49.9%), 

https://futurereadypa.org/Search/District
https://futurereadypa.org/Search/District
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and 0 points for districts with low percentages of economically disadvantaged 
children (0-29.9%),  .  

• The separate risk level scores will be averaged if proposing locations in multiple 
school districts.  

 
Program Description/Work Statement 
 
The following work statement sections must be addressed within the Work Statement of this 
application. Each question must be answered completely with enough detail to understand 
exactly what is being proposed and responses should follow Head Start Performance Standards 
to receive the maximum number of points.  
 
Eligibility, Recruitment, Selection, Enrollment and Attendance (Head Start Program 
Performance Standards 1302 subpart A) Section Maximum points = 60 

Q1: Federally approved service area: 10 points based on the quality of the response. 
Locations entered on the locations chart within the “HSSAP Status, Partnerships, and 
Locations” section of this application will be reviewed to assure proposed locations are 
within the applicants federally approved service area. 

Q2: Community-need: 20 points based on quality of response.  

Q3: Collaborations and Prioritization of Services based on available pre-kindergarten services in 
the community: 30 points based on quality of response.  
 
Program Structure (Head Start Program Performance Standards 1302 subpart B) Section 
Maximum points = 60 
 
Q1: Program Structure: 10 points based on quality of response. 
 
Q2: Proposed model for HSSAP funding: 20 points based on quality of response. For center-
based options, include the number of annual hours of planned class operations, as well as the 
number of months of operation. For home-based options, include specific information about the 
services offered using HSSAP funding. For family child care options, include annual hours of 
operation. Include specifics showing that HSSAP funding will be applied only to pre-
kindergarten aged children. Locally designed program options will only be considered when a 
federal waiver is already approved for the variation.  
 
Q3: Alignment of proposed HSSAP model with approved federal model: 30 points based on 
quality of response. 
 
Family and Community Engagement Program Services (Head Start Program Performance 
Standards 1302 subpart E) Section Maximum points = 80 
 
Q1: Family engagement approach: 20 points based on quality of response.  
 
Q2: Collaborations: 60 points based on quality of response and inclusion of the following (10 
points for each):  

• Early Intervention (both infant/toddler and preschool) 

• PA Pre-K Counts  

https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/part-1302-program-operations
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• School districts 

• Child care and other community early learning programs 

• Other local community agencies that support early learning (health organizations, 
libraries, social service agencies, CCIS) 

• Higher education 
 
Staffing Section Maximum points = 20 
 
Q1: Recruitment and Retention of Effective Staff: 20 points based on quality of response.  
 
Program Assurances: Section Maximum points = 0 points 
 
Failure to fully complete the Program Assurances in the affirmative will result in 
disqualification of the proposal. 
 
Budget: Section Maximum points = 100 
 
Line item budget and justification are submitted and complete. The budget request and 
justification support the program description the grantee has proposed in the application. 

Funding Distribution and Notification 
 
The application score along with information on the county level of unmet need (see Appendix 
B) will be used to make funding decisions.  
 
Negotiations with potential applicants are anticipated to begin after the application deadline and 
that applicants will be notified of selection or non-selection in June 2021, with final selection 
pending enactment of the FY 2021-22 budget that includes program funding. Once contracting 
is completed, selected grantees may begin programming.  

TIME PERIOD, AND REQUIRED REPORTING AND MONITORING 

Time Period: 
 

Contingent on the approval of HSSAP appropriation in the FY 2021-22 budget, funding will be 
available for program expenses from July 1, 2021 through June 30, 2022.   
 

Monitoring and Reporting: 
 

Successful applicants will submit reports through the Pennsylvania’s Enterprise to Link 
Information for Children Across Networks (PELICAN) online data reporting system. System 
training is available through OCDEL; staff are available to offer technical assistance as needed.  
 
HSSAP grantees receive periodic site visits to monitor and learn about program operations, and 
to identify model programs and practices. OCDEL staff is available to interpret program 
requirements and regulations and provide technical assistance. 
 
Grantee meetings are held at least once a year and, in most cases, regionally. While 

attendance is required, grantees have the discretion to send select staff based on the meeting 

agendas.  
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APPLICATION TEMPLATE AND CONSIDERATIONS FOR A COMPETITIVE APPLICATION 
 
Information in this section will provide direction to the applicant in completion of the eGrants 
application. 
 

GENERAL INFORMATION: 
 

Legal name of the applicant agency:  
 
This is the name and address that an agency uses on its federal W-9 form. It is used when 
registering for the agency’s federal ID number. Applicants for HSSAP grants should consult with 
the person who handles tax, legal, or accounting matters for the agency to determine the legal 
name, address, and federal ID number. The correct legal name and address must be provided 
where requested to process an application. Failure to do so will result in significant delays in 
providing funding. The application also asks for a “Doing Business As” name (if different from 
the legal name).  

