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OBJECTIVES 
 
This manual has been developed to assure adherence to established accounting and 
compliance procedures of Humble ISD, Texas Education Agency and other grantor 
organizations.  This manual was designed to: 
 

 standardize the grant application process at Humble ISD 
 

 outline steps for grant proposal development and compliance 
 

 establish a clearly delineated set of procedures for Humble ISD grant applicants 
 
If there are any questions regarding this manual or the proposal development, 
submission or reporting process, contact Jerri Monbaron, Competitive Grants 
Coordinator, Humble ISD. 
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STEPS IN THE GRANT PROCESS 
 
 

1. BUILDING UPON YOUR IDEA  
 
Most people begin their journey into grants with the thought “If only my students 
had . . . .” or “I wish I could give my students the opportunity to . . .”   Once this 
staff person realizes their campus or department budget does not have funds to 
make this dream come true, they often look to outside resources such as grants.   
 
We all have limited time these days so to make your grant search most 
productive, it is best to spend some time developing your idea into a concrete 
plan before searching for a funding source.  Therefore, the first step is to 
complete a Project Concept Form.  This will help you to get on paper your ideas, 
see what will be needed and what you already have to get this project off the 
ground.  It’s important to have a clear understanding of what the need is or what 
the problem is before you can find a solution through a grant (for more 
information, see “Establishing A Need” on page 7 of this manual). 
 
 

2. THE SEARCH BEGINS 
 
Once you have completed your Project Concept Form, you are ready to begin 
your search for a funder.  There are a couple of resources the district has 
provided to you: 
 
 Research grants posted on the district’s grant blog at 

http://humbleisdgrants.blogspot.com/ .   
 

 Research specific external websites for grants.  Some sites that I use 
frequently and recommend are listed at 
http://www.humble.k12.tx.us/commdev/Grants/grants_resources.htm. 
 

 Consider applying to the Humble ISD Education Foundation.  Their 
application is available January of each year.  Guidelines and information 
about previous winners can be found at www.humbleisdfoundation.org . 
 

 
3. YOU FOUND A MATCH! 

 
When you find a grant that is a good match for your project, complete an Intent to 
Submit Form before beginning your application.  Send this completed and signed 
form to Jerri Monbaron, Competitive Grants Coordinator at the Administration 
building.  At that time, she can discuss with you specific assistance she can 
provide to you in completing this application.  The only time this form does not 
need to be completed is if you are submitting an application to the Humble ISD 
Education Foundation. 
 
 

http://humbleisdgrants.blogspot.com/
http://www.humble.k12.tx.us/commdev/Grants/grants_resources.htm
http://www.humbleisdfoundation.org/
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4. STILL LOOKING FOR THAT PERFECT GRANT? 
 
If your search for a grant was not fruitful, send a copy of your completed Project 
Concept form (signed by your supervisor) to Jerri Monbaron and she will assist 
you in finding a grant or other funding opportunity for your project.  
 
 

5. LAST STEPS 
 
Once you have written your proposal and completed your grant application, 
please forward a copy to Jerri Monbaron, Competitive Grants Coordinator at the 
Administration building.  A copy of all grants submitted on behalf of Humble ISD 
are required for auditing purposes.  
 
If the application requires signature of “Authorized Person”, that is usually the 
superintendent.  Jerri Monbaron will obtain this signature after review of the 
proposal.  
 
 

6. IT’S TIME TO CELEBRATE 
 
Your hard work has paid off.  You got the good news that your grant is funded!  
Now it’s time to let everyone know.  Complete the Grant Received Form and 
forward to Jerri Monbaron at the Administration building.  She will publicize your 
good news in local and district publications.  In addition, she will work with you in 
setting up your budget within either your campus or district account and getting 
legal approval to accept the grant contract.  Do NOT sign any grant contracts 
without prior approval from our in-house legal counsel, Stephanie Rosenberg. 
 
