Conneaut School District
Local / State / Federal Grant Applications Process

In order to facilitate and determine the relevant educational value for all grant applications submitted by CSD staff, the process and
procedures detailed on the reverse side of this form have been established.

Any Conneaut staff intent on applying for a local/state/federal grant, regardless of the grant's value, must complete and submit this
form to: Superintendent — Conneaut School District

All forms must be submitted thirty (30) days prior to the grant submission due date.

Grant Originator (Person responsible for management of grant): Signature':

Position: Building: Room No: Telephone: Date Submitted:

Additional Staff (involved):

Name of Grant: Grant Source/Sponsor: Grant Due Date:

Number of Students (that will benefit from the grant): Topic / Curriculum Area (that will benefit from the grant):

Building / Location (where grant funds will be applied): Department (responsible for the above topic/area):

Dollar Value of Grant Application:

Does Grant Require Matching "In-Kind" Funds? __Yes _No
If Yes, explain:

Brief Description of Grant Project:

Grant Objective 1:

Grant Objective 2:

Grant Objective 3:
How will the grant objectives and outcomes be financially sustained in future years?

—— Approved ——Denied Date:
Building Administrator’s Signature

— Approved  —— Denied Date:
Building Administrator’s Signature

— Approved —Denied Date:
Building Administrator’s Signature

Return to Superintendent—Conneaut Administration Building.



CONNEAUT SCHOOL DISTRICT GRANT PROCESS

Phase I
Request for Application

Phase 11
Approval and Authorization

Phase 111
Expenditures and Reporting

CSD Staff
Grant Opportunity Identified

Grant Originator
Notified of Grant Status

Grant Originator

CSD Grant Request Form
(see reverse side)

Must complete form in its entirety incl.
approval from building administrator or
immediate supervisor and submits
completed and approved form to the
department chair or building principal

Grant Awarded | No Award

Grant Originator

Grant Filed
Notifies Business

Grant

Originator/Building
Secretary
Works cooperatively
with the Business Office
in soliciting prices/quotes
form approved vendors
for any
materials/services

Business Office
Prepares and
submits monthly
status reports to
Business Mgr and
Board

Mgr via email and
forwards award
notification

Process Ends

documentation.

Principal Principal
Approved Request. Denied Request
Sends on to Returns to Grant

Superintendent. Originator

Grant
recommended
for approval

Superintendent
Approved Request

Sends to Business

Manager for Process Ends

approval

Business
Manager
Approved Request

Notice sent to
Grant Originator
to make
application

Board
Reviews grant(s). Approves or denies
request based on fiscal impact and
administrative costs, and returns form
to Superintendent.

Grant

Secretary
Processes purchases
orders utilizing assigned
account codes and in
accordance with grant
narrative expectations
and budget.

Business Office
Prepares and
submits final
expenditure
reports necessary
to reconcile
grant.

Grant Originator

Accurately and
appropriately
catalogues and
distributes all materials
and supplies purchased
through grant funds.

Grant Not
Approved

Grant Approved

Process Ends

Grant Originator

Assembles grant writing team (if Necessary),
writes, and submits grant. Sends copy of
grant, detailed budget and approved request
form to Business Office.

Grant Application Submitted to Grantee

Business Office
Completes necessary budget transfers to
establish revenue and expenditure accounts
in the Accounting System.

Notifies Grant Originator and Accounts
Receivable /Payable of board approval
and what the account codes for expenditure
of funds per detailed grant budget.

Note: The Grant Originator will be person
responsible for managing all expenditures,
narratives and information necessary for
reports.

Grant Originator

Keeps copies of
purchase orders and
accurate records and
information necessary
for any narrative to be
included in a
Reconciliation/Final
Grant Report.
Forwards all copies to
Business Office.

Grant Originator

Prepares and inputs all
narrative necessary to
complete any
reconciliation or final
reporting
documentation for the
grant.




