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GRANTS GUIDELINES

GRANT DEVELOPMENT

All BPS staff, parents and partners are encouraged to learn about grant opportunities and to apply for grants from a variety of sources.  Schools receive notices about grant opportunities on a regular basis, and are welcome to seek more information in the Office of Federal & State Programs catalogs, books and examples of successful letters of inquiry and grant applications.  Schools may arrange for grant writing workshops and assistance by calling the Office of Federal & State Programs at 617-635-9700.  For current information on-line, go to MyBPS and click ‘Federal and State Programs’ under Central Administration. 

For best results, grant development should be a team process so that those who have the responsibility for implementing the grant program are involved in planning.  Headmasters, principals and other administrative heads must approve grant proposals for programs that will take place under their supervision.  Headmasters, principals and other administrative heads must inform their supervisors in advance about their grant development activities to ensure that the whole organization is informed and the instructional focus is maintained.  To ensure coordination of effort, please contact the Office of Federal & State Programs in writing about plans to apply for grant funding from any source – ofsp@boston.k12.ma.us 

The steps in the grants development process are: 

1. Request for proposals (RFP) – the funding source publishes a notice about a grant opportunity.
2. Inquiry –  the Grants Office calls the funding source and gets more information about the opportunity, then meets with the department director about the possibility of pursuing the grant and rounds up support.
3. Decision - The headmasters, principals or other administrative heads check with the Office of Federal & State Programs to find out if the grant is open for application.  Generally, a local, regional foundation or corporate opportunity will be open, and is almost always open if the source will accept more than one application from the district. Most national foundation opportunities, such as Gates or Broad are open to districts rather than schools. State and federal grant opportunities are open only to the district. Schools that wish to participate in a state or federal grant application should call the Office of Federal & State Programs and ask to be part of the planning process.
4. Proposal development – a team agrees on a plan that will meet the funding source’s requirements, a supervisor approves the plan and a writer prepares a proposal and a budget.  If the plan calls for technology integration or purchases, you must  involve the Office of Instructional Technology.

5. Proposal submission – the proposal is submitted to the Office of Federal & State Programs ten business days before the submission deadline for approval by the Superintendent.  The proposal should be submitted to the funding source by the deadline.
6. Grant award – the funding source decides to award the grant and sends an award notice to the contact person identified in the proposal.  This award notice must be forwarded to Catherine Smith in the Office of Federal and State Programs.

7. Set Up an Account – The contact person brings the award letter to the Office of Federal & State Programs and sets up an account either with the city or in BEDF. Schools and offices can’t receive money directly. BPS does the accounting either through PeopleSoft for state and federal grants or BEDF for foundation and corporate grants or individual gifts. Grants and gifts may not be placed in school activity accounts.
8. Spend the Grant – the school or office uses the money to carry out a program or project during the time allotted by the funding source. Positions are filled, people are paid, goods and services are bought, the money is used for the purposes for which it was awarded.

9. Report on the Grant – the school or office responsible for the grant is responsible for collecting data about the activities and results of the grant program and reporting to the funding source.
10. Sustaining grant funded programs - successful programs can be sustained by moving some or all elements to GSP or other funding or by obtaining another grant.  There is no guarantee of sustainability.

GRANT GUIDELINES

Headmasters, Principals and other administrative department heads are responsible for implementing the following rules for seeking and managing grants. 

1. Grant proposals must have internal approval before they can be accepted.  No grant program may be implemented without School Committee approval. Use attachment #1 ‘ School Committee Acceptance Form’ for approvals.
2. Before submitting any grant to an outside funding source, obtain the Superintendent’s signature through the Office of Federal & State Programs. This rule applies to all grant proposals - state, federal, foundation, corporate, or individual donor grants - there are no exceptions. Only the Superintendent is authorized by the School Committee to sign grant proposals for BPS schools and offices. 

Grants that require a sustainability plan or obligates the district to absorb costs after the life of the grant, must be approved by the School Committee prior to submission.  In this case, the proposal must be submitted in time for the Superintendent review and School Committee approval processes.  The proposal package must also include a copy of Attachment 2 “School Committee Policy Statement: Externally Funded Initiatives”
To get the Superintendent’s signature and School Committee acceptance, submit your full proposal 10 business days prior to the submission deadline to the Office of Federal & State Programs, 5th floor, Court Street. 