 

7. DON’T FORGET TO SAY THANK YOU 
 
It is always important to follow-up with the funder once you hear back about your 
proposal, even if it wasn’t funded.  A well-written note thanking the funder for 
their time and asking for feedback on what you can do differently can go a long 
way in getting your second request funded.   
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PROPOSAL DEVELOPMENT 
 

 
I. Establishing Need 

 
We often begin our grant search with a wish list.  We usually hear about some new 
software another campus has or learn about some new curriculum at a conference.  
We know our school doesn’t have the funds to buy it so we go in search of a grant.  
But this is not the purpose of grants.  You must first establish the need.  Grant 
proposals are plans for change, not just requests for money.  Your need statement is 
the single most important section of your proposal that influences funding success.  If 
you don’t convince the funder of the need, you won’t convince them to write the check.  
And just because you want something, that does not justify a need.   
 
An effective need statement has the following seven components: 

 
 

A.  Describes the target population to be served 
 

Demographic data is important, but it’s not just about providing numbers.  
Translate those numbers to faces. Your needs statement is the “sad” section of the 
proposal.  Use appropriate “sad” words such as:  
 

almost, barrier, below, bleak, bottom, decreased, deficit, dependent, 
depressed, desperate, destitute, disadvantaged, discouraged, 
disheartened, hurdle, disregarded, disruption, distressed, failed, gloomy, 
grim, harsh, highest, high-risk, hopeless, ignore, impaired, inadequate, 
increased, infested, lacking, less than, lowest, minimum, miserable, 
needy, neglect, obstacle, outbreak, overlooked, pathetic, pitiful, plagued, 
poorest, poverty, severe, sparse, substandard, trapped, unacceptable, 
violent, widespread, worst.    

  
 

B.  Defines the problem to be addressed 
 

A problem or need is a gap, a discrepancy between the way things are and the 
way things out to be.  This gap provides the justification for how you address the 
problem.  You are painting a verbal portrait of the unacceptable conditions that 
exist.  Use “sad” words above. 

 

Describe why this problem is occurring or why it exist.  What are the consequences 
if these needs aren’t met? 
 
Avoid circular proposal logic.  For example, if you are seeking funding for new 
equipment make sure your need statement doesn’t sound like this: 

The problem is that our school lacks new computer equipment.  
The objective of our proposal is to acquire the computer 
equipment.  Our implementation strategy is to acquire the 



equipment and put it to good use.  Our evaluation plan will be to 
find out if we acquired and used the equipment. 

 

The lack of something does not justify acquisition – that’s circular logic.  In the 
above example, no real need was established.  A stronger approach would be: 

 

The problem is that our students’ failure rate is too high in five key 
courses.  Our activity objective is to decrease the failure rate from 
40% to 30% in the next three years.  One of our implementation 
strategies is to increase the amount of time students spend on 
computers, utilizing a research proven software the district 
purchased last year.   Therefore, six additional computers will be 
purchased.  Our evaluation plan will determine if the failure rate 
decreases. 

 

 

C.  Is related to the purposes and goals of Humble ISD and your  
     campus or department 

 

Cite school improvement plans, department goals, district vision, board of trustee 
proclamations – anything that will show your project will help accomplish the 
goals of your campus and/or district.   
 
 

D.  Includes quantitative and qualitative documentation and  
      supporting information 

 
Sources of data include surveys, statistical analyses, case studies, and search 
engines.  The internet can be a wonderful tool in locating data.  Here are some of 
my favorites: 

 

*  Search engine Google – the information you can get from high-powered 
internet searches is amazing.  Use specific words to narrow your search.  For 
example, if you are looking for the effects of music therapy on autistic children, 
use the key words “music therapy” AND “autism” and several research articles 
will show you the data you are looking for.  You can also use the “scholars” tool 
to search scholarly papers.  You can find this under ‘More” on the Google 
homepage.   
 
*  AEIS reports for your campus can be found at 
http://www.tea.state.tx.us/perfreport/aeis/.  But remember, these reports refer to 
the previous school year.  If you are looking for current campus demographics 
and TAKS data, contact Jerri Monbaron. 

 

 

http://www.tea.state.tx.us/perfreport/aeis/
mailto:jerri.monbaron@humble.k12.tx.us


*  Local data is always better, but you can refer to regional, state, or national 
data.  A good place to locate data on a state and national level is the National 
Center for Education Statistics.   http://nces.ed.gov/surveys/  
   

*  ScienceDaily (http://www.sciencedaily.com) is great place to find the latest 
research in education.   
 

