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I. 
Background
California Public Resources Code Section 21190(c) authorizes the California Department of Education (CDE) to distribute not less than 90 percent of Environmental License Plate moneys appropriated to CDE to fund environmental education (EE) programs for school districts, state agencies other than the State Department of Education, and community organizations.

California Education Code (EC) sections 8700-8707 stipulate what constitutes EE. This includes providing students with educational materials that are balanced and objective in their coverage of the current scientific and economic research on environmental and ecological issues. Doing so will enable teachers and students to better address and assess environmental issues protecting scarce natural resources and safeguarding the quality of the environment. 

Pursuant to AB 1548 (Pavley, Chapter 665, Statutes of 2003, located at http://www.calepa.ca.gov/Education/EEI/documents/AB1548.pdf (Outside Source) and AB 1721 (Pavley, Chapter 581, Statutes of 2005, located at http://www.calepa.ca.gov/Education/EEI/documents/AB1721.pdf (Outside Source), the Education and the Environment Initiative (EEI) was established. The goal of the EEI is to increase environmental literacy for California's kindergarten through grade twelve (K-12) students by teaching science and history-social science academic content standards to mastery within an environmental context. EC 60041 was amended to require, whenever appropriate, that instructional materials accurately portray humanity's place in ecological systems and the necessity for the protection of our environment. There are 85 units that comprise the EEI model curriculum for kindergarten through grade twelve. These units are available for viewing and downloading. 
Historically, the EE community has been served through a regional network​ – the California Regional Environmental Education Community (CREEC) – for professional development based on the 11 regions of the California County Superintendents Educational Services Association (CCSESA). This Request for Application (RFA) seeks proposals to support and expand the EEI professional development within the 11 CCSESA regions in the map on the following page.
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CCSESA Regional Map
	Region
	County

	1
	Del Norte, Humboldt, Lake, Mendocino, and Sonoma counties

	2
	Butte, Glenn, Lassen, Modoc, Plumas, Shasta, Siskiyou, Tehama, and Trinity counties

	3
	Alpine, Colusa, El Dorado, Nevada, Placer, Sacramento, Sierra, Sutter, Yolo, and Yuba counties

	4
	Alameda, Contra Costa, Marin, Napa, San Francisco, San Mateo, and Solano counties

	5
	Monterey, San Benito, Santa Clara, and Santa Cruz counties

	6
	Amador, Calaveras, San Joaquin, Stanislaus, and Tuolumne counties

	7
	Fresno, Kings, Madera, Mariposa, Merced, and Tulare counties

	8
	Kern, San Luis Obispo, Santa Barbara, and Ventura counties

	9
	Imperial, Orange, and San Diego counties

	10
	Inyo, Mono, Riverside, and San Bernardino counties

	11
	Los Angeles county


II. 
Overview
The Environmental Education Grant Program (EEGP) connects schools and teachers with environmental education professional development and resources that support the EEI Environmental Principles and Concepts (EP&Cs) to affect teachers and students. The EEGP mission is twofold: (1) to identify local educational agencies (LEAs) within the 11 regions wanting to implement the EEI EP&Cs and/or model curriculum; and (2) to identify and promote professional development providers of and resources for the EEI EP&Cs and/or model curriculum. 
The primary role of each of the 11 regional coordinators is to increase communication among individuals and organizations interested in supporting the EP&Cs and the EEI curriculum by providing professional development and developing regional networks. The professional development will provide models of integrated, interdisciplinary instruction about natural, social, and economic systems along with field experience that provides students with opportunities to directly experience nature in ways designed to improve students' overall academic performance, personal health (including wellness), and understanding of nature. The regional coordinators will assist in creating and advertising educational opportunities for K-12 teachers and students. 

Please refer to the Education and the Environment Initiative Curriculum Web page on the CalEPA Web site at http://www.californiaeei.org (Outside Source) for more information about EEI.