 

Vendor Number (SAP #) 
 
The supplied vendor number MUST align with the legal name and address provided in the 
application. A vendor number and account can be set up by registering at Vendor Number 
Registration. All agencies applying for HSSAP grants must be pre-registered. The Central 
Vendor Management Unit is a storage database. The Comptroller uses this account to store 
direct deposit information. If you have any questions about vendor numbers, please contact 
James Redd (jaredd@pa.gov, (717) 705-2910) or Brian Bell (bribell@pa.gov, (717) 346-0038) 
at OCDEL.   
 

Master Provider Index (MPI)  
 
The supplied Master Provider Index (MPI) number MUST align with the legal name and address 
provided in the application. All HSSAP applicants will need an MPI number if the application is 
approved. The number is requested as part of the application process to ensure timely 
contracting for successful applications. MPI numbers are used by the Pennsylvania Department 
of Human Services to identify legal entities and service locations that participate in any of its 
programs. As such, they are used in PELICAN as a common identifier for all OCDEL programs, 
including child care licensing, Early Intervention, HSSAP, Head Start Supplemental Assistance 
Program, and Keystone STARS. Legal entities are assigned a unique nine-digit MPI number. In 
addition, service locations are assigned a unique 13-digit MPI number, which is created by 
adding a four-digit extension to the nine-digit MPI of the legal entity. Legal entities and service 
providers currently participating in any of these programs should have an MPI number.  
Applicants that are not currently participating in any of these programs should contact the Early 
Learning Network (ELN) Help Desk at (877) 491-3818, option #2 and provide their Federal Tax 
ID to determine their MPI numbers. MPI numbers will not be provided without a Federal Tax ID 
number.  
 

Tax ID Number or Federal ID Number 
 
This is the number that an agency uses on its federal W-9 form. Applicants for HSSAP funds 
should consult with the person who handles tax, legal, or accounting matters for the agency to 
determine the federal ID number. Use the number that aligns with the legal name and address 

https://www.budget.pa.gov/Services/ForVendors/Pages/Vendor-Registration.aspx
https://www.budget.pa.gov/Services/ForVendors/Pages/Vendor-Registration.aspx
mailto:jaredd@pa.gov
mailto:bribell@pa.gov
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provided in this application. The correct number must be provided when requested to process 
an application. Failure to do so will result in significant delays in funding approved applicants. 
This number is often referred to as the “FEIN number” by OCDEL staff. 
 

Address of Applicant Agency: 
 
Fully complete the chart with street address, city, state, zip code, and county of the applying 
lead agency. The address provided should align with that of the legal entity applying for funding.  
 

Applicant Type:  
 
Single grantees are defined as lead agencies responsible for providing the HSSAP slots at their 
service location(s) under this grant.  
 
Joint grantees are defined as lead agencies with partners. Partnerships are defined as a 
provider receiving a pass-thru grant from the grantee and being responsible for 
providing the HSSAP slots at their service location(s) under this grant. 

 
If the applicant selects, “joint” as the application type, they will be asked to provide a listing of 
the partnering agency(ies). In addition to listing partners, joint applicants must include a signed 
and completed letter of commitment from each partnering agency. The partner letter of 
commitment must be uploaded within the “HSSAP Status, Partnerships, and Locations” section 
within the eGrants system to complete a joint application. Applications with missing or 
incomplete letters of commitment may not receive points for partnerships.  

 
Summary of Grant Request (0 points):  
 
This section of the application asks for the following information: 
 
Grant amount requested 
This the amount of funding requested to implement the proposed model. Please respond using 
whole numbers only. The amount entered in this section of the application must match the 
amount in the budget detail and the budget summary of this application.   
 
Number of slots requested 
Include the total number of slots being requested.   
 
Cost per child 
Cost per child is calculated by dividing the requested grant amount by the total number of slots 
to be served. Current FY 2020-2021 grantees applying for expansion funding should complete 
this FY 2021-22 HSSAP application based on the same cost per child of the current FY 2020-
2021 grant. No cost per child increases will be allowed for current FY 2020-2021 grantees.  
 

CONTACT INFORMATION 
 
Complete all requested information. If individuals’ function in more than one role, repeat 
information when necessary. Click on the “add” button at the end of each row to add additional 
lines. Please take special care in “saving” information in charts by scrolling to the bottom of the 
page and clicking on the blue “save” button. Important Note: eGrants will not automatically 

https://s35729.pcdn.co/wp-content/uploads/2021/05/2021-HSSAP-Partner-Letter-of-Commitment-FINAL-Template.pdf
https://s35729.pcdn.co/wp-content/uploads/2021/05/2021-HSSAP-Partner-Letter-of-Commitment-FINAL-Template.pdf
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save this information after it is entered. The user must click on the blue “save” button or this 
information will be lost.  
 