*  ERIC - The United States Department of Education operates an ERIC 
database containing more than one million records going back to 1966. More 
than 100,000 non-journal documents (issued 1993-2004) are available in full-text 
at no cost.  www.eric.ed.gov  

 

 

E.  Does not make any unsupported assumptions 
 

Avoid statements such as “reading is the most difficult subject for students” or 
“most students do not like to read”, unless you have data to support it.  

 
 

F.  Describes the situation in terms that are both factual and of human 
interest 
 
If you want to buy computers for your school, talk about the need to train 
computer-literate students.  If you want to buy new playground equipment, talk 
about the importance of student physical activity and the rise in obesity in 
children.   
 
 

G.  Give the reader hope 
 

The picture you paint should not be so grim that the solution appears hopeless. 
The funder will wonder whether an investment in a solution will be worthwhile. 
Here is an example of a solid statement of need: "Breast cancer kills. But 
statistics prove that regular check-ups catch most breast cancer in the early 
stages, reducing the likelihood of death. Hence, a program to encourage 
preventive check-ups will reduce the risk of death due to breast cancer."  
 
It is at this point, that you give a great lead-in to your program description.  You 
have painted this picture of great need so now introduce a solution to the 
problem. . .your project!  This idea of yours will change lives – let that passion 
shine through! 
 
 
 
 
 
 

http://nces.ed.gov/surveys/
http://www.sciencedaily.com/
http://www.eric.ed.gov/


 
II.  PROJECT DESCRIPTION 
 
 Your project description could have many elements, depending on the guidelines of 

the funder.  Here are important pieces to include: 
 
 A.  Goals of Project 
 

If the need documented in the Needs Statement were fulfilled and the problem 
was eliminated, what would result?  What is the desired state of affairs?  The 
answer to these questions states the goal of your project.  
 

 
B.  Operation Plan  
 

Your plan should include the objectives and strategies to meet the goals, timeline  
       of activities proposed, and a listing of key personnel.   
 

1.  Your objectives specify the end products of your project.  They should be  
     stated in clear, measurable terms.   Examples of objectives are:  

 
* At least 85% of third grade students will pass the reading TAKS  
   test in Spring 2007. 
* Student attendance at XYZ middle school will increase from  

         90% to 95% at the end of the 2006-2007 school year. 
 
When writing your objectives, follow the acronymic advice:  “Keep 
them S.I.M.P.L.E.” 

 
* Specific: Show precisely what you intend to change through your 

project.  What will people be able to do once the project is completed 
that they couldn’t do before? 
 

*  Immediate: Indicate the time frame during which a current problem will 
be addressed.   
 

*  Measurable:  What tools will you use to measure project success?  
What qualitative and quantitative data will you gather? 
 

*  Practical:  Are your objectives realistic and feasible?   
 
*  Logical:  Do your objectives relate to your goal? 
 
*  Evaluable:  What are your criteria for success?  What impact will your 

project make? 
 
2.  Once you have written your objectives, then you are ready to write your 

strategies.  You have said what you propose to do (reduce absenteeism).  
Now, explain how you will do that by listing your strategies.  For example, if 
we use the example objective from above:  “At least 85% of third grade 



students will pass the reading TAKS test in Spring 2007” – then a strategy 
could be:  “Administer HERSI to third-grade students to identify which 
students need additional support” and then a second strategy could be 
identifying what that additional support would be.   

 
3.  List all key project staff, including a description of their job as it relates to this  
     grant project.  Outline the roles and responsibilities they will have in this  
     project.  Some funders require resumes of all key project staff. 
 
4.  The timeline is a visual device that segments your total project into 

manageable steps and lets your reviewers know exactly who will be doing 
what and when.  It tells reviewers that you are organized and have thought 
out the major steps of your project.  Below is an example of a timeline.   
 
 

Objective:  At least 85% of third grade students will pass the reading TAKS 
test in Spring 2007 

Strategy: Students identified will receive an additional one hour of small 
group instruction, five days per week, to address literacy skills. 

Activity Begin Date End Date Responsibility 

Activity 1.1   
Arrange schedule of 
literacy coach to 
accommodate small 
group instruction.   