III. 
Eligibility
The following agencies and institutions may apply for and receive a grant:

· Local educational agencies

· Any regional conservation education center

· A nonprofit agency, organization, or institution 

· State and local agencies including cities, counties, regional boards and commissions, and special districts

· Public universities and colleges, including community colleges

· Regional educational research organizations
· Other public or private agencies, organizations, and institutions (including libraries and museums) under the terms of the federal Environmental Education Act
Funded agencies and institutions become authorized agents for a specific EEGP region. [Only one application will be funded for each of the 11 regions.]
IV. 
Funding
Grant amounts ranging from a minimum of $20,000 to a maximum of $40,000 per region will be awarded depending on availability of funding. [Only one application will be funded for each of the 11 regions.]
V. 
Interested Applicants
All applicants intending to submit an application should send the Letter of Intent to Apply, Form A, to the CDE by fax, e-mail, or mail with a postmark on or before February 29, 2012. 

Mail to:
Environmental Education Grant Program

Science, Technology, Engineering and Mathematics Office 

California Department of Education 

1430 N Street, Room 4309 

Sacramento, CA 95814 

Fax to: 
916-323-2833

E-mail to:
stem@cde.ca.gov 
Note: The Letter of Intent to Apply form neither obligates nor precludes an applicant from submitting an application. 

VI.
Environmental Education Grant Program Requirements
A.
Regional Requirements 

1. The current CDE regional system of support for EE is the California Regional Environmental Education Community (CREEC) Network serving all counties within each region. This system of support includes regional offices and a Web site (http://www.creec.org/) that includes an online resource directory.
2. Each authorized agent of a region receives funding for 2012–13 to support professional development for EEI in the region. In regions with more than one regional coordinator, the workload and compensation will be divided.
3. The number of workdays may vary week to week and extend beyond the normal school year depending on the agreement between the authorized agent and the regional coordinator(s). 
4. Each authorized agent of a region should provide its regional coordinator(s) with an adequate budget for travel, office costs, and expenses for hosting/facilitating regional meetings. Hosting meetings requires the in-kind donation of desk space, phone and phone line, personal computer with Internet access and a printer, cubicle/office space, and meeting room space. 

5. Funding will be valid for a one-year period. It will begin on July 1, 2012, and will end on June 30, 2013, subject to appropriation of sufficient funds. 
6. Payments during the funding period will be contingent on a grantee (a) submitting required paperwork on time and (b) proper execution of tasks identified in the scope of work. Funding will also be contingent on the availability of adequate funding from the Environmental License Plate Fund. If any of the above conditions are not met, the CDE reserves the right to discontinue funding.
7. Each region shall hire one or more regional coordinator who meet the following qualifications:

(a) Three years of full-time teaching experience, either in K-12 or in EE work outside the classroom.
(b) A bachelor’s degree or higher and a teaching or an administrative credential (preferred).
(c) Excellent written and oral communication skills, including public speaking.
(d) References documenting strong skills in time management, teamwork, organizational development, and meeting facilitation.
(e) Positive verbal communication with clients, partners, and coworkers.
(f) Demonstrated mastery of Microsoft Word, Microsoft Excel, and database software, as well as e-mail and the Internet.
(g) Familiarity with the EEI, including the EP&Cs and model curriculum units.

(h) Familiarity with the region’s EE and funding communities.
8. Both the regional authorized fiscal agent and the regional coordinator(s) should collaborate in the development of an EEGP proposal, including a budget, scope of work for the funding period, and timeline. The scope of work should be written with specific objectives and tasks that describe the staff who will accomplish the work, schedule, and indicators of success. 

9. The regional authorized agent should have the capacity to provide insightful leadership for expanding the region’s EEGP. Authorized agents are expected to:

(a) Cooperate with the EEGP regional coordinator(s) and the CDE in such matters as securing sources of regional matching funds (optional) and responding to administrative and personnel matters.

(b) Oversee the activities of the regional coordinator(s), including their expenditures throughout the year.

(c) Collect regional coordinator(s) records if the regional coordinator(s) leaves your employment.