3. Grants must supplement and not supplant locally funded programs.  This means grant money must not be used to replace positions previously funded with local money and should not be used to fund non-salary items that are the responsibility of the local school district.

4. Grant programs generally should be self-sufficient.  Funds must cover all expenses of the program, including wages, benefits, supplies, transportation, and fees.  The Budget Office must approve any exception.  If technology is involved, be sure to consult with the offices of Instructional Technology and Information Services to be sure all related costs are covered.  Use Attachment  #3“Budget Guidelines for Grants: How Much Do Things Cost?” for accurate and current salary, benefits, and non-salary figures.

5. All BPS policies, procedures, rules, and regulations apply to grant funded programs.  Regular personnel, budget and business procedures apply to grant funded programs in the same way they apply to locally funded (General School Purposes, GSP) programs.  Refer to appropriate Budget, Business and Human Resources memoranda for rules and procedures.

6. Schools may not accept or manage grants or cash gifts.  Grants may NOT be placed in School Activity Accounts.  The BPS Finance Office and the City Treasurer receive state and federal grants. The Boston Educational Development Foundation (BEDF) on behalf of schools and offices receives foundation and corporate grants.

7. Headmasters, principals and other administrative heads are responsible for managing the grants budgeted to their schools or offices. Each school and office enters its own requisitions and personnel transactions to spend their grant funds. 

8. State and federal grant accounts must be established for each fiscal year: Accounts are not automatically opened or carried from year to year. Upon receipt of a grant award notice, the administrative head who submitted the grant for approval by the Superintendent is responsible for working with the Office of Federal & State Programs and Budget Office to establish an account for the grant on PeopleSoft.  Call Monica Roberts 635-7936 (Federal & State Programs) or Anita Phillip 635-9573 (Budget).

9. For transfers in grant budgets, use Peoplesoft Financials. You may make transfers +among grant lines but not into or out of a grant to change to grant total. You may NOT change the education plan of the grant. 

10. Spend all the grant money before the grant expires. Grant funds must be fully encumbered within the time period of the grant. Spend your grant funds early in the fiscal year. No transactions may be made after the expiration period of a grant.  Grant funds are governed by the same rules and deadlines as GSP funds.  The deadline for requisitioning funds from grants that expire on June 30th is April 15th.  The deadline for requisitioning funds from grants that expire on August 31st is June 30th. 
11. Program reports are the responsibility of the administrative head supervising the grant. Financial reports and requests for revenue are the responsibility of the Business Office. Interim and final program reports required by the grantor must be submitted to the Business Department and to the state at the deadline set for each grant. 

STATE AND FEDERAL GRANTS

Designated fund managers are responsible for knowing and following the rules and regulations for their grants. Regulations for state and federal grants are published in the Grants Management Procedural Manual published by the Bureau of Grants Management of the Massachusetts Department of Education.  Federal grants are also subject to EDGAR, the United States Education Department General Administrative Regulations.  Copies of both documents are available in the Office of Federal & State Programs and on-line at the state and federal Departments of Education websites.  As a recipient of state and federal funds, BPS must meet requirements for purchasing, accounting, auditing, civil rights, access, and confidentiality.  See Attachment #3 ‘ The Fund Manager’s Job”

For a current listing of BPS state and federal grants and their fund codes see either MyBPS Office of Federal & State Programs or www.bpsgrants.org.

FOUNDATION AND CORPORATE GRANTS (Private Funds)

Schools may not receive cash grants directly into activity accounts or any other accounts maintained by the school.  They may solicit in-kind services and cash grants from private foundations and corporations but must submit all proposals for such private funding to the Superintendent through the Office of Federal & State Programs, see # 2 above.  Grants from private sources (businesses, non-profit foundations and individuals) must be made either to the Boston Public Schools and accounted for through the procedures outlined above for state and federal grants or to the Boston Educational Development Foundation, Inc. (BEDF), BPS’s non-profit organization, and accounted for through the BEDF. 

BEDF is a 501(c)(3) non-profit entity separate from the BPS.  BEDF charges no management fee.  Compensation paid to individuals through BEDF is subject to applicable state and federal taxes. BPS Headmasters, Principals, teachers, parent groups, and affiliated community groups are welcome to use BEDF to manage their grants from foundations, corporations, and individuals.  See Superintendent’s Memorandum “Introduction to BEDF” for further information.

