SISKIYOU COUNTY OFFICE OF EDUCATION

609 South Gold Street, Yreka CA 96097

grant and other funding procedure

In order to receive approval for grant or other funding, a department head or program director must complete a 3-step process:
Step 1:  
Complete the Overview and Preliminary Budget form (below) and request a SCOE Clearinghouse Committee Meeting to submit the form, obtain an approval to proceed and establish the application timeline. 



(For an initial meeting date, contact Lynn Padilla, 842-8412)
Meeting Date:    

	overview and preliminary budget

	
	
	
	
	
	
	
	

	
	
	New Grant
	
	Continuing Grant
	
	Other Funding (explain):
	

	
	
	
	
	
	
	
	

	Grantor/Agency Name:


	Project Title:


	Project Contact:



	Description of Grant/Project: (Attach announcement, application or supporting information, if any)



	Contract Period or Program Year:

                                                             
	Application Due Date:

              

	Preliminary Budget:

	1000 Instructional Salaries
	$
 

	2000 Non-instructional Salaries
	$
 

	3000 Employee Benefits
	$
 

	4000 Supplies and Materials
	$
 

	5000 Other Operating Expenses and Services
	$
 

	6000 Capital Outlay
	$
 

	7000 Other Outlay
	$
 

	
Total Direct Costs (Note any limitations)
	$
 

	
Total Indirect Costs (Note any limitations)
	$
 

	Matching funds required? If so, how much?
$
	Total Funding
	$


	Funding Issues and/or Considerations:



	SCOE Applicant Name:


	SCOE Department:


	Phone:



	Clearinghouse Determination

	Recommendations/Comments:

	Clearinghouse Approval to Proceed: (Committee Member Signature)
	Date:


Note: Future meeting dates and deadlines should be discussed and established at the initial meeting.

Step II:  
After receiving an approval to proceed, write the proposal (if applicable) and submit the final budget to the Business Services Department.  If the application form does not include a formal budget page, contact the Business Office for a sample format.


Date to Submit Final Budget:      

	Business Services Department Determination

	Recommendations/Comments:

	Approval to Proceed:  (Signature)
	Date:


Step III:
Submit the completed grant or funding application to the Clearinghouse Committee for final approval. Once approved, mail the approved application (if applicable). 


Final Meeting Date:


	Clearinghouse Approval

	Recommendations/Comments:

	Approval to Submit Application: (Committee Member Signature)
	Date:


Applicants:

· The grant writing process and procedure can be trying and time-consuming for applicants. Please allow sufficient time for accessing information, turning around paperwork and obtaining Clearinghouse Committee approval. Information regarding salaries/benefits, matching funds and budget details take time for staff to research.   

· If you have applied for a grant and received a notice of an award, you must wait until you have the grant agreement or contract from the grantor before proceeding.  

· If you received a donation or funding other than through the grant process, you may proceed with the project once we have received the funds and the Business Services Office has assigned the project an account code string.
· Grant amendments and/or extensions must be approved by the Superintendent or designee.
· All fiscal reports will be completed and approved by the Business Office before being submitted to the Grantor. 

· A percentage of the funds may be required of the Grantor before implementation of the grant. 
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