(d) Ensure that the following is included in the regional project logo, as well as on newsletters, handouts, business cards, letterhead, and Web pages:
Region ___,

Environmental Education Grant Program

California Department of Education

(e) Comply with the General Assurances contained in the “RFA for the EEGP.”
(f) Submit to the CDE quarterly report forms (distributed after grant award notification), the project accomplishments, and all expenditures according to the EEGP reporting schedule (distributed after grant award notification).

10. Regional coordinator(s) and their authorized agents are responsible for maintaining accurate records. In addition to maintaining regional contact information (addresses, phone numbers, e-mail addresses, etc.), the regional coordinators must maintain office records of meetings, correspondence, descriptions of relationships between individuals and organizations, significant insights, important projects, programs, and individuals identified in the region. 

11. If a regional coordinator is no longer to be employed by the authorized fiscal agent, he/she is responsible for preparing, organizing, and delivering all regional history and network development records to the authorized agent. The authorized agent must notify the CDE at least 30 days prior to the last planned workday of the regional coordinator. Upon hiring a new regional coordinator, the authorized agent must forward the résumé of the new regional coordinator to the CDE.

B. Regional Coordinators’ Activities
The primary function of the regional coordinator is to identify and provide professional development for the implementation of the EP&Cs including inquiry- and field-based experiences. The regional coordinator aligns the regional scope of work with the EEGP tasks listed in this section. He/she develops a scope of work that represents the most efficient regional operations and greatest positive impact upon the EE community in the region. The regional scope of work should provide a balance of professional development/inservice tasks and networking/communication tasks while clearly addressing regional needs.
Applications must address how each of the four (4) professional development/inservice and the 11 networking/communication tasks will be accomplished.
Professional Development/Inservice Tasks
The professional development provider/EE coordinator is expected to:
1. Facilitate the planning and/or presentation of EE workshops for educators and EE providers that focus on (a) academic content standards; (b) EP&Cs; and (c) EEI curriculum.
2. Visit district offices and school sites to facilitate the articulation of the core concepts of EE as they relate to all framework disciplines.

3. Support the implementation of EEI through school and district wide interdisciplinary curriculum coordination including outside learning activities.
4. Seek out exemplary EE professional development programs and projects that reflect the California content standards–including the EP&Cs–to serve as EE models.

Networking/Communication Tasks
1. Develop a viable regional EE professional development network that promotes the EP&Cs with representatives from local, city, county, regional, and state agencies and organizations; the California State University system; the University of California system; and local EE leadership.

2. Serve as a clearinghouse of EE information, disseminating it in the appropriate direction within the network.

3. Represent the CDE at regional events such as EE fairs and subject matter conferences and organize distribution of materials at these events.

4. Connect schools to resource education programs such as those developed by the California Environmental Education Interagency Network (CEEIN).

5. Report regularly to the CDE.

6. Contribute quarterly to an EE newsletter for statewide distribution and regularly to a regional “e-newsletter”.

7. Document services/products provided to all schools through the network.

8. Evaluate the effectiveness of services, products, programs, and information provided about EE intended for both students and educators in terms of alignment with the California content standards and the EP&Cs.
9. Assist the authorized fiscal agent in preparing all required quarterly grant reports by the respective deadlines.

10. Seek long-term partnership opportunities with regional agencies, groups, and programs.

11. Continue updating the regional resources in the EE Web site and online resource directory currently at http://creec.edgateway.net/cs/creecp/search/creec_res. 
VII. 
Application Procedures and Processes
A. Distribution of Applications
The RFA is available for the EEGP on the CDE Funding Web page at http://www.cde.ca.gov/pd/ca/sc/oeeintrod.asp.

B. Application Components
1. One signed original EEGP application and two copies must be postmarked on or before March 30, 2012. Late, faxed, or e-mailed applications will not be accepted.
2. Applications must be mailed or delivered to:

Environmental Education Grant Program 

Science, Technology, Engineering and Mathematics Office

California Department of Education

1430 N Street, Room 4309

Sacramento, CA  95814

3. The original application shall include all original signatures in blue ink.

4. The application must be in 12-point Arial or Times New Roman, double-spaced, with one-inch margins on standard, white 8 ½ x 11-inch paper.