SCHOLARSHIPS AND AWARDS

Since 1647, individual donors have left money in trust to support scholarships and awards for students and schools.  Examples include the Mary Dorothea Devereaux Awards, Boston Latin School Book Award and the Christopher Gibson Fund for schools in Dorchester.  Funds held in trust are managed by the City Trust Office and distributed to schools annually through the Budget Department. Schools will be notified of trust awards for their schools through a Superintendent’s memorandum distributed by the Budget Office in April of each year.

PARTICIPATION IN GRANTS AWARDED TO COLLEGES, UNIVERSITIES AND OTHER ORGANIZATIONS

BPS schools and offices may participate in grant programs written and received by other organizations. Inform supervisors about such participation, provide a copy of such proposals for the Superintendent and channel requests for support letters through the Office of Federal & State Programs. Substitutes and yellow bus field trips paid by other organizations: To arrange payment, submit to the Budget Office a check payable to City of Boston and an explanation on the letterhead of the donor stating 1.) schools involved; 2.) total amount to be paid; 3.) purpose of the payment and event and/or destination; 4.) dates of service or field trip; and 5.) BPS contact person.  Use $112/day for substitutes and $140 each way or $280 per yellow bus round trip. If a school requires the bus to stay on site, it will cost $55 per hour for layover time. Outside Route 128 add $3.00 a mile and $55 per hour layover charge. The Budget Office will provide a position control number and/or yellow bus confirmation as needed upon proof of payment.  

SUPPORT LETTERS

Support letters from the Superintendent strengthen your application and, generally, the Superintendent is pleased to sign a letter of support. To obtain a signature, write the support letter you want signed and e-mail it to mroberts@boston.k12.ma.us for printing on letterhead and signature. Support letters should be short and should include: the full address of the individual to whom the letter is addressed, an opening sentence that says the Superintendent is pleased to support your proposal, a brief statement about what the funding will be used for and the benefit it is expected to bring. Be sure to include the name of the proposal and the name of the school and/or office involved.  Signed letters will be returned by fax or mail as you request. Allow at least three days for the process.

Attachments:


Cover Memorandum for Grants Approval

School Committee Policy Statement: Externally Funded Initiatives

FY 2008-2009 Budget Guidelines for Grants

The Grant Manager’s Job



For more information about this circular, contact:

	Name:
	Monica Roberts

	Department:
	Federal & State Programs

	Mailing Address:
	26 Court Street, Boston, MA  02108

	Phone:
	617-635-9700

	Fax:
	617-635-9221

	E-mail:
	mroberts@boston.k12.ma.us


Carol R. Johnson, Superintendent 

Attachment #1 
Complete and submit with a full copy of your proposal to the Office of Federal & State Programs, 26 Court Street, Boston, MA  02108, for approval by the Superintendent and acceptance by the School Committee

SCHOOL COMMITTEE ACCEPTANCE FORM - Attach additional pages as necessary

	Program Name


	

	Program Status & Duration


	

	Funding Source & Contact Information
	

	Annual Amount

	

	Matching 


	

	Start & End Dates


	

	Subjects


	

	School Committee Goals

Check all that apply


	
	· Whole School Improvement

· Safe, Caring Learning Places

· Literacy and/or Math

· Student Work and Data
· Operations and Business Support
	
	· Best Practices Effective, Respectful Communications

· Aligned resources

· Family, Community & Partners

· Professional Development

	Program Locations


	

	Program Description


	

	Major Activities


	

	Indicators of Success


	

	Target Audience


	

	Number of Students Served


	

	Grades Served


	

	Language Groups


	

	External Partners


	

	Grant  Manager 


	

	Administrative Head/Supervisor


	

	Signatures for internal approval:

	
	Name & Title
	Signature & Date

	BPS Grant Initiator
	
	

	
	
	

	Administrative Head/Supervisor
	
	


Attachment #2
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Attachment #3

BOSTON PUBLIC SCHOOLS BUDGET GUIDELINES FOR GRANTS

HOW MUCH DO THINGS COST?

FY 2008 - 2009   Revised  August  2008
SALARIES

	Actual Salaries v. Average Salaries: Except for Title 1, when budgeting individuals who are already funded by a grant, budget their real salary amounts.  Obtain actual salary information from Payroll at (617) 635-9460.

