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OVERVIEW  

 
The Grant Procedures Manual has been developed to assure adherence to established accounting 

and compliance procedures of Wicomico County Public Schools (WCPS), the Maryland State 

Department of Education (MSDE), and other funding agencies.  This manual was designed to: 

 Standardize the grant application process for WCPS 

 Give access to information and rules for grant proposal development and compliance 

 Provide a clearly delineated set of procedures for WCPS grant applicants 

 Meet the financial and programmatic reporting requirements mandated for grants by 

MSDE and other funding agencies.   

If there are any questions regarding this manual or the proposal development, submission or 

reporting process, please contact the WCPS Grants Specialist (ext. 65524) or the WCPS Grants 

Accountant (ext. 65212). 
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MESSAGE FROM THE SUPERINTENDENT 
 

 
April 2020 
 
Beginning with four Vision Points in 2016, we imagined a bright future for students in Wicomico 
County Public Schools. With confidence, we have continued to believe that through a very 
strategic plan, we can accomplish goals established to bring our aspirations to reality. Each year 
we have persevered in our commitment to supporting student success through high expectations, 
equitable access to high-quality learning opportunities, evidence-based interventions, and 
effective resource allocation. We aim to ensure that all students are prepared to achieve success 
in college and/or careers beyond high school. We continue our momentum focused on the original 
three goal areas, kindergarten readiness, graduation rate, and teacher recruitment and retention, 
with special emphasis on a fourth critical priority, ensuring safe schools. In an era of increasing 
needs and decreasing funds, every effort must be made to enable Wicomico County to obtain the 
resources necessary to help all students reach their potential.   
 
The Grant Procedures Manual has been revised and updated to reflect current information and to 
streamline the internal grant approval process.  Please use the manual as a guide to help you 
develop the most effective proposal possible in pursing educational funding.  This information 
will be updated periodically and will be posted on the Wicomico County Public Schools website 
for your reference. 
 
I wish you luck in your quest for funding programs to enhance Wicomico County Public Schools 
and thank you for your continued hard work and commitment to our students. 
 
Sincerely, 
 
 
 
Donna C. Hanlin, Ed.D. 
Superintendent of Schools 
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WHAT IS A GRANT? 
 
 Grants are non-repayable funds disbursed by one party, often a government department, 

corporation, foundation or trust, to a recipient, often a nonprofit entity, educational institution, 

business or an individual. Grants are made to fund and support a specific project or program and 

require some level of compliance and reporting. The grant writing process involves an applicant 

submitting a proposal to a potential funder, either on the applicant's own initiative or in response 

to a Request for Proposal from the funder.  Please refer to Appendix A for a list of key personnel 

and Appendix B for a list of Grant Terminology 

 
GRANT APPLICATION, SUBMISSION, AND REPORTING PROCESS 

 

Notice of Availability of Funds 

 Grant opportunities are issued by government agencies, foundations, or private sources 

through a Request for Proposals (RFP) or grant announcement.  The announcements may be 

found either on a website, listed in an educational publication, or circulated through some other 

means. These listings usually have a specific purpose for use of the funds and eligibility.  If you 

have a project that corresponds to the announced purpose, and the proposed project meets the 

eligibility criteria, you may apply for the grant.  Conversely, you can identify a project that your 

school or department would like to implement and research funding possibilities for that project. 

The WCPS Grants Specialist will be able to assist in the search.  

 Discuss the proposal idea with your building principal and/or your direct supervisor.  

Once they have given their support, contact the Grants Specialist who will assist in following the 

RFP guidelines, reviewing the proposal, developing the project budget and assisting in obtaining 

approvals prior to submitting the grant.  
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Note:  If the project or program will affect the grounds or buildings; require a change of any kind to a 

facility; or the purchase of technology, then the Program Impact Approval Workflow must be completed 

online (available in XIA Links) which your building principal or supervisor must submit and have 

approved prior to submitting a grant proposal. 

Proposal Development and Proposal Narrative 

A proposal to obtain grant funds for a project should be developed in collaboration with 

the personnel who will be involved in the project’s implementation. A strong proposal will 

support an innovative program that will utilize cost-effective resources to meet the objectives.  

The standard proposal development process follows basically the same set of steps regardless of 

whether the funding source is the Federal Government, State Government, foundations or 

corporations.  In writing the proposal, carefully follow the guidelines and format included in the 

RFP or grant application package.  The Grants Specialist will provide assistance in this process.   