5. Applications must be stapled in the upper left-hand corner. Do not use binders, covers, folders, or sleeves.

6. The narrative section is not to exceed five pages. If the narrative exceeds five pages, the CDE will remove the extra pages and will not allow application readers to review those pages. Do not attach additional pages or information not requested in the application.

7. Required forms and supporting documentation are to be included in the application package. Form D-1 must address each of the 4 professional development/inservice tasks on page 8. Form D-2 must address each of the 11 networking/communication tasks on page 9. Applicants are to use additional form pages as needed. These forms are not part of the five page limit.
8. Complete a Program Budget (Form F) and Budget Narrative (Forms G) for the entire funding period of the program. The budget narrative should present detailed justification of all expenditures. If applicable, indicate any additional funding sources and amounts that will contribute to the program.

9. Assurances & Certifications: The official general assurances and certifications that apply to all programs are posted on the CDE Funding Tools and Materials Web page at http://www.cde.ca.gov/fg/fo/fm/. Applicants do not need to sign and return the general assurances and certifications with the application; instead, they must download them, and keep them on file to be available for compliance reviews, complaint investigations, or audits.

C. Sequence of Application Components
1. Letter of Intent to Apply (Form A) – Postmarked by February 29, 2012 
2. The application package must be assembled in the order shown below. Each component must be present for the application to be considered complete. Each application submitted must contain the following forms:
3. Application Cover Page (Form B) – Postmarked by March 30, 2012 (include governing board approval)

4. Project Narrative (Form C)

5. Scope of Work (1): Professional Development/Inservice (Form D1)

6. Scope of Work (2):  Networking/Communication (Form D2)
7. Key Personnel (Form E)

8. Program Budget (Form F)

9. Budget Narrative (Forms G)

10. Payee Data Record (Form H)

11. Letters of financial support for the following fiscal year (if applicable)

D. Review of Applications
The CDE staff charged with the oversight of the review process will select a panel to review applications that are submitted according to the previously stated requirements. Care is taken to ensure that reviewers have no conflicts of interest with the applicants. 
Applications will be scored on the basis of the key components of the project narrative (Form C), scope of work (Forms D1 and D2), key personnel (Form E), community involvement, and the budget (Forms F and G). Each component will be weighted in the following proportions:

	Component
	Percent of Score

	Project Need and Outcomes
	30

	Scope of Work 
	30

	Key Personnel
	20

	Community Contributions/Involvement
	15

	Budget Summary & Budget Narrative
	5


E. Award Notification 

Within six weeks of the application review process completion, The CDE will post on the Funding Web page a notification of intent to fund at http://www.cde.ca.gov/pd/ca/sc/oeeintrod.asp. The main contact for each application will be sent an e-mail notifying him/her of the posting. 

Once the appeal process is completed, the final results will be posted on the Web site and authorized agents will be contacted by the CDE. 

F. Appeal Process
A letter of appeal must be submitted within ten days of the notification of the awardees. The letter of appeal must specify the issue(s) in dispute and the legal authority or basis of the complaint. Incomplete or late appeals will not be considered. All applicants who wish to appeal grant award decisions must submit their letter of appeal to:

Attn: Environmental Education Grant Program

Phil Lafontaine, Director

Professional Learning Support Division

California Department of Education

1430 N Street, Room 4309
Sacramento, CA 95814

Program and technical assistance may be obtained by contacting Anne Stephens, Education Programs Consultant, by phone at 916-319-0241 or by e-mail at astephens@cde.ca.gov or Alice Ng, Associate Governmental Program Analyst, by phone at 916-323-4636 or by e-mail at ang@cde.ca.gov.

Form A
Letter of Intent to Apply
Environmental Education Grant Program
Fiscal Year 2012–13
All applicants intending to submit an application should mail, fax, or e-mail this letter with a postmark on or before February 29, 2012.
Mail to:
Environmental Education Grant Program
Science, Technology, Engineering and Mathematics Office 
California Department of Education 
1430 N Street, Room 4309 
Sacramento, CA 95814 
Fax to: 
916-323-2833
E-mail to:
stem@cde.ca.gov 
Note: The Letter of Intent to Apply form neither obligates nor precludes an applicant from submitting an application. 

