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Competitive Grants Technical Assistance Guide  

Competitive Grant Proposal Review Process 

All grant proposals must be submitted to the Federal, State and Competitive Grants (FSCG) 

Department for review and routing for District approval prior to being submitted for funding 

approval. This requirement applies to all school-based grants, including all competitive grants 

except as noted in "Special Exception" below.  Examples of school based grants:  Lowe’s 

Toolbox for Education, Kohl’s Classroom Incentive Grants, Dollar General, Target Field Trip 

Grants, Crayola Creative Classroom Grants, etc.   

Once you decide you want to apply for a grant, discuss your plans with your school principal to 

receive approval to do so. Once approval is received, please notify Dr. Courtney Zmach, 

Director, Grant Development, Research and Evaluation in Federal State and Competitive 

Grants (FSCG).  To ensure there is enough time to complete the review process, and to 

ensure your proposal is competitive, please submit grant proposals for review in complete and 

final form at least 3 weeks prior to the mailing/submission date. All items to be submitted to 

the funder should be turned in for the District’s review.  

It is requested that the following items be submitted with the Competitive Grant Proposal 
Routing Form signed by your principal and the person submitting the grant for review: 

 Grant announcement with directions (except grants posted in iBriefings) 

 Grant proposal narrative with any attachments that will be submitted to funder 

 Grant budget  
 

Please submit items for the FSCG review via EMAIL to:  Annia Bonilla, Federal Grants 
Specialist, Federal, State and Competitive Grants (FSCG)  bonila@collierschools.com    
 
We prefer submissions to be sent via email, not PONY. 
 

 

 

By far the best thing you can do to ensure the 

success of your proposal is to communicate fully and 

frequently with our department. The earlier you 

contact us, the more help we can offer. 

mailto:bonila@collierschools.com


Page | 2  

Last updated August 2020 

Federal, State and Competitive Grants (FSCG) reviews all proposals to determine which 

District officials must be consulted about the grant proposal to ensure that it is consistent with 

District and Board policies, regulations, and contracts.  Keep in mind, in most cases, a grant is 

considered a contract, which requires review by the Legal Department.   

Federal, State and Competitive Grants will also determine whether Board approval is required 

or not.  Please note, if Board approval is required, then the school contact person may be 

asked to provide additional details to be used by the Federal, State and Competitive Grants 

Department to prepare the Board meeting agenda item.  Board items require a minimum of 30 

days’ notice, so please plan accordingly.  Such items typically go through legal review before 

being placed on a Board Agenda. 

All grant-funded projects must provide full funding for all aspects of project implementation. 

The District does not provide cash to match grants, although in-kind services are permitted.  All 

grants must complete the District approval process, and, if necessary the Board approval 

process, prior to implementation and prior to any expenditure of funds. 

Special Exception 

Grant proposals to Champions for Learning Connect with A Classroom Initiative (Education 

Foundation of Collier County) may be approved by the given school's principal on behalf of the 

District and submitted directly to the funder without prior review by FSCG. The principal is 

responsible to ensure all District policies are followed. 

Overview of Grant Review Cycle

 

 

Competitive Grants Frequently Asked Questions  

Questions and information highlighted in yellow are new updates. 

What is the legal name of our school district? 

The legal name is School District of Collier County Florida. 

Why is it necessary to submit a grant proposal for review? 

There are four major reasons for requiring a grant proposal review: 
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First, the Superintendent is responsible for the implementation of educational and operational 

policies and procedures. Grant projects almost always involve changes in educational 

programs, staffing, or school or district operations—in fact, many grant projects involve all of 

these things. Because of this, the Superintendent requires a formal review to make sure any 

proposed changes are acceptable. 

Second, the review process provides an opportunity to make your proposal more competitive. 

Department staff are highly-experienced grant professionals who can quickly detect—and 

often correct—a fatal flaw in an otherwise good proposal. 

Third, the review process improves the actual implementation of the grant project because key 

operational issues are resolved ahead of time. The review process includes various district 

staff members whose support will be required once you begin your grant project—the review 

process allows them to know about your plans, and to advise you of any issues or changes 

well in advance. 

Fourth, successful completion of the pre-award review process is necessary for your grant 

award to be made available to you once funds are made available. 

What happens if one does not submit his/her grant proposal for review? 

If the proposal is submitted to the funder prior to being submitted for District review, or if the 
proposal is never submitted for District review, then consequences may vary depending on the 
specific circumstances of the case. It possible that grant funds obtained without approval may 
need to be returned to the funder.  

Is it appropriate to submit photos to a funder? 

Photos are acceptable; however, teachers must ensure that the photo releases are on file. 

Principals and teachers must ensure regulations related to FERPA are met.  Be sure to review 

the background environment to ensure student names are not visible.  

May grant funds be used to pay for a field trip? 