If a new applicant is successful in their proposal, grant documents may be signed by Local 
Education Agencies (LEAs) using the electronic signature (e-signature) option within the 

eGrants system (see Appendix D: eGrants electronic signature). New grantees who are not 

LEAs will sign and return hard copies of the grant documents. FY 2020-2021 grantees who 
receive additional funding will be handled through a funding adjustment within the PELICAN 
system.  
 

HSSAP STATUS, PARTNERSHIPS, AND LOCATIONS 

 
HSSAP Status, Partnerships, and Locations: Section Maximum points = 120 points 
 
This section of the application asks applicants about current HSSAP grantee status as a lead or 
partner agency, and current federal Head Start compliance status. Existing grant recipients shall 
be eligible to receive 2021-2022 grants of the same amount as received in 2020-2021.  
 
Any funds remaining shall go first to FY 2020-2021 grantees who, by March 1, 2021, enrolled 
children to fill 90 percent or more of their approved slots and are proposing to serve more 
eligible children in 2021-2022 and thereafter to other applicants, including new applicants.   
 
Applications in which the applying agency has non-corrected deficiencies with the Federal Head 
Start Performance Standards will not be considered for expansion funding.  
 
50 points awarded to current grantees with exemplary score on most recent PRI or 20 points 
awarded to current grantees with compliant score on most recent PRI  

FY 2020-2021 HSSAP grantees in which the most recent PRI score is in “needs improvement” 
status will not be considered for expansion funding.  
 
New applicants will receive 0 priority points.  
 
Joint applicants are asked to complete partnership charts. Single applicants do not need to 
complete these charts. In addition, a letter of commitment from each partner agency is required 
to be uploaded. Click on the “add” button at the end of each row to add additional lines. Please 
take special care in “saving” information in charts by scrolling to the bottom of the page and 
clicking on the blue “save” button. Important Note: eGrants will not automatically save this 
information after it is entered. The user must click on the blue “save” button or this information 
will be lost.  

Up to 20 points will be awarded to joint applicants, with required letters of commitment attached 
to application. 20 points will be awarded to joint applicants adding or proposing to partner with 
more than 10 partnering agencies. 10 points will be awarded to joint applicants adding or 
proposing to partner with 6 to 10 partnering agencies. 5 points will be awarded to joint 
applicants adding or proposing to partner with 1 to 5 partnering agencies. 

All applicants are asked to complete location charts which detail the locations where HSSAP 
slots will be served. The information entered here will be used to determine an overall risk score 
using the criteria detailed below. Click on the “add” button at the end of each row to add 
additional lines. Please take special care in “saving” information in charts by scrolling to the 
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bottom of the page and clicking on the blue “save” button. Important Note: eGrants will not 
automatically save this information after it is entered. The user must click on the blue “save” 
button or this information will be lost.  

School District level risk will be calculated using the most recent district fast fact information and 
will be based upon where proposed location(s) are located. The risk calculation will be based 
upon the percentage of economically disadvantaged students. 50 points will be awarded for 
districts with high percentages of economically disadvantaged children (over 80%), 25 points 
awarded for districts with moderately-high percentages of economically disadvantaged children 
(65-79.9%), 10 points for districts with moderate percentages of economically disadvantaged 
children (50-64.9%), 5 points for districts with moderately-low percentages of economically 
disadvantaged children (30-49.9%), and 0 points for districts with low percentages of 
economically disadvantaged children (0-29.9%)  .  
 
The separate risk level scores will be averaged if proposing locations in multiple school 
districts.  

 
PROGRAM DESCRIPTION/WORK STATEMENT 
The following work statement sections must be addressed within the Work Statement of this 
application. Each question must be answered completely with enough detail to understand 
exactly what is being proposed and responses should be in compliance with Head Start 
Program Performance Standards to receive the maximum number of points.  

 
Eligibility, Recruitment, Selection, Enrollment and Attendance (Head Start Program 
Performance Standards 1302 subpart A) 
 
This section of the application asks applicants to provide detailed responses to three questions 
related to Head Start Performance Standards 1302, subpart A. The questions relate directly to 
§1302.11 Determining community strengths, needs, and resources, as well as §1302.14 
Selection process.  
 
Applicants are asked to define their agency’s federally approved service area, required by Head 
Start Program Performance Standard 1302.11 (a). Proposed HSSAP funding must provide 
services within the federally approved service area. 
 
Applicants are asked to provide information on the agency’s community-wide strategic planning 
and needs assessment, required by Head Start Program Performance Standard 1302.11 (b), as 
it relates to the proposed HSSAP service. This question affords the applicant the opportunity to 
provide a data-based rationale for the proposed HSSAP services. Applicant should provide 
specific information from the agency’s strategic planning and needs assessment in the response 
and provide clear connections to show alignment between the agency’s strategic planning and 
needs assessment and the proposed HSSAP services.  
 