	Date:
	

	Name of 

Applicant Agency:
	

	Region Number:
	

	Contact Person:
	

	Title:
	

	Address:
	

	Telephone:
	

	Fax:
	

	E-mail:
	


Form B

	Application Cover Page 

Environmental Education Grant Program
Fiscal Year 2012–2013
(Must be Postmarked by March 30, 2012)

	Applicant Agency
	Region Number

	
	

	Amount 

Requested
	Amount of Match 

(If applicable)
	Legal Status 

(i.e., school district, special district, nonprofit)

	 
	
	 

	County Code/District Code (7 digits) - If applicable
	501(c) (3) Number (9 digits) - If applicable

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	Applicant Agency’s Address

	Street Address
	City
	State
	Zip Code

	
	
	
	

	Contact's Name
	Contact's Title

	
	

	Contact's Phone
	Contact's Fax
	Contact's E-mail Address

	(     )
	(     )
	

	Has the applicant ever received a grant from the CDE for Environmental Education purposes?
	Yes / No

	If yes, title of grant:
	If yes, was final report submitted?
	If yes, fiscal year of last grant?

	
	Yes / No
	

	CERTIFICATION:
I hereby certify that all applicable state and federal rules and regulations will be observed; that to the best of my knowledge, the information contained in this application is correct and complete; and that the Specific and General Assurances described in the application booklet are accepted as the basic conditions in the operations of this project/program.

	

	Name of Authorized Agent
	Authorized Agent’s Official Title

	
	

	Authorized Agent's Phone
	Authorized Agent's Fax
	Authorized Agent's E-mail

	(     )
	(     )
	

	Authorized Agent Signature
	Date of Approval

	
	

	*Please include a copy of governing board approval with this application. 


Directions to Complete Form B: Application Cover Page
Applicant Agency

Enter the full and correct name of the agency that will receive and be legally responsible for the project (grants cannot be made to an individual).
Region Number

Enter the Region Number. Refer to CCSESA regional map on Page 3 of RFA.
Legal Status

Enter if the agency has 501(c)(3) nonprofit status or if the agency is a school district, state government agency, etc. 
Amount Requested

Enter the amount of state funds requested in the Budget Summary (Form F).
County Code/District Code

School districts and county offices of education must fill in the seven-digit CDS number.  All other applicants should leave these spaces blank.

501(c) (3) Number

Enter the nine-digit federal identification number, if applicable.
Applicant Agency’s Address

Enter the Street Address, City, State, and Zip Code. If you are applying as a school district, the school district’s address must be used.

Contact’s Name, Title, Phone Number, Fax, and E-mail Address

Enter the name, official title, and contact information of one contact individual who will carry the program responsibilities. 

Has the applicant agency ever received a grant from the CDE for environmental education purposes?
Circle "Yes" or "No". 
· If yes, enter the title/name of the grant.
· If yes, indicate if a final report was submitted (circle “Yes” or “No”).
· If yes, enter the fiscal year for which the last grant was received (e.g. 2009–10).
Certification & Authorized Agent Information

Authorized Agent must read the Certification section on the Application Cover Page. Applicant must download and keep on file the Assurances & Certifications information on the CDE Funding Tools and Materials Web page at http://www.cde.ca.gov/fg/fo/fm/. 

Enter the name, title, phone number, fax number, and e-mail of the authorized agent who carries administrative responsibilities for the applicant agency. Enter the date when the application cover page is signed.

Approval by Governing Board or Authorized Agent

Submit a copy of the minutes (or other substantiating information) showing the approval of the governing board from your school district, county office, nonprofit agency, or organization, if applicable. If your agency does not have a governing board, approval from an authorizing agent must be included. Applications without certification of approval will be disqualified.