The Golden Rule of grant writing is to be specific. Vague and general statements will not 

portray the need efficiently.  Use statistical support and examples and provide a clear picture of 

the project and the expected outcomes.  An overview of the proposal narrative is provided below:   

Executive Summary or Abstract:  The first few pages of the proposal are the most 

important.  The overview of the entire project should be summarized providing key 

information that will convey the urgency of the need and the necessity for the project.   A 

brief statement (one to two paragraphs) should provide information regarding the 

problem and the data to support the issue.  A short description (one to two paragraphs) 

should follow of how the problem will be addressed including the parameters, how many 

individuals will benefit, and who will be responsible for the implementation and 

administration.  Also included in the summary should be an explanation of the funds 

required for the project and the sustainability of the program at the end of the grant 
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funding period.  Finally, a brief statement emphasizing the capability and qualifications 

possessed to carry out the proposal.   

Statement of Need:  Describe the need for the project and support it with appropriate 

quantitative and qualitative data.  Sources for this data may include the Maryland School 

Report Card (www.mdreportcard.org); school and school system data on enrollment, 

percentage of Free and/or Reduced Meals (FARM) students, and disciplinary information; 

and outside sources such as the Census Bureau and Local Management Board (LMB).   

Qualitative data may be available from surveys, evaluation forms, and reports.   Contact 

the Grants Specialist or Instructional Data Analyst for data assistance. 

Goals and Objectives:  The goals and objectives should relate to the need that was 

identified in the previous section.  A goal is a broad and long-term target while the 

objectives are more short-term.  Both goals and objectives should be measurable, realistic, 

and outcome oriented, indicating a change in status, for example an improvement in 

reading test scores or a decrease in office referrals for a target population. 

Plan of Operation:  A detailed plan of operation should identify what strategies and 

activities will be implemented during the grant period to reach the objectives.  Support 

your choice of strategies with reference to evidence indicating that these have been 

successful in this or other school systems or with the targeted population.  Often this 

section will also include a management plan, a timeline, and a listing of key personnel.  

Evaluation:  The proposal should include both ongoing and final evaluations.  The 

evaluations should be designed to demonstrate the effectiveness of your program and be 

linked to the goals and objectives.  Describe the process for data collection and the 

personnel who will conduct the evaluation.  Include a plan for dissemination of the results.  

http://www.mdreportcard.org/
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Budget:  The budget section consists of a detailed budget narrative and a completed 

budget spreadsheet.  The budget must correspond to the program narrative.  The Grants 

Specialist will assist in preparing the project budget and will provide you with a budget 

template in Excel format that is tailored to your specific grant.  The budget narrative 

should indicate the purpose of the expense, the unit cost, the number of units and related 

computations, and the total amount requested.  Some funding sources also require 

matching funds to be shown in the budget narrative and forms.  The budget narrative must 

be organized within the budget categories required by the funding source, as indicated in 

the RFP or grant application. Please remember:  1) Fixed costs must be added to all 

salary/wages requests at the approved rate; 2) All grants over $5,000 should include the 

approved rate for indirect charges.  The Grants Specialist will assist you with this 

information.  Every item in the budget should be referenced in the proposal narrative.  Be 

sure to allow sufficient time for consultation on the budget development process for review and approval by 

Supervisors, Superintendent, Grants Accountant and Comptroller. See Appendix C for a sample 

budget narrative and related budget information.   

Assurances Statement:  Many funding agencies (including MSDE and other government 

entities) require acceptance of an “Assurances” statement, which must be signed by the 

Superintendent.  All assurance certification statements must be reviewed closely to avoid 

any misunderstanding between WCPS and the funding agency.  The assurances for the 

grant will be provided with the RFP.   A sample set of assurances from MSDE is included 

in Appendix D. 

     Schedule your work on the proposal to allow time for the internal approval process (Appendix E) and 

requirements to be completed prior to the grant being submitted and before the proposal due date. 
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Internal Approval Process: 

 Prior to submitting a proposal to a funding source, the internal approval process must be 

completed.  Please allow at least 5 workdays for budget review and to obtain all required 

approvals.   

• The Grants Specialist will input the grant information into the Grants Module in Business 

Plus. 

• Business Plus will initiate a workflow to the appropriate individuals to receive approval 

to submit the grant. 

• The Grant Accountant or Grants Specialist will complete the Superintendent’s Signature 

Request Grants Approval Form (Appendix F). 

• Once all required approvals are obtained, the proposal may then be submitted to the 

funding source.   