08/15/06 08/20/06 
Principal, Literacy 
Coach 

Activity 1.2  
Purchase materials 
as needed for 
instruction. 

09/01/06 02/28/06 Literacy Coach, 
bookkeeper 

Activity 1.3  
Evaluate ongoing 
progress of students 
in small groups 

09/15/06 05/01/06 Literacy Coach 

 
 
C.  Evaluation 

 
Through an evaluation of your project, you can ensure funds are being spent 
wisely and the project is making a difference.  In particular, you want to see if you 
have met the goal you established at the beginning of this project.  There are 
different types of evaluation and often, organizations use different terms that 
mean the same thing.  Most funders will tell you what type of evaluation they 
expect in their reports, but let me explain the major two types:  
 



1.  Process or formative evaluation – you would conduct this evaluation during 
the grant period to make sure things are progressing as you had hoped.  If 
they are not, you are able to make changes while the project is still going on 
instead of finding this out at the end of the project (when it is too late to fix it).  
When writing a process evaluation, you will consider the following types of 
questions: 

 
*  Are sufficient numbers of key personnel adequately trained to  
   carry out the project? 
*  Are the services being provided meet the needs of the target  
    population? 
*  Are there additional supports needed by the target population? 
*  Is the target population benefiting from the project activities? 

 
2.   An outcome or summative evaluation is conducted at the end of the grant 

period.  The purpose of this evaluation is to document the extent to which the 
project did what it was designed to do.  The essence of an outcome 
evaluation is measurement – data collected to document the extent to which 
project objectives were accomplished.   
 
Writing your evaluation section in the application is a two-step process: 
 

1.  Identify what will be evaluated (refer to your objectives) 
 
2.  Determine what methods you will use to evaluate each objective – 
describe the data you will collect, how you will collect it.  This data might 
be TAKS scores, attendance records, HERSI data, teacher reports, 
student surveys, parent interviews, etc.   
 

Here is an example of a summative evaluation (eSchool News, Grants & 
Funding by Deborah Ward, October 2005) 

 
     A summative evaluation will be conducted for the project 
objectives relating to reducing drug abuse.  These data will be 
collected and analyzed annually. 
     The evaluator will use official police records to ascertain the 
extent to which incidents involving students who have tried or 
sold drugs have decreased and whether that reduction is at least 
10 percent as compared to the base year. 
     The evaluator will evaluate student perception of using drugs 
by conducting a survey that duplicates the survey administered 
prior to project implementation (see need statement).  This survey 
will be administered to a stratified random sample of students in 
the target school.  The survey will seek to gather data on the 
extent to which students are opposed to drugs.  The evaluator will 
determine if 50 percent fewer students have never tried drugs at 
the end of the project compared to the beginning of the project.   
 
 



 D.  Budget 
 

Before submitting your grant, you must submit a copy of your budget for review 
to Ida Schultze, Special Revenues Accountant and Jennifer Eaton, Budget 
Accountant.  Ida and Jennifer will work with you to ensure your budget is appropriate.   
 
Below are some tips to keep in mind when writing your budget:  

 Show the basis for your calculations.  Instead of writing:  Books = $200, 
specify which books or what types of books you will purchase. 
 

 Include a budget narrative immediately following your budget figures to 
explain any unusual expenditures (i.e., how you calculated personnel salaries 
or the need for five color laser printers) 
 

 If you have received other funding, say so.  It will enhance your credibility.   
 

 Some grant budgets require matching funds (also called cost sharing).  
These are costs that your organization will contribute to the project.  The 
matching funds could be cash – actual dollar amounts you will be able to 
show as “purchasing” a part of the budget or it could be in-kind – which are 
donated goods and services.  Providing space, personnel (even if it is a 
percentage of their time), volunteer time and/or supplies are all examples of 
in-kind matching.  Not all funders will agree to accept matching as in-kind so 
be sure and check before designing your budget.   
 

 All costs must be incurred during the project period.  You cannot prepay 
someone for follow-up work that will be performed before or after the grant.   
 

 Budgets should be close approximations of what you plan to spend.  “Fluff” 
(excess funds for the “just in case”) is easily recognized by funders.  
Research your costs and if upon grant award, the costs have gone up, most 
funders will be understanding and will make adjustments. 
 