The final question in this section asks applicants to describe community coordination efforts. 
While Head Start typically serves children with the greatest need, families are encouraged to 
choose from those services available to them within the community that best serve their 
individual circumstances. A communication system of shared waiting lists and referrals within 
the community is critical to assure families understand the services that are available, so they 
make the most informed decisions. Applicants are asked to include information from the 
agency’s community-wide strategic planning and needs assessment detailing, at minimum, the 
pre-kindergarten landscape of the service area. In addition to the minimum pre-kindergarten 

https://futurereadypa.org/Search/District
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information, applicants may choose to include additional information on other community 
programs as it relates to recruitment of children for HSSAP services.   
 
In addition, Head Start Program Performance Standard 1302.14 (a) details the federal 
requirements for prioritizing younger children as part of the selection process, in cases where 
Head Start eligible children can enroll in high-quality pre-kindergarten for a full school day. In 
cases where the service area pre-kindergarten landscape shows the availability of high-quality 
pre-kindergarten for a full school day, the applicants should describe either 1) how younger 
children will be prioritized, or 2) why this requirement may not be met.  

 
Program Structure (Head Start Program Performance Standards 1302 subpart B) 
 
This section of the application asks applicants to provide detailed responses to three questions 
related to Head Start Performance Standards 1302, subpart B.  
 
Applicants are asked to describe the agency’s federally approved program structure. Applicants 
should provide a description which aligns to one or more of the program options provided within 
Head Start Performance Standards 1302, subpart B. In addition, applicants should provide 
information on provided comprehensive services.  
 
Applicants are asked to describe the proposed model for the requested HSSAP funding. For 
center-based options, include the number of annual hours of planned class operations, as well 
as the number of months of operation. For home-based options, include specific information 
about the services offered using HSSAP funding. For family child care options, include annual 
hours of operation. Include specifics showing that HSSAP funding will be applied only to pre-
kindergarten aged children. Locally designed program options will only be considered when a 
federal waiver is already approved for the variation.  
 
Applicants are then asked to describe how the proposed HSSAP funding will align with, and/or 
enhance the agency’s approved federally approved program structure.  

 
Family and Community Engagement Program Services (Head Start Program Performance 
Standards 1302 subpart E)  
 
This section of the application asks applicants to provide detailed responses to two questions 
related to Head Start Performance Standards 1302, subpart E.  
 
Applicants are asked to describe the program’s family engagement approach, required by Head 
Start Program Performance Standard 1302.50 Family engagement. Strategies should be 
integrated into all systems and program services to support family well-being and promote 
children’s learning and development. Applicants should utilize language from Head Start 
Program Performance Standard 1302.50 (b) within their response. Detail the extent to which 
HSSAP funding will be utilized to enhance this approach.  
 
Applicants are asked to describe collaborations with specific early learning providers and 
agencies, as well as other community and education agencies, required by Head Start Program 
Performance Standard 1302.53 Community partnerships and coordination with other early 
childhood and education programs. Applicants should provide a detailed response explaining 
specific collaborative efforts for each of the following with the goal of building equitable access 
to quality early childhood experiences to all eligible families in the service area. Applicants 
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should utilize language from Head Start Program Performance Standard 1302.53 (a) and (b), as 
applicable, within their response.    

• Early Intervention (both infant/toddler and preschool) 

• PA Pre-K Counts  

• School districts 

• Child care and other community early learning programs 

• Other local community agencies that support early learning (health organizations, 
libraries, social service agencies, CCIS) 

• Higher education 

 
Staffing 
 
This section of the application asks applicants to provide detailed responses to one question 
related to Head Start Performance Standards 1302, subpart 1, human relations management.  
 
Recruitment and retaining highly effective staff is a key component of quality pre-kindergarten 
services. The question within this section asks applicants to describe the program’s approach to 
staff recruitment and retention. Applicants should include in their response any recruitment and 
retention strategies currently used and detail the extent to which the proposed HSSAP funding 
will support recruitment and retention efforts.  

 
PROGRAM ASSURANCES 
 
Eligible applicants that apply for HSSAP funding must provide assurance they 
understand and have the capacity to meet the requirements for the program. Applicants 
are asked to read and indicate full understanding of the assurance by checking the providing 
box by each assurance. Only applications with ALL assurances checked will be considered for 
funding.  
 

FISCAL DOCUMENTATION (100 points) 

 
There are two pieces of fiscal documentation required for a successful application within the 
eGrants system: the budget detail-line item budget with detailed budget justification, and the 
budget summary (this is generated by the eGrants system after the line item detail is 
completed). Each will be reviewed carefully by OCDEL, and program staff may contact you if 
additional information is needed. Detailed and accurate submissions will ensure timely approval 
of applications. Applications that include partners in their model must also include a budget 
template for each partner. The partner budgets should be uploaded as an attachment to the 
eGrants application.  
  
A line item budget template for partners can be downloaded within the eGrants system or from 
Partner Line Item Budget. Applications will not be considered complete until all relevant fiscal 
documentation is submitted.  
 