• The Grants Specialist will inform the Board on a monthly basis of all grant proposals 

submitted, awarded grants, and denials.  Please Note:   If the project or program will affect the 

grounds or buildings; require a change of any kind to a facility; or the purchase of technology, then the 

Program Impact Approval Workflow must be completed online which your building principal or supervisor 

must submit and have approved prior to submitting a grant proposal. 
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Grant Award: 

 The Superintendent or project director will be notified of the outcome of the proposal 

review process – the granting of the award or a denial of the request. Once informed of the 

outcome of the grant request, please notify the Grants Specialist via email if the proposal is 

funded; provide a copy of the grant award letter and copies of all budget and reporting forms to 

the Grants Specialist and Grants Accountant.   

Please Note:  Do not expend any money from your grant until you have received a copy of the grant award letter 

and have received account numbers from the Grants Accountant.  See Appendix G for a sample grant award letter 

from MSDE. 

Grant Change/Amendment: 

Most funding agencies have specific procedures to follow for budget and program 

amendments.  The U.S. Department of Education and MSDE require budget changes to be 

submitted no later than 45 days prior to the end of the grant period.  The MSDE Grant Change 

Request form must accompany every request for an amendment or change to an MSDE grant. This 

form will serve as the transmittal for all correspondence involving the grant after award.  Because 

the funding agency will monitor adherence to the original budget submission, it is imperative that 

the project director review the financial progress on a monthly basis. The Project 

Director/Coordinator should contact the Grants Accountant in the finance department to assist 

with this task.  Failure to monitor on a regular basis could result in not obtaining approval for a 

budget amendment in a timely fashion, denial of the request, or over-expending the grant. 

Process, Final Program and Financial Reports: 

Reporting requirements vary based on the funding agency.  Grant reporting requirements 

are usually sent to the project director along with the grant award letter.  Guidelines must be 

followed, and all reports must be submitted, on schedule in order to retain grant funding.  The 
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project director will write and submit all program reports.  The Grants Accountant will develop 

all required financial reports.  It is the responsibility of the project director/coordinator to inform 

the Grants Accountant of when reports are due.  MSDE has developed standardized forms for this 

purpose, along with procedures for grant monitoring, however each MSDE division will decide 

the frequency of review for the grants it awards.  Progress report schedules vary so it is important 

to note the report schedule provided by the funder so that all reports are completed by the due 

date. 

Funding agencies will perform fiscal reviews of projects at their own discretion.   MSDE 

performs “Desk Monitoring” and “Onsite Monitoring” reviews.  Other funding agencies have 

developed their own procedures for fiscal review.  Be sure to follow the guidelines specific to your 

grant. Do not hesitate seek assistance when questions arise.  

Please Note: The funding agencies’ Grant Manager or Program Coordinator should be contacted if any questions 

arise. If uncertain as to the contact person, contact the Grants Specialist for assistance.  
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APPENDIX A 

Key Personnel 

 

NAME TITLE 

Dr. Donna C. Hanlin Superintendent 

Dr. Frederick Briggs 
Assistant Superintendent for Instruction - Chief Academic 
Officer 

Micah Stauffer  Chief Finance and Operations Officer 

Kimberly Miles 
Assistant Superintendent 
Student and Family Services 

Jesse Reid Comptroller  

Dr. Bonnie Ennis 
Supervisor of School Improvement, Accountability and 
Strategic Planning 

Karen Parsons Supervisor of Assessment and Accountability 

Courtnie Jones Grants Specialist 

Tom Ferretti  Instructional Data Analyst 

LaShaunda Smith School Improvement Office Associate 

Emily Norman Grants Accountant 

Leisl Ashby Director of Facility Services 

Don Brady Director of Secondary Education 

Susan Jones Director of Elementary Education 

Robert Langan Director of Technology 

Ruth Malone Director of Curriculum/Professional Development 

Kelley Morris-Springston Director of School Climate and Safety 

Vince Pavic Director of Human Resources 

Bonnie Walston Director of Special Education  
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APPENDIX B 

Grant Terminology 

The list below includes information contained in Request for Proposals (RFP). 

Term Definition 

Abstract: A brief overview of your proposal. 

Applicant: The entity requesting a grant. 

Budget period: An interval of time into which a project period is divided 
for budgetary purposes. 

Deadline for Receipt of Applications: Date by which a proposal is due in order to be considered 
for funding. 

Deliverables: Quantifiable goods or services that will be provided upon 
the completion of a project.  Example:  in a project meant to 
upgrade a technology; a deliverable may be new computers.   