 The purpose of grant funds is to supplement current funding, not supplant 
(replace) it.  It is illegal to use grant funding to cover an existing expense so 
that current funds can be diverted to another purpose.  If your funder 
determines that you have supplanted, all grant funds will have to be returned, 
including funds already spent.  
 

 All requests for technology must be in accordance with the district’s 
technology policies.  If you are requesting technology, please review your 
budget with Purchasing before submitting your application. 
 

 When completing your budget, here are some fixed costs to keep in mind: 
 Extra duty pay for teaching staff - $22.00 per hour 
 Extra duty pay for support staff – after 40 hours, pay 1.5 times hourly rate 
 Fringe benefits – 18% of salary 
 Fringe benefits for extra-duty pay – 15% of salary 
 Indirect Cost rate- contact Ida Schultze to get the current rate. 
 Substitute – average of $100 per day 

mailto:Ida.Schultze@humble.k12.tx.us
mailto:Jennifer.Eaton@humble.k12.tx.us
mailto:Ida.Schultze@humble.k12.tx.us


SAMPLE BUDGET 
 

Budget Item Requested 
from Funder 

Provided by 
Applicant 

Total 

►Personnel 

Salaries  

Jane Smith, Project Director 
$40,000/yr x 1 yr x 50% effort 

$10,000 $10,000 $20,000 

Sara Knoll, Secretary 
$18,000/yr x 1 yr x 25% effort 

$ 4,500  $4,500 

Extra-duty Pay  

3 Teachers @ $22.00 per hour x 3 hrs 
per week for 30 weeks 

$5,940  $5,940 

Fringe Benefits  

Jane Smith, Project Director, 20% of 
salary 

$2,000 $2,000 $4,000 

Sara Knoll, Secretary, 20% of salary $900  $900 

3 Teachers, 15% of extra-duty pay $891  $891 

  PERSONNEL SUBTOTAL $24,231 $12,000 $36,231 

►Physical Facilities 

Utilities (gas, electric) 
$75 pr hr x 3 hrs pr wk x 30 wks 

 $6,750 $6,750 

  PHYSICAL FACILITIES SUBTOTAL $0 $6,750 $6,750 

►Supplies 

Survey Printing and Mailing 
$1.27/survey x 1500 surveys 

$1,905  $1,905 

Basic office supplies 
$200 x 5 people 

 $1,000 $1,000 

  SUPPLIES SUBTOTAL $1,905 $1,000 $2,905 

► Travel 

Local mileage to district meetings 
Smith (500 miles)@ .445 ¢ per mile 

$222.50  $222.50 

Smith - Airfare ($400) + Per Diem 
($125 per dy x 3 dys) to attend 
conference required by funder 

$775  $775 

  TRAVEL SUBTOTAL $1,331.25 $0 $1,331.25 

Total Direct Costs $27,467.25 $19,750.00 $47,217.25 

Indirect Costs (2.293%) $     629.82     

Total Project Costs $28,097.07 $19,750.00 $47,847.07 

 



Frequently Asked Questions about Grants 
 

 
Q Mrs. Henderson’s class got new computers.  How can I get a grant for new  

computers (or wireless laptops) for my classroom? 
 
A It is very difficult to find grants simply to provide computers for your classroom.  

However, you might find a grant that funds innovative projects resulting in 
improvement of academic achievement through the use of computers.  Expand 
your idea to include aspects that will impact the academic needs of your 
students.  Refer to “Establishing a Need” on page 6 of this manual. 

 
 
Q The guy on the late-night television commercial that there is millions of 

dollars of grants that go unclaimed each year because no one applies. How 
can I apply for some of this money? 

 
A Don’t believe everything you hear in infomercials!  There is no huge pool of grant 

money available just for the asking.  Grants are not about getting money – they 
are about change.  You are requesting an opportunity to fill a need, fix a problem 
and bring about change.   
 
There are instances where a funder does not distribute all of its grant money 
because there weren’t enough applications submitted that were complete and 
worthy of funding, but this is very rare.  Following the tips and instructions in this 
manual will help you minimize the chances that this will happen to your proposal. 

 
 

Q How do I find what grant opportunities are available to me? 
 