1. Budget Detail - Line Item Budget – This is completed in the eGrants system and can be found 
in the separate Budget section. Each line item must be appropriately cost allocated by category. 
Applicants must complete the justification section of the budget template to explain the 
method(s) of cost allocation used for each line item and be thoroughly justified and clearly 
related to the proposed project. There should be a clear relationship between the proposed 
activities and where the money is going to be spent. The budget justification should provide 

https://s35729.pcdn.co/wp-content/uploads/2019/04/Line-Item-Budget-Template.xlsx
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detailed information so that reviewers can understand 1) how the budget amount was 
calculated, and 2) specifics regarding cost allocations or how the funding will be used. 
All requested items must be thoroughly explained and clearly related to the proposed project. 
There should be a sound relationship between the proposed activities and where the money is 
going to be spent. An example of the budget justification using the cost-allocation methods 
listed in the Fiscal Supplement document is provided below. Recommended percentage ranges 
for each line item are also provided within the fiscal supplement, which should be reviewed prior 
to budget preparation and submission. Examples of justification may be found in Fiscal 
Supplement document.  
 

Budget Expenditures Budget Amount Justification 

1.) Enter all Program related 
Child Health and Development 
Salaries 

$61,000 Classroom 1, 20 slots: Smith (FT 
teacher) - $40,000 (100%); Clark 
(Asst. Teacher) $30,000 x 70% = 
$21,000 

 
2. Budget Summary – The Budget Summary will be generated by the eGrants system after the 
line item detail is completed. It is important for the applicant to check that the budget summary 
figures align with the budget detail-line item budget, as well as with the requested grant amount 
entered into the General Information section of the application.  
 
If you are proposing to work with partners, please have a separate budget for each partner. 
We will review your document and all partner documents to see the methodology and 
distribution proposed for your total grant.  
  

https://s35729.pcdn.co/wp-content/uploads/2020/02/HSSAP-Fiscal-Supplement-2020.01.pdf
https://s35729.pcdn.co/wp-content/uploads/2020/02/HSSAP-Fiscal-Supplement-2020.01.pdf
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Appendix A: County Level Unmet need at 100% FPL 
County Targeted Population 

at 100% FPL1 
Unmet Need at 

100% FPL2 
Percent of Children Under  

100% FPL Not Served3 

Adams 300 33 11.1% 
Allegheny 4,284 316 7.4% 
Armstrong 283 140 49.5% 
Beaver 603 53 8.7% 
Bedford 149 -16 -10.9% 
Berks 2,100 1,073 51.1% 
Blair 663 -53 -8.0% 
Bradford 375 -27 -7.3% 
Bucks 850 187 22.0% 
Butler 428 34 8.0% 
Cambria 811 345 42.6% 
Cameron 21 -1 -4.3% 
Carbon 343 97 28.3% 
Centre 324 63 19.4% 
Chester 981 261 26.6% 
Clarion 200 63 31.4% 
Clearfield 464 -205 -44.1% 
Clinton 164 31 18.8% 
Columbia 308 37 12.1% 
Crawford 435 136 31.2% 
Cumberland 500 167 33.5% 
Dauphin 1,524 436 28.6% 
Delaware 1,881 719 38.2% 
Elk 118 16 13.5% 
Erie 1,749 475 27.2% 
Fayette 729 -11 -1.5% 
Forest 10 8 80.5% 
Franklin 600 161 26.9% 
Fulton 52 -6 -11.3% 
Greene 165 10 6.3% 

 
1 Targeted Population at 100% FPL = (Number of Children Ages 3-4) * (Percent of Children Ages 3-4 
Living in Households under 100% FPL) 
2 Unmet Need at 100% FPL = (Targeted Population at 100% FPL) – (Federal Preschool HS 2020-21 

Funded Slots) – (Distinct Count Pre-K Children Served Under 100% FPL) 
3 Percent of Children Under 100% FPL Not Served = (Unmet Need at 100% FPL) / (Targeted Population 
at 100% FPL) 
 
Data Sources: 

Number of Children Ages 3-4: American Community Survey 5 Year Estimates (2015-19) 

Percent of Children Living in Households under 100% FPL: American Community Survey 5 Year 

Estimates (2015-19) 