Direct Costs: Expenses for personnel, equipment, supplies, contractual 
services, and other expenses needed for the project.   

Dissemination Date: Date Request for Proposal is announced 

Eligibility: Agency who is qualified to apply for a grant (The Wicomico 
County Board of Education is considered a public school 
entity 

Fixed Charges/Costs: Percentage of the total salary to compensate for health 
insurance, workman’s compensation insurance, etc. added 
into the budget of the grant. 

Funding Agency: Organization that is offering grant funding 

Grant: A sum of money given by an organization to fund a specific 
project or program. 

Indirect Costs: A cost not directly related to the project.  Please consult the 
Grants Specialist or Grants Accountant for the current rate. 

In-Kind Contribution: Goods or services provided by the recipient or other source 
in lieu of providing cash. 

Matching Requirement: Percentage of funds required, either in cash or in-kind, from 
other sources to equal the amount received through the 
grant.   (Please note:  If any personnel are utilized as in-kind, the 
Personnel Activity Report (PAR) must be kept and tracked to 
document time and effort.)  
 

Outcomes: Benefits or changes the project will have. 
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Term Definition 

Priorities: Significance of program or project for this funding cycle 

Project Director or Monitor: The person who will be responsible for submitting the 
reports and requirements after the grant is funded; or, the 
person who may be contacted with any questions or 
concerns regarding the grant proposal.   

Proposal Requirements: Content required in the proposal, limitation and scoring 
criteria. 

Purpose: General point of the program or project 

Range of Grant Award: Total amount that the applicant may request for funding of 
the project or program 

Reporting Requirements: Information mandated by the grant that will need to be 
submitted if awarded. 

Request for Proposal (RFP): An invitation from a funding agency to submit applications 
on a specific topic with a specific purpose. 

Submission Requirements: Outline for submitting the proposal.  

Sustainability:  Description of how the project will continue once the 
funding period ends. 

Target Population: Who program or project will serve 

Technical Assistance: Meeting held to discuss the requirements of the grant 
proposal and opportunity to ask and questions and have 
concerns addressed regarding the grant process.  

Total Funds Available:  Total amount of funds being distributed from funding 
agency 

501(c)3 An Internal Revenue Code for an organization that is 
organized and operated exclusively for exempt purposes.   
**The Wicomico County Board of Education is not considered a 
501(c)3   
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APPENDIX C 

Sample Budget Template 

Category/ Object Line Item Calculation Total 
Salary & Wages  

        
        
        

        
TOTAL $0 

Contracted Services 
        
        

TOTAL $0 
Supplies and Materials 

        
        
        

TOTAL $0 
Other Charges 

Fixed Charges - 
Other Charges 

  Fixed Costs for 
Stipends  

$0 

Indirect Costs    $0 
TOTAL $0 

Equipment 

  
      
      

TOTAL $0 
GRAND TOTAL 

  $0 
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APPENDIX D 

Sample Assurances 

By receiving funds under this grant award, I hereby agree, as grantee, to comply with the following terms and conditions. 

1. Programs and projects funded in total or in part through this grant shall operate in compliance with SATTE and federal statutes 
and regulations, including but not limited to the 1964 Civil Rights Act and amendments, the Code of Federal Regulations (CFR) 
34, the Elementary and Secondary Education Act, Education Department General Administrative Regulations (EDGAR), the 
General Education Provisions Act (GEPA) and the Americans with Disabilities Act (ADA). Vendors, subgrantees, and/or 
consultants, including officers and employees shall comply with the Family Educational Rights and Privacy Act at all times (20 
U.S.C. §1232g). 

2. Grantee shall assure that its facilities are accessible to individuals with disabilities as required by the ADA and applicable 
regulations. The grantee shall not discriminate against individuals with disabilities in the provision of its services and programs 
unless to do so would be an undue burden or result in fundamental alteration in the program as those terms are used in the ADA 
and its implementing regulation. The State reserves the right to inspect the grantee's facilities at any time to determine if the 
grantee is in compliance with ADA. The grantee shall bear sole responsibility for assuring that its programs conforms for the 
section 501c. of the ADA (42 USC 12201) as a bona fide benefit plan. The grantee shall indemnify and hold the State harmless in 
any administrative proceeding or action brought pursuant to the ADA for all damages, attorneys' fees, litigation expenses and 
costs, if such action or proceeding arises from the acts of grantee, grantee's employees, agents or subgrantees 

3. By accepting federal funds, the recipients certify that they have complied with Federal Executive Order 12549, Debarment and 
Suspension set forth in 2 CFR §180, and that, a signed Certification Regarding Debarment, Suspension, Ineligibility and 
Voluntary Exclusion form has been filed with Maryland State Department of Education Project Monitor. 