If a teacher is interested to fund a field trip with grant funds, it is recommended that the staff 

member consult with the school principal prior to writing the grant. If the grant is funded, all 

grant-funded field trips still need to be routed and approved through the District’s standard 

process, including iTravel.  All District staff should follow Field Trips 2340 in the District’s 

Policy/Administrative Procedures Manual. 

What technology items can one purchase? 

For principals and teachers interested to purchase technology items, they shall consult with the 

Building Technology Contact (BTC).  The BTC will have the latest information about the 

laptops and iPads that may be purchased and the accessories that may be required to be 

purchased with the mobile technology item. For example, the District supports the standard 

size iPad.  All iPads used in schools need to have AirWatch and the required iPad device case 

(two choices are available).  When iPads are purchased, regardless of the funding source, 

Carlos Torres in the District’s Technology Department must be notified before iPads can be 

distributed for use. There is currently one laptop supported by the District Technology 
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department:  HP Probook 445 G7.  The HP Probook 445 G7 meets the standards required for 

state testing.  The District recommends and supports only the equipment described above.  

There should be no expectation of support and/or connectivity for any other equipment 

purchased. All equipment items greater than $1,000 will need to be placed on your school’s 

inventory.  All District staff should follow 7450 - Property Inventory in the District’s 

Policy/Administrative Procedures Manual. 

May printers be purchased with grant funds? 

Teachers should consult with their principal before requesting funds to purchase a printer.  If 

the need is determined, the District Purchasing Department recommends the following 

printers:  HP LaserJet Pro M404dn (B&W) or HP Color LaserJet Pro M454dn. For current 

pricing, the school office manager can confirm with Patricia Roberts, the District’s Senior Buyer 

who handles copier/printer purchases.  

May grant funds be used to purchase snacks for students? 

The answer to this question is multi-faceted. The first consideration is to determine whether 

purchases to feed students are an allowable expense per criteria of the grant.  For many 

grants, food purchases are not allowable.  For grants that permit food purchases to serve to 

students during the school day, it is preferred that such foods meet USDA's "All Foods Sold in 

Schools" standards, also known as "Smart Snacks in School" nutrition standards.  Smart 

Snack compliant foods have more whole grain ingredients and less sugar and sodium than 

commercial counterparts.  While many times products may appear similar, Smart Snack 

products have different formulations and different SKU codes than those widely available at 

grocery stores.  The Smart Food Planner website is an excellent resource to determine if a 

product meets Smart Snack criteria.  The Smart Snack calculator is available on the District’s 

Nutrition webpage as well as other resources, including the B-Fit Toolkit and the District’s 

Wellness Policy. Foods purchased to feed parents and/or families, such as parent trainings, 

backpack programs or holiday food donations, are not required to be Smart Snack compliant; 

however, these purchases should align with the District’s goal to promote lifelong healthy 

eating habits and the consumption of nutritious foods. 

May schools write grants to fund a before or after-school program? 

Effective October 31, 2014, the Guidelines for Tiered Model of Supports document must be 

submitted with allocations for before/after school programs. FSCG will collaborate with 

Curriculum and Instruction to verify that requested teacher to student ratios are supported by 

the plan prior to final approval. Materials and assessments to be used for the programs must 

also be approved. Teacher to student ratios below 25:1 will not be approved without 

submission and approval of this document. 

 

  

https://foodplanner.healthiergeneration.org/smart-snacks/
http://www.collierschools.com/Page/241
http://www.collierschools.com/Page/241
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May one purchase whatever he/she wants to buy with grant funds? 

No. Purchases made with grant funds are highly-controlled and are limited only to expenses 

that were fully described in the grant proposal. All purchases made with grant funds are fully 

subject to all federal, state, and district purchasing requirements, including all limitations on 

travel, purchase orders, technology hardware and software specifications, and quotation and 

bidding requirements.  If you plan to purchase a mobile device, ensure all cost are factored 

into your purchase. For example, AirWatch is required for the purchase of iPads. Please refer 

to the Mobile Device Acquisition Checklist for further detail. Contact Steve Goldstein and Jon 

Woofter for current pricing and availability and current devices that are compatible. All 

equipment items greater than $1,000 will need to be placed on your school’s inventory.  A 

reminder that all District staff should follow 7450 - Property Inventory in the District’s 

Policy/Administrative Procedures Manual.  

It is also important to consider other available sources of funding.  For example, principals at 
Title I schools will want to review their Title I Use of Funds plan to determine whether there are 
funds available to support a teacher’s grant request, especially if it is possible to support 
students immediately, rather than waiting for possible grant funding. Grant funds should 
supplement, not take the place of Title I funds. 

May grant funds be used to compensate people?  

All personnel costs assigned to grant projects are covered by at least two sets of limitations: 

those set by the funder and those established by the School Board. Grant projects may only 

compensate employees at official District rates, set by the official Compensation Book—no 

more and no less. 