Form C

Project Narrative
Environmental Education Grant Program

Fiscal Year 2012–2013
The project narrative must not exceed five pages (excluding form pages). Additional pages will not be read. Include the full text of all descriptions (numbered 1 – 5) as printed on this form and your responses in 12-point Arial or Times New Roman, double-spaced, with 1-inch margins, and in the order indicated below.
1.
Need for the Program - Identify the target audience for each county in the region. What specific Education and the Environment Initiative professional development need(s) of your target audience does your program address? How will meeting these needs serve your target audience? What data do you have to support your regional needs? (Include copies of data.)
2.
Expected Project Outcomes - Describe your projected results and accomplishments. Describe the methods you will use to measure the results as they relate to the academic content standards and the Environmental Principles and Concepts. (Include this information in Forms D1 and D2.)

(Maximum of two pages for #1 and #2 combined, excluding forms D1 and D2)
3.
Scope of Work (Forms D1 and D2) - Describe activities and timelines for dissemination of the program to teachers, districts, environmental education (EE) providers, other agencies, and the local community.

(Forms D1 and D2 are not counted as part of the five page narrative.) 
4.
Description of key personnel and applicant agency (Form E) - Include general information about the nature of the applicant agency and how it provides professional development services to teachers and students. Describe successful professional development programs and/or activities previously conducted by the applicant agency. Include projects not related to EE demonstrating staff commitment, administrative support, parental and community involvement, and the assessment results. Include the present and future roles of the applicant agency. Provide the name, qualifications, and key role of each individual directly involved in the proposed program in Form E. Attach current résumés for each key individual directly involved in the proposed program as well.

(Maximum of two pages for #4 excluding Form E)

5.
Community contributions and/or involvement - Provide the name of each organization assisting with the proposed program and a description of the funds, services, and materials to be provided. Include the present and future roles of the community as well as potential funding sources for the program. Describe how the program will continue in the future.

(Maximum of one page for #5)
Form D1

Scope of Work (1)
Environmental Education Grant Program

Fiscal Year 2012–2013
	Applicant Agency:
	

	
	

	Professional Development / 
Inservice:
 
	

	

	Timelines
	Activities
	Performance 
Outcome
	Responsible 
Persons

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


* Note: Use additional pages as needed

Form D2
Scope of Work (2)
Environmental Education Grant Program

Fiscal Year 2012–2013
	Applicant Agency:
	

	
	

	Networking / Communication: 


	

	

	Timelines
	Activities
	Performance 

Outcome
	Responsible 

Persons

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


* Note: Use additional pages as needed

Form E
Key Personnel 

(One page per person) 

Environmental Education Grant Program

Fiscal Year 2012–2013
	Applicant Agency:
	


	Name
	Title
	Agency

	
	
	

	Mailing Address
	City 
	State
	Zip Code

	
	
	
	

	Phone 
	Fax
	E-mail

	(     )
	(     )
	

	Roles/Responsibilities

	

	Qualifications/Experience

	


Form F
Program Budget
Environmental Education Grant Program

Fiscal Year 2012–2013
	Applicant Agency:
	


	As Authorized Agent, I accept management and fiduciary responsibility for the program. 

	
	
	
	
	

	Printed Name  
	
	Signature
	
	Date

	Telephone:
	FAX:
	E-mail:

	(     )
	(     )
	


Line items in the budget should reflect the proposed expenditures from July 1, 2012, through June 30, 2013, to implement the entire Environmental Education Grant Program.
Please refer to the California School Accounting Manual on the California Department of Education Definitions, Instructions, & Procedures Web page at http://www.cde.ca.gov/fg/ac/sa/ for the definitions of expenditures. 

*Note: Indirect costs are based on the subtotal.

Proposed Budget Summary
	Object Code
	Object of Expenditure
	FY 2012–13

	1000
	Certificated Salaries/Stipends
	

	2000
	Classified Salaries
	

	3000
	Employee Benefits
	

	4000
	Books and Supplies
	

	5000
	Services and Other Operating Expenditures & Travel
	

	
	SUBTOTAL
	

	7300
	*Indirect Costs (___%)
	

	6000
	Capital Outlay
	

	7000
	Tuition
	

	
	TOTAL
	


CDE use only

	Reviewed and Approved by:
	Title:
	Date:

	Fiscal Monitor:
	
	

	Program Monitor:
	
	

	Administrator:
	
	


Form G
Budget Narrative

Environmental Education Grant Program

Fiscal Year 2012–2013
	Applicant Agency:
	


Explain the calculations that led to the budget figures in the Proposed Budget Summary on Form F and how the funds link to the program. Use additional pages of this form as necessary.