A We now have a grants blog that sends out alerts to you every time a new grant 

opportunity is posted.  Go to http://humbleisdgrants.blogspot.com/ to read the 
blog and sign up for alerts send to your reader.   
 
If you do not find a grant that fits your project, continue your search online.  I 
have listed good places to search for grants on this webpage 
http://www.humble.k12.tx.us/commdev/Grants/grants_resources.htm.  

 
 
Q I found a federal grant that will award $300,000 a year for three years.  

Sounds like a dream to me!  What are my chances of getting this grant? 
 
A Federal grants (and most state grants) are very large in terms of dollars awarded, 

but are intended for entire school districts or at least several campuses.  They 
are not good choices for classroom projects.  In addition, federal grants are 
extremely competitive.  Often times, a federal grant program will receive 500 or 
more applications and only 20 grants are awarded nation-wide. 

 

http://humbleisdgrants.blogspot.com/
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Q I found a grant I can apply for.  What do I do now? 
 
A When you find a grant that is a good match for your project, complete an Intent to 

Submit form before beginning your application.  Send this completed and signed 
form to Jerri Monbaron, Competitive Grants Coordinator at the Administration 
building.  At that time, she can discuss with you specific assistance she can 
provide to you in completing this application.  The only time this form does not 
need to be completed is if you are submitting an application to the Humble ISD 
Education Foundation. 

 
 

Q I want to apply for a grant that requires an applicant to provide a 501(c)(3) 
tax exemption number.  How do I get this? 

 
A As a rule, school districts don’t quality for IRS 501(c)(3) tax exempt status and 

therefore, unable to apply for those grants.  School districts are considered 509 
(b) tax exempt organizations.  Often, a phone call to the grantor is warranted to 
clarify if schools can apply for the grant. 

 
 If the schools are not eligible, the Humble ISD Education Foundation (a 501(c)(3) 

nonprofit) can apply on your behalf.  For more information, call Jerri Monbaron 
(281-641-8143). 

 
 
Q What happens if I get a grant, but my evaluation of the project shows I 

didn’t meet my original goals? 
 
A If you did all of the activities you originally proposed that you would do and you 

simple did not see the results you thought you would, nothing will happen.  Just 
explain this in detail to the funder in your summary report.  You might also be 
able to offer some suggestions of why the project didn’t have the success that 
you thought it would. 

 
 However, if you failed to carry out the grant activities that you had said you 

would, this is another matter . . . and a very serious one.  A grant is a contract 
and if you fail to live up to your end of the contract, the funder could require that 
all of the funds be returned – including the portions of money that you have 
already spent! 

 
 
Q A grant that I want to apply for requires the district (or my school) to 

provide “matching funds” to the project.  Can I do this? 
 
A Never, ever commit your school or the district to provide any resources to a 

project without the written approval of the proper authorized person.  Often, 
matching funds can be “in kind” which means you can use either cash or in-kind 
– which are donated goods and services.  Providing space, personnel (even if it 
is a percentage of their time), volunteer time and/or supplies are all examples of 



in-kind matching.  Not all funders will agree to accept matching as in-kind so be 
sure and check before designing your budget.   

 
 
Q I just received my award letter.  Can I start spending the money right away? 
 
A Not just yet.   First, complete the Grant Received Form and forward to Jerri 

Monbaron at the Administration building.  She will publicize your good news in 
local and district publications.  In addition, she will work with you in setting up 
your budget within either your campus or district account.  Depending on the 
amount of the grant award, this award might also have to go before the school 
board at their next meeting to be “formally accepted”.   

 
 

Q A teacher across the hall got a grant from the Education Foundation.  What 
is this organization and how can I get a grant from them? 

 
A The Humble ISD Education Foundation is a nonprofit organization started in 

1999 by concerned community members about the students in our district.  They 
wanted to fund opportunities for innovative and creative learning that often falls 
outside the scope of the district’s normal operating budget.  To find out more 
about the Foundation, go to their website at www.humbleisdfoundation.org. 

