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ISSUES WE WERE EXPERIENCING

SO MANY GRANTS

CUMBERSOME AND
INCONSISTENT

LOST INFORMATION

TRACKING OF FUNDS

CARES/ESSER changed everything

Too many documents
Multiple grant managers=Multiple processes

Changes in staff
Lost in emails and numerous documents
Grant details
Plans
Reimbursements
Timelines

Allocated amounts
Reimbursed amounts
Remaining balances

It was clear that something needed to change!



ITEMS CREATED TO SUPPORT
THE PROCESS

Technical Assistance Guide

Details process from beginning to end
Details each stakeholder's
responsibility
Contact info for each grant

ALL GRANTS
Spreadsheet Workbook

Submission Folders

Table of Contents Sheet for
"At A Glance" view of ALL
Grants & Funds
Reimbursement Sheet
Individual Grant Sheets

FDOE required docs and signature pages
Reimbursement Folders

Itemized Expenditure Report
Invoices & POs
Evidence of Payment

FDOE required Data

Itemized Expenditure Report

Personalized for District use
Itemizes requests &
payment evidence



All Grants
Spreadsheet

Table of Contents

School Name and Contact Info

ALL Grants listed

Separated Annual from One Timers

Linked to each Grant sheet

Participation Status

Awarded Amount

Reimbursed Amount

Remaining Funds

Grant Closing Date

Jane Doe, Principal:  jane.doe@email
John Smith, Asst. Principal:  john.smith@email

Fictional
 



All Grants
Spreadsheet

Reimbursement Sheet
Grant title links to individual grant pages

Itemizes each request for reimbursement

Date of Request

Date of Reimbursement

Amount Requested

Amount Reimbursed

Details

Remaining funds

Each request links to a folder that houses 

Itemization Expenditure Report

Invoices and POs

Evidence of Payment



All Grants
Spreadsheet
Individual Grant Sheets

RFA
FDOE memos
Linked template for Itemized Expenditure Report 
Link back to Reimbursement spreadsheet

Required submitted forms
Assurances
Accountability Form
Link to Grant specific Submission Folder
Allocated funds
Date Certain
Enrollment Count
PPA amount

Item/Service to be purchased
Narrative/Rationale
Projected Amount

Explanation of change
Amount of increase
Amount of decrease
Date of revision

Grant Name
District Grant Manager(s) with contact info
General Grant Details (links)

School Specific Info and links

Projected Plan

Request for Amendment

Each sheet is color coded to indicate status or process

James Jones ( District grant manager):  j.jones@email
Katie Kat ( Charter office): K.kate@email



ITEMIZED
EXPENDITURE
REPORT

Linked in the Technical Assistance Guide (forces a copy)
Similar to FDOE's but personalized for district needs



Charter School Initials_Local, State, and Federal
Funds

SUBMISSION FOLDERS

Charter School Initials_ Name of Grant

Reimbursement Folder
FDOE Required Documents
Grant required data

*This folder may house a folder
for each year for recurring grants

Charter School Initials_ Name of
Grant_Reimbursements

This will house each
submission for reimbursement
folder.

Charter School Initials_ Name of
Grant_Amount of Request_Date

Itemized Expenditure Report
Invoices and POs
Evidence of Payment
Any relevant documents that
support the request

This will house:

A new one is created by the Charter School
for each request for reimbursement

Now both the school
and the district are
covered if there is an
audit!

Charter School Name



SUBMISSION FOLDERS
Inside a submission folder

Requestor directly link a submission folder in an email without
attaching all of the documentation.  Now, NO documents are
getting lost in emails!!!!

Now both the school
and the district are
covered if there is an
audit!



EMAIL REQUEST
Subject:  
Name of the Grant

Contents:  
Amount Requested
Link to Submission Folder

*NO documents attached!
Jane Smith

Fictional Charter Academy

Jane Smith



PROCESS

Create a submission folder (each submission gets it's own)

Insert all docs

Email stakeholders

Purchase/spend funds according to approved plan

Request Reimbursement

       *Naming convention:  School Initials_Grant Name Requested_Amt_Date

District 

Charter School

Create plan for usage
of funds in the
spreadsheet

Request approval of
plan via email to
stakeholders
Or refuse

Approve plan via email
to stakeholders

*Change color of
spreadsheet tab to
green

 
 
 
 

 Charter Dept
Ensure request mirrors plan
 Itemization matches invoices
 Checks math 
 Checks employees, if used for payroll
 Confirms with grant manager(s)

 Grant manager submits for transfer of funds and
communicates back to school
 Charter Dept. adjusts the spreadsheet to show reimbursed
funds and remaining balance

1.
a.
b.
c.
d.
e.

2.

3.

 
 

Timeline
Allocated amount
Required docs
Spreadsheet (red tab)

Share Grant Details

Create grant folder for
each Charter School

District 

Charter School

District 1

2

3

4

5



TECHNICAL
ASSISTANCE
GUIDE



CONTINUED
CHALLENGES

We are constantly working to improve the process for both Charter School staff and District staff.

Documents and folders that
are linked in the
spreadsheet, sometimes
block the requestor.

STAKEHOLDER ACCESS

Guiding them back to the
process vs "letting it slide"

FOLLOWING PROTOCOL

This has been a process that has
worked for our district due to the
use of Google that allows for living,
shared documents.
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