Who is responsible for writing grant proposals? 

Schools are responsible to write their own grant applications. The Federal, State and 

Competitive Grants Department is happy to help. If you contact us too late in the development 

timeline; however, our ability to help will be very limited. 

Can one write a grant for anything he/she wants? 

You are encouraged to think big, but you should always think about how the proposal furthers 

the District Strategic Plan, School Improvement Plan or teaching and learning goals of the 

District. Your grant should always show how it supports the mission of the District.  

Can a teacher write a grant for a school garden at his/her school? 

School gardens are a great learning tool. Schools are required to complete the District’s 

Facilities Modifications process.  It is very important to submit a facility modification request. 

We recommend that the facilities modification process occur before applying for the grant. It 

will minimize garden problems later.  It is mandatory that Facilities Department be involved to 

ensure the feasibility of the site location. 
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Is CCPS a 501(c)(3) organization? 

No. The School District of Collier County Florida is not a 501(c)(3) organization,  nor are any 

schools operated by the School District of Collier County considered 501(c)(3) entities. Some 

funders specify in their grant notices that eligible applicants must be designated by the IRS as 

a 501(c)(3) organization. If you find this restriction in a grant notice, we recommend consulting 

with the funder to determine if a public agency (such as a school district or a school within it) 

would also be eligible under their guidelines. Funders may be willing to waive such restrictions 

and accept applications from public schools even though their notices may not state this 

specifically.  

May proposals be posted on DonorsChoose.org or other online wish list 

sites?  

The District considers DonorsChoose.org and other wish list sites such as Amazon Wish List 

fundraiser programs. They are not grant-making sites. Principals should follow District 

Procedures for fundraisers. The Fundraiser or Event Proposal (5830 F1) and Final Fundraiser 

Financial Report (5830 F2) must be completed for all fundraisers before requests may be 

posted online and visible to the public. Principals are to be aware in advance anytime there is 

student solicitation or collection of money so that efforts may be coordinated. The District will 

permit teachers to submit requests to DonorsChoose.org and other online wish list sites; 

however, all requests must receive the principal’s approval.  GoFundMe does not qualify under 

this guidance.  See Q&A that is specific to GoFundMe. 

May applications be submitted to GoFundMe.com? 

The District considers GoFundMe.com a fundraiser program. It is not a grant-making site. The 
use of GoFundMe.com is not permitted by any school district staff to raise funds in the name of 
the school or district.  

The District will permit only cooperative external organizations (e.g., Booster Clubs and 
PTO/PTA) to submit requests to GoFundMe; however, all requests must receive the 
principal’s approval. Principals should follow District Procedures for fundraisers. The 
Fundraiser or Event Proposal (5830 F1) must be completed for all fundraisers before requests 
may be posted online and visible to the public. Principals are to be aware in advance anytime 
there is student solicitation or collection of money so that efforts may be coordinated.  
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What is the difference between a grant and a donation? 

Area It’s a grant if ANY of  
these are true: 

It’s a donation if ANY of  
these are true: 

Request 
Format 

Written request for proposal for funding 
required. 

No formal request required. 

Reference 
The funder describes the funds as 
“grant” in any circumstance. 

The donor describes the funds as 
“gift” or “donation”. 

Reporting 
The funder requires reports or 
descriptions of the funds and their use. 

None 

Recovery 
The funder requires that unspent funds 
are returned. 

There is no requirement for 
unspent funds. 

Restrictions 
There are specific requirements for 
funds, including timelines and program 
guidelines. 

The donor funds any District 
allowable expense without time 
or purpose restriction. 

Accountability 
Outlined by State, Federal or grantor 
guidelines or agreements. 

Outlined by District regulations. 

Sources of 
Funds 

Government, Public Agency, 
Public/Private Partnership or other 
entity that administers funds. 

 

 

Materials received through grant programs will remain at the school that received the grant 
funds.  Donations will typically remain with the teacher.  The exception is DonorsChoose.  Per 
DonorsChoose policy, teachers may take materials to their new site if both criteria are met: 1) 
the teacher remains an eligible teacher per DonorsChoose criteria and 2) the principal gives 
consent. The principal is not obligated to give consent. 

Who is available to help? 

The Competitive Grants team is here to help!   

Who How we can help Phone 
Number 

Dr. Tammy Caraker  
Associate Superintendent, 
School and District Operations
  

 Competitive grants oversight 

 District policy questions 
 

377-0202 
 

Dr. Courtney Zmach  
Director, Grant Development, 
Research and Evaluation 
 

 Competitive grants school lead reviewer 
and primary contact 

 Planning to apply for a grant notification 

 District policy questions 

 Consultation for grant searches/locating 
funding source ideas 

377-3581  
 

Annia Bonilla 
Federal Grants Specialist 

 Competitive Grant Proposal Routing Form 
submission questions 
 

377-0328  
 

 