Distinct Count Pre-K Children Served Under 100% FPL: the unduplicated count of children ages 3-4 in 
Pre-K Counts, Head Start Supplemental Assistance Program and children participating in CCW at a 
Keystone STAR 3-4 location and the federal preschool Head Start funded slots. 
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Huntingdon 170 -87 -51.1% 
Indiana 421 -15 -3.4% 
Jefferson 294 95 32.3% 
Juniata 86 -40 -45.8% 
Lackawanna 1,033 -1 -0.1% 
Lancaster 2,095 1,117 53.3% 
Lawrence 486 -131 -27.0% 
Lebanon 711 131 18.5% 
Lehigh 1,841 723 39.3% 
Luzerne 2,149 824 38.4% 
Lycoming 579 175 30.3% 
McKean 199 8 4.2% 
Mercer 530 -14 -2.6% 
Mifflin 336 113 33.6% 
Monroe 584 185 31.7% 
Montgomery 1,352 514 38.0% 
Montour 95 3 3.6% 
Northampton 920 280 30.4% 
Northumberland 508 191 37.5% 
Perry 170 137 80.6% 
Philadelphia 14,460 3,278 22.7% 
Pike 117 -36 -31.2% 
Potter 112 77 68.8% 
Schuylkill 556 117 21.1% 
Snyder 171 78 45.7% 
Somerset 285 106 37.2% 
Sullivan 10 3 32.7% 
Susquehanna 194 51 26.2% 
Tioga 210 -14 -6.5% 
Union 91 -40 -44.3% 
Venango 229 -144 -63.2% 
Warren 237 49 20.8% 
Washington 564 -44 -7.7% 
Wayne 106 -75 -71.4% 
Westmoreland 1,047 47 4.5% 
Wyoming 82 18 21.7% 
York 1,454 610 42.0% 
Pennsylvania 55,901 12,834 23.0% 
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Appendix B: Proposed county level slot allocations based on county level unmet need and 
amount of funding awarded by General Assembly 

County 

County Unmet 
Need/Statewide 

Unmet Need 
Percentage 

5 Million in 
Funding - 2% 

admin = 4,900,000 
/ 10,000 CPC = 490 

FDE Slots 

2.5 Million in 
Funding - 2% 

admin = 2,450,000 
/ 10,000 CPC = 245 

FDE Slots 

2 Million in 
Funding - 2% 

admin = 1,960,000 
/ 10,000 CPC = 196 

FDE Slots 

Adams 0.26% 1 1 1 

Allegheny 2.46% 12 6 5 

Armstrong 1.09% 5 3 2 

Beaver 0.41% 2 1 1 

Bedford 0.00% 0 0 0 

Berks 8.36% 41 20 16 

Blair 0.00% 0 0 0 

Bradford 0.00% 0 0 0 

Bucks 1.46% 7 4 3 

Butler 0.27% 1 1 1 

Cambria 2.69% 13 7 5 

Cameron 0.00% 0 0 0 

Carbon 0.76% 4 2 1 

Centre 0.49% 2 1 1 

Chester 2.03% 10 5 4 

Clarion 0.49% 2 1 1 

Clearfield 0.00% 0 0 0 

Clinton 0.24% 1 1 0 

Columbia 0.29% 1 1 1 

Crawford 1.06% 5 3 2 

Cumberland 1.31% 6 3 3 

Dauphin 3.40% 17 8 7 

Delaware 5.60% 27 14 11 

Elk 0.12% 1 0 0 

Erie 3.70% 18 9 7 

Fayette 0.00% 0 0 0 

Forest 0.06% 0 0 0 

Franklin 1.26% 6 3 2 

Fulton 0.00% 0 0 0 

Greene 0.08% 0 0 0 

Huntingdon 0.00% 0 0 0 

Indiana 0.00% 0 0 0 

Jefferson 0.74% 4 2 1 

Juniata 0.00% 0 0 0 
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Lackawanna 0.00% 0 0 0 

Lancaster 8.70% 43 21 17 

Lawrence 0.00% 0 0 0 

Lebanon 1.02% 5 3 2 

Lehigh 5.63% 28 14 11 

Luzerne 6.42% 31 16 13 

Lycoming 1.37% 7 3 3 

McKean 0.06% 0 0 0 

Mercer 0.00% 0 0 0 

Mifflin 0.88% 4 2 2 

Monroe 1.44% 7 4 3 

Montgomery 4.01% 20 10 8 

Montour 0.03% 0 0 0 

Northampton 2.18% 11 5 4 

Northumberland 1.48% 7 4 3 

Perry 1.07% 5 3 2 

Philadelphia 25.54% 125 63 50 

Pike 0.00% 0 0 0 

Potter 0.60% 3 1 1 

Schuylkill 0.91% 4 2 2 

Snyder 0.61% 3 1 1 

Somerset 0.83% 4 2 2 

Sullivan 0.03% 0 0 0 

Susquehanna 0.40% 2 1 1 

Tioga 0.00% 0 0 0 

Union 0.00% 0 0 0 

Venango 0.00% 0 0 0 

Warren 0.38% 2 1 1 

Washington 0.00% 0 0 0 

Wayne 0.00% 0 0 0 

Westmoreland 0.36% 2 1 1 

Wyoming 0.14% 1 0 0 

York 4.76% 23 12 9 

Statewide 100.00% 490 245 196 
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Appendix C: Use of eGrants for the application process 

 
 
When OCDEL receives the REQUIRED LOI, information will be added into the eGrants system. 
 
New applicants will receive two (2) email notifications 

– One with login information from the eGrants system; and 
– One detailing next steps to access the application from OCDEL. 

