
 

 

Administrative Procedure 514 
  
 

AP 514 - MANAGEMENT OF SCHOOL BASED GRANT GENERATED FUNDS 
 
Background 
 
Schools searching to acquire additional funding and resources to provide enhanced educational 
opportunities for students of the District may engage in initiatives, such as grant writing, for the 
purpose of generating revenue. Applications for revenue generation through grants require prior 
notification of the Associate Superintendent.  
 
The purpose of this Administrative Procedure (AP) is to ensure that all school-based grant 
generated revenues are safeguarded and controlled, the reputation of the District is protected, 
and that record systems are maintained to account for these funds.  
 
Guidelines for grant generated funds: 
 
The grant process follows a linear lifecycle with four phases: 
¶ Phase 1: Pre-award 
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Phase 2:  
1. The principal is responsible for notifying via email the Associate Superintendent after 

being awarded a grant. 
2. The principal is responsible for submitting grant documents in excess of $500 to the 

Finance Department within ten (10) business days to be set up in the District’s financial 
system, which may require creating special account strings to fully track the related 
activity.  
Required documents are:  

1) Grant Award Letter/Agreement  
2) Completed Grant Information/Application Form  
3) Appropriate Grant Funds  

 
Phase 3: 

1. Accounting of the grant funds must be maintained to enable an auditor to verify that 
funds have been used for the purpose for which they were collected. 

2. All books will be closed off annually for the year ending June 30th unless the District is 
notified regarding a different end point.  

3. A statement of receipts for the grant will be submitted annually to the District prior to 
June 30th. The school principal must certify this statement. 

4. Assets purchased from grants will permanently remain the property of the school 
district. 

5. The school principal is responsible for delivering the grant deliverables under the terms 
and conditions.  

6. The school principal monitors costs and makes sure the costs are allowable and within 
the grant award.  

 
Record Keeping  

1. The school principal must maintain all documents (purchasing, bidding, and 
communications 
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