4. Grantee shall establish and maintain fiscal control, fund accounting procedures by fund, as set forth in 2 CFR §200 and in 
applicable statute and regulation. By accepting federal funds, the recipient agrees that the amount of the grant award is 
contingent upon the receipt of federal funds. Grantee shall retain all records of its financial transactions and accounts relating to 
this grant for a period of five years, or longer if required by federal regulation. Such records shall be made available for inspection 
and audit by authorized representatives of MSDE. 

5. Entities expending federal funds of $750,000 or more in a single fiscal year, must have an annual financial and compliance audit 
in accordance with 2 CFR Subpart F 200.500 et. seq. 

6. The Maryland State Department of Education (MSDE) may, as it deems necessary, supervise, evaluate and provide guidance and 
direction to grantee in the conduct of activities performed under this grant.  However, MSDE’s failure to supervise, evaluate or 
provide guidance and direction shall not relieve grantee of any liability for failure to comply with the terms of the grant award. 

7. Grantee shall adhere to MSDE reporting requirements, including the submission of all required reports. Failure to submit 
complete, accurate, and timely progress and final reports may result in the withholding of subsequent grant payments until such 
time as the reports are filed. 

8. Grantee must receive prior written approval from the MSDE Program Monitor before implementing any programmatic changes 
with respect to the purposes for which the grant was awarded.  Unless a division implements a stricter policy, grantee must 
receive prior written approval from the MSDE Program Monitor for any budgetary realignment of $1,000 or 15% of total object, 
program or category of expenditure, whichever is greater. Grantee must support the request with the reason for the requested 
change. Budget realignments must be submitted at least 45 days prior to the end of the grant period. 

9. Requests for grant extension, when allowed, must be submitted at least 45 days prior to the end of the grant period. 

10. Grantee shall insure that programs and projects that offer web-based or  technology band  instructional  products or  programs 
which are funded in total or in part through this grant will operate in compliance with Section 508 of the Federal  Rehabilitation  
Act of 1973 as amended and Section 7-910 of the Education Article, Annotated Code of Maryland. 

11. Grantee shall repay any funds that have been determined through the federal or State audit process to have been misspent, 
misapplied, or otherwise not properly accounted for, and further agrees to pay any collection fees that may subsequently be  
imposed by the federal and/or State government. The repayment may be made by an offset to funds that are otherwise due the 
grantee. 

I further certify that all of the facts, figures, and representations made with respect to the grant application and grant award, 
including exhibits and attachments, are true and correct to the best of my knowledge, information, and belief. 

 

Superintendent of Schools/Head of Grantee Agency       Date 
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APPENDIX E 

SUMMARY OF GRANT PROPOSAL PROCEDURES 

For Grant Applications from Schools 

Internal Approval Process 

 

1. Obtain verbal approval from Principal/Supervisor to begin proposal. 

2. If necessary, have your Principal/Supervisor complete the Program Impact Approval Workflow if the 

proposed project or program will affect the grounds or buildings; require a change of any kind to a 

facility; or will be utilized to purchase technology.  The workflow must be submitted and approved prior to 

submitting a grant proposal. 

3. Contact the Grants Specialist (x4532) or by email. 

4. Prepare the rough draft of the proposal. 

5. Email the rough draft to the Grants Specialist for review. 

6. Utilize the sample budget template to begin the grant budget. 

7. Obtain approval to submit the grant ~ The Grants Specialist will input the grant information into the Grants 

Module in Business Plus.  Business Plus will initiate a workflow to the appropriate individuals to receive approval to 

submit the grant. The Grant Accountant or the Grants Specialist will complete the Superintendent’s Signature Request 

Grants Approval Form (Appendix F).   Once all required approvals are obtained, the proposal may then be submitted to 

the funding source.  The Grants Specialist will inform the Board on a monthly basis of all grant proposals submitted, 

awarded grants, and denials.  Please allow at least 5 workdays for budget review and to obtain all 

required approvals.   

8. Submit the proposal. 
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APPENDIX F 

Superintendent’s Signature Request Grants Approval Form 
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APPENDIX G 

Sample Approval Letter 

 

  