 
Existing applicants will receive one (1) email notification from OCDEL detailing next steps to 
access the application. The email will also contain your current login ID for the eGrants system 
in addition to information about how to reset your password, if needed.   

 
Use the eGrants “Getting Started Guide” as a point of reference. 

• Change your password (p.27) 

 

Below are instructions for setting up and starting the application. 

First, complete the steps of the setup wizard: 

1. Select Child Development and Early Learning (Top right-hand corner). 
2. Select Grant year, 2021-2021 (Top right-hand corner).  
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To create a new grant application:  

3. From the main menu, select Grants Management. When the dropdown menu appears, 
select Grant Profiles.  

 

 
 
 

4. The Grant Summary screen appears. The top selection grid lists all open grants 
released by the Program office. The lower selection grid lists grants due to close within 
the next 30 days. Click on the “Paper and Pencil” icon next to the HSSAP Grant.  
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5. After clicking on the “paper/pencil” icon. The Grant Profile Detail screen appears. If 
your Agency is eligible to apply, the Start Application button appears. Click on that 
button to begin creating the grant application.  
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6. Next complete the “setup wizard”  
 

 

7. Select original from drop box. Then select agency name from the agency drop box. 

Then Click Next 
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8. Complete contact information. This should be the person who is directly responsible 
for completing and submitting the application.  

9. Click the Next button.  
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10. Choose electronic signature if you have been approved for this option. If not, choose 
print, sign, and mail.  

11. Click the Next button.  
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12. The “finish” screen will populate. Click Finish to start the grant. 

 

 

 
The application is separated into sections. Review the application guidance above for specific 
information on each section of the application.  
 
After saving each section they must ALL be marked complete. A checkmark will appear beside 
each section when it has been completed.  
 
If you need to edit a section that was “marked complete”. Click on Make In Process button at 
the bottom of the page you want to edit.  
 
Applicants must click the FINAL “Complete Step” button once within the eGrants system before 
the application is considered “submitted for peer review”.  
 
Applicants are encouraged to FULLY review the full application prior to finalizing the submission 
process. Once submitted, the application workflow step will change to “submitted for peer  
review.” This is the only notification the applicant will receive that the submission process has 
been completed.  
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Appendix D: eGrants electronic signature 

OCDEL recommends the use of an electronic signature (eSignature) on all grant agreements for 

Local Education Agencies (LEAs) and community agencies with a Board of Directors. The use 

of an eSignature allows the grant to proceed through if approved more quickly than a hard copy 

version and helps expedite payments. This is not a requirement to submit the original grant 

application. School Districts, Intermediate Units, and community agencies with a Board of 

Directors can use eSignature. If the agency does not fall under one of these categories, you 

must sign and return a hard copy of the grant agreement. If you are unsure if you have an 

eSignature authority please contact Winnie Richards at winrichard@pa.gov  

Instructions for Completing eSignature Resolutions  

PDE will grant eSignatures as requested per the Resolution upon completion of the following:  

1. Ensure all [bold] bracketed areas are completed with the appropriate, relative information.  

2. The “Attest” section of the Resolution (page 1) must be signed by the President/Chair or Vice-

President/Chair AND the Treasurer/Secretary.  

Note: The individual who is being granted the signatory authority may NOT attest on 

behalf of himself/herself.  

3. The governing body (school board, board of directors, board of trustees, etc.) must adopt the 

Resolution, identifying and authorizing the administrator (Superintendent, Executive Director, 

CEO, etc.) to sign electronic agreements with PDE.  

4. Once the resolution is adopted by the governing body, the Secretary of the governing body 

must sign the top “certification” section of page 2.  

5. The authorized administrator (who received signatory authority) must sign the bottom 

“agreement” section of page 2.  

6. Email the documents to the Bureau of Management Services (BMS) to the following resource 

account: RA-EDGRANTSFIRST@pa.gov. Please use the options for providing acceptable 

eSignatures to PDE.  

Once received, the resolution will be reviewed by PDE’s legal office. Once approved by legal, 

the BMS will grant eSignature access in the eGrants system.  

Note: In order to grant eSignature access, the user must already exist in the eGrants 

system. Ensure the authorized administrator (who is receiving the signatory authority) 

has been setup as a user and has appropriate roles prior to emailing the resolution.  

Timeframe: Please allow about a week for review and processing once received. Feel 

free to contact the provided resource account with any questions regarding the 

eSignature resolution process.  

mailto:winrichard@pa.gov
mailto:RA-EDGRANTSFIRST@pa.gov
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Acceptable forms of eSignatures to PDE  
Electronic Sign and Submit – Option A  

 
Where possible, Resolutions should be submitted with real signatures. General steps are:  

 
1. Save your Resolution to your PC  
2. Print a hardcopy  
3. Sign by hand  
4. Scan completed document into PC  
 (Taking a picture of the completed document with your phone or other device is 
acceptable, as long as it is all legible and clear in the photo.)  
5. Email to PDE, ED, GrantsFirst RA-EDGRANTSFIRST@pa.gov   
6. As always, please be sure to retain items in your “Sent” folder in your e-mail system 
as a reference and confirmation for yourself that your Resolution has been submitted.  

