Instructions for Completing the FY26 ESSA Program Monitoring Contacts Application Supplement, by Role
Click for instructions for your role:
LEA ESSA Consolidated Grantwriter
LEA Superintendent/Chief Executive

[bookmark: UAA][bookmark: Grantwriter]Role: LEA ESSA Consolidated Grantwriter
· Sign into GEM$ using your email address and password: https://mass.egrantsmanagement.com/

· Navigate to the grey menu on the left of the screen, choose “Application Supplement” then “Application Supplements” (do not click on your organization link – that is for funding applications/grants only):
[image: A picture of Boston's GEM$ home page]













· Be sure to select 2026 and “Active” from the dropdown menus and then click on the FY26 ESSA Program Monitoring Contacts . 
[image: Picture showing Boston's list of application supplements for FY26]







· From the sections page, BE SURE TO SELECT “APPLICATION SUPPLEMENT STARTED” AT THE TOP LEFT, and confirm, or you will not be able to enter data in the Monitoring Contact Supplement. 
[image: Picture of Sections page for Boston's FY26 ESSA Program Monitoring Contacts application supplement with Application Supplement Started link highlighted]












· Then choose Federal Grants Monitoring Contact Information from the Sections page and complete all information for your district.  Note that starred (*) items are required to be completed or you will receive a validation error message and will not be able to submit your Monitoring Contact supplement (circled in red). 
[image: Picture of Sections page for Boston's FY26 ESSA Program Monitoring Contacts application supplement with Federal Grants Monitoring Contact Information highlighted]




















When you have completed this page, return to the Sections page and move the Monitoring Contacts Supplement to your LEA Superintendent/Chief Executive for approval by choosing “LEA Grantwriter Submitted” link at the top left of the page and confirm.

[image: Picture of Sections page for Boston's FY26 ESSA Program Monitoring Contacts application supplement with LEA Granwriter Submitted link highlighted.]



· If you believe you have completed the Monitoring Contacts Supplement, but get messages on the Sections page, click on the Messages link and correct any errors.
[image: Picture of Validation Messages page with Review link highlighted.]












· Clicking on the “Review” button for any validation message will bring you to the page with the error.  
[image: Picture of Validations Messages page for Boston's FY26 ESSA Program Monitoring Contacts application supplement with Review link highlighted.]












· Once errors have been resolved, return to the Sections page and click “LEA Grantwriter Submitted” to move the application supplement to your Superintendent/Chief Executive for review and approval.

[bookmark: FiscalRep][bookmark: Supt]Role: LEA Superintendent/Chief Executive
· You will receive a “No Reply” email from GEM$ indicating that your LEA Grantwriter has approved the Monitoring Contacts Supplement.  This is your cue to approve.

· Sign into GEM$ using your email address and password: https://mass.egrantsmanagement.com/
· Navigate to the grey menu on the left of the screen, choose “Application Supplement” and then “Application Supplements.”
[image: Picture of Boston's home page in GEMS with Application Supplement links highlighted.]











· Be sure to select 2026 and “Active” from the dropdown menu and then click on FY26 ESSA Program Monitoring Contacts.
[image: Picture of Applications Supplements page for Boston for 2026]










· On the Sections page (which is the opening page when you click on the FY26 ESSA Program Monitoring Contacts), you can click on the link  “Federal Grants Monitoring Contact Information” and review the answers for your district.







[image: Picture of Sections page for Boston's FY26 ESSA Program Monitoring Contacts application supplement with Federal Grants Monitoring Contact Information link highlighted.]












· When satisfied, go back to the Sections page and select, “LEA Superintendent/Chief Executive Approved” and confirm by checking the attestation, this will submit the Monitoring Contact to DESE and you are finished.  DESE will contact your grantwriter with any questions. 
[image: Picture of Sections page for Boston's FY26 ESSA Program Monitoring Contacts application supplement with LEA Superintendent/Chief Executive Approved link highlighted.]















[image: Picture of Superintendent/Chief Executive Attestation/Confirmation for Boston's FY26 ESSA Program Monitoring Contacts application supplement]








· If you want your grantwriter to fix any answer, you can choose “LEA Superintendent/Chief Executive Returned – Edits Needed” and your grantwriter will fix and send it back to you for approval. 
[image: Picture of Sections page for Boston's FY26 ESSA Program Monitoring Contacts application supplement with the LEA/Chief Executive Returned - Edits Needed highlighted.]
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rant Submissions (6/13/2025)

GEMS will prevent grant submission after the due date and time as listed in the RFP posting for competitive grants. If an
applicant has technical difficulties trying to submit a grant 10-15 minutes prior to the deadline or has an issue getting the
right people to submit their piece forward in the system, there really is not much DESE can do to show evidence of that
and keep the grant fair, open and competitive. Please plan accordingly.

DESE wants to partner with districts to have successful grant submissions but districts need to uphold their end of
the submission process and refrain from submitting within minutes of the grant submission availability. If issues
are encountered so close to the deadline it is very difficult to be able to troubleshoot and assist in time to meet
the deadline. An LEA choosing to wait until the very end to submit is at their own risk of becoming disqualified
from review.

Please review the DESE Competitive Grant Submission Policy if you intend to apply for any competitive grants in FY2026.
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