	
	AVERAGE SALARIES
	
	

	Expense

Code
	Expense Category
	
	FY 2008 – 2009 Amount

	51102
	Substitute, per day
	
	$119.65

	51002
	Teacher, full-time
	
	$76,751

	51002
	Teacher one day a week,               
	FTE 0.2
	$15,350

	51002
	Teacher two days a week              
	FTE 0.4
	$30,700

	51002
	Teacher three days a week            
	FTE 0.6
	$46,050

	51002
	Teacher four days a week            
	FTE 0.8
	$61,400

	51019
	Professional Support
	
	$81,033

	51020
	Itinerant Pupil Support
	
	$85,897

	51021
	Program Support
	
	$84,569

	51024
	Guidance
	
	$82,834

	51027
	Secretary Clerical
	
	$49,761

	51034
	Technical Supervisor
	
	$69,603

	51036
	Community Field Coordinator
	
	$45,781

	51039
	Instructional Aide  full-time
	
	$26,401

	51039
	Instructional Aide one day
	
	$5,280

	51043
	Bilingual Aide
	
	$26.617

	
	PART TIME COMPENSATION
	
	

	51202
	Overtime rate for teachers
	$39.24

	
	Stipends for grants funded work - you may use a lump sum rather than an hourly rate but may in no case exceed the hourly rate. Time sheets must document all stipend work.
	

	
	Translators, Roman alphabet per page for schools
	
	$35 

	
	Translators, non-Roman alphabet per page for schools
	
	$45 

	51303
	Secretary/Clerical Part-Time
	
	$7,373

	51203
	Custodial overtime per hour 
	
	$42.76

	51305
	Non-Academic Part-Time
	
	$6,116

	
	
	
	


	
	FRINGE BENEFITS
	
	

	All individuals working 20 hours or more each week are entitled to fringe benefits.  Budget benefits for all part time positions greater than 0.6

	51401
	Health Insurance, full-time
	
	$13,888

	
	Health Insurance, one day week
	
	$2,778

	
	Health Insurance, two day week
	
	$5,556

	
	Health Insurance, three day week
	
	$8,334

	
	Health Insurance, four day week
	
	$11,112

	51901
	Medicare, staff hired after April 1, 1986
	
	1.45% salary

	51501
	Pensions, applies to all grants
	
	9% salary

	51402
	Health & Welfare teachers
	
	$1,361

	51402
	Health & Welfare paraprofessionals
	
	$848

	51601
	Unemployment
	
	$237

	51701
	Workman's' Compensation
	
	$355

	
	GOODS & SERVICES 
	
	

	53801
	Instructional  Supplies
	Use current catalogs and budget on a per pupil basis. Add 10% for shipping.

	53909
	Office Supplies
	Estimate $25.90 per carton for copier paper.

	52110
	Telephone
	For new lines only budget $150 per line.

	52604
	Repairs and Maintenance
	Call Facilities Management 635-9135

	54904
	Facilities Rental
	Call leasing agents/owners.

	52811
	Field trips


	Transportation Officer 635-8892 

	52803
	Mileage Reimbursement
	Travel by automobile at the rate of 50.5 cents per mile, or as mandated by specific collective bargaining agreements.

	52802
	Travel, airfare
	Documented actual for pre-approved travel

	52802
	Travel, lodging
	Hotel charges are limited to $200 per night-- see Travel Policy for details

	52802
	Travel, meals
	Not to exceed $50 per day with supported original receipts. A maximum of $25 per day without documentation 

	
	
	
	

	
	
	No out-of-state travel on state grants.

	55901
	Instructional Equipment
	Federal/state definition items over $5,000

	
	
	
	Use current catalogs and budget on a per pupil basis where appropriate. Add 10% for shipping.

	55903
	Computer hardware and software
	Call Technology Office (OIIT)for special BPS contract rates 635-9199

	52907
	Contracted Services BPS employees may not be paid as consultants. Only for outsiders. Up to $2,500 get three telephone bids and $2,500 to $10,000 get three written bids, and then requisition. For $10,000 and up requisition early, attach specifications and suggested bidders; allow at least 45 days for processing public bidding. NO WORK BEFORE CONTRACT IS EXECUTED (i.e., signed by the Mayor ) Generally, do not use funding for food for staff members. 