 
 The Education Foundation awards “Innovative Education Grants” in the spring 

semester of each year.  Their application becomes available each January.  
Check their website to see who has won a grant in previous years, to download 
the application and to see when the technical assistance workshops are 
scheduled.   
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GRANT TERMS AND DEFINITIONS 
 
 
 
Newbie grant writers can easily get confused with all of the acronyms and jargon 
used in this profession.  Below are concise definitions for the most common 
words you will run across.  If you don’t find the word(s) you are looking for, 
contact Jerri Monbaron in Community Development.  
  

Activity: A specific action to be taken in the grant project in order to bring about 
change that will lead to achieving the stated goals and objectives. 

Applicant: The school, group of schools, or district seeking funds. 

Assurances: Legally-binding statements signed by the applicant which state 
that the applicant will do or refrain from doing certain things in accordance with 
the grantor’s policies. When assurances are required by the grantor, assurance 
forms are usually included in the grant application package; the Superintendent 
or his/her designee is the only person in the district authorized to sign 
assurances on behalf of the district. 

Budget period: The period of time (usually 12 months) in which grant funds 
must be expended. For multi-year projects, the budget period generally must be 
renewed for each fiscal year. Sometimes unexpended (or “surplus”) funds from 
one budget period will be “carried over” into a new budget period. A continuation 
proposal is usually required each year the project continues. 

Carryover: Cash amounts that can be used in a period after the period in which 
they were originally issued. A grant may have district and/or external carryovers. 
Carryovers do not happen automatically. Paperwork must be processed to insure 
the carryover takes place. Otherwise, the money is generally lost. The Business 
Office will require documentation that any carryover is specifically allowed 
and approved by the funding agency. Also, it is important to note that a 
grantor will require different paperwork than the district in order to secure 
carryover of funds. In essence, often two separate carryover actions are 
required.  
       For instance: A federal grant will normally fund a year-long program from 
October 1 to September 30. Since the district fiscal year ends on June 30, a 
district carryover is required in order to spend funds between July 1 (the 
beginning of the new district fiscal year) and September 30 (the end of the 
federal fiscal year). If the funds carry over from one federal fiscal year to the next, 
a separate carryover action must be filed with the federal agency in order to 
spend money beyond September 30.  
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Cash match - cash contributions made to a project by the grantee or another 
party, usually at the requirement of the grantor. Never commit the district to 
matches without the express approval (in writing) of an authorized person 
(usually the Superintendent). 

Consortium: A partnership of several agencies or organizations constructed for 
the purpose of submitting a single project application. (Multiple Humble ISD 
schools or departments joining together do not constitute a consortium). 

Cost-sharing: A fancy name for “cash match” or “matching funds”. A 
requirement that a portion of the project costs be assumed by the grantee. 

Direct costs: The costs directly attributable to carrying out a grant project, 
including salaries, fringe benefits, travel, equipment, supplies, services, etc., as 
opposed to Indirect Costs. 

Discretionary grants: Competitive grant programs in which the applicant 
designs the proposal, and the funding agency ranks the proposals received and 
determines which will receive grant awards. Also called competitive grants or 
project grants. 

Evaluation: An assessment of a project's success in meeting its intended 
outcomes. Evaluations could either be a "formative" evaluation or "summative" 
evaluation. 
       A formative evaluation, also known as a "process evaluation," is conducted 
during the operation of a project, generally for the purpose of providing 
immediate feedback to the grantee about the status of project activities so that 
project revisions may be made. A summative evaluation is conducted at the 
end of a project, measuring final program results. 

Formula grants: Funds made available to the school district based on a formula 
prescribed in legislation, regulations, or policies of the granting agency. Formula 
grants are non-competitive, though a proposed use of funds (often quite 
extensive and detailed) is often required. 

Fringe benefits: Amount paid by the employer for employee benefits such as 
retirement, health insurance, unemployment insurance, etc. Salary plus fringe 
benefits equals the total personnel costs. 
       Fringe benefits are prescribed by law, and are not "optional." If your grant 
pays wages or salaries to individuals, fringe benefits must be included. Contact 
Ida Schultze in Finance for a list of these and the amounts.  
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Goal: A measurable change (increase or decrease) in conditions or behaviors 
as a result of the grant project's implementation. (Example: “By the end of year 
one, the average SAT score in mathematics for students participating in the 
project will increase by 5 points”). 

