Process for Applying for Grant Funding

It is necessary to coordinate grant efforts in the district to avoid flooding funders with inappropriate applications or submitting competing proposals to the same funder. It is also necessary to review proposals to outside funders to ensure that the applications:
· Match the funders’ requirements

· Accurately reflect school/district strengths and needs

· May be fully and effectively implemented as proposed 

· Do not obligate the school/district to additional matching costs
· Do not obligate the school/district to burdensome administrative requirements
Steps to submitting a grant to an external funding source (These steps do not apply to grants from the Schenectady Teachers’ Center or the Schenectady City Schools Foundation for Educational Excellence)
1. You must first receive approval from your building principal.  
2. Notify the Development Office of your intention to apply for outside grant funding (please use the attached form and email to Suzanne DeWald, Development Officer at dewalds@schenectady.k12.ny.us ).
3. Notification must be made to the Development Office as soon as possible (a minimum of one week is requested).
4. Please submit a copy of the grant narrative and budget for prior review if requested by the development office.
5. If the Superintendent’s signature is needed, the full proposal and budget must be submitted to the Development Office a minimum of 3 business days before the grant submission deadline (the Development Office will obtain the signature).  
6.  Submit your proposal following the funder’s directions (online upload, mail, etc).

Always be sure to look for submission details such as, when mailing an 
application does it need to be postmarked by a certain date or does it need to be 
received by a certain date/time. There may also be specifics you need to follow 
when uploading an application such as time-in by.  

7. Send one (1) copy of your full grant proposal and budget to the Development Office.
8. Send one (1) copy of your full grant proposal and budget to the Business Office (Attention- Mary Ann Tote)

Date Received in Development Office____________
Statement of Intent to Submit a Proposal for Outside Funding
Form submitted by          Date          Application Deadline                                                                                    

Funding Source Name      
Website or web link information (if available)      
Do you have your Building Principal’s approval?  FORMCHECKBOX 

Proposal Writer       

                   
                                          (name)                                                          (location)                             

Proposal Writer                                                 


   (phone)                                                           (email)              

Project Manager                                                                       
 (person responsible for program implementation)
(name)                                            (location)                               

Project Manager                                                                        
 (person responsible for program implementation)
(phone)                                              (email)              
Proposal Title      
Maximum Budget Request            One Year  FORMCHECKBOX 
   or Renewable  FORMCHECKBOX 

Does this grant require a cash match?  Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 
 Amount or Percent      
Duration of Project        /                 New  FORMCHECKBOX 
 or Continuation  FORMCHECKBOX 


             (start date /finish date)

Summary (Describe below project purpose, location, target groups(s) or grade levels & community partners).









































Has author written grants before? Yes FORMCHECKBOX 
      No  FORMCHECKBOX 

If so, was funding receive? Please indicate amount, source, and date      
Please return completed electronic form as soon as possible to:

dewalds@schenectady.k12.ny.us
Suzanne DeWald, Development Officer

District Offices @ Steinmetz

 (Please note: You may be asked to submit a copy of the application)