	Object Code
	Detailed Explanation of Expenditure
	FY 2012–13

	1000
	
	

	2000
	
	

	3000
	
	

	4000
	
	

	5000
	
	

	7300
	
	

	6000
	
	

	7000
	
	


Form H
STATE OF CALIFORNIA-DEPARTMENT OF FINANCE 
PAYEE DATA RECORD 
(Required when receiving payment from the State of California in lieu of IRS W-9) 
STD. 204 (Rev. 6-2003) 
	1
	INSTRUCTIONS: Complete all information on this form. Sign, date, and return to the State agency (department/office) address shown at the bottom of this page. Prompt return of this fully completed form will prevent delays when processing payments. Information provided in this form will be used by State agencies to prepare Information Returns (1099). See reverse side for more information and Privacy 

Statement. 
NOTE: Governmental entities, federal, State, and local (including school districts), are not required to submit this form.

	2
	PAYEE’S LEGAL BUSINESS NAME (Type or Print)

	
	

	
	SOLE PROPRIETOR – ENTER NAME AS SHOWN ON SSN (Last, First, M.I.)
	E-MAIL ADDRESS

	
	
	

	
	MAILING ADDRESS
	BUSINESS ADDRESS

	
	
	

	
	CITY, STATE, ZIP CODE
	CITY, STATE, ZIP CODE

	
	
	

	
3

PAYEE

ENTITY

TYPE

CHECK

ONE BOX

ONLY
	
	

	
	ENTER FEDERAL EMPLOYER IDENTIFICATION NUMBER (FEIN):
	
	
	-
	
	
	
	
	
	
	
	
	

	
	 FORMCHECKBOX 

	PARTNERSHIP
	CORPORATION:
	NOTE: 
Payment will not be processed without an accompanying taxpayer I.D. number

	
	 FORMCHECKBOX 

	ESTATE OR TRUST
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	MEDICAL (e.g., dentistry, psychotherapy, chiropractic, etc.)

LEGAL (e.g., attorney services)

EXEMPT (nonprofit)

ALL OTHERS
	

	
	
	
	

	
	
	
	

	
	 FORMCHECKBOX 

	INDIVIDUAL OR SOLE PROPRIETOR 

   ENTER SOCIAL SECURITY NUMBER:
	
	
	
	-
	
	
	-
	
	
	
	
	
	

	
	
	(SSN required by authority of California Revenue and Tax Code Section 18646)
	

	
4

PAYEE

RESIDENCY

STATUS


	 FORMCHECKBOX 

	California resident - Qualified to do business in California or maintains a permanent place of business in California.

	
	 FORMCHECKBOX 

	California nonresident (see reverse side) - Payments to nonresidents for services may be subject to State income tax withholding. 

	
	
	 FORMCHECKBOX 

 FORMCHECKBOX 

	No services performed in California.

Copy of Franchise Tax Board waiver of State withholding attached.

	
5
	I hereby certify under penalty of perjury that the information provided on this document is true and correct.
Should my residency status change, I will promptly notify the State agency below.