Grant: Financial assistance in the form of money, or property or technical 
assistance in lieu of money, awarded by a government agency or private 
organization (foundation or corporation) to an eligible applicant to accomplish 
some public purpose. Grants obligate the recipient to meet specified objectives, 
and they hold the system financially liable if funds are not spent in accordance 
with applicable laws, rules, and regulations of the funding agency. 

Grant period: The period of time specified in the grant award notice or contract 
during which costs may be charged against the grant or contract. Not to be 
confused with budget period.  A multi-year grant will have multiple budget 
periods.  

Grantee: The legal entity to which a grant is awarded and which is accountable 
to the funding agency for the use of funds provided. 

Grantor: (Also known as funder or funding agency) any legal entity, public or 
private that awards grants to the school district, individual schools, or 
departments. Grantors can be local, state, or federal government agencies, 
private foundations, private or public non-profit organizations, and corporations. 

Guidelines: The set of general principles used in preparing a proposal. Some 
guidelines are generic and pertain to all proposals, while others are specific to a 
particular grantor. 

Indirect costs: (Also know as “overhead.”) These are the costs incurred in the 
overall operations of a grantee which are caused by the performance of a grant 
project, but not readily identifiable as direct project expenditures (i.e., accounting 
services, space, utilities). In Humble ISD, indirect costs should be included in any 
grant budget unless the RFP specifically disallows them, or unless specifically 
prohibited by the agency. Indirect cost funds are used by the district and are not 
available to the school or individual. 

In-kind or in-kind contribution: The dollar value of non-cash contributions to a 
project by the grantee (or any party other than the grantor), which support or 
directly benefit a grant project. (examples: volunteer services, equipment use, 
facilities, supplies, etc). 
      



Local education agency (LEA): A school district or designated regional 
educational service agency. LEAs normally receive and disburse grant funds on 
behalf of individual schools. (Humble ISD is an LEA.)  

Match: Cash or in-kind contribution to a project by the grantee (or any party 
other than the grantor), usually a percent of the total budget. Some grants require 
a match. But even if one is not required, demonstrating that the district is 
providing one almost always enhances a proposal’s chance for funding. 

Objective: Generally subordinate to the project goal(s), objectives are normally 
stepping stones or milestones in reaching the goal. (Example: If the goal of a 
project is to improve SAT scores by 5 points by the end of year one, an objective 
might be to complete some specific teacher training.)  

Organizational capability: The combined factors that indicate a grantee will be 
likely to carry out a grant project as described in the proposal. These factors 
include previous experience, productive capacity, personnel, and other resources 
which indicate that the applying organization can carry out a proposed project. 

Outcome: The long-term effects of the project achieving its goals. (Example: If 
the goal is improve SAT scores by 5 points, one outcome will be more students 
being admitted to colleges and universities.) 

Project/program director: The person designated by the grantee to be 
responsible for the administration of a project - including project management, 
submission of all required documents, communicating with the grantor and other 
appropriate agencies, and managing project activities (and working closely with 
the project evaluator). 

Project/program officer: The official at the grantor agency who is responsible 
for the grant program. This person normally oversees technical and program 
aspects of multiple (sometimes all) grants awarded under a specific program. 
S/he is the primary contact between the grantor and the grantee.  

Program announcement: A press release, booklet, catalog, form or notice 
(written or electronic) announcing an opportunity to apply for a grant or contract. 

Proposal: A formal written document that provides a funder with detailed 
information on the activities and costs of a proposed project to address some 
substantiated need or problem. (Remember, a proposal represents a plan for 
change rather than a request for money.) 



Request for proposal (RFP): The grantor’s invitation to prospective grantees to 
submit proposals under a particular program. An RFP normally includes detailed 
instructions (guidelines), funding caps, deadlines, etc., along with required forms 
for the applicant to submit a proposal for funding. 

Target population: A specified group or category of persons that the project will 
serve or impact. 

Time-line: A management tool, usually in the form of a matrix or a list that 
details the schedule of project tasks to be accomplished, by whom, and over 
what period of time. 

Unsolicited proposal: A proposal submitted by the applicant without formal 
invitation (announcement, RFP, etc.) from the grantor agency. 
 
 


