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Step by Step Process: Please follow these steps to access, view and print for hard copy 
submission your educational institution’s Award Packet documents. 
  
1) You will receive initial notification that your educational institution’s Award Packet 

has been posted to the CTE Online Account via an email (see Screen Shot # 1a.) If 
your plan is approved after October 1st, the approved Local Plan email notification 
will include notice of your Award Packet (see Screen Shot # 1b.) 

 
2) After accessing your Account by following the Account Log On process, you will be 

taken to the Perkins Local Plan - Work Areas page of your Account. Select the 
appropriate Local Plan from the drop down window under the Your Existing Local 
Plan section and click on the Return to Local Plan button (see Screen Shot # 2.) 

 
3) After clicking on the Return to Local Plan button, you will be taken to the Main 

Perkins Local Plan Page. Review the note at the top of the page advising you that 
the Award Packet has been posted and click on the View button for the Award 
Packet (see Screen Shot # 3.) 

 
4) At the Award Packet Main Page (see Screen Shot # 4), you will be able to view and 

print each component of your educational institution’s Award Packet document set. 
After viewing each document, you may return to the Award Packet Main Page by 
clicking on the Award Packet link in the upper left corner (see Screen Shot # 5.) 
Each of the presented documents must be read, printed, signed and submitted in 
hard copy to CCCS as outlined below. 

 
a. For all educational institutions, the first document is a customized Grant 

Recipient Agreement. Read, print, sign, make a copy and submit the 
original of the first and last page to CCCS. 

b. For all educational institutions except CCCS colleges and the consortia for 
which they act as fiscal agents, the second document is the Certification of 
Exemption From OMB A-133 Audit. (This document is not required for 
CCCS colleges and the consortia for which they act as fiscal agents 
because CCCS already has a copy of their A-133 Audit.) Read, print, sign, 
make a copy and submit the original of this document to CCCS. Or, if your 
educational institution received $500,000 or more in total federal funding 
in the prior fiscal year, submit a copy of the A-133 Audit. Please see the 
Non Technical Guidance of the Award Packet section in the CTE 
Administrators’ Handbook for more information on the OMB A-133 Audit 
and the Certification of Exemption. 

c. For all educational institutions, the last document is the Civil Rights 
Assurance. Read and review for compliance, print, sign, make a copy and 
submit the original to CCCS. Please see the Non Technical Guidance of 
the Award Packet section in the CTE Administrators’ Handbook for more 
information on the Civil Rights Assurance.  

 
5) You will be notified that your Award Packet has been received and is under review 

via email (see Screen Shot # 6.) 
 
6) If your Award Packet is complete, you will be notified via email that it has been 

approved (see Screen Shot # 7) and that your Voucher 1 is posted. Otherwise, 
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CCCS staff will contact you for missing information.  Please process your Voucher 1 
immediately.  Another technical guide is available that explains processing vouchers. 

 
Screen Shots 

 
Screen Shot # 1a: Award Packet Posting Notification Email 

 
 
Screen Shot # 1b: Local Plan Approved & Award Packet Posting Notification Email 

 
 
Screen Shot # 2: Perkins Local Plan - Work Areas: Your Existing Perkins Local Plan 

 
Screen Shot # 3: Main Perkins Local Plan Page: Award Packet  
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Screen Shot # 4: Award Packet Main Page 

 
 
 
 
 
 
 
 
Screen Shot # 5: Award Packet: Navigation  
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Screen Shot # 6: Award Packet Received by CCCS:  Email  

 
 
Screen Shot # 7: Award Packet Approved by CCCS: Email  

 
 