  
Electronic Sign and Submit – Option B  
 
For those who are able to access documents but may not have capability to print from your 
home workspace, electronically signed documents are acceptable. Please follow the steps 
below to use Adobe Acrobat (free to all users) Fill & Sign options.  

 
1. Download and save the PDF document, using the normal naming convention you 
would apply.  
2. Click the “Fill & Sign” option on the right-menu pane.  

a.  
3. Adobe will prompt you to choose “Fill and sign” or “Request Signatures”  

a. Choose “Fill and sign” to return to the document and sign it  
4. Click the “Sign” button located at the top of the page in the middle  

a.  
5. Select your signature to apply anywhere in the document, or if you haven’t set one up 
yet, click the “Add Signature” option to create one.  

a.  
b. Feel free to use the “Add Initials” option to add Date where needed.  

6. Follow the steps on-screen if you need to configure a new signature. Adobe provides 
three options for creating signatures: Type, Draw, Picture. These options allow you to 
type and select a font style, use your mouse to draw your signature, or to take a picture 
of your actual signature and upload it to Adobe.  
7. Save the document once signed  
8. Email to anyone else who may need to sign (Attest) for review.  
9. When using an eSignature, the Resolution must be submitted by attaching it to an 
email from the Attestor i.e., President/Chair or Vice-President/Chair OR the 
Treasurer/Secretary.  

mailto:RA-EDGRANTSFIRST@pa.gov


33 

 

Appendix E: Resolution 
 

RESOLUTION 

 BE IT RESOLVED, by authority of the [insert name of governing body] of the [insert 
name of municipality, LEA, corporation or unincorporated association], and it is 
hereby resolved by authority of the same, that the [insert name of individual], who is 
the [Superintendent, Executive Director, Director, President, other] of the above 
named body is authorized and directed to sign any and all contracts, agreements, grants 
and/or licenses (hereinafter collectively referred to as contract(s)) with the Pennsylvania 
Department of Education (Department); and 

 
BE IT FURTHER RESOLVED, that the body consents to the use of electronic signatures 
by the above named individual and that no handwritten signature from the above named 
individual shall be required in order for any contract with the Department to be legally 
enforceable and that by affixing his/her electronic signature to an electronic file of the 
contract via the Department’s e-grants system, the above designated authorized 
individual shall have effectively executed and delivered the contract, binding the [insert 
name of governing body] to comply with the terms of said contract; and 
 
BE IT FURTHER RESOLVED, that no writing shall be required in order to make the 
contract valid and legally binding, provided that the Department and all other necessary 
Commonwealth approvers affix their signatures electronically and an electronically-
printed copy of the Contract is e-mailed or is otherwise made available to the body by 
electronic means; and  
 
BE IT FURTHER RESOLVED, that the body will not contest the due authorization, 
execution, delivery, validity or enforceability of the electronic Contract under the 
provisions of a statute of frauds or any other applicable law. The Contract, if introduced 
as evidence on paper in any judicial, arbitration, mediation, or administrative 
proceedings, will be admissible as between the parties to the same extent and under the 
same conditions as other business records originated and maintained in documentary 
form and the admissibility thereof shall not be contested under either the business 
records exception to the hearsay rule or the best evidence rule; and   
 
BE IT FURTHER RESOLVED, that the body will notify the Department’s Bureau of 
Management Services promptly in the event that the above named individual is no 
longer authorized to execute agreements on behalf of the body electronically and that 
the Department shall be entitled to rely upon the above named officer’s authority to 
execute agreements electronically on behalf of the body until such notice is received by 
the Department’s Office of Chief Counsel. 
 
ATTEST 
(individual receiving signatory authority may not attest on behalf of himself/herself) 

 
____________________________________ _________________________________  

 Signature (President/Chair or Vice-President/Chair) Signature (Treasurer/Secretary) 

 ____________________________________ _________________________________ 

 Print/type name and title    Print/type name and title  
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 I,____________________, Secretary, of ______________________. Do certify that the 
foregoing is a true and correct copy of the Resolution adopted at a regular meeting of 
the ______________________________________________________, held the _____ 
day of ____________________, 20___. 

  

 Dated: ______________________________ _______________________________________ 

       Signature (Secretary) 

       _______________________________________ 
       Print/type name and title 

 
 
 
TO BE EXECUTED BY AUTHORIZED OFFICER: 
 
As the person authorized to sign on behalf of the above named body, I agree that I shall not 
provide any other person with my eGrants password or otherwise authorize any other individual 
to affix my electronic signature to any agreement with the Department. 

 
 
 
Dated: ______________________________ _______________________________________ 
      Signature (authorized signatory) 

      _______________________________________  
      Print/type name and title 

 
 