	52901
	Contracted Printing
	Call three potential printers for prices.

	53603
	Postage
	$  .42 piece 

	51801
	Indirect Rate
	Budget 3.59% for grants over $50,000.




	HELPFUL INDIVIDUALS



	BEDF
	Pauline Russo
	635-9700

	Budget
	Francine Bouchard
	635-9698

	Computer Information 
	Solimar Cruzado
	635-9199

	Facilities Issues
	Andy Puleo
	635-9127

	Grants – School Committee Approval
	Catherine Smith
	635-9302

	Grants Budget Transfers/Amendments
	Anita Phillip
	635-9573

	Grants Development & Approvals
	Monica Roberts
	635-7936

	Grants Fiscal Reports/Revenue Requests
	Frank Gorski
	635-9106

	Invoices & Payments
	Kathy Picarello
	635-9469

	Payroll – salary for existing positions
	Denise Jordan
	635-9463

	Personnel Records
	Ed Kelleher
	635-9670

	HR - Director of Staffing
	Bob Kollar
	635-9617

	Playground Planning
	Khadijah Brown
	635-9117

	Purchasing, contracts
	Ed Glora
	635-9478

	Substitute Teachers
	Janice Daly
	635-9380

	Textbooks
	Dolores Silvestri-Sullivan
	635-9456

	Telephones
	Tracey Cruthird
	635-9090

	Translations
	Alma Berggen
	635-9435

	Transportation - field trips
	Joyce Berman
	635-9520

	Unadvertised contracts
	Ed Glora
	635-9478

	BUDGET TIPS



	1. 
	A good planner foresees all the needs of the project and budgets adequate amounts in the right expense codes.  Use the salary, benefits, goods and services chart above as a checklist. 



	2. 
	Base your budget on your conservative forecast for your current year allocation. It is easier to add than subtract when you find out your exact allocation.



	3. 
	When planning contract items, be sure to TALK with the organizations you plan to contract with to get prices and check availability. Talking does not commit you (or BPS) to a contract but it does improve your budgeting.



	4. 
	Budget as accurately as you can for all budget items - use catalogs or make calls. 



	5. 
	A budget is only a plan. You can change it later, but changes are a lot of paper work.



	6. 
	Be sure your grant narrative matches your budget.  Don't put anything in the budget you haven't explained in the narrative.



	7. 
	Keep your budget simple.  A few big line items are easier and more flexible to manage.  Use only whole numbers.  No pennies! Round up.



	8. 
	There are always people willing to help. It’s smart to ask for help.


Attachment #4


THE GRANT MANAGER’S JOB

Most fund managers are generalists, skilled in many program & operations areas.  Many fund managers are also program experts and program managers.  All fund managers are relationship managers, and relationships are resources.  All fund managers are liaisons with program officer, whether state, federal, or foundation.


Doing a good job with a grant means meeting the program goals for the grant, spending all the money, and filing the required reports, all within the required time limits.  The designated manager of a grant, whatever his or her title or other duties may be, is responsible for the following work:

1.
Knowing all the regulations that apply to the grant, and knowing all the School Department and City Auditor’s procedures for the business aspects of managing the grant.
2.
Budgeting the grant, which includes preparing a budget for the funding source (proposal), setting up an initial account with the School Department (award notice, school committee vote and credit transfer) and setting up an account with the City Auditor (credit transfer package) or BEDF.

3.
Processing grant expenditures, which includes arranging payroll (circulars, position control numbers, PS-03 forms to hire, PS-08 and PS-09 forms for stipends, contracts for consultants); and arranging non-salary purchases (requisitions and invoices).

4.
Processing budget changes (amendments, transfers and credit or debit transfer). 

5.
Ensuring that expenditures are correctly charged and that no incorrect charges are charged to the grant (monitoring printouts, debit transfers).

6.
Ensuring that all funds are expended within the grant period and for the purpose allowed, i.e., carrying out the grant’s approved education plan and activities.

7.
Maintaining accurate, thorough, systematic records, including files documenting initial awards and amendments, personnel, payroll, requisitions, invoices and purchase orders of all non-salary expenditures; inventory of equipment; interim and final reports.

8.
Preparing final program reports and closing grant accounts at the School Department and the City Auditor’s Office.

Not infrequently, grant managers pick-up in midstream.  In such cases, responsibilities include completing management of grants awarded in previous years. The first step in grants management is to contact the Office of Federal & State Programs to discuss managing the grant.  Winning grants depends on the quality of programs and proposals and the reputation of the BPS as a grantee.  The work of each fund manager impacts directly on BPS’s capacity to raise funds through grants.  Grants are audited annually; results count. 