	
	AUTHORIZED PAYEE REPRESENTATIVE’S NAME (Type or Print)
	TITLE

	
	
	

	
	SIGNATURE
	DATE
	TELEPHONE

	
	
	
	(     )
	

	
6
	Please return completed form to:

	
	
	Department/Office:
	California Department of Education
	

	
	
	Unit/Section:
	Science, Technology, Engineering, and Mathematics Office
	

	
	
	Mailing Address:
	1430 N Street, Room 4309
	

	
	
	City/State/Zip:
	Sacramento, CA 95814
	

	
	
	Telephone:
	(916)
	323-5847
	Fax:
	(916)
	323-2833
	

	
	
	E-mail Address:
	stem@cde.ca.gov 
	

	
	
	


STATE OF CALIFORNIA-DEPARTMENT OF FINANCE 
PAYEE DATA RECORD 
STD. 204 (Rev. 6-2003) (REVERSE) 
	1
	Requirement to Complete Payee Data Record, STD. 204 

A completed Payee Data Record, STD. 204, is required for payments to all non-governmental entities and will be kept on file at each State agency. Since each State agency with which you do business must have a separate STD. 204 on file, it is possible for a payee to receive this form from various State agencies. 

Payees who do not wish to complete the STD. 204 may elect to not do business with the State. If the payee does not complete the STD. 204 and the required payee data is not otherwise provided, payment may be reduced for federal backup withholding and nonresident State income tax withholding. Amounts reported on Information Returns (1099) are in accordance with the Internal Revenue Code and the California Revenue and Taxation Code.

	2
	Enter the payee’s legal business name. Sole proprietorships must also include the owner’s full name. An individual must list his/her full name. The mailing address should be the address at which the payee chooses to receive correspondence. Do not enter payment address or lock box information here.

	3
	Check the box that corresponds to the payee business type. Check only one box. Corporations must check the box that identifies the type of corporation. The State of California requires that all parties entering into business transactions that may lead to payment(s) from the State provide their Taxpayer Identification Number (TIN). The TIN is required by the California Revenue and Taxation Code Section 18646 to facilitate tax compliance enforcement activities and the preparation of Form 1099 and other information returns as required by the Internal Revenue Code Section 6109(a). 
The TIN for individuals and sole proprietorships is the Social Security Number (SSN). Only partnerships, estates, trusts, and corporations will enter their Federal Employer Identification Number (FEIN).

	4
	Are you a California resident or nonresident? 

A corporation will be defined as a "resident" if it has a permanent place of business in California or is qualified through the Secretary of State to do business in California. 

A partnership is considered a resident partnership if it has a permanent place of business in California. An estate is a resident if the decedent was a California resident at time of death. A trust is a resident if at least one trustee is a California resident. 

For individuals and sole proprietors, the term "resident" includes every individual who is in California for other than a temporary or transitory purpose and any individual domiciled in California who is absent for a temporary or transitory purpose. Generally, an individual who comes to California for a purpose that will extend over a long or indefinite period will be considered a resident. However, an individual who comes to perform a particular contract of short duration will be considered a nonresident. 

Payments to all nonresidents may be subject to withholding. Nonresident payees performing services in California or receiving rent, lease, or royalty payments from property (real or personal) located in California will have 7% of their total payments withheld for State income taxes. However, no withholding is required if total payments to the payee are $1,500 or less for the calendar year. 

For information on Nonresident Withholding, contact the Franchise Tax Board at the numbers listed below: 

	
	
	Withholding Services and Compliance Section:
	1-888-792-4900
	E-mail address:
	http://wscs.gen@ftb.ca.gov 

	
	
	For hearing impaired with TDD, call:
	1-800-822-6268
	Website:
	http://www.ftb.ca.gov 

	5
	Provide the name, title, signature, and telephone number of the individual completing this form. Provide the date the form was completed.

	6
	This section must be completed by the State agency requesting the STD. 204.

	
	Privacy Statement 

Section 7(b) of the Privacy Act of 1974 (Public Law 93-579) requires that any federal, State, or local governmental agency, which requests an individual to disclose their social security account number, shall inform that individual whether that disclosure is mandatory or voluntary, by which statutory or other authority such number is solicited, and what uses will be made of it. 

It is mandatory to furnish the information requested. Federal law requires that payment for which the requested information is not provided is subject to federal backup withholding and State law imposes noncompliance penalties of up to $20,000. 

You have the right to access records containing your personal information, such as your SSN. To exercise that right, please contact the business services unit or the accounts payable unit of the State agency(ies) with which you transact that business. 

All questions should be referred to the requesting State agency listed on the bottom front of this form.
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